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	Part Time Employment Policy 

Owner/ Department: Human Resources



	Brief
	Part-time staff is defined as a person who works 36, 30, 25 & 20 hours per week and 5 hours per day (SAT to WED only) The employee fills an ongoing, budgeted position approved by requested Department Head & Director Human Resources.

	Purpose
	To provide the company with more flexible employees schedules with lower cost.



	Persons Affected
	Age: 19 to 35 year old only

National: Saudi National ONLY 

Education level: candidate who are regular student in secondary School and above  

	Guidelines
	CONTRACT PERIOD

The contract period is for six months and it will renew on mutual agreement.

SALARY 

The salary is based on the full-time position that corresponds to the part-time position being filled. The part-time position is then assigned the grade level of the full-time position and the staff member is paid the hourly rate of the comparable full-time position. 

BENEFITS 

Health Care: Basic 

Vacation: Part-time employees are eligible as per the Saudi Labor Law

Holidays: Part-time employees are eligible for time off with for all holidays as per the Saudi Labor Law

Zero-Hours Contracts: Part-time staff may agree to be available for work as and when required without specifying the number of hours or times of work.

Part-time staff on a permanent contract may avail paid/unpaid leave during the school exams.

Time off in lieu: Part-time employees take time off to compensate for extra hours worked and no overtime.

GENERAL
With prior approval from Director Human Resources, a part-time employee may be changing his working hours from contract to another and the request must include:

The reason for the need for increased hours.

The specific dates the employee will work per week.

Part-time employees are allow for a lunch break for 30min. a day 

With the approval of Direct Manager part-time staff can cover their total number of hours in fewer working days

Part-time employees may receive pay increases no more frequently than once every two year, and at a percentage rate no higher than increases given to the, full-time employees. Exceptions to the frequency and amount of increase will be considered for such reasons as merit or change in the level of responsibilities.

Part-time employees can replaces another in the same job within a 24 hour period.

RESPONSIBILITY
Direct Manager is required to adhere to this policy. 


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