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New Messages for You! 

CEO Message 

Congratulations on your appointment and welcome to Al Bayader 

International! 

We are excited that you have decided to join us and look forward to a 

long, happy, and successful partnership together.  

You have been hired because we believe you can be an added value to 

our organization.   

We hope your experience here will be challenging, enjoyable and rewarding, and look forward to 

your contribution to the effectiveness and overall achievement of the organization. 

 

Nidal Haddad  

About the Employee Handbook: 

We are pleased to present the Employee Handbook which will give you an idea of what you can 

expect from the organization and what the organization expects of you. You will also learn a little 

about the organization and how it operates.  

Please read the Handbook carefully and use it as a reference document. We have done our best 

to include as much relevant information as possible, however, nothing can contain the entire form 

of information that guides the employee-employer relation therefore, if you have any further 

questions or clarifications, please do not hesitate to contact the Human Resources team.  

Circumstances around us are constantly changing, and we may have to revise, rescind, or 

supplement these policies from time to time to remain coordinated. Nothing in the Handbook is a 

contract or a promise. The policies can change at any time, for any reason.  

Please go through the Employee Handbook periodically to ensure that you do not miss any 

updates. We always look for ways to improve communication with our employees; so, if you have 

suggestions to improve, please feel free to reach out to us.  
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Clarification: The following document is made in reference to the UAE labor Law, however for country subsidiaries 

outside UAE, employees need to refer to the Local labor law when such contradicts with any of the Clauses with the 

arrangement with the Local HR team.  
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Al Bayader International has established itself over the past three decades as an international 

leader in the manufacture and supply of comprehensive packaging solutions and products, as 

well as an array of detergents and cleaning materials and healthy food & beverages. 

With a dedicated team of over 1000 employees  from 30 different nationalities serving 9,000 

business customers and millions of consumers and the support of over 400 business partners, 

the company delivers unquestionable value to the global food and beverage industry. With an 

extensive product portfolio, housing +3500 products, Al Bayader International represents the 

backbone of the retail and foodservice sectors in the UAE and the GCC region.  

As part of its constant expansion efforts, Al Bayader International currently owns and operates 

three manufacturing complexes with an ever-increasing production capacity of +31,000 tons per 

annum. With six logistics locations in three countries, the Company leads several GCC markets 

with a substantial market share, while steadily increasing penetration into markets further afield, 

including Europe and Africa. 

The organization’s vision is ‘To simplify the lives of people with innovative packaging solutions 

and cleaning products.’ The Company has successfully forged ahead with its strategic plans by 

serving three main market segments, namely: The foodservice industry under the Al Bayader 

International® brand and our bottles and jars products under the BYB® brand. 

The consumer sector under the Fun® brand, Promenade® brand, our inhouse paper 

manufactured products under Waraq® brand and our sustainable and eco-friendly products under 

Green -Track® brand. 

Cleaning and Hygiene Products under the Bcleen® brand. 

Foodstuff under the brand Bayafood and Beverages under Baya Agua. 

The Company’s supply chain services supermarkets, hypermarkets, convenience stores and the 

global F&B industry through hotels, casual dining restaurant chains, cafeterias, coffee shops, 

catering companies, foodstuff traders, airlines, and hospitals. 
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Al Bayader International’s success has been founded on providing customers with the highest 

standard in innovative packaging solutions, outstanding product quality, fresh cleaning products, 

reliable service, and partnerships built on excellence. The company adheres to a business 

philosophy that positions it beyond being merely a supplier of goods but an invaluable 

independent resource to its clients and customers. 

As a pioneer in the industry, the company championed the introduction of a complete retail line to 

the market, fashioning tailored-made products according to clients’ specifications. The Company 

was the first to launch a comprehensive specialized catalog in the region while being a regional 

leader in respect of its presence at key international industry events.  

Housing the latest manufacturing technology and exemplary industrial expertise, the Company 

became one of the first accredited Middle Eastern packaging companies in 2010 obtaining the 

Hazard Analysis Critical Control Points Certification (HACCP) – and the BRC grade AA by the 

end of 2018, an internationally recognized standard. 

Three decades on, Al Bayader’s local market knowledge and understanding of the business 

challenges faced by its diverse range of customers is unrivalled and its ability to respond to these 

challenges helping customers in a time of tough economic conditions, is widening the leadership 

gap.  

The Company has moved rapidly in the direction of sustainability, ensuring that every process 

undertaken within the Company assists in furthering its undertaking in sustainability and 

environmental protection. Achieving this through creating not only suitable product ranges, but by 

implementing sustainability practices into every field of its business, from sewage treatment, 

industrial process, recycling, and even solar energy. 

The Company hosts an array of services that transcend the mere sourcing, manufacturing, and 

supplying of products. Al Bayader International not only offers services to its clients but values 

market partnerships as a core component of its successful business strategy. Priding itself on 

collaborating with customers – both large and small – in the development of ground-breaking 

answers to each specific need. Whether it is the delivery of wrapping film or the complex challenge 

of meeting environmentally friendly product demands, Al Bayader International develops creative, 

affordable, practical, and functional solutions for its clients and consumers.  
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At Al Bayader International we are committed to providing a workplace that is pleasant, healthy, 

comfortable, and free from intimidation, hostility, or other offenses which might interfere with work 

performance. Therefore, the policy is to set a form of manual that covers all the general categories 

of expected behavior such as proper dress, professional etiquette, basic workday procedures, 

and others.  

Attendance and Working Hours (EHB-WP-001) 

The working hours of AL Bayader International are up to 48 hours a week in accordance with the 

UAE Labor law. Formal working hours are subject to change further to business need.  

The normal hours of work shall be reduced by three hours during the holy month of Ramadan.  

Working Shift & Locations  

Location Timings Days 

* Corporate Office – JLT  

* UAE Head Office 

* BMI Factory Office 

* BJA Factory Office 

* Abu Dhabi Office 

* RAK Office ( Shop Mezzen floor )  

8:00 AM 6:00 PM Monday to Thursday 

8:00 AM 12:30 PM Friday 

Logistics - Sharjah & 

Packaging Team 

6:00 AM 5:00 PM Monday to Thursday & Saturday 

8:00 AM 12:30 PM Friday 

Factory - Bayader Modern Industries 

(BMI) 

7:00 AM 7:00 PM 7 Days a week 

Factory - Bayader Jebel Ali 6:00 AM 6:00 PM 7 Days a week 

Abu Dhabi Logistics 7:00 AM 5:00 PM Monday to Thursday & Saturday 

7:00 AM 11:30 AM Friday 

Regional Sister Companies  

Oman Office & Logistics 

Salalah - Oman 

8:00 AM 5:00 PM Sunday to Thursday 
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Qatar Office - Bayader Pack & 

International 

8:00 AM 500 PM Sunday to Thursday 

Qatar Logistics 6:00 AM 5:00 PM Saturday to Thursday 

Qatar Factory 5:00 AM 5:00 PM 7 Days a week 

Retail outlets  

Nad Al Hamer - Dubai 8:00 AM 10:00 PM 7 Days a week 

Sheikh Zayed Road - Dubai 8:00 AM 8:00 PM Monday to Saturday 

10:00 AM 08:00 PM Sunday 

Ras Al Khaimah 9:00 AM 10:00 PM Monday to Saturday 

Ajman  9:00 AM 10:00 PM Monday to Saturday 

02:00 PM 10:00 PM Sunday 

Fujairah 09:00 AM 10:00 PM 7 Days a week 

Al Ain 9:00 AM 9:00 PM 7 Days a week 

Abu Dhabi 8:00 AM 6:00 PM Monday to Thursday  

08:00 AM 05:00 PM Saturday 

8:00 AM 12:30 PM Friday 

Qatar Outlet 08:00 10:00 PM Sunday to Saturday 

02:00 PM 10:00 PM Friday 

Oman Outlet  09:00 AM 01:00 PM Sunday to Saturday 

04:00 PM 09:00 PM 

04:00 PM 08:00 PM Friday 

During Ramadan, the organization allows a 30-minute lunch break for the non-Muslims (non-

fasting employees). 
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Attendance Formalities (EHB-WP-002) 

Attendance Logging 

Employees should scan their IDs on the attendance machines located in the designated areas at 

their arrival and departure times.  

For laborers, there is a possibility of using a fingerprint instead of ID card on the machine. In the 

event of a forgotten/lost ID, a notification should be made on the HR portal for the same.  

Late Arrival 

Arriving to work after the expected time of duty is called late arrival. Any arrival after the actual 

time of duty is considered as late. For e.g., if the office hours are from 8:00 AM to 6:00 PM and 

the employee comes in at 8:20 AM, he/she will be 20 minutes late. 

Late Arrival Deductions 

Employees are subject for late arrival salary deduction as per the UAE labor law.  

Lunch Break 

The organization allows a 30-minute lunch break, and employees can avail the time as per the 

workload and time convenience at the designated pantry or the logistics lunchroom.  

There is no breakfast break, but employees can have their sandwich or coffee at their desk at any 

time. 

Using HR Portal for Attendance 

All attendance related matters must be conveyed by the employees to the HR Team via the HR 

Portal only, HR portal can be accessed from; https://intranet.albayader.com.  

Information sent through phone/email etc. will not be recorded unless followed by an entry in the 

HR portal. 

 When an employee takes a half day or is absent and does not update the portal, it is his/her 

responsibility to submit the leave ticket on the portal for the same.  

E-mail Notification 

Absent: For employees who are absent and have not logged a ticket on the portal, they will 

receive a notification the next day regarding their absence.  

https://intranet.albayader.com/
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Though they have updated the absenteeism reasons through the email notification received, they 

still need to submit a relevant leave application via the online portal.  

Replying to the email notification will not be considered as a leave form. 

Missing Punch In/Missing Punch Out: If the employee forgets to punch in/out or has not 

punched in/out properly, he/she will receive a notification via email regarding the missing punch 

details; the employee will update the reason and get the approval of the manager. 

Late Comer: If the employee arrives late and has not updated the late arrival ticket, he/she will 

receive the notification regarding the late arrival. The employee will update the reason and get 

the approval of the manager. 

