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PERSONNEL POLICY 

1 Staff Records 

The Human Resource Department must keep a file for each staff member employed by 

Khawarizmi International College. The files must include the following physical documents: 

 Copy of valid passport, visa, Emirates ID, labour card and health insurance. 

 Copy of degree certificates, transcript of records with UAE attestation and Equivalency 

Certificate issued by the Ministry of Education, UAE. 

 Updated staff CV / Resume  with emergency contact information 

 Passport size photographs 2 pieces 

 Signed job offer, appointment, and all other employment contracts. 

 Job Description. 

 Performance Evaluation 

 Staff leave records  

 Warning notices and disciplinary action reports 

 Reference letters and experience certificates. 

 Training record and certificates 

 Checklist from new employee orientation showing topics covered and by whom 

 Employee resignation / termination letter 

 Clearance and Exit interview 

 Final  pay settlement 

 Cancellation documents (labour, visa and health insurance) 

 Staff files must be kept for a minimum of 30 years. After that they may be destroyed. 

All staff personnel records should be maintained in a locked and secured cabinet with limited access, 

and should be retained during the working life of the employees.  Files of separated employees should 

be retained for a minimum of 5 years from date of separation before archiving.  

2 Employee Leaves 

 Annual Leave: Faculty members are eligible for 42 calendar days paid leave. Non-faculty staff 

members get 30 calendar days paid leave  

 End of Service Pay:  

o A Staff member is entitled to 21 days’ salary for each calendar year of work if the period 

is less than 5 years, and 30 days’ salary if the period is more than five years. No pay is due 

if the period of service is less than 6 months.  (End of Service 

o An employee is entitled to a gratuity provided that he completes one year of continuous 

service.  Calculations of the gratuity pay will be in accordance to the UAE Labour Law. 

 Sick Leave supported by medical report: For the first 15 days – with full pay; for the following 

30 days – with half-pay; and without pay for succeeding periods.  An employees under 

probationary period is not entitled for a paid sick leave. 

 Casual sick leaves: KIC Full time staff are entitled to three separate 1-day sick leave absences 

without providing a medical certificate. 

 Haj Leave: All Muslim permanent staff members, who have completed two years of service 

may request for  a maximum of 30 days of which 14 days will be considered as paid leave, once 

during his/her employment period. 



KIC POLICY DOCUMENT 

LAST APPROVED FOR INCLUSION IN KIC PPM 2019-20, Jan 2020 

 Umrah Leave :  All Muslim permanent staff members  who have served two years of service 

may request for a maximum of 10 days of which 7 days will be considered as paid leave, once 

during his/her employment period. 

 Emergency Leave: UAE Labour Law and the KHC do not provide for paid leave entitlement for 

emergency leave. Nonetheless, the leave can be deducted from annual leave, or considered 

unpaid leave. If the employee is still under probationary period, the emergency leave is 

considered unpaid. 

 Sabbatical: Academic staff who have served more than two (2) years in the College who plan 

to undertake study or research or other academic pursuits, may be granted up to 12-month 

unpaid leave of absence or Sabbatical leave. Requests to extend the time period of sabbatical 

must be submitted in writing to KIC Management for approval. Failure to return to work at the 

end of agreed period of time may impact continued employment with KHC.  While on 

Sabbatical leave, an employee shall not take up, during the period of that leave, any regular 

appointment under another company in the UAE and abroad. 

 Maternity Leave:  Female employees with continuous period of service with KIC of no less than 

a year, are entitled to 45 days paid maternity leave including the time before and after delivery.  

If she has not completed the said period, maternity leave shall be with half pay.  In addition, 

she will be eligible to two 30-minute breaks a day for nursing her child during the 18 months 

after delivery date. 

 Staff Academic & Professional Development Leave : A permanent employee will be allowed 

during exams period or conferences to take a maximum of 7 days paid leave per year  

 Compassionate/Bereavement Leave :  Maximum of 5 days leave is allowed in case of a death 

of employee’s first degree relatives such as father, mother, spouse and children; and maximum 

of 3 days for second degree relatives : grandfather, grandmother, etc.) 

