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1. AMAC

Bu prosediirin amaci; Vinero sirketler
toplulugunun kadrolu tim calisanlari icin terfi,
atama, gorev yeri degisikligi, rotasyon ve yurt disi
atamalari sireclerine iliskin usul ve esaslarini
tanimlamaktir.

2. KAPSAM

Bu prosediir; Vinero sirketler topluluguna bagli
isyerlerinde c¢alisan tim kadrolu calisanlari
kapsar.

3. SORUMLULUKLAR

Bu prosedirin hazirlanmasi, uygulanmasi ve
takibinden, gerekli onaylarin alinmasindan ve
tiim galisanlar igin prosediire uygun ve adil bir

isleyisin  saglanmasindan insan Kaynaklari,
prosedire uygun hareket edilmesinden ilgili tim
Fonksiyonlar ve insan Kaynaklari birlikte
sorumludur.

4. TANIMLAR

Vinero Sirketler Toplulugu: Biinyesinde Sanset
Gida Turizm San. ve Tic.A.S (“Sanset”), Vinero
Bagcilik San. ve Tic. AlS (“Vinero”) sitketlerini
bulunduran  sirketler, toplulugtnu ifade
etmektedir.

Caligan: Vineroysirketlen, toplulugu biinyesinde
belirli, belirsizpkismi ve tamistreli is sozlesmeleri
ile .,gbrev yapah personelin timdnd ifade
etmektedin.

iK: Insangkaynaklar’ nin kisaltilmis halini ifade
eder.

iK is Ortagi: insan Kaynaklari is Ortagi (HR BP-
Human Resources Business Partner); Sorumlu

1. OBIJECTIVE

The purpose of this procedure is to define the
principles of the promotion, assignment,
workplace change, rotation, international
assignment of the permanent employees in the
Vinero company group.

2. SCOPE

This  procedure includes all “‘permanent
employees working in workplaces affiliated with
the Vinero company group?

3. RESPONSIBILITIES

Human '‘Resources is\\ responsible for the
preparation, approval, Jand update of this
procedureyAll relevantiFunctions together with
Human Resources@are responsible for ensuring a
fair implementation of the procedures for all
employees.

4. DEFINITIONS

Vinero Company Group: Means the group of
companies holding the companies Sanset Gida
Turizm San. Ve Tic. A.S (“Sanset”) and Vinero
Bagcilk San. Ve Tic. A.S (“Vinero”) (“the
Company”) within its body.

Employee: It refers to all of the personnel
working under definite, indefinite, part-time and
full-time employment contracts within the
Vinero company group.

HR: Abbreviation for Human Resources.

HR Business Partner: HR BP- Human Resources
Business Partner; Refers to the Human resources
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oldugu ic misterinin tim insan Kaynaklari
slreclerini ylruten insan kaynaklari
Profesyonelini ifade eder.

Terfi: Calisanin gérev, yetki ve sorumluluklarinin
arttirilmasi sonucu farkli bir role veya pozisyona,
mevcut kademesinden daha Ust bir kademeye
(grade) yukselerek atanmasidir.

Atama: Calisanin mevcut kademe ve s
anahtarinda, gorev, sorumluluk ve yetkilerinin
organizasyon icinde yer degistirilmesidir.

Rotasyon: Calisanlarin belirli bir zaman dilimi icin
organizasyonun cesitli fonksiyonlarinda deneyim

edinmelerine yardimci  olan bir ydnetim
yaklasimidir.
Yurtdisi Gorevlendirme: Vinero Sirketler

Toplulugu’nda farkl tilkelerde yer alan sirketlere
ait  calisanlarin, organizasyonel ihtiyaglar
nezdinde farkli Glkelere atanmasidir.

DM - Degerlendirme Merkezi: Katihmctlarin /
adaylarin birden fazla degerlendirici veybirden
fazla olglim araci ile davranisy gostergeleri
temelinde objektif, adil ™~ vey, tutarh olarak
degerlendirildigi, yaptlandirilmis bir
degerlendirme yontemidir.