Early Leaver: If the employee leaves early he/she will receive the notification regarding early 

leaving the next day. The employee will update the reason and get the approval of the manager. 

Overtime 

Where the circumstances of work require an employee to work more than the normal number of 

hours, any period worked in excess shall be treated as overtime for which the employee shall 

receive additional wages for the extra hours worked.  

The time traveling to and from work, resting and food break is not included in computing over 

time.  

Working on Days Off  

Employees are eligible for a compensatory day off in lieu of working on a public holiday or on 

his/her scheduled day off.  

If the circumstances require employees to work on their scheduled days off or on public holidays, 

they will be granted a compensatory day off, at a later date. 

Public Image & Dress code (EHB-WP-003) 

Al Bayader expects employees to dress appropriately in Formal/Semi-Formal – Western Style 

(UAE Nationals exempted).  

Jeans, T-shirts, shirts without collars, and footwear such as flip-flops, sneakers, and sandals   

(Unless there is a medical excuse) are not appropriate for business casual attire 
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Employees are expected to demonstrate good judgment and professional taste. 

• The organization recommends dark and somber colors.  

• In suits, dark grey, blue, and black are the preferences. 

• In shirts, light shades and white, blue, black, and grey colors are welcome. 

The organization staff from different teams like logistics, packaging, merchandisers, data 

encoders are expected to wear the provided uniform (shirt or T-shirt) with the organization’s logo 

and writings. 

Al Bayader Uniforms 

a) Orange T-Shirt: Logistics Labors 

b) Black T-shirt: Logistics Drivers 

c) Yellow T-shirt: Packaging Team 

d) White T-shirt: QHSE Officer 

Front Desk Policy (EHB-WP-004) 

The front desk is the main point of contact, and they are responsible for collecting and handing 

over the documents among other teams and are responsible for handling and distributing the 

stationery items required by the staff.  

If an employee is expecting a certain guest, he/she should report to the receptionist for 

arrangement, and no guest can directly enter the premises without a receptionist’s notification 

and recording.  

Smoking, Drug & Alcohol Policy (EHB-WP-005) 

The organization does not entertain smoking and strictly instructs employees to avoid usage of 

alcohol & drugs. The policy insists during working hours and always while working the employees 

must be free from the influence of any drugs or alcohol.  

Parking Space (EHB-WP-006) 

Al Bayader has designated a parking yard. The area is separated for Directors and other selected 

managers with their designation name board and canopy.  

The parking yard is open for all the employees as per the availability. The yard is controlled by an 

automated parking access system (number plate scans) or through parking cards.  

Employees can request the Administration office/GM to get access to the parking.  
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Communication Protocols (EHB-WP-007) 

Use of Phone, Internet, and Email guidance  

Al Bayader has a unified code of writing in business emails, using telephone calls, and internet 

that will help employees maintain professionalism and maintain the organization standard. The 

following points need to be adhered to: 

a) The tone of the letter should be businesslike and balanced, neither blunt nor flattering. 

b) Less is more. Concise details of the subject will be easy to understand. 

c) Employees are solely responsible for the contents of their communication and should 

make sure that it reaches the intended recipient. 

The signature format on the email should comply 100% as per the organization standard given 

by the company.  

It should include the person’s name, designation, contact details, organization website URL, fax, 

and extension number. 

It is necessary for all employees to include only their formal job titles given by the HR team through 

formal appointment document such as offer letters, promotions, or transfers. It is prohibited for 

any employee to use any titles that are not as per the HR Formal Records, even when verbally 

promised by their superior and/or manager.  

Phone Etiquette 

Proper telephone etiquette is especially important in business conversation since the employee 

represents the organization.  

The employee should use proper telephone etiquette, whether answering the phone or making 

calls. Always make sure that you leave the caller with a favorable impression of the organization 

and the employee in general. 

A clear tone of the conversation is essential with a natural accent by using a voice that is neither 

too loud nor too low. Words should be enunciated and said slowly enough that people are able to 

understand what is being said. 
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IT Policy (EHB-WP-008) 

Internet Access  

If your nature of work requires internet access, you would be automatically granted access to Al 

Bayader International’s WIFI network across all its sites using your provided directory username 

and password. 

It is important to note that while Al Bayader International protects and values its employees’ 

privacy, all equipment, traffic, and resources provided by the organization are logged and scanned 

for compliance and regulatory requirements.  

The following activities fall under unacceptable use: 

• Sending or posting discriminatory, harassing, religious, political, sexual, or threatening 

messages or images on the internet. 

• Using computers to perpetrate any form of fraud, and/or software, film, or music piracy 

• Stealing, using, or disclosing someone else's password without authorization. 

• Employees unsure about what constitutes acceptable Internet usage should ask their 

supervisor for further guidance and clarification. 

Common URLs: 

Organization Website: www.albayader.com 

Organization Intranet: https://intranet.albayader.com 

Email Access 

The organization will provide an E-mail address to all office personnel. Official email ID will be 

provided to employees at the time of joining. 

Email Web Login: www.office.com 

Social Media 

The use of social media has increased dramatically over the last few years, employees should 

adhere with the following social media rules:  

• Not to share information that may be considered confidential information or intellectual 

property. 

• Employee not to disrepute or to bully or harass other employees within the organization. 

 

 

http://www.albayader.com/
https://intranet.albayader.com/
http://www.office.com/
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Hardware 

If your nature of work requires a PC, your requirements are provided by the team manager, 

evaluated by the IT team, and then provided, installed, and maintained by the IT team. Specific 

requirements can be availed, but the request needs to be submitted formally by the team 

manager. 

Software 

Depending on the nature of work, a subset of these services will be provided to you:   

• ERP  

• Office 365   

• The employee intranet   

• Technical programs such as Monday.com, CRM, Power BI, 

CAD / Adobe Creative Suite 

CCTV cameras  

The business premises and parking yards are monitored by the CCTV cameras which are 

strategically located throughout the organization’s business premises.  

The organization has positioned the cameras so that they only cover communal or public areas 

on the organization’s business premises, and they are monitored to ensure the safety of the 

dwellers and their property who can claim the images in the future, if necessary.  

No surveillance will focus on private places. 

Integrated Management System (IMS) (EHB-WP-009) 

Al Bayader international group companies are certified with ISO 9001:2015; 14001:2015 and 

45001:2018. ISO standards help to reduce inefficiencies and improve workflow by giving the tools 

to recognize and address potential inefficiencies as they arise. Working at constantly reducing 

inefficiencies will help to improve the overall quality of both product and the company. 

All operations and activities that directly affect the quality, health, safety, and environment of our 

offices, logistics warehouses, retail outlets and manufacturing plants are controlled by processes, 

procedures and associated documents written to comply with the requirements of the ISO 

standards.  

Process and procedures are documented in Standard Operating Procedure (SOP) which are 

available for all the Teams in Al Bayader group companies and the employee needs to understand 
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respective team SOP to follow and apply in their day-to-day operations, also required to maintain, 

and retain the required list of documents as mentioned in the SOP. 

Every employee in Al Bayader group need to read and understand the IMS Policy on the 

commitment from Management and employees for continual improvement of the Integrated 

Management System. 

QHSE Policy (EHB-WP-010) 

Quality Statement 

Al Bayader International defines Quality in terms of successful performance of attributes such as 

excellence in design, material suitability, manufacturing compliance, workplace efficiency, safety 

and cleanliness, timely delivery and business process effectiveness that are entrusted to us by 

our clients. 

Al Bayader International complies with its Quality System by continually improving technical 

capabilities, material selection and use through effective and focused training. Al Bayader 

International encourages feedback and suggestions from employees, customers and suppliers 

that could enhance quality, increase productivity, and provide an environmental or workplace 

benefit and takes positive action accordingly. 

Health & Safety Statement: 

Al Bayader International is committed to: 

● Comply with all applicable UAE laws and regulations pertaining to area of operation. 

● Ensure all levels of management are responsible and accountable for all HSE issues. 

● Avoid risk to all our employees, subcontractors, and the environment by adopting safe working 

practices. 

● Implement HSE programs, trainings and controls for continuous improvement and effective safe 

working environment. We ensure that all employees are informed of identified risks and, where 

appropriate, receive relevant information, instruction, training, and supervision. 

● Allocate required resources to achieve our HSE objectives. 

● Motivate all personnel to implement our HSE policy and encourage them to report any acts of 

non-compliance. 
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Environmental Statement: 

Al Bayader International is committed to: 

Comply with the requirements of current environmental legislation and codes of practice. Minimize 

the waste and reuse or recycle as much as possible.  

Minimize energy and water usage in our facilities, vehicles, and processes to conserve supplies, 

and minimize our consumption of natural resources, especially where they are non-renewable. 

Apply the principles of continuous improvement in respect of air, water, noise, and light pollution 

from our premises and reduce any impacts from our operations on the environment and local 

community.  

Committed to purchase products and services that do the least damage to the environment and 

encourage others to do the same.  

Al Bayader International will ensure proper implementation of this policy, developing objectives 

and procedures and will monitor their achievement and revise them as and when required for 

continual improvement. 

Evacuation / Assembly Area 

The purpose of the Emergency Plan and Procedures is to ensure the safe and efficient evacuation 

of all occupants in the event of an emergency.  

Upon hearing the fire alarm, all personnel should exit the office and gather in the assembly area 

outside the building and remain patiently at the assembly area until given instructions to leave or 

to re-enter the building.  

Under no circumstance should you attempt to re-enter the building without permission.  

People should check that all their colleagues/co-workers have reached the assembly point by 

conducting a head count. Report immediately the missing persons to Security/QHSE and the Civil 

Defense Disaster Management Team. 

First Aid Kit 

First aid kit is available at different locations such as security office, reception desks, logistics 

office, QHSE office whereby available and accessible for the treatment of injured persons at 

workplace. 
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Emergency Protocols 

In an emergency, it is important to contact or dial the proper authority to make them aware of the 

issue. Emergency contacts number of police, civil defense and ambulance are clearly posted on 

across the company Locations.  

