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The Syrian Society for Social Development’s
Staff Rules and Regulations

Annexed to them
the 555D Sanctions Regulations

Chapter |
General Definitions

In applying the provisions of the Staff Rules and
Regulations of the Syrian Society for Social Development,
the following terms shall have the meanings set forth next
to each of them.

Law: Labour Law no. 17 of 2010 and its Executive
Instructions.

Ministry: Ministry of Social Affairs and Labour.
Minister: Minister of Social Affairs and Labour.

Competent Directorate: Directorate of Social Affairs and
Labour.

Employer: The Syrian Society for Social Development
(SSSD), declared by the Ministry of Social Affairs and
Labour by Decree No. 2115, on the 15™ of July, 2009,
whase activities cover all governorates across of the Syrian
Arab Republic and whose objectives are the following:

1. Assist children in having a healthy environment for
a balanced and integrated growth, physically,
mentally, psychologically and socially.

2. Give children access to appropriate treatment and
work on creating a climate conducive to the
growth of children’s emotions and ability to
express them in an integral, balanced manner that
strengthens their emotional well-being and
emotional maturity and helps them acquire
normal behavior models.

3. Raise the social awareness on the children’s
conditions and needs.

4. Support the families of those children and provide
them with the necessary support.

5. Work on integrating marginalized children and
children with specific needs and their families into
the rest of the community.

6. Duly cooperate with local authorities, Arab and
international non-governmental and intergovern-
mental organizations within the laws in force.

7. Carry out the necessary trainings and formations
to that effect.
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Administration: The Board of Directors of the Syrian
Society for Social Development.

Director: The Executive Director appointed and authorized
by the administration to conduct the affairs of the Syrian
Society for Social Development and all the tasks that he is
commissioned by the Board of Directors to perform.

Work: All kinds of work stated in the work plan of the
Syrian Society for Social Development. The work and
positions required for SSSD functioning are determined
based on its needs of staff, whether permanently,
temporarily, casually or incidentally.

Employment Contract: Written employment contract in
Arabic based on the form issued by the Ministry of Social
Affairs and Labour — Article 46 of Labour Law No. 17 of
2010, by virtue of which the staff commits to work under
the authority and supervision of the employer in return for
a wage.

Volunteer: Every natural person providing help, aid, and
effort to spread goodness in the community, without being
remunerated in return for fulfilling their roles.

Chapter Il
Purpose of the Staff Rules and Regulations

The purpose of these Staff Rules and Regulations is to
determine the terms and conditions of employment at the
Syrian Society for Social Development, the most important
rights and obligations of the employer, as well as the
rights, obligations, and prohibitions of the staff, as set out
in the Labour Law and Regulations in force, to be
recognized, complied with and respected by the employer
and staff in the best interest of both parties. These Rules
and Regulations constitute a complementary part of the
employment contract concluded between the employer
and staff, its provisions applying to all staff, male and
female, currently on duty or in the future.

Chapter Il
Terms and Conditions of Employment
at the Syrian Society for Social Development

Article 1

The employer shall determine the number of positions in
the Syrian Society for Social Development, in each
department thereof. The determined total number of
positions is $S$D’s manning table, and may be adjusted by
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Staff: Every natural person working for the employer in
return for a wage, regardless of the work done, under the
employer’s authority and supervision.

Wage: Any amount or benefit due to the staff in return for
any work performed, be it cash or in-kind, plus all sorts of
bonuses, based on individual employment contracts,
group work agreements or the basic Labour Regulations,
whether the wage is daily, weekly, monthly, seasonal or
annual. The wage shall not include travel allowances and
daily expenses incurred in the performance of the staff’s
work.

Temporary Work: Any work whose nature necessitates its
performance and completion in a determined period of
time or which is focused on a specific task and limited to
its timeframe.

Casual Work: Any work required by unforeseen
circumstances, which is by its very nature not included in
the activities carried out by the employer and the
performance of which does not take more than 6 (six)
months.

Seasonal Work: The work that is performed on a seasonal
basis and does not extend for more than 6 (six)
consecutive months.

Night Work: The work that starts on 7.00pm and ends on
7.00am.

Part-time Work: Any work that is performed during
working hours that are less than the normal daily working
hours stated in Chap. 7 of the Law No. 17 of 2010.

Competent Court: Civil Court of First Instance formed
under Article 205 of Law No. 17 of 2010, as amended by
Legislative Decree No. 64 of 2013.

Rules and Regulations: The regulations established by the
Syrian Society for Social Development, since it employs
more than 15 (fifteen) staffs, which will be deposited at the
Ministry of Social Affairs and Labour for ratification and
adoption.

Sanctions Regulations: Regulations that the employer is
obliged to annex to the Rules and Regulations deposited at
the Ministry of Social Affairs and Labour, specifying
irregularities and the penalties that may be imposed on
the staff, provided that the act calling for disciplinary
accountability of the staff is relevant to work.
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the administration (or whoever it delegates) according to
the needs and in light of the expansion of 555D’s activity
and work.

Article 2
A. The Syrian Society for Social Development’s

B.

positions shall be divided into the following

categories:

1. Grade 1: Includes all individuals who obtained
university degrees, and is divided into:

e Leadership posts: Tasks of the individuals
holding those posts involve execution of the
main tasks of SSSD and managing its affairs
with the aim of realizing it goals, carrying
out and appraising its activities on a regular
basis, and providing proposals for what they
deem appropriate for work performance
improvement. Prerequisite criteria for the
individuals holding those jobs include:

e Specialist posts: The tasks of individuals
holding those posts involve execution of the
tasks and specialist works.

2. Grade 2: Technical, administrative, and
vocational posts. The tasks of individuals
holding those posts involve the execution of
vocational, artisan, administrative,
accounting, financial or informational work
and so on.

3. Grade 3: Service posts. The tasks of individuals
holding those posts involve the execution of
vocational, supportive administrative or
service works, with the condition of
appointing qualified people with related
experience for any job position within the
grade.

The Board of Directors sets for each job the

conditions and qualifications that must be fulfilled

by the staff occupying that position, specifies its
competencies, tasks and responsibilities assigned
to it, and also sets standards and bases that
determine the wages, salaries and rewards of the
employees occupying those jobs (whether the
basic wage, additional pay, bonuses, rewards,
etc.), as these qualifications, conditions, hours,
nature of work, terms of reference, tasks,
responsibilities, wages, rewards, and bonuses to

each position (whether of the same, a lower or a

higher degree) vary and change according to each

project that is implemented and each agreement
concluded.
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Article 3
Any individual employed in a position shall:
1. Be 18 years old or more.
2. Hold the certificates and qualifications required to
fill the position according to the job description.
3. Provide unemployment verification letter, written
and signed by the individual himself/herself.

Article 4

The staff who meets the pre-requisite criteria of the
vacancy and its job description shall be hired with the
minimum salary within the grade they were assigned.

Article 5

After the initial admission of the staff at the Syrian Society
for Social Development, a written employment contract
shall be drafted with the staff in Arabic. 3 (three) copies of
the contract will be made, one for each of the parties
involved, and 1 (one) copy in a foreign language in case the
staff is a non-Arab. The employer commits to deposit the
third copy with the competent Directorate of Social
Insurance within 3 (three) months from the date of
issuance of the contract.

Article 6
The employment contract will specifically contain the
following information:

1. The names, nationalities and addresses of
both parties, clearly and in detail.

2. The determined workplace.

3. The nature and type of work related to the
employment contract.

4. The type and period of the contract.

5. The wage and the method and date of its
payment agreed upon by both parties, as well
as the cash or in-kind benefits agreed upon by
both parties.

