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Degerli Calisanimiz,

ISKEN Yénetimi, insanin en énemli kaynagimiz
oldugu bilinciyle, motivasyonu ve verimliligi
yiiksek calisanlara sahip olmayi hedefler ve
“insan kaynagi"na yatrim yapmaya éncelik verir.

ISKEN Yonetimi, calisanlari arasinda; dil,

ik, cinsiyet, din, etnik ve kulttrel kdken
farkliliklarindan dolayr ayrimcilik yapmaz ya da
ayricalik tanimaz. Bltiin galisanlar esitlik ilkesi
icinde degerlendirilir.

Bu rehber kurumsal prensiplerimizin gtinlik

uygulamalarinda galisanlara yardimer olmasi
amaciyla hazirlanmistir.

iSKEN Yonetimi

Dear Employee,

With the awareness of the fact that our
most valuable resource is human , ISKEN
Management aims to have employees with
high motivation and efficiency and it gives
priority to invest in its “human resource”.

ISKEN Management does not make any
discrimination among its employees based
on language, race, gender, religion, ethnical
and cultural grounds. All employees are
subject to equal treatment.

This guide is prepared to support the

employees for the application of our
corporate principles on daily activities.

ISKEN Management



ISKEN

ISKEN Sugdzii Enerji Santrali, Turkiyede ichal
tas komirtine dayali ilk 6zel sektor enerji
santralidir. Ulkemizdeki en biytik dogrudan
yabanci sermaye yatirimlarindan biridir.

1210 MW (2x605) net kurulu glicti ile Sugdzi
Enerji Santrali uluslararasi teknik ve gevre
standartlarina uygun olarak isletilmektedir.
Enerji santrali, verimli tasarimi ve yiksek
emre amadeligiyle teknik olarak glivenilirligini
kanitlamis olup tlkemizin elektrik agina
glvenilir enerji saglamaktadir.

Sug®zl Enerji Santralinin isletmecisi ve sahibi
iskenderun Enerji Uretim ve Ticaret AS.
(ISKEN) olup; yabanci ortag STEAG GmbH
(%51) Turk ortagr ise OYAKtr (%49).

ISKEN

ISKEN Sugdzii Power Plant is the first private
imported coal-fired power plant in Turkey. It is
one of the biggest direct foreign investments
in our country.

Sugdzii Power Plant, with net capacity of 1210
MW (2x605), is operated in compliance with
international technical and environmental
standards. Having proven its technical
reliability by its efficient design and high
availability, the Power Plant reliably provides
energy into the national grid.

iskenderun Enerji Uretim ve Ticaret A.S
(ISKEN) is the owner and operator of the
Sugdzii Power Plant. Foreign shareholder of
ISKEN is STEAG GmbH (51%) and the Turkish
Shareholder is OYAK (49%), Armed Forces
Pension Fund..
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Kurumsal
Degerlerimiz

Cevreyle Dost Olmak

Modern teknoloji ve aritma sistemlerini
kullanarak, bulundugu ortamdaki dogal
kaynaklari korumak sureti ile diinya

standartlarinda gevreyle dost Uretim yapmak,

nicelikten ok nitelige verdigimiz degerin
gostergesidir.

Kurumsal Sosyal Sorumluluk
Projeleri ile Katma Deger
Yaratmak

Icinde bulundugumuz Gukurova bolgesi
basta olmak Uzere tilkemizin her yerinde
sanattan egitime, tarimdan balik¢iliga kadar
her tirli alanda cesitli kurum, kurulus ve sivil
toplum orgutleri ile isbirligi icerisinde pekgok
sosyal sorumluluk projesi ytirtitmek ve bu
projeler araciligl ile yoreye ve topluma katma
deger saglamak parcasi oldugumuz topluma
verdigimiz degerin ve sayginin bir ifadesidir.

Our Corporate
Values

Being Environmentally Friendly

Making environmentally friendly production
in world standards while taking care of all
natural resources by using modern technology
and treatment systems shows the importance
we give to the quality rather than the quantity.

To Create Added Value by
Corporate Social Responsibility
Projects

Undertaking many social responsibility
projects in fields from art to education, from
agriculture to fishing in co-operation with
many governmental and non-governmental
organizations all over the country, especially
in Gukurova region and by so creating added
value is the indicator of the importance and
respect we give to the society of which we are
a part. :
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ISKEN Ailesi olmak

Galisanlarimiz, calisanlarimizin aileleri ve is
ortaklarnimiz ISKEN Ailesiin birer tyesidir.
Ailemizin tiim Uyelerini stirekli iyilesme
yolunda desteklemek prensibimizdir.

Once insan

Glctmuzu saglikli, yetkin, basarili ve mutlu
insan kaynagimizdan alinz. Calisanlarimiza

is sagligl ve glivenligi anlaminda diinya
standartlarinda galisma kosullarini saglamak,
kisisel ve mesleki gelisimleri icin dogru ve
uygun gelisim firsatlar sunmak ve calisma
kosullarimizi hep daha iyiye goturerek strekli
gelisen ve givenilir bir organizasyon olmak
kurumsal hedeflerimize ulasmak yolundaki en
blylk dayanagimizdir.

Evrensel Etik Degerlere Baglilik

Bltiin uygulamalarimizda yasalara, insan
haklarina ve is ahlaki kurallarina uyum, dariist
ve insan odakli ydnetimimizin taviz verilmez
degerlerindendir.

Being iSKEN Family

Our employees, our employees’ families and
our business partners are members of ISKEN
Family. The principle is to support all members
of our family on the way to continuous
improvement.

Human First

We get our strenght from our healthy,
competent, successful and happy human
resources. Being a continuously developing
and reliable company by providing our
employees a working environment with
occupational health and safety conditions

at worldwide standards, by providing well
chosen development opportunities for their
personal and professional development as well
as by continuously improving our working
conditions is our biggest support in achieving
our corporate targets.

Commitment to Universal Ethical
Values

Complying with laws and regulations,
human rights as well as business ethics is an
indispensable value of our people-oriented
and honest management.

13



Kurumsal
Misyonumuz

Misyonumuz dogal cevrenin ekolojik

denge ve kaynaklarini koruyan, bulundugu
sosyal cevrenin ve iliskide bulundugu biitiin
kesimlerin gelisimine katkida bulunan,
calisanlarinin memnuniyetini 6n plana gikaran
yonetim politikalariyla ve modern teknolojiyle
elekerik tretimi yaparak tilke ekonomisine
katkida bulunmakar.

Kurumsal
Vizyonumuz

Turkiye enerji sektoriinde model sirket
olmakar.

Our Corporate
Mission

Our mission is to contribute to the national
economy by producing electricity with
modern technology and with a special
emphasis on protection of ecological balance
and resources of natural environment,
contributing to the development of our
social environment and all sectors we are
related to and giving prior importance to the
satisfaction of our employees.

Our Corporate
Vision

To be a model company in the
Turkish energy sector.




Gorevimiz

ISKEN'in basarisi her bir calisaninin kendi
lzerine diigen gorev ve sorumluluklarr layikiyla
yerine getirmesi ile ortaya ¢ikmaktadir. Bu
nedenle her bir calisanin gorevi dnemlidir.

Bu gercevede gorev tanimlari yapilmistir
ve calisanlara ise girislerinde verilir. Biitin
calisanlar ISKEN'in kurallarina, prosedr ve
talimatlarina uymakla ytkamladarler.

> 16

Our Job

The success of ISKEN is reached by each
employee’s fulfilling their own duties and
responsibilities. That's why the duty of every
single employee is important.

Within this framework, job descriptions are
prepared and are given to the employees.

All employees are responsible to abide by all
rules, procedures and instructions of ISKEN.

» 17
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Performans
Yonetim Sistemi

Performans Yonetim Sistemimiz yetkinlik bazli
bir degerlendirme sistemidir.