Reports & Complaints (EHB-WP-011) 

Employees are strongly encouraged to make good faith reports and complaints. Employees shall 

report any practices or actions believed to be inappropriate or even illegal.  

The anonymity of the employee making the report will be respected. Employee can submit their 

complaints if any through the following steps: 

• Locate our suggestion box in your location (boxes are available across all UAE locations). 

• Write your Complaints, questions, comments, and compliments using the accompanying 

pen and paper.  

• Fold the paper and put it into the safety box.  

All complaints shall be thoroughly investigated. The employee making the report is obligated to 

fully cooperate with, and assist, any internal or external reviewers, auditors, and investigators, by 

providing them with information, data, and materials to make an unbiased and fair decision. 

Conferences and Meetings (EHB-WP-012) 

The conference room bookings are arranged prior to any meeting or can be immediately 

scheduled as per the priorities.  

All meeting rooms are equipped with TV Screens/Projector, mineral water, juice, and snacks as 

per requirements. Any employee that requires to book a meeting room can proceed with the same 

through Outlook.  

All meeting rooms in the group bear the name of a plant, animal or bird found in the ecological 

garden in the company’s complex in Jebel Ali, so you will find names such as Jasmine / Mango / 

Love Birds / Peacock / Guava etc.   

Meeting rooms are available in sizes ranging from 4 people up to 30 people. Please choose the 

appropriate room for the number of attendees. 

In the case of large periodic meetings, the company will book large meeting rooms in one of the 

prestigious hotels in Dubai. 
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This policy is created to guide through the collective primary values of ethical behaviour and 

practices, and the adopted standards, which are built to help guide and control the day-to-day 

operations through defining acceptable behaviours and provide guidelines for self-evaluation 

benchmarks, as well as indicate and reflect occupational and corporate identity and maturity. 

The Codes (EHB-COC-001) 

Compliance with Laws and Regulations  

The Group is committed to conducting their business free from unlawful, unethical, or fraudulent 

activity and with full compliance to the laws, rules and regulations duly applied/endorsed 

worldwide.  

Such Laws include, but are not limited to, the Anti-Money Laundering, the Anti-

Terrorism/Terrorism Financing, Anti-Proliferation of Weapons, Anti-Bribery and Corruption, and 

Anti-Fraud Laws, in addition to the full compliance to the sanctions programs and boycott duly 

applied/imposed worldwide. 

Conflict of Interest 

A conflict of interest arises when personal interests of an employee or a third party compete with 

the Group’s interests. Therefore, employees are required to avoid conflict of interest to the best 

of their knowledge and ability.  

When a conflict of interest is suspected, the employee must consult with his/her direct manager, 

the HR Team, the Legal Team, and/or the Compliance Committee, to resolve the issue in a 

transparent and equitable manner.  

Outside Activities 

Employees are not permitted to perform any activities with any third party that interfere with their 

responsibilities to the Group, and/or risk the Group’s reputation, or induce any conflict of interests 

whatsoever.  

When a conflict of interest is suspected, the employee must consult with his/her direct manager, 

the HR Team, the Legal Team, and/or the Compliance Committee, to resolve the issue in a 

transparent and. equitable manner.  
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Confidentiality  

Confidential information includes but not limited to trade secrets, business affairs, marketing 

plans, consumer insights, engineering and manufacturing ideas, product designs, databases, 

records, financial information, and any non-published financial or other data.  

The Group’s continuous success depends on the non-disclosure of its confidential information to 

third parties.  

Unless required by law, or authorized by the management, employees shall not disclose 

confidential information or allow such disclosure. It is especially important for employees to 

remember that this obligation continues beyond the termination of employment. 

Furthermore, employees must put their best efforts to avoid unintentional disclosure by paying 

special attention to storing and transmitting confidential information.  

Equally, the group respects third parties’ confidential information. When third parties, such as 

partners, suppliers, or customers share confidential information, it shall be treated with the same 

code of conduct.  

Fraud  

Employees must never engage in any dishonest conduct involving the property or assets, or the 

financial reporting and accounting of the group or any of its third parties.  

This may not only entail disciplinary sanctions but also result in criminal or civil charges within the 

applicable law.  

The Group’s financial records are the basis for managing its business and fulfilling its obligations 

to various stakeholders. Therefore, any financial record must be accurate and in line with 

international accounting standards.  

Protection of Assets 

All employees shall seek to protect the Group’s property from loss, damage, misuse, theft, fraud, 

and destruction. These obligations cover both tangible and intangible assets, including 

trademarks, expertise, confidential or exclusive information, and information systems.  

To the extent permitted under applicable law, the Group reserves the right to monitor and inspect 

how employees use its assets.  

This includes inspection of all e-mail, data, and files kept on the Group’s network terminals. 
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Bribery & Corruption 

Employees must never offer or promise any personal or improper financial or other advantage to 

obtain or retain a business or other advantage from a third party.Nor must they accept any such 

advantage in return for any privileged treatment of a third party. Moreover, employees must hold 

back from any act or behaviour that could give rise to the appearance or suspicion of such 

conduct. 

Employees should be aware that the offering or giving of improper benefits to influence the 

decision of the recipient might not only entail disciplinary sanctions but also result in criminal or 

civil charges within the applicable law.  

Improper benefits from any third-party, can be in a form of gifts such as cash, loans, kickbacks, 

similar monetary advantages, or may consist of anything of value to the recipient, including 

employment or consultancy contracts for closely related parties.  

Furthermore, employees should not be influenced by receiving favours, nor shall they try to 

improperly influence others by providing favours.  

Employees may only offer or accept reasonable meals and symbolic gifts that are appropriate 

under the circumstances, and they shall not accept or offer gifts, meals, or entertainment if such 

behaviour could create the impression of improperly influencing the respective business 

relationship.  

When Bribery is suspected, the employee must consult with his/her direct manager, the HR Team, 

the Legal Team, and/or the Compliance Committee, to resolve the issue in a transparent and 

equitable manner.  

Discrimination & Harassment  

“Discrimination” is the denial of opportunity through differential treatment of an individual or group. 

It does not matter whether the discrimination is intentional; it is the effect of the behaviour that 

matters.  

Discrimination based on age, color, race, religion, gender, marital status, ancestry, sexual 

orientation, national origin, disability, or any other characteristic protected by law is prohibited.  

“Harassment” means offensive verbal or physical conduct that singles out a person to the 

detriment or objection of that person.  

Harassment covers a wide range of conduct, from direct requests of a sexual nature to insults, 
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disparaging remarks, offensive jokes, or slurs.  

All employees must not discriminate based on origin, nationality, religion, race, gender, age, or 

sexual orientation, or engage in any kind of verbal or physical harassment based on any of the 

above or any other reason.  

If an employee experiences or becomes aware of discrimination or harassment, the employee 

has a duty to report it.  

Complaints of discrimination or harassment will be taken seriously and investigated. Any 

employee found to be harassing or discriminating against another individual, or any employee 

who knowingly condones the discrimination or harassment of another individual, will be subject 

to disciplinary action up to and including termination for cause, or the case referred to the 

specialized legal authorities.  

The Group reserves the right to discipline employees who knowingly make a false accusation 

about an innocent party; however, an employee will not face retaliation for making a good faith 

report or assisting in the investigation of a complaint.  

Employees who feel that their workplace does not comply with the above principles are 

encouraged to raise their concerns with the HR Team.  

Applying the Code (EHB-COC-002) 

Business-related decisions are not always as simple as black and white; in most cases, the 

situations faced in business fall in the “grey zone.” When facing uncertainty of an ethical or non-

compliance issue, the employee could ask himself/herself the following questions (answered by 

“yes” or “no”) to assess the situation:  

1. Is there any conflict between my act and the Group’s core values and Code of Business 

Conduct?  

2. Is this an illegal action?  

3. Does or could my action have negative consequences for the Group?  

4. Does it feel like the wrong thing to do?  

5. Will it have the potential to create a negative perception of the Group or me?  

6. Do I have a personal interest that has the potential to conflict with the Group’s interest?  

7. Do I feel confident explaining my action to my colleagues or management?  
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8. Do I feel confident explaining my action to the legal authorities?  

If the answers to some of the questions from (1 to 6) is “yes”, the proposed conduct may violate 

the Code and the employee.  

When the situation is yet to be cleared-out and at the lowest level of suspicion, the employee 

must consult with his/her direct manager, the HR Team, the Legal Team, and/or the Compliance 

Committee, to resolve the issue in a transparent and equitable manner. 

Failure to Comply (EHB-COC-003) 

Any failure to comply with this Code may result in disciplinary action, including the possibility of 

dismissal and, if warranted, legal proceedings or criminal sanctions. 

The Group Obligations (EHB-COC-004) 

The Group is committed to taking all required measures to make all the group employees and 

stakeholders aware of, and up to date on, with the current practices or Code and/or any new 

addition, deletions, or changes if any.  

Responsibilities of Managers and Supervisors (EHB-COC-005) 

It is the responsibility of managers and supervisors:  

- to acquire the required knowledge thus offer the necessary advice for employees in 

doubt about enforcing the Code. 

- to demonstrate a perfect example of applying the Code and encourage employees to 

adhere to the Code by providing recognition and rewards.  

Statement of Compliance (EHB-COC-006) 

Upon joining the group, all employees will be provided with an electronic copy of the code, and it 

will always be available on the company's website; www.albayader.com through accessing 

employee relations page using a designated passcode.  

 

 

 

http://www.albayader.com/
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Al Bayader International is determined to compensate and reward its workforce for the value 

brought to the organization fairly, accurately, and objectively. Employee performance evaluation 

cycles are always inclusive of direction, gap identification, improvement, compensation, and 

redevelopment based on the objectivity that enhances equality and eliminates any discriminatory 

actions in theory, application, and practice. 

Organization Grading System (EHB-CB-001) 

The organization is adopting a matrix grading system structure to organize the benefits and pay 

structure across the organization. Grading system and leveling is a structure that defines and 

reflects the position’s weight in the organization without any reference or consideration 

whatsoever to the job holder.  

Job grading methodology 

Designations across the organization are singly scored according to the following set of 

compensable factors: 

• Business impact and direct financial returns, 

• Supervision responsibilities and team size, 

• Operations scope and its complexity,  

• Job competency profile progression. 

