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SMSA Personnel Transition Policy
Owner/ Department: HRD 



	Purpose
	The purpose of this policy is to make sure that changes involving employees, roles, reporting lines and authority are controlled and clearly communicated. When a person leaves, moves, is absent, is promoted or takes temporary responsibility, SMSA must know who owns the work, who employees report to, what authority applies and when the change takes effect.
The policy prevents unclear areas, assumed roles, unofficial titles and informal employee movements. It also protects business continuity so that a transition does not leave important work without an owner or place an unreasonable workload on the remaining team.
This policy is intended to be practical and proportionate. It works together with the current approved SMSA Delegation of Authority (DOA), approved organization structure, Job Description Policy, HR transfer and on/offboarding processes, Risk Management Policy, Incident and Investigation Procedure, Access Control and Asset Management requirements, and the mandatory labour and employment law of the country where the employee is employed.

	Scope
	This policy applies across SMSA countries, legal entities, regions, departments and locations where a people or role change affects responsibilities, reporting lines, authority, access, handover or business continuity.
It covers planned and unplanned changes, including:
· resignation, termination, suspension, retirement, end of contract or other approved separation;
· promotion, transfer, reassignment, change of reporting line or movement to another department or location;
· acting, interim or temporary assignment, and planned or unplanned absence requiring temporary cover;
· organization restructuring, merger, split, closure or movement of responsibilities; and
· management, supervisory, project or other key roles where the change may affect people, customers, finance, contracts, systems, regulation, safety, security, risk or operations.
Normal career discussions, recruitment and internal applications remain governed by the approved HR process. This policy adds transition and continuity controls where an employee movement is connected with a Personnel Transition or could significantly affect the releasing or receiving function.
For outsourced employees, this policy applies only to SMSA controlled handover, access, assets, work allocation and continuity. The labour provider remains responsible for its employment obligations. Board and Board Committee matters are covered only for transition, handover, records, access and communication; appointment, removal and statutory authority remain governed by the applicable corporate governance documents.

	Responsibilities
	HRD: owns this policy and the employee transition process. HRD confirms that the role, title, reporting line and effective date have the required approvals; updates HR records; maintains transition records; and monitors employee movements and capacity risks linked to Key Transitions.
Relevant C Suite / Department / Regional Head / Direct Manager: owns business continuity for the affected area. Management assigns temporary operational cover where needed, makes sure required handovers are completed, identifies the owner of work after the change and ensures that employee movements do not leave the function without sufficient capability or reasonable capacity.
Outgoing Role Holder: provides an accurate handover, identifies open matters and protects company records and information up to the approved effective date.
Incoming / Acting / Interim Role Holder: reviews and accepts the handover, performs the duties formally assigned and uses only the authority formally held under the current DOA or a separately approved written delegation.
Information Technology Department (ITD): updates or removes system and technology access, reviews sensitive access and manages IT assets and technical access evidence following the approved change.
Finance: updates financial approval, payment, signatory and cost centre controls where required and confirms open financial responsibilities in Key Transitions.
Corporate Governance / Board Secretariat and Legal: supports matters involving corporate approvals, contracts, employment law, regulatory requirements, signatory authority, powers of attorney, disputes or other legal exposure, as relevant.
Quality & Risk Management (QRM): provides second line support for significant transition risks and reportable incidents. QRM does not own the HR transition process.
Internal Audit: may independently review transition controls and evidence. Internal Audit does not manage or approve the transition.

	Definitions
	Leadership / Personnel Transition: a controlled change in role, reporting line, responsibility or authority, including departure, transfer, promotion, temporary cover, absence or restructuring.
Effective Date: the approved date from which the new role, reporting line, responsibility or authority takes effect.
Acting / Interim Assignment: a temporary written assignment to perform defined duties of another role for an approved period. The assignment must be reviewed if it continues beyond 30 days and does not automatically give the employee the permanent title, grade, pay or authority of that role.
Handover: the documented transfer of duties, decisions, information, records, open actions, risks, people matters, customer matters, assets and access needed for continuity.
Key Transition: a change that may significantly affect customers, operations, people, finance, contracts, regulators, safety, security, systems, information, risk or business continuity.
Unclear Area / Assumed Role / Authority Gap / Unassigned Responsibility: a situation where a role, title, reporting line, task, decision, project, employee, risk, customer obligation or approval is being used or expected in practice but is not clearly supported by the approved organization structure, HR records, written assignment or current DOA, as applicable.
