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Introduction

o o

The basis of Ubudiyyah Business Model (UBM) is that Allah Subhanahu wa Ta’aala has
created man for His Ibadah alone. At the same time He has permitted business and more
over in His master plan has made business and commerce a key fundamental of our
economic and social system as human beings.

How to philosophically and operationally align and establish Allah’s Ubudiyyah in business
and its related activities is the subject of the UBM. The key component to the
implementation of this model is the appropriate development of the people who use it,
and a culture/environment conducive to nurturing it. This is the primary function of the
Human Development Services Department.

There are a few pivotal paradigm shifts that have to take place for the UBM system to
work, and the HDS Department is the pivot of the facilitation of those shifts. Some of the
most important shifts are that:

a. Business is for Man, NOT: Man is for business!
b.  Resources are for Man, NOT: Man is a resource!
c. Task is for developing Man, NOT: Man is for performing task!

Man is Allah Ta’aala’s finest creation.

(A-0d) By9) s st & HLadY) GRS 3T
“Definitely we have created the man in the best of forms”
(705l 8y50) 33T (53 s38 3875
“And indeed we have honored the children of Adam”

Therefore every individual in the organization is Allah’s Best of Creation and has the divine
right to be respected, cared for and developed. Not primarily for the benefit of the
organization, as per the materialist perception of business, but because he is a human
being, and this is his right, and the organization is responsible to ensure that this is
happening!

From the employees’ perspective, they are serving the organization and as such are
responsible before Allah Ta’aala for consistently working in the best possible way for the
betterment of the organization and its “Ja’iz” (Islamically permitted) objectives.

In summary, from the perspective of the organization towards its people, it is responsible
for their care and development as illustrated in the following Hadiths:

(Jleall5S) (el 355 o3 el 05

“The best of Mankind are those who benefit Mankind”
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(o) e (52 Ushins 85 el (8K
“You all are shepherds (responsible for those under you), and you
are all responsible for your flocks”

From the perspective of the employee, he is responsible to do his very best for the success
of the objectives of the organization. In so doing, both employer and employee will
discharge their duties with consciousness that they are primarily discharging the
requirements of Ubudiyyah toward Allah Ta’aala, above and beyond the material benefit
or remuneration acquired in the process.! Their hope for Allah’s pleasure and reward far
outweigh their desire for worldly gains, while the fulfilment of rights and dues of one
another is perceived as an act of worship!

With the presence of such a consciousness from both the employer and employee, and
the synergy that would naturally generate from this dynamic partnership, coupled with
Allah’s Barakah and assistance, dramatic results would definitely manifest, In sha Allah!

The HDS department is primarily there to develop this consciousness and the
environment to facilitate it.
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Human Development Services (HDS) Planning

HDS Planning is an integral part of the HDS Function and is interlinked with the Overall
Business Plans of the organization.

The HDS Plan is derived from the established objectives of the organization. The department
heads prepare their Personnel Requirement Plan for a financial year to achieve the goals of
the department and the organization. This document helps the HDS Department to assess
and anticipate the personnel needs of the organization.

Department Profile

A documented Department Profile helps in clearly defining the roles and responsibilities of
each department and enables the organization to:

i. Justify the purpose and existence of each department.
ii.  ldentify non-value adding or duplicate functions.
iii.  Logically allocate functions to appropriate departments.
iv.  Reorganize and merge various functions.

Position Profiles

A documented Position Profile clearly defines the roles and responsibilities of each position
that exists within every department and enables each department to:

i.  Rationalize the existence of each position.

ii. Identify core competencies for each position.
iii.  Clearly define responsibilities and Key performance Indicators
iv.  Indicate the interfaces and relationships with other positions.

Department and Position Profiles are subject to change in accordance with changes made in
the structure and functions of departments and or changes in the responsibilities and
specifications in the Position Profiles. Such changes are only made after discussions
between the respective Department Head(s) and the HDS, reviewed and approved by the
Senior Management.

HDS Planning Policies:

In order to ensure that the integrity of the organizational structure and positions approved
under the structure is maintained, the hiring of staff should be carried out only against the
approved organizational and departmental structures and positions and the approved
annual plan. Modifications in the organization structure, department and position profiles, if
any are only effected after the formal approval of the senior management.
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Preparing the Annual Personnel Plan:

The HDS uses a proactive approach towards preparation of the annual personnel plan for
the ensuing year, once the business plan is ready. Additional personnel may be needed due

to business expansion, employee turnover, promotions and employee separation due to

death or retirements.

The HDS requests each department to prepare the Annual Personnel Plan on a prescribed
format in the last quarter of the financial year, which is then consolidated by the HDS at the
organizational level. This plan gives a complete picture of the Positions to be hired and the
timeframe for hiring. The plan is implemented after the review and approval.

Performance against the plan is reviewed on a monthly basis. Changes, if any, in the original
plan are discussed and approved by the appropriate authorities.
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Recruitment & Selection

In order to hire suitable high caliber people, the process of Recruitment and Selection has
become a vital activity in dynamic organizations. The HDS Department plays a vital role in
recruitment and selection through a planned process to ensure that the persons hired meet
the approved Position Profile so that they can perform at the expected levels.

Recruitment relates to the process of seeking and attracting a pool of talented people from
which qualifying candidates can be chosen for vacancies. The Selection relates to the
process of choosing, the individuals who are most likely to perform the job successfully from
the pool.

HDS Recruitment and Selection Policies:

The HDS department usually has written Recruitment and Selection Policies and Procedures
which are part of the HDS manual. The sets of policies for recruitment and selection may
include but not restricted to the following:

i.  Hiring persons only against the approved HDS Plan which is normally aligned to the
business plan of the organization.

ii.  Hiring is concurrent to the approved Position Profiles only so that the candidates are
hired as per the job description and job specifications on merit.

iii.  Rehiring of employees who were terminated on disciplinary grounds is discouraged.

iv.  In case of considering employing females the working conditions should comply with
the Shari’ah guidelines such as follow:?

a. If possible, the females may be allowed to work from home.
b. There should be separate prayer place, cafeteria and washrooms.

c. Females must be informed about the dress code requirement of the organization at
the time of recruitment.

d. Arrangements must be made to ensure segregation between men and women. If job
requires dealing with male customers, then there should be limited interaction to
the level of necessity. They should do so while maintaining their dignity and chastity.

e.  Shifts should be arranged in such a manner that any woman is not left alone with a
non-mahram man.

f. Women employees should be hired for day jobs only. It is not appropriate to hire
them for evening or night shifts. Exceptions can be allowed considering the nature of
the job - for example nursing staff for female wards. [Reference: Fatwa HDS-010]

g. Itis not permissible for Muslim women to travel without mahram.

h.  In non-Muslim or secular countries non-Muslim female employees do not have to
follow shariah requirements (such as dress code or travelling with mahram) if they
are not sharing office with male Muslim coworkers. However, they will not be
allowed to spend from company’s account on forbidden items such as pork, alcohol
etc. (in connection with meetings with customers). Further, if they are sharing office
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with male Muslim workers then certain requirements will have to be fulfilled eg.
Khalwah, dress code etc. such measures are required to preserve the Islamic values
of the organization.

