THE MONTESSORI CHILDREN'S GARDEN NURSERY - ABU DHABI

TMCG-POL-ATT-01 - Operational update - 2 October 2026

Attendance policy
Hours & contact
update

Nursery opening hours
6:00 AM-6:00 PM (06:00-18:00)

Parent contact email

tmcg.uae@gmail.com

Telephone / WhatsApp
+971 52 747 8888

This notice records the nursery’s confirmed
operating hours and parent contact email as of 2
October 2026.

Your child's attendance days and session times
remain those agreed at registration. Opening
hours do not automatically extend an individual
child's booked session or change the policy’s daily
attendance limits.

Read this update first.

This notice takes precedence over conflicting
opening, early-arrival and final-closing times
in the attached August 2026 policy, including
the 07:00 opening / early-arrival and 17:00
closing references in sections 4.1, 8.1 and 9. It
also replaces the email address in section 7.1
with the address above.

All other provisions remain unchanged. The
original seven-page bilingual policy follows
this notice.
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THE MONTESSORI

TMCG NURSERY

The Montessori Children’s Garden Nursery — Abu Dhabi

Child Attendance Policy
Jieb3l youa> danwlw

Effective from AY 2025/26 (Fall term) « Full compliance AY 2026/27 (Fall term)
(Ganl Juasll) 2026/2027 ngﬂl plall 8 JolsUl Uil « Lyl Juasll) 2025/2026 WJKXI plall o Blcel dy)lw

Document TMCG-POL-ATT-01 TMCG-POL-ATT-01 diuigll g>50

Reference

Version 1.0 — Issued August 2026 2026 Gulauwcl L6 )30 - 1.0 )laoyl &Ug Hlaol
BIEW-) |

Alignment ADEK ¢ 1SO 9001:2015 « ISO ADEK ¢ 1SO 9001:2015 ¢« ISO doclgall

45001:2018 45001:2018
Review Cycle Annually or upon material change Sxdo> S rgas Aic gl Ggiuw daslyell 8)93
Bilingual controlled document « English left dall doL5 dbguie diudg ¢ Uuay du yall

1. Purpose & Scope Vlallg yoy2ll .1

This policy establishes consistent requirements for selecting Tz yguarsll ‘nlgi Hlis3 83590 Wldhio dwluwll 03 335

attendance days, recording arrival and departure, bl O3 ddlasg «guasdl o basg 8)slsally Jouogll

maintaining attendance records, addressing absences, and Jab¥l 200> e (Spauio -)-'>“ioJ| 9T Soll PM};l 8ylsle

managing early or late collection. It applies to all enrolled c c - :
. ) . . . . . . l . . |
children from birth to under four years, their parents, 90l cllsl Gleg «Dlgiw 2l O93 o iog 8331 Go (alumnal

guardians, carers and authorised pick-up persons, all TMCG grozg piwdl Husgaall Goladily dileyl 0ad0g pailuosly

staff, and any transport provider used by the Nursery. Alasl dee Jolass Jadl wloas) 3930 slg «dibasll abgs

1.1 This policy applies to ole dwluwdl 032 (5yani 1.1

* Children enrolled at TMCG from birth to under four years. &;)T 093 o Gizg 8339)l (o dilandl 8 ol Jb3l «
Wlgiw

 Parents, guardians, carers and authorised pick-up Owdgaall Golsudlg dyle,ll edog cluogdlg Hoodl clgl o
persons. Jlabdl adiwly

* All TMCG staff members and contractors. Lg2o (adlaially ol abgo guo> o

 Transport providers used for nursery journeys. Albasdl W) 8 Gressiwell Jadl Wloss (53950

1.2 Cross-references dLall w3 2>yl 1.2

» ADEK EEI Child Attendance Policy, September 2024, v1.0. O 8alall )Suall pdeidl lwwse 9 Jb3l yob> dwluw o
1.0 100312024 ji0iiw «d9y20llg eaeidl 8515

* ADEK Child Supervision Policy and applicable 49)20llg @il 815 (e 8)3Lall Jb3l Lle Colypidl dwluw o
safeguarding requirements. gy Jaazoll el coldhriog

* Federal Decree-Law No. (3) of 2016 concerning Child Jabll Ggd> Hlin 2016 duwl (3) ©8) 3Ll Heildy pguwyell @
Rights (Wadeema). «dayag»
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TMCG Nursery - Child Attendance Policy
ADEK | ISO 9001:2015 | ISO 45001:2018

JLb3l ygua> dwbuw
bl - ) suiisall Jlabl dsg) &l

1.2 Cross-references dlall wld &hwll 1.2

e Federal Decree-Law No. (31) of 2021 and other applicable

laws.

e TMCG Safeguarding, Data Protection, Health, Fees and

Pick-Up policies.