6. The warking hours.

Article 7

The first three months constitute a probation period,
regardless of the type of employment contract, during
which the Syrian Society for Social Development has the
right to terminate the contract and dismiss the staff
without prior notice or compensation. The staff has the
right to terminate the contract for one time during the
probation period. The staff, however, must not be kept
under probation for more than three months, nor can they
be appointed under probation more than once. If the

38k
0552 0 LBgll b pldi pad by
yanll e 5k Ll @l 25 -1
3y dabsll 22 dipllaall cBlagally bR e o -2
byl Lol
3T Jam 4blS) pans ds 4is gog0 dgni Syl -3

4 53

gisogs dadbgll Jlid) bog & ade gudaid )l Labbgall plussul o2
Aged dins 2> 1 Aapall 1l 2 ol

15 8ole

Jas dis edai i Addus Bygaa el Jalal plasaud g8 s
A gl e N Fd O e dupall Al Jala)l go s
Jandl bo il 3, & Jalall OF Jl> § Gzl dalll dsedy
Sea] BW s Aasrall LslazzYl Sl Lpae s 8N Ll
Adall 1y F)l e

16 Bale
AN Slaghaall pas e Jaall Aie fauais O cou

Jaakes pols Koo b S olgies duizy el -1

Jaall jie LS -2

Aol S Jaall foig dande -3

Acgig diallBia -4

Uhall luy 45la] degag Aslog oadylall o ddde Bazall 1231 -5
Lasdylall o gale 3azall Al of Aual

Jadl el -6

17 3l

(Jalall diall 45 O Lage las BB gabl axS S BW 1291 e
LS ¢ gl gl L] 033 Jalall sy Aial] Fd QIS dnanll 3209
(Jan)l Lol dis B>ty Byaly 5all ods ol ddall Gwd Jolall 32w
a5l eal B e 35 Buad HLasYl Caxd Jalall (uss S92 Vs

Page 5of 44

= 5 o I



e~

tuclals’ L S
--@..-..l“:::'*‘*” o

— E—— — - -

probation period ends and the contract is not terminated,
the probation period is incorporated within the staff's
actual service period.

Article 8

1. The Syrian Society for Social Development
shall organize a special file for each staff,
mentioning their name, nationality, age and
place of residence in detail, as well as their
education degree, profession, family and
marital status, the date of commencement of
their work and wage, including updates,
penalties incurred, types of leave obtained
thereof, as well as the date of termination of
one’s employment contract and the reasons
therefor.

2. The minutes of investigation, the penalties
incurred, the reports of the staff's superiors,
as well as any other documents related to
one’s service will be deposited in the staff's
file.

3. Such data may only be accessed by those who
have been legally authorized to do so. The
employer will keep the aforementioned file
for at least one year from the date of expiry of
the employment contract.

Article 9

The work contract is concluded for a specified period or to
complete specific tasks. Work contracts concluded by the
employer with the staff will be deemed as fixed-term
contracts and, therefore, will not be converted into
permanent or open-ended contracts, regardless of
whether they are extended or renewed (Legislative Decree
No. 68 of 2010).

Article 10

staff appointment for all SSSD vacancies is done by direct
selection through personal interviews under regular
contracts for all positions.

Article 11

If the staff does not cammence their work within 15
(fifteen) days from the date of concluding the employment
contract or refuses to accept the contracted work, their
contract will be nullified.
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Article 12

A. The employer may assign the staff a task that does not
fall within the work agreed upon, provided it is not
substantially different.

B. In cases of necessity and force majeure, the employer
may assign the staff a task that does not fall within the
agreed upon work, even if it is substantially different,
in order to prevent or repair the damages of an
accident, for a period not exceeding six months or
depending on work conditions.

C. The employer may entrust the staff with a task thatis
not agreed upon if they use modern technical tools or
make changes in the work structure in order to
improve SSSD’'s work performance, and if those tools
and changes require the staff to acquire new
qualitative skills. In this case, the employer is under
the obligation to train and qualify the staff to acquire
certain skills to perform the new work. If the staff
refuses to train and qualify for the new work, the
provisions of justified dismissal provided for in Article
64 of the Law shall be applied to terminate their work.

D. Subject to the provisions of Article 52 of the Law, the
employer may transfer the staff from the workplace
agreed upon to another location, ta which they are
directed, unless otherwise expressly provided for in
the employment contract.

E. Changing the work of the staff under the preceding
clauses will not prejudice the staff's material rights
and job conditions.

Article 13

The administration determines the start and end of
working hours which shall not exceed 8 hours per day or
48 (forty-eight) hours per week, excluding lunch/break
hours.

Article 14

The staff’s working hours are calculated from the time they
actually receive the work until they complete it. Breaks and
lunch hours shall not be included in the calculation of
actual working hours, so that the latter constitute 8 hours
per day and do not exceed 10 (ten) hours, including the
aforementioned breaks.
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Article 15

Working hours may be increased to 9 (nine) hours per day
for certain categories of staffs or in certain jobs. They may
also be reduced to seven hours per day for some
categories of staffs.

Article 16

Any reduction in daily working hours from the number
prescribed by the Law, at any time or in any particular
season, will not be considered as an acquired right of the
staff. The employer has the right to retract the hours
reduction at any time he wishes, provided that the wage
allocated to the staff is not affected by such reduction.

Article 17

The biometric time and attendance system scans (where
available) shall be taken as proof of the staff's actual
working hours and determine one’s total working hours at
the end of each month.

Article 18

The staff must not enter and exit the 555D premises,
except during the times determined by the administration.
Any staff who leaves at a time other than determined must
obtain a written permission from one’s supervisor or the
supervisor's deputy.

Article 19

Working hours shall include one or more breaks for rest
and lunch not less than one hour in total. In determining
breaks, the staff must not work more than five consecutive
hours.

Article 20

Every staff is entitled to a weekly rest of not less than 24
(twenty-four) consecutive hours, at full pay, after a
maximum of 6 (six) continuous working days.

Article 21
If the staff is absent from work with a legitimate excuse,

they shall notify one’s immediate superior within 24 hours
from the beginning of one’s absence.
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(ten) days in the first case and five days in the
second. To this effect, sending the warning to
the staff’s address stated in one’s file shall be
deemed sufficient proof that the warning was
received.

B. The staff shall not be entitled to any wage for
the period during which they are absent from
work for no legitimate reason.

Chapter IV

Leaves

First: Maternity Leave

Article 23

A.

B e e

The female staff, who has spent 6 (six) consecutive
months working for the employer, is entitled to a
paid maternity leave, with the following periods of
time:

120 days for the first-born.

90 days for the second-born.

75 days for the third-born, only.

The female staff may apply for 2 maternity leave
during the last two months of pregnancy.

In the event of death of the newborn, the
maternity leave is reduced by half.

Maternity leave shall be granted upon
presentation of a duly certified medical certificate.
If they wish so, female staffs may be granted an
additional maternity month without pay.

A female staff shall forfeit her entitlements if
sheworks  for another  employer  during
her authorized leave. In such an event, the SS5D
administration may deprive her of her wage for
the duration of the leave or recover any payments
made to her, whereby she remains subject to
accountability.

Second: Annual leave

Article 24
A. The staff who has completed 1 (one) year of

service and whose full service did not exceed 5
(five) years, is entitled to an annual leave of 14
(fourteen) working days with full wage.

The leave shall be increased to 21 (twenty-one)
working days if the staff has been in service for 5
(five) years and their cumulative service has not
exceeded 10 (ten) years.
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C. The leave shall be increased to 30 (thirty) working
days for those who have served 10 (ten) years or
more or are over 50 (fifty) years of age.

D. Holidays, official occasions and weekends shall not
be included in the annual leave.

E. If the period of cumulative service is less than one
year, the staff is entitled to a leave in proportion
to the period they have spent at work.

Article 25

A. The employer determines the dates of annual
leaves of the staffs based on work requirements
and circumstances. Should the employer wish to
make this arrangement, he shall give at least one
month’s notice to the staff. The staff commits to
spending one’s leave on the determined date.

B. The employer shall enable the staff to enjoy their
annual leave, unless there are serious reasons
related to the nature or circumstances of the work
that require the employer to postpone the annual
leave, provided that the staff spends 6 (six)
consecutive days of their annual leave, as stated in
article 160 of the Law. In such case, the remaining
days of leave shall be added to the staff's annual
leave in the following year or compensated by the
employer in cash.

Article 26

The employer may interrupt the staff's annual leave due to
compelling substantial reasons. In such case, the staff shall
be compensated later correspondingly, their wishes taken
into account.

Article 27

The employer shall enable the staff to obtain at least 6 (six)
continuous days of one’s annual leave per year, whereas
the remainder of days may be granted intermittently in
accordance with the interests of work.

Article 28

A. The staff may postpone their remaining annual
leave balance to the following year by a written
request submitted by them and approved by the
employer.

