e » TRANSPARENCY
MALDIVES

A Coalition for Integrity

ATTENDANCE AND LEAVE POLICY

POLICY NO: HR/2021/01

Status: APPROVED Implementation date: 20" September 2022
Board Resolution No: TM/BR/2022/001 Approved Date: 20" September 2022
Status: APPROVED Implementation date: 17" September 2024
Board Resolution No: TM/BR/2024/004 Approved date: 17" September 2024

1. Introduction

1.1 Transparency Maldives recognizes that, in order to ensure smooth and efficient
operations of the organization, staff must adhere to working hours and set procedures
while taking leaves.

1.2 It is also important that members of staff take regular breaks from their duties through
annual leave.

1.3 As such, this policy outlines the Attendance and Leave procedures followed by
Transparency Maldives in order to promote a professional working environment where

Staff are encouraged to be punctual and maintain healthy work habits.

N

. Staff reporting time, duration and worklog

2.1 The office opening hours of Transparency Maldives are Sunday to Thursday 9:00am
to 5:00pm.

2.2 All staff are expected to work 8 hours a day allowing a one-hour lunch break.

2.3 If for any reason the staff is not able to report on time, the staff should notify HR and
their respective supervisor via Microsoft Teams / Email and get approval from their
supervisor to start work later than the normal reporting time.

2.4 To document staff work log and output, all staff will submit a monthly log of work,

in a manner which is accessible and visible to all staff.
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3.1 Every staff may take a one-hour lunch break on all working days.

3.2 Wherever possible, staff shall take turns going for lunch break so that office(s)

remain open and all departments functioning during lunch hours.

3.3 Transparency Maldives discourages any of its staff to work during lunch breaks.

3.4 All staff are allowed 15 minutes to pray during each prayer period at work.

4. Leave categories

4.1 Transparency Maldives grants annual vacation and leave days, with pay, to regular

full-time staff who meet the eligibility requirements.

4.2 A staff may request a particular category of leave, only if the staff meets the eligibility

requirement for the specific leave.

4.3 Staff may take half day leave from their annual leave, sick leave or family /

compassionate leave. A half day is defined as 4 hours of the total working hours.

4.4 The following leave categories are available, with the given maximum number of days

allowed, within the specified period as per the type of leave.

Max. no. of
Leave Type Remarks
days allowed
Annual Leave 30 2.5 days accrued per working month
Sick Leave 30
Family/Compassionate 10
Leave
Maternity Leave 60
Paternity Leave 40
Circumcision Leave 5
Time off in lieu (TOIL) N/A With Approval from Management
Hajj leave 21
Umrah Leave 11
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4.5 Annual Leave

4.5.1 All full-time staff will be entitled to 30 days of paid annual leave, granted on a
pro-rata basis, and will be based on 2.5 days of accrued annual leave per
working month.

4.5.2 Annual leave will be prorated based on the below table:

Contract starts on first day of a month 2.5 days
Contract starts on first half of a month 2 days
Contract starts on second half of a month 1 day

4.5.3 Annual leave requests should be discussed in advance with the supervisor and
requested (via email — copied to HR/HR system) with reasonable notice in
order to give ample time to supervisors and the organization to plan for the
absence of the staff.

4.5.4 Staff must provide advance notice to apply for annual leave as follows:

1. For annual leave ranging from 5-10 days, staff must provide 5 days advance
notice.

ii.  For annual leave exceeding 10 days, staff must provide 10 days advance
notice.

4.5.5 The taking of annual leave is by agreement with the supervisor, who will take
into account both individual preferences and operational requirements of the
organisation.

4.5.6 Annual leave requests submitted by staff must not be considered as automatic
approval and staff should not start their annual toilleave unless explicitly
approved by their supervisor.

4.5.7 Supervisors should approve or reject all annual leave requests promptly in HR
system to ensure that staff can take or re-adjust their leave as required.

4.5.8 In cases where supervisors convey their approval in writing or email to their
staff, they should formalize the approval through HR system before the staff
starts their annual leave.