¢ |SO 9001:2015 and ISO 45001:2018 controlled-record

requirements.

5531 Ouildlly 2021 il (31) @b (saloil gile pgunyall ©

Gkl dizlg

Bually 5l @lasg el dis ol sl el s
Jb3l piwlg guylly

1SO 9001:2015 (5)liso 3 oMol s lillaio

.ISO 45001:20184

2. Definitions Olay il .2

Attendance Days The weekdays and time slots oAl dopll lyially £ a3l (’.\Lgi PYW-tH] ?L,nj
selected in writing by the parent Lo asisig lS 13l Lo s
and approved by TMCG. e ﬁ
Carer An adult authorised by the parent Gley 103l Lo dsedy b pasi dyleJl pado
to care for, accompany or collect ol ol didslyo ol Jalal
the child.
Child A child enrolled at TMCG, from 833g)l (o cdilasdl (S Jauwo Jab Jabll
birth to under four years of age. Olgiuw &’)' 993 Lo Lisg
Child Pick-Up Authority The current written list of people uo N &) lull dulsIl daslall Jabll adiuwl yaygei
authorised by the parent to collect il 3031 g 0a:B98) Al
the child. ’ i T
Jabll
Digital Attendance The approved electronic system Jezand) aaieall igrsIl allaill o8yl yguall pllis
System that records check-in, check-out, gl é.!)b'.lbugg)bdlg Josall :
date, time and adult identity. i AU ol o
Early Education An ADEK-licensed institution Ealaidl 8515 (o oo dunwio 2Saall paledl dusungo
Institution (EEI) providing early-education ol loss @il d8yaally
services, including TMCG. i N T
' Aozl Lgiog HSwall
Key Person | Key Team The designated educator or team Jahll &leyy CalSall gayall ol eleall Joguuall gasuinll
responsible for the child’s daily Aosduig doluiy Log G208l / Gwlwil
care and handover. ,;,wlm‘il

Manual The paper register used when the digital Jasdd ) ae5 due pasiunall (8ol Jaunll STY-L FILY
Attendance system is unavailable and digitised on the 08y Joww Gl Ui ol Lle cedyll alladl S9Jl
System same day. i : N T B
Parent A parent or legal guardian with Holall ool ol diallg ol Jalall Mlg 231 Lo

responsibility for the child. i i aic Josunall -
Maltreatment Any act or omission, including negligence, G «Jloa Rl s (9 Loy og Lol ol J=o sl dloleall cgw

that harms a child or prevents sound, safe o3l auluwll 09;,- §u20 ol Jalalb 63;31

and healthy development, including i) ] Dol 5;@2] "l s ' R

physical, emotional or sexual abuse, ) L : LT

neglect and exploitation. A RER R ity Gumtedl o
Unexplained An absence for which the parent has not ODlgid (a5 yue duw 203l g pady @ ol 2pall yue Ol
Absence provided a reason through an official el 24 )35 Blasl) deawyll Juolgill

Nursery channel within 24 hours.
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TMCG Nursery - Child Attendance Policy
ADEK | ISO 9001:2015 | ISO 45001:2018

JLb3l ygua> dwbuw
bl - ) suiisall Jlabl dsg) &l

3. Policy Statement dwlull gl .3

Lgisuwip Wisiip JUab3l i lslyn] g Glanl puls
Judiwl ol Ol of Jguog Ul JSU bl Gaudy Loy olpaiawly
d>Ulg Lghtls Jalall dla>g Lol >lio of xSuo pdiwl of Suo

go Wlidy iguSIP TMCG gége e Oilelyz Bl il lgizzlro
cayeill doj>g 03l o Juls SN (o Juzmansill s 59031 clylol
9031 Loy

The Nursery shall develop, implement and continually
improve child-attendance procedures so that every arrival,
absence, early drop-off, early pick-up and late pick-up is
planned, recorded, safeguarded and reviewable. Procedures
are published on the TMCG website and shared with parents
at registration through the Parent Handbook and Parent
Induction Pack.

