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	Brief
	It is the policy of SMSA that potential candidates are recruited and selected based on the competencies, skills and experiences most relevant to the needs of the Job and according to the Egyptian Labor Law.

	Purpose
	As SMSA core value, our people are key to our success, we commit to maintain and provide high-performing employees with opportunities to develop and grow within the company. 
The implementation of this value will ensure the following: 
· Career progression for existing qualified employees whenever possible.
· Commitment to follow fair, reasonable and consistent recruitment, training and development practices.
· Follow Egyptian Government Laws.
· Company-approved compensation and benefits for all positions.

	Person Affected
	Covers all employees whether they are overseas or locally recruited

	Guidelines
	Authorization:
All position/vacancies must be formally authorized as per the Level of Authority (LOA) whether such positions/vacancies were classified as per the fiscal budget or Employee Requisition Form (ERF) with an approved memo. 


Sourcing: 
Whenever possible HR will announce and advertise for vacancies/positions to be filled internally with existing staff that meet the criteria/requirements for the position. 
 
Any employee wishing to apply for an Internally advertised position must inform his Direct Manager before approaching HR; however, the release/transfer of the employee will be as per Level of Authority (LOA).
 
SMSA will seek to employ at least 5% of the total number of staff of handicapped persons who have been vocationally rehabilitated Wherever applicable (Refer to Article 21 of Egypt labor Law).
 
Internal candidates may approach HR directly for any position advertised by informing their Direct Manager and no manager is allowed to directly approach any employee from other departments without permission from the employee’s direct manager and through the proper channel, however, the final movement /transfer need to comply with the Recruitment Policy and LOA.
· Manager should not stop an employee from applying unless his moment will harm the business
· If vacancy/position cannot be filled by an existing employee for whatever reason, the company will attempt to fill the position within the Egyptian labour, using all available and approved resources
 
If SMSA. is unable to source the candidate/s within the Egyptian labor market then overseas recruitment will be considered, with the approval of the Ministry of Labor.  

Sourcing:
HR will decide on the method of sourcing based on the (ERF) submitted.
 
HR will consider the eligible staff that is a high flyer that may be fit the position needs as per the Performance Appraisal Evaluation Result.

HR will publish an internal advertisement to highlight available vacancies for the current employees to create a career path base. 
 
Internal candidates may approach HR directly while the final movement needs to be approved by his current Direct Manager.
 
HR in coordination with the individual business unit will agree upon the most appropriate method of sourcing applicants for each vacancy. 
This should include: 
· Adverts on Recruitment Websites.
· Utilize Outsource Agency.
· External Applicants Via the Email (smsajobs.egypt@smsaexpress.com)
· Walk-in In Applicants
· Reviewing own databank of CV,s
· Head Hunting Candidates Through Social Media.
· Placing newspaper advertisements in all leading newspapers abroad and locally in coordination with the Marketing Department.
· Contacting placement agencies abroad. 
 
HR and requesting Division/Department will decide about the company representative who is/are going for an overseas recruitment trip depending on the numbers of work Visas and vacancies with the final approval from HR. 
 
All communications and coordination with recruitment agencies will be channelled through and handled by HR only

HR may need to be provided with the following documents: an approved organizational chart and Job Description. 

Before the recruitment activity can be initiated, an ERF approved in accordance with the company’s Level of Authority, it must be completed and submitted to HR along with a copy of the relevant recruitment documents.

HR will only accept an ERF for budgeted vacancies against positions that are recognized within the company’s grading list in an approved organization’s structure. Approved memo to be submitted for any unbudgeted vacancy.

Recruitment for the new positions and/or unbudgeted vacancies must be approved by the Managing Director. 
 
Recruitment advertisements may only be placed with the approval from the HR Head in coordination with the Marketing Department. 

Screening:
Nationality, age and interpersonal profile of potential candidates will be taken into consideration regarding the nature of the job requirements as well as the guidelines published by the Egyptian labor law & Nosi.

HR must carry out the initial screening of all applicants. All the short-listed candidates will be forwarded to the appropriate divisions/departments.
 (HR will provide) the final shortlist of the selected candidates for consideration and further interviews or employment. With clear /valid comments, justifications and recommendations.

Vetting:
At least 2 character references are required from the applicant, personal mobile numbers or email addresses are necessary. However, relatives and immediate family up to the third degree are not acceptable as character references.

Good conduct certificate issued from MOI is a requirement for all new joining employees.