4.5.9 Staff must prepare a work handover and share the same with their supervisor

to all staff via email.
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4.5.10 Annual leave for part-time contract staff will be granted as paid leave on a pro-

rata basis, according to the following table.

Contract starts on first half of a month

1 day

Contract starts on second half of a month

0.5 day

4.5.11 The following rules apply to annual leave:

L.

ii.

1il.

1v.

vi.

vil.

Viii.

IX.

X1.
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The annual leave year runs from 1% January to 31% December.

Staff will accrue 2.5 days of annual leave per month up to a maximum of
30 days within the annual leave year.

A recognized public holiday occurring during the requested leave period
shall not be counted as Annual Leave.

While members of staff are expected to take their annual leave in the leave
year in which they have accrued, staff may carry forward a maximum of
10 annual leave days into the next leave year.

Any annual leave carried forward must be utilized by 30 April of the
subsequent annual leave year or the annual leaves carried forward will be
forfeited.

Any change to the date or number of days carried forward will be
communicated by HR through email following discussion with ED and
staff by the end of the respective calendar year.

Staff on employment contracts for less than 1 year will get 2.5 days per
working month during the duration of their contract period.

All staff are encouraged to utilize their annual leave within the contract
period.

If a staff is required to work on a day when they are on annual leave, then
they will be entitled to an equivalent period of leave, to be taken at another
time agreeable to the staff and supervisor.

All staff are encouraged to take leave accrued before the end of the
calendar year.

Any leave not exhausted before the end of the contract will be

compensated.

Page 4 of 13




e ) TRANSPARENCY
MALDIVES

A Coalition for Integrity
xii.  Staff must plan and take their leaves in a way to minimize overlaps

between team members and reduce adverse impact on project delivery and
deadlines.
4.5.12 Annual leave at the time of Termination / Resignation
i.  TM encourages staff to take annual leave during the contract period,
however at a time of resignation or termination, the staff will be entitled
to compensation for all the unused accrued annual leave.
ii.  In such cases, the staff is entitled to basic salary and benefits accrued at
the time of termination or resignation. The same process applies to
resignation as well. Annual leave on the month of staff leaving service is

computed as below:

Termination or registration of contract on first day of a month 0 days
Termination or registration of contract on first half of a month 1 day
Termination or registration of contract on second half of a month 2 days
Termination or registration of contract on last day of a month 2.5 days

1ii.  In cases where a contract is terminated or a staff resigns, the notice period
provided prior to the termination or resignation should be counting
excluding annual leave.
iv.  Proper work handover should be completed prior to the leave. by the last
working day.
4.4 Sick Leave
4.4.1. Sick Leave is granted for conditions such as personal illness, injury, and
exposure to contagious diseases that may endanger the health of other staff.
4.4.2. Those staff with contracts lasting one year or more are eligible for 30 days of
sick leave each year.
4.4.3. Staff, including interns and part-time staff, with contracts lasting less than one
year, will be eligible for 2.5 days per month for the duration of their contract.
4.44. Any unused sick leave at the end of the contract period or year cannot be

accrued.
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4.4.5. The following rules apply to Sick Leave:

4.4.5.1. In the following cases where staff report sick, staff are required to
submit a medical certificate specifying the nature of the staff illness and
recommended duration of sick leave from a registered medical
practitioner immediately upon reporting to work:
1) Any absence from duty due to sickness which exceeds two (2)
consecutive days; or
1) If the total number of Sick Leave during any given leave year
exceeds a total of fifteen (15) days, irrespective of whether (i)
above applies.
4.4.5.2. Failure to submit the Medical Certificate will void the sick leave and
all absences in such regard shall be considered as unauthorized leave.
4.4.5.3. A staff who is unable to report to work due to sickness must notify their
supervisor(s) within 60 minutes of the official working hours via phone
call, SMS, or teams chat. In addition, the staff must formally log sick
leave on HR System on the first day of resuming work.
4.4.5.4. If staff doesn’t inform supervisor on the day of sick leave, it will be
considered as an unauthorized leave and may be subject to disciplinary
actions.
4.4.5.5. Where possible, routine medical, dental and optical appointments
should be scheduled outside working hours. Where this is not practical,
staff can notify their supervisor(s) ahead and arrange their schedule in
a manner to minimize interference with urgent-work-related tasks.
4.4.5.6. Staff may request half-day sick leave or any other authorized leave if a

staff expects the appointments to be time-consuming.