The following is the Formal Grading System of the organization: 

Grade Number   Grade Name 

Grade  1    Executive Director, MD and Board Members    

Grade  2    VP & GMs  

Grade  3    Senior Managers  

Grade  4    Managers   

Grade  5    Senior Professionals 

Grade  6    Professionals  

Grade  7    Specialists  

Grade  8    Officers 

Grade  9    Technician/Driver/Merchandisers/Operators 

Grade  10    Laborers 
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Human Resources shall notify each employee of an assigned grade upon joining and to be used 

for any further communication. Employees who have not been notified may contact the human 

resources team for verification 

Compensation (EHB-CB-002) 

Equal Pay 

Al Bayader International has no pay discrimination whatsoever based on nationality, gender, race, 

age, disability, relationship, or any other factors that allow an employee at the same grade to have 

a different range than the designed grade’s pay scale.  

Salary and Wages 

Salary is the fixed payment made to a full-time employee in the organization. All full-time 

employees (FTE) in the organization are paid salary by the end of each month.  

The amount of the salary (total remuneration) plus allowances paid monthly to a full-time 

employee is controlled by the agreed salary structure as well as the monthly salary effects (SE). 

Salary effects (SE) can be either a negative influencer-NI (deductions) Such as attendance 

penalties, leave pay, absenteeism, general penalties, or over limit cuts for fuel or telephone or as 

positive influencer-PI (extra earning) such as overtime, bonus, performance incentives, or any 

similar financial rewards.  

A pay slip explaining any kind of deductions/additions that have been made to the regular pay is 

generated for each month through the intranet portal. The employee may refer to the employee’s 

electronic pay slip whenever witnessing any changes in the agreed total remunerations and may 

contact the human resources team for any further clarification.  

Performance Appraisal (EHB-CB-003) 

Performance appraisal is a continuous process that runs throughout the entire year and aims to 

accomplish properly identifying and rectifying the areas of strengths/weaknesses of employees, 

induce effective career advancement opportunities, identify training needs based on performance 

review feedback, and to induce improvement plans to create a fair methodology for rewarding the 

superior performance and for succession planning.  

To ensure fairness, HR can run direct interference in the evaluation process if any suspicion is 

raised regarding inequality, unfairness, and the objectivity of the evaluation process.  
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In case the employee would like to raise an issue of being evaluated unfairly, he/she may 

approach the HR Team with a formal written appeal explaining the situation, while HR should act 

accordingly based on the request. The confidentiality of reported cases will be fully maintained. 

Measurement Design 

Even though each position is different from the other where specific measurements are needed, 

the major factors that would count in measuring performance for all organizational positions and 

grades shall be segmented under the following:  

• Competency Maps and Profiles  

• Key Performance Indicators (KPIs)  

• Deliveries and Objectives 

 

Regular - Twice-yearly appraisals 

This is the typical assessment and appraisal of the performance that must be conducted two times 

a year; one in June and the other in December. However, the result of the final yearly appraisal 

is accumulatively calculated.  

Even though appraisal forms likely will not be the same for all designations due to the differences 

of the job roles and grades, the same appraisal system process and timelines for completion are 

applied.  

Irregular Appraisal 

The irregular appraisal shall be occasionally conducted based on the needs of the organization; 

or an immediate request for action pertaining to a certain employee’s performance. However, in 

the event an irregular appraisal has been conducted, any results of the irregular appraisal shall 

not interfere with the main yearly performance review results.  

Performance notice & Improvement Plan 

All the employees will be given a fair chance to perform, and if any of the employees cannot meet 

the expectations for the period of three consecutive months, he/she shall be given an additional 

period of one to three months to raise the performance through performance notice with full 

detailed improvement plan that will be mandatory to follow.  

A copy of the performance improvement plan will be given to the employee, and the original will 

be kept in the employee’s personnel file.  
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A detailed improvement plan shall be inclusive of three main elements which are train, transfer, 

and terminate (3Ts). The monitoring of the full implementation of the program should be made 

with close supervision of the human resources team with the direct line manager.  

Monthly Probation Review 

When a new employee is hired, a monthly appraisal shall be conducted through the team and 

direct managers for six months following the employee’s hired date. The appraisal form is carefully 

designed and distributed to the direct manager and employees in a sufficient time frame to fulfill 

the evaluation process.  

In case of a dotted line reporting style, all appraisers are also required to put in their comments 

on a separate form after the one-to-one discussion with the appraisee and forward the form to the 

HR team.  

Collection of the evaluation results shall be the source of either confirming the candidate, 

extending the probation, or terminating his/ her employment after the three-month probation 

period. 

Performance Rewards (EHB-CB-004) 

Based on the performance review results of all the diverse types of appraisals, only performance 

excellence shall be considered for rewards with occasional compensation (non-continuous) 

forms. Rewards consist of two major forms: monetary rewards and non- monetary rewards. 

Monetary Rewards (CB-004-01) 

Monetary rewards are inclusive of all the financial forms of rewards such as salary hikes, salary 

revisions, or performance bonuses.  

Grade Change 

Grade change as a form of monetary rewards is a process where an employee is moved upward 

based on his/her performance review.  

A letter of grade change shall be issued by the human resource team to the subject employee 

mentioning all the new benefits and payment plans according to the new grade assigned. 

However, it shall also include any additional responsibilities/delegations or training and 

development plans required for the position. 
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Promotions 

Promotions will be provided to recognize the employee’s efforts and excellent performance in 

conjunction with the organization demands and business situation, as well as to ensure that the 

deserving employees occupy the right position within the organization, to meet the business 

challenges, and to lead the organization to the next level. A letter of promotion shall be issued by 

the human resource team to the subject employee mentioning any changes if any. 

However, it shall also include any additional responsibilities/delegations or training and 

development plans required for the position.  

Performance Bonus 

This is a bonus that is given to an employee within the organization for his/her special contribution 

to the overall business. To issue any performance bonus letter, an irregular performance review 

must be conducted to create an objective evaluation of the contribution’s impact.  

Non-Monetary Rewards (CB-004-02) 

Non-monetary rewards include all the nonfinancial rewards that are used for employee recognition 

programs, such as an employee of the month, top achievement, appreciation, and all other similar 

rewards.  

A Thank You Note 

The rewarded employee shall receive a thank you letter signed by the HR team, administration 

director, and the direct manager which can be pinned above the employee’s desk for years. 

Day Off Pass 

This reward is given to the selected employee to have an extra paid day off from work with 

freedom to pick the day. However, the added day cannot be included in the annual leave balance 

but must be taken separately on a selected day. 

Family Thank You 

A formal thank you card to the employee’s entire family with their names explaining the 

organization’s appreciation for their contribution and efforts in the organization.  

Employee Awards (EHB-CB-005) 

Based on the employee designation, some employees can be subject for different forms of 

monthly, quarterly, and yearly performance awards. The awards are performance based on 
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selective evaluation criteria that run across the entire related designation across all locations with 

weighted scoring system. The winner of the awards is compensated during a ceremony with form 

of financial rewards and the ceremony is to be run across all the company media platforms.  

Further details are to be announced by the HR team during the time of the competition.  

The current awards are as follows: 

• Salesman of the Month/Year 

• Sales Manager of the Quarter/Year 

• Sales team Awards/Year 

• Employee of the Year 

• Laborer of the Year 

• Team of the Year 

• Technician of the Year 

• Merchandiser of the Year 

Leave (EHB-CB-006) 

Annual Leave (CB-006-01) 

All employees who have passed eleven consecutive months of service for the first-time 

employment in the organization are entitled to thirty calendar days of paid annual leave. Under 

probation period employees will not be apply annual leave. 

Upon the service confirmation, employees are eligible to take 30 days of annual leave in the same 

year. The calculation of annual leave is based on the prorated calculation of two days’ leave for 

each month in service until the end of the first year. Any months thereof during the lifetime of the 

services shall be calculated based on 2.5 days leave per month formula.  

The annual leave is calculated as per the calendar days; it shall include any weekly days off 

and/or public holidays or sick days if any within that period.  

Leave balance can be consumed by the employee either at once or broken down in parts upon 

the approval of the direct superior and the team manager. 

In the event of termination/resignation, the employee shall be entitled to annual leave payment in 

fractions of the same year of service.  
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Annual Leave Planner 

Employees are requested to plan their vacation for the subsequent year at the end of the current 

year. In the first week of December every year, the annual leave planner spreadsheet for the 

following year’s leave plan is emailed to each team head by HR.  

It is essential that when employees plan their leave, they should take into consideration their visa 

expiry date as any request for visa renewal prior to that date for leave purposes shall not be 

conveyed. 

Applying for Annual Leave 

Employees with system login details to the intranet, are required to apply for leave on the intranet 

HR portal https://intranet.albayader.com  using their system login details.  

Employees without system login (laborers, drivers, merchandisers, cleaners) are requested to 

submit a physical paper leave form directly to his line manager for approval; the line manager or 

the team member should then submit the leave details as well as work resumption form to the HR 

team.  

The Salary for Annual Leave 

Employees have a provision to opt for advance leave salary before going on their approved annual 

leave. Advance leave salary requests are submitted by the employee through the HR portal.  

It should be requested only after the line manager approves the annual leave on the portal. Once 

the HR Director approves the advance leave salary request, a notification is sent to the accounts 

team.  

The accounts team processes the leave salary and makes a bank transfer or provides a cash 

cheque.  

Hospitalization during Annual Leave/Emergency  

In case of emergencies occurring during the annual leave, the employee should notify his 

manager regarding his absenteeism from work either through phone/SMS/email and update 

his/her work resumption dates. The HR portal should be updated with the new leave details while 

the employee is away, either by the employee or by his/her team and approved by his/her 

manager on the portal.  

 

 

https://intranet.albayader.com/
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Business during Leave 

Upon necessity and if an employee during his/her annual leave has been requested to accept any 

work assignments, the same number of working days needed for the assignment’s completion 

shall be reimbursed to the annual leave balance upon a formal approval.  