3 Outside Employment 

When a faculty does work outside the college, he or she must confront issues governing both 

conflict of interest and conflict of commitment. The emergence of new technology may enable 

faculty members to take on outside opportunities that previously would have been unavailable. 

This ability to do more consulting and other work is likely to lead to more issues arising from the 

College's existing policies, especially with respect to conflict of commitment. We do not 

recommend any changes in existing policies, but we would urge faculty as well as administrators 

to become more sensitive to the policies that are in place and adhere to them. 

4 Orientation Policy  

PURPOSE 

Khawarizmi International College recognizes the importance of conducting Induction for all new 

joiners to ensure proper and efficient integration into the company, organization culture, 

designated department and position role. 

The main aim of induction includes: 

 Developing familiarity with Khawarizmi culture and become accustomed to its working 

environment. 

 Understanding Khawarizmi and departmental policies and practices. 
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 Understanding how employees may contributes to the success of the company by developing 

better understanding on their duties and activities of their respective roles. 

 Mitigating the loss of productivity of new staff in future as proper induction may enable 

employees to settle in company quickly and swiftly. 

 All line-managers and employees must adhere to this policy. 

SCOPE 

This policy relates to all new staff employed at Khawarizmi, including administrative and academic 

staff members. 

Expected Time of Completion: Maximum two (2) weeks from date of joining. New Joiner shall 

inform HR for any difficulty in completion of the aforesaid to assist and address the concerns to 

the relevant Manager/s. 

Policy  

Induction Checklist: 

The Induction checklist covers all the major areas of the Company which a new joiner may interact 

with during their tenure with Khawarizmi. Induction checklist is developed to ensure that vital 

information’s are imparted to the new entrants in an organized and efficient manner. This avoids 

making new joiners overloaded with massive information but at the same time it ensures that all 

critical areas has been covered.  

Procedure 

 Heads of departments, line-managers and/or delegate officers for each department MUST 

deliver the required information (see induction check list form (to the new joiners effectively 

and efficiently to assure that at the end of the session they attained the goal and purpose of 

the said procedure.  

 Arrangements should be made to ease the visit of the new joiner to relevant departments they 

will interact with in the course of their duties. The complete checklist should be submitted to 

HR department to be placed in staffs’ file once it is duly signed by the employee and each 

department head. 

 Failure of the employee to complete his/her orientation in due time can adversely affect the 

probationary period evaluation scores.    

 Following department heads or line-managers should manage to arrange and accommodate 

the new joiners visit to their department during their first two week at the campus: 

o Human Resource 

o Employee Respective Department 

o Administration (Facilities Management) 

o Library 

o IT Services 

o Student Relations  

o Research (Applicable for Academics only) 

o Academic Affairs (Applicable for Academics only) 

o Registration Office  

o Institutional Effectiveness Unit 
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o Health and Safety 

o Admission and Marketing 

5 Termination/ Resignation Policy 

SUMMARY & PURPOSE 

Khawarizmi International College acknowledges the right of an employee to terminate 

employment at any time and for any reason with cause, and the employer holds a similar right. 

When an employee’s contract with Khawarizmi is terminated, whether voluntarily or involuntarily, 

it is the responsibility of Khawarizmi to ensure not only a smooth transition for the departing 

employee, but to safeguard the company’s assets.  Thus, this policy aims to ensure that correct 

process is followed in accordance to the company policy and the UAE Labour Law. 

Any termination of the employment must be treated in a confidential and professional manner by 

all concerned. The HR will share this information with other personnel/department as deemed 

necessary to complete the termination process and to resolve any issues relating to the ending of 

contract. 

This policy is created to ensure the exit, termination and separation of employees is managed in 

effective and efficient manner, fair and complies with the employment agreements and other 

relevant legislation. 

SCOPE 

The Termination/Separation of Employment policy applies to all employees of Khawarizmi Holding 

Company and its subsidiaries in regards to possible separation of employment. 

TERMINATION OF EMPLOYMENT 

Voluntary Termination 

Voluntary termination may include: 

 Resignation  

 Employee must notify the line manager in writing his/her intention to resign from the company; 

providing the required notice period. 