Gelisim Aksiyon. Plani; insaniKaynaklar gelisim
programlari kapsamindayTekniky davranigsal ve
yetkinlik gelisimi saglamayi hedefleyen; yonetici
ve galisanla birlikte deldurulan ve takip edilen
suregtir veyformla takip edilir.

5. UYGULAMA

Sirket deger ve hedefleri, organizasyonel
ihtiyaclar dogrultusunda tim c¢alisanlara esit

professional who carries out all the Human
Resources processes of the internal customer
s/he is responsible for.

Promotion: It is the appointment of the
employee to a different role or position as a
result of increasing his duties, responsibilities
and accountabilities by rising to a higher grade.

Assignment: The employee is\topbe shifted
within the organization, with a changejin their
duties, responsibilities andhaccountahility, within
their current gradedandposition title.

Rotation: It i§ a“management approach where
employees are shiftedito several assignments or
jobs at regulan, intervals of%time in order to
exposeithem to allverticals of an organization.

Internationalj Assighment: The employees in
different countries in the Vinero company group
are empleyed through assignments in different
coUntries/according to organizational needs.

AC ~>Assessment Center: It is a structured
assessment method in which participants/
candidates are evaluated objectively, fairly and
consistently based on behavioral indicators with
multiple evaluators and multiple measurement
tools.

Development Action Plan: It is a process in the
Human Resources development programs,
which aims to provide technical, behavioral and
competency-based development. It is filled and
followed by the manager and the employee and
is followed with a form.

5. IMPLEMENTATION

All employees are given equal promotion and
assignment opportunities in line with company
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terfi ve atama olanaklari taninir ve tim
uygulamalar bu temel prensip dogrultusunda
gerceklestirilir.

5.1. Terfi ve Atama
Vinero  Sirketler  toplulugunda atamalar,

organizasyonun gereklerine bagli olarak ihtiyag
halinde, planli terfiler, yilda 2 kez Mart ve Eyll

terfi donemlerinde, plansiz terfiler ise
organizasyonel ihtiyaclar dogrultusunda
gerceklestirilir.  Bu  terfilerin  planli  terfi

doénemlerine yakin tarihler olmasi durumunda
Mart ve Eylal terfi donemlerinde terfiler
gerceklestirilir.

Planlanan terfi donemleri haricinde
gerceklesmesi s6z konusu olan terfilere ait
pozisyonlar icin iK, sirket ici portal, duyurl
alanlari ve e-mail yolu ile calisanlarin aday
olabilecekleri bos pozisyonlari duyurur.

Terfi ve atamalarla ilgili pozisyonlar, herine kadar
insan  Kaynaklarindan ¢ikacakemduyutularla
calisanlara bildirilse de, yetenek veWkariyer
yonetimi kapsaminda, lst_yonetimin onay ve
bilgisi  dahilinde, herhangi, bik.  duyuru
¢ikilmaksizin pozisyonlara belirlenen “calisanlar
yerlestirilebilir.

On-cycle (planl)ytekfileriicin iKWs Ortag), “Terfi
Talep [Formu*nuilk Yyéneticiye iletir. Form
doldurulur ve IK'1§Ortagina iletilir.

Bir terfinin, ve atamanin gerceklesmesi icin
asagidakipon kosullarin saglanmasi gereklidir.

values and goals, and according to organizational
necessities.

5.1. Promotion and Assignment

In the Vinero company group, assignments are
made in line with the organizational necessities,
planned, on-cycle promotions, are made twice a
year in March and September,“and,unplanned
promotions are made in line with ‘@rganizational
needs. If these unplanhed \promations have
dates close to plannedypromeotions, they are
carried out in they, March and, September
promotion pefriods:

For positions ‘telated to, promotions that are
subjecty, to oceur off-cycle (unplanned)
promotiony periods,““HR announces vacant
positions where employees can apply through
the internal portal, announcement areas and e-
mail.