Study leave (CB-006-02) 

An employee, who is studying in one of the UAE's certified educational institutions is entitled to a 

paid leave of 10 days per year to sit for examinations. To apply for this leave, employees must 

have completed at least two years of service with the employer. 

Sick Leave (CB-006-03) 

Sick leave is provided in case an employee experiences any medical condition that requires rest, 

which needs to be reported to the HR and line manager within 3 days from the day of being sick. 

For formal consideration, the employee should provide evidence of the illness warranting sick 

leave by an official medical certificate. 

Only a confirmed employee is eligible for sick leave based on formal medical reports. While under 

the probation period, an employee is not allowed any sick leave during the entire probation period, 

wherein any occurred will be considered as unpaid leave.  

For serious medical cases, a total number of sick leave should not exceed 90 days whether 

continuous or not in respect of every year of service. However, the employee will only be entitled 

to leave wages during the first 45 days of sickness, as follows: 

• The full wage for the first 15 days. 

• The half wage for the next 30 days. 

• Any following period will be without a wage. 

All sick leave certificates are subject to the approval of the HR team. If the submitted documents 

are not approved, it will be considered as casual leave. 

Sick leave for more than five continuous days should be supported with an attested sick leave 

certificate from the Government Health Authorities.  

In the event where an employee could not provide a medical certificate or the certificate provided 

has been rejected by the HR, the employee may request to induce a deduction of the sick days 

from his annual leave balance, if applicable. 
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Maternity Leave (CB-006-04) 

The female worker shall be entitled to a maternity leave of (60) sixty days, according to the 

following:  

First (45) forty-five days with full wage; The following (15) fifteen days with half wage.  

The female Employee may, after using the maternity leave, be absent from work without a wage 

for a period not exceeding continuous or intermittent (45) forty-five days.  

If this absence is due to her sickness or her child’s sickness resulting from pregnancy or childbirth, 

which does not allow her to return to her work. Such sickness shall be proven by a medical 

certificate issued by the medical entity. All leave periods are not included within the service term, 

for which the female worker is entitled to end of service benefits.  

After the female employee resumes work, she is entitled to one or two additional breaks each day 

for nursing her child. The duration of the two breaks must not exceed one hour. The woman is 

entitled to such breaks for 6 months following the date of delivery. Such breaks are fully paid for.  

Other Leaves (CB-006-05) 

Paternity (paternal) Leave 

Adhering with the new regulations have extended the parental leave, matching the private sector, 

to “five working days” to be taken continuously or intermittently within six months of the baby’s 

birth. 

Unpaid Leave 

Unpaid leave that can be taken by an employee for any reason. It includes a half-day leave where 

the deduction is made equal to the half-wage of the employee’s daily salary.  

However, if there are two half-day leaves taken in the same month, it could be considered as one 

full day of the annual leave upon a request submitted to human resources from the employee and 

is subject to eligibility of an employee for the annual leave balance. 

Bereavement Leave (In case of death of family members) 

The organization permits Bereavement leave for (5) days for death of spouse, (3) days for death 

of parents, children, siblings, nephews.  
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Leave Resumption (CB-006-06) 

A notification of duty resumption is raised by all employees when the employee returns from leave 

through a work resumption form for any leave that equals or exceeds two days. A work resumption 

form should be submitted by the employee on the HR portal after being approved by the manager. 

Public Holidays (CB-006-07) 

As per the labor law, all employees are entitled to public holidays for the special occasions which 

are considered a full day off. The following is the standard public holiday list with the eligible 

number of days off. 

• Gregorian New Year: 1 January 

• Eid Al Fitr: From 29 Ramadan to 3 Shawwal*  

• Arafah day and Eid Al Adha (Feast of Sacrifice): From 9 to 12 Dhu al Hijjah*  

• Hijri New Year (Islamic New Year): 1 Muharram.  

• Prophet Mohammed's birthday 

• Commemoration Day: 1 December  

• National Day: 2 and 3 December  

Note: Islamic holidays are determined according to moon sighting. 

Medical Insurance (EHB-CB-007) 

Unless provided as a free of charge services by the governments of Al Bayader's countries of 

operation, medical insurance for employees is provided subject to the grade level across the 

organization. However, the level of coverage and class may vary from one job grade to another.  

When an employee desires to involve themselves or any of his/her family members, a formal 

request should be submitted to the HR team to include family at his own cost, where the 

organization can include them under the same insurance policy to enjoy the privilege of a reduced 

cost of insurance, while the premium is deducted from the employee’s salary.  

The additions of any family member must be within the same grade. Coverage rules and limits 

shall be exposed by the medical insurance organization. The HR team shall do a yearly review of 

the medical insurance policy contract in the sphere of inducing better benefits for the staff at a 

lower cost. The timeframe for processing insurance by the insurance provider is 7 -9 working 

days.  
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Workers’ Compensation (EHB-CB-008) 

Workers' compensation provides compensation for work-related injuries during employment. In 

the event of permanent disability, the employee is paid compensation based on the percentage 

of the permanent disability, as certified by the doctor. In the event of a workplace accident, the 

medical expenses are borne by the organization. The employee receives his wages during sick 

leave. The medical expenses and the basic wages for the unfit period are then reclaimed by the 

employer through the workers’ compensation insurance policy.  

Work Related Accident 

The work-related accident is any unintended event that occurs during work that leads to an injury 

or condition. 

Types of Work-Related Accidents 

• Accidents that occur while performing official work duties 

• Accidents that are incidental to or from work, e.g., slipping and falling when performing official 

work duties 

• Traffic accidents that happen at the workplace or during work, e.g., a traffic accident while 

commuting to work on organization transport 

General Coverages under this Policy 

Medical, surgical, and hospital expenses, including the cost of transport to the hospital for 

accidental employment injuries. 

• Permanent Total Disability 

• Permanent Partial Disability 

• Death 

Main Exclusions  

• The employee deliberately caused injury to himself for any reason. 

• The injury took place under the influence of alcohol, narcotics, or other psychotropic 

substances. 

• The injury took place because of a deliberate violation of the declared preventive instructions 

at visible areas in the workplace, as defined by the Implementing Regulation hereof. 

• The injury took place because of wilful misconduct by the worker. 

• The employee refused, without a serious reason, to be examined or follow the treatment 

specified by the medical entity.  
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• Influence of drinks or drugs 

• Wilful removal or disregard of a safety guard device 

• War group and a nuclear group of perils 

• If it was evidenced in a report provided that the employee had intentionally caused his own 

injury to receive compensation or medical leave, then he/she would not be entitled to either 

compensation or medical leave and would be liable for criminal charges to be brought upon 

him. 

• Should it be proven that the employee intentionally injured himself, was under the influence 

of drugs or alcohol, or was disobeying safety ordinances at the time of the incident, the 

employee is not entitled to compensation of any kind. 

Submitting of the Claim 

A) The following original documents (signed and stamped) should be submitted to HR by the line 

manager of the injured employee within seven working days for claiming insurance: 

• Workers Compensation Claim Form: The line manager must fill all the details requested 

in the form. It must be signed and stamped. 

• Medical report: The relevant original medical report from the hospital 

• Sick leave certificate: the relevant sick leave certificate received from the hospital 

• Invoices/receipts: original invoices, receipts of pharmacy, taxi receipts during travel to 

hospital, etc. 

• All invoices should have paid stamp or payment receipt 

B) After receiving the above documents, HR sends the above original documents to the 

insurance provider with the following documents: 

• Payslip of last three months(stamped) 

• Passport copy 

• Resident visa copy 

• Emirates-ID copy 

Insurance Claim Processing 

The timeframe for processing of the claim by the insurance provider is 15-21 working days. 
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Mobile SIM Authorizations (EHB-CB-009) 

The organization will provide a SIM card for business use with limits on calls and internet use. 

The SIM card is registered under the organization’s name and provides a full structure of the limits 

that are decided by the organization-based job grade. The following is the structure of the limits 

according to management approval: 

Field staff (grade 8-10) AED 50 (No Sim Card provided) 

Office Staff (Grade 6-3) AED 101 (subject to job requirements) 

Senior Field Staff & Managers  AED 261 (Subject to job requirements) 

The service will not stop upon reaching the limit of the package assigned; employees still can 

make calls even beyond the limit. However, once the employee exceeds his set limit, there will 

be a deduction of the same amount from his /her pay.  

Organization Vehicle (EHB-CB-010) 

The organization provides a vehicle for business use as a generic standard. However, employees 

who wish to use their own vehicle may request transportation allowance in lieu. 

The amount that is designed to be given to any field staff who is willing to use their own vehicle 

instead of an organization vehicle for business use shall be granted AED 1000 per month 

regardless of the model or the brand of the vehicle in use.  

Starting from grade 8 to 10, the allowance is AED 600. Employees who are not categorized under 

the field are not eligible for any vehicle allowances for using their own cars. For field employees, 

the vehicle allowance is inclusive of the regular transportation allowances that cover the home-

work transportation as well as the regular field visits.  

Employees are allowed to use the vehicles assigned to them by the company in the saloon 

category (sedan) after working hours for their personal use. However, it is prohibited to use any 

of the company's trucks for the delivery of goods, for any personal purposes, or using them 

outside official working hours. 
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Breakdown or accident of a rented /Organization‐owned car 

In the event of a rented car breaking down or meeting with an accident, the employee shall contact 

the relevant car rental organization or the concerned person at Al Bayader International for 

assistance.  

The car will be sent for repairs to the garage Al Bayader deals with. If the employee is at fault, the 

excess charges payable to the insurance organization will be borne by the employee in both the 

above scenarios. If the organization vehicle is hit by another while parked, the driver who has 

possession of the car at that time will be held responsible. 

When you accept a car from the organization (organization‐owned/rented), please check it 

thoroughly for damages and ensure it is in good running condition; if any problem is detected, 

please bring it to the notice of the concerned person, in writing, immediately. If not, it will be 

assumed that the vehicle was issued to you in good condition and any repair charges will be on 

your account.  

Please also make sure that there are no pending traffic fines at the time the vehicle is handed 

over to you. While taking possession of the vehicle, you will sign a detailed form confirming that 

the vehicle was received in good condition.  

