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



	Brief
	It is the policy of the company to provide financial assistance to its employees recruited from abroad to help the settling in process, when relocating from their home countries to their assigned location.
The relocation allowance should be arranged prior to their arrival.


	Purpose
	SMSA core value is that our people are the key to our success. This policy will help to defray the costs of furnishing, freight, visas and insurance of the new employee.


	Person Affected
	Covers all employees who were recruited from overseas.


	Responsibilities
	New Employee: the advance assistance / payment must be refunded within three months to the company.

Human Resources: It is the responsibility of Human Resources Department (HRD) to advise Finance to pay the allowance to the HR (Petty Cash) prior to one week of the employee arrival.


	Guidelines
	The Relocation Allowance:

Employee on Grade 1 to 4 will be paid SR 500, Grade 5 and above will be paid SR 1000 as Relocation Assistance which is subjected to be refunded within first three months of Employee service period.

If the employee leaves the company for any reason within his first three months , the balance of the outstanding amount should be considered as a loan, which shall be payable to the company immediately with final settlement.


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