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	Employment of Women Policy
Owner/ Department: Human Resources



	Brief
	It is the policy of SMSA Express Trans. Co. to employ women in the workplace wherever the company feels that they will add value to the organization and according to the terms published in the Saudi Labor Law. 

	Purpose
	To provide a clear policy & guidelines to employees women in the workplace.

	Person Affected
	All female employees and departments in all operating cities and branches kingdom-wide. Wherever applicable.

	Responsibilities
	Female Employee:
 Providing the related documents for recruitment, sponsor approval, maternity leave etc. Adherence to the rules and regulations governing women in the workplace according to Saudi Labor law.

Direct Manager: responsible for adherence to the rules and regulations regarding the employment of women, according to Saudi Labor law.

HR: responsible for ensuring that documentation meets the requirements as per the Saudi Labor Law

	Guidelines
	Where necessary, an original letter/authorization from the sponsor of a prospective female employee may be required at the interview stage and then kept on record in the employees file once employment has been approved.

· Women will be employed in all fields that are considered compatible with their nature. It is prohibited to employ female in hazardous or harmful environments. (Refer to article 149 Saudi Labor Law)

· Women are not permitted to work after 7 pm (Unless approved by the Minister of Labor). (Refer to article 150 Saudi Labor Law) 

· Provision must be made for separate female bathrooms/restrooms in any SMSA Express Trans. Co. facility, where women are employed.

· Provision must be made for separate female work areas and entrances in the workplace.

Maternity Leave:

A female employee is entitled to maternity leave covering the four weeks immediately preceding the expected date of delivery, and the subsequent six weeks. 
The probable date of delivery must be determined by an approved physician or by a medical certificate approved by the SMSA Medical Insurance provider. It is prohibited to employ a woman during the six weeks immediately following her delivery. . (Refer to article 151 Saudi Labor Law)
A new hire female employee who has recently delivered a new baby is not allowed to report for duty until after the six week period has passed.

During her absence on maternity leave, the female employee is entitled to half pay, if she has a service period of one year till three years and to full pay if she has a service period of three years or more, as of the date of commencement of such leave. 
A female employee will not be paid any wages during her regular annual leave if she has taken her off as maternity leave with full pay in the same year. She will be paid half her wages for the annual leave, if she has taken maternity leave in the same year at half wages. (Refer to article 152 Saudi Labor Law)

SMSA Express Trans. Co. Ltd. will provide medical care for the female employee during pregnancy and delivery. (Refer to article 153 Saudi Labor Law)

When a female employee returns to work following her maternity leave she is entitled, over and above the normal rest periods granted to all other employees, to an additional rest period(s) whose total will not exceed one hour per day, to nurse her newborn child. Such period(s) are calculated as part of the actual working hours and do not entail any reduction in wages. (Refer to article 154 Saudi Labor Law). 

Neither SMSA Express Trans. Co. nor any employee representing the company is permitted to terminate, or threaten any female employee with termination or warning letter while she is on maternity leave. (Refer to article 155 Saudi Labor Law)

Neither SMSA Express Trans. Co., nor any employee representing the company, is permitted to terminate a female employee during her illness secondary to pregnancy or delivery. Should any female employee be suffering from such an illness, it must be substantiated by an approved medical certificate, and on the provision that the period absence does not exceed one hundred and eighty days. A female employee may not be terminated during the one hundred and eighty days preceding the expected date of delivery in the absence of a legitimate cause of those provided for in the Saudi Labor Law. (Refer to article 156 Saudi Labor Law)

A female employee will forfeit her entitlements under the provisions of this Section if it is established that she has worked for another employer during her authorized leave. In such event, SMSA Express Trans. Co. (the original employer) may deprive her of pay for the duration of the leave or else recover any payments made to her. (Refer to article 157 Saudi Labor Law)

General:

In all places and in all occupations where women are employed, SMSA Express Trans. Co. will provide applicable seating to assure their comfort. (Refer to article 158 Saudi Labor Law)

If SMSA Express Trans. Co. employs fifty female employees or more in a single city, the company will provide them with a suitable place with adequate number of nannies to look after the children under the age of six years, if the number of children reaches ten and above. (Refer to article 159 Saudi Labor Law)

A female employee whose husband passes away will be entitled to a fully paid leave for a minimum period of 15 days as of the date of death.

Other than this Policy, all other Policies and Procedures that are applicable to male employees apply.

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