Galisanlarimizin, birer ISKEN calisani olarak,
gorev ve sorumluluklarini yerine getirirlerken
dikkate almalarr ve strekli iyilestirmeleri
beklenen yetkinliklerde gosterdikleri caba ve
yaklasimlarini gozlemlemeyi amaglar. Ayni
zamanda her bir calisan ile amiri arasinda
yapilandirilmis bir geri bildirim ortami sunmayi
hedefler. Performans Yonetim Sistemi,
Performans Degerlendirme Prosediiri’nde
anlatlmusurr.

Performans degerlendirme sonucunda elde
edilen bilgiler egitim ve kariyer planlarinin
hazirlanmasinda degerlendirilir.

Performans goriismeleri yilda bir kez yapilir.
Performans degerlendirme streci ilgili yil iin
Kasim ayinda baglar, takip eden Ocak ayinin
sonuna kadar devam eder.

Performance
Management System

The Performance Management System is
based on competencies.

It aims to monitor employees’ effort and
approaches at competencies that they, as
ISKEN employees, should carefully consider
and improve while performing their job and
responsibilities. Additionally, it provides a
structured feedback platform between the
employee and the superior. Performance
Management System is defined in the
Performance Evaluation Procedure.

The results of performance evaluations are
data for training and career plans.

Performance Evaluation interviews are done
once a year. For the relevant year, the process
starts in November and ends at the end of
the following January.

19
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Yetkinlikler

ISKEN ¢alisanlarinin Gnemsemelerini ve
islerini gergeklestirirken dikkate almalarini
bekledigimiz belli basl yetkinlikler asagidaki
gibidir.

Liderlik Yetkinlikleri
Karar Verme ve Aksiyon Alma
Koordinasyon ve Planlama
Guvenli ve Disiplinli Calisma Ortami
Saglama
Yetkilendirme ve Guiglendirme
Astlarina Mentorluk Etme (Yol Gosterme)
Rol Modeli Olma

Mesleki Yetkinlikler
Bilgi, Beceri ve Tecrlibe
Bilgi Teknolojileri ve Ekipman Kullanimi

K|§lsel Yetkinlikler
Etkin ve Yapici Iletisim Kurma
Geribildirime ve Elestiriye Agiklik
Goziim Odakli Olma
Inisiyatif Kullanma
Zamanindalik, Planlara Uyma ve
Kaynaklara Sayg
Ogrenme ve Gelismeye Istekli Olma
Sirket Prosedir ve Kurallarina Uyum
Is Saglig ve Glvenligi Kurallarina Uyum

Competencies

The competencies that ISKEN employees
should consider while performing their jobs
are explained below.

Leadership Competencies
Decision Making and Action Taking
Coordination and Planning
Creating a Safe and Disciplined Working
Environment
Authorisation and Empowerment
Mentoring the Subordinates (Guiding)
Being a Role Model

Occupational Competencies
Knowledge, Skills and Experience
Usage of Equipment and Information
Technologies

Personal Competencies
Active and Constructiveness in
Communication
Openness to Feedback and Criticism
Being Solution Oriented
Taking the Initiative
Punctuality, Accordance with Plans,
Respect to Sources
Eagerness to Learn and Improve
Obeying Company Procedures and Rules
Obeying Occupational Health and Safety
Rules

21



Egitim/Gelisim
Aktiviteleri

Egitim ve gelisim aktivitelerinin amaci
calisanlarin mesleki ve kisisel gelisimlerine
yardimci olmakuir. Bolim sorumlulart her
yil sonunda; bir sonraki yil icin, bolim
calisanlarinin almasini dnerdikleri mesleki
egitimlerle ilgili onerilerini iK'ya iletir. Kisisel
gelisim egitimleri tim ¢alisanlar igin, bolim
mudurleri ile isbirligi halinde, IK tarafindan
planlanir ve gerceklestirilir. Is saglig ve giivenligi
ile cevre konularindaki periyodik egitimler
ise ilgili birimler tarafindan planlanir ve IK ile
isbirligi icinde gerceklestirilir.

Training/Development
Activities

The aim of development activities and
trainings is to support our employees in their
professional and personal improvements. At
the end of each year, department responsibles
share with HR their suggestions about
professional trainings for their department
employees. Personal development trainings
for all employees are planned and organized
by HR. Periodical occupational health,
occupational safety and environmental
trainings are planned by relevant functions
and realized in cooperation with HR.

AR (&
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Rotasyon Rotation

Herhangi bir pozisyonda kadro agig olmasi In case there is a vacancy in the company

ve ise yerlestirmenin ic istihdam seklinde and it is to be filled internally, employees
yapilmasi durumunda Eleman Segme may change their department and job title
Yerlestirme Prosediiri’'nde anlatldig) tizere within the company as explained in Employee
calisanlarin kurum icerisinde bolim ve tnvan Selection and Recruitment Procedure.

degistirebilmeleri mimkiin olabilmektedir.

Salaries

Salary Adjustments

All employees of ISKEN work on monthly
basis payment. Beginning salaries are stated in
net TL figures in employment contracts. The
employee is notified by HR in writing about
any salary adjustments.

Ucretler

Maas Diizenlemeleri

ISKEN'de ¢alisanlar aylik maas esasina gore
calisirlar. Calisanin baslangig tcreti istihdam
sozlesmesinde net TL olarak ifade edilir.
Maas dizenlemeleri iK tarafindan calisanlara
yazili olarak bildirilir.

24 25



Maas Odeme Giinii

Maaslar her ayin son is gtinti calisanin banka
hesabina yatirilir. Bordro zarflari ¢alisana
aylik olarak verilir. Bordrolarin birer kopyasi IK
tarafindan dosyalanir.

Nakit Avanslar:

Prensip olarak, ¢alisanlara maaslarina
mahsuben avans 6demesi yapilmaz. Ancak
kanitlanmis acil durumlarda, calisanin
maaginin %'sini agmayacak miktarda avans
vermek kabul edilebilir. Talep iK'ya dilekce
ile yazili olarak yapilir, 6deme Genel Mudir
onayina tabidir.

Dini Bayramlarda Odeme

Calisanlar yilda 13 net maas alirlar. 13. net
maas ddemesi iki esit kisimda, dini bayram
aylarindan 6nceki aylarda o aya ait maas
odemesi ile birlikte yapilir.

26

Salary Payment Day

Salaries are remitted to the bank accounts
of the employees on the last working day of
each month. Payrolls are given to employees
monthly. Copies of the payrolls are filed by
HR.

Cash Advances

In principle, no cash advance is paid on the
account of an employee’s salary. However,

in cases of approved emergencies, the
Company may accept to pay cash advance
not exceeding ¥ of employee’s monthly
salary. Request is made to HR in written, the
payment is subject to approval of the General
Manager.

Payment in Religious Holidays
Employees are paid 13 net salaries within a
year. The payment of the 13th net salary is
made in two equal portions; with the salary of
the previous month of each religious holiday.

) r~
p _| &
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Ise Devam ve Tatiller

Personel Devam Kontrol Sistemi ve
Manyetik iSKEN Kimlik Kartlar:

Tum ISKEN ¢alisanlar, tim alt isveren ve
muteahhit firma calisanlari ile stajyerler
manyetik ISKEN Kimlik Kart’'na sahiptir.
Manyetik karti olan herkes Santrale her giris
cikista kartini okutmakla sorumludur. Kartini
kaybeden kisi derhal iK’ya durumu bildirmek
zorundadir. Kaybolmus kart bulunmasi
durumunda bu kart IK'ya teslim edilmelidir.
Baskasinin kartini kullanmak kesinlikle yasaktir
ve tespiti durumunda disiplin kurallari
uygulanir.

Attendance and
Holidays

PDKS and Magnetic ISKEN ID Cards

AllSKEN employees and all sub-contractor
employees as well as trainees possess
magnetic ISKEN ID Card. Everybody who is
provided a card is responsible for sliding the
card through the reader in all entrances to
and exits from the Plant. Anyone losing his/
her card has to inform HR immediately. In
case of finding a lost ISKEN Card it has to be
brought to HR. To use someone else’s card is
strictly forbidden and in such a case, discipline
rules shall be applied.