But one has to be careful in these matters since local laws may not allow the
employer to apply shariah guidelines.

Candidate Search

Data Bank of prospective candidates:
A proactive HDS department builds and maintains a databank of prospective candidates to
use it for future hiring. The following sources help to build such data bases:

i.  Graduate directories of universities and professional institutes.

ii. Job announcements on the web-site of the company, web based job portals and
professional networks, newspapers and the intranet (web communication within the
organization).

iii.  CVsfrom employees and other sources of referrals.

iv.  Unsolicited applications from Walk-in-candidates, through mail and visitors on the
web-site.

v.  Executive search and placement service providers.

vi.  The HDS Department initiates the position specific Recruitment and Selection process,
as per the organizational HDS Plan. This process is also initiated in situations where
replacements may be necessary, due to employee terminations, retirements,
resignations or death.

Confidentiality of Job Application

Job application is a confidential document and therefore is an Amanah. In particular, if the
applicant is already working somewhere, he would not like his current employer to find out
that he is looking for a better job.3

In this context, it is the responsibility of the HDS department to ensure that the application
remains confidential and that only the concerned people of the organization get to know
about it.

Screening & Assessment

Normally the HDS department picks up CVs from the existing database that meets the
requirements of the vacancies. CVs selected from the database are evaluated against the
Position Profiles through a Pre-Interview Process to ensure that the candidates who meet
the job requirements are called for initial interviews. It may happen that the existing
database may not have the right candidate. In such situations the HDS department may
decide to adopt a suitable mode of generating the CVs or inviting the applications through
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job announcements in the print media, websites or the job portals, personal referral or
using the services of the external consultants.

Job Advertisement

Organizations place job announcements on their websites, professional networks and or
newspapers.

Sometimes these announcements are ‘blind ads’ as the identity of the organization is not
disclosed. However, an indicative description is given to help the prospective candidates to
make the decision to apply or ignore. In other cases the organizations make the job
announcements with full identity and disclosures which is normally known as “Open
Advertisement”. However, while placing the advertisements the following Sharia guidelines
should be complied with:

i. The job advertisements placed in newspapers, university campuses etc. should not
carry pictures of living beings.*

ii.  All text, voice recordings, scripts, story-boards etc, meant to communicate a message
through any medium in any language will have to be submitted to the Shari’ah advisor
or any Dar-ul-ifta for approval.

iii.  Music cannot be employed in any advertisement through any medium.>
iv.  Advertisements in electronic media cannot have women appearing on screen.®

v.  Advertisements in print media can neither have pictures of living beings nor depictions
violating limits set by the Shari’ah.”

Therefore job advertisements (and for that matter any printed communication) must be
free from pictures of living beings.

(Note: It is highly recommended that use of pictures of living beings and the final draft of the
advertisements is reviewed by the Shari’‘ah Advisor of the company or Dar-ul-Ifta before
release.)

Hiring on Merit (gawiyun ameen)

While screening the candidates besides considering the Position Profile, two of the universal
attributes to be considered are honesty and competence. Usually there is a lot of focus on
assessing competence but judging honesty seldom receives the same attention. Needless to
say that for a business to run in an honest and truthful manner it is absolutely essential to
have honest employees. The above attributes were also considered when Sayyidina Musa
(peace be upon him) was being hired by Sayyidina Shu’aib Alaihe Salam?.

The best man you can hire is someone who is strong, trustworthy.
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Assessments:

Candidates who are shortlisted in the screening process are called for initial interviews. Such
interviews are normally conducted by HDS to review the candidate’s profiles and to assess
their personality profiles such as their communication, grooming etc. Candidates shortlisted
at this stage are then called for further evaluation, testing, or interviews.

Assessment techniques for hiring employees have evolved from crude to highly
sophisticated. Large organizations have established Assessment Centers with experts who
design specific psychometric tests as per the competencies required to perform a job, to
assess the candidates. However, in smaller organizations the HDS department can design or
buy such tests for assessment. Organizations also design simple tests to assess the
knowledge of the candidates for positions in Production, Finance or Quality Assurance.
Some of these tests are also available on the internet as free downloads. It is important that
the test selected and administered are relevant to the job situations.

In addition to the tests, competency based or behavioral interviews are conducted by HDS,
HDS and Line Managers and / or by a cross-functional panel.

Competency based interviews are normally woven around the competencies required to
perform the job. Candidates’ knowledge and skills are evaluated during the interviews.

Behavior based interviews are designed to ask questions on how, in the past, the person
behaved or handled situations at the work place to assess his/her suitability for the job e.g.
handling of an irate customer by a sales person.

Number and stages of interviews are dependent on the seniority and importance of the
position. While entry level positions are normally finalized after two interviews, Senior
Positions may require 3-5 stages of interviews before a hiring decision is made.

It is very important that all these interviews are conducted through structured
guestionnaires and written comments and assessments by the interviewers to make
informed decisions. Standard formats are developed and used by HDS to facilitate the
process.

Hiring with Mal-intent

Sometimes organizations hire employees of other organizations not because they need
them but because they want to hurt their competitor (current employer). This is an
unacceptable practice®.

Realistic Job Preview

A realistic job preview is the process of providing information to the job applicant about
both the positive and negative aspects of the job.

It often happens that the employer in an attempt to attract talent highlights only the
positive aspects of the organization and the job. No attempt is made to bring into discussion
any adverse aspects. For example, an engineer hired for service of medical equipment may
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at times be exposed to radioactive environment. Or an Administration Officer hired for one
of the factories may not know that after joining he will be deputed to a distant site'°,

In the above examples, the candidates should be informed before making them a job offer
about the job-specific working conditions. It is therefore advisable to carry out Realistic Job
Preview with all short-listed candidates before making them a job offer.

Pre-Employment Medical Assessment

To ensure that the prospective candidates are not suffering from any chronic illness which
may hamper their performance or is contagious which may be harmful for fellow
employees, some organizations refer their shortlisted candidates to their authorized
medical centers for a Pre-Employment Medical Examination before they are offered the
jobs. The medical tests are prescribed as per the nature of the job and the report is sent
directly to HDS by the medical centers to take the hiring decisions. Candidates who have
cleared the medical assessment are offered the jobs. Some organizations also hire the
employees provisionally subject to clearance of the medical tests.

