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A. Human Rights: 

1- The Human Resources department launched the employee handbook that treats most topics briefly and 
provides link to the department of HR Management’s policies such as: 
 

- General Employee Conduct: ALBINA expects its Employee to conduct them in a rigorous manner. 
- Business Ethics and Conduct: ALBINA expects Employees to follow rules of conduct that will 

protect the interests and safety of all Employees and the organization. Nothing in this policy is 
intended to change the company’s at-will employment policy.  

- Employee Relation and Communication 
- Violence in the Workplace: The Company strongly believes that all Employees should be treated 

with dignity and respect. Violation of this policy will result in disciplinary action, up to and 
including immediate discharge. 

- Accidents and Emergencies 
- Internal Complaint Procedures: ALBINA provides Employees with an established procedure for 

expressing employment related concerns. If an Employee believes that he/she has a legitimate 
work-related complaint, the Employee is encouraged to first attempt to resolve the issue(s) through 
discussions with his/her immediate Supervisor/ Manager.  

- Grievance Procedure: it helps employees deal with disciplinary and grievance situations in the 
workplace. 

- Problem Resolution ALBINA is committed to providing the best possible working conditions for its 
Employees. Part of this commitment is encouraging an open and frank atmosphere in which any 
problem, complaint, suggestion, or question receives a timely response from the Supervisors and 
Management. 

- Suggestion: ALBINA employees have the opportunity to contribute to our future success and 
growth by submitting suggestions for practical work-improvement or cost-savings ideas. 

- Drug & Alcohol Free Workplace: Manufacture, distribution, dispensation, possession, or use of any 
illegal drug, alcohol, or controlled substance while on Company premises is strictly prohibited.  

- Smoking Policy: ALBINA has prohibited smoking throughout its workplace.  
 
Therefore, all the above mentioned policies are being applied by ALBINA; Top Management is always 
conscious to make sure that human rights are appropriate within the organization.  
 

2- Upon Employment, the new employee reads carefully the Employee handbook that includes all HR 
policies and signs the acknowledgement of receipt. Regular meetings and awareness seminars are 
conducted to stress on the "Code of Ethics", teamwork values, workplace security, etc. as well as to 
spread the corporate culture and consistently share the company's strategy, quality policy, mission and 
vision across all organization levels. 
A Grievance Committee is composed to handle concerns, problems or complaints that employees raise 
with their colleagues and/or employers. 

Management representatives are present on the ground anytime at all of ALBINA branches for efficient 
control. 
Any breach of ALBINA rules will result in immediate warning and/or legal action to all concerned parties 
leading to termination of the employment. 
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3- Regular performance appraisals are conducted by Managers (initiated by the HR Manager) in order to 
evaluate the yearly performance, assess the staff maturity level and set clear objectives with plans and 
required trainings for the coming year.  
Probationary performance appraisals are covered as well for the new employees after three months of 
their first working day. 
Performance Appraisals results are communicated to top Management for decision and action.  
When placing a Grievance, the Committee carries out any necessary investigations, to establish the facts 
of the case. Necessary investigations of potential disciplinary matters are carried out without unreasonable 
delay to establish the facts of the case. Fairness and transparency are promoted by developing and using 
rules and procedures for handling disciplinary and grievance situations.  
 

4- Since ALBINA is a company with a sense of responsibility towards the community and environment 
(both ecological and social) in which it operates, a project has been implemented to help the Iraqi 
Refugees in Lebanon. We asked our employees to go through their closets and donate what they won’t be 
needing anymore. The donations were given on April 5th 2016 to St Elias Church in Sin El Fil in which 
the refugees will come and pick the clothes/shoes up.  
 

For the second year in a row ALBINA has donated clothes to a new Non Governmental Organization in 
Lebanon named Intaliqi. The latter works on empowering socially disadvantaged women in Lebanon by 
providing them with the tools and resources to lead better lives for themselves, their families and their 
communities. We delivered our donation to their camp in Bar Elias, Bekaa on November 29, 2016.  
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B- Labor: 

1- ALBINA has committed to implement the Balanced Scorecard principles where each member 
contributes by himself to achieve the company's strategy, mission and vision. Cascading, prioritization 
and budgeting of initiatives were successfully established this year in an attempt to diffuse them to the 
right personnel and implement them step by step. The execution of the Balanced Scorecard perspectives is 
based on employee empowerment, leadership, loyalty, and integrity and responsibility values. 
We believe in the Open Door Policy where all ALBINA personnel have the right to raise and discuss with 
Top Management any problem or concern they might necessary need to clarify.  
Within the framework of Lebanese Law, ALBINA is an equal opportunity where employment is based on 
personal capabilities and qualifications without discrimination because of race, color, religion, sex, age, 
national origin, disability, or any other protected characteristics as established by law.  
 