29



ise Devam

Calisanlar yapilan planlama uyarinca ise
gelmekten ve belirlenmis is saatlerine
uymaktan sorumludurlar. Calisanin ise devam
durumunun izlenmesinden oncelikle ilk
amirleri sorumludur. Uglti vardiyanin calisma
saatleri asagidaki gibidir:

Sabah Vardiyasi : 08:00-16:15
Aksamiistii Vardiyasi : 16:00-24:15
Gece Vardiyasi : 24:00-08:15
Vardiyali personel belirlenmis vardiya
diizenine gore calisir. Glind(iz personeli
Pazartesi ve Sali 08:00 -18:00, Carsamba,
Persembe ve Cuma giinleri 08:00-17:00
saatleri arasi calisir. Yonetim gerekli gordigt
durumlarda calisma saatlerini yasalara uygun
olacak sekilde degistirebilir.
@I ®)
]
O
00
) OO

_____
..................

» 30

Attendance

Employees are responsible for coming to work
and keeping to working hours as scheduled.
Following the attendance of an employee

is primarily his/her superior’s responsibility.
Working hours of 3 shifts are as follows:

Morning Shift :08:00-16:15
Afternoon Shift :16:00-24:15
Night Shift :24:00-08:15

Shift employees work according to the shift
schedule. Employees who work on daytime
work from 08:00 to 18:00 on Mondays

and Tuesdays and from 08:00 to 17:00 on
Wednesdays, Thursdays and Fridays. The
management may change the working hours
in compliance with legal requirements and if
necessary.

> 31



Resmi Tatiller

Glndiiz calisanlar kanunen ilan ve kabul
edilen tim resmi tatillerden yararlanirlar.
Vardiyali calisma dzeni 24 saat faaliyet
tzerine kuruldugundan resmi tatillere
gore degisiklik gostermez. Resmi tatiller
dini bayramlar ile asagida belirtilen ulusal
bayramlar ve diger tatil gtinlerinden olusur.
Haftasonu tatiline rastlayan bayram ya da

genel tatil glinleri fazladan tatil glinG yaratmaz.

Dini bayramlar ilk bayram gtintinden énceki
arife glinti saat 13:00de baslar.

Yeni Yilin ilk Gin
1 Ocak

Ulusal Egemenlik ve Cocuk Bayrami
23 Nisan

Emek ve Dayanisma Gunt
1 Mayis

Atatlirk’t Anma, Genglik ve Spor Bayrami
19 Mayis

Zafer Bayrami
30 Agustos

Cumhuriyet Bayrami
28 Ekim 13.00°den sonra ve 29 Ekim

Ramazan Bayrami
3,5 giin

Kurban Bayrami
415 gﬁn

32

Bank Holidays

Employees who work on regular day time
don't work on bank holidays announced

and accepted by the Turkish Government.
Continuous shift work is based on 24 hours
and is not affected by bank holidays. These
include religious holidays and the national days
listed below. National days which coincide with
a weekend do not create any additional day
off. Religious holidays start at 1:00 PM the day
before the first day of the holiday.

New Year's Day
January 1st

National Independence and Children’s Day
April 23rd

Labour and Solidarity Day
May 1st

Atatlirk's Memorial, Youth and Sports Day
May 19th

Victory Day
August 30th

Republic Day
October 28th from 13.00 and October 29th

Ramadan Holiday
3,5 days

Sacrifice Holiday
4,5 days

33



Mesai Saatleri ve
Isyerinde Bulunma

Calisanlar belirlenmis olan galisma saatlerine
uymakla yiktmladurler. Yikanma ve giyinip
soyunma, ddenen fazla galisma saatinin
disinda gergeklestirilmelidir.

Vardiya degisimi zamaninda gergeklesmedigi
takdirde, vardiya degisimi yapacak olan
calisan bunu derhal bir Gst amirine bildirmek
ve vardiyayi teslim alacak is arkadagi goreve
baslayincaya kadar isini devam ettirmek
zorundadir.

Calisan, isletmede sadece kendi is biriminde
ya da gorevi geregi olmasi gereken yerde
bulunmalidr.

Ortak kullanima yonelik tim mekanlar ve
aletler, dzellikle dinlenme, yemek mekanlari,
yikanma yerleri ve tuvaletler temiz ve diizenli
tutulmalidir.

Working Hours and
Presence at Workplace

Employees are responsible for obeying
scheduled working hours. The time for
shower and dressing are not subject to
overtime.

In case that the shift exchange is not made on
time, the employee whose shift is over has to
inform his or her superior and must not leave
the station until the employee of the next
shift takes over the job.

The employee must be present in his/her own
work station or in the working area that he/
she has to be present because of his/her job.

All the common places and common tools,
especially resting and eating lounges, shower
places and toilets must be kept clean and
proper.

35



Is Seyahatleri Business Travels

Is seyahatleri konusu Seyahat Prosediri’'nde Business travels issue is explained in Business
anlaulmisr. ilgili seyahat formlarinin Travels Procedure. The proper use of the
prosedre uygun kullanimi; seyahat saglik ve relevant travel forms is important in regards
glvenlik risklerinin degerlendirilmesi, gerekli of health and safety risks evaluation,

idari ve yasal izin islemlerinin yurattlmesi ve consideration of work permits and for travel

seyahatin glivenligi agisindan énemlidir.

Ucretli Izinler Paid Leaves

Calisanin evlilik durumunda 4 is gung, Each employee is granted 4 work days in
birinci dereceden akraba (es, cocuk, anne, case of marriage; 4 work days in case of
baba, kardes) vefatinda 4 is gliny, tasinma death of a close relative (spouse, child,
durumunda 2 is giinti ve erkek calisanlar igin mother, father; sister/brother), 2 work days
bebek sahibi olmalari durumunda 5 is glini in case of moving and 5 work days —for
calisilmis gibi sayilan Ucretli izin hakki male employees- in case of having a baby,
vardir. [zinler Izin Prosedtiri’nde paid leave right. Leaves are explained in

anlatlmusur, Leave Procedure.
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Isyerine ve
Isyerinden Ulasim

Yumurtalik, Ceyhan ve Adana ile bu hattin
sinirlarn dahilinde oturan personel ise

gelis gidislerde sirket tarafindan saglanan
servislerle ulagim imkanini kullanabilir. Servis
araglarinin belirlenmis glizergahlari vardir

ve bu glizergahlar ¢alisanlarin adreslerine
gore degistirilemez. Ancak ihtiyaca gore
diizenlemeler yapilabilir. Servis araglarinda
yolcularin seyir stiresince emniyet kemerlerini
baglamasi kesinlikle zorunludur. Kemer
takilmamasi is glivenligi kurallarini ihlal
anlamina gelir.

Servis araglari mesai bitiminden sonra ilk bes
dakika iginde hareket ederler.

Transport to and
from Work

The employees who live in Yumurtalik,
Ceyhan, Adana and in between these
borders use means of transportation
provided by the company. Service buses
have fixed routes and these routes shall not
be changed according to addresses of the
employees. But adjustments may be done
in case of necessity. It is obligatory that all
passengers in the bus services fasten their
seat belts. Not to fasten the seat belts mean
to abuse safety rules.

Buses shall start in first five minutes following
ending the working time.

39



40

Is lliskisinden Dogan
Genel Hiikiimler

1-Caligan, ISKENde istihdam ile birlikte
asagidaki yukamlultkleri Gstlenir:

Kendisine verilen gorevleri, gbrev
tanimina uygun ve amirinin talimatlari
dogrultusunda en iyi sekilde yerine
getirmek.

Istihdam edildigi isin disinda, niteliklerine
uygun olmak kosuluyla, isi ile dogrudan ya
da dolayli olarak iliskili olan diger islerde
de gorev almak.

ISKEN'in kendisine sundugu tesis, arag,
ekipman ve aletleri korumak ve bunlara
bilingli olarak zarar vermemek.