4.5 Family/ Compassionate Leave
4.5.1. A staff may be given a maximum of 10 days of family/compassionate leave

to attend important obligations including member of their family who is sick

or in a serious medical condition or attending the funeral of a family member.

4.5.2. 1If a staff family member gets sick, in which the presence of the staff is
required, they may be excused from work on family/compassionate leave

subject to the approval from supervisor(s).
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A staff who is unable to report to work due to a family emergency must notify

their supervisor(s) within 60 minutes of the expected start time or immediately
via phone call, SMS, or teams chat.

In addition, the staff must formally request family leave on TM HR system,
preferably on the same day.

In cases where staff wishes to take family/compassionate leave exceeding 5
days consecutively, staff are required to give advance notice of 3 days to their
supervisor stating the reason.

If a staff doesn’t inform the supervisor on the day of leave, it will be
considered as unauthorized leave and may be subject to disciplinary actions
Part-time contract staff with a contract duration between 1-5 months will be
granted a total of 5 days of family/compassionate leave, while those with
contracts between 6-12 months will be eligible for a total of 10 days within

the contract period.

4.6 Maternity Leave

4.6.1.

4.6.2.

4.6.3.

4.6.4.

4.6.5.

4.6.6.

1.
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Maternity leave is a leave granted to female staff in addition to other forms of

leave.

On becoming pregnant, staff must notify their supervisor as soon as they feel

comfortable to disclose. This is important because of the health and safety

considerations involved.

Staff shall be granted 60 working days maternity leave based on a medical

certificate specifying the estimated date of giving birth issued by a registered

medical practitioner. If the staff wishes, leave can commence 30 days prior to

the estimated date of giving birth. This section does not prevent the staff from

returning to work prior to expiration of the duration of her maternity leave.

The staff may choose to divide the maternity leave and utilize.

If the staff has reservations about returning to the office after 60 days of

maternity leave, they may work from home, subject to the rules outlined in

the work from home section (7).

The following rules apply when a maternity leave of absence is granted:
The registered medical practitioner should determine in written form th

period required for maternity leave . In order to plan ahead and arra
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smooth handover, staff should keep their supervisor(s) updated for their

expected leave date.

il. The staff must formally request for leave through HR System, preferably
within 10 days before the requested leave date. Leave is approved once
supervisor approves the leave from the HR system.

iil. In case of emergencies, or in the event of changes to the expected delivery
date, the staff must immediately notify their supervisor(s).

iv.  The staff should also update their leave dates through the HR system and

email the revised dates to hr@transparency.mv, with appropriate medical

documentation.

4.6.7. Additional 30 days of unpaid leave (in addition to the maternity leave
specified in 4.7.2) shall be granted to a staff where a registered medical
practitioner certifies the staff inability to return to work either due to ill health
of the mother or the baby. Such leave can be granted prior to the estimated
date of delivery or after delivery.

4.6.8. A staffis also eligible to request for unpaid leave of upto 30 days immediately
following their maternity leave, if the staff is unable to find a caregiver for the
baby while the mother returns to work.

4.6.9. If a staff gives birth to a stillborn baby after 27 weeks of pregnancy the staff
will be entitled to 60 (sixty) calendar days of maternity leave.

4.6.10. During the late-term of pregnancy (third trimester), if a staff is advised to rest
or work less, flexible working arrangements including work from home can
be considered, and will be subject to approval from the supervisor and the ED.
Such request must be made along with a registered medical practitioners
written recommendation.

4.6.11. A staff rights, benefits, promotion and other privileges shall not be affected
due to her absence from work during maternity leave. A staff maternity leave
shall not cause a break in her employment with Transparency Maldives.