Periodical oil service of rental cars is the responsibility of the staff using the car. For rented cars, 

the service must be booked with the rental company at least a week in advance. Service due on 

kilometer will be on the sticker placed on windscreen 

When you return an organization‐rented car, please make sure you get all the repairs done before 

the vehicle is handed over since the car rental organization will charge you double if the same job 

is done by them. 

Installation of GPS 

GPS will be installed in all organization‐owned, rented, and employee‐owned vehicles for which 

fuel expenses are borne by the organization. To ensure privacy, company will not allow any 

monitoring, recording or tracking of any of the employee activities or routes beyond the formal 

working hours unless for emergency or accidents only with permission from the GM.  

Tolls Services (SaliK) (Subject to nature of job duties) 

Salik expenses, or any similar services fees in any other country outside the UAE, will be paid by 

the organization if within acceptable limits. If the limit is exceeded, the excess charges will be 
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deducted from the employee’s salary. Employees driving in from our local Sister companies are 

not eligible for “SALIK” allowance. 

Traffic Fines 

The employee will bear all fines for traffic violations for rented cars. As soon as we get the invoice 

from the car rental organization, the amount will be deducted from your salary, and you will be 

intimated by email. Full amounts of fines will become deemed immediate in the same month of 

the fine report and no installments are allowed for paying the fines. If you need any clarification, 

you may contact the concerned person / accounts team. 

Fuel Limits 

Fuel limits are provided for business use only. The full structure of the limits is decided by the 

company based on the analysis of the business needs in each job family across the organization 

inclusive of all grades.  

An FRID-based security tag (Radio Frequency Identification) is issued by the service provider 

based on a letter issued by the company for each designation inclusive of the limits.  

The following is the structure of the limits according to management approval:  

Category  Liters per 

month 

Expected monthly 

travel distance 

Average fuel 

consumption km/L  

Management  795 8760 11 

Messengers 335 3700 11 

Distance Sales  335 3700 11 

Distance Sales – Sister 

companies 

398 4380 11 

Senior Office Staff 295 3250 11 

Sales 275 3000 11 

Distance Office  255 2800 11 

Office 155 1700 11 

 

Each employee is notified with his/her category name, and allowance is automatically set for 

his/her case according to the above-mentioned company structure.  
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Duty Mission (EHB-CB-011) 

Employees who shall be required to travel out of the country for any business-related reasons or 

issues either for training or duty missions are eligible for the allowance for each day spent on the 

trip, as well as hotel accommodations and air tickets that are booked by the organization 

according to the following table:  

Grade EU  UK Rest of 

the world   

Airline class  Hotel   

Grade 1 200 € 200£ 200$ Business class limited to 6 

tickets per year, any after 

are economy class.  

+4 stars –  

Bed & Breakfast 

Grade 2-7 100 € 100£ 100$ Economy 3-4 stars 

Bed & Breakfast 

Grade 8-10 100 € 100£ 100$ Economy 0-2 stars 

Bed & Breakfast 

Furthermore, any internal transport across cities can be reimbursed upon arrival by submitting 

invoices to the Accounts team with the required form. 

In calculating the duty mission allowance, the organization shall consider per diem from the start 

of the air travel till the return, back to country. 

For business trips to sister companies located in UAE, Qatar & Oman and any other country of Al 

Bayader operations, for one night or more, no daily allowance will be provided except 

accommodation in approved hotel in the event of overnight stay. Transportation will be provided 

by the sister companies.  

For a trip that is inclusive of multilevel employees from different grades, each shall be treated in 

accordance with the above-mentioned grade level.  

A formal request that is approved by the CEO should be obtained with a formal notification to the 

line manager and submitted to the human resources team for processing not less than five 

working days before the travel date. 
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End of Service (EHB-CB-012) 

Upon separation of any employee who passed one-year in-service, the organization shall pay 

end-of-service benefits according to UAE labor law that is also known as gratuity.  

If the employee resigns or terminated from his/her position before completing one year of service, 

he or she will not be entitled to any gratuity pay. Only employees who have served more than one 

year are entitled to a gratuity for a fraction of the year.  

The end-of-service gratuity is calculated on the basis of the last wage that the employee was 

entitled to, namely the basic salary. Hence, the calculation does not include allowances such as 

housing, transportation, or any other allowances.  

If the employee owes any money to the organization, the employer may deduct the amount from 

the employee’s gratuity.  

The company shall pay to the worker, within (14) fourteen days from the end date of the contract 

term, his wages and all his other entitlements stipulated herein, and resolutions issued for its 

implementation, the contract, or the establishment’s by-laws. 

In some rare cases, the time to complete the transaction may extend due to third-party related 

reports such as traffic fines, mobile sim consumption report, fuel consumption report, etc. which 

are also considered in calculating the end of service entitlement. 

In the event where the organization terminates, or employee resigns the company the following 

calculation method will be as follows:  

• If an employee has served for less than 1 year, he/she is not entitled to any gratuity pay. 

• If an employee has served for more than 1 year but less than 5 years, he/she is entitled to 

twenty-one calendar days’ basic salary for each year of the first 5 years of service.  

• If an employee has served more than 5 years, he/she is entitled to thirty calendar days’ 

basic salary for each additional year, provided the entire compensation does not exceed 

two years’ pay.  

Organization Products (EHB-CB-013) 

Al Bayader International employees have the privilege of buying the organization merchandise at 

a special price that may reach the cost prices for some products. However, the products’ pricing 

can be obtained from the customer service team.  
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The organization is giving this open door as a sort of advantage and benefit to the employees; 

thus, employees are not allowed to purchase high quantities of any products in our organization 

product ranges. The approved quantities can be learned from direct contact with the customer 

services team.  

The organization does not provide any kind of discount coupon to use or redeem through any 

retail outlet for buying the organization’s products. The employees can directly purchase from the 

workplace and can avail a better rate. Employees can avail the discounted price for buying the 

merchandise at any time during their tenure. 

Salary Certificate/ NOC/ Salary Transfer Letters (EHB-CB-014) 

Employees have the privilege to request a Salary Certificate, Salary Transfer Letter, and NOC 

through the HR portal. Workers who do not have an email ID can raise a ticket with the assistance 

of their supervisor or manager.  

If an employee requires a Salary Transfer letter for applying for a loan, he/she must submit a 

clearance letter from the bank where the salary is being transferred currently. All new bank details 

and account numbers should be submitted to the HR team to update the details in the Orion 

system. However, issuing a Salary Transfer letter is at the management’s discretion. It is 

mandatory to mention the reason while making the request on the HR portal and bank name to 

which the employee needs to address the salary certificate.  

Employees can request the NOC letter for applying for a visa for the abroad/business trip and 

other requirements, if any. 

Work-Related Courses/Financial Assistance (EHB-CB-015) 

The organization may accommodate financial assistance to any employee from Grade 4 and 

above who is interested in pursuing a work-related training course which can improve skills or 

enhance knowledge to perform duties in the employee's current position. 

The request must be made to the HR team with full details about the program and its learning 

objective. HR should do an analysis of the content and bring up recommendations to the top 

management for approval.  

Based on the management’s decision, financial assistance may be granted within a certain 

framework. However, a certain training provider may be implied with the management’s approval 

to accommodate the financial assistance.  
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The purpose of the policy is set out to ensure a proactive and lawful approach to equality and 

diversity issues throughout the process chronologically, from the time that the job becomes open 

for recruitment to the date the position is filled.  

Recruitment Guidelines (EHB-RS-001) 

Law Compatibilities 

The company complies fully with all laws and regulations at the designated country of operations. 

This is inclusive and not limited to hiring employee under the age of 18 at the date of hire.  

Equal Employment Opportunity 

No discrimination will take place throughout the recruitment process. No regard will be given to 

factors such as age, gender, marital status, race, religion, physical impairment, or political 

opinions.  

Hiring Employees’ Relatives (EHB-RS-002) 

The organization does not encourage hiring of any employees’ first and the second-degree 

relatives. A special approval must be obtained from the company CEO for any similar acts.  

Summer Training/Internship (EHB-RS-003) 

The organization accepts the hiring of interns to provide them with an opportunity to learn and 

gain hands-on technical experience in their related fields of study. 

Candidates selected should maintain a certain grade point average and will intern for a period of 

three months. Selected candidates must adhere to the organization’s laws and regulations and 

working hours.  

Furthermore, candidates selected are not entitled to any compensation as this is an unpaid 

internship. However, upon of the successful completion of the internship period, candidates will 

be provided a certification of completion from the organization. 

Employment Visa Processing (EHB-RS-004) 

HR team will process the MOHRE offer as soon as all the documents available, the employee 

must sign the contract and the approval will take 7-8 working days and further in 2-3 working MOI 

will issue an entry visa. 
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The HR team will do the status change and further will process the Medical/Emirates ID/Contract, 

the employee will be contacted by the HR to process their part such as doing medical/biometric 

and Tawjeeh training. 

Tawjeeh Training provides training for workers who fall under Skill level or categories 3, 4 and 

5 are required to attend these training classes or someone whose educational certificate is not 

attested by MOFA – UAE. The training offers information on the UAE's laws and culture, the 

labour laws and penalties as well as tips on how to manage your finances in a new country 

HR will get the employee medical report and will submit to the authority for final approval. After 

necessary approval, employees can download their E-copies of Emirates ID/visa from the ICA 

application and the HR will inform the employee to collect the original E-ID & Passport, once it is 

ready.  

However, as per the new rule, there is no visa stamping available on the passport and employee 

should carry original Emirates ID during his/her travel. 

Renewals of Visa/Work Permit and Contract (EHB-RS-005) 

The organization will renew the Work Permit/Agreement and visa of their employees every two 

years for Sharjah, Abu Dhabi, AL Ain and RAK visa and every three years for DMCC (H&H) / 

Free- zone visa (Jebel Ali). The renewal of the visa shall be conducted upon expiration and the 

grace period to renew the visa will be 30 days. The company will bear all the visa renewal costs. 

