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Marhaba,

Welcome to Mubadalal!

You are now part of a community committed to collectively delivering against our
mandate to generate sustainable financial returns for our shareholder, the Government of
Abu Dhabi.

As a global investment company, we strive for a world-class corporate culture that reflects
the international and diverse nature of our business, which is underpinned by our core
values of Accountability, Inspiration, Integrity, and Partnership.

Mubadala is a sovereign investor with an entrepreneurial mindset. Our people are our
number one investment, we hire and empower our talent according to our values and
mandate. Together, we seek to generate sustainable financial returns and aspire to create
a positive lasting impact within our organization and in the communities where we live
and work.

There are many resources and services available to assist and support you as you
settle into your new role, and this welcome pack is designed to help you learn about the
opportunities and benefits that are available to you.

| trust that you will find that working at Mubadala is professionally engaging and
personally rewarding and | wish you every success on your journey with us.

Sincerely,

Khaldoon Al Mubarak
Managing Director and Group CEO
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ABOUT US

As a sovereign investor, Mubadala Investment Company manages a diverse portfolio of
assets and investments in the United Arab Emirates and abroad, to generate sustainable
financial returns for its shareholder, the Government of Abu Dhabi.

Mubadala is investing and partnering at the leading edge of global growth and innovation
to create opportunities for future generations. We will continue to support our leadership’s
vision, as we build upon the legacy of the late Sheikh Zayed bin Sultan Al Nahyan, who
envisioned a free, stable and dignified life for the people of the UAE.

Today, in line with HH Sheikh Zayed bin Sultan Al Nahyan's vision, Mubadala is a AED 1.1
trillion ($302 billion) business that spans six continents with interests across multiple
sectors, asset classes, and geographies. Headquartered in Abu Dhabi, Mubadala also has
offices in London, Moscow, New York, and Beijing, and our people are connected by a
commitment to our values of Accountability, Integrity, Inspiration, and Partnership.

At Mubadala, we are driven by the ambition to double the size of our portfolio in the coming
decade. We continue to recycle and deploy capital at pace, investing in industries that are
shaping the future and have strong potential for growth.

As a responsible investor, we inspire our people and businesses to have a long-term positive
impact on the communities where we deploy capital.

Mubadala Investment Company
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As a new member of the Mubadala family, we encourage you to explore our compelling
story through our intranet ‘Canvas’, our website ‘Mubadala.com’, our social media
channels ‘@Mubadala’, or by talking to our people across the organization who are
helping bring our vision to life. Click here to watch a video.

X © 6 @ o

Should you have any questions or concerns, please reach out to your line manager or
your Unit's / Platform’s Talent Partner (TP)

We're delighted to have you with us on this journey.

OUR VALUES

The way we do business matters just as much as what we do. Our values shape our culture
and help define the character of Mubadala, guiding our people to make the right decisions
at every moment. We live by our values, and they are reflected in everything we do.

000

aS@R

ACCOUNTABILITY INTEGRITY
We take responsibility for We strive to do what
everything we say and do. is right even when it is hard.

%>

INSPIRATION PARTNERSHIP
We are motivated We achieve more
to make a difference. together.
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https://micuae.sharepoint.com/sites/canvas/
https://www.mubadala.com/en
https://youtu.be/rpVhfXJvoKI
https://x.com/Mubadala?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
https://www.youtube.com/user/mubadalauae
https://www.facebook.com/Mubadala
https://www.linkedin.com/company/mubadala/
https://www.instagram.com/mubadala
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Mubadala Recognition Awards (MRA)

At Mubadala, we empower our people and enable them to thrive. We realize that our
success is delivered and sustained through the continuous dedication, collaboration, and
high performance of our employees.

The Mubadala Recognition Awards (MRA) celebrate colleagues who perform above and
beyond the normal scope of their roles and demonstrate extraordinary behaviors that
exemplify our core values.

In line with our corporate values, the award categories are:

1. Integrity Award
. Accountability Award
. Partnership Award

. Inspiration Award

g A W DN

. Mubadala Award: presented to an individual who delivers outstanding results for
Mubadala while demonstrating our values of Accountability, Inspiration, Integrity and
Partnership.

6. Team Award: presented to a team that delivers outstanding results for Mubadala by going
above and beyond in demonstrating our values.

For more information, please visit the Mubadala Recognition Awards page on our intranet.

Performance Based Rewards

Mubadala is a place where high performance is defined by achieving outstanding results
with unwavering integrity.

As an organization that is committed to fostering a performance-based culture, Mubadala
rewards employees who exemplify desired behaviors and performance with the following
performance-based rewards:

* Annual Increment: as part of the Annual Performance Development Cycle, your
salary will be reviewed subject to your performance.

*  Promotion: you will be eligible for promotion to the next grade subject to your
performance and tenure in current role.

* Annual Bonus: a variable cash reward paid to you based on individual, unit and
Mubadala’'s overall performance.

For more information, please refer to our People Policy, the Human Capital policy on our
intranet.

Mubadala Investment Company 7
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https://micuae.sharepoint.com/sites/MRA
https://micuae.sharepoint.com/sites/miccanvasdata/Shared%20Documents/Policies/People%20Policy/Mubadala%20People%20Policy.pdf
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At Mubadala, ethics and compliance are central to our corporate values, and our Code of

Ethics and Ethics & Compliance Policies provide guidance for our business conduct.

The cornerstone of this is a respectful workplace, we do not tolerate any form of unfair
treatment, harassment, abuse, or retaliation. We encourage open communication and
have a zero-tolerance policy for retaliation and victimization.