Calisan El Kitabi ile tiim sirket prosediir ve
talimatlarina uygun davranmak.

isyerindeki diizen, tesis ve can givenliginin
korunmasi konusunda her zaman itinali
olmak.

2-Calisanlar isverenin yazili izni olmadan is
saatleri icinde veya disinda bagka bir is yerinde
veya iste ya da baska bir is icin ¢alisamaz.

3-Calisanlar, isle ilgili ddkiman, cizim, rapor,
her tirll evraktan dgrendigi bilgiler de dahil
olmak tzere yazili veya sozlli olarak 6grendigi
butin bilgileri gizli tutacakur. Bu konu Is Etigi
Kurallar boliminde agiklanmaktadir.

General Rules As A

Result of Work Relation

1- By being employed the employee assumes
the responsibilities below.

To perform his/her job properly, in
compliance with the job description

and following the directives of his/her
superior.

To perform duties other than his/her
main occupation which are directly

or indirectly related with his/her main
occupation with the condition that it fits
with his/her qualifications. .

To protect and not to damage
consciously the facilities, equipments,
tools and similar provided by ISKEN

To act in compliance with this Employee
Handbook and all Company procedures
and regulations.

To be careful and sensitive about keeping
the order, occupational safety and
security in the working place.

2- The employee is not allowed to work in
another work place or for another work,
neither within nor outside the working hours,
without a written permission of the employer.

3- Employees shall keep all the information
they get from written or verbal
communications confidential, including
those they learned from any work-related
document, illustration or report. This issue is
explained in Rules of Business Ethics.
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Isvereni
Bilgilendirme

Calisan kendisi ile ilgili ise alinirken belirtmis
oldugu bilgilerde sonradan olusan degisiklikleri
IK'ya derhal yazili olarak bildirmekle
ylkdmluddr,

Calisan saglik ocagy, hastane ve diger saglik
kuruluglarindan almis oldugu rapor ve isbasl
yazilarini derhal IK ve revire bildirmekle
yukumludar.

ISKEN, calisana yapacag) bildirimleri, calisanin
IK'da glincel olarak gortnen kayitl adresine
yapar ve bu bildirimi gecerli sayar.

Normal sartlarda, ¢alisan, amirinden telefonla
izin istemek suretiyle ise gelmemezlik yapamaz
ve telefonda yillik izin talebinde bulunamaz.
Ancak bir hastalik ya da acil durum sebebiyle
calisan ise gelemiyor ise bu durumu amirine
mUmkin olan en kisa stirede bildirmek ve izin
istemek zorundadir.

Duyurular

Calisanlar, duyuru panolarina asilan duyurulari
takip etmek ve geregini yerine getirmekle
sorumludurlar. Panolara, duyuru asmaya yetkili
kisiler disinda duyuru asilmasi yasakar.

Informing the
Employer

The employee is responsible for informing
HR in written about all the changes on the
information about him/herself he/she gave at
the employment time.

The employee is responsible for immediately
informing HR and first aid station about all
health reports given by health organizations.

ISKEN makes necessary announcements to
the residence address of the employee which
is registered in HR files as the current one and
will accept it as received by the employee.

Under normal conditions, employees cannot
ask for any leave, including annual paid leave,
on the phone. However, if the employee
cannot come to work because of an illness or
an emergency, he/she must inform and ask
the permission of his/her superior as soon as
possible.

Announcements

The employees are responsible for being
aware and following up the requirements of
the announcements put on announcement
boards. It is forbidden to make any
announcements on boards except by the
authorised employees.
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Alkollii icecekler,
Uyusturucu Maddeler
ve Sigara Yasagi

is yerine alkol ya da uyusturucu almis olarak
ve bunlarin etkisi altinda iken gelmek yasakuir.
Sayet personelin davranislarinda alkol ya da
uyusturucu etkisi altinda olduguna dair bir
belirti varsa, ydonetim is yeri hekiminden ya
da herhangi bir saglik kurulusundan bu kisiye
alkol veya uyusturucu testi yapilmasini talep
edebilir.

Is yerine alkollt icecekler ya da uyusturucu
maddeler getirmek, alkollli icecekleri ya da
uyusturucu sinifina giren maddeleri is yerinde
ikram etmek, icmek ve bulundurmak yasakaur.
Is yerinde, sigara icilmesinin agik bir yazi ya da
isaretle serbest birakildigi ve ISKEN tarafindan
konmus sabit bir killigin oldugu yerler
disinda, isyerinde sigara icmek yasakar.

Restriction for
Alcoholic Drinks,
Drugs and Smoking

It is forbidden to enter the workplace under
the effect of alcohol or drugs. If the employee
shows any sign of being under the effect of
alcoholic drinks or drugs, the management
can ask for an alcohol or drug test carried out
by the occupational physician or any other
medical authority.

Itis forbidden to bring, offer, consume or
keep any alcoholic drinks or any drugs in

the premises of ISKEN. Smoking is forbidden
everywhere on the premises of ISKEN except
at places where it is allowed by a clear sign
and/or a fixed ashtray is provided by ISKEN.
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Diizenin/Isletme
Huzurunun Temin
Edilmesi

Asagida belirtilen olumsuz davranislardan

ve benzerlerinden calisanlarimizin kaginmasi
dnemlidir. Is huzurunu bilingli ve 1srarci olarak
zedeleyen calisanlarin bu yondeki davranislari,
yine is huzurunun temini adina disipliner
yaptirimlara maruz kalabilir.

Afis yapistirmak, duvarlara yazi yazmak/
cizim yapmak, genel muduriin ya da
santral direktoriiniin onayi olmadan el
ilanlarr ya da matbu yazi dagitmak.

Isletme icinde ve servislerde herhangi bir
tlrde mal/trtin satmak ve almak.

E-mail ortaminda calisanlara reklam
mahiyetinde ve/veya genel ahlaka aykiri
duyurular atmak.

Mesai saatlerinde isle ilgili olmayan
konularla ilgilenmek, bunu aliskanlik
haline getirmek.

Ise bakimsiz ve 6zensiz gelmek. Isin
niteligine gore is gtivenligini tehdit

edebilecek sekilde giyinmek, sakalli olmak,

saclari uygun sekilde toplamamak. Bu
durumlar igin yazili talimatlar ve/veya Is
sagligl ve guivenligi sorumlularinin uyarilari
dikkate alinmalidir.

Politik ve dini konularda ylksek sesle ve
insanlarr etkilemek amaciyla yorumlar/
konusmalar yapmak, propaganda

Keeping Order/Peace
in Workplace

It is important that employees avoid the
negative behaviours, and similar, mentioned
below. Insisting and conscious behaviours of
the employees which disturb the work peace
may be subject to disciplinary sanctions, again
for the purpose of keeping the peace.

Posting advertisement, writing or drawing
on the walls, distributing handouts or
announcements without the approval of
general manager and/or plant director.

Selling and buying any commodity/
product in any part of the company and
in service buses.

Sending promotional and/or unethical
announcements to employees by e-mail.

Dealing with non-work related issues
during business hours and making this a
habit.

Coming to the workplace with untidy
clothing. Coming with unproper
clothing, with barbe and/or arranging
hair threathening the safety. In such
cases, written regulations and warnings
of occupational health and safety
responsibles must be considered.

Making comments/giving speeches
about political and religious issues out
loud and for the purpose of influencing
people, making propaganda.
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yapmak. Is arkadaslarindan rahatsizlik
verecek sekilde borg para istemek,
kendisine “kefil” olmalarini talep etmek,
amiri oldugu elemanlarini herhangi bir
sebeple (banka kredisi almak igin gibi)
kefil yapmak.

Is arkadaglarina ve/veya amirlerine bilingli
olarak yanlis bilgi vermek, yaniltmak.

isyerinde belli bir kisiyi hedef alarak
olmasa bile; kotii sozler sdylemek, hakaret
etmek, saygisizca konusmak.

Is arkadaglarina tacizkar, saldirgan, kiistah
ya da kaba davranislarda bulunmak.

