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	Relocation Assistance Policy-Existing Staff
Owner/ Department: Human Resources



	Brief
	It is the Policy of the Company to control the employees transfer within the same department and to anther department and provide assistance for the employees who are eligible as per the business needs.  
This may at times result in an employee moving from one geographical location to another. The company in such cases will facilitate the move and ensure that the employees maintain continuity within the Company.


	Purpose
	To ensure the payroll accuracy data of all departments employees and provide guidelines of relocation benefit for every employees who is transferred from one geographical location to another once in a year and as per business need.


	Person Affected
	All employees.


	Responsibilities
	Direct Manager, Human Resources and Admin.


	Guidelines
	Transfer:                   

The transfer/movement must be approved as per Level of Authority (LOA) and should comply with Saudi Labor Law.

 Allowances will be provided upon approval of the PAF prior to the actual movement and circulated to HR/Payroll for updating the payroll data and facilitate with the required relocation benefits as per this policy.

Any employee transfer must not effect the business under any circumstances 

Intra Department Transfer:
Any employee transfer should not cause the department with additional cost and subject to the availability of vacant position. Such Transfer must be only approved by Department Head & HR.

Between Departments Transfer:
Such Transfer must not affect the current department resources and functions.

Allowance:               

Allowances will be provided to the employee who will be transferred /relocated as per the business requirement and needs.

No Allowance will be given if the transfer within the same city.

If the company transfers/relocates the employee the following conditions will be applied:

· The employee will be reimbursed with the actual expenses incurred for traveling to the new location as per the employment contract. The company will select the safest/ available way of transporting to the new location. 

· One day leave of absence with pay will be granted to the employee to allow him to search for accommodation and the company will cover the travel expenses to and from the new location for this purpose.  

· SMSA Express Trans. Co. will cover the cost of actual shipment of basic household/personal effects. (HRD/Admin will approve the lowest cost out of 3 quotations).  

· A temporary one night stay at a hotel or selected furnished accommodation (food not included) for the employee and family (if entitled with family status) at the new location will be paid by the company.  

· The existing or remaining period of house rental will be written-off and shoulder by the company as per the LOA with provided that an original contract under the employee’s name is submitted  

· Staff transferred/re-located out of the region will be entitled for 6 months housing advance as per the Housing Allowance Advance Policy     

· If the transfer was requested by the employee, the company will not provide a settling-in allowance or bear any cost of relocation or transfer.

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