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Employee Handbook
Introduction:

Whether you are new to Al Birr Charitable Society in
Umm Al-Doom or are a continuing employee, this
Employee Handbook is written to help you develop a
satisfying career in service to Al Birr Charitable Society
in Umm Al-Doom by outlining the basic elements of the
employment relationship between you and Al Birr
Charitable Society in Umm Al-Doom.

Al Birr Charitable Society in Umm Al-Doom has always
striven to maintain the highest ethical standards in all of
its dealings by encouraging the highest personal
standards of integrity at all levels and a commitment to
truth and fair dealing in all of our activities.

Contract of Employment

As an employee of Al Birr Charitable Society in Umm
Al-Doom you will have received a document setting out
specific terms and conditions of service as they relate to
your post on or before your joining date. This includes
details of:

The names of the employer and the employee;
e The date when the employment begins and

duration;

e Remuneration and the intervals at which it is to
be paid;

e Probationary period;

e Job title;

Where it is not permanent, the period for which
the employment is expected to continue or, if it is
for a fixed term, the date when it is to end.

Further, detailed policies and procedures, which may not
be mentioned as part of this document, but which still
form part of your conditions of employment with us can
be accessed through your line manager. This handbook
also summarizes the main terms of your employment.

Al Birr Charitable Society in Umm Al-Doom reserves the
right to change its terms & conditions and employment
policies from time to time.
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You will be notified at the earliest opportunity of these
changes by way of general notice to all employees
affected by the change. Where a contractual change in
your terms and conditions of employment results in a
change to your written statement of particulars of
employment, we will formally advise you of the change
at the earliest opportunity.

Relocation Policy

Due to operational reasons, it may at times become
necessary to relocate you on permanent or temporary
basis within the Kingdom. Assistance with relocation
expenses will be granted according to Al Birr Charitable
Society in Umm Al-Doom Human Resources Policy.
(Please refer HR policy, section "Relocation of Employee
inside the kingdom™).

Attendance at Work

Al Birr Charitable Society in Umm Al-Doom values good
attendance at work and is committed to improving the
general wellbeing of its employees to achieve this.
Although we aim to secure regular attendance, we do not
expect employees to attend when they are unwell.

Notification of Absence

Your line manager should be notified as early as possible
if absence from work is anticipated for hospitalization
and other medical treatment.

If you are unable to attend work due to sickness or injury,
your line manager must be notified by telephone at least
one hour before your normal start time on the first day of
absence, if possible, indicating a date of return.
Notification should be made by you unless impossible
due to the nature of the illness. During prolonged periods
of absence, your manager should be kept informed of
progress and an expected date of return. Any employee
who has been absent due to sickness and is found not to
have been genuinely ill will be subject to disciplinary
action, which could include dismissal.

If you are absent from work without prior authority or
intimation or fail to resume duties upon completion of
your leave, you will not be paid your salary and other
dues for the unauthorized period. In addition, this absence
will be treated as leave without pay and appropriate
disciplinary action will be taken against you, including
possible dismissal. However, if you offer a valid
explanation acceptable to your head of department, you
may be exonerated from any disciplinary action.

Hours of Work
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You are required to work for five days of the week from
Sunday to Thursday. Friday and Saturday are treated as
weekly holidays on full pay. This however does not apply
to those employees whose services are required during
the weekend and official holidays as well. For example,
some Departments may be called upon to work on a roster
basis on weekends and official holidays.

You will work eight hours per day totaling up to 40 hours
per week. During Ramadan, working hours will be six
hours per day.

The hours of work shall be determined by the
management taking into consideration the operational
and business requirements. These working hours may be
reviewed from time to time.

Al Birr Charitable Society in Umm Al-Doom reserves the
right to vary your hours and pattern of working.

Persistent poor timekeeping means that colleagues are put
under pressure to cover your duties. This is not acceptable
and will therefore be treated as a potential disciplinary
offence under our disciplinary procedures.

Conflict of Interest

You should not, directly or indirectly, engage in, or have
any interest, financial or otherwise, in any other business
enterprise, which interferes or is likely to interfere with
your independent exercise of judgment in Al Birr
Charitable Society in Umm Al-Doom best interests.
Please refer Employee Code of Conduct for more
information. Should you be in doubt as to whether an
activity involves a conflict, you should discuss the
situation with your line manager.