Servisleri bekletmek, bekletmeyi aliskanlik
haline getirmek, glizergahi disinda
gitmesini ya da duraklamasini talep
etmek.

Servislerde diger insanlari rahatsiz edecek
bicimde yiiksek sesle, cep telefonu ile ya
da birbiri ile konusmak.

Asking for loans from his/her colleagues
as frequent as to disturb them, making
his/her subordinates or asking his/her
colleagues to be his/her guarantor (for
bank credits or similar).

To give wrong information to his/her
colleagues and/or superiors on purpose
and to mislead.

Using bad language, swearing, insulting,
even if not directed to a specific
colleague.

To conduct harassing, aggressive, arrogant
or rude behaviour against colleagues.

Keeping the service buses waiting, making
this a habit, requesting to change its route
or stop it.

Talking out loud on mobile phones or to
each other in service buses in a disturbing
way.
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Is sagligi ve gvenligi kurallarinin ihlal
edildigine tanik olunmasi durumunda bu
durumu gérmezden gelmek ve is saglig)
ve glivenligi sorumlularina bildirmemek.

Sirket disindan Gg¢lnct sahislara sirket
bilgileri, IK konular, maaslar vs. gibi
konularda bilgi vermek.

Sirket disindan ziyaretci kabul ederek
yonetimin izni olmadan Santrali
gezdirmek, bilgi vermek.

Kendilerine bagli calisan personeli kendi
Ozel islerinde gorevlendirmek.

Kendilerine bagli calisanlarin sirket
proseddir, kural ve talimatlarina aykiri
davranislarina sahit olmalari durumunda
bu durumu gérmezden gelmek ve
disiplin prosedurtintin tarif ettigi adimlari
atmamak.

Ignoring and failing to notify the
occupational health and safety
responsibles in case of witnessing
occupational health and occupational
safety rules’ violation.

To release information about the
company, HR issues, salaries etc. to third
persons outside the company.

To accept visitors from outside the
company, show them around the
Plant and give information without the
approval of the management.

Superior’s assigning his/her staff to his/her
private affairs.

For employees in superior positions; to
ignore inappropriate behaviours of their
subordinates in regards of company
procedures, rules and regulations and not
to take necessary actions according to
Discipline Procedure.
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Oneri Sistemi

Sirketimizde Oneri Sistemi uygulanmakeadir.
Oneri Sistemi ile calisanlarimizin gelistirme
ve iyilestirme amagli Oneriler vererek hem
kaulimlarinin arttriimasi amaglanmakta

hem de yaratici ve gelistirici fikirlerin
odullendirilmesi saglanmaktadir. Calisanlar
onerilerini muhtelif yerlerde bulunan éneri
kutularina atmak sureti ile IK'ya ulastirabilirler.
Oneri Sistemi, Oneri Prosedirinde
anlatlmusur,

b 52

Proposal System

Proposal System is applied in our Company
and it aims to let the employees contribute
more by making proposals for improvement
and development and to reward creative
and improving ideas of the employees. The
employees can submit their proposals to HR
by putting them in the proposal boxes which
are placed in several places in the Company.
The system is explained in the Proposal
Procedure.

.
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3 INVESTMENT
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Is Saghigu, Giivenligi
ve Cevre

ISKEN'in birinci 6nceligi insandir ve insani
korumak icin is sagligi ve glivenligi gereklerini
eksiksiz yerine getirme amaciyla ¢alismakeadir.

Yaralanma, saglik bozulmasi ve cevresel kirliligi
olmayan bir is yeri tim calisanlarin ortak
cabasi ile mimkunddr.

Her calisan kendisinin ve ¢alisma arkadaslarinin
is glivenliginden ve ayrica gevre ile ilgili tim
prosedur ve talimatlardan sorumludur.

Her calisan SEC (Saglik, Emniyet, Cevre)
politikamizi bilmek ve geregini yapmakla
ylkimludur. SEC politikasi SEC El Kitabi'nda
anlatlmusur,

Ise uygun kisisel koruyucu donanimlarin
kullanilmasi onemlidir.

Her calisan gordigl uygunsuzlugu ilgili
birimlerin sorumlularina dogrudan iletmekle
ve/veya Olay/Kayba Ramak Kalma Bildirim
Formu ile bildirmekle ytkamluddr.
Uygunsuzluk durumunda izlenmesi

gereken yol Duizeltici ve Onleyici Faaliyet
Prosedri’'nde anlaulmistir.

Her calisan, isyerinde uygulanan periyodik
saglik muayenelerinin yani sira, ISKEN'in

talebi lizerine gerekli goriilen durumlarda,
ISKEN'in yonlendirecegi bir doktor ya da saglik
kurulusunda muayene edilebilir.

Occupational
Health & Safety,
Environment

ISKEN's top priority is “human” and ISKEN
perform to maintain protection required for
occupational health and safety.

Injury, illness and pollution free workplace is
possible by all employees’ effort.

Each employee is responsible for his/her own
occupational safety as well as the occupational
safety of his/her colleagues and also for all the
environmental procedures and instructions
he/she must follow. Every employee has

to know about and act according to our

SHE Policy. SHE Policy is explained in SHE
Handbook.

Usage of Personal Protective is important.
Every operation must be run within this
framework. Moreover each and every
employee is responsible for directly informing
relevant function responsibles about any non-
conformances in the Plant Area by submitting
Near Miss Form. The route to follow in case of
non-conformances is explained in Corrective
and Preventive Actions Procedure.

Every employee, besides the periodical health
checks, can be asked to have an additional
health check of a doctor or of an authorised
health organization upon ISKEN's request.
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Bilgi Akist

Kendilerine bagli personel bulunan tim
amirler giincellenen sirket prosedir ve
kurallarini en kisa stirede elemanlarina
bildirmek ve iletisimin zamaninda ve saglikli
gerceklesmesini saglamakla yukamltdarler.

Blittin ISKEN calisanlari glincel sirket
proseduir ve kurallarindan haberdar olmakla
ylkimlidr. Prosedir ya da kurallara

aykirt davranan calisanin, aykiri davranis
sebebini kurallari bilmedigi seklinde
aciklamasi, hakkinda Disiplin Prosedlri’nln
uygulanmasina engel olmayacakaur.

o N

Information Flow

All superiors are responsible for informing
their subordinates about all updated
Company procedures and rules. The
responsibility is to provide on time and proper
flow of information.

AllSKEN employees are responsible for
acquainting themselves with updated
Company procedures and rules. Stating he/
she did not know the rules as an excuse of
breaking a rule or not following a procedure,
will not be accepted as a reason for cancelling
the implementation of Discipline Procedure.

B &%
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ISKEN Is Etigi

................ Kurallar




Etik Kurallar; faaliyetlerimizi ve iglerimizi Ethics are the body of rules guiding us

kanunlar, ydnetmelikler ve prosediirler regarding all kinds of attitude and behaviour
cercevesinde yUrtirken, her tirli tutum ve we conduct while carrying out our activities
davranisimizla ilgili olarak yon gosteren kurallar and business in accordance with laws,
bltinuddr. regulations and procedures.

Tam ISKEN calisanlari bu kurallarin “Is AllSKEN employees accept that these rules
Sozlesmesi“nin bir parcasi sayildigini kabul are recognized as a part of the “Employment
eder. Calisanlar, “Is Etigi Kurallan” iginde yer Contract”. Employees have to know,

alan ilkeleri bilmek, anlamak ve uygulamak understand and execute the principles in the
zorundadir. “Rules of Business Ethics”.

ISKEN s Etigi Kurallari, tim calisanlar icin ISKEN Rules of Business Ethics is applicable for
gecerlidir. all employees.
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Diiriistliik ve Dogruluk

Durustlik ve dogruluk, tim calisanlarimizin
tlm aktivitelerimizde, is stireglerimizde

ve iliskilerimizde korumasi gereken temel
degerlerdir. Buna istinaden, islerin ylriittilmesi
ve sorumluluklarin yerine getirilmesi sirasinda
ISKEN'i temsilen irtibat halinde olduklari

tim Gglincl sahislara, calisma arkadaslarina,
Ustlerine ve astlarina kars yanlis ve yaniltci
davranista bulunan calisanlarimiza disiplin
proseduiri uygulanacakar.