We strive for impartiality and expect all employees to disclose conflicts that compromise
our values and objectives or harm the company’s reputation. In essence, we should all
follow our procedures and report any suspected fraud or misconduct.

We carefully select business partners to ensure they uphold our ethical and legal
standards and exercise caution when accepting gifts and hospitality to avoid harm to
relationships or reputation, particularly when dealing with government officials.

We take steps to maintain market conduct integrity by following international laws, rules,
and regulations, including prohibition on insider training, anti-competitive conduct and
provisions governing trade.

We safequard sensitive information, including personal and confidential data. Our
information technology assets, including hardware, software, data, and networks, are
critical and we prioritize cybersecurity in today's global business landscape.

Please contact the Ethics & Compliance Office for more information:

e ethics@mubadala.ae
e 49712 413 3333
e Ethics & Compliance microsite on Canvas

e Daleel

Mubadala Investment Company 9
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https://micuae.sharepoint.com/sites/canvas/Shared Documents/Unit/E&C/Code of Ethics - Compliance Policies.pdf
https://micuae.sharepoint.com/sites/canvas/Shared Documents/Unit/E&C/Code of Ethics - Compliance Policies.pdf
mailto:ethics%40mubadala.ae?subject=
https://micuae.sharepoint.com/sites/canvas/SitePages/Ethics&Compliance.aspx
https://ethics.mubadala.ae/




Mubadala has a number of initiatives in which we actively encourage your involvement.

Mubadala Employee Volunteering Program (MEVP)

Mubadala’s Employee Volunteering Program is a purpose-driven engagement platform that
provides meaningful opportunities for employees to contribute their time, skills, and charity
to the community. The program enables us, both as individuals and as Mubadala, to put our
values into action and bring about positive impact in the communities in which we live and
work. Volunteering is not limited to a single day or activity, but rather aims to promote lasting
ties between our employees and the numerous organizations and causes which Mubadala
partners with and supports.

For more information on how you can volunteer, kindly visit the MEVP page
on Canvas or refer to the Volunteering Leave section in our People Policy.

Environmental Sustainability in the Workplace

As a global responsible investor, we understand the impact our business has on the
environment. Our scale enables us to take measurable actions to reduce these impacts
by integrating sustainability into our core business. We are committed to maximizing
opportunities to further enhance Mubadala's sustainability performance across the
communities in which we operate.

Mubadala fosters environmental and social consciousness within the workplace, through its
Group Sustainability Strategy. We strive to create a workplace that minimizes our ecological
footprint, while optimizing resource utilization and enabling a healthier work environment
for our employees. We encourage you to join the movement and support the array of
sustainability initiatives available within Mubadala.

For more information, please visit the Environmental Sustainability in the Workplace page
on Canvas.

Mubadala Women

Mubadala Women is an employee led group that aims to:
e Showcase Mubadala as a female-friendly employer with an empowering
environment for female talent.

* Retain female talent by engaging both male and female employees to overcome
bias and promote an inclusive, fair, and flexible environment that prioritizes
women'’s career growth and wellbeing.

* Encourage women's upward mobility at Mubadala by providing mentorship,
training, and career development opportunities.

e Collaborate with peer organizations to promote participation and leadership roles
for women in the investment industry locally, regionally, and globally.

For more information, please visit the Mubadala Women page on Canvas,
or contact MWomen@mubadala.ae.
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https://micuae.sharepoint.com/sites/Corporate/People/Mubadala Volunteering Program/SitePages/Mubadala-Volunteering-Program.aspx
https://micuae.sharepoint.com/sites/miccanvasdata/Shared%20Documents/Policies/People%20Policy/Mubadala%20People%20Policy.pdf
https://micuae.sharepoint.com/sites/Corporate/People/Sustainability_at_Mubadala/SitePages/Sustainability.aspx
https://micuae.sharepoint.com/sites/MWRAP/SitePages/MubadalaWomen.aspx

Mubadala Excellence Program

The Mubadala Excellence Program supports talented individuals from across the UAE
seeking to pursue and realize their biggest dreams. The program has supported local
talents in sports, arts, culture and more, and is looking for gifted individuals to empower on
their journey to greatness.

Do you want to make an impact on the community and enhance your talents? Sign up for
the Program, which is open to UAE residents of all ages and nationalities.

For more information about the criteria and the application process, please visit the
Mubadala Excellence Program page on Canvas.

Mwe||

StayWell

Our people are our greatest investment so nothing is more important to us at Mubadala
than our commitment to maintaining your overall health and well-being.

This is why we are focused on providing you with the right tools, support and environment
that will enable you to feel happy and balanced - at work, home and in the community.

Our holistic wellness program, StayWell, focuses its efforts around four pillars that
contribute to optimal wellbeing:

* Purpose & Fulfillment

* Mental Health

e Physical & Nutritional Health

e Environmental & Social Health

We provide the following programs and initiatives to our people:

* Employee Assistance Program: A holistic program that gives you and your family access
to professional psychologists, dieticians, financial, legal, and career advisors. It can
support with:

e Counseling for adults and minors between 12 and 18 years old
e Legal & Financial Services

* Managerial Consulting

¢ Wellness Coaching

To use these services, simply call the number: 8000 120 120 within the UAE

and +44 203 006 6217 outside the UAE (not a toll-free number, call-backs

can be arranged). You can also email yourmenawellbeing@lyrahealth.com to request
for services or a callback.

ubadala Investment Company
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https://micuae.sharepoint.com/sites/canvas/SitePages/Mubadala-Excellence-Program.aspx
https://micuae.sharepoint.com/sites/canvas/Wellness
https://micuae.sharepoint.com/sites/canvas/Wellness

Gl

e Calm Application: With Calm, you can improve your sleep quality, reduce stress or
anxiety, and improve your focus. The Calm app offers guided meditations, curated music
playlists, exercise videos, and master classes. Employees and their family members are
entitled to a free Calm subscription.