 Retirement   

 Employee must notify the line manager in writing his/her intention to retire from the company; 

providing the required notice period. 

 Abandonment of Employment   

 The circumstances under which an employee fails to attend work for a continued period of 

time without authorization or satisfactory explanation may be deemed to have abandoned 

his/her employment.  Abandonment of employment is considered termination of employment 

at the initiative of the employee. 

 Expiration or Completion of Contract 

Involuntary Termination 

Involuntary dismissal may include: 

 Probationary Termination 
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If any time during the probationary period: 

 an employee’s progress is not up to par or meeting the requirement of the job role 

 if the employee is not satisfied with the position or the company 

 Unsatisfactory Performance 

 Employment may be terminated if the employee’s performance is found to be 

unsatisfactory or due to his/her inability to perform the essential functions of the position. 

 Serious Misconduct 

 An employee may be terminated without notice if found to be engaged in serious 

misconduct and under any circumstances stated in Article 120 of the UAE Labour Law. 

 Ill Health / Death 

 If an employee due to medical condition is unable to perform assigned duties and is unlikely 

to resume within 12 months, the employee may be offered the opportunity to resign, or 

the employer may terminate the employment. 

 In the event of the death of an employee, his/her outstanding salary and leave entitlements 

will be calculated and paid accordingly. 

 Organizational Change / Reduction in Force 

 The management may review its operations and structure  which may include, but are not 

limited to the following reasons: 

o a decrease in student load in any employee program/course, combination or mix or 

programs/courses 

o Changes in technology or work methods 

o redundancy or redeployment, reorganization or other changing business needs 

o financial constraint within an organizational unit or cost center 

PROCEDURE 

 In cases of resignation the employee must submit an official written resignation to the line 

manager.  The resignation letter must be copied and submitted to the HR Department. 

 In cases of involuntary dismissal, if the line manager after thorough review and deliberation, 

decides to terminate his/her employee must advise the HR Department and submit supporting 

documents.   

 In some cases, a termination meeting with the employee, line manager and an HR 

representative may be scheduled. 

 A minimum of 30 days’ notice period must be provided regardless of the job classification, in 

order to allow reasonable amount of time to find and train a replacement for the position or 

can arrange alternatives for handling the remaining workload of the position, and to have a 

proper handover of duties and responsibilities. 

 Faculty staff member must complete the current semester in order not to affect or avoid 

disturbance of the classes/courses assigned to him/her. 

 An employee under probationary period may not be required to serve a notice period. 

 In the event of serious misconduct, termination may occur without prior notice. 
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 The employee must carry out his normal tasks and duties during the notice period. 

 The terminated employee is responsible for completing the Clearance Form prior to the last 

working day to ensure the collection of all company property, equipment and materials which 

were issued to them during the course of their employment, and unless other arrangements 

have been made, access to computers and email will be discontinue. 

 The terminated employee will provided an opportunity to participate in a confidential in-

person exit interview with HR Department to discuss the organization’s strengths and 

weaknesses, provide feedback about the reason for leaving as well as the experiences of 

working with Khawarizmi.   

 HR Department will advise through email all required documentations necessary for the 

employee exit and cancellation. 

FINAL PAYMENT SETTLEMENT 

The end of service benefits and any payment settlements will be processed in accordance with the 

Khawarizmi policy and the UAE Labour Law. 

 The employee is entitled to gratuity provided that he/she has completed at least one year of 

continuous service. 

 Payment for overtime or any unpaid/outstanding wages. 

 Payment equivalent to the balance of unutilized vacation leave or any part thereof (number 

of leave eligible for carry forward).  Unused sick leave, untaken official holiday leave or school 

breaks will not be paid. 

 Outstanding loans, advances or any amount due from the employee will be deducted from 

his/her end of service remuneration. 

TERMINATION APPEAL 

Termination appeal procedure aims to resolve complaints regarding termination of employment.  The 

concerned employee can have his/her employment termination reviewed by an ad hoc committee 

not involved in the decision making process.    It is also intended to ensure that employee has not been 

terminated for discriminatory and/or other reasons not in accordance with the company policy and 

the UAE Labour Law. 