To avoid a fine and blockage in the immigration system, it is very important to process all renewals 

on time. Upon renewal of visa, the HR team will coordinate with employees to have necessary 

documents in advance to process the visa. 

Work Permit & Contract Renewal to the new contract 

Employees shall check their updated contract while signing it with HR and verify all the details are 

correct as per the current scenario. The contract renewal is to make sure that all necessary 

changes related to the employee have been updated in the new contract. The employee should 

make sure the passport will be valid for a minimum of 6 months to process the visa. 

Profession Change / Salary Amendments in Labor Contract 

An employee can request the HR team to change his/her profession or salary or any other 

additions to the contract and visa, if any. The organization will make the necessary amendments 

when the contract is due for renewal. Nevertheless, if the employee wants to use the contract on 

an urgent basis with the necessary amendments, it can be done at his/her cost. The employee 
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should have a MOFA (Ministry of Foreign Affairs) certificate attestation beforehand to change the 

designation on the visa. 

Joining Formalities (EHB-RS-006) 

A new employee can join officially after obtaining the necessary work permit from the Ministry. It 

is not permissible to undertake work in the UAE and the employer may not recruit or employ any 

worker, except after obtaining a work permit.  

A new employee shall be granted the following:  

• Desk Space within his/her team, 

• Employee ID card (used for the attendance punch in & out), 

• Email on the organization host,  

• Personal computer or laptop, 

• Extn. No.,  

• Telephone SIM Card (If applicable), and  

• IPAD (Only for sales, for preparing sales orders, sales quotes, and for requesting 

samples). 

A joining form will be prepared by HR for the employee’s signature, and a copy will be forwarded 

to the accounts team for payroll purposes after getting the necessary approval. A confidentiality 

agreement and non-competition agreement must be signed by the employee in his/her first day 

of employment.   

A welcome email addressed to all the teams including the management will be sent by the HR 

team regarding the joining of the subject employee inclusive of the following contents: 

• Employee’s full name, 

• Educational background brief,  

• Employee designation and reporting to, 

• Experience brief, if any, and 

• Organization contact details like email / mobile no./ extension no., etc. 
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The policy is designed to provide a framework of an opportunity given to all the staff to improve 

their job performance and to raise productivity, quality, and customer service in pursuit of 

continuous improvement through formal and informal training opportunities.  

Induction Program (EHB-LD-001) 

An induction program is a tool that is designed to support new employees during this starting 

stage as a difficult period and to help them become fully integrated into the organization as quickly 

as possible.  

Through the induction, the employee can settle quickly into the organization’s culture in the initial 

stages of employment, thus swiftly inducing an added value and significant impact on the 

organization’s objectives. 

A new employee may not be able to commence any work assignments unless the induction 

program is completed.  

HR is the project owner of the program and shall arrange a full day schedule as convenient for 

the subject’s orientation conductors using one form of instruction and feedback. 

Induction Checklist (LD-001-01) 

This is a checklist of information for induction that managers/supervisors should use with new 

staff as part of the induction program within the first few days, and certainly within the first two 

weeks of employment, if needed.  

The inducting manager will be required to mark off each topic on the induction checklist as it is 

introduced to the employee and after completion of the induction, should  sign on the form.  

The new entrant should sign the form as a confirmation that the mentioned information has been 

carefully and clearly discussed. 

The manager/supervisor is required to send the form back to the human resources team for 

inclusion in the employee’s personnel file. 

The induction program is designed to include different teams and convey their values to the 

employee for better understanding.  
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Human Resources Team Induction (LD-001-02) 

An HR team induction gives a brief insight about Al Bayader International and its history; the 

insight of the organization’s mission, vision, and philosophy; and the introduction of the 

organization’s code of conduct and employee handbook (formerly intro-Pack). Also, there is a 

room for free discussion of the new entrant’s questions. 

Direct Manager Induction 

In this section, HR coordinates with the direct team manager to provide and explain about the 

teams and its business models such as the team structure, nature, and operations.  

During the induction, the employee shall be made aware of his/her manager, supervisor, co-

workers, and department objectives, targets, job description, internal and external communication 

plans and operational policies and procedures. 

Health and safety Administration Induction (LD-001-03) 

In the Health and Safety part, induction helps the employees to understand the safety, health, 

and other important administrations related to this field. 

The Health and Safety explains information regarding the hazard/incident/accident reporting 

procedures and formalities. It also covers the HSE policies, emergency plan, exits, fire 

extinguishers, and first aid facilities such as the first aid kit and room.  

Related Teams Orientation (LD-001-04) 

All related teams that have continuous cooperation with the HR team are included in the induction 

program whereby they need support in this training.  

The related teams explain their teams’ business model, type of work, team orientation, 

department objectives, targets, plans, and operational policies and procedures. 

Once the training has been completed, the team and the new employee should complete and 

sign the induction form, and the completed form will be kept in the employee file for future 

reference. 

On-Job-Training (OJT) (EHB-LD-002) 

On-job-training is the kind of training that is given to new employees joining the organization for 

the first time or to current employees of Al Bayader as part of their performance improvement 

plans.  
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OJT is also conducted for current employees who have been transferred from one team to another 

or any employees requested to be enrolled based on a direct manager’s request.  

The subject employee is requested to do full-time attendance of the program and not to 

commence with the assigned job duties unless a confirmation is issued by the direct manager 

upon successful completion of the training program. 

Full compliance to adhere to the training plan and timeframe is expected whereby both trainer 

and trainee must dedicate the time and effort for successful completion of the program.  

The trainer’s performance during the on-job-training programs counts towards his/her yearly 

appraisal under the leadership evaluation factor through a trainer evaluation form completed by 

the trainee and recorded by the HR team.  

At the trainer’s yearly appraisal stage, the calculated average rate of the programs delivered 

throughout the year regarding both quality and compliance shall be considered as part of the 

evaluation and shall be recorded by the HR team on the trainer’s yearly appraisal form.  

Upon successful completion of the program, trainees must meet with their direct manager to 

assess the training’s impact and to decide if the employee can start the normal operational 

practices of their assigned duties and responsibilities.  

However, in certain cases, trainees may be requested to re-enroll in either the full training or 

partial modules based on the manager’s evaluation.  

In such cases, HR shall review the trainer’s evaluation form if the positive rating has been given  

while the direct manager requests re-training, the trainee shall be subject for negative evaluation 

on the monthly probation review in the learning factor.  
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This policy is designed to assist in appropriately explaining, guiding the process of managing 

disciplinary and termination issues when they arise in accordance with the organization’s 

philosophy of the principles of procedural fairness in the context of the labor laws. 

The Performance Notice letters (EHB-WT-001) 

Performance notice is a tool of evaluation that can be used by the Line Manager/team manager 

through the HR team to redirect and properly guide any performance deviations that are seen in 

the employee's performance across his/her employment with the company.  

While performance notice is a formal communication towards employee performance, whereas, 

receiving any is considered as a formal step from the company of expressing unsatisfactory, or 

at least not reaching the desired job performance level. 

Warning Letters (EHB-WT-002) 

Warning letters are used to confirm and address a performance or misconduct issue with an 

employee. Warning letters are usually issued to an employee after meeting with them to discuss 

the problem and giving him/her the opportunity to respond to the allegations of the inappropriate 

misconduct.  

Furthermore, if the line manager/HR manager finds that the employee is a first-time offender, he/ 

she may issue the employee a verbal warning instead of a written warning; however, if the 

employee does not comply with the verbal warning and repeats the inappropriate conduct, he/she 

is subject to receive a written warning letter highlighting his/ her inappropriate conduct. 

Employees are subject to a maximum of three Category B warning letters for the entire year that 

count against their yearly performance appraisal and any access may cancel their appraisal 

results with the organization as per organization laws. If the employee fails to comply with the 

given warning letters, he/ she can be subject to termination upon receiving a Category A warning 

letter.  

Category A (WT-002-01) 

Category A (warning for termination) is the highest level of warning and shall be given to the 

employee as the last stage warning before termination when committing one of the major 

misconducts listed hereunder:  
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• Negligence, carelessness, or unsafe acts that cause damage to organization 

equipment/injury to any person.  

• Performing any major technical errors that cost the organization. 

• Abuse of authority for benefiting undeserved friends or relatives. 

• Physically or verbally harming any of his colleagues working in the organization during or 

after the working hours.  

• Accepting gifts without informing or gaining prior permission from management.  

• Accepting or giving bribes or any illegal gratification or any solicitation thereof.  

• Spreading false rumors or giving false information, which can bring employees into 

disrepute, or writing of any anonymous offensive letters.  

• Non-compliance or lying in an official investigation.  

• Failure to report information about any theft or fraud.  

• Securing undue advantage by giving false information or withholding information. 

• Any misconduct that follows the receipt of two warning letters of Category B. 

Category B (WT-002-02) 

Employees who commit any type of major misconduct when dealing with clients or commits 

mistakes related to his work which may include but is not limited to technical errors, serious 

behavioral conflict, false information, or lies, shall be subject to receive a Category B warning 

letter.  

Employee who makes mistakes in work-related issues or whose work is met with unsatisfactory 

performance shall be subject to receive a Category B warning letter.  

The first Category B warning letter is usually issued without any salary deduction; however, it shall 

be decided based on the subject case and its consequences, which may reach 5 days of salary 

deduction. 

In the event of minor misconduct, employees may be subject to Category B warning letter at that 

time; however, when one employee receives two warning letters (B Type) within six months, the 

third warning shall be a Category A, warning for termination. 

List of minor misconduct: 

• Reported unsatisfactory performance both from the behavioral or technical perspective 

• Leaving workplace during working hours without permission of superior 

• Unauthorized absence from duty 
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• Obtaining or attempting to obtain leave of absence on a false pretext 

• Insulting or attempting to do any violent actions in the workplace 

Termination (EHB-WT-003) 

Performance-Based Termination (WT-003-01) 

This occurs when an employee is terminated due to unsatisfactory work performance. This is a 

serious matter that requires careful evaluation and the approval of the human resources team.  