* Neck and shoulder massage sessions: This offering is intended to provide you with
an opportunity to relax, energize, and refocus. Considering the significant benefits for
stress-relief, improved circulation, joint mobility and immunity, we encourage you to
take a purposeful break out of your busy day and take advantage of these sessions.

* Monthly Wellness Webinars: Every month, we leverage internal assets and external
expertise to promote a culture of wellbeing through our webinars on topics such as
anxiety, managing stress and many others. We encourage you to tune in and dedicate
an hour of your time on selfcare.

For more information, please refer to our StayWell page on Canvas or contact
StayWell@mubadala.ae.

Mubadala Investment Company 13
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Learning

Talent development is at the heart of our culture at Mubadala. We want you to continue
learning throughout your journey with us, and we consistently strive to create innovative,
effective, and engaging learning solutions and experiences.

As a testament to how much we value your career aspirations, we have developed flexible
and diverse learning approaches that combine classroom-based and e-learning platforms
in partnership with some of the most renowned learning providers and institutions
globally.

Our classroom-based workshops and training courses take place at our state-of-the-art
training center, the Leadership Acceleration for Business (LAB). These sessions vary in
duration, ranging from two hours to four days, and are led by global expert trainers within
and outside Mubadala. These trainers hold extensive experience in their respective fields
and are committed to delivering the highest quality training.

Complementing this, we have partnered with Intuition and LinkedIn to provide over 10,000
expert-led online courses through iLAB.

For learning and training inquiries, please contact infolab@mubadala.ae
The Learning Team is also available to support you in achieving your development goals.

Representing Mubadala

Any individual speaking at an event on behalf of Mubadala is considered an official
representative of the organization. Therefore, any comments made directly to the media,
in presentations, speeches, or question and answer sessions can potentially become
public and be interpreted as an official comment from Mubadala.

If you are invited to speak at an event in an official capacity, it is essential to obtain
approval from your Communications Business Partner before accepting the invitation and
presenting any event-related content.

During the event, please direct any media inquiries to your Communications Business
Partner and refrain from making off-the-record comments.

For more information, please refer to the Group Communications Policy.

Mubadala Investment Company 15
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https://ilab.mubadala.ae/auth/saml2/login.php?wants=https%3A%2F%2Filab.mubadala.ae%2F&idp=951220215b3c8d9024bf7dc71912f2d5&passive=off
mailto:infolab%40mubadala.ae?subject=
https://micuae.sharepoint.com/sites/canvas/sitepages/HCLearning.aspx
https://micuae.sharepoint.com/sites/canvas/Shared%20Documents/Mubadala%20Group%20Communications%20Policy.pdf
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Our Offices

Mubadala has three office locations across the city of Abu Dhabi:
e Al Mamoura Building A
* Mubadala Tower
e Al Sila Tower

You will need to have an activated Mubadala ID card to access Mubadala premises.
As per our standard procedure, the card will be provided to you by the Human Capital
representative upon joining. The Mubadala ID card grants you access to the car park
(if eligible), building entrance, and Mubadala floors during business hours.

For more information, please contact Corporate Services Helpdesk.

Parking

Your parking spot is allocated according to your primary location assignment. Parking
locations across Mubadala offices are controlled by access cards, and designated slots
at Al Mamoura Building Multi-Story, and Mubadala Tower basement car parks are color-
coded as follows:

Chiefs / Executive Directors Directors All Employees

Green Blue Silver

Al Mamoura Building Car Parking:
e Multi-Story Parking: located in Al Mamoura Building B

e Open-Air Car Parking: located opposite to the rear entrance of Al Mamoura
Building A

e Visitors Car Park: located beside Al Mamoura Building A main entrance. It is
dedicated to external visitors visiting Al Mamoura Buildings A and B

Mubadala Tower Car Parking:
e Basement Parking: located in basement level 1

e Visitors Car Park: located beside Mubadala Tower main entrance. It is dedicated
to external visitors visiting the tower

Al Sila Tower Car Parking:

e Multi-story Parking: located on the ground floor and levels 2 to 6

Moving Between Offices

The Transportation Center provides Mubadala Shuttle Services for your daily commutes
between Al Mamoura Building A and Mubadala Tower. It also offers chauffeur services
for senior management and team business trips within the UAE. Additionally, the center
manages business document delivery services within the UAE.

If you have a meeting or a business need to go to Al Sila Tower, or if you'd like to deliver a

business document, please contact the Transportation Center.

Mubadala Investment Company 17
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mailto:support%40solutionsplus.ae?subject=
mailto:transportationcenter%40mubadala.ae?subject=

Breakout Areas

Breakout areas are located on each floor, offering daily availability of coffee, tea, soft
drinks, juices, and light snacks. Employees are free to help themselves to delicious treats
that keep their hunger pangs at bay.

