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	Leave Policy
Owner/ Department: IBU-EGY, HRA



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

	Purpose
	To provide guidelines for the employees on their leave entitlement according to Egypt Labor Law and Company Policy. 

	Persons Affected
	All full-time employees.

	Guidelines
	Annual Leave Entitlement:
Annual Leave entitlement will be as per the standard rules of Egypt Labor Law; unless predefined as per employee contract. 

Employees are entitled each year to an annual leave of 21 days, which is increased to 30 days if the employee spent 10 years in NOSI or the employee reaches the age of 50 years. (Refer to article 47 of Egypt Labor Law) 

All employees are expected to have worked for at least 6 months to be entitled to paid annual leave. 
any employee entitled to 21 days leave balance, his leave balance should not be more than sixty-three (63) days, and if the leave balance exceeds 63 days, then it will be forfeited every three (3) years (Refer to article 47 & 48 of Egypt Labor Law)
any employee entitled to 30 days leave balance, his leave balance should not be more than ninety (90) days, and if the leave balance exceeds 90 days, then it will be forfeited every three (3) years (Refer to Article 47 & 48 of Egypt Labor Law)

Annual Leave entitlement for the part-year service will be calculated on a pro-rata basis. 

If the employee leaves the company before availing of his accrued leave days, then the employee has the right to receive his pay for the accrued days (Refer to Article 48 of Egypt Labor Law). 

In all cases, the worker must enjoy an annual leave of fifteen days, including at least six consecutive days.

The employer shall set the dates of the annual leaves in accordance with the requirements and circumstances of the work. In all cases, the worker must enjoy an annual leave of fifteen days, including at least six consecutive days. 
For employees in Grade 5 and above, the maximum allowed vacation period at any given time is forty (40) days; this may include the annual leave and unpaid leave.

The annual leave request must be submitted to HR 45 days prior to the leave start date. 
Unpaid Vacation / Leave without pay:

The employee is eligible for unpaid leave only when he utilizes his annual balance and may obtain, subject to Company approval, leave without pay for the duration to be agreed upon between the two parties. 
Emergency / un-scheduled Leave:

All emergency/unscheduled leave for a period not exceeding 6 days during the year with a maximum of 2 days each time.
In case an employee has accrued leave balance the requested number of days will be deducted from his balance
Leave without permission (LWP):
It is the leave/Absence that is not approved by the company side, The Company DVD and disciplinary policy will be applied in this case.

Sick Leave:

A sick leave certificate must be approved by one of the medical service providers. Any misuse of this entitlement will be subject to disciplinary action as per Company policy.  

the employee whose sickness has been substantiated will be eligible during a single year, for a paid sick leave for the first 30 days, at 70 % of the wage for the next sixty days, and without pay for the following days, whether such leave is continuous or intermittent. A single year means the year which begins from the date of the first sick leave. (Refer to article 54 Egypt’s Labor Law)

Leave application forms submitted without a medical certificate for the same is considered as an unpaid leave.  
Exam Leave:

An employee who is enrolled in an educational institution has the right to utilize his accrued annual leave. 

The company will require the employee to submit documents in support of the leave application as well as evidence of having taken the examination. The employee must apply for leave at least 15 days before the examination date. Without prejudice to disciplinary action, an employee will be denied pay if it is concluded that he had not taken the examination. ( Refer to article 49 of Egypt’s Labor Law) 

Hajj Leave:

Muslim employees are entitled to a paid leave of 30 days, to perform the Hajj only once during their period of service. (Refer to article 53 of Egypt Labor Law)
Eligibility for this leave is contingent upon the condition that the employee must have spent at least Five (5) consecutive years of service with the Company. The Company reserves the right to limit the number of employees who are granted this leave. (Refer to article 53 of Egypt Labor Law)
Public Holidays Leave:

Each employee is entitled to public holidays with full pay on the recognized Egypt Public Holidays announced by the labor office.

However, the company has the right to assign normal work duty to the employee during public holidays provided that the employee will be compensated according to labor law.(Refer to Article 52 of Egypt Labor Law)
Maternity Leave:
A female worker shall be entitled to maternity leave on full pay for 90 days after completion of more than 10 months with the company which shall include the period before and after her confinement period, providing that submitting a medical certificate clarifying the tentative natal dates.
It shall be prohibited for a female worker to work during the forty five (45) days following her confinement Employment with another employer during the maternity leave.
the woman after the natal period is eligible for a one-hour permission on a daily basis for 24 months from the natal date, and she can divide the 1 hour into 2 periods each one is half an hour.(Article 93 Egyptian labor law)
wherever the manpower of the company has more than 50 employees, the woman after maternity leave has the right to get a leave without pay for not more than 2 years to look after her baby and she deserves this leave only twice during her service in the company.(Article 94 Egyptian labor law).
Marriage Leave:
The employee will consume the marriage leave from his accrued annual leave balance.

Death leave:
The employee will be granted not more than 3 days of paid leave in case of the death of his first-grade family.
Accumulation of Leave:

In general, deferment of accumulated leave is not allowed. However, upon a written request from the employee and provided that work requirements dictate it, vacations may be deferred to the following year subject to company approval. 

The company has the right to cancel the leave without compensation upon a written obligation from the employee referring to the employee refusing the vacation date as designed. (Refer to article 48 of Egypt Labor Law).
Compensatory off (Comp. Off):

All full-time employees on Supervisory and above levels are eligible for compensatory off once their work continues in ad-hoc projects or holidays. The calculation of comp. off will be equal to the actual number of hours worked. 

It is the department Head's responsibility to ensure that only those employees who are not travelling during holidays (Eid breaks, etc) are assigned the responsibility of "On Call Duty".
The employee should be in Grade 5 and above. The core departments can have a maximum of five (5) employees on-call i.e. one (1) employee per region. The supporting departments will be limited to one (1) employee only. 
The "On call Duty "employees will report for work only if a situation demands to be in the office and will be compensated for the number of days they actually worked in the office based on timesheet get along with the work request. 

Forms:

Leave Application Form.
General:

Employees are not allowed to schedule their vacations to coincide with any other business purpose. The company has the right to not pay the annual leave in case of the employee works during the leave with another employer. (Refer to article 50 Egypt Labor Law)
The Direct Manager is responsible for formally investigating the employee who was absent from work without approval (i.e. unauthorized days off, late return from vacation/ sick leave/Hajj etc.) and following the Company DVD and disciplinary policy.
It is the responsibility of the Direct Manager to inform HRD in writing if an employee is absent for three (3) days or more, to hold the employee’s salary until further notice.  On return of the employee, the Direct Manager will formally investigate and follow the Company DVD and disciplinary policy.

It is the employee’s responsibility to inform his direct Manager about his potential/actual absence from work within a reasonable time, not less than three (3) days from his scheduled reporting time. Failure to adhere to this Policy may lead to disciplinary action. 

The employee shall mention the reliever during his leave in the leave form application.

If the employee will be on annual leave, the direct manager has the right to request from the employee as per the business needs to submit a handover form along with his leave application form, in addition, the handover form should be signed from both parties.
If an employee returns to work after an unauthorized absence and there is a valid reason, the employee must provide his direct Manager with original supporting documents and evidence, as per the Company policy. Failure to adhere to this Policy may lead to disciplinary action. 

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