2- Each member of ALBINA has a detailed job description where all responsibilities, requirements and 
duties are specified and acknowledged by personnel. 
Compensation and Benefits are clearly defined by Management and acknowledged by personnel. 
Maintaining a safe work environment requires the continuous cooperation of all Employees. The 
Company strongly encourages Employees to communicate with fellow Employees and their supervisor 
regarding safety issues. 
All Employees will be provided care, first-aid and emergency service, as required, for injuries or illnesses 
while on ALBINA premises. Employees should contact their supervisor, the nearest supervisor, and/or 
140 (Lebanese Cross) in the event of an accident or emergency. If an Employee is injured on the job, 
ALBINA provides coverage and protection in accordance with the Workers Compensation Law.  
When an injury is sustained while at work, it must be reported immediately to the Employee’s 
supervisor/Manager, who in turn will notify Human Resources of the incident. Failure to report accidents 
is a serious matter as it may preclude an Employee’s coverage under Worker’s Compensation Insurance. 
 
3- ALBINA is certified ISO 9001:2008, thus external auditors are assessing on yearly basis the 
implementation and efficiency of company's documents based on ISO standards and requirements. 
The Internal Audit and Quality Department aims to continuously control the company's operations, assess 
figures, solve discrepancies and suggest opportunities for improvement. Results are actions taken are 
reviewed periodically by senior management.  
A Hotline is available to receive complaints or requests in order to follow up on clients requirements and 
ensure the best quality of services. All major complaints are transferred to the Quality Manager and if 
needed to the Top Management in order to be solved as soon as possible.  
A preventive maintenance is being implemented to serve our clients in the best way.  
Disciplinary actions may take one of the following forms according to the seriousness of the offense: 
verbal warning, written warning or dismissal. In case an employee has 3 written warnings in a year, he / 
she will be dismissed. 
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C- Environment: 

Building on its continuously evolving Corporate Social Responsibility Program and to address its 
environmental and social responsibilities, ALBINA SAL has undertaken numerous projects and engaged 
itself in different initiatives in order to protect and preserve the environment. Since “ALBINA we care” is 
our slogan, we have a very strict paper policy. There are special recycling baskets for papers distributed in 
all the offices. The paper is then collected and sent to recycling facilities. Moreover, ALBINA policy 
instructs that the paper supplier should abide by certain environmental standards. Therefore, IQ is 
ALBINA’s paper supplier and has won the 2010 Pulp and Paper International Awards for best 
environmental strategy. Moreover, the IQ all round papers used in ALBINA’s offices is PEFC (Program 
for the Endorsement of Forests Certification) certified, PEFC promotes sustainable forest management 
through forest certification. 

In March 2016, ALBINA has started a project in Choukine, Nabatieh, Lebanon entitled MEDRAR 
MEDICAL CENTER – MMC which falls under the scope of design, construction and commissioning 
of a 1.1MW ground source heat pump providing heating, cooling and domestic water for the hospital. The 
latter is one of the most recent technologies that help in reducing global warming and pollution.  

Furthermore, in the same month of 2016, ALBINA has completed a project of design, supply and 
installation of a centralized Renewable Energy Street Light Scheme at Rayfoun, Kesserouane, Lebanon. 
ALBINA has supplied and installed 64 LED lamps on the existing light poles of Rayfoun. 

In October 2016, ALBINA has installed 169 stand-alone PV Systems for road lighting in Marjeyoun, 
Qaraoun and Kfarjarra – Lebanon. The mentioned system is composed of the following items: 

- Street Lighting Pole 
- Solar Panels  
- Charger/Controller 
- Gel Batteries 
- Equipment Storage casing  
- Wire Harness 
- Mounting brackets allowing variable orientation and inclination of the PV module 

In November 2016, ALBINA supplied and installed 900 PICO Systems in various villages in Akkar and 
Bekaa. PV modules generate power to a battery combined in a small box with the charger controller to 
illuminate 6 LED lamps and 3 phone chargers in each house.  

In April 2015, ALBINA was awarded by UNDP the contract for the supply and installation of 
photovoltaic lighting kits at Akkar and Bekaa – Lebanon. 

In December 2015, ALBINA was awarded by UNDP the contract for the supply and installation of 169 
stand-alone photovoltaic systems for road lighting at Marjeyoun, Kfarjarra and Qaraoun, Lebanon. 

