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	Remote Work Policy
Owner/ Department: Human Resources



	Brief 
	SMSA allows remote working in certain circumstances for effective and efficient working. The policy outlines the circumstances under which SMSA will allow employees to work remotely.

	Purpose 
	To ensure remote working is beneficial to both employees and SMSA

	Person Affected
	Employees whose primary duties allows them to work remotely

	Detailed Guidelines

	Remote working is a permanent or temporary agreement between employees and SMSA where HR will qualify the eligible employees based on the following circumstances :
1. During a major disaster or pandemic.

2. Where the function of the position has little or no impact on the business if the work was carried out remotely.

Remote working has been categorized as LOCAL remote work and OFFSHORE remote work.

LOCAL Remote Work: is defined as working from a defined remote location within the Kingdom of Saudi Arabia at a non SMSA premises. The employee will be classified as a full time employee as per local labor laws.
OFFSHORE Remote Work: is defined as working from a defined remote location outside of the Kingdom of Saudi Arabia. The employee will be classed as a part time employee and the working hours will be based on prior agreement between the employee’s department head and HR.
Department Managers Responsibility:

1. Ensure remote work agreements/authorizations are in place between the employee and HR

2. Ensure attendance is maintained and recorded 

3. Ensure employee is aware of the policies.
4. Ensure that all work schedules carried out is recorded and available for audit purposes including the record of hours for each task (Use Remote Work Schedule). 
5. Necessary equipment, hardware and software for the job will be provided to the employee. 
6. Set short term and long term goals and monitor performance based on set KPI’s/SLA’s.
7. Is responsible for any losses to SMSA.

8. Is responsible for reporting any breaches to HR and QRM for investigation.

HR Responsibility :

1. Provide approval for remote working
2. Evaluate the effectiveness of the policy

3. Apply the compensation guidelines as stated below and in compliance to local labor laws. 

Employee Responsibility:

To ensure that performance will not be affected in remote working arrangements all employees must ensure the following :

1. Ensure completion and submission of Remote work schedule on weekly basis to the department head. Improper/misinformation provided will be subject to deductions/disciplinary action as per company policy.
2. Ensure equipment provided is to be used strictly for company-related projects/tasks. All items provided by the company approved for off-site use must be returned to the office upon request.
3. Necessary equipment is available and software installed
4. Remote working location must be free from noise and distraction.

5. Have internet connection that is adequate for the job.

6. Dedicate their full attention in their duties during working hours

7. Adhere to work and attendance schedule as agreed with their managers
8. Ensure schedule overlaps with those in their teams as long as it is necessary to complete the duties

9. Should ensure all updated contact numbers and their primary working address is given and documented in the remote working agreement.

10. Abide by all company policies including confidentiality, data protection, attendance, code of conduct,  ethics and honesty policies
General: 
1. SMSA has the right to revert the employee back to normal working at anytime.

2. Relatives and friends must not be hired to carry out the assigned work/tasks.

3. Investigation for all breaches will be done as per company policies.

4. SMSA will be responsible for any expenses/payments if the employee is assigned to work related tasks outside his country – excluding per diem.

5. SMSA will not be responsible for any associated cost to the employee working remotely i.e. heating, lighting, electricity, internet, stationery etc or related cost to any documentation i.e. passport, ID or any other documents needed. 

6. In the event that the employee agreement is terminated or there is a dispute between SMSA and the employee then  SMSA will take all necessary steps to safeguard its interest by:

· Preventing/removing access to any relevant systems
· Assigning any further task

· Make any deductions as necessary and in line with stipulated labor laws

· Take any disciplinary action as necessary including termination of any agreement/contract in place.
· Investigations conducted as appropriate and when required.

	Compensation Guidelines
	All eligible employees’ salary will be paid according to the number of hours worked calculated as per the Remote Work Schedule form and submitted by his/her department manager. The overall compensation will be calculated based on the below mentioned compensation guidelines table:

Compensation Guidelines Table
Compensation Elements
Locally
Offshore
Amount
Basic

Yes

Yes

If yes, equal to number of working hours
Housing

Yes

No

If yes, equal to number of working hours

Transportation

No

No

NIL

Driver Allowance

No

No

NIL
Business Trip

Yes

No

If yes, equal to number of working hours

Fuel Allowance

No

No

NIL

Mobile Allowance

Yes

Yes

If yes, equal to number of working hours

Assignment Allowance

No

No

NIL

Other Allowances

Yes

No

If yes, equal to number of working hours

Incentive

Yes

No
If yes, equal to number of working hours

Bonus

Yes

No

If yes, equal to number of working hours

End of service benefits

Yes

No

If yes, equal to number of working hours

Leave days

Yes

No

If yes, equal to number of working hours

Medical Insurance

Yes

No

NIL

Vacation Ticket

Yes

No

If yes, equal to number of working hours



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