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	Absence Management Policy
Owner/Department: Human Resources



	Brief
	It is the policy of the company to grant employees leave in accordance to employee contract / entitlement in compliance with Saudi Labour Law. Such leaves are intended to give the Employee an opportunity for mental and physical relaxation. 

	Purpose
	To provide employees rights in accordance with company policy and Saudi Labour Law.

	Persons Affected
	All Full time employees

	Guidelines
	Annual Leave Entitlement:
Annual Leave entitlement will be as per the standard rules of Saudi Labour Law, unless predefined as per employee contract. 

Employees are entitled each year of 21 working days (excluding Friday) paid leave, which is increased to 30 days if the employee spends five consecutive years in the company. (Refer to article 109 Saudi Labour Law) 

All employees are expected to have worked for at least 12 months to be eligible for an annual paid leave. 
All employees leave balance should not be more than sixty (60) days and if it exceeds then it will be forfeited every two (2) years.

Annual Leave entitlement for the part year service will be calculated on a pro rata basis. 

If employee leaves the company before availing his accrued leave days, then employee has the right to receive his pay for the accrued days (Refer to article 111 Saudi Labour Law). 

For employees in Grade 7 and above maximum allowed vacation period at any given time is forty (40) days, this may include paid and unpaid.
General:

Employees are not allowed to schedule their vacations to coincide with any business trips. All employees will be required to return to their base country prior to the commencement of their vacation.

The Direct Manager is responsible to formally investigate an employee who was absent from work without approval (i.e. unauthorized days off, late return from vacation/ sick leave/Hajj etc.) and follow the disciplinary Policy and Procedure if required.

It is the responsibility of the Direct Manager to inform payroll in writing if an employee is absent for three (3) days or more, to hold the employee’s salary until further notice.  On return of the employee the Direct Manager will formally investigate and follow the disciplinary Policy and Procedure if required.

It is the employee’s responsibility to inform his direct Manager about his potential/actual absence from work within a reasonable time, not less than two (2) hours from his scheduled reporting time. Failure to adhere to this Policy may lead to disciplinary action. 

If an employee returns to work after an unauthorized absence and there is a valid reason, the employee must provide his direct Manager with original supporting documents and evidence, as per the company Policy. Failure to adhere to this Policy may lead to disciplinary action.
Vacation Leave:

The purpose of vacation leave is to provide eligible employees the opportunity to take paid time off from their job responsibilities in order to maintain a high standard of mental, emotional and physical conditioning. 

· Vacation leave should be well planned with the department manager and should be applied 20 days before the leave start date.
· Vacation leave should be at least 12 days and above.

· Vacation leave days will be deducted from employee accrual balance.

· While employee enjoying his/her vacation leave, employee salary will be run and earned as normal except the operational allowances which will be deducted from employee salary based on the number of the taken leave days.
Extended Vacation Leave:

This leave type is made for those employees who wish to enjoy their vacation leave with more days than what they have in their leave balances and it is subject to business needs and department manager approval. Same rules and condition for the vacation leave is applied for Extended Vacation leave in addition to:
· The extended days which the employee taken along with his/her vacation leave will be deducted from employee salary on full basis and will be considered leave without pay.
Short /Emergency Leave : un-scheduled Leave:

All Short/emergency/un-scheduled leave requests must be provided with a valid reason (proof) and should be approved by the Department Manager as per LOA.

· Short/Emergency leave should be less than 10 days.

· Short/Emergency leave days will be deducted from employee accrual balance.

· While employee in his/her Short/Emergency leave, employee salary will be run and earned as normal except the operational allowances which will be deducted from employee salary based on the number of the taken leave days.