Employee Lounge

The Employee Lounge is a great place to relax, socialize and enjoy complimentary breakfast
and lunch, which is served there every day, at the below times:

* Breakfast is served between 08:00 am - 11:45 am

® Lunch is served between 12:00 pm - 03:00 pm

e Fruits, healthy snacks, and refreshments are available all day.
You can find the Employee Lounge at the following locations:

e Al Mamoura Building A: 6th floor

* Mubadala Tower: 5, 15" and 32" floors

¢ Al Sila Tower: 17t floor

Meetings and Visitors

The Reception and Hospitality team at Mubadala manages reception services, external and
internal meeting rooms. There are multiple hosting facilities equipped with advanced systems,
tools and fixtures for business hosting requirements.

You can check the availability and book internal and external meeting rooms on Mubadala
floors at Al Mamoura Building A, Mubadala Tower or Al Sila Tower using the Space
Management System on Canvas, or through the room booking tab on Outlook.

To host external visitors to Al Mamoura Building A and Mubadala Tower, they must be
registered through the Visitor Management System.

Upon arrival, visitors will be required to present an official form of identification at the reception
desk in order to receive a visitor access card.

18 Mubadala Investment Company
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https://micuae.condecosoftware.com/
https://micuae.condecosoftware.com/
https://app.proxyclick.com/CO-FRAX184/dashboard
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Gym
The Gym at Mubadala Tower offers a variety of fitness activities, services, and amenities
to support your commitment to a healthy lifestyle.

With our high-quality facilities, outstanding club design, and value-added finishes, we aim
to create the perfect fitness experience for you. For more information, please visit
The Gym at Mubadala Tower on Canvas.

Mother's Room

Providing working mothers with a supportive work environment has always been a priority
for Mubadala, which is why we've set up a Mother’s Room for our female employees. This
room is designed to be used by mothers who are still nursing, as it offers a waiting area
along with four private rooms, a refrigerator, and cleaning facilities.

For more information, please refer to the FAQs.

The Nursery

In line with our dedication to creating an environment that supports working parents, we
understand that balancing work and family responsibilities is important, which is why we

have collaborated with the Ministry of Culture and Youth (MCY) to offer working parents

a high-quality, easily accessible, and affordable nursery service and childcare facility. The
Nursery is located within the MCY premises conveniently situated between Al Mamoura A
and Mubadala Tower. Mubadala mothers and fathers can benefit from this service.

For more information, please refer to the FAQs.

Prayer Rooms

Male prayer room locations: Female prayer room locations:
e Al Mamoura Building A: ground floor e Al Mamoura Building A: mezzanine
floor

* Mubadala Tower: outside of the building

 AlSila Tower: 28" floor * Al Mamoura Building B: ground floor

° Mubadala Tower: ground floor
* Mubadala Low Rise Building: 2 floor
e Al Sila Tower: 28™ floor

Smoking Area

In the interest of health, smoking is not permitted on any Mubadala properties, except for
in the designated smoking areas at each location, as per the below:

e Al Mamoura Building: between Al Mamoura Building A and Al Mamoura Building B, next
to the visitors parking

* Mubadala Tower: outside the building, near the visitors parking and near the low rise
buildings

e Al Sila Tower: beside the ash trays on the Podium level, Lobby

First Aid Nurse Service

The First Aid Nurse Service offers basic health assessments and first aid. The service is
available during working hours and is located on the ground floor of Al Mamoura Building
A. If you require urgent advice, you can contact the nurse directly or visit the first aid
room for health checks including blood pressure, blood sugar or pulse.

The first aid nurse can be contacted on: 02 44 38804

Mubadala Investment Company 20
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https://micuae.sharepoint.com/sites/canvas/Shared Documents/Human Capital Files/Mubadala Mother Room FAQs.pdf
https://micuae.sharepoint.com/sites/canvas/Shared%20Documents/Human%20Capital%20Files/Nursery%20FAQs.pdf
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Our Working Hours

At Mubadala, we are committed to promoting a healthy work-life balance among our
employees. Please see below our standard work schedule:

1. Working days are Monday to Friday

2. Flexible working hours take place between 7:30 am to 5:30 pm and are offered with a
minimum of 8 hours per day

3. The core business hours are 9:30 am to 3:30 pm and all employees are expected to be
in the office during that time

4. On Fridays, employees are entitled for a break from 12:30 pm to 1:45 pm to attend
Friday prayers

5. During the holy month of Ramadan, working hours may be reduced by two hours per
day, unless otherwise announced by the UAE Government.

Remote Working

At Mubadala, we believe in fostering flexibility and trust while ensuring strong
collaboration and engagement, especially as new team members get started.

During your onboarding and probation period, your focus will be on settling into your
role, connecting with colleagues and becoming familiar with our ways of working. Once
you successfully complete your probation, you'll become eligible to work remotely for up
to five working days per calendar month.

Employees may also work remotely from abroad for up to 30 days per calendar year per
country, subject to manager approval. It is important to comply with Mubadala’s
requirements to prevent the creation of a taxable presence for the company while
working remotely from abroad. Please note that choosing to work remotely from abroad
may carry certain personal obligations, such as individual tax or immigration-related
responsibilities.

For more information about remote working or your work schedule, please refer to the
People Policy.

Dress Code

We prioritize maintaining a professional image, and it is expected that you dress formally
and maintain a professional appearance at all times. Our dress code outlines acceptable
attire such as UAE national dress, formal business wear, and conservative clothing.

For more information, please refer to our People Policy.

Workstation

Upon joining, your assigned workstation / office will be fully equipped and ready. While
you are free to make the space your own, please note that there are specific standards to
be respected regarding the arrangement of furniture and wall decorations.