Delegation of Authority (DOA): SMSA's current approved document that defines formal approval, signing and commitment authority. Authority does not automatically move because a role is vacant or because an employee is acting in that role.
Employee Movement: a transfer, reassignment, change of reporting line, temporary allocation or substantial change in work allocation that moves an employee from one manager, function, department or role to another.
Team Capacity Risk: a situation where departures, transfers, vacancies or temporary allocations leave a function without enough people, competence, experience or reasonable capacity to perform its critical responsibilities.

	Guidelines
	1. Core Policy Rules
· Every transition must have an approved effective date, a clear reporting line and a named owner for the responsibilities affected by the change.
· Role, title, reporting line and employee movement changes must follow the approved HR and management process. A verbal instruction, email, WhatsApp message, meeting discussion or informal understanding does not by itself create an approved change.
· Only roles and titles that are formally approved and reflected in SMSA records may be used. Performing some duties of another role does not create that role or title.
· Formal approval, signing, spending and commitment authority is governed by the current DOA. A vacancy, acting assignment or temporary work allocation does not automatically transfer authority.
· Employees remain in their approved role, department and reporting line until an approved change becomes effective.
· The level of control must match the risk of the transition. Key Transitions require enhanced handover, continuity and follow up controls.
2. Notification and Start of Transition
· HR must be informed as soon as a planned or approved transition is known and normally no later than one working day after the change is approved or formally received. For an emergency or sudden absence, the direct manager must inform HR as soon as practicable.
· For a sensitive or involuntary separation, HR and Legal control the timing, confidentiality and communication route. This policy does not require early disclosure of a confidential employment decision.
· The transition record must identify the affected employee and role, reason for the change, planned effective date, reporting line, temporary cover where needed, handover and access requirements, and any immediate customer, employee, financial, legal, regulatory, safety, system or continuity issue.
· For a Key Transition, HR and management must also identify the main continuity risks, including critical work, current staffing and vacancies, known employee movements, key person dependencies, workload and any immediate replacement or temporary support need.
3. Approval and Effective Date
· Role, title, reporting line and organization structure changes must follow the approved SMSA HR and management approval process. Any formal authority affected by the change remains governed by the current DOA.
· A transfer or reassignment must have the required releasing manager, receiving manager and HR confirmation, together with the approved ERF, workflow or other current HR process where required.
· An employee's wish to move and a receiving manager's willingness to accept the employee do not constitute approval. The employee must continue in the current approved role until the effective date.
· HR records, organization structure, job description and related systems must be updated from the approved effective date.
· Where Board, Board Committee or other corporate governance approval is required, the applicable governance route must be followed.
4. Acting, Interim and Temporary Cover
Where temporary cover is needed, the relevant management owner and HR must document the assignment before the person starts where practicable. The written assignment must state the employee, reason, start date, end or review date, reporting line, main duties and whether any formal authority is granted.
· An acting or interim assignment must be reviewed and re approved if it continues beyond 30 days.
· The assignment does not automatically change the employee's grade, salary, permanent job title, manpower position or DOA authority.
· Formal financial, HR, procurement, banking, contract, regulatory or other approval/signatory authority may be used only where the employee already holds that authority under the current DOA or receives a valid written delegation through the approved route.
· Any temporary allowance, acting title, communication wording or additional system access must be separately approved under the applicable HR and SMSA requirements.
5. Handover Requirements
A documented handover is mandatory for management, supervisory and Key Transitions. HR and the direct manager may require a handover for other roles where continuity, access, customer, regulatory, safety or financial risk makes it necessary.
The handover should be proportionate to the role and should cover, as relevant:
· current responsibilities, objectives, open decisions, approvals, deadlines and recurring work;
· key employee, customer, vendor, contract, project and financial matters;
· open risks, regulatory matters, audits, CAPAs, incidents, investigations and legal matters;
· systems, files, records, shared folders, devices, keys, badges, assets and access that must be transferred, changed or removed; and
· known problems, delays, staffing gaps, key person dependencies and work that may need replacement, temporary support or reprioritization.
· The incoming or acting role holder must review the handover promptly and raise important gaps.
· If the outgoing employee is unavailable, has already left or cannot complete the handover, the direct manager and HR must reconstruct it from available records, systems and responsible functions. Business continuity must not depend on the outgoing employee signing a document.