Positionsrelated to promotions and assignments
arefahnounced to all employees by Human
Resources however, within the scope of talent
and career management process, and with the
approval and knowledge of the senior
management, these positions can be filled with
determined employees without any
announcements.

For on-cycle (planned) promotions, the HR
Business Partner sends the "Promotion Request
Form" to the first manager. The form is filled in
and submitted to HR Business Partner.

The following prerequisites must be met for a
promotion and assignment to take place.
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a) Pozisyonun Var Olmasi: Her yil belirlenen
norm kadro ve bltce esas alinarak; YK onayi
ile terfiler ve atamalar gergeklestirilir.

Eger yil basinda bu yonde bir planlama yok ise;
yil icinde olusan ek kadro ve organizasyonel
gerekliklere gbére fonksiyonlar YK onayi ile bu
surece dahil olabilir.

b) is Gerekleri ve Aday Nitelikleri Uyumu:
Adaylarin aday olduklari pozisyon igin;
belirlenen  6grenim, kidem, deneyim,

performans, yetkinlik, yabanci dil ve sertifika
sahibi olmalari gerekebilir.

c) Kidem: Kademe fark etmeksizin adayin en_az
18 aydir (en az 1 performans dénemi) Vinero

sirketler toplulugunda, ayni pozisyonda
calistyor olmasi sarti aranir.

d) Ogrenim: Uzman vyardimcsmgyve Wiizeri
pozisyonlardaki terfilerde {en azy, lisans

mezunu olma sarti aranir. ihtiyaca gore bu
mezuniyet sarti YK onayt ile'farklilastirilabilir.
Uzman yardimcisigozisyonlarina kadanfolan
diger terfilerde i§in gereklilikleringigére insan
Kaynaklari vey, ilgili"§yonetici, tarafindan
degerlendirilir.

Performans: Performansa dahil olan
beyaz we maviiyaka tim pozisyonlar igin
performans, notunun en az C- Beklenen
Performans olmasi sarti aranir.

f) Yetkinlik: Yetkinlik katalogundan yeni géreve
uygun olarak ilgili yetkinlikler test, envanter
ve milakat silreglerinde adaylarda

a) Position Requirements: Based on the norm
staff and budget determined each year,
promotions and appointments are made
with the approval of the Board.

If there is no planning in this direction at the
beginning of the year, the functions can be
included in the process with the approval of the
Board of Directors according tosthe incremental
staff and organizational requirements formed
during the year.

b) Requirement and Qualification Compliance:
Candidates may‘be required to, provide the
specified geducationj4seniority, ‘experience,
performance, competency, foreign language
and cetrtificate for the,position.

c). Seniority:y Regardless of the level, the
candidateyis required to have been working
intthe Vinerg,company group, in the same
position for at least 18 months (at least 1
performance period).

d), Education: At least a graduate degree is

required for promotions in assistant

specialists and above positions. According to
the need, this graduation requirement can be
differentiated with the approval of the

Board. Other promotions up to assistant

positions are evaluated by Human Resources

and the relevant manager according to the
requirements of the job.

Performance: For all positions in the white-
and-blue-collar included in the performance
system, the performance score is required to
be at least C- Expected Performance.

f) Competency: In accordance with the new
task from the competency catalogue, the
relevant competencies are evaluated in the
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degerlendirilir olarak

detaylandirilir.

ve ona

uygun

g) Uyan: Kademe fark etmeksizin adayin
son 18 ay icerisinde —trafik kazasi ve hasar
kesintisi haricinde- disiplin sugu
olusturabilecek herhangi bir uyari almamis
olmasi sarti aranir.