Esitlik ve Adalet

Tum faaliyet ve iliskilerimizde esitlikci ve adil
davranmak vazgecilmez degerlerimizdir.
Calisanlarimiz birbirlerine adil ve saygill
davranmals; din, dil, irk, cinsiyet ve benzeri
ozelliklere dayanarak ayrimci davranislarda
bulunmamalidir. Bu, is ortaklarimiz ve yeni
calisanlarimizin secimi icin de gecerlidir.

Is ortaklarina veya calisanlara psikolojik baski
ve taciz hicbir sekilde kabul edilmez.

Yasalar, Yonetmelikler ve

Kurallara Uyum

Calisanlar, yasa, yonetmelik ve kurallara uygun
davranmali ve tim gorevlerini ydnetmeliklere
uygun sekilde yerine getirmeli, tim
sozlesmelerimizi bunlara gore hazirlamali ve
yonetmelidir.

Aksi yonde higbir talimat verilemez.

Honesty and Truthfulness

Honesty and truthfulness are the basic
values which all the members of our staff
should preserve throughout all our activities,
proceedings and relations. The disciplinary
procedure will be executed to our employees
upon detection of any false and misleading
behaviour while carrying out their duties and
responsibilities, on behalf of ISKEN, towards
third parties, colleagues, supervisors and
subordinates that they are in contact with.

Equal Treatment and Fair Practice
Acting equally and fair through all our
activities and relations is our indispensable
values. Our employees must act fair and
respectful to each other and must avoid any
discriminatory behaviour based on beliefs,
language, race, gender etc. This is valid in
selection of business partners and new
employees as well.

Harassment and mobbing of employees or
business partners are not accepted in any
form.

Observance of Laws, Regulations and
Rules

Employees must behave in compliance with
all the laws, regulations and rules and carry
out all their tasks, prepare and manage all our
contracts in accordance.

No instructions to the contrary may be issued.
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Sorumlu Davraniglar Gelistirme ve
Sorumluluklar: Yerine Getirme

Butlinii olusturan tim gergek kisi ve

kurumlar birbirlerinden sorumludur.

Kurumsal sorumluluklarin diizglin sekilde
yerine getirilmesi ve ulasilmak istenen sonug
ancak her kademedeki kisi ve boltimlerin
sorumluluklarini tam olarak yerine
getirmeleriyle saglanabilir. Her galisan bu
bilince sahip olmali, bir butiiniin parcasi olarak
kendi konumunu ve énemini dogru bilmeli ve
buna gore sorumlu hareket etmelidir.

ISKEN isim ve imajina Uygun
Davranislar Sergileme

Her calisan, nerede olursa olsun, ISKEN calisani
olmanin dogal sonucu olarak edindigi “temsil
etme” sorumlulugunu tagsimalidir. Sahip
oldugu tiim degerleri ve bu degerlerle uyumlu
faaliyetleri ile saygi duyulan ISKEN'in imajina ve
adina uygun davranmalidir.

Cevre Koruma, is Saghg: ve
Giivenligine Uyum

Cevre ve insan sagligini korumak tim
faaliyetlerimizde en ¢ok dncelik verdigimiz
temel prensiptir. Is gtivenliginin saglandig,
cevre ve dogal kaynaklarin korundugu

ve bilingli bir sekilde kullanildig calisma
ortamimizda, calisanlarin bu degerlere sahip
cikmalarini ve buna gore hareket etmelerini
bekleriz.
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Developing Responsible Behaviour and
Fulfilment of Responsibilities

All real persons and corporations who construct
the whole are responsible to each other. Proper
fulfilment of corporate responsibilities and the
desired business result can only be achieved by
thorough fulfilment of all the responsibilities

of persons and departments in all levels. Every
employee must have this awareness, understand
correctly their own place and importance as

a part of the whole and act accordingly in a
responsible way.

Behaving in Accordance with ISKEN
Name and Image

Every employee, wherever they are, must carry
out the responsibility of “representation” which
they bear naturally as an employee of ISKEN .
They shall befit the image and name of ISKEN
who earned respect and reputation by its all
values and by acting in accordance with these
values.

Environmental Protection, Occupational
Health & Safety

Protecting environment and human health

is our basic principle of top priority in all

our activities. In our work environment

where occupational safety is provided and
environmental and natural resources are
preserved and made use of consciously, we
expect all our employees to cherish these values
and act accordingly.

65



66

Is Etigi Kurallarint
Destekleyen
Uygulama Prensipleri

Kaynaklarin Verimli Kullanimi

Sirketin kaynaklarinin kullaniminda Sirket
cikarlari dikkate alinir. Sirket gikari olmaksizin
her ne isim altinda ve her kim adina ve
yararina olursa olsun Sirket varliklari,

olanaklari ve personeli Sirket disinda, sirket
amaglarina hizmet disinda herhangi bir amagla
kullanilamaz. Yoneticiler alisanlari sahsi isleri
icin gorevlendiremezler.

Tum calisanlarin sirket kaynaklarini

mumkiin olan en verimli sekilde kullanmasi
beklenmektedir. En 6nemli kaynaklardan

biri olan “zaman” verimli kullaniimali ve
calisanlar mesai saatlerini sahsi meselelerine
harcamamalidir. Mesai saatleri icerisinde sahsi
misafir kabul edilmemesi esastir. Calisanlar
zorunlu ziyaretgilerle gortismelerini is akisini
engellemeyecek sekilde konuya gore makul bir
stirede tamamlamalidir.

Bilgi Gizliliginin Korunmast
Galisanlarin gizlilik prensibiyle ters diisecek
davranis veya islemlerde bulunmasi yasakar.

Calisanlara ait 6zltk haklari bilgileri ile Sirkete
aitticari ve teknik konularda rekabet agisindan
uygunsuzluk yaratabilecek bilgiler G¢lncl
sahislarla, ancak [izum olmasi durumunda,
Gst yonetimin onayi ile paylasilir. Bu tip bilgiler

Execution Principles
Supporting The Rules
Of Business Ethics

Efficient Use of Resources

Company interests are taken into account in
use of resources of the Company. Under no
circumstances can Company assets, facilities
and staff be used outside the Company, for
any purpose other than serving company
objectives, under whatever name or on behalf
of whomever. Managers cannot appoint
employees for their personal errands.

All employees are expected to use the
company resources as efficient as possible.
Being one of the most important resources,
“time” must be used efficiently and employees
must not spend their working time for
personal issues during working hours. It’s
essential not to accept personal visitors during
working hours. Employees must conclude
their meeting with any obligatory visitors in
acceptable time depending on the subject
matter, without interrupting work flow.

Protection of Information Security
Itis forbidden for our employees to act or
proceed contradictory to the privacy policy.

Information that could create nonconformity
in terms of competition, about commercial
and technical issues and information about
employees’ personal rights can be shared
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resmi makamlar ve yonetmelikler geregince
agiklama zorunlu olmadikca Gglincti sahislarla
paylagilamaz.

Kuruma ait bilgiler, mali bilgiler, personel
bilgileri, is stratejilerine ait bilgiler, sdzlesmeler, i
ortaklarina, tedarikgilere, misterilere ait bilgiler
gizli bilgilerdir ve bu bilgiler degistirilemez,
kopyalanamaz ve tahrip edilemez. Bilgilerin
dikkatli tutulmasi, saklanmasi ve agiga
clkmamasi icin gerekli dnlemler alinmistir. Gizli
dosyalar kurum disina gikarilamaz. Gizli bilgilerin
kurum disina gikarilmasi icin bilginin sorumlusu
veya (st yonetimin onay! alinmalidir. Kisi veya
kurumlarla ilgili asilsiz beyan ve/veya dedikodu
yapmak yasakair.