Standards of Performance and Behavior
at Work

1) Professionalism

it is the responsibility of all employees to act
professionally and to represent Al Birr Charitable Society
in Umm Al-Doom in a positive manner both inside and
outside Al Birr Charitable Society in Umm Al-Doom In
addition, Officers are responsible to address any urgent
issue or customer problem even if it is outside the area of
their reasonability, if the appropriate staff are not
available.

2) Appearance
all employees should be smart and tidy in their
appearance to project a professional image. Clothes
should be cleaned, well pressed and well fitting.
Employees will conduct themselves in a professional
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manner in all their dealings with customers, general
public, superiors, peers and subordinates.

Al Birr Charitable Society in Umm Al-Doom staff should
conform to the dress code prescribed by the Department
management.

3) ldentity Card
You will be issued with an Al Birr Charitable Society in
Umm Al-Doom identity card. You are required to wear
the identity card prominently while in Al Birr Charitable
Society in Umm Al-Doom premises or when are engaged
in any official work outside Al Birr Charitable Society in
Umm Al-Doom premises.
Any damage to or loss of the identity card should be
immediately brought to the notice of the Human
Resources Department.
Identity card is not transferable. You should ensure that
there will be no alteration or disfigurement of the identity
card.
Upon cessation of employment, you should return the
identity card to the Human Resources Department.

4) Al Birr Charitable Society in Umm Al-Doom
Premises

You must not bring any unauthorized person on to Al Birr
Charitable Society in Umm Al-Doom property without
prior agreement from your line manager.
You must not remove Al Birr Charitable Society in Umm
Al-Doom property from Al Birr Charitable Society in
Umm Al-Doom premises unless you have received prior
approval from the authorized officer.

5) Personal Property

Please desist from bringing in personal property to Al Birr
Charitable Society in Umm Al-Doom unless they are
essential for the performance of your duties. You are
strongly advised not to leave any valuables unattended, in
Al Birr Charitable Society in Umm Al-Doom's premises.
Al Birr Charitable Society in Umm Al-Doom does not
accept liability for loss or damage to any personal
property whatsoever.

6) Telephones & Fax
The use of the telephone and fax at Al Birr Charitable
Society in Umm Al-Doom should be for official business
and work purposes only.
It is important that employees answer and act on all calls
promptly as b business courtesy and as a part of business
ethics.
Under exceptional circumstances, if an employee makes
any overseas call, he/she will be called upon to bear the
cost of the same.
Abuse of these facilities will be considered a potential
disciplinary matter.
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7) Computer, email and Internet use
You may have access to Al Birr Charitable Society in
Umm Al-Doom computers including email and access to
the internet. You must not abuse this by using these
facilities for purpose unrelated to Al Birr Charitable
Society in Umm Al-Doom's business.
All internet use is monitored and accessing sites that do
not relate to your work is strictly prohibited.
Only software package properly authorized and installed
by Al Birr Charitable Society in Umm Al-Doom may be
used on Al Birr Charitable Society in Umm Al-Doom's
equipment, you must therefore not load any unauthorized
software onto Al Birr Charitable Society in Umm Al-
Doom computers.
Al Birr Charitable Society in Umm Al-Doom email is
provided for responsible use on Al Birr Charitable
Society in Umm Al-Doom's business and should not be
used in any other way whatsoever. (Please refer to the E-
Mail guideline to ensure proper usage of this facility).

8) Smoking at Work
The office and Al Birr Charitable Society in Umm Al-
Doom premise, except the designated areas, have been
declared a non-smoking area and you are advised to
refrain from smoking in the workplace in consideration
of the health of your colleagues.

9) Confidentiality

You will sign an Oath of Secrecy on joining. During the
course of your employment with Al Birr Charitable
Society in Umm Al-Doom, you may find yourself in
possession of sensitive information, the disclosure of
which could be construes as a breach of confidentiality. It
is a condition of your employment that you have a duty
of confidentiality to Al Birr Charitable Society in Umm
Al-Doom, sensitive or confidential information or
customer information whatsoever with any outside
organization including the media.

