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	Resignation & Termination Policy

Owner/ Department: SSS, HRA



	Brief
	This policy will provide clarity to company management and employees in terms of employee resignation, termination and end of employment contract.

	Purpose
	To ensure that the company management & employees are aware of the process of resignation and termination in line with Bahrain Labor Law and company policy in order to protect mutual rights.

	Persons Affected
	All Full-time employees

	Definition
	Overseas Employees:

All employees that were employed from overseas on a work permit VISA under the name of SMSA Support Services.
Local Employees:

All Bahraini as well as non-Bahraini employees that were living and working in the kingdom of Bahrain at the time of their selection, and transferred their residency to SMSA Support Services (as per the Bahrain Labor Law).

	Guidelines

Responsibility


	Employees are the most valuable assets of our organization and our company is dedicated to retain qualified & experienced employees. 

All resigned and terminated non-Bahraini employees will go on final exit (Visa Cancellation) company will not grant any release (Mobility) to either overseas or locally hired employees. Such (resigned & terminated) employees should leave the country immediately upon the cancellation of the work permit visa. As per LMRA regulation employee visa cancelation and deportation to be declared on the system and company will book the final exit ticket for employee only which will also be uploaded on the LMRA system.
HR Department:

To ensure all employment agreements / contract in accordance with Bahrain Labor Law and company requirements.

To conduct & maintain consistency exit interviews in order to evaluate the effectiveness of manpower resources and continuous improvement by accepting fair/genuine feedback and suggestions during the exit interview process.

To analyze the outcome of exit interviews quarterly and propose corrective actions.

To process all eligible employees, end of service benefits in accordance with Bahrain Labor Law.

To ensure all legalities are accomplished in terms of visa cancellation.
 

Direct Manager:

Direct manager is responsible to create and maintain professional & attractive environment to retain the quality employees.

Direct manager is responsible to educate his employees on company policies, procedures (announced time to time through message center) & Bahrain Labor Law related to resignation and termination process.

Direct manager is responsible to ensure the availability of the required letters / documents and to be attached with the employee’s resignation at the time of approving the resignation for smooth resignation/termination process.
Direct manager must procure all clearances within prescribed time frame for timely services from related departments. He is responsible to circulate this form to each department and return to the HR & Admin Officer, This form is to be completed and signed before processing final settlement/release.
Staff:

Employee must adhere to his employment contract, company policies, procedures (announced time to time through message center) & Bahrain Labor Law to facilitate smooth resignation/ termination process.

Employee must express his opinion freely during exit interview process in order SMSA to be a company of employee’s choice.
Access, login, keys, files, Documents, Records, Equipments and others of any resign/terminated employees’(s) including outsourced employee must be handed over/surrender/remove/restricted/immediately upon clearance (system/manual). 

Finance Department:

Finance managers must make sure that upon receipt of required documentation of the concern employee, end of service benefits will be handed over within the time frame of Bahrain Labor Law. 


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

	Related Documents
	Employee Resignation Form 

Resignation Retrieval Form 

Exit Interview Form 

End of Service Benefit Clearance Form 
Employee Clearance 
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