Fees & Housing Advance:
 
Overseas Hired Employees:
All fees relating to visas, medical in Egypt, recruitment tickets, residency fees and any other related expenses (excluding photographs) are spent towards securing a valid work/residency permit for the employee by SMSA. 

SMSA will pay a six-months housing advance to all overseas hired employees upon arrival.


Locally Hired Employees:

Employees are responsible for payment of any fines caused by their own delays in submitting the proper documentation to the company
 
The employee who will leave the company, before the completion of the first period of his contract of service, maybe he will be liable to refund the relevant fees incurred by the company, which will be calculated pro rata. 

Employment Offer:
Before an offer of employment is made (formal or informal), should discuss
the details of the offer approvals as per budget. No future promises going to be granted to the candidate about promotion or salary increment. 
 
All employment offers will be issued only by HR.
 
Employment offers should not include any future promises or guarantees of salary reviews or any other benefits that are not in line with the company’s policies and procedures.  

If a candidate fails to join the company within 7 days of the agreed joining date, the appointment will be deemed cancelled.

Selection:
HR will advise the respective divisions on the most appropriate and cost effective  method of conducting the initial interview which may be carried out through a telephone interview, video conference or face to face. 

Positions from Grade 8 and above, a psychometric assessment may be completed prior to the final selection. Assessments for all positions from Grade 7 and below may be considered subject to a formal request from the Function Head. All assessments will be managed and analyzed by HR.
 
An English Test will be carried out for Grade 5 and above.

Interview evaluation reports must be completed by all the members involved in the interview process and should be forwarded to HR, with clear and detailed recommendations 
 
Final decisions and selection of potential candidates should only be made after a face-to-face interview with the relevant management who are authorized to make an appointment. and position on grade 8 and above should be interviewed by a dependent manager with minimum grade 9.
Reference checks must be completed by HR to all candidates prior of making any employment offer and contract. 


Probation Period:
Employees are subject to a probation period, which is stated in the employment contract. The probation period shall not exceed 90 days; Company shall have the right to terminate the contract during this period. (Refer to article 33 Egypt’s Labor Law), 
Employees shall not be placed on probation more than once by SMSA .
If the contract is terminated during the probation period, neither party shall be entitled to compensation nor shall the employee be entitled to a severance award. 

Employee Contract/Agreement:
Definition: An employment contract is a contract concluded between SMSA. and the employee, whereby the latter undertakes to work under the management or supervision of the former for a wage. (Refer to article 31 Egypt Labor Law)

The employment contract is in triple, with one copy retained by each of the two parties and one copy in NOSI. (Refer to article 32 Egypt’s Labor Law). If either party loses a copy of this contract, the other party must provide a copy if required.

The employment contract provides for the name of the employer, venue, the name of the employee, nationality, identification, the wage agreed upon, type of job and workplace, date of employment, duration of the contract if fixed (Refer to article 32 Egypt’s Labor Law)

The fixed term contract will terminate upon expiration of its term. If SMSA and the employee continue to implement it, it will be deemed renewed for an indefinite period of time, subject to the provisions of article 106 Egypt Labor Law)
If the definite term contract incorporates a clause providing for its renewal for a similar term or a limited term, the contract will be renewed for the period agreed upon. if the original contract term and the renewal period amount to five years, whichever is less, and the two parties continue to implement it, the contract will become an indefinite term contract. (Refer to article 106 Egypt’s Labor Law)

In all cases where the contract term is renewed for a specific period of time, the contract renewal period will be an extension of the original term in determining the employee's entitlements where the period of service features in their calculations. ((Refer to article 106 Egypt’s Labor Law)

The employment contract will expire subject to the following: 
1. If the two parties agree to terminate it, subject to the provision that the employee’s approval in writing. 
2. If the term specified in the contract expires, unless the contract has been explicitly renewed in accordance with the provisions of Egyptian Labor law in which case it will continue through its maturity date. 
3. On the grounds of the will of either party in indefinite term contracts. 
The employee reaches the age of retirement sixty-five years for employees, unless the two parties agree to continue to work after this age. (Refer to article 125 Egypt’s Labor Law)
4. The retirement age may be reduced in cases of early retirement as may be provided for in the work bylaws. If the contract is of a definite term and it extends beyond the retirement age, the contract will end upon expiry of its term. Refer to article 125 Egypt’s Labor Law).