B. In case the employer does not allow the staff to
enjoy the rounded balance of the previous year,
the staff's right shall be converted to cash
allowance.
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Article 29

The employer may deprive the staff of their wage during
the annual leave or recover any payments made to them,
if the latter is proven to have worked for another employer
during the leave.

Article 30

If a staff leaves their job, they are entitled to payment in
lieu for any annual leave that accrued and was untaken
proportionately with the period during which they were
not granted a leave. The remuneration is calculated based
on the last wage received.

Article 31

The staff is entitled to determine the date of their annual
leave if they are taking an examination at some stage of
education, provided they notify the employer at least 15
(fifteen) days before taking the leave.

Article 32

A. The staff is entitled to interrupt their attendance
to work for a justified incidental reason, provided
that the absence does not exceed 6 (six) non-
consecutive days during the whole year, 2 (two)
consecutive days at a time at maximum. Those
incidental days are subtracted from the staff's
annual leave.

B. In case the staff has fully exhausted their accrued
annual leave, the incidental leave shall be unpaid.

Article 33

The staff shall not be entitled to a wage for the days they
are absent, unless such absence is granted upon a legal
leave in accordance with the provisions of these Rules and
Regulations.

Third: Formal Occasions and Holiday Leaves

Article 34

The staff is entitled to a fully-paid leave on holidays and
formal occasions according to the Law and the Ministerial
Decree No. 1136 dated 28/04/2015, as follows:

Eid al-Fitr: 3 days

Eid al-Adha: 4 days

Islamic New Year: 1 day

Prophet Muhammad's Birthday: 1 day
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10. Christmas: 1 day

The employer is entitled to employ his staffs on these days
if the conditions of work so require, in which case the staff
shall be entitled to an additional wage equal to their daily
wage.

Fourth: Sick Leave

Article 35

A. A staff who is proven ill shall be entitled to a paid
sick leave by 70 percent of their wage for the first
90 (ninety) days, after which it shall be increased
to 80 per cent of their wage for the next S0
(ninety) days during one contractual year.

B. Asick leave is granted to staffs based on a medical
report by the medical doctor approved by the
employer.

C. If the employer does not appoint an accredited
doctor, such leave may be granted by any other
doctor.

D. The employer shall have the right to reject or
accept the sick leave at his own discretion.

Article 36

Any medical reports granted to staffs outside the work
area will not be considered unless they are issued by a
public hospital or duly certified by the competent
authority of the Ministry of Health in that area.

Article 37

The staff shall promptly and without delay inform the SSSD
administration of any injury sustained within their
employment department or on the way to/from their
work.

Article 38
A. Full-time staffs who work 48 (forty-eight) hours a
week are entitled to 15 (fifteen) days of paid sick
leave during one year.
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B. Part-time staffs who work 40 (forty) hours per
week are entitled to 10 (ten) days of paid sick leave
during one year.

C. Part-time staffs who work (thirty) 30 hours and
below are entitled to 5 (five) days of paid sick leave
during one year.

In the above-mentioned three cases, @ medical report is
not necessarily required if the leave does not exceed 3
(three) consecutive days.

Fifth: Study Leave, Training Courses and Leave Without
Pay

Article 39

A. The employer has the right to send the staff, upon
consent, to an informative, training or study
mission that serves the work’s interest, either
inside or outside the territories of the Syrian Arab
Republic, in which case the staff shall be
considered on leave and shall be reimbursed for
the accommodation and transportation expenses,
in addition to their salary.

B. The staff referred to in the previous clause shall
return to work within 15 (fifteen) days from the
end date of their mission, and shall commit to the
work to which they are assigned by the employer
for a period not less than the duration agreed
upon in writing between the two parties.

C. In case the staff breaches their obligations
specified in clause B of this article, they shall
reimburse  the  wages, accommodation,
transportation and any other expenses incurred
by the employer during the duration of the
mission, the latter retaining the right to claim
compensation if he deems it appropriate.

Article 40

The staff has the right to ask the employer for an unpaid
leave of 30 (thirty) continuous days per year. In certain
cases, this leave may be extended to a maximum of 2 (two)
months, in which case, if the employer approved the leave,
the staff shall pay the contributions due on them and the
employer to the General Organization for Social Security.

Sixth: Pilgrimage, Marriage and Compassionate Leave
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A. The staff shall be granted a one-time leave on full
pay during their service for pilgrimage, the
duration of which will be 30 (thirty) days for
Muslims (Hajj) and 7 (seven) days for Christians.

B. The granting of such leave shall depend on the
presence of the staff for a period of not less than
5 (five) years in the service of the employer.

C. This leave shall not be included in the annual
leave.

Article 42

The staff who has served the employer for a minimum of
(6) six continuous manths is entitled to a seven-day
marriage leave on full pay. This leave is granted for one
time and shall not be included in the annual leave.

Article 43

The staff shall be entitled to a five-day compassionate
leave on full pay in the event of the death of one of their
ascendants, descendants, siblings or spouse(s). This leave
shall not be included in the annual leave.

Chapter V

Salaries and Wages

Article 44

The staff shall be paid the wages agreed upon in the
contract, provided that latter are not less than the
minimum salary for all occupations subject to the
provisions of the Labour Law in force.

Article 45

The staff shall perform the work entrusted to them
personally. They shall not be entitled to delegate a third
party to perform duties on their behalf, except with the
approval of the administration. Also, it is not permissible
for third parties to receive any staff's entitlements except
with a written authorization.

Article 46

Wages, as well as other amounts due to a staff, will be paid
in the national currency on a working day, in one’s
workplace and during working hours, subject to the
following provisions:

A. Wages of staffs recruited on a monthly salary basis
shall be paid at least once a month, not later than
the 6" (sixth) day of the following month.
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B. Ifthe wages are by piece or on production, and the
work requires more than two (2) weeks, the staff
is entitled to receive a weekly down payment
proportionately with the work completed. The
rest of the wage shall be paid in full during the
week that follows the delivery of the work
completed.

Article 47

It can be agreed upon salaries’ settlement through any of
the local banks or duly licensed exchange companies.

Article 48

If the employment contract is terminated, the employer
shall pay the staff their wages and all the amounts due to
them within 7 (seven) working days from the expiry of the
contract, unless the staff has left the work on their own
initiative, in which case the employer shall pay the staff’s
wages and all their entitlements within a period not
exceeding 15 (fifteen) working days from the date of
claiming such wage and entitlements.

Article 49

If the staff attends to the workplace at the specified time
of work and is ready to start their work, but is prevented
from doing so for reasons related to the employer, they
shall be deemed to have performed their work and shall
be entitled to their full wage. However, if they attend, and
couldn’t perform their work due to force majeure, beyond
the employer’s control, the staff shall be entitled to half
their wages, subject to the provisions of partial or total
suspension of work.

Article 50

The staff shall be entitled to their basic wage during the
period of joining a training or qualification course, inside
or outside the Syrian Arab Republic, if such enrolment is at
the request of/with the employer’s approval, subject to
the provisions of Article 89 of the Law.

Article 51

The wages of all the SSSD staffs shall be subject to all the
salary raises granted to public servants in case of issuing a
legal deed and if the donor commits to such raises.
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Article 52

The right of the staff employed for the first time to receive
their wages shall commence from the date they start work
at the Syrian Society for Social Development, subsequent
to the date of signing the contract.

Article 53

A. The wages of a resigned or dismissed staff shall be
discontinued from the day following the issuance
of the necessary corresponding decision or the day
following their work interruption, whichever
comes first.

B. The wages of a deceased staff shall be
discontinued as of the month following their
death.

C. The wages of a staff on an unpaid special leave
shall be discontinued as of the date of their
suspension from work after the necessary decision
has been issued.

Article 54

The wages of an arrested staff, for whichever reason, shall
be discontinued as of the date of their arrest. If the period
of arrest exceeds 1 (one) month, the matter shall be
submitted to the administration (or whoever it delegates)
to take the appropriate decision or measures.

Article 55

If the staff whose service is terminated according to the
provisions of these Rules and Regulations is assigned to
perform the handover/takeover task, they shall be granted
by a decision of the Administration (or whoever it
delegates) a compensation calculated on the basis of the
wage on the date of service termination for this task,
provided that it does not exceed 1 (one) month.

Chapter VI
Separation from Service

Article 56

The employer may terminate a staff’s fixed-term contract
at any time during its validity, provided the staff is paid
their wages for the remainder of the contract.

