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	Work Hours, Overtime & Public Holidays Policy
 Owner/ Department: IBU-EGY, HRA



	Brief
	It is the policy of the Company to stipulate working hours and public holidays as per Egypt Labor Law.

	Purpose
	To provide guidelines regarding work schedule and the payment of work overtime

	Person Affected
	All Employees

	Responsibilities
	All Department Managers and the Human Resources Department.

	Guidelines
	Work Hours: 
 

All Employees are required to work 48 Hours over 6 days a week, or the maximum hours/number of days as specified in the Egyptian Labor Law. 
The actual working hours during the month of Ramadan for Muslim employees shall be reduced to a maximum of six hours a day or thirty-six hours a week. 
SMSA is subject to the Ministry of Labor's approval when the nature of the work requires shift operations, increasing the number of working hours to more than eight working hours a day or forty-eight hours a week. 

Working hours and rest periods must be scheduled so that no employee works for more than five consecutive hours without a break for rest, prayer and meals. total The breaks should not be less than one hour in total during the total working hours. Similarly, an employee should not remain at the workplace for more than ten hours in any one day. (Refer to articles 81 & 82 of Egypt Labor Law)

The periods designated for rest, prayers and meals are not included in the official working hours and the employee shall not be under the company’s authority during this time. 
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.

Weekly days off:

The employee shall have one day (24 hours) a weekly day off after at most six continuous working days.
Overtime Work:
Overtime is the time worked by the employee in excess of the scheduled hours

Per week, based on business needs and subject to prior approval by the Department Heads and HR head. Divisions/departments for business needs may extend work schedules and require employees to work beyond their established working hours which should not exceed ten hours per day as per article 85. Any overtime should be approved as per Level of Authority (LOA), Employees in grade 5 and below are entitled to work on a paid overtime basis (Except Supervisory level) and employees above grade 5 will get time in lieu or compensatory off. 

 
Overtime Payment:
 

Overtime paid by the Company is calculated on the employee’s hourly rate plus 35% of basic pay for the day working hours and 70% of basic pay for the night working hours. (Refer to article 85 Egypt Labor Law)

Any fractions of an hour are rounded off to the nearest full hour. For overtime of less than 30 minutes, no payment will be paid. Overtime of more than 30 minutes is rounded up to the next full hour.

 

Overtime payments are made with the following month's salary, and if the request has not been submitted to payroll before the 16th of each month, the overtime will be forfeited.

 

Public Holidays:
 

All employees in grade 5 and above working on public holidays will be granted paid leave as the days will be added to their leave balance, or be given time in lieu. 

 

Time Recording:
 

All divisions/departments are obligated to keep accurate records of time worked for all employees either through time cards or other means (i.e. attendance machines/swipe cards).  Direct Managers should inform the HR Department of any exceptions to work attendance for their respective.

 

Guidelines for Time in Lieu:

 
Time in lieu given is calculated as follows: 
For every hour worked will be compensated equally and will be given as an off day from work and will NOT be compensated in cash. 
It is the responsibility of the Direct Manager to manage time In Lieu.  If time in lieu will be taken along with annual leave it must not exceed two (2) months including the employee's annual leave days. 
Guide Line for Attendance:
All employees should adhere to the company-designated working schedule and sign in with the available tools (fingerprint machine, Attendance sheet, etc..

The Company DVD will be applied for any repeated Lateness, Absence violations etc….

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