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	Leave Policy
Owner/ Department:  Human Resources



	Brief
	It is the policy of the company to grant employees leave in accordance to employee contract / entitlement in compliance with UAE Labor Law. Such leaves are intended to give the Employee an opportunity for mental and physical relaxation.

	Purpose
	To provide employees rights in accordance with company policy and UAE Labor Law.

	Person Affected
	All Full time employees

	Guidelines
	Paid Leave
 
Annual Leave entitlement will be as per the standard rules of UAE Labor Law, unless predefined as per employee contract. 

All employees are expected to have worked for at least 12 months to be eligible for an annual paid vacation (Article 80).

Annual leave should apply minimum of 15 (fifteen days), else it will consider as short leave. An employee needs to apply for his annual leave at least 30 days before his leave start date. If employee leaves the company before availing his accrued leave days, then employee has the right to receive his pay for the accrued days and such payment shall be paid according to employee salary when his leave was due.

Employee has the right to plan his annual leave; however company can change or divide annual leave based on the exigencies of work necessities (Article 76).

Employee who is working (full time) under UAE Labor Law is entitled for 30 days annual leave, upon completion of his anniversary. It is not allowed to carry forward his accrual till next anniversary where company will compensate the accumulated days with Basic pay only on first immediate month of his anniversary unless he utilizes it.

Example:
Employee joining date on: 01st  April 2015
His first anniversary 31st March 2016
On 31st March 2016 he is entitled for annual leave which he should utilize it up to 31st March 2017.
On 1 April 2017 Company will compensate his accumulated days with Basic pay only as long as the employee didn’t utilize it.


Any official or Public Holidays announced by government during the annual leave, those days should be treated as part of annual leave (Article 77)

Any employee who fails to resume work immediately after the annual leave shall automatically forfeit his wage for the period of his absence (Article 89).

Emergency / Short Leave:
 
All emergency/Short leave are paid leaves should not exceed 14 days will be deduction from leave accruals. 

All requests must be provided with a valid reason and should be approved by the Department Manager.
 
In case employee has no accrual balance then he may request as leave without pay.

Air ticket Encashment Eligibility:

The company is not liable to pay Air ticket to the employees as per UAE labor law, annual air ticket procedure is related to the employment contract.

General:

The air ticket encashment will be paid on the basis of Average Fair (Economy class) which will revise annually, will be paid immediate month of his anniversary.
Unpaid Vacation:

The employee is eligible for unpaid leave only when he utilized his Annual balance and may obtain, subject to Company approval, leave without pay for the duration to be agreed upon between the two parties. The employment contract shall be deemed suspended. 

Sick Leave:
The employee must report to the company any injuries or illnesses preventing him from working within a maximum period of two days. The employee is not entitled to any paid sick leave during the probation period. However, after a period of three months continuous service following the probation period, the employee is entitled to sick leave (continuous or intermittent) wages as follows:



(1) Full wage for the first 15 days.
(2) Half wage for the next 30 days.
(3) Any following period will be without wage.

However, if the employee’s illness is directly caused by his misconduct (for example by excessive drinking), he is not entitled to any wages during the sick leave. It should be noted that the employee should provide evidence of his illness warranting sick leave by an official medical certificate. The employee may resign from employment during the sick leave period and before the completion of 45 days specified by law, provided the reason of resignation is approved by a physician. In this situation, the company must pay the employee all the wages he is entitled to, until the end of the 45 days referred to above.
The company may not dismiss an employee from service during his sick leave or annual leave. During this period any notice for termination will be considered null and void. However, the company is entitled to terminate the employment contract if the employee has exhausted his full sick leave and is not fit to return to work. In such cases, the employee will be entitled to his full gratuity and end of service entitlement in accordance with the Law.
Furthermore, the employee will not be entitled to wages for the days that he has not reported to work after the end of his leave (whether sick leave or annual leave). This will not prejudice the rights of the company to terminate the employee’s contract if the employee fails to report back to work within seven consecutive days from the date he was due back.

Hajj Leave:
The company must give the employee once during his employment a special leave without pay to go for Hajj (pilgrimage) which should not exceed 30 days. This period is not part of the employee’s annual leave or any other leave which he is entitled to.
 

Public Holidays Leave:
An employee is entitled to an official holiday with full wage on the following occasions:
1. Hajri New Year’s Day   (one day)
2. Gregorian New Year’s Day  (one day)
3. Eid Al Fitr - end of Ramadan  (two days)
4. Eid Al Adha and Waqf  (three days)
5. Prophet Mohammed’s Birthday  (one day)
6. Isra and Al Miraj one day
7. National Day one day
Maternity Leave: 
A working woman is entitled to 45 days maternity leave with full pay which includes the period before and after the delivery, provided she has served continuously for not less than one year. The maternity leave is granted with half pay if the woman has not completed one year of service.
At the end of the maternity leave, a working woman has the right to extend her maternity leave for a maximum period of l0 days without pay. This unpaid leave can be continuous or interrupted, if the interruption is caused by illness which prevents her from coming to work. The illness must be confirmed by a certified government physician licensed by the competent health authority.
Maternity leave in either of the above cases is not deducted from any other leave that a female employee is entitled to. During the 18 months following delivery, a female employee who nurses her child has the right to have two daily intervals which do not exceed half an hour each for the purpose of nursing her child. These additional intervals are considered part of her working hours and no deduction in wages can be made.

	General
	Any exception to this policy must be approved by the Managing Director.
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