Sirket politikasini yansitan ve kisiye 6zel olan
personele ait (icret, yan fayda ve benzeri 6zltik
bilgileri gizlidir, sadece isini yapmak igin bu
bilgilere ihtiyag duyan kisilerin erisimine agiktr
ve yetkililer disinda kimseye agiklanamaz.
Personele ait bilgiler, kisiye 6zel olarak génderilir.
Personelin bu bilgileri bagkalarina agiklamasi
veya bilgilerin agiklanmasi igin diger calisanlara
baskida bulunmasi kesinlikle yasakur.

Kisisel bilgiler sadece &nceden agikga belirtilmis
ve yasal sebeplerden 6tiirli toplanabilir,
islenebilir ve kullanilabilir.

with third parties only with the approval of
executive management, if necessary. These
types of information cannot be shared with
third parties unless disclosure is obligatory by
official authorities and regulations.

Information about the corporation and
business strategies, financial and personnel
information, contracts, information of
business partners, suppliers and clients are
confidential and these types of information
cannot be changed, copied or destroyed.
Necessary precautions are taken for
safeguarding, keeping and preventing
disclosure of information. Confidential files
cannot be taken outside the company. In
order to take confidential information out of
the company, approval of the person in charge
of the information or executive management
must be taken.. Groundless declarations and/
or rumours about persons or corporations are
forbidden.

Information reflecting the company policy
such as employee salaries, extra benefits and
any other personal rights are confidential,
only accessible by people who need this
information for performing their job and
cannot be disclosed to anyone other than
authorities. Information belonging to

the personnel is sent privately. It is highly
prohibited to declare this information

to others or force others to declare such
information.

Personal data may only be collected,
processed and used for clearly defined and
lawful purposes specified beforehand.
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Bilgi Teknolojileri Giivenligi

Bilgi Teknolojileri Glivenligi ile ilgili

prensibimiz “veri glivenlik riski"ni mimkuin
olabilecek en distik seviyede tutmakuir.
Elektronik ortamdaki bilgilerin giivenliginin
saglanmasina destek olmak konusunda
dnemli bir yere sahip olan galisanlarimizin (son
kullanicilarin) sifrelerini gizli tutma noktasinda
gerekli 6zeni gostermeleri gerekmekredir.

Raporlar ve Kayitlar

Sirket i¢i veya disina ibraz edilen tim

kayitlar, veriler, raporlar ve mali tablolar

ilgili yonetmeliklerle uyum igerisinde ve
bilindigi kadariyla tam, dogru, kesin, glincel
ve anlagilir olmalidir. Tim 6deme islemleri
acik bir bicimde ve herhangi bir istisnaya tabi
olmaksizin belgelenir.

Cikar Catismast ve Haksiz Menfaat
Saglama

Mevcut gorevlerimizden faydalanarak
kendimize, yakinlarimiza, ailelerimize ve/
veya is iliskisinde bulundugumuz Ggtinci
sahis ve kurum/kuruluslara gikar saglamayiz.
Kendi adimiza veya yakin akrabalarimiz dahil
Uclnct sahislarin adina, ISKEN'in énemli
temel unsurlarini etkileyebilecek ve/veya sirket
cikarlarina ters dlisecek isler ya da ISKEN'den
menfaat gorecek isler ylritmeyiz. Sirketin
taraf oldugu tim islemler ve sdzlesmelerden
dogrudan ya da dolayl olarak kisisel kazang
elde etmeyiz.

Calisanlarin rakip veya is ortagl firmalardaki

Information Technologies Security
Our policy regarding the Information
Technologies Security is to keep the level

of “data security risk” as low as possible.
Our employees (the end users) who have
an important place in supporting the
maintenance of information security in
electronic environment are expected to pay
necessary attention to keep their passwords
confidential.

Reports and Records

All records, data, reports and financial
statements submitted internally or externally,
must be in compliance with the respectively
applicable regulations and be, to the best of
one’s knowledge, complete, correct, exact,
timely and comprehensible. All payment
transactions are documented unequivocally
and without exception.

Conflict of Interest and Gaining Unfair
Advantage

ISKEN employees cannot make profit using
their current positions for themselves,

their relatives, families and/or third party
association/corporation they are doing
business with. An employee must not carry
out any business that can harm ISKEN’s
crucial primary elements and/or that are

in contradiction to company interests on
their own or third parties’ behalf, including
their relatives. Employees cannot directly or
indirectly make personal profit over executions
and contracts of which ISKEN is a party.
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blyuk hissedarliklari (>%5) genel mudurin
dikkatine sunulacakur.

Bir Baska iste Calisma

ISKEN calisaninin calisma saatleri icinde veya
disinda bir bagka kisi ve/veya kurum icin Gicret
veya benzer bir menfaat karsilig calismamasi
esastir. Ancak, calisanlarin mesai saatleri
disinda bir bagka kisi (aile ferdi, dost, diger
Gctincti sahislar) ve/veya kurum icin Gicret

veya benzer bir menfaat karsilig calismalari;
sirkette strdtirdukleri gorev ile cikar catismasi
yaratmamas|, is etigi kurallari ile ters diismemesi
ve sirketteki gorevlerini stirdiirmelerini olumsuz
yonde etkilememesi kosullariyla ancak (st
yonetimin yazili onayi ile miimkun olabilir.

Galisanlar, kar amaci glitmeyen
organizasyonlarda ve Universitelerde, yine sirket
icerisindeki gorevini aksatmayacak sekilde,
yonetimin yazili onay ile sosyal sorumluluk ve
yardim amagli gérevlerde calisabilir. Calisanlar
bu tlr taleplerini ilgili bolim midirinin
bilgisi dahilinde IK'ya iletmelidir.

ll’

Major shareholdings (>5%) of employees in
companies being competitors or business
partners are to be brought to the attention of
the general manager.

Taking on Extra Work

It is fundamental for an ISKEN employee not

to work for another person and/or association
within or outside the working hours for a salary
or a similar sort of profit. However, employees’

%

&
working for another person (a family member,
friend, other third parties) and/or association
outside the working hours for a salary or a
similar sort of profit can only be possible in
case where the extra work does not create a
conflict of interest with their current position
in ISKEN, is not contradicting with business
ethics, does not affect their duties negatively
and is approved by the executive management
in writing.

An employee may work in non-profit
organisations and universities for social
responsibility programs or charities with
written approval of the management, without
hindering their duties in the company.
Employees must submit such requests to

HR within the knowledge of the related
department manager.
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Hediye Kabul Etme ve Verme Politikast
Galisanlarin tarafsizliklarini, kararlarini ve
davranislarini etkileyebilecek hediye ya da
menfaat kabul etmemesi, is ortaklari, Gglncl
kisiler, kurum ve kuruluslara bu tarz etkiler
yaratabilecek hediye ve menfaat saglama
yoniinde girisimde bulunmamasi esastir.

Kamu galisanlarina saglanan menfaatler daha
ciddi degerlendirmelere tabi olup, miimkiinse
bundan kaginiimalidir.

Dustik degerli hediyeler veya davetiyeler
istisnadir.

Rusvet ve/veya komisyon almak, vermek veya
teklif ecmek hicbir sekilde kabul edilemez. Sirket
calisanlarinin alt isverenlerden, tedarikgilerden,
danismanlardan veya misterilerden karsiliksiz
veya odiing niteliginde para kabul etmesi,
seyahat giderlerini, etkinlik harcamalarini ve
benzeri 6demeleri karsilatmasi yasakeir.

Calisanlarin sirket promosyon malzemelerini
iletisim halinde olduklart is ortaklarina veya
arkadaslarina makul miktarlarda vermeleri icin
herhangi bir izin almalarina gerek yokeur.

Policy of Accepting and Giving Gifts

It is fundamental for ISKEN employees not to
accept any gifts or benefits which could affect
their objectivity, decisions and conduct and
not to attempt giving gifts and benefits which
could affect business partners, third parties,
associations and corporations likewise.