In 2014, the Lebanese Center for Energy Conversation (LCEC) has selected ALBINA to be an ESCO 
(Energy Service Company and/or supplier) as part of the NEEREA (National Energy Efficiency and 
Renewable Energy Action). The NEEREA is “dedicated to support the financing of environmental 
projects […] through offering soft loans”. ALBINA’s role is to act as a consultant for the loan seekers in 
order to conduct the required energy audit and propose recommendations. Moreover, ALBINA has been 
included in the Green Business Handbook published in 2012 as a major supplier of photovoltaic panels, 
solar water heaters and wind turbine power generators.   
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On another section of the environment, ALBINA was also awarded by the Lebanese Center for Water 
Management and Conservation (LCWMC) a project that consisted on supplying and installing water 
conversation equipments for 1,440 household in Shaileh – Lebanon. These equipments are composed by 
one tank bank, 3 water aerator (max fold l/min), a water flow restrictor for kitchen taps (8l/min) and a 
shower head of 9l/min).  
 
Furthermore, ALBINA was also subcontracted by Sustainable Environmental Solutions (sister company) 
to execute three water conservation projects on the Lebanese territory. Funded by CocaCola and managed 
by the Lebanese NGO arcenciel, SES/ALBINA installed three rainwater harvesting systems for two 
public schools and Tenail arcenciel center. Each system is able to supply the concerned building with 
around 40m3 fixed volume (can reach around 300 m3 as moving volume). This year, SES installed this 
rainwater harvesting systems for two additional schools.  
The second project, funded by HSBC and in partnership with SOS and arcenciel, water recycling systems 
were installed in the village of SOS in Kfarhay and Achkout public school. These system contained 
rainwater harvesting systems along with wastewater treatment facilities. This project is an ongoing project 
till 2016, where another SOS village will benefit along with three other public schools. 
 
Moreover, SES is now working on conducting environmental audits for the healthcare waste treatment 
facilities of arcenciel and installing HVAC systems to control the gas emissions of these facilities.  
In addition, SES has been the environmental consultant for “La Cimenterie Nationale” to lower the 
pollution emitted by its industries.  
In the domain of solid waste, SES is now working on a project to help Jezzine’s Municipality with sorting 
its waste in coordination with the Union of Municipalities.  
As for the awards, ALBINA/SES have applied to the Energy Awareness Awards (EAAs) organized by  
the United Nations Development Program in Lebanon (UNDP) and the IPT Energy Center (IPTEC) in the 
context of Renewable Energy. Moreover, SES applied to the STEVIE/International Business Awards held 
by the HSBC Dubai.  

Finally, ALBINA SAL’s board of directors is involved in ALBINA’s two sister companies whose 
vocation lies in the environmental setting.  

1. Sustainable Akkar (SA) is an energy development company specializing in initiation, development, 
financing, and implementation of renewable energy projects, including the 1st large scale wind 
energy project in Lebanon located in Akkar, North Lebanon. SA’s mission is to drive a new era of 
renewable energy in Lebanon; applying superior innovation and technology to generate and deliver 
clean and efficient energy. Sustainable Akkar will pioneer profitable projects that deliver locally, 
socially, environmentally and economically.  
 

2. Sustainable Environmental Solutions (SES) is a regional environmental and energy development 
company based in Beirut, committed to provide sustainable solutions and technologies that are up to 
par with the challenges facing our region. SES has extended its presence in the Middle East and was 
present in Syria, Jordan, Qatar, Saudi Arabia (KSA), Bahrain, and Sudan. SES provides both strategic 
and project-based advisory and consultancy services to its clients. We acquired expertise in Solid 
Waste Management (SWM), Integrated Water Resource Management (IWRM), wastewater treatment 
design and assessment, air pollution abatement, noise pollution and odor control, traffic management 
and routing optimization.  
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D- Anti-Corruption:  

Corruption, kickbacks and secret commissions’ issue is tackled in the Employee Handbook. This policy is 
officially publicized among all ALBINA Member of Staff. 
 
1- "Employees shall not receive payment or compensation of any kind, other than those mentioned in the 
agreement. 
In particular, ALBINA strictly prohibits the acceptance of kickbacks and secret commissions from 
suppliers or others.  
Any violation of this rule will result in immediate legal action to all concerned parties leading to 
termination of the employment". 
 
2- Meetings and awareness are conducted by the Human Resources Manager about the company’s policy 
regarding anti corruption. 
 
3- Any violation of Anti-Corruption rule is being legally treated, and in accordance with the disciplinary 
procedure. 
 
Financial Audits are conducted periodically to make sure that everything is by the book and no 
discrepancy has been found.  