Reference and Credential Checks

In order to validate what the candidates have shared and claimed during the interviews
independent checks are carried out. Candidates are requested to provide references of two
to three persons from whom the HDS can check the past performance and their level of
competence.

In addition, the academic and professional credentials are also verified from issuing
institutions to establish their genuineness. Candidates who perform satisfactory on both the
above stages are then moved to next stage of hiring. However, reference check from the
current employer of the candidate is normally taken after the candidate joins the
organization.

Final Selection and Job offer

Candidates who pass through all the above stages are made the job offers. It is always easy
to design a compensation package for the new employee if the organization has a formal
organization structure, position profile and the compensation structure. In such situations
candidates are also motivated to join the organization because of the clarity and
transparency in the system. The Job offers have to be in writing and clear so that both the
employer and the candidate are on the same page. It is important that the offer letter is
signed by both the parties and a copy provided to the employee. The offer letter is then
followed by a formal appointment letter on the day of joining. The appointment letter
provides terms and conditions of the employment and is considered as a legal contract.
Both the employer and employee should sign the letter and a copy should be provided to
the employee for his records.
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Employment Contracts
Employment contracts are of two types:

Task-based contracts (Al Ajeerul Aam / Al Ajeerul Mushtarak)
A contract through which an employee is not restricted to the employment of a single

employer, rather he is free to work for another person or persons as long as he fulfills his
duties responsibly towards each of them, for instance a lawyer. Although, the time may be
written in the contract, but the entitlement of compensation depends on task completion.

Time-based contracts (Al Ajeerul Khaas)

A contract through which an employee is hired for a specified term and serves only one
employer. He earns his wages by making himself available for the agreed time. It does not
matter whether he completes the task or not even if the task is written in the contract. For
example, although an employee is given a job description, but he will be compensated for
ensuring his availability during the agreed work hours. Therefore deductions can be made in
case he comes late.

When Should the Organization Terminate Employment Discussion/Negotiation

It is common practice that if a candidate has a job offer from an organization, the HR
department continues further discussions/negotiations with the candidate.

It is not permissible to discuss or negotiate with the candidate once he has an offer from
another organization. If however he does not want to join the other organization the
employment discussion may ensue.!

Cheating or making False Commitments

Employees often get demotivated or leave the organization when they feel cheated. It so
happens that the job offer is not acceptable to the employee since he desires a higher
salary, or a car or any other benefit. He is informed that he will get the desired salary after
confirmation (this is usually six months after joining). But instead of fulfilling the
commitment the employee is subsequently told that the increase is not possible due to the
‘current situation’. This is tantamount to cheating with the employee which is absolutely
unlawful'?,

Appointment

The terms and conditions should be clearly laid down in the appointment letter. Islam lays
great emphasis on transparency in dealings'3. Therefore, the appointment letter should
carry all necessary details (such as salary, benefits, working hours etc.) and should be signed
by both parties — the employer and the employee'*.

Employees Working for Third Party

Some organizations, especially software houses, hire employees to work for off shore
companies. The organization signs a contract with the off shore company for supply of work
force on hourly rate basis (i.e. time based contracts). Time sheets (containing hours worked)
and invoices are sent to the client at the end of month. It is the responsibility of the service
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providing organization to ensure that they are charging accurately. Accordingly, there
should be a time recording mechanism to record hours worked regardless of whether the
employees work at office or at home (which is common in IT industry).

Further, employees should also be educated on their responsibilities as time-based workers

(Ajeer Khas).

New company asking the employee to bring his clientele with him
If the employer or the concerned manager asks a new employee to have his customers

shifted to his new company, it is not permissible under the following conditions:

The previous employer has stipulated that he may not do so.

a. Products / services of this company are not up to mark.
b. The intent is to harm the competitor.

[Reference: Fatwa HDS-015]
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Joining and Orientation

Employee Orientation

Employee Orientation is the first step that every new employee has to go through upon
joining of new job, to get familiarized to the culture, values, systems, products, services, and
most importantly, the HDS of the organization.

Employee Orientation is the process of introducing new employees to the organization and
its work units. The orientation process facilitates new hires in:

I Obtaining information about the organization;

Il Getting familiarized with various Departments and their respective functions;
Il Creating awareness about the job procedures;

IV Building relationships with colleagues;

\Y Instilling a sense of belonging.

The orientation program is designed in a manner to provide the key information to the new
employees.

The person responsible for conducting the orientation program is carefully selected and
appropriately trained to facilitate this process in a professional manner.

The HDS coordinates the employee orientation program jointly with relevant Department
Heads or their assigned departmental representative. The complete orientation program
consists of two stages:

Day-One Orientation
This session is conducted by the HDS to provide an overview of the various aspects related

to operational philosophies, methodologies, structures and functions of the organization
and its departments, to the new employees.

Upon arrival at office on day one, the new employees sign their Employee Joining Report
and are handed over an Orientation Kit, which has normally the following items:

I. Letter of Appointment
II. Employee Handbook
lll. Employment ID Card
IV. Orientation Plan

Employees are also provided an On-Job Orientation Checklist & Evaluation that lists all areas
to be covered during the complete Orientation Program and is used for reference and
comments by the new employees during the orientation sessions and is returned to the HDS
for review and record at the end of the orientation program.
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In addition, the new employees are provided a copy of the Employee Handbook that is used
as learning material during the Orientation Sessions and as a reference guide during their
stay at the organization.

The Day-One Orientation session introduces and familiarizes new employees to the
following areas:

I.  Organizational mission, vision, goals and future plans;

II.  Organization profile, locations, departments and number of employees;
IIl.  Products and/ or Services offered and types of customers served;
IV.  Organization ethics, norms and acceptable behavior;

V.  Business Conduct Guidelines. These are meant for all employees but specifically for
those dealing with external parties, customers, vendors etc. In this document
among other things, shariah requirements such as prohibition of shaking hands
with opposite gender; expense on unlawful items (liquor, pork etc.); unlawful
entertainment programs, are mentioned. A sample copy can be obtained from
UBM Advisory Services.

VI.  Salient HDS Policies;
VIl.  Employee Rights and Responsibilities;
VIll.  Housekeeping Rules;

IX. Dress Code;

X.  Safety and Security rules.

During the Day-One session, new employees are informed about necessary administrative
processes and documents and are given a tour of all relevant departments, introduced to
internal customers and familiarized with the facilities.

