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Sources of this Policy: 

• Saudi Central Bank Policy and Instructions in this regard. 

• Set of Approved and Enforceable Resolutions and Regulations within the Company. 

• Resolutions of the Company’s Board. 
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I. Introduction 
In accordance with the established values of the Gulf General Cooperative 

Insurance Company, from which it proceeds when carrying out its business and 

activities, whether individuals or work teams, the company seeks through this 

policy to enhance its behavioral values, principles, team spirit, teamwork and 

organizational culture at all times, thus enhancing its operations and activities. The 

values and distinctive features are evident by being a group of highly skilled 

individuals who make informed decisions, are distinguished by determination and 

constantly search for knowledge through good example, and support the 

dynamism of teamwork, team spirit, mutual trust, tolerance, solidarity and 

concern. The organizational culture promotes a culture of integrity, commitment, 

determination and striving. 

A. General Framework 
This policy is an approved reference that must be adhered to, as a minimum, in 

accordance with the instructions of the Saudi Central Bank (SAMA) when 

receiving and handling complaints of violations, and as a reference that provides 

statutory guidelines for behavior in different situations and within the limits 

approved by the legislator. 

B. Objective 
This policy aims to define the minimum controls necessary to receive and handle 

reports, so that it is easy for the employees of the company and stakeholders to 

report without having any negative impact on their behavior. 
C. Purpose 
Seeking to create secure communication channels between the whistleblower and 

the concerned department to receive and handle reports in the company regarding 

any violations that have been committed or are committed or would be 

committed, with the aim of combating fraud, embezzlement, corruption issues, 

and illegal, unethical or unprofessional behavior at the company. 

D. Scope 



 

This policy applies to the company's employees and stakeholders in all the 

procedures taken to handle a report of a violation with the company. 
II. Definitions 
The Company: Gulf General Cooperative Insurance Company (GGI). 
Company personnel: Members of the board of directors and committees 

emanating from it, executives, employees (officials and contractors), consultants, 

and employees who work through a third party. 

Stakeholders: Anyone who has an interest with the company, such as 

shareholders, creditors, customers, suppliers, and any external party. 

Violation: any fraud, corruption, collusion, coercion, unlawful behavior, 

misconduct, financial mismanagement, accounting abuses, a conflict of interest, 

or any wrong behavior or illegal or unethical practices, etc. of violations of the 

rules and regulations in force or otherwise bypassing the direct act or intentional 

omission or negligence or covering up any of the foregoing. 

- Whistleblowing: It is the disclosure of noticeable or potential violations, and 

the disclosure of information related to corrupt, illegal, fraudulent or risky 

activities that threaten the interests of the company, its employees or dealers with 

it. 

- Goodwill of the whistleblower: When the whistleblower has a reasonable and 

true belief that some contravention has occurred or is occurring, and his 

whistleblowing does not result in any personal gain, and his action was not for 

malicious or retaliatory reasons against the reported person. 
III. Policy Content 
A. General Obligations 
The company shall: 
Approve this policy by the distinguished Board of Directors, and to review it 

annually. 

Submit a periodic report to the Board of Directors and the Audit Committee 

regarding the cases received and the procedures that were taken in response. 



 

Urge its employees and stakeholders to report any violation inside or outside it, 

as long as it is within the scope of its work. 

Raise awareness of and reassure its employees and stakeholders about the extent 

of the confidentiality of the identity of the reporter and the information contained 

in the communication for all stages of the communication that the report goes 

through. 

Urge its employees and stakeholders not to hesitate to report any violations 

because they are not sure of the authenticity of the report and whether this 

allegation can be proven or not. All employees and stakeholders of the company 

are expected to refrain from rumors, irresponsible behavior, and false allegations. 

If this allegation was made in good faith, but this allegation was not confirmed in 

the investigation, no action would be taken against the author. 

Provide its employees and stakeholders with information on all channels for 

reporting violations, and for the minimum reporting means to have all the 

following channels: (direct phone, website, postal services, e-mail). 

Develop awareness programs to urge its employees and stakeholders to report 

and clarify their responsibilities. 

Ensure that the policy is circulated to all new and existing employees. 

B. Violations Handling Unit: 
The Violation Receiving Unit is responsible for an independent unit that reports 

to the organizational governance and compliance department. Its role is limited 

to the following: 

Receiving and receiving the notification by e-mail, direct phone, mailbox, website) 

To ensure that the reported violations are not serious, false, or malicious under 

this policy, before submitting to the Commission for Control and Investigation 

of Violations, within three business days from the date of receiving the report; To 

follow up with the Control and Investigation Committee to find out about 

developments. 

To maintain complete confidentiality during the procedures and until the final 

decision is issued. 



 

To protect the confidentiality of the reporter's information and the reports issued 

by these reports, and to transfer the report after it is proven serious, to the Control 

and Investigation Committee, and to inform the whistleblower upon receipt of 

his repor. 

To receive the final results and reports on the reported violations from the 

Control and Investigation Committee. 

To prepare special reports on the reports and their results emanating from the 

Control and Investigation Committee regarding the relevant reports submitted to 

the Audit Committee on a quarterly and semi-annually basis to the Board of 

Directors. 