When such conduct is identified, the supervisor should communicate this with the employees to 

take corrective action, which may include coaching for improved performance followed by an 

improvement plan based on irregular appraisals which shall be conducted. If corrective actions 

have been exhausted, a termination letter can be issued to an employee based on unsatisfactory 

performance.  

Unsatisfactory work performance includes the following occurrences:  

Warning Letters Limit  

This occurs when an employee has exceeded the warning letter limit as permitted by the 

organization. As per organization policy, an employee can receive a maximum of three warning 

letters in one year highlighting his/her unacceptable behavior. After the third warning, the 

employee will be subjected to immediate termination based on exceeding the warning letter limit.  

End of Probation Period Termination 

If an employee’s performance or conduct is not satisfactory during the probationary period, an 

attempt to address the issues is required prior to issuing a notice of termination. 

The company may terminate the service of the employee during this period after notifying the 

latter of the same in writing fourteen (14) days at least before the date specified for the termination 

of service. (Ref: Article 9) 

Performance and conduct issues often arise because employees do not understand what is 

expected of them; therefore, the following should be done:  

• Ensure the employee clearly understands his/her role, the expected level of output or 

performance, and the expected conduct at work. 

• Provide the employee with regular performance feedback during the probation period and 

inform them of any changes needed to his/her work or conduct, whether positive or negative. 
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If the feedback sessions have been conducted with the employee, and the employee’s 

performance did not improve and is still unsatisfactory, the employer will issue a letter of 

unsuccessful probation and notice of termination to the employee.  

Misconduct (WT-003-02) 

This is the failure to fulfill the conditions of employment in the contract of service. Examples of 

misconduct are theft, dishonesty, fraud, bribery, breaking confidentiality, and insubordination. If 

an employee is found committing an act of misconduct, the employer should investigate before 

deciding whether to terminate an employee or to take other forms of disciplinary action. 

There is no fixed procedure for an inquiry, but as a general guide: 

• If an employee commits physical harm to any of his superiors, managers, or colleagues  

• Disclosure of confidential information or business affairs that could prove detrimental  

• Stealing organization equipment/cash or harming the organization with any activity that 

leads to financial losses   

• Conducted an action that costs the business a major monetary loss to the organization 

• Engaging in private trade or employment without the written permission of the directors  

• Falsifying/altering the records of the organization 

• Reporting to work under the influence, or the possession or use of any alcoholic or banned 

substances while at work 

• Theft or fraud involving property of the organization or the property of another employee 

inside the premises 

• Breach of the employment contract terms 

• Absent for 15 days in one single year without permission or 7 days continuously   

• Misdemeanor or criminal offense that would result in imprisonment, including non-

disclosure of previous criminal convictions. 

• Assuming a false nationality or resorting to forgery to obtain work or giving any false 

information at the time of joining.  

If the investigation establishes and confirms the case of misconduct, the employee is subject for 

termination effective immediately without notice, and no end of service settlement will be paid. 
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Resignation (EHB-WT-004) 

Resignation is when an employee makes the personal choice of ending his employment with 

his/her current employer. Resignation is an official notice that you are ending your employment 

relationship with the organization and is often submitted verbally to the line manager. 

However, the employee is also required to submit the employment resignation in writing to his 

line manager for approval and then submit the approved resignation to the human resources team 

for further processing and an exit interview.  

Furthermore, the HR team must conduct an exit interview to verify and confirm the reason for 

leaving the organization. Exit interviews are also conducted to ensure that the employee is not 

being forced to resign due to conditions that are within the organization’s control.  

Elimination of Position (EHB-WT-005) 

Elimination of position, which is also known as a “layoff,” can occur when the position is made 

redundant or when the duties of the position are merged with another position’s duties.  

Elimination of position refers to the termination of a job title within the organization. When a 

position is eliminated, the organization will give the affected employee a formal advance 

notification, during which time the affected employee will remain employed by the organization.  

The organization will seek to provide such notification as early as possible to enable the employee 

to begin to plan for his/her transition from the organization, including exploring other employment 

opportunities elsewhere. 

An employee who leaves the organization due to the elimination of position is subject to rehire in 

the future if the organization permits it. 

Downsizing (EHB-WT-006) 

Downsizing is a reduction in the workforce throughout the whole organization. A downsizing 

simply means releasing employees because the operation no longer requires them and/or 

restructuring within the organization has eliminated a certain percentage of the workforce. 

Reduction in the workforce can occur when there is a lack of available funding, restructuring in 

the organization, or changes in the business needs or workplace requirements that impact the 

staffing requirements. 
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Downsizing usually affects the organization in a generic way; management will decide the number 

of workforces that is required for the business needs and the percentage of workforce that needs 

to be laid off duty.  

Prior to terminating an employee from any position for downsizing, the irregular appraisal should 

be conducted referring to all employee appraisal records and performance reports.  

Exit (EHB-WT-007) 

Notice Period Serving (WT-007-01) 

The notice period is the period between receiving the termination letter or submitting the 

resignation letter and the end of the last working day. This notice should be given to an employee 

or an employer before the end of the employment period.  

The notice period ensures the employee finishes any pending projects and completes a proper 

handover to his/her successor. If the employee or the employer fails to provide a notice period to 

the other party, they are required to compensate the other party one month’s salary.  

In some cases, a notice period is not required to be served or given. For example, if an employee 

commits a crime, destroys organization property, or commits an act of misconduct that is the 

reason for immediate termination, the employer is not required to provide a notice period. 

However, the employer must inform the MOHRE within 48 hours of the incident.  

Exit Checklist & Clearance (WT-007-02) 

Upon the resignation or termination of any employee’s services, an exit checklist and clearance 

form should be created on the portal and followed by an interview. The purpose of this checklist 

interview is to ensure the collection of any organization property that may be in the employees’ 

possession during her/his time with the organization (for example, access cards, organization car 

keys, laptop/ desktop, organization cell phone/sim card, etc.).  

Once the checklist has been completed, the employee and the HR team representative will clear 

the employee from any liability toward the organization’s property once returned. A copy of the 

completed checklist form will remain with the HR team for future reference. In the case the 

employee fails to return the organization’s assets or returns the organization’s assets in a 

damaged condition, the cost of the missing/damaged item may be deducted from the employee's 

end of service pay. 
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Exit Interview (WT-007-03) 

The exit interview is a face-to-face conversation that takes place between an HR representative 

and the employee resigning from the organization. The exit interview is an opportunity to clarify 

and explain to the employee any queries he/she may have about the end of service benefits they 

are entitled to.  

Grievance (EHB-WT-008) 

A grievance is any type of problem, concern, or complaint related to an employee’s work or the 

work environment. A personal grievance could be about any act, behavior, situation, or decision 

impacting the employee in an unfair or unjustified way like safety in the workplace, performance 

appraisals, unfair treatment by the supervisor, etc.  

There are two procedures to manage employee grievances: informally and formally. If the 

grievance is minor, the employer should have a discussion with the employee to see if it can be 

resolved informally. 

In some cases, a simple discussion between the employee and manager can prevent the issue 

from escalating. Nevertheless, the manager should keep a record of the informal resolution that 

has been reached.  

If the grievance is serious or if the employee feels that it has not been satisfactorily resolved, the 

manager should deal with the complaint under the formal grievance procedure and ask the 

employee to put his/her grievance in writing.  

Once the manager receives a written grievance complaint, they shall investigate the issue. If the 

grievance involves other members of the staff, they should be informed and given an opportunity 

to provide their own evidence to the complaint.  

If the grievance involves the line manager/supervisor, the employee may escalate the formal 

grievance to the HR team directly to gain an unbiased opinion on the grievance investigation. The 

aim of the investigation is to establish the full facts of the grievance before any action is taken.  

After the investigation, the HR manager/line manager should hold a meeting with the employee 

so that he/she have an opportunity to explain the complaint. During this meeting, an employee 

should be asked how he/she thinks the grievance should be resolved and what outcome he/she 

is seeking. The employee should have the opportunity to present any evidence or personnel 

witnesses they may have. Having considered the evidence presented, the HR manager/line 
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manager will need to decide whether to uphold or reject the grievance. The decision should be 

communicated to the employee in writing as soon as possible.  

If the grievance is upheld or partially upheld, the employer should tell the employee what action it 

proposes to take and how this action will be implemented. The letter should also provide the 

employee with the right to appeal the decision. If the grievance has been rejected or partially 

rejected, the employee has the option of appealing the decision. The appeal should be managed 

by the HR manager or a more senior manager than the person who ruled on the grievance the 

first time.  

Most appeal hearings will be in the form of a review but can take the form of a rehearing if the 

initial investigation and decision were flawed. After conducting the appeal hearing, the employee 

should be informed in writing about the outcome of the appeal. The appeal ruling on the grievance 

will be final. 

Employment Visa Cancellation (EHB-WT-009) 

Upon termination/resignation, the employee can coordinate with the HR team for the visa 

cancellation. For cancellation of an employee’s visa, the employee must first ensure that he/she 

cancels the visa of his/her dependents (who are on his/her sponsorship) and then subsequently 

submit his/her passport and Emirates ID to the HR team for his/her (the) visa cancellation. It is 

mandatory to sign the employee clearance form, and all the organization’s properties should be 

returned before proceeding with the cancellation request. 

The employee will get a one-month grace period from the date of cancellation to either exit the 

country or obtain another visa to reside in the country. The employee should exit the UAE before 

the grace period to avoid fines for illegally overstaying.  

Absconding Report at Labor & Immigration-UAE (EHB-WT-010) 

The organization will make an absconding report against an employee who overstays. Hence, it 

is mandatory for each employee to exit the country on time. 
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For any future inquiry and/or clarification related to this document, please contact the Following:  

 

Ramez Hinallah  

HR Team Manager 

Tel: +971 506326278 

Email: ramez.h@albayader.com  

 

 

Prasanna Selvaraj  

Internal Audit & Compliance Team Manager   

Tel: +971 507315025 

Email: prasanna.s@albayader.com 

 

 

Firas Salem 

Legal Team Manager 

T. +971 544837902 

Email: firas.s@albayader.com 

 

 

Ali Barhoum 

QHSE Team Manager 

T. +971 504681977 

Email: ali.b@albayader.com 
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