3.1 The policy covers dwludl Jouwini 3.1

+ Selection of attendance days. BYWEN PR BTN

085380y Jlab3l Jgog) Losull Juzmill
9uiodl oo Laa> o

e Dalily recording of children’s arrival and departure.

» Maintenance of attendance records.

e Addressing absences, including unexplained absences. opadl ye Olsll Lo by coledl Ol dadleo o
Swall péwlg Sl JLbiwdl

o leall ]

4. Selection of Attendance Days JY¥-14 | ?lgj Hywisl 4

33599 drawoyll Olgidll yue lgic (e} diyo groly TMCG a3
e Bylisall duropll lyzally g o3l pbi LS Hg03l Lol
S|

 Early drop-off and early pick-up.

e Late pick-up.

TMCG offers flexible programmes communicated through
official channels. Parents select their weekdays and time
slots in writing at registration.

4.1 Attendance options offered

a>liall Hguasdl Ol 4.1

¢ Full-time (5 days/week) and part-time (2, 3 or 4 days/
week).

e Part-time minimum: 3 hours per day.

e Maximum: 8 hours per day, with core hours 07:30-15:30.

 Early drop-off from 07:00 with prior written notice.
 Late pick-up until 17:00 by prior arrangement.

e Published afternoon-care and extracurricular programmes
are available.

Any change to attendance days requires a written
request from the parent using Form F-01 (Attendance
Day Change) at least 5 working days in advance.
Approval is subject to capacity, ADEK ratio limits and
age-group availability.

5. Recording Arrival & Departure

pLi 4 1 3 5l o) = plosg (Gegumwl pbi 5) JolS plgs
(Gegunl

Logy wilels 3 1055201 algall a3l sadl

07:30 (10 duwlw¥l Oleludlg Logy el 8 1 omadBl azdl o
15:30 LI

Graro RS Hledh 07:00 deludl o )Suo JLbiwl

(Graao aiyiy 17:00 deludl > yolio pdlinol o

ilanll ab¥1 5 &S5RI dnii¥lg ralall s dleyll ol 9915 o

2031 s o LS Ll guial pll Gl Jaasi sl callay
acgall Jud (yosandl abi Jsasi) F-01 g3geill plasuuwl
a8l daslgoall uaiig .J831 Lle Jas abi dunody

oo basigall Guibgall Ll Jlab3l Cunig dulasiwil
A peall &all 6 OSLo3l y9lgig ADEK

daplally gyl J>30ll dic §3Sye youa> daxe TMCG Jidis
paio ol 303l o gidei go eyl youasdl pllas o dpunluwdl
pladl Jhasi sic (5930 youd> Jouw pasiudy . ko) pig bl
Awnndi pgdll 8 08y Jaww Gl U3 @

TMCG operates a central attendance station at the main
entrance. The primary method is a Digital Attendance System
with parent/carer signature and time stamp. A Manual
Attendance Register is used during downtime and digitised
the same day.
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TMCG Nursery - Child Attendance Policy Jlab3l jgua> dusluw

ADEK | I1SO 9001:2015 | ISO 45001:2018 oboil - Sremiisall Jlabl disg) Glax
5.1 Arrival — Check-in Jo>aJl Jusuwd - Jouogll 5.1
» Adesignated staff member greets each child and we9) F-02 z3gaidl JoSiug Jab JS calSo cabbgo Jubiwy ©
completes Form F-02 (Daily Well-Being Check). (Aol dodnll
* The parent/carer signs or scans in; time, date and adult J2aud «Jo>l o) runey ol dle)l pdo ol yo3l o &8sy ©
identity are captured. B pasaill dgog F)lly gl
e The child is handed directly to the Key Team and is never A8y 9s W3 B9 Luwlwdl guyall Ll 8l Jalall PJ.u.U .
left unattended. i
» Unusual observations are recorded on F-02 and escalated &899 Séualg F-02 z3g0dl (8 8sline jut dla>do sl d;g) .
under the Safeguarding Policy. i Aylosdl duslow