4.6.12. All salaries and benefits due to the staff on maternity leave shall be paid as
per usual each month.

4.6.13. A staff who returns after her maternity leave shall be reinstated with the same

salary and benefits as before her leave, unless she is unable to comply wit

the requirements of the job.
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When the staff returns, post maternity, and commencing from the date she

returned, the staff is entitled to take two (2) child-care breaks of thirty (30)
minutes each during the working day, until the baby is 1 year old. If the staff
wishes to do so, she may combine the two 30 minutes break to a 1-hour break
after notifying her supervisor, to ensure that any disruption to work due to the
break is minimal.

Maternity leaves will apply case by case for staff who are in the process of

adopting/legal guardianship.

4.7 Paternity Leave

4.7.1.

4.7.2.

4.7.3.

4.7.4.

4.7.5.

4.7.6.

4.7.7.

Paternity leave is a leave granted to male staff in addition to other forms of
leave.

A male staff shall be entitled to a maximum of 40 working days (excluding
public holidays) of leave on the occasion of the birth of his child.

The staff may choose to take the 40 days within the first year after the birth of
the child, after which the leave will expire.

To ease workload handover and alternative arrangements, the staff must
communicate to their supervisors their expected or intended leave date as
early as possible. The staff must also formally request leave though HR
System, preferably within 10 days before the requested leave date. Leave is
approved once supervisor approves the leave from the HR system.

In case of emergencies, or in the event of changes to the expected delivery
date, the staff must immediately notify their supervisor(s).

The staff should also update their leave dates through the HR system and
email the revised dates to hr@transparency.mv

Paternity leaves will apply case by case for staff who are in the process of

adopting/legal guardianship.

4.8 Leave for Child Circumcision

4.8.1.  All staff shall be eligible for a maximum of 5 days of leave on the occasion of
the circumcision of their son.

4.8.2. The staff must formally request leave though the HR System, preferably
within 10 days before the requested leave date. Leave is approved once
supervisor approves the leave from the HR system.
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In case of emergencies, or in the event of changes to the expected date, the

staff must immediately notify their supervisor(s). The staff should also update
their leave dates through the HR system and email the revised dates to

hr@transparency.mv.

4.9 No Pay Leave

4.9.1.

4.9.2.

In cases of special circumstances, such as medical treatments, where staff
have exhausted all their eligible leaves under this policy, TM may consider
granting no-pay leaves for staff upon request, subjected to availability of fund
and time left on the staff contract. This will be reviewed and decided on case
by case.

Staff should submit written requests with their intended leave dates and reason
as soon as possible, latest within 15 days of their intended leave date or period.
The request will be considered internally by management and staff will be

notified in writing if their request is approved or rejected.

4.10 Hajj and Umrah leave

4.10.1.

4.10.2.

4.10.3.

4.10.4.

4.10.5.

Staff who have served a contract duration of one year or more will be eligible
for Umrah and Hajj leave.

Umrah and Hajj leave are paid leaves, granted once every 5 years of
continuous service.

Hajj and Umrah leaves will be approved upon submission of the Umrah or
Hajj confirmation document.

21 (Twenty-one) working days will be granted for Hajj and 11 (Eleven)
working days will be granted for Umrah.

The staff must formally request Hajj or Umrah leave on TM HR system before
10 days of the leave and should get prior approval from the supervisor. Proper

work handover should be completed prior to the leave.

5. Work Release

5.1

6. Time off in Lieu (TOIL)

Attendance and Leave Policy | 17" September 2024 Page 10 of 13

Staff attending external trainings, workshops, and seminars outside of the
office, on behalf of the organization should apply for work release from HR

System.
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6.3.

6.4.
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Transparency Maldives recognizes that the nature of its work means that on

occasion’s staff will be needed to work outside standard working hours.
Working additional hours is voluntary at Transparency Maldives. However,
Transparency Maldives also acknowledges its duty to protect the health and
safety of its staff by ensuring that they do not work excessive hours, and that
any additional hours are agreed in advance and monitored appropriately.
Transparency Maldives’ Time off in Lieu (TOIL) ensures that staff are given
the applicable time off in access to 48 hours of work.

