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Introduction

This policy establishes clear guidelines for employee
attendance, working hours, and time-tracking to ensure
operational continuity, workforce discipline, and fair
application across the organization.

Purpose
The purpose of this policy is to:
a) Define official working hours and attendance
requirements.
b) Regulate core working hours and weekly hour
completion.
¢) Clarify procedures for out-of-office requests for
business and personal reasons.

d) Ensure accurate attendance tracking and
compliance.

e) Promote consistency, accountability, and
transparency.

Weekly Working Hours

e All Head Office employees are required to compléte
a minimum of 40 working hours per week, from
Sunday to Thursday.

e Official working hours operate withinp a%flexible
window for check-in from 8:00 AM to 10:00 AM,and
check-out from 4:00 PM to 6:00 PM.

e Employees must be presentyduringdCore Working
Hours from 10:00 AM to 4:00°PM.

e Total weekly working hours must egual to 40 hours
by the end of each week.

e Any shortfall in weekly heurster failure to meet core
hours must be(’compensated by submitting an
equivalent hour-based leave request.

o If theyleave request'is, rejected by the line manager,
Disciplinaryiactioniwill be applied in accordance with
company policys
During the holy month of Ramadan, official working
hours shall¥be reduced to six (6) working hours per
day, equivalent to thirty (30) working hours per
week, in accordance with applicable regulations.

e Chief People Officer have the authority to determine
specific working hour arrangements for all
employees, in coordination with Chief of Division,
provided that Core Working Hours (10:00 AM — 4:00
PM) and total required weekly working hours are not
compromised.
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Out-of-Office Requests for Business Purposes

e Qut-of-Office for Business requests will not be
accepted retroactively through the system.

e All requests must:

o Be submitted in advance, no later than two (2)
days prior to the out-of-office date.

o Obtain formal approval from the Chief of
Division.

o Include a clear and sufficient justification,
supported by relevant documentation, where
applicable.

o Failure to properly record, compensate, or
regularize time may result in corrective or
disciplinary action as per company policy.

Out-of-Office Requests for Personal Reasons
Personal time during official working hours must be
managed through one of the following options:

e Recording the personal hours in the system and
compensating the equivalent time within the same
working week, subject to a maximum of two (2) hours
per week.

e Submitting an official hourly leave request through
the designated system, subject to prior line manager
approval and in accordance with the Leave Policy.

e Submitting a half-day leave request where ghe
absence substantially overlaps with Core Working
Hours. A half-day leave must be taken “as a
continuous half working day (either thegfirst, half“of
the day or the second half of the day) andimay net be
divided into separate hourly segments:

e Failure to properly record, compensate, oryregularize
personal time may result in correctivetandisciplinary
action in accordance with (Companyapalicy.

¢ The Chief of Divisionfeserves the¥ight to suspend or
cancel flexible workingShourfyarrangements at any
time based on operational'@r business requirements.

Break Petiods

Employées are entitled'to the following daily breaks:

¢ 30 minutes foradnch, taken within official working
hours.

¢ 30 minute® for midday prayers, taken within the
Head Office.

e Additional provisions:

o Other break periods are not included within
the official working day and must not result in
any reduction of the total required weekly
working hours of forty (40) hours.

o Employees remain responsible for completing
the full weekly working hours, and breaks must
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be planned accordingly within the daily work
schedule.

o Breaks must not be taken during the first or
last hour of the workday.

Attendance and Access Records
e Employees must check in and check out using
designated office access points through the
fingerprint or facial recognition system.
¢ Missing attendance records will not be accepted,
unless a technical issue is reported to People Division
on the same working day.

Remote Work Requests

¢ Employees may work remotely for up to two (2)
working days per calendar month, subject to:

o Operational requirements with a
justification.

o Prior approval from the Chief of Division.

o Final approval of People Division.

e The Chief People Officer may, at their discretion,
approve additional remote work days beyond the
standard monthly limit where justified by business
needs, exceptional circumstances, or strategic
considerations.