· A handover is not complete simply because work has been allocated to someone else. For a Key Transition, management and HR must also consider whether the person receiving the work has the competence, authority, resources and reasonable capacity to perform it.
6. Accountability and Ownership
· The outgoing role holder remains accountable for decisions, actions, records and required disclosure relating to the period up to the approved effective date.
· The incoming or acting role holder becomes accountable for assigned responsibilities from the approved effective date and only within the authority formally granted.
· A handover does not remove accountability for earlier decisions, conduct, approvals, omissions or records.
· Open actions must show the current owner, status and target date. A responsibility must not disappear from tracking because the previous owner moved or left.
7. Job Titles, Reporting Lines and Official Communication
· Only HR confirmed roles, titles and reporting lines may be used in HR records, organization charts, email signatures, business cards, directories, system profiles and official communication.
· An acting or interim title may be used only after HR has confirmed the temporary assignment and approved wording in writing. A proposed or pending appointment must not be presented as final.
· An email signature, announcement, meeting attendance or system profile does not create a role or authority.
· Documents or transactions requiring formal approval or signature must be handled by an employee who holds the required authority under the current DOA or a valid written delegation.
· HR, ITD, Finance, Corporate Governance / Board Secretariat and Corporate Communications must update formal records or communication where relevant.
8. Employee Movement, Team Stability and Workload
Employees may discuss career opportunities and apply for roles through the approved process. Until a movement is formally approved and effective, the employee remains responsible for the current role and reporting line.
· An employee must not self allocate, start reporting to another manager, substantially redirect their work or operate mainly as part of another function before the approved effective date.
· A manager must not privately arrange or accept an informal move, direct an employee to reduce current responsibilities, or promise a transfer, appointment, promotion, title, grade, salary or reporting line before the required approval.
· A manager moving to another role or function must not assume that employees who previously reported to them will move with them.
· Managers must not pressure an employee to move, stay, withdraw an application or accept or reject another role. An employee must not be disadvantaged merely for expressing legitimate interest in an approved internal opportunity.
· Before an employee movement connected with a Key Transition is approved, HR and the releasing and receiving management must consider the critical work that will remain, staffing and competence, current workload, key person dependencies, other recent or proposed employee movements and the availability of replacement or temporary support.
· Where several employees are leaving, serving notice, transferring or being temporarily allocated from the same function, the combined effect must be considered rather than treating each movement separately.
· If a proposed movement creates a Team Capacity Risk, management must agree appropriate continuity action before or together with the movement. This may include replacement recruitment, temporary support, phased or delayed transfer, redistribution of responsibilities or reprioritization of work.
· Where a movement affects a control, assurance or oversight function such as QRM, Internal Audit, Legal, Finance, safety or security, management must also consider competence, independence and segregation of duties. If the normal approval route is affected, the matter must be escalated through the next appropriate approved route.
· Employees and managers must continue to protect confidential information during any proposed movement. Restricted information may be shared with a prospective manager or receiving function only where that person is separately authorized and has a legitimate business need.
9. System Access, Physical Access and Assets
· Every role change must trigger an access and asset review appropriate to the change.
· Access from the previous role must be removed or changed when it is no longer required. New access must be approved based on business need and the approved role.
· Privileged, administrator, banking, finance, HR, procurement, customer, vendor, cloud, VPN, remote and other sensitive access must receive specific review by ITD where relevant.
· Keys, badges, tokens, devices, laptops, phones, documents, records and other SMSA assets must be returned, transferred or recorded as required.
· Where shared, administrator or service account credentials may be known by a transferred or departing employee, ITD must assess whether passwords, keys, tokens or other credentials must be changed. Evidence of significant access and asset changes must be retained.
10. Unclear Areas, Assumed Roles and Urgent Direction
An unclear area exists when people are working on an assumption instead of an approved role, reporting line, responsibility or authority. Anyone who identifies an unclear area or authority gap must raise it promptly to the relevant manager and HR.
· HR must confirm the correct position by checking the approved organization structure, HR record, job description, written assignment and current DOA, as relevant.
· When a person with management, supervisory or decision making responsibility leaves, is terminated, transfers, is suspended or becomes unexpectedly unavailable, the management owner and HR must promptly tell affected employees in writing: who they report to, who owns day to day work and business continuity, and which existing employee holds any required formal approval or signatory authority. The confidential reason for a separation does not need to be disclosed.