You can explore and request additional fixtures and equipment through the Mubadala
Digital Care Portal.

For support, please contact Corporate Services Helpdesk or your Unit Assistant.
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https://micuae.sharepoint.com/sites/miccanvasdata/Shared%20Documents/Policies/People%20Policy/Mubadala%20People%20Policy.pdf
https://micuae.sharepoint.com/sites/miccanvasdata/Shared%20Documents/Policies/People%20Policy/Mubadala%20People%20Policy.pdf
mailto:support%40solutionsplus.ae?subject=
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc

Digital & Technology Services (D&TS)

D&TS ensures that all Mubadala employees have access to the most up-to-date
technologies, customized according to business needs.

To help you get up and running, D&TS provides a number of useful hints and tips, IT user
guides and FAQs, all available on D&TS page on Canvas.

D&TS will provide you with a corporate email account. Your username and password will
be used for both internal and external access to a number of technologies used by
Mubadala Group.

Password security is of paramount importance at Mubadala. Upon receiving your laptop,
you will be asked to create a password in compliance with the specified requirements. If
an account or password is suspected of being compromised, please report the incident to
Mubadala Digital Care via the Mubadala Digital Care Portal or Teams chat and change all
passwords immediately.

All Mubadala employees must be familiar with the MIC Acceptable IT Usage Policy and
Mubadala Data Security Standard, which can be found on Canvas.

For more information or if you have any queries, please contact Mubadala Digital Care on
Teams or visit the Mubadala Digital Care Portal.

Mobile Phones

Mubadala employees are entitled to receive an iPhone for business needs, which you can
request along with a data plan by following the steps below:

1. Visit the Mobility page on the Mubadala Digital Care Portal

2. Click on the Corporate Data Plan tile and read the Corporate Usage Policy

3. Fillin the request form and submit

For temporary roaming services, follow the steps below:
1. Visit the Mobility page on the Mubadala Digital Care Portal

2. Click on the International Roaming tile
3. Fillin the request form and submit

For more information or if you have any queries, please contact Mubadala Digital Care on

Teams or visit the Mubadala Digital Care Portal.

ubadala Investment Company
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https://micuae.sharepoint.com/sites/CorporateFunctions2/CorporateAndHumanCapital/DigitalAndCorporateServices/ETS/SitePages/Digital-Technology-Services.aspx
https://micuae.sharepoint.com/sites/CorporateFunctions/CorporateAndHumanCapital/DigitalAndCorporateServices/DTS/Shared%20Documents/policies/Acceptable%20IT%20Usage%20Policy_2023.pdf
https://micuae.sharepoint.com/sites/CorporateFunctions/CorporateAndHumanCapital/DigitalAndCorporateServices/DTS/Shared%20Documents/policies/Data-Security-Standard-Policy.pdf
https://digitalcare.mubadala.ae/esc?id=emp_taxonomy_topic&topic_id=5eb2e47c1b9ff1106c8320e5604bcbb4
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc?id=emp_taxonomy_topic&topic_id=5eb2e47c1b9ff1106c8320e5604bcbb4
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc

Use of Printers

To print documents within Mubadala, you will need to use your employee ID to securely
retrieve a print job from any multi-function printer on any floor in Mubadala. You must first
register your card using your corporate username. Subsequently, you'll be able to print
securely in any location. Remember, jobs will only be printed when you swipe your access
card. This helps ensure that sensitive documents do not sit at risk of being seen or taken.

Security Will only print when you Sensitive documents will not
swipe your access card sit risking being seen or taken

~

T

Mobile printing (send document to

then use access code received to pick up at any printer)

For more information or if you have any queries, please contact Mubadala Digital
Care on Teams or visit the Mubadala Digital Care Portal.

Stationery

Mubadala branded stationery is available in business centers on every floor, while
electronic templates can be found on Canvas.

If you need further support, please reach out to your unit’s assigned Business Center
Messenger.
Business Cards

Once you are ready to request your first batch of business cards as a Mubadala
employee, please complete the Business Card application form via M Power20. When
your cards are available for collection, you will be contacted by Corporate Services.

Mail Room and Courier Services

The Mail Room is responsible for receiving and delivering incoming and outgoing mail,
couriers, and documents. There is a mail room located at Al Mamoura Building A -
ground floor, and another one at Mubadala Tower - ground floor. Your Business Center
messengers will assist you with all business-related requirements.
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mailto:mobileprinting%40mubadala.ae?subject=
https://hcbg.fa.em2.oraclecloud.com/hcmUI/faces/FndOverview?macKey=kkw0Ut47wXQ9axvM&_afrLoop=32087239549499407&_afrWindowMode=0&_afrWindowId=y9jspkpnm&_adf.ctrl-state=1722k8h35s_6&_afrFS=16&_afrMT=screen&_afrMFW=2040&_afrMFH=992&_afrMFDW=2048&_afrMFDH=1152&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=120&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://hcbg.fa.em2.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=17092058034871960&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=49h2f6akk_1&_afrFS=16&_afrMT=screen&_afrMFW=2040&_afrMFH=992&_afrMFDW=2048&_afrMFDH=1152&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=120&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://digitalcare.mubadala.ae/esc
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Employee Self-Service

You can use our Employee Self-Service to access features that support your day-to-day
business. Leave Balance, Pay slip, Salary Certificate and Expense Management can be
found on M Power20, and are accessible from the Quick Links on the Canvas homepage.

