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Disclaimer:
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1. Policy objective

The objectives of this policy are to define shift timings, types and quantum of leaves, and leave and attendance rules for national employees. ABC Limited recognizes the importance of providing certain amount of flexibility to the employees so as to take care of their personal, domestic and social necessities.

2. Applicability
All national employees contributing to ABC LIMITED in Nigeria. This policy will come in force on 01/09/2022  with retrospective effect from 01/01/2022 and will supersede previous policy, circulars, office memo etc related to shift timings, leaves and holidays.

3. Responsibility for implementation
Business Unit Head / Location national HR Head / all HsODs
4. Shift timings

	Shift
	IN time
	OUT
Time
	Half day (IN)
	Half	day
(OUT)
	Working days

	General (G)
	0830 hrs
	1730 hrs
	Before	1330
Hrs
	After	1230
hrs
	

05 days




5. Lunch timings
Lunch timings for  employees shall be an hour within the period of  1300 hrs to 1400 hrs. This is applicable to all employees irrespective of their lunch venue.

6. Late coming and early going
All employees are required to report workplace on time as per resumption  timing. Late coming with out approval from line Manager is strictly prohibited. Late comings of 15 to 30 minutes without approval are allowed only thrice a month; each further instance will result in half day absent.
Late comings for more than 30 minutes with out approval from line Managers will result in half day absent on every instance.

To meet personal requirements, employees can leave office before close of business subject to approval                                from the HOD; which shall not be more than 3 times a month, After these instances of such early goings, each further instance will result in half day absent.



7. Biometric attendance


All employees are required to capture their attendance through biometric systems. Based on the attendance captured in biometric system, salary will be                           processed. All attendance regularization and leave approvals are required to be completed before end of attendance cycle.



8. Categories of employees
a. Juniors – All designations below Officer Category
b. Senior  – Pharmacist, Officer to Deputy Manager
c. Management – Manager and above
9. Out of Station Allowance per day in Naira
	Sn
	Category of Staff
	Outstation Allowance
	Hotel

	1
	Junior 
	5K per 100 Kilometer out of Lagos
	15K

	2
	Senior
	10K Per 100 Kilometer out of Lagos
	30K

	3
	Management
	15K Per 100 Kilometer out of Lagos
	45K





10. Leave entitlement

	Leave type
	Entitlement days

	Annual/earned
leave
	Juniors – 7 Working days, Under Management – 12 working days and management – 22 working days
with full gross salary

	Sick leave
	12 days with full gross salary.

	Maternity leave
	a) 12 weeks / as per law with full paid gross salary
b) Woman employee should have been in service for minimum 06 months
c) ML period will not earn annual leave



Leave entitlement shall commence after one year in service from the date of joining. In the event of exigency of work the leave granted can be revoked, curtailed, or refused and the employee will have to report to duty as per needs of the organization.

  
11. Leave allowance
It will be paid along with salary for the month of December of following year. Leave allowance will be 10% of annual paid Basic, Housing and Transport (BHT)

12. Over Time (OT) calculation
OT hours will commence 40 or more minutes will be counted as one hour OT and less than 40 will be considered as zero OT.                                                                   Overtime work shall be paid for at the following rate:
Mondays to Fridays:                 BHT/22/8X1.5 times the hourly rate of pay 
   Saturdays:                                   BHT/22/8X2 times the hourly rate of pay
Sundays and Public Holidays: BHT/22/8X2.5 times the hourly rate of pay 

OT is not applicable for management category of employees.

13. General guidelines for leaves & holidays are detailed below:


a) Annual leave (AL)


i. AL should be applied at least 07 days in advance.
ii. Employees are encouraged to avail full annual leave for work life balance. On the closure of 31st Dec, balance earned/annual leave will get lapsed except leaves denied by organization due to operational requirements will be uncashed on gross salary.
iii. Any leave cannot be adjusted against notice period upon leaving the services.
b) Sick Leave (SL)


i. Employees are entitled to SL as per clause 09 specified above in a calendar year for self-sickness only. SL will be credited to the employees after probation.

ii. Sick leave for injuries arising out of employment will be decided by management as per applicable labour law on case-to-case basis based on nature of injury.
iii. In case of sickness, employee should intimate his / her reporting manager on the same day and apply for the leave upon resuming duty.
iv. Sick Leave for 02 or more days shall be supported by Medical Certificate issued by registered medical practitioner.
v. Un availed Sick Leave are cashable on ‘basic’ salary basis.
vi. AL can be suffix to SL, SL cannot be suffix to AL
vii. Sick Leave cannot be adjusted against notice period upon leaving the services.


c) Public holiday (National holiday) guidelines


i. Public Holidays are the days announced by Federal government as non-work days.
ii. Holidays are granted in addition to the annual leave.
iii. Upon announcement of a public holiday by the Federal Government, HR would circulate the information to employees.
14. Other guidelines
a) Employees are to proceed on leave after prior approval from HOD in prescribed format.
b) Sanction of leave shall depend upon exigency of work & management’s discretion.
c) In case extension of leave is sought, intimation / application seeking extension must reach before expiry of the original leave.
d) Employees are encouraged to avail their allowed number of leaves in the interest of maintaining a healthy work life balance.
e) Upon leaving the services of the Company, SL or AL availed by an employee more than his entitlement, shall be recovered / adjusted on pro-rata basis against his full & final settlement. Balance leave will get lapsed and only leave allowance will be paid on pro rata basis.