The HDS ensures that this session covers all related activities in a comprehensive manner to
provide clarity and to promote a professional image of the organization. At the end of this
session, employees are provided an Evaluation Form for their comments and feedback.

On-Job Orientation

The On-Job Orientation is initiated after the completion of the Day-One Orientation and
familiarizes newly hired individuals to their assigned workplace. This session is customized in
content and duration by the relevant Department in consultation with HDS, to correspond
to the specific needs and requirements of the grade and level to which the new employees
are inducted.

The relevant Department prepares a schedule of activities using the Orientation Plan one-
week prior to the event, in consultation with the HDS, and communicates the details to all
concerned staff members.
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The Department Head or the immediate supervisor of the employee carries out the goal
setting activity and new employee goals, for the duration of probation, and for the
performance year. These goals are identified and established for mid-year and year-end
evaluations.

Post Orientation Process
Upon successful completion of the Orientation Program, the HDS conducts a Feedback

Session with the new employees to obtain an understanding of their experience and
learning. Based on the feedback the HDS keeps on improving the future orientation
programs.

The orientation program also ensures transparency in dealings by communicating the rights
and duties of the employee®®.

Probation & Confirmation

The term Probation relates to the initial period of employment, (normally first 90-days
period) prior to confirmation, for newly inducted employees. The term Confirmation
relates to the employees’ formal acceptance as permanent employees in the organization
after successful completion of the probation period.

The purpose of probation period is to assess in the first few months, whether the employee
selected is performing as per expectation. Sometimes when due to any reason, the
employer is not able to assess the performance the probation period may be extended. It is
recommended that the maximum time of probation period should not be more than 6
months. Some organizations however extend the probation period with mal-intent. Their
purpose is to save on employee costs since in many organizations employee is entitled to
benefits (such as leave, health care) after confirmation. This is tantamount to cheating and
is therefore haraam. According to qurant®

Gnd 201 &) JAadl 1923855 &F el o5 adasis 1315 glat J) oBladl 1558 & 68545 vl &y
[58 L] { Bus e OE &l & &y 3S0as3
“Surely, Allah commands you to deliver trusts to those entitled to them, and
that, when you judge between people, judge with justice. Surely, excellent is
the exhortation Allah gives you. Surely, Allah is All-Hearing, All-Seeing.” (58)

Further, not honoring commitments is a serious issue; it is forbidden and not expected from
a UBM complaint organization.'’

During the probation period, the new employee’s standards of performance, in terms of the
duties undertaken and conduct is assessed to determine whether the employee should have
his or her appointment confirmed or terminated. All new employees are informed of the
outcome of their probation at the completion of the probation period.

New employees who successfully complete their probation period are offered confirmed
employment through a Confirmation Letter.
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The HDS Department ensures that the process of probation evaluation remains objective
and fair and provides a clear understanding about the candidate’s ability to execute his or
her job responsibilities in a professional manner.

Probation Evaluation:

The HDS Department views the process of Probation Evaluation as the initial step for the
newly inducted employees’ performance management. The probation process is based on
constructive feedback, support and regular information sharing that is provided by the
immediate supervisors and the Department Heads so that the individual’s goals and the
goals and expectations of the workplace are aligned.

The HDS Department provides assistance and guidance to the supervisors and reviewers, in
case of need, so that the process of probation and evaluation is completed smoothly. The
activity is started before the end of the probation period of 90 days.

It is always advisable that the immediate supervisor of the new employee, after the
completion of orientation should sit and share with him the Position Profile and set the
goals for first 90 days of the probation period. The goal setting activity should be in writing
and signed by both the persons as an indicator of the agreement between the two. This will
help both the persons to evaluate the performance at the end of the probation period
objectively and make decision on the confirmation of employment.

A week before the completion of the probation period the Supervisor should carry out the
evaluation of the employee on the prescribed format against the agreed goals. His
evaluations and recommendations are reviewed by the Head of the department. In case of
successful completion of probation, the Evaluator and Reviewer recommend the HDS
department to issue the Confirmation Letter to the new employee.

In case of unsatisfactory performance during the probation term of the new employee, the
supervisor informs the HDS department either to extend the probation period or terminate
the services of the employee. The HDS reviews the evaluation and ensures that the decision
made by the supervisor is fair.

In case of extension of probation or termination of employment, the HDS department issues
the appropriate letter to the employee.

The process of evaluation is repeated again at the completion of extended probation period.

In case of terminations, the HDS Department should review the entire Recruitment and
Selection process of the respective employee to identify the causes for a failed selection.
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Performance Management

Performance Management (PM) includes activities which ensure that goals are consistently
being met in an effective and efficient manner. Performance Management focuses on the
performance of an organization, a department, employee, or even the processes to build a
product or service, as well as many other areas.

PM is also known as a process by which organizations align their resources, systems and
employees to strategic objectives and priorities.

This system is based on the importance of managing each individual’s work and continuous
communication between employees and their supervisors. It ensures that employees are:

a. Aware of what is expected of them;
b. Provided with feedback about their performance;

c.  Provided with opportunities for training and development for effectively carrying out
current and future roles.

Following steps are followed:
I.  Corporate objectives are developed in consultation with senior management.

II.  After approval from the board the corporate objectives are forwarded to senior
management for developing their own and team objectives.

lll. At each step, following have to agree with the objectives and sign the document
which in some organizations is called ‘Target Agreement’: Employee, immediate
supervisor and the next higher ranking manager.

IV.  The objectives are then cascaded down to the lowest level which ensures alignment
of objectives from top to bottom.

V.  Periodical performance reviews are carried out. These can be quarterly or half
yearly. Periodical reviews help ensure that timely remedial actions are taken in case
performance is not meeting the requirement.

VI.  Annual appraisal is carried out.

The effectiveness of Performance Management system is the key to success of any
organization. Therefore, it is absolutely critical that the top management do their best to
make the system successful, while HDS must ensure that all managers are properly trained
for effective implementation of each step.

Appraising Performance of Prayers

It is recommended that while conducting performance appraisal, the manager should also
give a certain value to performance of prayers. If the employee does perform prayers he
should get a positive rating thereby improving his salary increment.*®
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It is important to note that from Shari’ah perspective, if the contract of employment is time-
based i.e. employee has to work certain number of hours in a day then the employer has the
right to enforce performance of prayers during work hours.*®

However, before considering the above, HDS and management must first assess the
organization’s readiness for implementing such initiatives.
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Training & Development

The primary objective of the UBM perspective of Training & Development (T&D) is the care
and development of the individual both Islamically and professionally, as articulated in the
Introduction.