10) Reporting Fraud, Theft or lllegal Activities
You should always be alert and vigilant in respect to
frauds, thefts or any illegal activity committed within Al
Birr Charitable Society in Umm Al-Doom If any kind of
suspicious activity by any employee, customer or vendor
of Al Birr Charitable Society in Umm Al-Doom or other
group companies is observed, you should immediately
report the same to Al Birr Charitable Society in Umm Al-
Doom email info@jmihdom.com your complaint will be
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treated with utmost confidentiality and there will be no
retaliatory action for any genuine complaint, even if it is
based only on suspicion.

Failure to adhere to the policies of Al Birr Charitable
Society in Umm Al-Doom may result in disciplinary
action against the concerned staff. This may include
suspension, financial penalty, termination and possible
police/legal action.

11) Receipt of Gifts
You should observe the highest standards of integrity and
fair dealing in the performance of your duties. You should
neither solicit nor accept any gift or inducement in cash
or kind from any other party that may directly or
indirectly affect your job performance.
If you are unable to refuse the gift, you should, after
acceptance of the gift, declare this matter to your
immediate officer in writing with a copy to Human
Resources Department. The information will include:

e Description and value of gift.

e Giver and receiver of gift.

e Reason for receiving the gift.

Change in Personal Information for

Employment Purpose

It is important that our record is correct and up to date.
You must notify Human Resources Department of all
changes in the following personal information:

Name

Home address

Contact Details (Land Phone, Mobile and Email)
Bank account details

Examinations passed/qualifications gained
Training courses attended

Emergency contact

Criminal charge, caution or conviction

Conflict, or potential conflict of interest

Valuing Diversity and Dignity at Work
1) Valuing Diversity:

Al Birr Charitable Society in Umm Al-Doom is
committed to valuing diversity and seeks to provide all
employees with the opportunity for employment, career
and personal development on the basis of ability,
qualifications and suitability for the work as well as their
potential to be developed into the job.
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We believe that people from different background can
bring fresh ideas, thinking and approaches which make
the way work is undertaken more effective and efficient.
It is the responsibility of all staff in their daily actions,
decisions and behavior to endeavor to promote these
concepts, to comply with all relevant legislation and to
ensure that they do not discriminate against colleagues,
customers, suppliers or any other person associated with
Al Birr Charitable Society in Umm Al-Doom.
2) Dignity at Work:

Al Birr Charitable Society in Umm Al-Doom believes
that the working environment should at all times be
supportive of the dignity and respect of individuals. If a
complaint of harassment is brought to the attention of
management, it will be investigated promptly, and
appropriate action will be taken.

What and how of Harassment

Harassment can be defined as conduct, which is
unwanted, offensive and affects the dignity of an
individual or group of individuals.

Sexual harassment is defined as "unwanted conduct of a
sexual nature, or other conduct based on sex, affecting the
dignity of women and men at work". This can include
unwelcome physical, verbal or non-verbal conduct.

What should I do if subject to Harassment?

If you feel that you are being harassed, you are strongly
encouraged to seek early advice/support from your line
manager. If you feel your line manager is harassing you,
then you should contact his / her immediate line manager.

Official Holidays

You will enjoy official paid holidays for:

Eid Al-Fitr

Eid Al-Adha

National Day of the Kingdom

Any other holidays as approved by regulatory
authorities.

Leave Entitlement

Annual Leave

Al Birr Charitable Society in Umm Al-Doom recognizes
the importance of annual leave to ensure that you receive
a reasonable rest in your working career.

Your annual entitlement is 30 days.

You should have worked for a minimum of 6 months
before availing yourself of any annual leave.

You should pre plan your annual leave at the beginning
of the year via annual leave roster.
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Prior to proceeding on leave, please ensure that you will
submit a leave application and suitable alternate
arrangements are made so that work goes on smoothly.

You are not permitted to:

e Exceed the quota of your
entitlement.

o Overstay your period of annual leave.

e Carry forward Annual Leave to the next year, if
you are an expatriate employee, while on leave,
you should not leave the country without a return
ticket to the kingdom.

annual leave

Al Birr Charitable Society in Umm Al-Doom reserves the
right to cancel any annual leave or recall you while on
annual leave due to operational exigencies.

From the viewpoint of operational controls and
employee’s health, it is mandatory that employees take a
minimum of 10 days of annual leave consecutively.

Sick Leave

You may avail sick leave when you are unable to perform
your duties owing to sickness or personal injury. You
cannot take sick leave owing to sickness of any family
member or any other reason.