Microsoft Teams

MS Teams is the one-stop app to help you meet, chat and collaborate with your colleagues
and associates, from anywhere. Some of its key features include:

* Meet from anywhere - Access instant online meetings with high-quality audio and
video, where internal and external participants can join.

e Centralize everything - Access meeting chats and shared files before, during and after
a meeting ends

e Get things done together - Easily work together in real time or on your own time. With
free cloud storage included, shared files are always available across your devices.

e Work with confidence - Collaborate without worry knowing your sensitive information is
protected with data encryption at rest and in transit.

For more information, refer to the MS Teams User Guide on Canvas, or contact Mubadala
Digital Care on Teams or visit the Mubadala Digital Care Portal.

Video-conference Meeting Rooms

All our meeting rooms are equipped with video conferencing capabilities. For more
information on how to use our meeting room technology, please refer to the user qguide
on Canvas.

IT Support

For further IT and technical support, request a one-to-one training from the Mubadala
Digital Care Portal and selecting IT training from the menu in the top left corner. Fill in
the request form and submit.

Use of Social Media

Technology provides an opportunity to share thoughts with a broad audience. We value and
recognize the importance of engaging in conversations across social media platforms to
enhance communication, collaboration, and information exchange.

While it is a beneficial channel for communication, social media can occasionally present risks.
As such, care needs to be exercised when expressing personal views online.

Here are some guidelines to consider:

e Be mindful of cultural sensitivities or legal restrictions when posting images of others
e Do not disclose confidential information

e Secure your accounts through your privacy settings, be cautious of the links you click on,
and disable dangerous privileges

e Consider if an unknown follower is familiar or is likely to be a scam

e Remember that you speak for yourself and represent Mubadala on professional channels,
particularly when talking about Mubadala, its assets, companies, partners, stakeholders,
and projects, as well as any issues impacting Abu Dhabi
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https://micuae.sharepoint.com/sites/canvas
https://micuae.sharepoint.com/sites/CorporateFunctions2/CorporateAndHumanCapital/DigitalAndCorporateServices/ETS/Shared Documents/Forms/AllItems.aspx?id=%2Fsites%2FCorporateFunctions2%2FCorporateAndHumanCapital%2FDigitalAndCorporateServices%2FETS%2FShared%20Documents%2FUserGuides%2FMS%20Teams%2D%20User%20Guide%2Epdf&parent=%2Fsites%2FCorporateFunctions2%2FCorporateAndHumanCapital%2FDigitalAndCorporateServices%2FETS%2FShared%20Documents%2FUserGuides
https://micuae.sharepoint.com/sites/CorporateFunctions2/CorporateAndHumanCapital/DigitalAndCorporateServices/ETS/Shared Documents/Forms/AllItems.aspx?id=%2Fsites%2FCorporateFunctions2%2FCorporateAndHumanCapital%2FDigitalAndCorporateServices%2FETS%2FShared%20Documents%2FUserGuides%2FMeeting%20Room%20Technology%20%2D%20User%20Guide%2Epdf&parent=%2Fsites%2FCorporateFunctions2%2FCorporateAndHumanCapital%2FDigitalAndCorporateServices%2FETS%2FShared%20Documents%2FUserGuides
https://idcs-a5c485785dd84cc58de77dc8418fc372.identity.oraclecloud.com/sso/v1/app/launcher/f7b858bc2bb14473a80c4908d3989f57
https://digitalcare.mubadala.ae/esc?id=emp_taxonomy_topic&topic_id=c11aba0247b316100ad25a64f26d434a
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc
https://digitalcare.mubadala.ae/esc

e For Mubadala employees Grade 3 and above with a public social media profile, it is
required to include a disclaimer that these are your own personal views reflected on
your platforms

° Your interactions are perceived as your personal representations only when using your
personal email address

* Double-check each post before publishing

* Notify your Communications Business Partner if you see negative content about
Mubadala Group and they will handle the issue

* Don't use copyright content without pre-approval from Group Communications and the
Ethics & Compliance Office

* Seek permission before posting anything about friends, coworkers, or business
acquaintances

* Do not make comments that could violate the UAE Labor Law, including discussions on
religion and politics

*  When reflecting your personal interests, ensure you are not in breach of the Conflict
of Interest Policy and the Code of Ethics by promoting anything that is in conflict with
Mubadala's interests (especially promoting or endorsing goods or services)

* When sharing content on your social media platforms related to assets, ensure you
are only engaging with publicly approved content that has been posted on the asset or
Mubadala's official social platforms

* Mubadala conducts periodic sample monitoring of all public accounts for employees -
particularly senior employees - for routine testing of compliance with this policy. The
Social Media monitoring daily report tracks posts related to senior employee names as
well as the Mubadala brand

* Mubadala reserves the right to remove and moderate comments and to restrict users
who do not follow these guidelines for reasons including but not limited to content
containing offensive, promotional information, etc.

With the accelerated use of social media platforms and the rapid changes we witness to these
channels, it's important to stay updated on how to effectively engage with one another online.

For more information, please refer to the Group Communications Policy.

Procurement

Mubadala employees are expected to conduct procurement activities in accordance with
the Mubadala Procurement Policy, Procurement Manual and relevant policies including the
Delegation of Authority.

You are expected to be fully aware of and follow the relevant processes and use the
appropriate systems/tools to conduct procurement activities.

You can reach out to your Procurement Business Partner for any related questions or
support.

For more information, please visit the Procurement page on Canvas.

