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Restrictions of Attendance and departure of employee of Office of Ministry
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Attendance and Departure Depends on the official approved schedule

It is necessary to consider registration the sick
leave at (SEHA) platform at system of Mawared
and approve it from the direct manager within 5
business days.

It is necessary to consider registration the regular
and compensatory leave - and the permission —
breastfeeding hour - an important task in
Mawared system and its approval by the direct
manager, before enjoy them..

(It is considered a violation) when the employee
leaves the workplace during official working
hours without the approval of the line manager.

(It is considered a violation) when not following
the mentioned instructions by the facility to prove
attendance and departure.

(It is considered a violation) to confirm the
attendance and departure of other employees,
or manipulation with the attendance and
departure data.

When there is a technical malfunction in the
application, the (attendance and departure) will
be conformed through the direct manager
through the official e-mail of the Hayyak service,
hayyak@moh.gov.sa.

When there are more than more one headquarter
to employee to work, an official letter will be
issued at this regard by the direct manager.

When there is shift work for employees that is not
identified in the application, or there is an update
on the lists, an email must shall be sent to the
official email of the Hayyak service,
hayyak@moh.gov.sa, with a list of employees
and work periods approved by the authority.

If there is a shutdown, employees of each
administration shall register attendance and
departure manually and submit it via the official
Hayyak service email: hayyak@moh.gov.sa.

In case there is a technical malfunction to the
employee, he must communicate with the
Mawared team to identify the technical
malfunction according to the practice, within two
business days and the proof of attendance shall
be through the direct manager, through a paper
statement sent by the official e-mail to Hayyak
service, hayyak@moh.gov.sa.

The request for permission shall be with the
approval and estimation of the direct manager

Work duties should be approved by the direct
manager with indication work duty.

Vacations are not accepted retroactively, except
after the approval of the employee’s excuse by
the Human Resources Regularity Control and a
decision is issued to deduct from the leave
balance.

Each direct manager is obligated to verify his
affiliated employees at the work site and their
relation with him through the attendance and
departure screen of the team through the
application of Mawared.

In case the employee leaves the workplace
without logging out of the system, he is
considered to have withdrawn from work until the
direct manager proves his attendance.
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Categories of shift work
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