Force majeure:
If the contract is of an indefinite term, either party may terminate it for a valid reason in case the worker’s inefficiency is established according to the provisions of the endorsed regulations, This will be specified in a written notice to be served to the other party at least sixty days prior to the termination date if the employee is spent less than 10 consecutive years or ninety days if the worker spent more than 10 consecutive years. (Refer to article 111 Egypt Labor Law)

If the party terminating the contract does not observe the period provided for in Article 111, such party will be required to pay the other party compensation equal to the employee's wage for the duration of the notice or the balance thereof. The last wage received by the employee will serve as the base for estimating the compensation for the employee.  (Refer to article 118 Egypt Labor Law)

General:
The company is responsible for arranging all employment related documentation for all employees; these include obtaining the necessary government permissions and licenses.
The company is responsible for the issuing the required employment documents as per Egyptian labor law and all related Government formalities in connection with the employment contract of all employees. However, employee is responsible to inform their Direct Managers about the expiry of any related documents and non-compliance will result in penalties sanctioned by the government, however any penalties given to the company by the government due to employee negligence will be shoulder by the employee. 
 
Employees are required to provide all their supporting documents required to facilitate and legalize their respective legal status in Egypt.
 
The business may re-employ ex-employees provided that the employee had resigned at his own accord or was made redundant, and acceptable internal references are received. In all cases re-employment should only be granted subject to the employee having left the business once only.
 
The company will not re-employ any former employees including outsourced that were dismissed/ terminated, or who have been given a one month notice to end their services to the company.


Pre – hiring:
The processing of candidate’s application including outsourced applicant will be automatically stopped upon any misdeclaration found in his CV’s and credentials the candidate will be barred in applying for any position and in any locations of SMSA. Those applicant who been found misdeclared will be added to black list.

Post hiring:
Any existing employee of SMSA found to have misdeclared any information (including falsification of documents, forgery); will be subject to disciplinary action as per Company DVD. SMSA black list to be updated monthly. 

Any outsourced employee found to have misdeclared any information to SMSA will be reported to the concern agency and staff immediate suspended from work. The third party black list to be maintained.     
 
All employment approaches from potential candidates including CV’s that may be received from time to time directly by the individual divisions should be forwarded to the HR Department, before any interview from the respective/Division/Department 
 
For locally hired staff, the official starting date of employment will be from the same working day the employee reports for Induction / duty, after finalizing his employment documents. 
 
The employee should sign a confidentiality agreement and company DVD upon joining.

For staff that are hired from overseas, the date of employment will be effective from the arrival date in Egypt, and they are ready for the work.
 
In cases where an employee may be required to exit and reenter Egypt, all the related expenses including travel would be borne by the company, and compensation stated in the Business Travel Policy & Procedure will be considered. A maximum time of five working days will be compensated to complete the formalities; while other conditions will be as per the existing Business Travel policy and Procedure. 
 
The employment of relative are not acceptable at all.
 
The business may re-employ the ex-employees provided that the employee had resigned at his own accord or was made redundant, and acceptable internal references are received. In all cases re employment should only be granted subject to the employee having left the business once only.
 
The company should not re-employ any former employees that were dismissed/ terminated.
 
All employment approaches from potential candidates including CV’s that may be received from time to time directly by the individual divisions should be forwarded to the HR.

It is the responsibility of HR to provide recruitment monthly updates to the respective division.
 
It is the responsibility of the employee to assist the company in obtaining the necessary references and provide new references in cases where information from the original reference list was not forthcoming.

SMSA does not discriminate against any applicants by race, nationality, age, religion, gender, etc. during the recruitment selection process. We also have a Guaranteed Fair Treatment Policy (GFTP). Refer to GUIDE .


Department Manager Responsibilities:
· The department manager must make sure that all new joiners are provided with a Welcome pack which consists of resources/facilities like emails, laptops, uniforms, etc. This needs to be arranged maximum within a week of joining as per the Employee checklist.	Comment by Abdullatif Hasan Al Helou: Employee Checklist must be placed in the employee file and updated accordingly
· The department manager shall provide an orientation plan (within the department) for all new joiners; online training sessions to be requested from the training department upon the receival of their employee ID numbers. Once completed, direct manager will arrange on job orientation for the employee in his department.
· The department manager shall provide inter inter-department orientation plan in coordination with the training / HR department; wherever applicable.


	General
	All financial benefits will be implemented based on the financial status of the organization with necessary management approval
Any exception to this policy must be approved by the Managing Director.
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