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	Employee Offboarding Policy

Owner/ Department: HR & Admin



	Brief
	This policy will provide clarity to company management and employees in terms of employee offboarding process.

	Purpose
	To help the organization learn more about the employee experience, keep the impact of the employee’s departure on the business to a minimum, help shape the last impressions an outgoing employee will have of the company and what they will share about the company to the “outside world & to support the employee during a time of transition.

	Persons Affected
	All Full time/Outsourced employees.

	Responsibility


	HR Department:

To ensure all employment agreements / contract in accordance with Saudi 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 Saudi Labor Law.

To ensure all legalities are accomplished in terms of exit visa and transfer of sponsorship.
 
Direct Manager:
Direct manager is responsible to ensure the following are accomplished
· Create a plan for coverage and rehiring
· Inform to HR to start this process.
· Make sure proper knowledge transfer

· Arrange to recover company property like Phones, sim cards, identification card, medical cards, keys, uniforms & vehicle, etc.
· Initiate to revoke Job related access like systems, email, network, communication channels, etc.
· Depart with dignity, acknowledge their leaving on their last day & celebrate their accomplishments and wish them well.
· Update organizational chart (If required)
Staff:
Employee must adhere to his employment contract, company policies, procedures (announced time to time through message center) & Saudi Labor Law to facilitate smooth resignation/ termination process.

Employee must procure all clearances within prescribed time frame for timely services from related departments. 

Employee must express his opinion freely during exit interview process in order SMSA to be a company of employee’s choice.
Employee is liable to handed over/surrender the company property like Phones, sim cards, identification card, medical cards, keys, uniforms & vehicle, etc upon completion of the clearance(system/Manual).

Employee is liable to maintain the company related confidentiality 
IT Department:

IT department must ensure to disable the information technology related access like systems, email, network, communication channels, cyber security etc. at the time of offboarding clearance
Finance Department:

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

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