 If the employee wishes to appeal the termination may use the Grievance Procedure.  Intent 

must be stated in writing to the HR Department within 14 days upon receipt of the termination 

letter. 

 The elected committee will review the request and determine whether the grievance is 

appropriate.  The requesting employee will be notified of the final decision in writing. 

REHIRE POLICY 

Rehiring of terminated employees may be considered under the following conditions: 

 All applications will be subject to review by the HR Department and Senior Management to 

determine previous employment status, reason of termination and eligibility for rehire. 
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 An employee who had been separated for reasons involved in policy violations such as 

insubordination, violence, harassment and other violations of unethical nature are not eligible 

for a rehire decision. 

 An employee who had been terminated due to downsizing or in compliance to the 

requirements from regulatory bodies (i.e. MOE, ADEC, etc.) and with a record of satisfactory 

performance rating or good standing during his/her employment with the company, may rea-

apply for his/her previous position if available. 

 In case the employee is rehired, he/shall be under probationary period of six months and the 

leave and other benefits shall be computed accordingly. 

Exit Procedures 

The resigned/terminated employee shall complete the Clearance Form prior to the last working day 

to ensure the collection of all company property including: 

▪ Office key and others 

▪ Information technology equipment 

▪ Documents and intellectual property 

▪ Providing passwords and access to email and computer files 

▪ Completion of other measures necessary to protect KIC during the exit period. 

The resigned/terminated employee will be invited for an in-person exit interview with the HR 

Department.  This will provide the employee the opportunity to share their feedback about working 

at KIC and subsidiaries, and the information provided will be kept in strict confidence. 

Final Payment Settlement (End of Service) 

The end of service settlements will be processed in accordance with UAE Federal Labor Law No. 8 of 

1980 (including all its amendments, resolutions and orders) (“Labour Law”) and KIC policy. 

The employee will be entitled to gratuity provided that they have completed at least one year of 

continuous service.  

▪ Overtime where the rate shall be based on the hour rate at the accrued days 

▪ Unpaid wages/ Salaries, if any. 

▪ Unpaid leaves on full salary package of accrued leave. 

However, if there is any outstanding loan, advances and amounts due from the employee to Al 

Khawarizmi, it will be deducted from their end of service remuneration as per Article No. 135 of the 

Labour Law. 

Gratuity Calculation 

The calculation shall base on the basic slip of last received salary package divided by 30 days to figure 

out the day rate1, and it will be calculated based on the following: 

 

                                                            
1 (Law, 1980; Law, 1980) (Article number 134) 
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Type of Contract Years of serving Al Khawarizmi Accrued gratuity 

 Termination 

Limited and 

Unlimited Contract2 

Less than or equal 5 years  21 day for each year 

Above 5 years 
30 day for each year with maximum 

of 2 years 

Resignation  

Limited Contract 

After completing the contract term  

21 day for each year less than the 

first 5 years and 30 days for each year 

after the first 5 years with maximum 

of the salary of 2 years. 

Within contract term and before 

completing the period of 5 years 
No gratuity 

Unlimited Contract3 

Equal to 1 year and less than 3 years 7 days for each year. 

Equal to 3 years and less than 5 years 14 day for each year. 

Equal to 5 years and above 

21 day for each year less than the 

first 5 years and 30 days for each year 

after the first 5 years with maximum 

salary of 2 years. 

 

6 Official Letters Requests to HR 

HR is legally responsible to all contents in official HR letters.  Since HR is the key verification point 

for all letters recipients, we are therefore expected to adhere to all laws and regulations governing 

HR role in Khawarizmi in relation to all government, semi-government, private and international 

organizations. 

In light of the above, please find below guidelines of personnel affairs letters requests: 

 Salary Certificate/Salary Transfer Letter will be issued only on letterheads of the entity for 

which the employee is currently working. 

 Job title in the salary certificate will be as per employee-HR contractual agreement.  The only 

exception to this is the letter issued to Immigration (Federal Authority for Identity and 

Citizenship) wherein job title will be as stated in the employee residence visa. 