Yukaridaki  gerekliliklerin  saglanmasi  ve
pozisyonun var olmasi ile, adaylar sirece dabhil
edilir. Sltrece dahil edilen adaylar icin
Degerlendirme Merkezi Uygulamalari
gerceklestirilir.

Degerlendirme Merkezi Uygulamalari igin ilgili
prosediirtinde detayh bilgi alinabilir.

Yonetici ve Uzeri terfiler icin Degerlendirme
Merkezi Uygulamalari mutlaka yapilir.

Terfi sireclerinde aday c¢alisanlara pozisyona
uygun test, envanter ve sinavlar yapilabilir:
Pozisyona gore bu uygulamalar faskhiik gdsterir.
Yukarida bahsedilen araglari tamamlayan
adaylar fonksiyon lideri ve iKWis Ortaginca
milakata alinir. Siireci tamamlananyadaylar YK
onayina sunulur.

Terfisi onaylafian cali$ana, iK's,Ortagi tarafindan
“Terfi-Atama Formu%,vey“Ucret Formu” iletilir.
Calisanin” imzaladigy, formlar, 6zliik dosyasinda
saklanir:

Terfisi véjatamasi tamamlanan her ¢alisan insan
Kaynaklaritarafindan organizasyona duyurulur.

candidates during the test, inventory and
interview processes and detailed
accordingly.

g) Warning: Regardless of the grade, the
candidate is required not to have received
any warning in the last 18 months that could
create a disciplinary crime — except for the
traffic accident and loss of damage.

Candidates are included in the progess, With the
above requirements andythe)\presence ofithe
position. Assessment Centervis\carried out for
the candidates included inthe proecess.

Detailed information can, be“obtained from the
relevantprocedure, for the Assessment Center.

Assessment Centerfimust be made for executive
and above positien promotions.

Appropriate tests, inventories and exams are
implemented in the promotion process. These
tools "may differ according to the position.
Candidates who complete the above-mentioned
tools are interviewed by the function leader and
HR Business Partner. Candidates who complete
the process are subject to the approval of the
Board.

The  "Promotion-Assignment Form" and
"Compensation and Benefits Offer Letter" are
submitted by the HR Business Partner, to the
employee whose promotion has been approved.
Forms, signed by the employee, are kept in the
personal file.

Employees whose promotion and assignment
are completed, are announced to the
organization by Human Resources.
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Terfisi gerceklesmis beyaz yaka calisan Gelisim
Programlarina dahil edilir, “Gelisim Aksiyon Plani
doldurulur ve K is Ortagi ve ilgili ydnetici
tarafindan gelisim siireci takip edilir ve galisan
gelisimi icin desteklenir.

5.2. Rotasyon

Calisanlar, sirketin ihtiyaclarinin karsilanmasi ve
kendi gelisimlerinin desteklenmesi amaci ile
Vinero sirketler toplulugu icerisinde vyatay
pozisyonlarda belirli siire ile rotasyona tabi
tutulabilir.

isin ve sirketin ihtiyacina gére insan Kaynaklari

organizasyonda rotasyon programlarini
baslatirlar.
Calisanin  rotasyona tabi tutulabilmesi icin

performans notunun en az C olmasi beklenir
fakat terfi ve atama kriterlerindeki gibi siirece
dahil olmazlar.

5.3. Gorev Yeri Degisikligi

Calisanin, sirket karari ile atandigi'yeni gorewyeri
icin tasinma masraflari dle IWayalkadar ‘otel
konaklamalari sirket tarafindan karsilanie:

Calisan, tasinma,organizasyonu icin 3 farkh teklifi
Genel Hizmetlere “sunak., Belirlenen sirket ile
tasinma fislemleriniygerceklestirip faturay: ilgili
fonksiyona 6deme,icimygdnderir.

5.4."Yurtdisi Gorevlendirme

Vinero sirketler toplulugunda; Know — how
aktarimi, sirketin “kritik” isleri ya da kariyer

The promoted white-collar employee is included
in the Development Programs, the
“Development Action Plan” is done, and the
development process is followed by HR Business
Partner and the relevant manager and
supported for employee development.