You may avail yourself of sick leave subject to the
following pay arrangements:
e First month of sickness: 100% of Gross Salary
e Second and third month: 75% of Gross Salary
e Fourth month: without pay

All sick leave in excess of one day should be approved by
a doctor acceptable to Al Birr Charitable Society in Umm
Al-Doom.

The medical report should be submitted to the Head of
Department within 3 days of illness.

Any unauthorized sick leave warrants disciplinary action.
You will not be permitted to return to work before the
expiry of the period recommended in the medical
certificate. Any exception needs to be supported by a
medical certificate.

Special Leave
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The Special leave means that an employee is compelled
to be absent from work due to:

e Marriage of employee

e Birth of child

o Death of spouse or one of your ascendants.

Entitlement:

e Marriage of the employee: Maximum of three
days and once only during the service period.
This is subject to prior written approval of the
Head of Department.

e Birth of child: Maximum one day (Maternity
leave for female employees is covered
separately).

e Death of a spouse or one of your ascendants or
descendants (parents, Grandparents, children, or
grandchildren): Maximum three days. Female
employees are entitled to 15 days leave in the
event of the death of her husband.

Hajj Holidays

Muslims employees with a minimum of one service and
wish to perform Hajj will be entitled to ten days leave
with pay including the Hajj holidays.

An employee may apply for these holidays only once in
his/her career. The grant of Special Hajj holidays is at the
discretion of the Head of Department who will consider
employees' performance, conduct and punctuality before
making his/her recommendation to his/her General
Manager.

Academic Leave (only for Saudi Employees)

If you pursue higher studies for an examination which is
relevant to your filed of work, you may apply for leave
with pay for the days on which the examinations are held.
To ensure smooth operation of your Department, please
obtain approval from your Head of Department Manager
at the beginning of the year or before enrollment.

The university or the academic leave should be submitted
in advance together with proof of the university / institute
and the actual dates of the examination.

You are not entitled to Academic leave for the repeat
exams.

Maternity Leave
Entitlement:
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Four weeks immediately preceding the expected date of
delivery.

Six weeks after the delivery.

During maternity leave the employee will be paid as
follow:

Completed three years of service — Full pay

Completed one year and less than three years of service —
Half Pay

Less than one year of service — no pay

The date of commencement of Maternity leave will be
taken as the basis for calculating service.

Please refer Human Resources Policy for the Annual
entitlement in the year of maternity leave.

Health and Safety

Al Birr Charitable Society in Umm Al-Doom recognize
and accept its responsibility as an employer to maintain,
so far as is reasonably practicable, the safety and health
of its employees, and of other persons who may be
affected by its' activities. It is your duty as an employee
not to put at risk either yourself or others by your acts or
omissions. You should also ensure that you are familiar
with Al Birr Charitable Society in Umm Al-Doom's
health and safety arrangements.

Learning and Development

Al Birr Charitable Society in Umm Al-Doom will
provide:

e An induction program which all staff will be
required to undertake and will assist staff settling
into their new role/job.

e A progressive training and development scheme
for Saudi employees to develop relevant skills
and acquire knowledge to underpin their current
role and career aspirations.

Leaving Al Birr Charitable Society in

Umm Al-Doom
Please Refer to Human Resource Policy or contact
Human Resources Department for details.

End of Service Award

Upon cessation of employment, except for certain
conditions of termination on disciplinary grounds, Al Birr
Charitable Society in Umm Al-Doom shall pay the
employee an end-of-service award determined by Saudi
Labor Law, as follow:
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e Half-month gross salary for each of the first five
years and;

e One-month gross salary for each of the following
years.

The end of service award shall be calculated on the basis
of the last drawn gross salary for the number of completed
years. It shall be pro-rated for any remaining months.

If the contract of employment is terminated by the
employee by way of resignation after due notice, he/she
shall be entitled to:

e 0-2years - No award

e 2-5years - One third of the Award

e 5-10years consecutives service - Two third of the

Award
e >10 years consecutives service - Full Award

Further Information

This is only a summary of HR topics that concerns your
career with Al Birr Charitable Society in Umm Al-Doom
For further details, please refer to the HR Policy.

If you still cannot find the required information, please
contact your Line Manager or HDR. hr@jmihdom.sa
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