Secondly, the development of people’s performance in the workplace is critical to the
success of an organization. The latter is usually the primary focus of material based
businesses, whereas in the UBM system the former needs to be constantly emphasized as
the primary concern so that it remains in mind and sight of all levels of management.

The T&D process has the potential to make a strong positive impact on the performance of
individuals, teams and the business as a whole.

Ensuring good performance of individuals and teams both professionally and Islamically is
central to the work of the T&D function. In order to do this a planned approach is necessary.
The activities of the T&D function must be closely linked to the overall Islamic development
the organization wants to see in its personnel, as well as the business plan. To be
successful, T&D activities must be supported by wider T&D Policies and Procedures.

Following steps are required for effective management of the T&D function:

Training Needs Assessment

During the performance appraisal process the manager and the employee jointly discuss
areas of improvement and the remedial actions required. If the gaps are due to lack of
knowledge and/or skills then certain training needs are identified. The process is known as
Training Needs Assessment (TNA). Similarly the future plans regarding the employee may
also lead to identification of certain development needs. For example, if an employee is
planned to be promoted as a Supervisor then he may require training on supervisory skills.

Training Plan

Once TNA of all the employees is carried out, the data is compiled in the form of a training
plan. The training plan enlists the names of employees, their respective trainings and target
dates. The plan is then approved by the concerned authorities.

Implementation

After approval the plan is implemented. In good organizations, a database of approved
trainers and training institutes is already available with HDS. Employees are accordingly
nominated for their respective trainings.
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Evaluation

After the training, the employee and his supervisor are asked to assess the effectiveness of
the training. The feedback helps in assessing whether the objectives of the training were
achieved or not. Accordingly future actions are decided.

Indemnity Bonds

It is common practice that an employer sponsors employee’s education (or any other
development activity) and puts a condition through indemnity bond that the employee will
not leave the organization for x number of years. Since this is a case of adding a muamalah
(i.e. indemnity bond) upon a muamalah (i.e. employment terms) it is not permissible ( & ~éa

[Reference: Fatwa HDS-011]

If an employee is given paid leave for studies (or any other purpose) with the agreement
that the salary paid will be returned in installments after he resumes service, it is considered
by Shariah to be a loan. If the employer puts a condition that this favor is being given on the
condition that the employee will not leave the organization for x number of years, that IS
unlawful. Usually, it is also required through an indemnity bond that if the employee leaves
earlier than the agreed time, then he will pay a certain amount to the employer higher than
the loan amount. Whatever justification the employer might have, this is riba and haraam.
The employer can only claim the actual loan amount. Such policies should be immediately
revoked.

[Reference: Fatwa HDS-013]
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Career & Succession Management

By identifying successors to key positions and developing career plans for employees, good
organizations ensure a steady flow of internal talent to fill important openings. Career &
Succession planning encourage hiring from within and create an environment in which
employees have careers and not merely jobs. It also identifies personnel shortages and skill
deficiencies before openings occur. Consequently the organization benefits in the following

ways:
i Greater continuity of operations;

ii. Strengthened and diversified pool of employees;

iii. Strengths and gaps in talent and skills are identified;

iv. Actions required to develop future managers are determined.

Career Management
Following steps are followed:

i During the appraisal process, employee’s short and long term potential is assessed.
This helps in determining the next steps required towards realization of the
potential.

ii. The next steps are incorporated in the overall development plan of the department.

iii. After approval of the development plan the same is forwarded to HDS for
implementation.

iv. At the end of the year the implementation of the plan is reviewed and corrective
actions, if required, are taken.

Succession Management

Succession management however requires a top down approach. Usually it is foreseen that

the said position may become vacant in due course as a result of promotion, job rotation or

retirement of the current incumbent. Following steps are followed:

i Firstly, the key positions are identified for which successors have to be planned. It is
advisable to identify at least two successors for each identified position;

ii. An assessment of development needs is carried out leading to a Development Plan;

iii. After approval of the development plan the same is forwarded to HDS for
implementation;

iv. At the end of the year the implementation of the plan is reviewed and corrective
actions, if required, are taken.

Controlled Copy — Do not duplicate Page 25 of 53




Function: Document Number:

Ubudiyyah Business Model Human Development Services UBM-HDS-002

Issue Number: 02 Issue Date: Jun 1, 2020 Document Change Request Number:

Compensation & Benefits

Compensation and benefits refers to the compensation/salary and other monetary and non-
monetary benefits passed on by a firm to its employees. This can include various
components:

i Fixed pay: This is the basic salary paid to the employee irrespective of any other
factor. This is stated clearly in the employment contract

ii. Variable Pay: This is the additional compensation paid to employee based on
employee’s performance, company’s performance etc.

iii. Equity Pay: Employees are awarded shares of the company, often at a discounted
price. Employees are expected to earn from them by the appreciation of the stock
price and the growth of the company. In such cases the Sharee guidelines and
requirements for the trade in stocks of a company must be followed.?°

iv. Other benefits: Other benefits may include medical support, company owned car,
cell phone etc.

Internal & External Equity

In order to offer an attractive and fair pay package to employees it is important that the
organization maintains internal and external equity. Internal equity means that employees
within an organization are paid according to the worth of their jobs. External equity means
that the organization’s pay practices are aligned with the market (other similar companies).
The tools used for ensuring internal and external equity are job evaluation and salary
surveys respectively. It is advisable to use third party consultant for carrying out job
evaluations and salary surveys.

Paying Wages on Time

Wages should be paid on time. If a worker is employed on a daily wages basis then he
should be paid the same day at the completion of his work or at the latest, the next day.
Similarly workers employed on weekly or monthly basis should be paid their wages on the
day following the end of week or month respectively.??

Payment of Additional Wages if the JD is Upgraded

During the course of employment, it often happens that the responsibility and/or the
complexity of the job are enhanced. In the case of promotion the salary of the person
automatically increases. However, if it is not the case of promotion rather just an
enhancement of JD, than the compensation of the incumbent needs to increase according
to the increase in workload.??