5.2. Rotation

Employees can be rotated for a certain period in
horizontal positions within the Vinero c¢empany
group in order to meet, the needs of“the
company and suppofrttheir owndevelopment.

Human Resources initiatesiyrotation programs in
the organization according t® the needs of the
job andithe\company.

In“erder for<the employee to be rotated, the
perfofmance scare is expected to be at least C,
but theyiare not included in the process as in the
promotioniand assignment criteria.

5.3. Change of Workplace

Moving expenses for the new office where the
employee is appointed by company decision and
hotel accommodation for up to 1 month are
covered by the company.

The employee presents 3 different offers to the
General Services for the transportation
company. It carries out the transportation
operations with the specified company and
sends the invoice to the relevant function for
payment.

5.4. International Assignment

In the Vinero company group, international
assighnments can be made for know-how
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amacgh gelisim igin yurtdisi gorevlendirmeler
yapilabilir.

Yurtdisi gorevlendirme yoluyla atanan calisanin
ilgili sirketle ilisigi tum yasal haklari 6denmek
kaydiyla kesilir ve yeni sirketle yeni s6zlesmesi
yapilir. S6zlesmenin iceriginde yeni gorevi, gorev
yeri, yeni Gcreti ve sorumluluklari yer alir ve imza
altina alinir. Calisanin gidecegi Ulkedeki otel,
tasinma, ulasim vb. masraflari ile ilgili, gidecegi
yeni sirketi, gerekli bilgilendirmeleri yapar.

Calisan, tiim vize stireclerini kendisi yurutir, vize
ile ilgili masraflari mevcut sirketi karsilar. Calisma
izni yeni sirketi tarafindan saglanir.

6. DIGER ESASLAR

e Ust Diizey terfi-atamalarda/gerekli gorilen
pozisyonlarda Yonetim Kurulu (YK),q DM
yapilmasi yoninde karar alirsa bu sireg¢ dis
tedarikgi firma destegi ile yuratalir.

e Terfi ve/veya atamasi gerceklesen calisanin
baska bir goreve aday olabilmesi icin mevcut
pozisyonunda en az _ 189 ay), calismasi
gerekmektedir. Angak sirket /menfaatleri s6z
konusu olur is€" YK onayl, ilebu sire
farkhlagabilir.

o Sirketin,.isbu proseduirhiikiimlerini, her zaman
ve tek taraflielarak degistirme hakki saklidir.

o Isbu\prosediiryayinlandigi tarihte yirirlige
gireryProsedirin yayinlandigi tarihten itibaren
halihazirda calismakta olan ve ise baslayacak
her bir ¢alisan, prosedir hikimlerini pesinen
kabul etmis sayilacaktir.

e The

III

transfer, the company's “critical” jobs or career

development.

The employee assigned through international
assignment is dismissed, all his legal rights are
paid by the current company and a new contract
is signed with the new company. The content of
the contract includes new duties, place of duty,
new salary and responsibilities, and is signed.
The new company will informjthe, employee
about the hotel, moving, \transportatien etc.
costs.

The employee carries,outall the visa processes,
the visa-related“expenses are covered by the
current company. Waork permit is provided by
the new company.

6. OTHER,GUIDELINES

promotion/assignment  for  senior
positions that require AC, with the decision of
the,Board, is carried out with the support of an
external supplier company.

e, The employee whose promotion and / or

appointment is required must work for at least
18 months in his current position in order to
apply for another position. However, if
company interests are in question, this period
may differ with the approval of the Board.

e The company reserves the right to change the

provisions of this procedure at any time and
unilaterally.

e This procedure takes effect on the date it is

published. Employees currently working and
will start working from this date will be
deemed to have accepted the provisions of the
procedure in advance.
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