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Criteria for the Certification of the Service Certificate for 2023 

Issued pursuant to Article (30/B) of the Labor Law No. (8) of 1996 and its amendments 

Article (1) 

These criteria shall be called "Criteria for the Certification of the Service Certificate for 

2023," and they shall be effective from the date of their publication in the Official Gazette. 
 

Article (2) 

A. The following words and phrases, wherever they appear in these Criteria, shall have the 

meanings assigned to them below, unless the context indicates otherwise: 

• The Law: The Labor Law. 

• The Minister: The Minister of Labor. 

• The Directorate: The Directorate of Employment or the Directorate of Labor in the 

governorates. 

• The Director: The Director of the Directorate. 

• The Worker: Any person, male or female, who performs work in exchange for 

wages and is under the authority and control of the employer. This includes minors, 

probationers, or those undergoing training. 

• The Head of the Department: The Head of the Employment Department in the 

Directorate, designated for certifying the service certificate. 

• The Employment Officer: The employment officer in the Employment Department 

in the Directorate, designated for certifying the service certificate. 

• The Identification Card: The card for children of Jordanian women issued by the 

Ministry of Interior. 

• The Special Service Document: The special service document for the Syrian 

community issued by the Ministry of Interior. 

B. The definitions in the law shall apply wherever they appear in these Criteria unless the 

context indicates otherwise. 
 

Article (3) 

Procedures for Certifying the Service Certificate 

A. The following conditions must be met to certify the service certificate: 

1. The content of the certificate must not violate the provisions of the law. 

2. The employer issuing the certificate must be subject to the provisions of the law. 

3. The worker must appear in person or be represented by a first-degree family member. 



 

 

4. The Jordanian worker must present their personal identification card. 

5. The identification card must be presented. 

6. The special service document must be presented. 

7. The work permit and passport of non-Jordanian workers must be presented. 

8. A profession certificate for workers in professions that require such certification, in 

accordance with applicable laws, must be presented. 

9. The educational qualification that matches the profession in which the worker was 

employed must be presented for specialized or technical professions, certified by the 

relevant authority. 

10. The service certificate must be in Arabic, and if it is in another language, a certified 

legal translation from an authorized translation office must be provided. 

11. The certificate must be printed on letterhead bearing the employer’s logo and/or 

name and address. 

 

Article (4) 

A. The employment officer or the head of the department shall certify the service certificate. 

B. The service certificate must contain the following information: 

1. The date of issuance of the certificate. 

2. The worker's name in four parts and their national ID number or personal number for 

non-Jordanian workers. 

3. The profession the worker was employed in, which must match the work permit data 

for non-Jordanian workers. 

4. The date the worker joined the work and the date their service ended 

(day/month/year), matching the validity period of the non-Jordanian worker's work 

permit. 

5. The name of the institution, its national number, and/or registration certificate 

number or the employer’s name and national number, matching the data of the non-

Jordanian worker's work permit. 

6. The worker's job sequence if the worker held more than one job and/or profession 

with the employer, and the start and end dates of each. 

7. The signature and seal of the employer or their authorized representative. 

C. The certification of the service certificate shall be carried out by the employment officer 

or the head of the department, regardless of the geographical location of the institution. 

 

Article (5) 

Mechanism for Certifying the Service Certificate 

 

A. The employment officer or head of the department must verify the accuracy of the 

institution/employer's information in the service certificate through inquiries from the 

commercial registry database for individuals at the Ministry of Industry and Trade, the 

commercial registry at the Companies Controller Department, the associations register, the 

agricultural land registry, the certified employment contract, or other project documents or 

agreements. 

B. The employment officer or head of the department must verify the worker’s 

subscription to the public social security institution for the period covered by the service 

certificate. If the worker is not subscribed, the certificate shall be stamped with the stamp 

"Worker Not Subscribed to Social Security." 



 

 

C. If the worker does not have a professional practice certificate, the service certificate 

shall be certified and stamped with the stamp "For the Purpose of Examining Professional 

Practice Only." 

D. If the verification result matches the information in the service certificate, the 

employment officer or head of the department shall approve the certification, sign it, and 

stamp it. 

E. If the verification result does not match the information in the service certificate, the 

worker shall be asked to review the institution to confirm the accuracy of the information 

in the certificate before the employment officer or head of the department certifies it. 

F. If the service certificate was issued before the implementation of these new criteria or if 

the certificate was issued after the statute of limitations for labor claims has passed, and 

the certificate does not meet the required conditions for certification, the service certificate 

may be certified, but it must include the statement from Article (30) of the law. 

G. If the service certificate was issued outside the Hashemite Kingdom of Jordan, the 

worker must have it certified by the Ministry of Foreign Affairs and Expatriates before the 

employment officer or head of the department certifies it. 

H. A stamp duty of 200 fils shall be affixed to the original copy and each subsequent 

copy. 

I. Once the above criteria are met, the director of the directorate shall sign the certificate 

and stamp it with the Ministry of Labor seal, including the statement: "Certified without 

assuming any responsibility for the accuracy of the information, signature, and seal 

contained in it." 
 

Article (6) 

A. After the service certificate is certified by the director of the directorate, a number shall be 

assigned to the certificate, and the certification date shall be recorded, along with the data 

from the certificate in a special register in the directorate. 

B. A copy of the service certificate shall be scanned and electronically stored in a special file 

at the directorate. 
 

Article (7) 

The Minister shall issue the necessary decisions and/or circulars to implement the provisions 

of these criteria. 

Minister of Industry, Trade, and Supply, and Minister of Labor, 

Youssef Mahmoud Al-Shamali 
 

 