The staff may also terminate the aforementioned contract
at any time, provided that the employer is notified in
writing 2 (two) months before the date set for contract
termination. In case the staff failed to give notice before
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the required period, they shall pay a compensation to the

employer equal to the wage entitled for the notice period
or the remaining of the period thereof.

Article 57

A.

A fixed-term contract is automatically terminated
by the expiry of its duration, but may be renewed
by an explicit mutual agreement between the
employer and staff for a specified period(s). The
contract shall not become permanent or open-
ended, regardless of its renewal or extension
(Legislative Decree No. 68 of 2010).

If the term of the fixed-term contract expires and
the parties continue to implement it, this shall be
deemed to be an implicit agreement to renew it
for a similar period.

Article 58

A.

If the contract is concluded for the completion of
a specific work, it shall expire with the completion
of the work agreed upon.

If the work is inherently subject to renewal and the
contract continues to be implemented after the
completion of the work agreed upon, the contract
shall be deemed to be tacitly renewed for the
period necessary to perform the same work again.
Subject to the provisions of Article 64 of the Law,
in the event of termination of the contract by the
employer before the completion of the work
agreed upon, the staff shall be entitled to the
compensation provided for in Article 65 of the
Law.

Article 59

Subject to the provisions of Article 208 of the Law:

A.

The employer and the staff may terminate the
employment contract, provided that either party
is notified in writing before termination in
accordance with the following:

Notification shall be made 2 (two) months before
termination, subject to the provisions of Article
140 of the Law.

A notice of termination may not be suspended on
a revoking or abrogating condition.

Jasll olia J] asgad 285 Jolall e o dgall 0dd Blehya pae
Agre QU eyl g slasl Baa e oyl Jou Ustas

Y] e eladily 4513 sl (e Ball Sucmall Jaall Ade gkl
o Zigns 5ua) eli3g 4dib (o e BUSL sdsiad j3ae o
i laga Baadl Susee pi of @ils wie J| odiss Vg (5,51 aual

(2010 pla! 68 pd; (3, pganyall) 30 3l

bdadils ol jaiuly Biall ddses Jaall die Bl Caaiil 13

Ablas 5aa) odudas e Gians BUSHAU3 e

Jaall Jlool fuly G e Jae JasY Gae Adall OF 13]

.ade 3azal)
das dBall LG yately Sy OY diasdy SLB Jasdl 05 13)
Bolall Biasds 1 0sdaxd 3 A5 diall el aule glsall Joall slgiil

(53 Bye 413 Jasdls pliall 40331

Jed e akall slgi] Jl> § 093l e 64 53LJ) PS> Blelys ps
Jolal g ade azall Jaadl jd] Jé Jaall cole
0Pl (ye 65 Bolall § dde o gaaiall asgadll

157 Bals

e o

;58 sale

e

159 asle

095l oye 208 Balall pB Blelye ae

O b Jaall aie elgi] Jalalls Jasll ol o SN Spe

o Uy el B LS 33 syl jlasy

o8 el s (a6 el Ud sl g O o -1
O e 140 33l

feols gl LiBly b Jo elgiYb HlasYl Galai jee Y -2

A

Ref. No. £.D/1-6. Staff Rules and Regulations, SSSD-2020. Original Vi

Page 17 of 44



@mw et

- ™ T———

The notice shall be communicated to the person
concerned and its deadline shall take effect from
the date of receipt.

The employer shall not exempt himself from the
notification requirement or reduce its duration,
but it may be agreed to increase this duration.
The employer may exempt the staff from
observing the notice period in whole or in part if
the contract is terminated by the staff.

The party terminating the employment contract
without notice or before the expiry of the notice
period shall pay a compensation to the other party
equal to the wage of the staff for the notice period
or the remaining of the period thereof, unless the
staff is exempt from observing the notice period.

Article 60

A.

Notice of termination shall not be served to a staff
on maternity leave or to a staff during the period
of their leave. The notice period will thus start 1
(one) day following the end of the staff's leave or
the maternity leave.

If a staff obtains a sick leave during the notice
period, such deadline shall cease to be effective
and shall not take effect again until the day
following the end of such leave.

Article 61

The contract of employment shall remain in force
throughout the notice period. Both parties shall be bound
to fulfil all obligations arising therefrom. The contract shall
end with the expiration of this period.

Article 62

A.

If the notice of termination is made by the
employer, the staff shall be entitled to be absent
for 1 (one) full day in the week or 8 (eight) working
hours during the week during the notice period in
order to search for another job, and still be
entitled to the wage for the day or hours of
absence.

The staff may determine the day or hours of
absence, provided that the employer shall be
notified at least on the day preceding the absence.
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The employer may exempt the staff from work during the
notice period, considering the staff’s period of service as
continuous until the expiry of that period with the effects
thereof, in particular the staff’s entitlement to their wage
for the notice period.

Article 64

The resignation of the staff shall not be considered unless
it is registered by them at the Office of the Competent
Directorate. The resigned staff is also entitled to retract
their resignation in writing, for one time, within 1 (one)
week prior to the employer’s issuance of the resignation
acceptance letter, in which case the resignation is
regarded as null.

Article 65

A. The contract is terminated regardless of its type in
any of the following cases:

1. Awritten mutual agreement between both parties
to terminate the contract.

2. If the staff has reached the age of 60 (sixty)—
unless they have a fixed-term contract the
duration of which extends beyond that age—their
contract does not end until its term has expired. In
all cases, the provisions of the Social Insurance
Law shall not be breached concerning the age of
entitlement to the pension. If a staff otherwise
eligible to retire wishes to continue working, they
may continue in their employment until the age of
65 (sixty-five), at which time contract end shall be
mandatory.

3. The death of a staff, in which case a lump sum
death gratuity equivalent to one month’s wage,
plus the full wage of the month in which the staff
died, shall be paid to their primary next of kin or
to the person nominated by the deceased staff
during their lifetime by a written document
deposited with the employer.

4. Full disability of a staff to perform their work,
regardless of the nature of the disability: If the
staff’s disability is partial, the employment
contract shall not be ended unless it is proved that
the employer does not have at his disposal a job
that suits the staff's health. However, if the
existence of such a job is established, the
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employer shall, upon the request of the staff,
transfer them to that work without prejudice to
the disability provisions stipulated in the Social
Insurance Law.

If the staff has a disease that requires interruption
from work for a period not less than 180 (one
hundred and eighty) consecutive days or sporadic
periods exceeding in total more than 200 (two
hundred) days within one contractual year.

Force majeure.

The termination of the contract in the previous
cases shall not result in the compensation
provided for in Article 65 of the Law.

Disability or illness in cases 4-5 stipulated in clause
A of this article shall be proved by virtue of a
medical certificate provided by the staff to the
employer. If the employer does not recognize the
validity of this certificate, he reserves the right to
have the staff examined by another doctor of his
choice. In case the two certificates differ, the
applicable provisions of the Social Insurance Law
shall apply.

Article 66

A. At the expiry of the employment contract in the

cases mentioned in the preceding article, the
employer shall pay the staff who is not covered by
the provisions of the Social Insurance Law a lump
sum gratuity for the period of their service
calculated on the basis of a month’s wage for each
year of service. The staff is also entitled to a
gratuity for the year fraction in proportion with
the duration of their service.

This gratuity shall be calculated on the basis of the
last monthly wage received by the staff. This shall
not prejudice the right of the staff to the rest of
their entitlements prescribed, whether by law or
by agreement.

Article 67

A. The employer has the right to terminate the

employment contract, whether of fixed-term or
for a specified appointment, without notice,
remuneration or compensation in the following
cases:
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If the staff impersonates a false character or
submits forged certificates or recommendations
proven to have been forged by a final court ruling.
If the staff commits a gross error resulting in
serious material loss to the employer, provided
that the employer informs the competent
authorities of the incident within 48 (forty-eight)
hours from the time of his awareness of its
occurrence.

If the staff does not observe the instructions to be
followed for the safety of staffs and SSSD.

If the staff is absent without a legitimate reason
for more than 20 (twenty) non-consecutive days
during one contractual year or more than 10 (ten)
consecutive days, provided that the dismissal is
preceded by a written warning from the employer
to the staff after their absence for 10 (ten) days in
the first case and 5 (five) days in the second case.
Sending the warning to the employee’s address
indicated in their file is sufficient evidence of the
delivery of the warning.