Travel for Business

If you are required to travel for business, with a little planning and preparation, you can
make sure your trip runs as smoothly as possible.

Business Travel pre-requisites:

e Chart out a clear travel itinerary and ensure approvals are obtained in advance
especially when:
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https://micuae.sharepoint.com/sites/canvas/Shared%20Documents/Unit/E&C/Code%20of%20Ethics%20-%20Compliance%20Policies.pdf
https://micuae.sharepoint.com/sites/canvas/Shared%20Documents/Unit/E&C/Code%20of%20Ethics%20-%20Compliance%20Policies.pdf
https://micuae.sharepoint.com/sites/canvas/Shared%20Documents/Mubadala%20Group%20Communications%20Policy.pdf
https://micuae.sharepoint.com/sites/CorporateFunctions2/CorporateAndHumanCapital/DigitalAndCorporateServices/BS/Procurement/Shared%20Documents/Procurement%20Policy_updated%20Aug%202023.pdf
https://micuae.sharepoint.com/sites/CorporateFunctions/CorporateAndHumanCapital/DigitalAndCorporateServices/cs/Procurement/Shared%20Documents/2023/Procurement%20Manual%20April%202022%20v1%20MFA%20Note.pdf
https://micuae.sharepoint.com/sites/miccanvasdata/Shared%20Documents/Policies/Other%20Policies/Mubadala%20Delegation%20of%20Authority.pdf
https://micuae.sharepoint.com/sites/canvas/SitePages/Procurement.aspx

< Your business travel involves multiple destinations
- When you combine business travel with a personal trip

If you are traveling internationally, you may need to secure a visa before you leave
or need certain vaccinations, including anti-malarial medication

e Discuss your travel plans with your Line Manager
e Obtain approvals on exceptional travel plans, when applicable (personal combinations)

e Complete and submit your Business Travel Request (BTR) on M Power20. It is
mandatory to attach a detailed agenda of your trip (including multiple cities/stops, if
applicable)

e Ensure all BTR's are submitted at least 5 days prior to the departure date to avoid
delays and cancelations

e If there are changes to your travel itinerary, update your travel records on M Power 2.0

Travel Assistance Program

Mubadala has partnered with Anvil group to provide Mubadala business travelers with a
Travel Assistance Program to provide you with health and safety guidance and support
whenever you travel internationally for either business or personal trips.

This program allows you to plan your trips appropriately while understanding the potential
risks of a travel destination. You'll want to familiarize yourself with how to stay safe while
abroad and know how to protect your health. Here are some of the features you can look
forward to in the Travel Assistance Program:

* A global response center, available 24/7, by calling 600 575183
e Anvil Portal Mubadala providing travel advice, country entry and vaccination

requirements, and real time alerts about emerging threats and live incidents around
the world

e Anvil App: a mobile application to view up-to-date health and risk information. Please
use the Membership Code: Mubadala2l

e Business Travel Awareness E-learning: an e-learning course that provides general
safety and risk mitigation tips available via iLAB

For more details about the Anvil program, please visit the Business Travel Services page
on Canvas.

For general travel support, please contact or refer to the following:

e Business Travel Request page on M Power 2.0

*  Business Travel Request (BTR) or Per-diem inquiries: 02 413 7070 or Corporate Services
Helpdesk

e For BTR Process Project code related queries/budget, please contact your Division/
Sector designated finance representative

Our travel helpdesks provides support for all your travel related requirements and queries
such as flight bookings, hotels and venue booking, and car rentals.

e Nirvana Helpdesk: 050 815 4436 (available during working hours)
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https://idcs-a5c485785dd84cc58de77dc8418fc372.identity.oraclecloud.com/sso/v1/app/launcher/f7b858bc2bb14473a80c4908d3989f57
https://idcs-a5c485785dd84cc58de77dc8418fc372.identity.oraclecloud.com/sso/v1/app/launcher/f7b858bc2bb14473a80c4908d3989f57
https://mubadala.anvilgroup.com/Portal/
https://ilab.mubadala.ae/course/view.php?id=10396
https://micuae.sharepoint.com/sites/canvas/SitePages/BusinessTravelServices.aspx
mailto:support%40solutionsplus.ae?subject=
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Employee Offers

Visit the Employee Offers page on Canvas to benefit from deals, discounts and promotions

exclusive for Mubadala employees. z
Fazaa Program

Mubadala employees are eligible for a complimentary Fazaa membership card. Fazaa e
provides a world of benefits with access to a unique range of services and offers both in g

the UAE and overseas.
For more information and to obtain your Fazaa card, please click here.
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Housing

Our People Policy outlines the eligibility for and guidelines regarding the relocation
assistance that we provide to our new hires.

SN noqy

If you are interested in obtaining a list of real estate agents or receive preferred rates
on facilitating your move to Abu Dhabi, our onboarding team can connect you with our
relocation company partners to help you with:

e Abu Dhabi orientation services upon relocation

sanjep Ino

* Home search
e School search

e Transportation and car rental service
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For more information, please contact your onboarding partner.

Residency Visa, Emirates ID and Medical Tests
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If you are planning to bring your family to the UAE, your marriage certificate and
children’s birth certificates should be "attested” from UAE Embassy in your home country.
All certificates need to be translated into Arabic language and attested by MOFA (Ministry
of Foreign Affairs) in the UAE.

If you have entered the country on a Visit Visa, this should be changed to an employment
permit within 30 days of the date of arrival. As per the Immigrations rules, any person on
Visit Visa is not eligible to work. Therefore, a change of status is very necessary.

paAjoAu| 399
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If you have entered the country on an Employment Permit, you will not be allowed to
travel until the residency process is complete.