* Remote work is a privilege, not an entitlement, afd
must be requested and approved in advance with
clear justification.

e Employees working remotely remain
accountable for performance, availability,
compliance with all company policijes.

e Any misuse or non-compliance\may ,result in
revocation of remote work privileges anddisciplinary
action, as applicable.

clear

fully
and

Absenteeism and Shortage offWorking Hours

e Any unauthorized absenceyor failure to complete
required weekly Working hours must be regularized
through anfapprevedyeave request.

¢ WAhere leave is not approved, or where misuse of
attendance rulesfis identified, the matter may be
subject§to corrective or disciplinary action in
accordancewith company policy.

Paged

Assets (Field) Employees

¢ The Concerned Chief may determine specific work
arrangements for asset-based employees, in
coordination with and subject to approval from the
Chief People Officer, including any exemption from
gate fingerprint tracking where operationally
justified.

¢ Field employees must:
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o Submit a monthly work plan in advance.

o Provide justification and supporting evidence
of field activities.

o All submissions are subject to validation by the
line manager and People Division.

Exemptions Based on Management Discretion

e The Chief of Division may propose alternative
working arrangements for specific employees within
their  respective  division, provided such
arrangements remain within the framework of the
approved working hours and are supported by
legitimate operational requirements. Approvals may
be granted on a temporary or Permanent basis, as
justified by business need.

¢ Exemptions shall apply to named employees only and
shall not be granted based on job grade or level. All
nominations must be formally submitted by the Chief
of Division and are subject to approval by the Chief
People Officer.

¢ The total number of employees benefiting from such
exemptions shall not exceed a certain percentage of
the division’s total headcount and shall be decided by
the Chief People Officer. Exemptions must be applied
in a fair, controlled, and consistently documented
manner to prevent misuse, favoritism, or inequitys

¢ All approved arrangements shall remain valid until
formally amended or withdrawn. The People Division
reserves the right to review, audit, or reassess any
approved exemption at any time to ensute continued
alignment with company policy, @quity principles,
and operational requirements;

Payroll Integration and Salary Impact

e Attendance records“eaptured through the official
time-tracking system shall be'directly integrated with
payroll processing:

e Any unregularized, absence, shortage of required
weeldy workinghours, late arrival, or early departure
thdt is noticovered by an approved leave request
shallYautomatieally result in a salary deduction
equivalent to the actual non-worked time, in
accordancedwith applicable regulations.

e Such deduction represents compensation for
unworked time and does not constitute a disciplinary
penalty. Disciplinary measures, where applicable,
shall be applied separately in accordance with the
Disciplinary Policy.

e Employees are responsible for ensuring that all
attendance discrepancies are regularized prior to
payroll cut-off dates. Failure to do so will result in
automatic payroll adjustment.
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The Chief of Division may approve exemption from
payroll deduction subject to the approval of CPO and
shall not exceed a certain percentage of the division’s
total headcount and shall be decided by the Chief
People Officer.

Each individual employee may be exempted from
deduction no more than three (3) times per calendar
year.

All exemptions from payroll deduction must be
justified, documented, and subject to review by the
People Division to ensure fairness, consistency, and
compliance with company policy.

Monitoring and Compliance

This policy applies to all employees at N-2 level and
below. The Chief Executive Officer and N-1 level
employees are fully exempt from the provisions of
this policy.

Attendance compliance shall be monitored at the
division level through the designated system, with
accountability assigned to the respective Chief of
Division, in line with guidelines approved by the Chief
People Officer (CPO).

People Division shall maintain visibility over
attendance data for oversight, governance,
reporting, and audit purposes.

A periodic review of attendance compliance shall be
conducted by the People Division to’ assess
adherence trends, identify recurring deviations, and
ensure consistent application of the pelicy aeross
divisions. Findings may be escalated toptheyCPO and
CEO, where required.

Any material non-compliance “@r systemtic misuse
may result in corgective( oradisciplinary action in
accordance with company‘policies.

This policy shall be subject te periodic review and
may be amended’as necessary to ensure continued
alignment with“3Company strategy, operational
requisements, and applicable regulations.
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