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	Employee Residence Permit
(Iqama) Renewal Policy
Owner/ Department: Human Resources



	Brief
	SMSA Express always adheres to the government rules & regulations, therefore we make sure that our employee’s Residence permits (Iqama) are renewed on time in order to avoid any penalties and provide peace of mind to our employees.

	Purpose
	To provide guidelines and clarity on the Residence permit renewal of employees. 

	Persons Affected
	Covers all Non Saudi Employees 

	Guidelines

	 
It is the responsibility of the Company to renew the residence permit of all Non Saudi Employees and eligible dependents as per employment the contract and Saudi Labor Law.

The company is also responsible to pay all related expenses like medical test fees, photograph charges (not exceeding SR 20 per employee and SR 50 for family) of all employees and eligible dependents as per employment contract.

HR will issue notification of Residence permit’s that are going to be expiry in upcoming six months and employees need to submit Residence permit within 15 days upon received of such notification failing which all the related penalties will be charged to employee. 

The hijri calendar will always be taken in account to calculate employee’s age, renewal & expiry of the residence permit.

Employee Responsibility:

· Must make sure that all traffic violation penalties must be cleared from government system before submission of residence permit for renewal.

· Those employees who are the sponsor of male child whose age is 18 and above must provide a proof that his male child is still a student within KSA or abroad in order to renew such residence permits.

Single Status contract (Grade 1 to 4):

All full time employees in grade 1 to 4 are eligible for renewal of their Residence permit at company expenses.

If any employee has family under his sponsorship then in such cases all related expenses will be shouldered by the employee.
Family Status contract (Grade 5 and above):

The company will renew the residence permit of employees in grade 5 and above as follows:

Residence permit renewal for employee.

Residence  permit renewal for one Spouse.

Residence permit renewal for two children’s less than 18 years of age.

If any employee has additional spouse & children’s of age 18 and above then their residence permit renewal expenses will be shouldered by the employee.



	General


	Any exceptions to the policy must be approved by the Managing Director or CEO.
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