This is sometimes a tricky matter as ascertaining the percentage increase in workload (and
the consequent increase in salary) is not easy. But Job Analysis is a tool which can be used to
resolve this issue. Position Description Questionnaires can be used for carrying out Job
Analysis
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Compensation for Extra Hours of Work

Usually a ‘worker’, covered by the labor law, has to be paid for overtime rate as per the
stipulated per hour rate. In some countries, however, that is not the case with management
employees - whose working conditions are unfortunately not governed by any law.
Consequently, in many companies, they work up to 11 or 12 hours per day without any
compensation for the overtime work. Islam does not put a restriction on work hours.
However, if due to quantum of work the employee has to put in extra work hours then he
should be appropriately compensated.?3

Compensation in case of Hardship

In cases where the employee faces a hardship due to an act of employer, the employer
should compensate for the hardship e.g. if the salary is delayed by 5 to 6 days and it is a
regular practice then it is preferable for the employer to compensate the employee.?*

Monetary Incentives

If the incentive is based on achievement of certain agreed targets, then once the employee
achieves those targets, the incentive becomes his right. In some organizations the incentive
is withheld in case the employee leaves before the pay-out date. This is not permissible and
is a violation of Hugoog-ul-Ebad.?®

Compliance with the Law of the Land

In principle all laws of the land that are not in conflict with Shari’ah must be complied with.
In the context of workforce, different labor laws, acts and ordinances exist in different
countries. These define the rights of the employees, the maximum daily/weekly working
hours, their wages, benefits etc. Since this is a matter of Hugoog-ul-Ebad, compliance is
mandatory.2®

It is strongly recommended that a company pursuing compliance in this area should hire a
qualified and experienced Industrial Relations Officer.

Shari’ah Compliant Benefits

To make the remuneration package attractive companies offer fringe benefits to their
employees. These may include company car, cell phone, house maintenance, furniture, club
membership etc. Further, in some countries labor law also entitles to the labor class certain
benefits. These may include:

i.  Insurance, such as group insurance, health insurance or vehicle insurance.?’
ii.  Terminal benefit such as gratuity or provident fund.
iii.  Pension fund etc.

It may be noted that the conventional form of insurance is haraam while investment of
provident fund in interest-based ventures is also not permissible.?®
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A few years back companies did not have any option in this area. But now Alhamdulillah
with the introduction of Takaful and Shari’ah compliant investment options, companies can
bring the employee benefits in accordance with Shari’ah.

Effective date of Minimum Wage Increase and Arrears

Any increase in minimum wage decided by the government shall be applicable from the
effective date announced by the government. If the increase notification issued after a few
months, the employer will have to pay arrears to the concerned employees.

Further, those who left the organization after the effective date but before incorporation in
payroll will have to be paid their arrears.

[Reference: Fatwa HDS-001]

Changing Employment Terms & Conditions in Crisis Situations

Many companies went out of business or faced a crisis situation during COVID 19 Pandemic.
In such situations employer is faced with some difficult choices including lay-offs, reducing
salaries (with a good intent of retaining employees), withdrawing other benefits. All these
actions are permissible, if there is no mal-intent. Reducing salaries and withdrawing benefits
will be considered new terms of employment. Employee will have the choice to either
accept or terminate the contract from his side.

Use of Fuel Card by Employees

Some employees or managers are entitled to a certain amount of fuel eg. 150 liters, and a
fuel card is given to them. The employer should specify in policy and communicate to the
employee how this allowance can be used - whether it is for official use only or also
personal use. ‘Personal use’ should also be defined.

[Reference: Fatwa HDS-003]
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Employee Discipline

Punishments & Penalties

In some cases the procedure of disciplining the employees is laid down in the law.
Disciplinary actions such as verbal warning, written warning, dismissal etc. should therefore
be carried out in accordance with the law.

It must however be ensured that the punishments or penalties are awarded in a fair and just
manner.2°

Secondly any penalty which is in conflict with the principles of Shari’ah must be revoked. For
example, in some companies it is a practice that if an employee comes late to work for 3
days in a week, his one day’s salary or one day’s leave is deducted. Now if the total time lost
in 3 days of late coming was 20 minutes, a whole day’s pay is deducted. According to the
teachings of Shari’ah the penalty may not be higher than the value of the offense, in this
case 20 minutes.3°

But if punctuality is a critical requirement of the job and other permissible disciplinary
actions fail to bring the desired result, then one solution is to get an undertaking from the
employee that he allows the company to deduct the said (higher) amount from his salary
and donate as charity. The organization will have to ensure that the amount goes to charity
and that the organization does not benefit from it by any means (for example brand building
through CSR).

[Reference: Fatwa HDS-014]

Harassment at Workplace

It is the responsibility of the employer to safeguard the honor of its employees. And if any
offense or act of harassment is carried out, redress procedures must be in place.3!

It is therefore strongly recommended that organizations have ‘Grievance Handling
Procedure’ in place. One of the key members of grievance resolution team should be an
Aalim. This is to ensure that Islamic principles of equity and justice are complied with.

Controlled Copy — Do not duplicate Page 29 of 53




Ubudiyyah Business Model

Function: Document Number:
Human Development Services UBM-HDS-002

Issue Number: 02 Issue Date: Jun 1, 2020

Document Change Request Number:

Grievance Handling

Grievance may be any genuine or imaginary feeling of dissatisfaction or injustice which an
employee experiences about his job and its nature, or about the management policies and
procedures. Grievances take the form of collective disputes when they are not resolved.
Also they will then lower the morale and efficiency of the employees. Unattended
grievances result in frustration, dissatisfaction, low productivity, lack of interest in work,

absenteeism, etc. In short, grievance arises when employees’ expectations are not fulfilled

from the organization as a result of which a feeling of discontentment and dissatisfaction

arises.

Grievance may result from the following factors:

a.

C.

Improper working conditions such as strict production standards, unsafe workplace,
bad relation with managers, etc.;

Irrational management policies such as overtime, transfers, demotions,
inappropriate salary structure, etc.;

Violation of organizational rules and practices.

Effective grievance management is an essential part of personnel management. HDS should
adopt the following approach to manage grievance effectively:

a.

Informal resolution: The parties involved should be encouraged to resolve the issue
informally at their level.

Quick action: As soon as the grievance arises, it should be identified and resolved.
Training must be given to the managers to effectively and timely manage grievances.
This will lower the detrimental effects of grievance on the employees and their
performance.

Acknowledging grievance: HDS must acknowledge the grievance put forward by the
employee as a manifestation of the true and real feelings of the employees.
Acknowledgement by HDS implies that the management is eager to look into the
complaint impartially and without any bias. This will create a conducive work
environment with instances of grievance reduced.

Gathering facts: HDS should gather appropriate and sufficient facts explaining the
grievance’s nature. A record of such facts must be maintained so that these can be
used in a later stage of grievance address.

Examining the causes of grievance: The actual cause of grievance should be
identified. Accordingly remedial actions should be taken to prevent repetition of the
grievance.

Decision making: After identifying the causes of grievance, alternative course of
actions should be thought of to manage the grievance. The effect of each course of
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action on the existing and future management policies and procedure should be
analyzed and accordingly decision should be taken by the manager.

g. Execution and review: The decision should be executed quickly, even though it may
or may not hurt the employees concerned. After implementing the decision, a
follow-up must be undertaken to ensure that the grievance has been resolved

completely and adequately.