If the staff fails to fulfill their fundamental
obligations under the employment contract or the
SSSD bylaws.

If the staff divulges secrets of the Syrian Society for
Social Development.

If the staff is sentenced by a final court ruling for a
criminal penalty or misdemeanor against morality
and public morals.

If the staff is found during working hours in a state
of inebriation or is under the effect of substance
use.

If the staff assaults the employer or the manager
in charge. Also, if they seriously assault one of
their superiors during or because of work.

The burden of proof in the foregoing clauses shall
fall upon the employer through the procedures
legally acceptable, and termination of the contract
in such cases shall be justified.

In the event of termination of the employment
contract in accordance with the provisions of
clause A of this article, the payment of the
contributions of the employer and the staff to the
General Organization for Social Insurance shall
cease until the case is settled.
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Article 68

A.

If the employer does not prove that the staff
committed any of the violations stipulated in the
preceding article, his termination of the
employment contract shall be considered as an
unjustified dismissal. In this case, the staff shall be
entitled to 2 (two) months’ compensation for each
year of service, provided that the total amount of
such compensation does not exceed 150 (one
hundred and fifty) times the guaranteed minimum
wage, and is entitled to compensation for the year
fraction in proportion to what they have spent at
work.

Compensation shall be calculated on the basis of
the last monthly wage received by the staff. This
shall not prejudice the right of the staff to the rest
of their entitiements prescribed, whether by Law
or by agreement.

The employer shall nevertheless be obliged to
apply the notification provisions stipulated in
Article 56 et seq. of these Rules and Regulations.

Article 69

A. A staff may leave work before the end of the contract
without notifying the employer in the following cases:

1

If the employer (or his representative) has
committed fraud upon contracting with respect to
the work conditions.

If the employer fails to fulfill his fundamental
obligations in accordance with the provisions of
the Law.

If the employer (or his representative) commits an
indecent act against the staff or a member of their
family.

If the employer (or his representative) assaults the
staff.

If there is a gross threat to the safety or health of
the staff, provided that the employer has been
aware of such threat without taking the measures
prescribed or imposed by the competent authority
in the specified date therefor.

B. The staff who quits work before the end of their
contract for any of the previous reasons has the right
to file a suit for unjustified dismissal before the
judiciary. The burden of proof in these cases shall be
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on the staff. Upon confirmation, the staff shall have
the rights provided for in Article 65 of the Law.

Article 70

A.

The employer may not dismiss a staff for any of the
following reasons:

Practice of trade union activity or organization
of/participation in trade union activities by a staff
who is proposed as a candidate for a trade union
office.

Engagement in electoral activity.

Filing a complaint or participating in filing a formal
grievance against the employer for breaching
laws, labour bylaws or regulations.

Race, color, gender, marital status, family
responsibility, pregnancy, religion, denomination,
political opinion, ethnicity, social origin, dress or
dress style in a manner that does not conflict with
personal freedom.

Dismissal in the previous cases shall be considered
unjustified. In such cases, the competent court
shall reinstate the staff and order paying their full
wages for the period of suspension.

Except in the cases provided for in regulations 1-2
of clause A, if the court considers that the
reinstatement of the staff is unfeasible,
impractical or inadequate due to the employer’s
refusal to reinstate the staff or to the refusal of the
staff to resume work, it shall order a two-month
wage gratuity for each year of service, provided
that the lump sum of this gratuity does not exceed
20 (two hundred) times the general guaranteed
minimum wage. The staff will be entitled to a
gratuity for the year fraction in proportion with
the part of the year they spent in work. The
compensation shall be calculated on the basis of
the last monthly wage received by the staff,
subject to the provisions of Article 56 of the Law.
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Chapter Vil
Duties and Rights of the Employer

Article 71

A.

In addition to the rights prescribed in accordance
with the provisions of the Law, the employer has
following rights:

Organizing the work of the Syrian Society for Social
Development and taking the necessary decisions
and directives to that effect.
Determining the staffs’
responsibilities.

Imposing appropriate penalties against offenders
in accordance with the provisions of the Law.

In the context of a staff producing an invention,
the following provisions shall apply:

In case the staff produces a new invention during
their service to the employer, the latter shall claim
no right whatsoever to that invention, even if the
staff has devised it on the occasion of their work in
the service of the employer.

The inventions produced by the staff during their
employment shall be the due right of the employer
if the nature of the work carried out by the staff
requires them to fully dedicate their efforts to
innovation or if the employer has expressly
stipulated in the contract that he shall have the
right to the staff's eventual inventions.

If the invention is of serious economic relevance,
the staff may, in the cases stipulated above, claim
a special lump fee, which shall be assessed in
accordance with the requirements of justice,
taking into account in this assessment the amount
of aid provided by the employer and the S55D
facilities and assets used in the process.

required skills and

Article 72

The employer must:

A.

Provide the necessary circumstances, conditions
and precautions for work and work environment
as stipulated in these Rules and Regulations, as
well as the executive decisions and the collective
labour agreements related to it.
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Assign and orient staffs with respect to their
scientific and practical qualifications in a manner
that ensures the work’s best interest. In addition,
the staff's job may not be changed in a way unfit
to their qualifications and abilities except with
their full consent.

Develop programmes to train and qualify the
executives required by the workplan, and provide
the necessary facilities for the staff to develop
their professional, technical and cultural level.
Provide appropriate transport means for
transporting staffs to workplaces non-accessed by
public transportation, unless agreement has been
reached to grant the staff a transport allowance.
Refrain from abusing the staff's person and
dignity.

Establish and safeguard private and public records
showing the conditions and affairs of the staffs’
service according to the situations and conditions
determined by the Ministry.

Inform staffs of all the work conditions and
highlight the latter in a visible place when issued.
Involve staffs or their representatives in discussing
matters that lead to the development of work and
productivity and address their concerns in
meetings to which they are invited.

Give the staff an end-of-work certificate stating
the date of the work commencement, the date of
the contract termination and the type of work
performed by the staff. The staff may request to
add any information to this certificate, and the
employer shall respond to the request whenever
the information to be added conforms to the
truth.

Give the staff a clearance certificate at the end of
the employment contract, provided that they have
fulfilled all the obligations incumbent upon them
to the employer. The employer shall not claim the
staff with any amount after granting this
certificate, unless the claim is based on a material
error in the certificate itself.

Provide health care in accordance with the
conditions stipulated in these Rules and
Regulations.

Provide meals to staffs whose circumstances and
nature of work require that.

M. Duly register all the SSSD staffs in social insurance.
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respect the employer must:

sl Yondapnadooad] R
Chapter Viii ol eadll
Rights, Duties, and Prohibitions of Staffs
Olyglaxally dilrlag Jalall 332>
Article 73 73 63k
A. The staff shall enjoy medical care, and in this

s 3 Jandl cobio Je coos Audall Llall Jolall aiaz, i

1ol Jlsall

1. Provide first aid means, whatever the number of
staffs in the Syrian Society for Social Development.  .dusadl § Jlaall sie 08 lage Al Slasl Jilwy y35: -1

2. Recruit a nurse familiar with first aid specifically . .

3 " ) Lal esase dudall Claw)l Plegs Bla Liyas pisios -
assigned to perform it, entrust his staffs to a e ol S W Ples: i ¢ 2
doctor who will duly examine and treat them ina  '3e odas S 08| § pg2dley pebilam b Jlagn oly
space set for this purpose, provide them with the gl liSy ZMall dspdi Lol agl pads Oly Loyl
necessary medications for treatment, as well as = =
medical imaging and analyses, all free of charge, Alas s 3 G0 Olaeally 4B ellsg dudall Jolinilly dclall
when the number of staffs in one worksite orina e IRashS 4e duas aylad Ciwai 8300 § 9l d>lg 08 §
radius of 15 (fifteen) kilometers exceeds 100 (one Jole: 31a ol gl Jole e
hundred) staffs without exceeding 200 (two L e
hundred) staffs.

