ADH HOTELS & RESORTS CORPORATE POLICIES POL-0O16

PROTOCOL APPLICABLE TO SITUATIONS OF HARASSMENT
AND SIMILAR CONFLICTS IN THE WORKPLACE

1. PURPOSE

The Spanish Constitution guarantees the right to equality, privacy, physical and moral
integrity, prohibiting discrimination based on any personal circumstance, namely birth,
race, sex, religion, opinion, gender identity, gender expression and sexual characteristics
or any other personal or social condition or circumstance, including employment status,
protecting individuals from degrading, humiliating or offensive treatment.

The Spanish Equal Treatment and Non-Discrimination [Ley de Igualdad de trato y no
discriminacion 15/2022, de 12 de julio] further strengthens the constitutional protection
by guaranteeing an employment framework, as far as this document is concerned, free
of harassment on any basis.

Through this Protocol, the Management of ADH OESTE GNAMMA INTEGRAL SPRING,
S.L.U. and its staff expressly state their commitment to implement, within the framework
of their responsibilities, all necessary measures to ensure a healthy working environment
free of harassment, not allowing or consenting to conduct of this nature.

This protocol has been developed from a prevention-oriented approach, aimed at
fostering better coexistence and building a genuine preventive culture focused on the
eradication, as far as possible, of conflicts and all forms of harassment.

Should such situations arise, the tool seeks to provide an effective response, offering
the appropriate guarantees to the parties involved in the conflict, within the framework
of fairness, proportionality and respect for employment standards and the protection of
employees’ fundamental rights. The inspiring principles are:

 |n accordance with section 20 of the Spanish Workers’ Statute [Estatuto de los
Trabajadores], Management undertakes to observe a code of “good practices”, i.e. a
Prevention Policy on the risks we are dealing with, reflected in writing and signed by
Management and the workers’ representatives.

¢« That policy is integrated into the organisation, at all hierarchical levels, and
constitutes a vital objective for Management.

« Encourage workers to report situations of risk arising from relationships between
people (interpersonal conflicts that are difficult to resolve, situations perceived as
moral, psychological or sexual harassment, harassment based on sex, preferences,
religion, opinion, gender identity, gender expression and sexual characteristics
or any other personal or social condition or circumstance), guaranteeing rigouir,
confidentiality and anonymity, as well as that there will be absolutely no corporate
reprisals against reporting parties, victims and witnesses.

e The company will take the necessary measures to resolve the situation in cases of
harassment of any kind, and, if necessary, sanctions will be firmly applied through the
appropriate channels.

* This regulation must be disseminated to all staff without exception, as well as to
subcontractors, suppliers, customer advisers and any other possible party involved in
the situations we are dealing with.
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To guarantee the protection of workers, following the guidelines of national and
community regulations, ADH OESTE GNAMMA INTEGRAL SPRING, S.L.U. has negotiated
the management procedure that includes this protocol, to avoid and prevent psycho-
social risks, harassment and bullying at work.

Conscious that improving working conditions has an impact on both productivity and
the working environment, and considering that conflicts also have an impact on workers,
on the company itself and on the immediate environment of its members, the company
and the workers’ legal representatives establish a ZERO TOLERANCE policy towards
behaviour that leads to this type of conflict.

In this respect, the following general framework is consolidated:

e All workers have the right to physical and moral integrity and not to be subjected to
degrading or humiliating treatment.

¢« Any harassment (intimidation, threat or harm) between employees is prohibited and
will be sanctioned where appropriate, giving rise to the application of the disciplinary
system.

*  The company has the human and material resources and the necessary mechanisms
to prevent and deal with the consequences of this type of conduct, and is committed
to taking the necessary actions to prevent and deal with the consequences of this
type of conduct, and to taking the organisational, training and information measures
necessary to prevent psycho-social risks.

¢« A PROCEDURE FOR ACTION is established to investigate and resolve risks and cases

[EIT

of “psychological harassment”, “sexual harassment” or “harassment based on sex”.

e The parties involved accept the unavoidable obligation to use this PROCEDURE
as a matter of priority to safeguard the right to privacy and confidentiality in the
handling of any harassment complaint and are committed to handling it with strict
confidentiality, objectivity and neutrality.

 The figure of a MEDIATOR will be created, who will be the person in charge of
receiving the initial report and finally resolving it by proposing the appropriate
sanction to the company, or the dismissal and closing of the complaint.

e An INVESTIGATOR will be appointed for each situation, who will lead the phases of
the process, summon the parties, receive written submissions and provide them to
the opposing parties and the representatives (company and workers), look into and
investigate, collect evidence and testimony and submit them to the MEDIATOR for a
decision, and notify the parties of the decision.