An effective grievance procedure ensures an amiable work environment because it
redresses the grievance to the mutual satisfaction of both the employees and the managers.
It also helps the management to frame policies and procedures acceptable to the
employees. It becomes an effective medium for the employees to express their feelings,
discontent and dissatisfaction openly and formally.

From an Islamic point of view it is the responsibility of the employer to ensure that in such
cases issues are resolved in a fair, equitable and Shari’ah compliant manner.3?

It is recommended that the grievance handling committee should comprise of one Aalim so
that Islamic principles of equity and justice are ensured regardless of the position or status

of either party.33
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Working Conditions & Environment

Treating Employees with Dignity and Respect

Islam attaches great importance to Tayyab and Halal Rizq. As such the one who strives for
Halal Rizg ought to be treated with dignity and respect.3*

Fulfilling Commitments of the Contract

It is binding upon the employer and the employee to fulfill the terms and conditions laid
down in the appointment letter (the contract of employment). These include agreed
wages/salary and benefits such as car, fuel, leave entitlement, gratuity etc.3°

Prohibition to engage in any other Business or Occupation

Generally companies do not allow their employees to engage in any other business or
occupation and this prohibition is mentioned in the appointment letter. There is nothing
wrong with this clause as long as its validity is during working hours only. However,
generally the appointment letter stipulates that the prohibition is valid even after official
working hours. This is not permissible3®. However, if the company feels, based on
substantial grounds, that the employee’s performance is being adversely affected by the
additional external engagement, or that it may be a cause of detriment to the company, or
that it is affecting the employee’s life/work balance, the HDS department should address
the issue appropriately in finding a solution and rectifying the situation with consultation
from Shari’ah advisor or Dar-ul-Ifta if needed.

Furthermore, some jobs require that the worker be alert, having taken sufficient rest — for
example those working in hospitals in operation theaters. In such cases it is permissible to
put this restriction.

[Reference: Fatwa HDS-010]

Workload

It is not permissible for the employer to put excessive workload on the employee.?’
Due to the complex nature and size of businesses it is therefore necessary that:

i. Each employee has a job description with clearly defined authorities and
responsibilities.

ii. Employees are provided with necessary tools/training/resources to perform their jobs.
Forced Overtime Work
In principle forced overtime work is not allowed.3®

However, if the condition of occasional overtime work has been discussed and agreed upon
at the time of appointment, then the employer can ask the employee to do so provided that
is in requested only occasionally and does not become a regular occurrence.3?
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Ambiguity in Terms of Employment

The employment contract should be made in such a way that it leaves no room for dispute
in matters such as wages, allowances, working hours etc. Islam forbids all types of gharar
based dealings.*®

Rights of Non-Muslims

If an organization employs non-Muslims, their rights must be safeguarded. These may
include the right to observe or practice religious activities and duties, besides the other
rights that Muslims generally have. Shariah Advisor or Dar-ul-Ifta should be consulted to
ensure the fulfillment of these requirements.*!

Religious Activities of other Communities

Other communities or ahlul bid’ah (people of innovation) should not be allowed to perform
any of their religious activities or celebrate their religious festivals at workplace.
Participating in such events is also not permissible.

[Reference: Fatwa HDS-007]

Functions, Parties, Entertainment Programs

Functions, parties and entertainment programs must also be Shari’ah compliant. It should
therefore be ensured that prayer breaks are observed, appropriate dress is observed (satr of
both men and women is not exposed), men and women are completely segregated, and
there is neither any music, movies nor any other non Ja’iz activity.

Dress Code

Men and women should follow the Islamic dress code and this should be a part of HDS
policies.*??

Islam has given general and moderate guidelines regarding dress code which can
accommodate diverse conditions, climates and customs. However, some basic principles are
required by Shari’a has follows:

a. Men should not let trouser, etc go below ankle.*3

b. Dress must be loose and must conceal the satr i.e. those parts of the body which
must be hidden.**

c.  Itis not permissible to imitate non-Muslims or sinners in dressing.*’

d. Neither men should wear women’s dress nor should women wear men’s dress.*®

e. Dress should not be worn for the sake of ostentation.*’

f. Wearing of silk is forbidden for men.*

g. Men ought to avoid pure red color. However, if combined with other colors then it
could be used.*®
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For Female Employees:

Allah Most High has stated in the Quran that women must appear modest.

"Say to the believing women that they should lower their gaze and guard their
modesty; that they should not display their beauty and ornaments except what must
ordinarily appear thereof.">°(Surah Noor, Ayat 31)

“O Prophet! Tell your wives and daughters, and the believing women, that they should
cast their outer garments over their persons (when abroad): that is most convenient,
that they should be known (as such) and not molested. And Allah is Oft-Forgiving,
Most Merciful.”>}(Surah Ahzab, Ayat 59)

In the light of above Quranic injunctions and the explanations given by the Holy Prophet

iz
ﬂé;t’hf’ and his companions (may Allah be pleased with them) female staff must comply with

the following:

a.

b.

Cover their hair and wear formal dress (preferably with Abaya).
The material of their clothing must not be so thin that one can see through it.

Their clothing must hang loose so that the shape of the body is not apparent. The
outfit must have full sleeves, and must cover the ankles.

Their clothing must not resemble men's clothing.

Bold designs, bright colors and tinkling ornaments (which attract attention) must be
avoided.

Observing Hijaab/Nigaab is encouraged.

Women ought to avoid nail polish and growing their nails beyond the fleshy tip of
their fingers.

Non-Muslim female employees shall follow a dress code which doesn’t promote
indecency or immorality

Segregation of Men and Women

Appropriate arrangements should be made to ensure that men and women are properly
segregated. Therefore, all venues of interaction such as work place, canteen, meeting
rooms, training rooms etc. should be designed accordingly.>?

It must also be noted that Khalwah (a lone woman with a lone man who is not her Husband
or Mahram in solitude) is not permissible.>3
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Employee Safety & Health

Some jobs, particularly technical ones, carry health and safety related risks. For example,
people working on an oil rig or in a chemicals company regularly get exposed to
inflammable material. They are required to take all the necessary safety precautions. It is
the responsibility of the employer to maintain and provide:>*

i.  Asafe working environment;
ii.  Safety systems of work;
iii.  Facilities for the welfare of all workers;
iv. Ensure that the relevant local laws are complied with;
v.  Anyinformation, instruction, training or supervision needed to ensure workers safety;
This is highlighted in the following Hadith:

asies b2 Ushinn (K5 ¢15 B I » U6 & -lng arde bl oo 31 o2 538 il 02
(phove guomo)diss 52 Yshinn 355 815 ol J& sl Y6
“Verily you are all shepherds, and responsible for your flocks!
Therefore the Ameer who is in charge of a group of peopleis a
shepherd (of them) and he is accountable for his flock!” (Muslim)
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Employee Separation

Outgoing employee should be treated with Dignity and Respect

Whether an employee resigns or the company decides to terminate his services, the
separation process should be carried out with dignity and respect. Particularly in the case of
termination it is advisable to allow employee to use company time and equipment (such as
PC or printer) to search for a job. To such employees, it is also recommended that HDS
provides counseling assistance to the extent possible.