 All experience letters will be issued based on original job offer/appointment update letters.  

No customized letters will be issued to accommodate individual requests and interests. 

 HR will not, under any circumstances, breach the laws or break any regulations. 

 

                                                            
2 (Law, 1980; Law, 1980) (Article number 132) 
3 (Law, 1980; Law, 1980) (Article number (137) 
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7 Admin Staff Overtime Guidelines 

 Overtime should not exceed legal limits and employees should not end up working excessive 

hours. The overtime to be approved is minimum of one (1) hour and maximum of two (2) hours 

per day. An employee may be required to work on Fridays but not more than two Fridays 

successively. Overtime compensation will be considered only in circumstances that are clearly 

consistent with Khawarizmi overtime policy. 

 It is not considered overtime if an employee has not completed the required  48 hours in that 

work week or missed to consistently log in and out during his/her regular official working 

hours. 

 Compensation type (time off in lieu/monetary) will be decided at management level upon 

escalation of the request from HR to Management. 

 No compensation shall be made to any staff that worked overtime without obtaining prior 

approval. 

 Any unauthorized, misuse or abuse of overtime will be subject to disciplinary action. 

 HoD/line manager who will require his/her respective staff to render overtime, should send 

official email to concerned staff sufficient time prior to overtime related task, and mutual 

understanding of overtime entitlement should be documented in the same email.  Said email 

will be the supporting document to be attached in the overtime request. 

 All overtime must be requested at least one week in advance by the Head of Department (HoD) 

before assigning overtime to the employee/s, and sent to HR for review and approval.  

 It is the responsibility of the HR department to review the overtime applications in accordance 

with the legal, financial and policy stipulations before any further proceedings. 

 The HR Department will notify the requesting HoD/line manager status of overtime request 

whether it is approved or declined. 

 Request for overtime compensation shall be submitted to HR on a monthly basis on or before 

05th day of the month to provide enough time to process the request.  No request will be 

accepted nor entertained after said cutoff date. In case the overtime request was submitted 

after the cutoff date, then it will only be processed on the next month. 

 Any claim of overtime must be made within 3 months of occurrence. Exceeding the said period, 

the claim will be subject to approval from the President 

8 Employee additional tasks/ overtime assignment/ part-time contract 

 PROCEDURE 

o If the higher management of any entity plans to engage an employee for additional 

tasks, overtime assignments and/or part-time contracts, he/she must communicate 

his intention to the HR Department through email.  The HR will coordinate the matter 

to the respective line manager to seek approval. 

o The Line Manager must ensure that the offered additional tasks, overtime assignments 

and/or part-time contracts does not conflict in any way with the employee’s 

roles/regular duty assignments. 

o The Line Manager must make sure that the required working hours are fully covered 
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by the employee before carrying out the extra assignments for other business unit. 

o If the employee performed the extra assignments during his/her regular duty hours, 

he/she will not receive any payment for it and will consider it to be part of his regular 

tasks. 

o An employee will be required to cover up his/her missing/lacking hours to compensate 

the same otherwise the amount equivalent will be deducted from his salary 

accordingly. 

o A contract will be issued by the HR for the approved additional tasks/overtime 

assignments and/or part-time contracts to be assigned to any employee to formalize 

the agreement, terms and conditions. 

o Any assignments for other business unit accepted by the employee without proper 

coordination and approval from the line manager and that no contract has been issued 

by the HR, will be considered unofficial and unauthorized and no payment will be 

processed. 

o Failure to follow the above procedure may result in corrective and disciplinary action. 

9 Tuition Discount for Staff and Family Members 

All employees of KHC, KIC and KTS and their family members can avail the tuition discounts on KIC 

academic programs and KTS training courses during their employment with Khawarizmi.  

1. Entitlement - Employees who have completed at least one year in the company can avail the 

tuition discount for themselves and specific family members. 

2. Family Members - are spouse and children.   

3. Maximum Number of Family Members Entitled - 3 family members are entitled, within one 

year. 

4. Employment Separation/Termination – Upon employment separation/termination, tuition 

discount availed of both employee and family member/s will be discontinued and cannot be 

extended. 