· An unclear reporting line or authority after a departure or sudden absence is an urgent gap and must be resolved as soon as the change takes effect. Other non urgent unclear areas should normally be resolved within five working days.
· If the position cannot be resolved, HR must escalate it to CEO/MD level and involve Legal where authority or legal exposure is unclear. Any significant risk must be escalated through the Risk Management Policy and to QRM where required.
· The matter remains open in the transition record until the official role or owner, reporting line, required authority and effective date are clear.
11. Country Labour Law, Employee Rights and Incidents
· This policy must be applied together with the mandatory labour and employment law of the country where the employee is employed, the employment contract and other mandatory local requirements. If there is a conflict, mandatory local law prevails.
· Resignation, termination, notice, transfer, change of employment terms, final settlement, end of service benefits, immigration or visa matters and disciplinary action must follow applicable law and the approved HR process. In Saudi Arabia, the Saudi Labor Law applies; in other countries, the applicable local law applies.
· Failure to complete a handover may be addressed through the applicable HR process but must not be used to unlawfully delay wages, final settlement or other employee rights.
· Any suspected fraud, misconduct, financial discrepancy, unauthorized access, data loss, regulatory, safety, security or other reportable incident identified during a transition must be handled under the SMSA Incident Reporting and Investigation requirements. Evidence must be protected, and a transition does not close an incident or investigation.
12. Transition Register and Post Transition Review
· HR must maintain a Transition Register for Key Transitions and other transitions that require formal control. At minimum, it should record the affected role and function, type of change, trigger and effective dates, incoming or acting holder, approval reference, handover and access status, any unresolved unclear area or authority issue, responsible owner and closure date.
· For C Suite, Heads of Department/Region, critical roles and other Key Transitions, HR and the management owner must complete a short post transition review normally within 30 days after the effective date.
· The review must confirm that the official role, title, reporting line, authority, access, handover, open actions and ownership of key risks are clear and match approved records. It must also confirm that the affected function has reasonable capability and capacity to perform its critical responsibilities.
· A Key Transition must remain open where a significant continuity or capacity problem remains, until appropriate management action, resources, prioritization or other continuity controls are in place.
13. Non Compliance and Exceptions
Examples of non compliance include bypassing required approval or effective date controls, using an unapproved title or authority, failing to complete a required handover or access change, allowing an informal employee movement, ignoring a significant team capacity or continuity risk, or failing to report a reportable incident identified during the transition.
Non compliance may result in HR review, corrective action, disciplinary action, Legal review, QRM review or management escalation, depending on the facts and applicable SMSA requirements. Any disciplinary action must follow local law and due process.
Any exception must be justified, documented, time bound where relevant and approved through the management level properly authorized under the current DOA or other applicable governance requirement. An exception must not be used to bypass mandatory law, employee rights, Board or company governance authority, safety, security, investigation or evidence preservation requirements.
Where an employee movement proceeds despite an identified Team Capacity Risk, the exception or approval record must state the reason for proceeding, the remaining risk, temporary controls or recovery action, responsible owner and review date.
14. Records and Confidentiality
· HR and the relevant record owner must retain transition records in line with SMSA record retention requirements and any longer legal, regulatory, contractual, audit, investigation or litigation hold requirement.
· Records should include, where relevant, the approved role change or transfer, acting/interim assignment, handover and open actions, authority/delegation approval, access and asset evidence, continuity or capacity assessment, risk/incident/escalation record, and Transition Register/post transition review.
· Employee, succession, performance, investigation and employee relations information must be treated as confidential and shared only with authorized persons who need it for their work.
15. Related SMSA Policies and Documents
· current approved SMSA Delegation of Authority (DOA), approved organization structure and manpower records;
· SMSA Job Description Policy and approved HR transfer, reassignment, recruitment, succession and employee movement processes;
· HR Recruitment & Resignation Policy and applicable performance management and disciplinary requirements;
· SMSA Risk Management Policy and Incident and Investigation Procedure;
· Access Control Policy and Asset Management Policy; and
· applicable corporate governance, Board/committee, legal, regulatory and country employment requirements.
16. Policy Review and Approval
HRD must review this policy at least annually and earlier when major organizational, DOA, HR or legal/regulatory changes, transition failures, incidents, investigations or audit findings show a need. Amendments must follow SMSA governance and DOA requirements.
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