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INTRODUCTION

Authority: The Board of Trustees (herein referred to as “Board”) at The American
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POLICY STATEMENT

The AUK is committed to supporting employees during times when they may need to be
away from work due to a life event, medical emergency, or simply for vacation. Much of
the guidance in the writing and implementation of this policy is dictated by the Iraqi
Labor Law.

Before formally requesting a leave, the employee needs to review the information below
regarding the types of leaves. For annual/vacation leave, the formal written request
needs to be submitted 2 weeks prior to the start date of the leave; for other leaves,
different timeframes and administrative guidelines apply.

It is important that employees plan and discuss their annual leaves far in advance with
their respective supervisor/director/dean/VP in order for the respective units to plan
accordingly. Leaves will not be approved if they endanger the normal operations of the
unit. Leaves proposed at times of the year with maximum workload will not be
approved. Multiple employees from the same unit should not be granted concurrent
annual leaves. It is the responsibility of the supervisor/director/dean/VP to plan
accordingly.

This policy only applies to full-time non-faculty employees. Those employed on a part-
time contract, volunteer contract, service contract, and student contract are not eligible
for leaves.

TYPES OF LEAVES

The employees at AUK are entitled to the following types of Leaves:

Annual Leave: The non faculty- employees are eligible for an annual 25 working-day
leave, while faculty teaching staff are eligible for 35 days at the end of each academic
year under the following conditions:

f Employees who are in their probationary period are not entitled to take
annual leave except in cases of sickness or emergency. If the employee
requires taking some days off for emergency, then it will be deducted from
his/her salary. The probation period is to be extended for the same period of
such emergency leave days taken;

f  Employees’ annual leaves accumulate for one year only; only a maximum of
10 days of accrued annual leave can be carried over to the next year;

f Any Employee requests an Annual Leave of one or two days (24-48 hours),
should submit their leave as approved by their supervisor to HR 48 hours
prior to the requested leave. Otherwise, the leave request will not be accepted
and will be considered as an unpaid leave and deducted from his/her salary.

f Any Employee who requests an Annual Leave of more than two days (48
hours), should submit their leave as approved by their supervisor to HR two
weeks prior to the actual leave. Otherwise, it will not be accepted and will be
considered as an unpaid leave and deducted from his/her salary.
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I Early Morning Personal Leaves will not be accepted and will be considered as
lateness if submitted on the same day and not prior.

' While the AUK will support employees’ requests to enjoy their annual leaves,
AUK has the right to ask employees to postpone or amend the annual leave
request to ensure that the proper operations of their respective units are not
impacted.

2. Sick Leave
In accordance with the Iragi Labor Law, the employee is entitled to a total of 30 days
of fully paid sick leave annually under the following conditions:

» Ifthe employee gets sick during working hours, then s/he should visit the AUK
medical doctor for care and follow the directives for a time-out during the
working hours; if the AUK medical doctor is not on campus, then s/he should
visit a hospital for immediate care and follow the directives for a time-out
during the working hours;

« If the employee does not submit the medical report within 48 hours from the
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6. Bereavement Leave
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