5.2 Departure — Check-out T3 Jusuui - 8yl 5.2

* Release is only to a parent or a person on the Authorised Oeo9aall doild 9 )0 pasui ol yo3¥l Sl 3] Jakll (QLL; 3 e

Pick-Up List (F-03). (F-03) adiwdly
 Photo ID is checked for every non-parent pick-up. 9 1t oo Jalall aiwl sic 8ygua0ll hggll Blay o (383
o3l
* Departure time is recorded before handover. Bles Jobll adus Jud 8ysleall cadg Jound
e Changes to the list require a signed F-03 update. .F-03 659*""-” leb 28g0 L.J_\x doilall Jraei cdlay @

6. Maintaining Records Oduwll be> .6

« Digital logs are exported weekly; manual logs are scanned éo.\fig dygadl il a.u.mi'g .L;_c%wi byl codoul! )3‘43' .

and merged the same day. o P%Jl T

» Records are stored securely for at least 5 years with role- Ol go Wlgiuw 5 e J&5 3 80 Ololy ool bhass e
based access. 29l sy Jguog

» Personal data is processed under ADEK requirements and Glo> dwlwg ADEK ildlnie (599 duasuindl bl CJlsu .
the TMCG Data Protection Policy; access is limited to Odgall Guabgall Lle Jguogll maidyg TMCG (sa) bl
authorised staff on a need-to-know basis. i i B0l Ll >l s 399

* Monthly attendance summaries are prepared on Form de>lyal) F-08 z3geill plasiwly dyyguidl il lasle 225 e
F-08 for management review. Byla3l

7. Addressing Absences

ol OIL ddles .7

The Nursery promotes regular attendance and follows a g 133509 5)aio chal gy «plaiioll jguasll Slasl gzuid
defined staged process whenever a child is absent, 3 3Suall LaLaas3l Lle aclung ogai oo Loy «Jab Lsi ole
protecting the child’s development and enabling early ; " o & ""“L_égbuo
identification of welfare concerns. ’
7.1 Reporting an absence Ll e ¢30317.1
 Parents notify the Nursery before 09:00 via the official b 5,c 09:00 deludl Jud Glasl w03l o gl o
WhatsApp business line, admissions@tmcg-ae.ae, or the 30yl ol owsyll WhatsApp Business
parent app. 903 Lol Gaubas o @e.tmcg-ae@admissions
* The reason is logged on Form F-04 (Absence Notification (Aliallg Olll )lab]) F-04 z3geil (9 ol Jzuud @
& Follow-Up). '

* For illness lasting more than 3 days or a communicable ey OIS o "zlgi 3 0 ST G el oy L ol 5] o
disease, a return-to-nursery note from a licensed physician 839¢ du>ducw 2ubdi Gasyo aub (o 83lgd C 13 a0 UO0
is required. Aol L,H Jeahll
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TMCG Nursery - Child Attendance Policy
ADEK | I1SO 9001:2015 | ISO 45001:2018

7.2 Staged follow-up for unexplained or frequent
absence

Stage 1 — Same day: at 09:30 the front desk calls the
parent and logs attempts on F-04.

Stage 2 — Third unexplained absence in a term or fifth
in a year: the EE Director issues a meeting letter.

Stage 3 — Continued non-response or attendance
below 80%: open a formal review, agree an improvement
plan and complete F-05.

Stage 4 — Safeguarding concern: follow the
Safeguarding Policy, notify the relevant Child Protection
Center and inform ADEK as required.

Staff are mandated reporters. A staff member who
suspects harm reports to the Designated Safeguarding
Lead on the same day and does not investigate
independently.

8. Early Drop-Off & Early Pick-Up

Early drop-off from 07:00 requires prior written notice using
F-06.

Charges are disclosed in the Fee Structure and
Registration Pack and reconfirmed at request.

At least two staff receive early arrivals, including one First
Aid-trained staff member.

Emergency exceptions are documented on F-06 and F-05.

8.2 Early Pick-Up

¢ Requests are submitted in writing on F-07 or through
official email or the parent app.

e A genuine emergency verbal request is accepted and
documented immediately on F-07.

e Departure time is recorded before handover.

« Identity verification against F-03 is mandatory for every
non-parent collection.