Exit Interview

Further, in order to get feedback about the organization and management a formal Exit
Interview should be conducted. The employee is asked to fill Exit Feedback Form, after
which the concerned HDS officer carries out an interview to gather as many facts as
possible. The information is then shared with the management. The feedback usually
provides information about company’s work environment, pay structure, management
practices, development opportunities etc.

The interview process sometimes also helps clear misperceptions about the company.

Notice Pay Deduction

One clause that can be found in almost every appointment letter is that of notice period,
according to which termination of employment requires (usually) one month’s notice. And if
the notice is not given by the employee, one month’s salary is deducted from his dues in lieu
of notice. This again is not allowed as financial penalties are not permissible.>>

Timely Settlement of Employee’s Final Dues

It is the responsibility of the employer to pay the final dues of a separated employee as early
as possible.>®

Sometimes internal procedures are so time-consuming that the employee suffers due to
late payments. The employer must ensure that the procedures are made in such a manner
that employees’ dues are paid in the minimum possible time.

Details of Employee’s Final Dues

It is the responsibility of the employer to provide details of final dues to the separated
employee. Further, if the employee needs any clarification, for example if there is any
deduction from his dues, the employer must provide full details of why the deduction was
made. According to a Hadith Qudsi:

fbasas- BT 2596 1200 U6 " 106 oy il bl Lo )1 o e 1 o5 Byish 4l b2

e 33006 gl 5210 U5 (iad (8T8 12 26 45 53k @ g Akt U s £33
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Narrated Abu Hurairae &) o) :
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The Prophet said, "Allah says, 'l will be an opponent against three persons
on the Day of Resurrection: One who makes a covenant in My name, and
thereafter betrays (that very covenant)! And one who sells a free person
(as a slave) and then eats from the proceeds of the sale! And one who
employs a laborer and has him to complete the work yet he does not pay
him his wages!"

False Recommendation or Feedback

HR departments are often asked to give feedback or recommendation about any of their
organization’s ex-employee. In order to be kind to the ex-employee, HR department
provides positive feedback or recommendation even if that employee was asked to leave
due to misconduct or malpractice. In doing so, the employee is sometimes recommended as
‘honest and hardworking’. In the same way HR departments issue employment certificates
which carry only positive (but false) information about the employee. This constitutes a
breach of Amanah (trust). The truth should be communicated as such a breach may
translate into detriment for the new would be employer.®” In Hadith: “The person who is
asked for advice is entrusted (with an Amanah to give the best advice known to him)”

Lawsuits

Sometimes an ex-employee files a false case against the employer for monetary gains. The
employer, in order to teach the employee a lesson, files a larger false case against the
employee. From the employer’s distorted perspective, it is the only way to protect the rights
of the employer. This is clear I'tida’ (transgression) and is totally Haram.>® We are only
permitted to defend ourselves and make claims based on truth and facts.

Releasing Dues on Condition of Exit Interview
It is not permissible to withhold the final dues of an employee just because he has not given
an exit interview.
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Introduction:
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Recruitment & Selection:

Islam gives complete guidelines for all walks of life. Allah
establishes the pristine position of women honoring them with
great respect. Allah Ta’ala says,

[33 1 3 91] {150 2alaladl 7 58 6358 V5 38550 3 6583}
And remain in your homes and do not emerge like those of
Jahiliyyah (Pre-islamic era)...Qur’an 33:33

The above verse is the basic injunction for women to secure
them from all the vice and malice that may come their way.

Earning ones livelihood is an integral part of life. Poverty is one
of the vital tools of Shaytan to dissuade servants of Allah from
the right path. In this regard Islam presented a balanced
approach to earning livelihood. However, Allah levied this duty
of catering to the needs of the family upon men. This is one of
the reasons Allah has given males a degree above women, so
that they may be able to look after their subordinates. Allah
says:

228 5 ad{ 425 (elle Ja ol
...for men is a degree above women...Qur’an 2:228

Allah Ta’dla expounds on this higher degree in another verse,

34

Men are the overseer upon women with all that which Allah
has bestowed some of them over the others

All this goes to secure a woman’s needs and requirements of
daily living. This is the principle of Shari‘ah that if the fathers,
husbands or brothers fulfill their duty upon their women then
there would be no need for women to seek employment on
their own.

We also keep in mind that Islam does not prohibit a woman
from earning her livelihood. This is also a misconception which
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3

has become prevalent in our time and age. There is complete
disregard for women'’s ability to earn for themselves. As long
as her endeavor does not violate Sharia’h laws, there is no
barrier for her from taking up an employment.

It should be ensured that female’s emergence from home is
necessary in the sight of Sharia’h. For example her husband
has died and did not leave inheritance for her and there is not
any other source of income.

In some cases a female must earn income for disabled
members of her family.

In the event where family member’s earning is not sufficient to
support the whole family, then she can also do some job.

However Females are recommended to select a job which
does not require them not to leave the comfort of their home.
Therefore it is suggested that they look into the industry of
home-based employments. There is a very good emerging
market for typists, transcribers, virtual assistants and
researchers.

If it is not possible for them to make use of such opportunities,
and the need to earn a livelihood forces them to search for
employment outside, then they are advisedto take the utmost
care of their Shari’ah duties as set out in the above text.

Confidentiality of Job Application:

4
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Hiring with mal-intent:
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When should the organization terminate employment
discussion/negotiation:
“eiie)“&déﬂ‘eﬂy" dLM_‘l ‘?L»}A.:}Xsdfu\ul-a&‘d)u)oc 5D g.a\un
[l 1 A 50 (193 /25) AUl )l b deal dia )" atilad o alady V5 calindl)
12
Cheating or making false commitments:
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Compensation & Benefits:

“As mentioned in Finance module”.
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Compensation in case of hardship:
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Compliance with the law of the land:
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Shari’ah compliant Benefits:
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Shari’ah compliant Benefits:
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Punishments and penalties:
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Harassment at workplace:
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Treating employees with dignity and respect:
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Ambiguity in terms of employment:
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