* The right to challenge both the INVESTIGATOR and the MEDIATOR on justified
grounds is guaranteed, with each of them resolving the possible challenge of the
other.

—
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2. SCOPE

This protocol applies to all ADH OESTE GNAMMA INTEGRAL SPRING, S.L.U. work
centres.

It also applies equally to all employees, regardless of their professional category,
including senior management, and aims to implement ethical codes of conduct to
improve internal employment relations. In the event of legal changes in this area, the
parties must amend it.

The actions to be carried out through this protocol are:

¢ Inform staff throughout the organisation on the consequences and implications of
harassment.

 Ensure that all persons can identify harassment, to report it and prevent the
emergence of new cases.

* Involve all members of the organisation, especially those in charge of people, so
that they contribute to preventing undesired conduct, communicating any situations
detected and cooperating with the relevant investigations.

3. POTENTIAL RISK

Significant changes have taken place in the workplace, creating new occupational risks
and requiring more comprehensive and increasingly developed preventive actions aimed
at ensuring the safety, health, and physical and mental well-being of staff.

Psycho-social risks can be defined as “working conditions of the organisation, the
content of the work and the performance of the task, which adversely affect the well-
being and/or health of the worker, and/or the performance of the work”.

Dr Heinz Leymann defined mobbing or workplace harassment as “the phenomenon
in which a person or group of persons systematically and recurrently, over a
prolonged period of time, exercises psychological violence against another person
in the workplace, with the aim of destroying communication networks, ruining their
reputation, disturbing the performance of their work and eventually making that
person or persons leave the workplace”.

In effect, these are attitudes which, taken individually and in isolation, would perhaps
not have more significance or scope, but which, systematically and recurrently, over a
prolonged period of time, constitute harassment.

On this basis we can analyse how unfavourable psychosocial conditions can be at

the origin of the appearance of certain inappropriate behaviour and attitudes in

the performance of work (mobbing, harassment, etc.) as well as of certain harmful
consequences for the health and well-being of the worker, such as stress, work fatigue,
burnout, etc.
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Psychosocial risks are numerous and diverse, and, without being exhaustive or exclusive,
they can be classified based on their origin in three main groups:

1. Risks related to the content of the task: job content (lack of variety of tasks, etc.),
excessive workload for an individual, defective organisation of work times (rotation,
shifts, etc.), interpersonal relations (social isolation, etc.).

2. Risks related to the general organisation of work: job insecurity, under-promotion,
low pay, lack of targets, lack of support to solve problems, etc.

3. Risks related to employees’ social interactions: this may include personal and
working relationships between employees and relationships between employees
and relevant persons outside the company such as subcontractors, customers or
suppliers.

4. PROTOCOL IMPLEMENTATION PHASES

The implementation phases of this protocol are as follows:

Adoption of this text by the bargaining committee.

Consensus with the content of the protocol.
Appointment of the mediator and formation of the Conflict Resolution Team.

NN

Dissemination to staff. The company’s management must send a communication to
workers informing them of the implementation of the protocol and encouraging them
to use it if they are aware of or feel they are victims of situations of this nature and
providing them with a summary of the procedure to be followed in the event of a
report. It will be ensured in any case that there will be no reprisals for the reporting
party or those who provide information or participate in the proceedings.

5. A communication must be sent to middle management, informing them that they
are responsible for ensuring a suitable working environment free of undesirable
behaviour that could constitute workplace harassment, in accordance with the above
points.

6. Acceptance of suggestions.
7. Assessment and amendments if necessary.

Mandatory implementation.

—
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5. BODIES INVOLVED
A) MEDIATOR

The mediator must be appointed on a biannual basis by the bargaining committee. This
is the contact person, whether a member of staff or not, to whom employees should
report a situation of possible workplace harassment. Therefore, they must act with
complete independence and have full capacity to act in this field. In addition, they must
act with absolute discretion and confidentiality about the problem brought to their
attention.

The functions of the Mediator are:

 Receive a written report of possible workplace harassment.
e Speak to and deal with the harassed worker as soon as possible.

* |In urgent or necessary cases, take urgent and immediate interim measures (go to
the National Police or Civil Guard, transfer to a clinical or psychological care centre,
immediately leave the workplace or job, etc.).

e« Convene the Conflict Resolution Team within 24 hours to appoint an investigator.

e Attend all the meetings they deem appropriate on statements or interviews, ensuring
the integrity of all parties (reporting party and person reported).

 Receive documentation and evidence from the investigator with their proposal.
* Order the investigator to take any steps or evidence necessary to reach a decision.
* Resolve complaints arising from the actions of the investigator or the committee.

e |ssue an award assessing the proceedings and proposing to the company’s
management the measure to be adopted, if applicable, its degree and severity.

e Disciplinary power ultimately rests with the company, but written justification must
be provided if the mediator’s opinion is not followed.

