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	Employment of Minors Policy  
Owner/ Department: IBU-EGY, HRA



	Brief
	It is the policy of SMSA to recruit Minors (defined as between 14 and 18 years of age), according to the terms published in this policy and the Egyptian Labor Law. 

	Purpose
	To provide the policy for the employment of Minors.

	Person Affected
	Minors employed in all SMSA Egypt branches

	Responsibilities
	Minor/ Youth Employee: Provide the relative documentation for recruitment, guardian approval and adherence to the rules and regulations governing Minors in the workplace according to Egyptian Labor law.

Direct Manager: responsible for adherence to the rules and regulations regarding the employment of minors

HRD: responsible for ensuring that documentation meets the requirements as per the Egyptian Labor Law

	Guidelines
	A minor who has not completed fourteen years of age shall neither be employed nor allowed to enter places of work which may endanger their safety (i.e. Operational areas, Hubs, Stations etc.)

· Minors are not allowed to work for more than six hours a day for all months of the year, excluding the month of Ramadan where the actual working hours must not exceed four hours and that the minor shall not stay at the workplace for more than seven hours. 
· A minor cannot work for more than four hours on end, without one or more periods, each not less than 60 minutes, for rest, food and prayers. 
· A minor can not work between time from 7 PM to 7 AM.
· Minors cannot be made to work during the weekly days off, official holidays or annual leave nor shall they be subject to the exclusions. (Refer to article 101 Egyptian Labor Law)
· SMSA should publish on the notice board this policy in case of hiring minors.
Employment:

Before employing a minor, SMSA requires the following:

· His national identity card or an official birth certificate. 

· A certificate of physical fitness for the required work issued by a competent physician and authenticated by a health agency. 

· The consent of the minor's guardian.
· Within the first week following the employment of any minor, SMSA Is required to notify the appropriate Labor Office and keep a special register for minor employees, indicating the name of the minor, his age, the full name of his guardian, his place of residence and the date of his employment, the working schedule and rest periods. (Refer Article 102 Egyptian Labor Law)

General: 

The provisions provided for in this Policy do not apply to the work undertaken by children and minors in schools for general education and vocational and technical training and in other training institutions, nor do these provisions apply to the work undertaken in establishments by persons who are at least fourteen years old if such work is implemented in line with the conditions set forth by the Minister and if the work constitutes a key part of the following:

· An educational or training course the primary responsibility for which lies with a training school or institution.

· A training program the best part of which or its entirety is implemented in an establishment if approved by the competent agency.

· An orientation or directional program aimed at facilitating selection of the profession or type of training.


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