Benefits to officials are subject to stricter
appraisal and are, if at all possible, to be
avoided.

Il

<

Low-value gifts or invitations are exceptions.

Taking, giving or offering bribe and/or
commission can under no circumstances be
accepted. It is forbidden for the employees
to accept money as credit or loan from a
subcontractor, supplier, consultant or client
or to have them cover our employees’ travel
expenses, work expenditures etc.

It is not necessary for an employee to ask

for permission to hand out a reasonable
amount of company’s promotional material
to business partners they are in touch with or
friends.
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Medya ile iliskiler

Herhangi bir yayin kurulusuna demeg vermek,
milakat yapmak, seminer-konferans ve benzeri
yerlere konusmaci olarak katilmak sirket

Gst yonetiminin onayina tabidir. Medyaya
yapilacak resmi bildiriler ydnetimce agik¢a
yetkilendirilmis kisiler tarafindan yapilabilir.

Calisanlar sosyal medyada, internet forumlari
veya bloglarda sirket adina degil kendi adlarina
konustuklarini acikca beliremelidirler.

Calisanlarin Sorumluluklar:

Tum ISKEN calisanlarinin Sirket prosediir ve
kurallariyla uyumlu davranislar sergilemeleri
ve tim islem ve faaliyetlerinde bu prensibi
korumalar beklenmektedir. Tum ISKEN
calisanlarinin:

ISKEN Calisan El Kitabi ve Is Etigi Kurallari'ni
okuma, iginde yer alan kural, ilke ve degerleri
bilme, anlama ve bunlara uygun hareket etme,

Sirket icin gecerli olan genel ve islerine 6zgl

Media Relations

Making a statement to any broadcasting
corporation, having an interview, participating
in a seminar, conference etc. as a speaker

is subject to the approval of the executive
management. Official declarations to press
can be made by people openly authorized by
the executive management.

In social media, internet forums or blogs, the
employees have to make it clear that they
are speaking for themselves and not for the
company.

Employee Responsibilities

AllSKEN employees are expected to act

in accordance with Company procedures

and rules and follow this principle in all their
proceedings and actions. All ISKEN employees
are responsible for:

Reading the Employee Handbook and Rules
of Business Ethics, acknowledge, understand
and act in accordance with the rules,
principles and values mentioned,

Know and act in accordance with the general

7
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politika ve prosediirleri bilme ve uygun
davranma,

Kendisinin uyumu kadar is arkadaslarinin da
uyumunu gozetme, uygunsuzluk durumlarinda
is arkadaslarini uyarma; sonug alamiyorsa IK'ya
durumu iletme sorumlulugu bulunmaktadir.

@@
&
Y
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Etik Acidan Uygunlugun Tespitinde
Rehber Sorular

Tum is stireclerinde ve faaliyetlerin
yarattlmesinde, ISKEN Is Etigi Kurallar
dogrultusunda hareket edilmesine yardimci
olmak amaciyla “Etik Agidan Dikkate Alinmasi
Gereken Temel Sorular” hazirlanmistir.

and job-specific policies and procedures
which are current and effective,

Observe their colleagues’ compliance with the
rules as well as their own, warn colleagues in
cases of incompliance and report the situation
to HR in case of getting no results.

Guiding Questions for the Detection of
Ethical Compliance

“Guiding Questions for the Detection of
Echical Compliance” are prepared in order

to help acting in accordance with ISKEN

Rules of Business Ethics through the conduct
of all business processes and activities.
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Etik Acidan Dikkate Alinmasi Gereken
Temel Sorular

1. ISKEN Is Etigi Kurallar'na gore nasil
davranmam gerektigi konusunda net miyim?

2. I¢inde bulundugum davranis Sirket politika
ve prosedurleri ile kanun ve kurallara uygun
mudur?

3. Bu davranisim dengeli ve adil mi? Bir baskasi
yapsa, rahatsiz olur muydum?

4. Benden yapmam istenen, yasalara ve ISKEN
Is Etigi Kurallarna uygun mudur?

5. Sahit oldugum davranis, yasalara ve ISKEN s
Etigi Kurallar'na uygun mudur?

6. Sirketim ve paydaslarimiz, bu davranigin tim
ayrintilar kamuoyunca duyulsa, rahatsiz olur
muydu?

Bu davranista bulundugumu baskalar bilseydi
zor durumda kalir miydim veya mahgup olur
muydum?

Benim icin veya sirketim icin olumsuz sonuglar
dogurabilir mi?

Principle Questions to Take Into
Consideration in Terms of Ethics

1. Am | clear about how to act according to
the ISKEN Rules of Business Ethics?

2. Is my conduct in compliance with
Company policies and procedures as well as
laws and regulations?

3. Is my conduct stable and fair? Would | be
uncomfortable if someone else did the same?

4. Does what is asked from me to do comply
with the laws and ISKEN Rules of Business
Ethics?

5. Does the conduct | witnessed comply with
the laws and ISKEN Rules of Business Ethics?

6. Would my Company and its business
partners be uncomfortable if all the details of
this conduct were heard by public?

Would I be in a difficult situation or
embarrassed if anyone else knew about my
conduct?

Could this bring about negative results for me
or my Company?

Who else (other employees, shareholders, etc.)
could be affected by this?

7. How would my conduct look from outside?
How would it be reflected in the newspapers?

How would a reasonable person think under
the same circumstances?
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Baska kimler bundan etkilenebilir (diger
calisanlar, hissedarlar, vb.)?

7. Bu davranisim disardan nasil gérintrd?
Gazetelere nasil yansirdi?

Makul bir kisi ayni kosullarda ne distintrdi?

A

Amirlerin Ornek Olma ve Kontrol
Sorumlulugu

Tam amirler, calisanlarinin ISKEN s Etigi
Kurallar'ndan haberdar oldugundan emin
olmalidir. Amirler, etik kurallarr destekleyen
bir sirket kiltliriintin ve galisma ortaminin
olusturulmasini ve strddrilmesini
saglamaktan, etik kurallarin uygulanmasina
davranislariyla 6rnek olmaktan ve etik kurallarla
ilgili soru, sikayet ve bildirimlerini iletmeleri
konusunda calisanlarini cesaretlendirmek ve
onlari desteklemekten sorumludurlar.

Supervisors’ Responsibility of Setting
Examples and Controlling

All supervisors must make sure that their
employees are aware of the ISKEN Rules of
Business Ethics. Supervisors are responsible
for creating and ensuring a work environment
and company culture that supports the rules
of ethics. They shall be setting a role model
with their actions for the practice of the

rules of ethics; encouraging and supporting
their employees for reporting any questions,
complaints and notices regarding the Rules of
Echics.
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Etik Kurallara Uyumsuzluklarin
Céziimlenmesi

Is Etigi Kurallarini veya Sirket politikalarini ve
proseddrlerini ihlal edenler gerekirse isten
ayrilmalarinin istenmesi derecesine varabilecek
cesitli disiplin yapurimlarina tabi olacaklardir.
Disiplin yaptrimlari, uygunsuz davranislari ve
kurallari bozmaya neden olan fiilleri onaylayan,
yonlendiren veya bu konularda bilgi sahibi
olup gerekli bildirimi uygun sekilde yapmayan
kisilere de uygulanacakur. Calisanlar sahit
olduklari, duyduklar ve/veya maruz kaldiklari
uyumsuzluklarla alakali gerekli bildirimi
Kurumsal Uyum Sorumlusuna veya Insan
Kaynaklari Direktoriine yapmalidirlar.

§07/.
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Resoluton of the Rules of Ethics Non-
Conformities

Those who violate the Rules of Ethics or the
Company’s policies and procedures, will be
subject to disciplinary sanctions including
the termination of employment if necessary.
Disciplinary sanctions will also be applied

to those who approve, lead or fail to notify
appropriately the inappropriate behaviour and
the actions leading to the violation of rules.
Employees shall notify any noncompliances
that they are witness of, they hear or they
become subject to, to Corporate Compliance
Officer and or to HR Director.
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