TOIL requests will be assessed case-by-case, subject to approval by the
supervisor(s) and/or management and must be taken within one month.
Supervisors should encourage staff to utilize their TOIL within the first month
of accrual. However, for any reason, if a staff is unable to do so, they must
notify their supervisor. The accrued TOIL must be used within three months
from the date of accrual. Failure to utilize the TOIL within this period will
result in its cancellation. Staff are not entitled to TOIL to complete their
routine tasks or tasks which can be planned and managed during official
working hours or for tasks which require a few hours of work after official
hours.

TOIL related to staff travel extending over weekends, or including extensive
hours of work will be given when the TM’s Travel Policy is formulated. Until
the policy is enforced, TOIL requests received will be assessed on a case by

case basis as indicated in clause 6.4.

7. Working from home

7.1.

7.2.

7.3.
7.4.
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Transparency  Maldives understands that due to  exceptional
circumstances/conditions staff may be required to work from home.
Requests to work from home will be considered based on issues such as the
type of work and the amount of work; whether the staff work requires face-
to-face contact with clients and team members; and whether the staff work
needs supervision.

Work from home requests must be pre-approved by the supervisor.

completed during the day via email.
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7.5. Where staff fall sick or are required to stay home due to family responsibility,

staff are encouraged to apply for the relevant medical or family/compassionate
leave as per this policy.

7.6. All work from home requests must be applied through the HR system
preferably an hour before the start of the working day, and will be approved
on a case-by-case basis by the supervisor.

8. Unauthorized leave

8.1. Any leave taken by the staff without the approval of designated supervisor(s)
or in line with this policy will constitute unauthorized absence from work.

8.2. Unauthorized leave from work will be deemed as absenteeism from work and
as such salary will be deducted to commensurate to the time absent from work.

8.3. Considerations may be given for special circumstances (for example if staff
could not report to work due to extreme ill health) and in such cases, staff have
to submit written requests to HR with justification for consideration before
the end of the respective month.

8.4. In the event a staff abstains from work on an s, disciplinary action will be

initiated against the staff as per Transparency Maldives’ disciplinary policy.

9. Procedure of application of leave and endorsement
9.1. Staff are required to notify their supervisor(s) of their leave, copied to the HR
team, as follows:

1.  For sick leave and family emergency leave, staff are required to notify at
least 60 minutes before the start of working hours via phone call, SMS or
teams chat. In addition, staff must record their leave request in TM HR
system on the first day of reporting back.

ii. For any leave exceeding 10 days, staff are required to give a minimum of
10 days advance and log their leave request in HR system.

iii. Supervisors should ensure that the leave application of their staff are
attended to promptly before their requested leave date.

iv. Any leave request, except Family/Compassionate and Sick leave, by staff
should not be considered as automatic approval and staff should not start

their leave unless approved by their supervisor in accordance with thi

policy.
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v. If staff have difficulty or trouble, recording their leave in HR system, such

staff should immediately email to their supervisor(s), copied to
hr@transparency.mv. The email should indicate the type of leave, leave
dates and duration and the reason for requesting for leave via email. HR will
update the HR system once leave is approved by respective supervisor(s)
via email.

vi. All leave should be applied and authorized through the HR system except
under circumstances indicated in clause 10.1.v.

vii. Staff may not be allowed to take leave on impromptu, without due procedure
followed in relation to the requested leave, unless under exceptional
circumstances and subject to approval from supervisor and Executive

Director.

10. Public and Government Holidays

10.1. Transparency Maldives recognizes all public holidays observed by the
government of Maldives and staff are entitled to time off from work during
public holidays.

10.2. For clarity, public holidays are all holidays announced beforehand at the start
of each year and pre-scheduled in the Maldivian calendar. Public holidays are
differentiated from government holidays, whereby the government may
declare certain days as government holidays outside the pre-scheduled public
holidays. In such cases, HR will notify all staff if staff are granted time off

from work during government holidays.

11. Implementation of the policy
11.1. This policy will be made effective following approval of the policy by the
Board and after circulation of the policy to all TM staff.
11.2.  Any subsequent changes brought to the policy will be approved by the Board
and disseminated to all staff.
11.3. This policy will be reviewed every 3 years or if there are any major changes

to the Employment related laws and regulations of the Maldives.
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