—
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B) INVESTIGATOR

They must be appointed by the harassment committee or team at the proposal of the
mediator for each case.

The Investigator’s duties are:

* Investigate and gather information on the case objectively, neutrally and
confidentially by convening interviews, questioning and enquiries as they deem
appropriate.

* Receive from the mediator the report filed and the initial and interim measures
proposed or adopted by the mediator.

* Convene the mediator and the committee members to the above proceedings so that
they may attend them.

e Convene the mediator and the members of the conflict resolution committee or team
by summoning them, to inform them of the case and its conclusions.

 Appoint a secretary to draw up the minutes of the meetings.

e Declare the investigation closed when they believe no further enquiries are required
and submit the documentation and minutes along with their proposal and that of the
harassment committee or team to the mediator for a decision.

(09} HARASSMENT OR CONFLICT RESOLUTION TEAM OR COMMITTEE

[ts composition must be equal, i.e. it must have the same number of representatives,
namely two representatives of the company, appointed by the company, and two
representatives of the employees, appointed by the staff, with the members of the
bargaining committee assuming this function if not otherwise envisaged. It must act as a
collegiate body deciding by majority vote. The chair chosen by lot has the casting vote
in the event of a tie, and dissenting votes may be cast.

The conflict resolution team or committee is the body that will assess the case, assist
the investigator and mediator and propose to both their assessment as to whether the
conduct should be sanctioned or the report should be dismissed. Its decision does not
affect the proposal of the investigator to the mediator, or the decision of the mediator.
However, both must give detailed reasons for their decision if they do not agree with the
committee’s assessment.

—
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6. PROCEDURE FOR DEALING WITH A REPORT

The procedure consists of the following stages:
e Opening
e Development

e Conclusion and follow-up
6.1. Opening phase

e The process begins with a report, a formal letter (a template report form is provided)
signed by the affected party, addressed to the mediator or to a manager of the
company, providing as much information as possible about the situation they are
experiencing and evidence to be submitted, as well as any steps that are not within
the reach of the injured party and which are considered necessary.

 To avoid formal proceedings relating to simple misunderstandings between the
parties, reporting parties who feel affected by a situation as described here, as long
as they feel able to do so and depending on the seriousness of the facts, should
try to resolve the problem through dialogue with the person(s) involved, openly
expressing their discomfort with the environment and the attitudes towards them
and requesting that these cease immediately. The completion of this preliminary
stage should —if possible and appropriate— be recorded in the report.

¢ In addition, the reporting party must give express consent to as much personal data
and information as necessary being accessed and shared with the dispute resolution
team.

* The written report form must be sent to the email address of Carlos Fernando
Martins: cmartins@adhhoteles.com, who will immediately send it to the mediator.

 The Mediator will acknowledge receipt of the report on behalf of the company,
immediately contact the reporting party to inform them that the process is being
opened and assess the seriousness of the events, adopting interim measures if
necessary, and will then convene the harassment committee or team within 24 hours
and appoint an investigator for the proceedings, who will initiate the investigations
and summon the relevant parties to clarify the facts.

* For the purposes of these proceedings, oral, video, anonymous or other forms of
reports will not be taken into consideration except in cases of extreme need and clear
impossibility of doing otherwise.

« The Mediator must also communicate the opening of the proceedings and the
convening of the conflict resolution committee or team to the Human Resources
Department, which may, at any time, using the powers under section 20 of the
Workers’ Statute, intervene to the best of its knowledge and understanding.
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6.2. Development phase

 The investigator and the committee will request appearances, statements, further
information and any relevant data or evidence on the facts, work and social
environment, etc., that they deem appropriate. It must also provide the harassed
person, if necessary, with the necessary medical, psychological and social support,
either through its own or external means.

 Minutes of the appearances must be drawn up and signed by the participants.

e At the request of the parties or the committee in the proceedings, the names of the
alleged victim, the alleged harasser(s) and witnesses must be omitted and replaced
with agreed codes.

e The conflict resolution committee or team will submit its conclusions to the instructor
and the latter will collect the minutes, with the statements and evidence taken, and
submit them to the mediator with a brief assessment report and a non-binding
proposal for sanction or dismissal of the case.

6.2. Conclusion and follow-up phase

1. The Mediator will draw up a reasoned award, ensuring that the period of 10 calendar
days from the date of the report is not exceeded, including at the end:

¢ Dismissal, finding that the reported party has no case to answer, and closing of
the proceedings.

e The proposal to impose the sanction they deems appropriate on the reported
party.