3. In addition to the provisions of the preceding -y filus auaz sl Ll § 09 lae Yo Jlaall 39 -3
regulation, staffs shall be provided with all other g e _ A
means of treatment which require medical careby = 7 9% Rl Hedle ol @l 6=
specialized doctors, surgeons, etc., as well as the 48 ¢lidg 4Vl Ll elliSy lape 3 Aol Cldea
necessary medicines, all free of charge, when the Jole 3t e las e 3 o &

, b (5o Olxalls
number of staffs exceeds 200 (two hundred). i 3

4. Pay the hospital administration for the expenses ! La3Yly L35 M)l DA blie (pldwall 1Y S35 -4
of treatment, medicine and accommodation ifthe . 3-2 ;i § Lgde Jogeaiall Gullad! § Jolal @ge
staff is treated in the cases stipulated in

sl Rhdas 3 ALl 5,230
regulations 2-3 of the preceding clause in a public g5l oS> i)
or charity hospital.

5. Follow in the determination of the expenses of lede sogmaiall ZalaYly dug¥ly okl oA a5 § ek -5
treatment, medicines and accommodation _ ) M ) i )
provided for in the preceding clause the rationale 20 0 03 g2 sdeay I Elogdly Gylall Aaludl 3,220 3
issued by a decision of the Minister in agreement  gslually dalaall OlEa5 o Lged Loy Aall 19 pe WYL
with the Minister of Health, including determining by 2 e

el Sl o 91 Fall Glasall G3i3lis @b e LY
the costs of treatment, medication and A - - b o 407
accommodation through health insurance funds 2geYl oda 195 @l Aol
or private insurance institutions that undertake
these matters.
Article 74 74 ke
The staff shall be entitled to: SRR PRI

1. Periodic salary raises every other year in Al 33y opile S8y 39250 Lyaall Babhl (§ =it -1
accordance with the percentage specified in these -dn--"-ﬁ-f-ljf‘ g5 pllall § 8> )
Rules and Regulations or in the employment ) _ el
contract. el pasg Alalasll (§ Blglually ool 3G 3 =l -2
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Equal opportunities, equal treatment and non-
discrimination.
Human dignity safeguard.
Secure working conditions that ensure safety and
security in their work.
Join trade unions and craftsmen unions.
Be promoted: A staff shall be granted a promotion
commensurate with their appraisal and the work
entrusted to them in case the corresponding
budget is readily available. The promotion of the
staff requires that the staff has proven their
efficiency and competence according to the
appraisal determined by the administration and
that they have not incurred the promotion delay
penalty. A staff shall be deprived of promotion and
its due date shall be delayed in the following cases:
a. If a penalty for delaying the promotion is
imposed on them and the delay continues
untii the issuance of the staffs’
promotions.
b. If the staff's total unjustified absence
exceeds 10 (ten) days within one year.
c. If the result of one’s appraisal does not
entitle them to a promotion.
d. If their leave without pay exceeds 60
(sixty) days per year.

Article 75

Subject to the provisions of Article 652 of the Civil Code,
the staff shall:

Perform one’s tasks accurately and honestly in
accordance with the Law, Rules and Regulations
and individual and collective work contracts,
complete them on time as per common diligence.
Execute the employer's orders and instructions
concerning the exercise of duties falling within the
scope of the work entrusted to them, if only such
orders and instructions do not contravene the
contract, Law, Labour Regulations or public
morals, and the execution thereof does not put
them in danger.

Abide by the working hours and follow the
prescribed procedures in case of absenteeism or
non-compliance with work schedules.

Preserve the tools, equipment, documents or any
other objects delivered to them by the employer,
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10.

11.

12.

13.
14,

15.
16.
17

18.

and carry out all necessary the work for their
safety as per common diligence.

Treat well the employer's customers and the
beneficiaries of projects, programmes, activities
and services of the Syrian Society for Social
Development.

Respect and cooperate with their superiors and
colleagues in the best interest of the Syrian Society
for Social Development.
Safeguard the dignity of
appropriately.

Observe the established regulations to maintain
the safety and security of the Syrian Society for
Social Development, and follow the instructions
concerning the safety of work, staff, volunteers
and disaster prevention.

Maintain the secrets of the work, not disclosing
classified information relating to work, in
accordance with the written instructions issued by
the employer in this regard.

Provide the employer (or his representative)
within the specified dates with the correct data
related to their place of residence, marital status,
compulsory military service or any other data
required by laws and regulations to be included in
one’s register, as well as any change in the
previous data.

Follow the regulations set by the employer to
develop their skills and experience professionally
and culturally or to qualify them to perform a work
consistent with the technical development in the
Syrian Society for Social Development, subject to
the provisions of article 51 of the Law.

Commit to attendance and follow the biometric
fingerprint access control system during entry and
exit, and only leave the workplace with the
permission of their supervisor.

Pay attention to hygiene.

Eat and drink only during the break, not in the
working hours, and do the latter in the spaces
allocated for it.

Stay awake during working hours.

Abstain from smoking during working hours.
Comply with the instructions for determining
places and working hours.

Comply with the provisions of these Rules and
Regulations and all other regulations, rules and
instructions issued by the SSSD administration, as

work and act
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Work for a third party without the consent of the
employer, whether paid or unpaid.

Work for the benefit of a third party in a manner
that is inconsistent with the dignity of the work,
nor enable or assist other parties in obtaining
classified information concerning the Syrian
Society for Social Development or compete with
the employer.

Carry out any other work outside the scope of
their work in the Syrian Society for Social
Development that contradicts the Society’s
interest.

Carry out an activity similar to that practiced by
the employer during the period of their contract
or participate in such activity, either as a staff or
partner, unless otherwise agreed.

Borrow money from the employer’s customers or
from persons who practice an activity similar to
that of the employer. This prohibition shall not
apply to bank loans.

Accept gifts, rewards, commissions, amounts or
other objects, in any capacity whatsoever, on the
occasion of carrying out their duties without the
employer’s consent; they shall also not use one’s
job and powers for self-benefit, nor accept gifts
and gratuities from any person who has an interest
with the Syrian Society for Social Development.
Collect money or donations, distribute
publications, collect signatures or organize
meetings within the workplace without the
employer’s consent, subject to the provisions of
the laws governing trade unions.

Disclose information or clarification on cases that
should remain confidential in nature or by special
instructions, whereby the obligation to keep the
Syrian Society for Social Development’s secrets
remains, even after leaving work, unless they are
invited to testify before the judiciary.

Receive the Syrian Society for Social
Development’s visitors without special permission
from the administration.

Engage in political, sectarian or religious
discussions.
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19.

20.

21.

22.

23.

24.

25.

26.

well as with the laws and regulations related to
their work.

Carry out their work actively, honestly and
faithfully, perform the work entrusted to them
personally and allocate the working time to
perform their duties.

Take responsibility vis-a-vis the administration for
the work assigned to them and promptly inform
the department officials of any abuse, neglect,
violation or failure in the work accomplished by
their subordinates.

Seek to prevent others from committing acts
harmful to the interests of the work if they happen
to encounters such acts, inform about
perpetrators if such acts occur, and present the
available information in this regard to the direct
superior.

Have team spirit and honor the SSSD spirit with
regard to one’s relation with their superiors,
colleagues and subordinates and in the treatment
of others.

Be responsible for the amounts, materials and
equipment which are delivered to them or are
within one’s reach by virtue of their work, as well
as for damages caused by misuse of duty, whether
intentionally or by negligence; they may not
remove any of the latter outside the workplace
except if work necessitates it and with due
permission from one’s superior.

Safeguard the dignity of the Syrian Society for
Social Development, behave respectfully and
dutifully, preserve SSSD’s interests and
professional secrets, and is keen on preserving its
fixed and current assets as per due diligence.
Contribute to the development and growth of the
Syrian Society for Social Development.

Carry out the functions and duties of the post
efficiently, honestly and vigorously.
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Chapter IX 2l Jaadll
Remuneration

Article 77

The administration has the right to award remuneration to
non-staffs in the Syrian Society for Social Development
(volunteers, experts, consultants or any person outside the
SSSD) assigned by the administration for special tasks that
help improve performance and raise the level of work and
expertise of staffs.

Article 78

The administration has the right to reward hard-working
and active staffs. The performance appraisal report is the
basis for such rewards, as well as experience, ability to
work, innovation, exemplary conduct and perseverance.

Chapter X
Staffs Performance Appraisal Reports

Article 79

All staffs of the Syrian Society for Social Development are
subject to the annual reporting system, so that periodic
reports are prepared once a year on the work and conduct
of all staffs. These reports are submitted for each financial
year during the months of October or November, based on
the performance appraisal report in accordance with the
procedures established by the administration.