Unpaid leave:

The employee is eligible for unpaid leave only when he utilized his Annual leave balance and may obtain, subject to Company approval, leave without pay for the duration to be agreed upon between the two parties. The employment contract shall be deemed suspended for the duration of the leave in excess of 20 days. (Refer to article 116 Saudi Labour Law). Employee during his/her unpaid leave will get no pay for the number of the unpaid leaves days he applied for.
Sick Leave:

Sick leave certificate must be approved by one of the medical service provider of the company as per employee grade eligibility. 
An employee whose sickness has been substantiated will be eligible during a single year, for a paid sick leave for the first 30 days, at three quarters the wage for the next sixty days and without pay for the following thirty days, whether such leave is continuous or intermittent. A single year means the year which begins from the date of the first sick leave. (Refer to article 117 Saudi Labour Law)
University Attendance/Exam Leave:

Employee who is enrolled in an educational institution like university has the right to a fully paid leave to attend and take the examinations of an unrepeated year. The duration of such leave will commensurate with the actual number of the attendance/examination days. If the attendance/examinations are for a repeat year, the employee is entitled to utilize his accrued leave. 

Company will require the employee to submit documents in support of the leave application as well as evidence of having taken the attendance/examination. The employee must apply for the leave at least 15 days before the attendance/examination date. Without prejudice to the disciplinary action, an employee will be denied pay if it is concluded that he had not taken the attendance/ examination. (Refer to article 115 Saudi Labour Law)
Hajj Leave:

Muslim employees are entitled to a paid leave of not less than 10 days and not more than 15 days, inclusive of 'Id al-Adha holidays, to perform the Hajj only once during his period of service, if he has not performed it before. 

Eligibility for this leave is contingent upon the condition that the employee must have spent at least two (2) consecutive years of service with the Company. The Company reserves the right to limit the number of employees who are granted this leave. (Refer to article 114 Saudi Labour Law)

Apart from the above conditions an employee can perform Hajj and he will be entitled to 'Id al-Adha holidays only. He can take the additional days from his accrued annual leave balance if any.
Public Holidays Leave:

Each employee is entitled for one (1) working day as off with full pay on the recognized KSA Public Holidays. (Refer to article 112 Saudi Labour Law)

Compassionate Leave: 

The employee is entitled to a three (3) days leave with pay in the event of a birth of a child, and five (5) days for marriage, or in the event of the demise of his spouse or one of his ancestors and descendants. Company reserves the right to request corroborative documents in support of the above cases.
Accumulation of Leave:

In general, deferment of accumulated leave is not allowed. However, upon a written request from the employee and provided that work requirements dictate it, vacations may be deferred to the following year subject to the approval as per the LOA. (Refer to article 109 Saudi Labour Law)

Company has the right to postpone, for a period of not more than 90 days, the employee's leave at the end of the year of accrual, if dictated by work requirements. If the work conditions require extension of the postponement, the employee's consent must be obtained in writing. Such a postponement will not, however, exceed the year following the year of leave accrual. (Refer to article 110 Saudi Labour Law)

Compensatory off (Comp. Off):

All full time employees on Supervisory and above levels are eligible for compensatory off once their work continues in an ad hoc projects or holidays. The calculation of comp. off will be equal to actual number of hours worked. 

It is Department Head's responsibility to ensure that only those employees who are not travelling during holidays (Eid breaks, National Day, Etc) are assigned the responsibility of "On Call Duty".
The employee should be in Grade 8 and above. The core departments can have maximum five (5) employees on call i.e. one (1) employee per region. The support departments will be limited to one (1) employee only. 
The "On call Duty "employees will report for work only if a situation demands him to be in office and he will be compensated for the number of days he actually worked in office based on time sheet along with work request. 

Splitting of Vacation:

Employees are allowed to split their vacation entitlement during a calendar year with approval of their line manager, as per the LOA. The time gap between two (2) split vacations should be fifteen (15) days or more.
Absence:

Employee considered absent if he/she reports very late or left his job before duty end hours or didn’t report to their duty without any leave request. The absent employee is subject to disciplinary action according to the rules and condition and salary deduction for the number of absent days.

Return From Leave:

It is the responsibility of employee direct manager to initiate Return from Leave request for his subordinates who report back from their Vacation Leave, Extended Vacation Leave, Short Leave and Unpaid Leave. Inactive assignment and hold salary status will take place in employee payroll who supposed to return from their leaves but still no Return Request initiated and employees will not get their salaries and will not be able to perform any of their transactions via their ERP accounts. 

Forms:

Available under SSHR through ERP system.
Annual Vacation Procedure 
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