JUab31 i duwluas

bl - ) suiisall Jlabl dsg) &l

aSiadl of 5 paall jué Oliill d>yaiall dsbiall 7.2

Cabgo Juaty 09:30 deludl dic dandii agall 9 - 1 dspall
F-04 (3 Odgloall Joung 103l Loy Judiwdl

ool ol Juadll 6 Gl ) puall jué Ol - 2 Ayl
a3l g ey Gllas ySuall @ulaill 130 5 uay (il 9
oz

O sosaxdl Golasil gl laiwdl pas ylpeiawl - 3 dl>yell
JaSiudy (s das 3oy dpaw) dazlie pudl :80%

F-05 z 394l

Glasl duwlow g :@ilozdly (§hais Bgle 3929 - 4 dl>pall
s> ADEK gl Gaisall Jabll Glas 3Sy0 lasds
il

,_,.9 A abgo ,.5| wleg (0ol Ugal.uo TMCG gabgo
o)l S dilaxl) sainell Jodunadl £30] $3W Jib b9
Jhilws (Gaixd chal 993 Oo (dunai

»Saall aslivodly ySaall Jdiwdl .8

Sl Judiw Bl 8.1

e DUS Blad] 07:00 delwdl (o xSuall Jlbdiwdl Cdlain
.F-06 z 3904l plasiwl

w
n
W
.
.
.
$
.
°

Sladg Jrzunill dojog powpll JSuo 8 pguwyll (e uadl
dbl @385 ie loaust

Lle U)o lodast . J881 Lle Hlabsgo BSwe Jlabl Jubiuwy o
Adg3l Ololawl

[F-059 F-06 (yx2 390l 8 &lall wlsliiwdl 5565

ol ooyl 33l yuc ol F-07 plasiwly 1S woldiall pads

29031 sllol Saskas
9 1198 Gisds duleall ts)lglall WA 9 eaidl bl Jusd o
.F-07

1€ O pdiwl JS sic F-03 20 lgitsllaog dyggll (po (38>l pily
o3 oo

9. Late Pick-Up

¢ Parents are informed of session end times and the final
closing time of 17:00.

e Applicable charges and terms are included in the Fee
Structure and Registration Pack.

TMCG-POL-ATT-01 | Version 1.0 |
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Sladl GAeBl acgars ludall clgsl 8ol Hao3l clgl gl o
17:00 delull sic
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ADEK | ISO 9001:2015 | ISO 45001:2018 oboil - Sremiisall Jlabl disg) Glax

» Step 1 (0-15 minutes late): call the parent and 203l Joy JLaidl ((diuds 15 W1 0 (o ).ob) 1892l
emergency contacts; log on F-09. i F-09 L8 G3silly ¢ lokall ilgg

» Step 2 (15-30 minutes late): inform the Key Team; the cowlwdl Gyall Hlas| :(ddads 30 LI 15 o y.>b) 2 83l o
child remains with two designated staff, one First Aid ol ole U)o ladas (ualSo (ualbbgs & Jabll Lane
trained. ’ gl

* Step 3 (more than 30 minutes late with no contact): §30] :(Juolgd H93 o diads 30 Ll )y 250) 38kl o
inform the EE Director. If contacts remain unreachable for Juasdl Olg> gex LIl Joosll a5 13lg pSaall padaill yao
60 minutes, follow the Safeguarding Policy escalation path Glosdl &b b J)|;J| il Hlure &w FRB5 G0 Baal

and notify the Child Protection Center where appropriate.

sLasdl aie Jabll &lo> jSyo sasdg

* Repeated late pick-ups: the EE Director reviews the case 2Suall pulaidl o 221y 18),Siell bl Aliwdl WAL .
with the Key Team and parent(s) and completes F-05. F-05 z3g0dl JoSiung 203 g Luwlw3l gayall & Al