5. Table of Tuition Discount - The below updated schedule of tuition discount as well as the 

eligibility will be implemented immediately. 

For Employees 

KIC Courses 
Full-time staff 50% 

Part-Time Staff 15% 

KTS Courses 
Full-time staff 50% 

Part-Time Staff 15% 

For Family Members 

KIC Courses 

Family Member 1 30% 

Family Member 2 25% 

Family Member 3 20% 

KTS Courses 

Family Member 1 30% 

Family Member 2 25% 

Family Member 3 20% 
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10 Official Travel Policy (Per Diem) 

 RESPONSIBILITIES AND AUTHORIZATIONS 

o All staff bears ethical and professional responsibility for raising business travel cost-

effectiveness, locally and abroad. 

o Employees are required to discuss with their respective line manager their business travel 

plan and approval must be obtained at least two (2) weeks in advance for the local trip 

and four (4) weeks in advance for the international trip.  

o The line manager should carefully review and approve the per diem cost based on the 

work project requirements and or necessities and will be responsible for maximizing the 

efficiency of the trip cost versus the trip results. 

o The VP Academic Affairs, Director of Al Ain Campus, VP Administration and Finance and 

the President/Group CEO are the only authorized approvers of the official business travel 

request. 

o Extension of business assignments and travel duration is subject to the Group CEO’s 

approval only. 

 POLICY & PROCEDURE 

o For local business travel, Khawarizmi shall provide suitable transportation between the 

employee’s location and the place of business assignments if the delegation consists of 

three staff or more.  Hence, transportation expense is covered of the per diem allowance. 

o For local business travel, hotel accommodation shall be arranged and sponsored by 

Khawarizmi only when necessary (e.g.: Cost Optimization using corporate rate and or 

special discount granted to Khawarizmi). This arrangement will be deducted from the per 

diem allowance paid to employee. He/she will be receiving the net of the allowance after 

accommodation arrangement deduction.     

o For International business travel, the air ticket and hotel accommodation will be 

authorized only for business trips/work projects that Khawarizmi Management approves. 

Khawarizmi shall purchase required air tickets (economy class air) for international travel 

between the employee’s location and the place of business assignments. Khawarizmi will 

also make the accommodation booking if necessary. 

o International Health Insurance may be extended to employees while they are in official 

business abroad. 

o Obtaining of required visa shall be arranged by the travelling employee. 

o Upon return from the business travel, concerned employee will be required to provide a 

detailed written report on his/her business travel objectives and results achieved. He/she 

may also be required to make an oral presentation to their superiors with respect to the 

relevant proceedings. 

o Any costs in excess over the approved per diem will not be reimbursed and the employee 

shall bear the extra cost/expenses. 

o Khawarizmi Management has the right to refuse approval of the trip if cost is deemed 

unreasonable due to the employee and line manager’s overstating travel cost plan. 
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o Employees are permitted to combine personal travel with business travel provided that 

the time away (leave) from work is approved in advance and prior to business trip request.  

Any expenses arising from such non-business related travel are the responsibility of the 

employee. 

o Any allegations concerned to be breaches of this policy or violating its context, will be 

dealt with accordingly and a serious corrective action will be made if required. 

o Travel Approval Request Form attached in this policy shall be used in all official local and 

international business travel requests. 

 TRAVEL ALLOWANCE  ( PER DIEM) 

Employees who are required to travel on duty locally and internationally are entitled to a per 

diem allowance as per the given tables below: 

 Local Travel Allowance Scale 

Category 

Within Abu Dhabi and 

Al Ain 

(AED / day) 

Other Emirates  

(AED / day) 

Group CEO 700 900 

Executive Leadership 600 700 

Senior Leadership 500 600 

Others 350 450 

 

 International Travel Allowance Scale 

Category 
International Travel 

Per Diem (AED / day) 

Air Ticket/Hotel 

Accommodation  

Group CEO 1800 

To be provided by 

Khawarizmi when 

necessary 

Executive Leadership 1200 

Senior Leadership 800 

Others 600 

 

 