Article 80

The report includes data related to the efficiency of the
staff, the extent to which they respect working hours, the
quality of their relationship with colleagues, their good
manners in dealing with the public and so on.

Article 81

Staffs who are deemed to be performing poorly by their
superiors shall be notified of deficiencies in that
performance in accordance with the periodic report on a
timely basis. The staff who received a low score on their
personal appraisal will have a meeting with the

77 2l
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administration, whereby their strengths and weaknesses
and ways to improve their performance shall be
thoroughly discussed. The discussion process is based on
the results of the performance appraisal and the staff's
self-evaluation.

Article 82

The staff for whom one annual report with a weak score,
or two consecutive reports with a score below average, are
submitted shall be deprived of the periodic salary increase.

Article 83

A staff for whom two consecutive reports are submitted
with a weak score shall be referred to the administration
(or whoever it delegates) to consider the matter. If they
are found to be more suitable for another job of the same
grade, they shall be transferred to it; if they are found unfit
for any job of the same grade, they shall be dismissed from
service as per the measures regulating the procedure.

Chapter XI
Promotion System

Article 84

The staff may be promoted from one job to another of a
higher grade, or may be promoted with the same salary,
by a decision of the administration (or whoever it
delegates), provided that their appraisal by the
administration is good and that they have spent a
minimum of one year in the current grade.

Article 85

The salary may be increased for staffs within the same
grade who have obtained a very good performance
appraisal report once every year and according to the job
grade.

Article 86

Staff promotion decisions are issued based on their
efficiency, productivity and performance appraisal reports
prepared by the administration (or whoever it delegates).
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Chapter Xl o GO Jaaddl

Sanctions and Penalties

Article 87

It is stipulated that the act that requires disciplinary
accountability of the staff must be related to the work. The
Sanctions Regulations shall specify the violations and
penalties prescribed for them.

Article 88
The penalties that may be imposed on the staff if they
violate their duties specified by the Law, in the work
contract or the SSSD bylaws, are determined by the
following:

A. Verbal warning.

B. Written warning.

C. One-day wage deduction.

D. Deduction from the basic wage of no more than 5
(five) working days' wages for one violation,
provided that the staff does not incur a wage
deduction in fulfiiment of the penalties imposed
on them for more than 5 (five) days’ wages per
month.

E. Delaying the due date of the periodic promotion
bonus raise for a period not exceeding 1 (one)
year.

F. Deprivation of the periodic promotion bonus.
Dismissal from service according to the provisions
of these Rules and Regulations.

Article 89

A. It is not permissible to impose more than one
penalty on a staff for a single violation.

B. It is not permissible to deduct from the staff's
wages more than 5 (five) working days per month,
even if penalties are multiplied in proportion with
the number of violations.

C. No penalty may be imposed against the staff after
15 (fifteen) days have passed since the discovery
of the violation they committed, and also after the
lapse of 30 (thirty) days after the completion of the
investigation into that violation.

Article 90

The penalty may be increased when the staff relapses into
a type of violation other than the one for which they were
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previously punished if the new violation occurred within 6
(six) months from the date of informing the staff of the
imposition of the previous penalty.

Article 91

When a specific violation is attributed to a staff, the due
investigation must take place and include the following
actions:

A. Inform the staff in writing of what is attributed to
them and conduct an investigation with them
within 15 (fifteen) days from the date of
discovering the violation.

B. The employer has the right to interrogate the staff
himself or to entrust the interrogation to any
other person with experience in the subject of the
violation, provided the latter is a SSSD staff and
their job grade is not inferior to the job grade of
the staff whom he interrogates.

C. Hear the staff’s statements and defense, as well as
the statements of their witnesses in the event of
their presence, and commit the minutes in a
record deposited in the staff’s personal file. The
trade union organization to which the staff is
affiliated may assign a representative to attend
the interrogation.

D. The employer may suspend the staff temporarily
for a period not exceeding 1 (one) month, while
paying their full wages when the investigation
interest referred to in this article requires it. The
staff shall be reinstated into their former job after
the end of the detention period or if they are
expressly proven innocent.

Article 92

A. If the staff is arrested by the public authorities
during the period of the validity of their contract
for a period not exceeding 3 (three) months, the
employer must reinstate them into their job after
the end of their arrest without the staff having any
right to the remuneration determined for them
unless the employer decides otherwise. If the staff
declines to be reinstated, they must pay the
compensation stipulated in article 65 of the Law.

B. If the staff's detention period exceeds 3 (three)
months, the employer has the right not to
reinstate them, in which case the provisions
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relating to the justified dismissal stipulated in
Article 64 of the Law apply.

Article 93

A,

The penalties referred to in clauses A, B, and C of
Article 82 mentioned above shall be imposed by
the employer or his authorized representative.
The other penalties stipulated in Article 88 are
imposed by a special $SSD disciplinary committee
that comprises:

The employer or his authorized representative, as
president;

The head of the department in which the staff
works, as a member; and

The Chairman of the Trade Union Committee or a
staff representative, as the case may be, as a
member.

The decision issued to impose the penalty shall be
justified, and the enforcement of the penalty shall
require informing the staff thereof.

Article 94

A.

It is not permissible to take any disciplinary action
against or impose a fine on the staff for a violation
not stipulated in the Sanctions Regulations
approved by the Minister.

The staff may not be suspended from work
without pay for a period exceeding 5 (five) days per
month.

It is prohibited to impose any penalty against the
staff before giving them the opportunity to hear
their defense statements.

Fines imposed under this article shall be recorded
in a special register showing the name of the staff,
the amount of their wages and the reasons for
imposing the fine on them, which amount shall be
deposited in a special fund for social services for
the benefit of the SSSD employees.

If the deduction is set at a specific percentage of
the wage, it shall be considered that what is meant
is the staff's daily basic wage.

Article 95

A.

If the staff causes, by their mistake or during the
exercise of their work, the loss or damage of
materials, equipment or raw materials owned by
the employer that were in their custody, they are
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obliged to pay the value of the loss or damage. The
employer, after conducting the investigation and
notifying the staff, may proceed to the deduction
of the aforementioned amount from the staff’s
wages, provided that the sum deducted for this
purpose does not exceed the wages of 5 (five) days
per month.

B. The staff may complain about the amount
specified by the employer for the lost or damaged
object(s) before the competent court, whose
decision in such case shall be irrevocable. If the
court does not rule the compensation of the
employer with the amount that he had estimated
for the damage or loss or if it rules to compensate
him with a lesser amount than he had estimated,
he must return what he had deducted unjustly
within a period of seven days from the date of the
competent court’s rule.

Chapter Xl
General Provisions

Article 96

The Syrian Society for Social Development has a gender-
balanced employment and training policy that takes into
account gender equality.

Article 97

In all cases related to disbursement, whether fixing wages
and salaries, promotions, bonuses, overtime payment,
assignments, remuneration or procurements, the
disbursement shall be in accordance with the resources of
the Syrian Society for Social Development and the
agreements concluded with international organizations
and bodies, according to each project, taking into account
the types of jobs, responsibilities, conditions to be met by
the incumbent, competencies of the staffs occupying
these functions, the needs and activities of the Syrian
Society for Social Development and the services it
provides.

Article 98

A staff may submit one’s resignation in writing and in clear
and unconditional terms. However, they shall continue
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working after submitting the resignation, until notified of
a decision to accept it within 30 (thirty) days from the date
of its submission. In the event that they are not notified
within the mentioned period, the resignation is deemed
accepted.

The staff shall have the right to retract their resignation
within one week from the date of its submission, provided
that the resignation retraction is made in writing, in which
case the resignation shall be considered as null, provided
that it had not been officially accepted.

Article 99:

At the end of his service, each worker is given, upon his
request, an experience certificate confirming the date of
commencement and end of work, the type of work that he
performed, the value of wages and salaries, and the type
of concessions, if any.

Article 100

The work shall be organized according to the
organizational structure of the Syrian Society for Social
Development, which includes arranging the SSSD functions
within the levels of the wage scale, describing and
determining the duties, responsibilities and conditions of
occupation of each job. The Board of Directors reserves
the right to review the organizational structure whenever
necessary.