In the event that any violation is reported without mentioning the identity of the 

whistleblower to the Violation Receiving Unit, then the Violation Receiving Unit 

transfers the report to the Control and Investigation Committee, and the Control 

and Investigation Committee has the right to take what it deems appropriate. 

To save reports and special documents and their results for a period of (10 years). 
C. Control and Investigation Committee: 
It is formed according to a decision by the Board of Directors and is held 

on a monthly basis and consists of the following: 

- Chairman of the Risk Committee (member of the Board of Directors) 

(Chairman of the Committee). 

CEO (member). 

- Head of compliance (member and secretary of the committee). 

Head of Human Resources and Shared Services (member). 

Head of the Internal Audit Department (member). 
Its tasks are limited to the following: 
To receive the report from the Violation Receiving Unit and determine whether 

an investigation should be conducted regarding it and the form it takes, either by 

transferring it to the department concerned with the violation report, or keeping 

it, or resolving it without the need for a formal investigation, and to take all 



 

measures that require reaching a correct decision in accordance with the correct 

system . 

The power to directly investigate. 

The power to collect the inferences required by the course of the investigation. 

The power to summon whomever you think it is necessary to hear. 

To ensure the credibility of the reports and that they are free from malicious or 

disruptive character and threatening the work environment by stirring rumors and 

confusion among workers. 

If the complaint concerns a member of the committee, then the member is 

excluded in relation to this complaint. 

To decide on the report and issue a final decision on it within twelve working days 

from the date on which the report was referred to her 

To transmit the final results and reports on the reported violations, the Violation 

Receiving Unit. 

C. Whistleblowing Cases 
They are the cases reported by the employees of the company and the 

stakeholders that may guide it to correct a mistake, the procedure, or reveal the 

following violations: 
1. Financial and administrative corruption, which is any unlawful exploitation 

of financial resources or administrative organization in the company. It is 

intended to exploit the position in the illegal profiteering which he cannot 

obtain without the administrative powers granted to him. 

2. Violating the rules, regulations, instructions and policies that must be 

followed according to the company's scope of work, the internal policies 

and regulations approved by those with authority (the Saudi Central Bank 

/ Ministry of Labor and Social Development / Board of Directors) that 

guarantees for workers the availability of a healthy work environment for 

work within the company. It is obligatory to follow and conforms to the 

laws and regulations of the state and deviating from it for personal interests 

that are hoped for benefit is considered a violation. 



 

3. Violations related to the environment, health and safety in the spatial scope 

of work, which include any negative behavior that harms the environment 

or the workplace or threatens the safety of any human being. The safety of 

workers is a basic requirement guaranteed to the two employees of the 

company according to the internal approved policies, and after leaving 

them, a violation exposes workers to danger. For example, renting buildings 

that are not qualified to work and profit from them is considered a 

violation, and the lack of safety regulations is considered a violation and 

failure to comply with smoking regulations is considered a violation that 

affects the health of the company's employees and endangers their lives. 

4. Inappropriate behavior that violates public order, Islamic morals, customs 

and traditions, the internally applicable regulations such as the work 

organization regulation approved by the Saudi Ministry of Labor under No. 

413428 dated 01/16/1441 and the human resources manual and policies 

and the rules of professional behavior that were approved by the Board of 

Directors on Previously, guarantees workers their rights in accordance with 

the correct system. 

5. Misuse of the company's financial property or assets, intentional waste of 

misuse of the company's property or assets with the intention of harming 

it. 

6. Abuse of power or taking a decision that may be against the interest of the 

company by its employees in the event of abuse or abuse of his right or 

employing that to achieve the interest of others or for himself or disposing 

of it without a legal reason is considered a violation. 

7. Passing illegal operations to the company's business, circumventing 

regulations or covering up systemic errors, by fraudulently submitting 

incorrect financial claims or based on false or distorted documents, agreeing 

to disbursing them intentionally or negligently, or misleading the auditing 

work by concealing or providing information Reduced, directed, incorrect 

or inaccurate, or concealment of the assets of the company by creating any 



 

undisclosed or unregistered funds or accounts in its name for any purpose, 

without validity and sufficient supporting documents for that. 

8. When there is a conflict of interest in any of the business or contracts 

carried out by the company, through the realization of benefit, directly or 

indirectly, as a result of awarding tenders or signing contracts from which 

illicit profits can be made, directly or indirectly. 

9. When misusing the powers granted by the company to its employees, such 

as exchanging secret numbers and others, the information systems are a 

means to increase efficiency in the company's work operations. 

Consequently, the use of these systems for any illegal or unethical purposes 

is a violation that necessitates accountability and accountability before the 

regulatory authorities, and that the electronic password is equivalent to the 

employee's signature. It is not permissible to disclose it to any third party, 

because the computer is a custody under the responsibility of the employee, 

all that is issued or saved by him is counted against him. 

10. Obtaining undue benefits or rewards, no authorized person is entitled to 

give himself any advantage or reward unless it is approved by the highest 

authority holder, and any action otherwise is a violation. 