¢ In the event of dismissal and closure, the mediator’s decision must include a

reference to a restoration of the involved worker’s reputation, which will be
disclosed with the same prominence as the report and the proceedings.

e The mediator’s report is not binding on the company as to whether or not to
exercise its power to impose sanctions.

2. The HR Department will monitor the evolution of the affected worker, both in terms
of the damage to their health and the adequacy of the corrective organisational
measures, as well as the application of the disciplinary measures imposed.

—
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7. DEFINITIONS FOR GUIDANCE

By way of illustration and as a guide to include a type of conduct that could be
punishable for the purposes of this study, inspired by the Ministry of Employment’s
INSHT (National Institute for Safety and Hygiene at Work), some cases are classified and
listed.

HARASSMENT CONDUCT

e The person’s ability to speak is restricted.

¢ Changing a person’s location without cause, separating them from their colleagues.
* Prohibiting colleagues from speaking to a particular person.

 Forcing someone to perform tasks contrary to their conscience.

« Judging a person’s performance in an offensive way.

 Questioning a person’s decisions arbitrarily and without foundation.

* Not assigning tasks to a person, stripping them of any responsibility.

¢ Assigning too many tasks to a person.

* Assigning a person tasks far below their capabilities.

e Assigning degrading tasks.

ATTACKS ON THE VICTIM’S SOCIAL RELATIONS WITH SOCIAL ISOLATION

e Restricting colleagues from talking to a person.

e Refusing to communicate with a person through looks and gestures.

*  Refusing to communicate with a person by not communicating directly with them.
 Not addressing a person.

e Treating a person as if they did not exist

ATTACKS ON THE VICTIM’S PRIVATE LIFE
¢ Permanent criticism of a person’s private life.

 Telephone calls, letters, emails, text messages or similar messages of an offensive
nature and/or sexual content.

 Making a person look stupid.
 Implying that a person has psychological problems.
 Making fun of a person’s disabilities.
¢ Imitating the gestures, voice, etc. of a person.
*  Making fun of a person’s private life.
o
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PHYSICAL VIOLENCE

» Offering sexual favours, sexual violence.
VERBAL ABUSE

e Shouting or insulting.

 Threats of physical violence.

* Use of minor violence.
«  Physical abuse. e Constant criticism of the person’s
work.

e Verbal threats.

* Spreading rumours.

ATTACKS ON THE VICTIM’S BELIEFS
» Attacks on political attitudes and beliefs.
e Attacks on religious beliefs.

e Making fun of the victim’s nationality.

HARASSMENT
The following types of harassment can be distinguished:

¢ Downwards: When a person in a higher hierarchical position harasses and humiliates
a worker at a lower hierarchical level.

e Horizontal: A worker is harassed by a colleague at the same hierarchical level.

e Upwards: A situation in which the person who holds a higher hierarchical rank in the
organisation is attacked by one or more subordinates.

PSYCHOLOGICAL HARASSMENT: HARASSMENT OR MOBBING

According to the INSHT mobbing can be defined as “a situation in which a person or a
group of people exercise extreme psychological violence, in a systematic and recurrent
manner and over a prolonged period of time, on another person or persons in the
workplace”:

e Acts perceived as hostile.
 Repeated frequently (at least once a week).

 They last for a certain period of time (at least six months).

The purpose of mobbing is to destroy the communication networks of the victim or
victims, to destroy their reputation, to disrupt their work and to eventually cause the
person or persons to leave the workplace.

—
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SEXUAL HARASSMENT

A situation in which any unwanted verbal, non-verbal or physical conduct of a sexual
nature occurs with the aim or effect of infringing upon the dignity of a person, in
particular where an intimidating, hostile, degrading, humiliating or offensive environment
is created. (Definition of Directive 2002/73/EC of the European Parliament by direct
application as it is not defined in Spanish employment legislation).

Sexual harassment is behaviour that contains the following features:

e It is unwanted, unreasonable, annoying and offensive.

e There is a lack of reciprocity.

* Refusal or submission is used as the basis for any other employment decisions.

e It creates an intimidating, hostile and humiliating work environment for the person
subject to it.

HARASSMENT BASED ON SEX

Any behaviour engaged in on the basis of a person’s sex or sexual orientation, with
the purpose or effect of infringing upon person’s dignity and creating an intimidating,
degrading or offensive environment.

Several conditions must be met:
* It must occur within the scope of the employment relationship.

e The degrading treatment must be based purely and simply on the sex of the person
concerned.

e Such behaviour must present sufficient severity, intensity, repetition or effect on the
health of the person concerned.

 Any unfavourable treatment against a person because of their sex or gender.

Signed by Carlos Martins, ol

CEO - ADH Hotels & Resorts A ‘D I I
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