Article 101

These Rules and Regulations shall be effective after being
sanctioned by the Ministry of Social Affairs and Labour; the
provisions thereof shall be considered as complementary
to the provisions of individual employment contracts
between the Syrian Society for Social Development and its
staffs. Every staff shall be deemed to be acquainted with
and accepting it once they have signed the employment
contract. All staffs shall abide by them without any
exception or reservation.

Article 102

The Syrian Society for Social Development’s administration
shall have the right to amend the provisions of these Rules
and Regulations upon approval of the Ministry of Social
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these special and complementary provisions in relation to
the application of these Rules and Regulations upon
approval of the Ministry of Social Affairs and Labour, which
complementary provisions shall be communicated to all
staffs via the special bulletin board.

Article 103

The provisions of the Labour Law No. 17 of 2010, as
amended, and the Social Insurance Law in force shall apply
to all matters not provided for in these Rules and
Regulations.

Article 104:

Any amendment to the provisions of the prevailing Labor
and Social Security laws after depositing this Policy is
considered a revised rate of the provisions of this system.

These Rules and Regulations have been ratified by the
decision of the Ministry of Social Affairs and Labour No.
,dated ___, and have entered into force.
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Syrian Society for Social Development
Sanctions Regulation

Tables of Violations and Penalties Related to the Provisions of the Labour Law No. 17, 2010

Table 1: Irregularities related to working hours

the disruption of work of other fellow
employees (Article 95-b-3)

Type of irregularity Level of penalty in terms of daily wage deduction
1* time 2" time 3" time 4™ time
1. Being late to work up to 15 minutes Written Quarter-day | Half-day 1-day wage
without permission or acceptable warning wage wage deduction
excuse if the delay does not result in deduction deduction

permission or acceptable excuse if the
delay does result in the disruption of
work of other fellow employees
(Article 95-b-3)

2. Being late to work up to 15 minutes Quarter-day | Half-day 1-day wage 2-day wage
without permission or acceptable wage wage deduction deduction
excuse if the delay does result in the dediiction deduction
disruption of work of other fellow
employees (Article 95-b-3)

3. Being late to work more than 15 but Quarter-day | Half-day 1-day wage 2-day wage
no more than 30 minutes without wage wage deduction deduction
permission or acceptable excuse if the | jo4iction deduction
delay does not result in the disruption
of work of other fellow employees
(Article 95-b-3)

4. Being late to work more than 15 but Half-day 1-day wage 2-day wage 3-day wage
no more than 30 minutes without wage deduction deduction deduction
permission or acceptable excuse if the | jeduction
delay does result in the disruption of
work of other fellow employees
{Article 95-b-3)

5. Being late to work more than 30 but Half-day 1-day wage 2-day wage 3-day wage
no more than 60 minutes without wage deduction deduction deduction
permission or acceptable excuse ifthe | 4a4ction
delay does not result in the disruption
of work of other fellow employees
{Article 95-b-3)

6. Being late to work more than 30 but 1-day wage 2-day wage 3-day wage 4-day wage
no more than 60 minutes without deduction deduction deduction deduction

more without permission or considered absent without permission
acceptable excuse if the delay does not
result in the disruption of work of
other fellow employees (Article 95-b-

7. Being late to work up to 60 minutes or | The employee is prohibited from entering the workplace and

3)

8. Absence from work for one whole day | Quarter-day | Half-day 1-day wage 2-day wage
or several but not exceeding five days wage wage deduction deduction
without permission ar acceptable deduction deduction
excuse (Article 95-b-3).

Ref. No. E.0/1-6. Staff Rules and Regulations, ssso-2020. Original
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In addition to the deduction of the employee’s wage

corresponding to the number of days of absence

Table 2: Irregularities related to SSSD Work

Regulations

Type of irregularity

Penalty

1. Working for a third party without
one’s executive's consent (Article 96-
b).

Termination of employment in accordance with the

provisions of t

he law

2. Working with a third party in a manner
inconsistent with the dignity of work
(Article 96-b).

Termination of employment in accordance with the

provisions of t

he law

3. Divulgating/enabling third parties to
access certain SSSD classified
information (Article 96-b).

Termination of employment in accordance with the
provisions of the law

4. Keeping the original of any paper or
work document.

Termination of employment in accordance with the
provisions of the law

Table 3: Work conduct violations

Type of violation Level of penalty in terms of daily wage deduction
1% time 2™ time 3 time 4™ time

1. Bringing unauthorized objects or S-day wage Delaying the | Denial of Termination
conducting commercial transactions in | deduction promotion periodic of employ-
the workplace (Article 95-b). volue fowa promotion ment i

period not raise accordance

exceeding with the

one year provisions of
the law

2.  Smoking during working hours in no- The fine specified in Decree No. 62, 2009, shall be imposed
smoking areas.

3.  Quarrelling with colleagues or making | 1-day wage 2-day wage 3-day wage 5-day wage
trouble in the workplace {Article 95-b). | deduction deduction deduction deduction

4.  Abstaining from signing a medical 1-day wage 2-day wage 3-day wage S-day wage
examination report upon request deduction deduction deduction deduction
(Article 95-b-g)

5. Failing to distribute collected money S-daywage | Termination of employment in accordance
to S5SD's account within the specified | deduction with the provisions of the law
dates without an acceptable excuse
(Article 95-b)

6. Exercising an activity similar to SS5D's S-day wage Delaying the | Denial of Termination
during the validity of one’s deduction promotion periodic of employ-
employment contract with SSSD or raise for a promotion ment in
participating in such activity in full period not - T —

rt
awareness or as a partner enioniing siidsthon
one year provisions of
the law

7. Collecting money, subsidies or S5-day wage Delaying the | Denial of Termination
signatures without permission, subject | deduction promotion periodic of employ-
to the laws and regulations in force raise for a ent i

‘.“_.w—-«_
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period not promotion accordance
exceeding raise with the
one year provisions of
the law
8. Abusing SSSD's clients/beneficiaries 5-day wage Delaying the | Denial of Termination
deduction promotion periodic of employ-
raise for a promotion ment in
period not raise accordance
exceeding with the
one year provisions of
the law
9. Borrowing money from 555D's Termination of employment in accordance with the
clients/beneficiaries provisions of the law
10. Accepting cash or gifts from S55D°s Termination of employment in accordance with the
clients/beneficiaries or a third party provisions of the law

engaged in an activity similar to SS5D's
with the intention of harming SSSD
(Article 95-b-6)

11. Offering cash or gifts to another SSSD Termination of employment in accordance with the

staff member for purposes that are provisions of the law
harmful to SSSD (Article 95-f)
12. Insulting supervisors or their agents or | 5-day wage Delaying the | Denial of Termination
fellow staff members (Article 95-b-6) deduction promotion periodic of employ-
raise for a promotion ment in
period not raise accordance
exceeding with the
one year provisions of
the law
13. Assaulting fellow staff members Termination of employment in accordance with the
(Article 95-b-6) provisions of the law

Table 4: Irregularities and violations for which Article 64 of the Labour Law stipulates termination of the
employee’s contract without notification, remuneration or indemnity

1. If the employee’s impersonationfidentity theft is proven or if they submit forged certificates or
recommendations proven to be falsified by a final court decision.

2. If the employee commits an error resulting in serious material loss to SS5D, provided that S55D
executives inform the competent authorities of the incident within 48 hours from the time of taking
note of its occurrence.

3.  If the employee fails to observe instructions to be followed for the safety of staff and facilities,
despite two written warnings, provided that these instructions are made public and visibly shown.

4. If the employee is absent without a legitimate reason for more than 20 days non-consecutively
within one contractual year, or more than 10 consecutive days, despite being warned.

5.  If the employee refrains from performing one’s essential work obligations under one’s employment

contract or SSSD's Internal Regulations.

If the employee divulges classified information related to the work of S55D.

If the employee is caught drunk or under drug influence during working hours.

If the employee assaults one’s supervisor, responsible manager or director.

If the employee inflicts a serious assault on or insults one of one's executives during working hours.

10. If the employee is convicted by a final court decision with a criminal penalty or a misdemeanour
against morals or public morality.

11. If the employee refuses to move to the new workplace when relocated more than 50km away from
the original work lacation for reasons beyond the SSSD administration’s control.

0w N

Ref. No. E.D/1-6. Staff Rules and Regulations, SSSD-2020. Orfginal Version.
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