11. Disclosure of confidential information in an irregular way, the information 

is considered an asset of the company with a very high value. In addition, 

all information that is not published is considered confidential information 

that may not be circulated or shared with anyone who is not required to do 

so. Leaking this information may affect the company, directly or indirectly. 

12. Concealment with bad faith or intentional negligence, destruction of official 

documents or concealment of fraudulent financial reports, deliberate or 

negligent act of sabotage, misuse, waste or loss of official documents, 

deliberately altering or manipulating or neglecting fraudulent financial 

reports or using them for purposes not intended, or providing it to others 

to whom it is necessary to exploit it is considered a violation. 



 

13. Negligence of the body that may harm the company. Deliberate delay or 

negligence in taking decisions with the aim of harming the company or 

making profit as a result of that is a violation. 

14. Covering up any of the above-mentioned violations. Knowing who is 

responsible for all the examples and violations mentioned above and not 

disclosing them is considered a violation. 

D. Obligations of Whistleblower 
The whistleblower should observe the following: 
To write all the data contained in the approved reporting form and not to omit 

any statement required when filling it out, the most important of which is its 

identity data. 

To investigate the credibility of reporting by avoiding rumors and allegations that 

are not based on a real basis, and to report whenever there are real and reasonable 

suspicious data available. 

Not to submit malicious reports for the purpose of tarnishing the reputation of 

others, entrapping them, retaliation, or undermining confidence in the company, 

its employees, or stakeholders. 

To take the necessary care to ensure accuracy in reporting and clarify all the details 

related to the notification that would guide the case of the violation and attach 

everything that would give details and evidence of the violation and in accordance 

with the nature of the violation. 

To quickly report the violation as soon as possible. 

The complete confidentiality of the report to achieve the public interest of the 

company. 

To bear the consequences of liability for malicious allegations that lead to 

defamation or harm to the financial institution or one of its employees or 

stakeholders. 
E. Company's Obligations upon Receipt of Report 
- In the event that the company receives a notification of a violation, the company 

shall: 



 

To deal with any report with the necessary seriousness, regardless of the nature 

of the report, its language, the sufficiency of its information, or the size of its 

influence and importance. 

To take all measures to protect the whistleblower and not harm it. 

To inform the whistleblower of receiving his report, and the decision reached if 

possible. 

To take corrective actions for the violation, if proven. 

To take into account the interest of its employees and stakeholders 

To refer the reports to the competent authority in the control and investigation 

work, whether inside or outside the company (if the case calls for that) 

The company takes into account the period of keeping the communications and 

related documents from registrations for a period of ten years. 

To prepare reports on communications and methods of handling them. 
F. General Obligations to Protect the Whistleblower 
The company shall protect the submitters of non-malicious reports from any 

retaliation action that may be issued by the company's employees against the 

reporter. 

The company shall not disclose any information regarding the whistleblower, with 

the exception of the competent authorities, such as investigation and judicial 

authorities. 
2. Objective Handling of Report 

The objective treatment of the report depends on the nature of the violation itself. 

The matter may require informal treatment or internal treatment only as a minor 

violation, or formal treatment by transferring it to an official government agency. 

The following steps are taken in handling any report: 
• The disciplinary measures resulting from the violation are determined 

according to the Whistleblowing Policy. According to the cases of reporting 

violations mentioned in paragraph (c) above. 



 

• It is not permissible to inform the author of any disciplinary or other 

measures that may result in a breach of confidentiality obligations towards 

another person. 

• The company shall deal with the reporting of any violation in a fair and 

appropriate manner, but it does not guarantee that the method of handling 

the report is consistent with the wishes of the author. 

C. Performance Measurement Indicators 
- The performance indicators shown below shall be adhered to based on the 

completion of the documents supporting the validity of the report, and the 

Control and Investigation Committee may extend the number of days for a similar 

period if it deems it necessary. 

# Action Time required for 

implementation Action by 

1 Receive the report Immediately  
Violation 

Receiving 

Unit 

2 Inform the whistleblower of 

receipt of the request 3 working days 
Violation 

Receiving 

Unit 

3 Initial evaluation of the report and 

its seriousness 
A maximum of 3 

working days 
Violation 

Receiving 

Unit 

4 Referral of report to the Control 

and Investigation Committee 
Directly after 

evaluation 
Control and 

Investigation 

Committee 

5 

Studying the issue and completing 

all procedures required by the case 

of the report, including 

investigation, subpoena, hearing 

witnesses, inquiry from 

It is presented at the 

committee's first 

meeting and is decided 

upon within a 

maximum of 12 

Control and 

Investigation 

Committee 



 

departments, search and audit until 

the description and issuance of the 

decision 

working days, and 

extended to another 

period if necessary 

6 
Referral of report from the Control 

and Investigation Committee to 

the Violation Receiving Unit 
A maximum of 3 

working days 

Secretary of 

the Control 

and 

Investigation 

Committee 

7 
Submitting a report of the cases 

related to this policy to the Audit 

Committee 
Quarterly 

Violation 

Receiving 

Unit 

8 
Submitting a report on the cases of 

this policy to the Board of 

Directors 
Semi-annually 

Violation 

Receiving 

Unit 
 