Prioritize obtaining your residency visa, which will automatically link to your Emirates ID,
and make sure to await approval of your residency from the Federal Authority for Identity,
Citizenship, Customs & Port (ICP).

Once your residency visa is approved, it will be shared via email with you and the Talent
Acquisition team.
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The UAE government no longer stamps residency visas in residents’ passports. All
residents must register to UAEICP application to view self and dependents’ residency.

For support, please contact the Government Relations Office.

e Mubadala works with the Solutions+ Government Relations Office (GRO) to handle
your e-visa application online.

uj buipes

e |f you plan to sponsor your eligible dependents, please inform the GRO contact in
advance to receive guidance, and the list of documents required for their respective
visas.
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Visa Process for Employees Outside UAE

e Upon arrival to the UAE, stamp your e-visa at the airport immigration counter.
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e Email your stamped e-visa, passport photo with a white background, and your UAE mobile
number to the GRO contact email.

e Complete a medical test at Capital Health Screening Centre within two days.
Test can be booked via email info@capitalhealth.ae.
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e Email the medical token to the GRO contact for your Emirates ID application.
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e Complete biometrics if required within two days at a Customer Happiness Center
in Abu Dhabi.

*  Your medical insurance will be applied by Mubadala’s Employee Services team.
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https://icp.gov.ae/en/customer-happiness-centers/
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Visa Process for Employees within UAE

Provide a clear passport photo with a white background and the mobile number
registered in your ICA file.

Request a Certificate of Continuity (COC) from your previous insurance company
in Abu Dhabi, if required.

Complete a medical test within two days at Capital Health Screening Centre.

Email the medical token to the GRO contact to submit your Emirates ID application.

If required, complete biometrics within two days at a Customer Happiness Center
in Abu Dhabi.

Your medical insurance will be applied by Mubadala's Employee Services team.

Please download the following apps to enhance your experience:

UAE Pass - The UAE Pass is your secure digital identity in the UAE, which allows you
to access various services. Available on App Store and Google Play

TAMM - The TAMM application gives you access to over 700 government services in one
place. Use your UAE Pass to log in for easy access. Available on App Store and Google Play

Daman - Daman offers access to health insurance benefits, request tracking, claims
submission, and more. Available on Apple Store and Google Play

UAE ICP App - The UAE ICP App provides services from the Federal Authority for Identity,
Citizenship, Customs & Port Security. Available on Apple Store and Google Play

For support, please contact the Government Relations Office.

Medical tests

Mubadala has partnered with Capital Health Screening Centre for all medical screening
requirements (employee and dependents). All employees, their spouses, and children above
17 years old, must go through a full medical check that includes HIV, hepatitis and various
other infectious diseases.
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https://capitalhealth.ae/
mailto:Ffulwala%40solutionsplus.ae?subject=
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For your safety, comprehensive fire and emergency procedures are in place at Mubadala
offices and are regularly tested for effectiveness.

Each floor has assigned Fire Wardens, a Chief Floor Warden (Security Officer) and a Chief
Fire Marshall (Security Supervisor) who are trained to assist you in an emergency or
evacuation scenario.

Fire Evacuation Rules

In the event that the building must be evacuated, Fire Wardens will advise the tenants
to evacuate. If an evacuation is advised or if you hear the alarm, please follow these
instructions:

1. Stay calm
2. Walk, don't run, to the nearest emergency stairwell exit. Do not use the elevators
3. Proceed to the assembly point

4. Don't go through a door without first checking to see if it is hot. Feel the door with the
back of your hand. Any door that is too hot to touch must not be opened

5. Close all doors after you have gone through. Every closed door between you and
the fire slows down the progress of the fire and smoke giving you a better chance of
survival

6. Don't take the time to bring your personal belongings, leave them behind

7. Inthe stairwell, please stay in a single line on the right side of the stairs. Always hold
on to the handrail; women should remove high-heeled shoes. Evacuees are prohibited
from bringing beverages and food into the stairwell during an evacuation

8. If smoke is present on your floor, stay low and crawl if necessary, since breathable air
is closest to the floor

9. Conversation should be kept to a minimum, to deter rumors and panic
10. Do not return to the office for any reason once the evacuation has begun

1.  Evacuation of People of Determination and Special Needs personnel will be conducted
by predetermined volunteers who are allocated to the individual. All special needs
employees should be assigned an “aide” to help them during an evacuation.

For more information, please contact Corporate Services Helpdesk.

Business Continuity Management

As a global investment company, business continuity management is essential to protect
our operations from business disruptive incident(s). Our ability to manage continuity risks
is a key factor that determines the agility and resilience of our business.

Mubadala's Business Continuity (BC) program is designed to respond and recover from
risks and issues that could cause business interruptions. Mubadala has taken actions to
ensure the availability of people, premises, technology and suppliers associated with the
delivery of its critical business activities.

For more information, please visit the Business Continuity Management page on Canvas,
or contact Business Continuity.
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KEY CONTACT
INFORMATION

Corporate Services Helpdesk ® Ethics and Compliance
+9712 413 7070 +9712 413 3333
Mubadala Digital Care ® Daman Medical Insurance

+9712 413 2054

+9712 413 8888

. ® Government Relation Office
For escalations:

Farheen Mohamed

+97155 7000 DTS (387) +971 2 413 7649

Business Continuity

+9712 413 2222
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