10. Roles & Responsibilities Oldgguallg Hlgadl .10

EE Director Owns and reviews the policy annually; Bgiw lge>lyg dwludl ddgdws Lo »Saoll ealaidl y130
approves exceptions; escalates Wgline Adunyg felelitiwdl aoioyg
safeguarding concerns; signs the AR '|'| e ’&Jl.oa:”
monthly attendance report. = ? R 2900
Quality & OH&S Maintains records under ISO 9001 oo 7.5 3l (399 Codloandl bagsy 83921 (Gannio
Coordinator clause 7.5; runs F-10 audits; tracks @lig 1F-10 Wlasdas syzg {1SO 9001 dodlullg duallg
F-11 KPIs; drives corrective action. le)??” s9dyg {F-11 Olybhe I i
Key Team Receives children; completes F-02; &g tF-02 JoSiung tJab3l Judiuwg wwlwil 3,4l
reports concerns immediately. 1598 Cglonall (ye :
Front Desk / Operates check-in/out; verifies identity; 1z9x3dlg Jozall Jumuwss dlaso Join JLdiw3l
Reception follows up absences; updates F-04 and Gag 1ol plig (gl o ($axig
F-09. F-094 F-04
Parents | Confirm attendance days; report olell e He2lug 1Hgasdl falj 09358 / 39031 sl
Guardians absences by 09:00; update F-03; pay O95umg {F-03 (ygiamg 109:00 Jub sluogdl
disclosed charges. ) I (’9“’)“
Designated Receives attendance-related concerns yorasdb daleiall Glesdl Logloe sl ool Jogamall
Safeguarding Lead = and liaises with ADEK and the Child Jahll &la> 3Speg ADEK go Juolsig losl)
Protection Center under Wadeema : . s s "’
L Aayag 09Il (399
aw.
- - £ & b o o
11. Records, Monitoring & KPIs cladl Wlyubgog dsliallg odlowul .11
Attendance performance is reviewed monthly by the EE (S9iuw 33)85 gﬁ)}fg B)gds yguasll clol ySuoll puledl a0 @21
Director and reported annually through Management Review IS0 9001 (0 9.3 3l 2o (38193 Loy 81531 dazlye (pouss

in alignment with ISO 9001 clause 9.3.

S ] S

Overall attendance rate > 92% > 92% pll yeuaxdl Jaso
Unexplained absence rate <2% <2% syl yus ULl Jaso
On-time drop-off before 08:30 = > 90% 290%  Ju9 sazwall Cdgll 9 Jouogll

08:30
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ADEK | ISO 9001:2015 | ISO 45001:2018 oboil - Sremiisall Jlabl disg) Glax
_——
Late pick-up incidents per G g0 plm.ll a3l WA

month
Records digitised within 24 100% 100%  delw 24 o> Ol died)
hours
Safeguarding referrals Track all Il gpox> daylio O il dlexdl WAL
arising from attendance PYw-ee |
12. Compliance & Review da>lyellg JUiedl .12
 Effective from AY 2025/26 (Fall term); full compliance with Juasll) 2025/2026 w_;ls‘j,l plall o Blicl dwlpdl (spaus @
the ADEK EEI Child Attendance Policy from AY 2026/27 o JbYl g dwluwd JolSII Jlio3l Tawg «(L5anysl
(Fall term). aal531 alall 5 ADEK e 8)3ball Saall puleill oluswgo
(o3l Juasll) 2026/2027
* Reviewed annually, or immediately after a material change ol ADEK 5lgazgi (58 (x> yaxd Cga> )99 ol Lgiw &?l)_"; .
to ADEK guidance, I1SO standards or lessons learned. T slaiwall gyl ol 1SO oleo
* Non-compliance is subject to applicable legal dzlg Whgsally digilall dslual) duwluwd! dallow gaxs o
accountability and penalties. Gadall
» Non-conformities are logged on F-05 and closed under 10.2 ol (399 L§1,<'._";'9 F-05 % diylaoll pac W3l> d_)_u,u .
ISO 9001 clauses 10.2-10.3. i 1SO 9001 (0 10.34

13. Approval & Signatures Olardgillg slasicdl .13
Role Name Signature Date
sl el audoll gyl

EE Director

»Saall ealaid] 350

Quality & OH&S Coordinator
duigall dosludlg dwallg 8392 (Gamio

Owner | General Manager

plall uaall / el
Document Control Statement
This editable bilingual edition has been proofread for dosyilg delll (§u8aid Jraeid) dbla)l 45Ul downid] 030 Cuas
language, translation, Arabic right-to-left order, print layout Glwilg deldall Gummisy Hludl Gl Gaedl (po dusyell Cauiyig
and internal-reference consistency. Management should RN Ll Gaill o il 81331 leg a1l g |yl

verify the controlling regulatory text before formal approval. Jslozedl s
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