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	Orientation Policy

Owner/Department: HRD – Training & Org. Dev’t.



	Brief
	Every New Hire employee must go through an orientation program within his first week of employment.

	Persons Affected
	All newly hired employees (Grade 5 & above)

	Guidelines
General

Procedure

Documentation
	 
· A form should be filled out during the orientation program. (See attached sample form)

· Components of the orientation program may vary according to the job requirement.

· It’s up to the discretion of Immediate Manager to modify the schedule of the program according to the job requirements.

· It’s the responsibility of the immediate manager to ensure that the candidate joins the orientation program within the first week of employment and to coordinate the meetings with other department heads.

· Except for Central Region, briefing about centralized departments, will be scheduled at the soonest visit to any member of these department to the regions.

· Upon hiring the employee, the immediate manager should have a meeting with him, and introduce the program.

· On the first day, the employee and the manager should discuss the duties and responsibility of the job, and the expected performance.

· The head of each department should sign on the form after completion of the introduction to the department.

· Detailed general & technical training will follow the orientation, as per schedule.

· The candidate should have a meeting with Regional Manager or Managing Director, according to his location.
· The signed form should be kept in the employee’s personal file after completing the orientation program.

· The Signature of the immediate manager on the form indicates that the employee has satisfactorily completed the program.

Related Policies:
· Code of Business Conduct
· Guaranteed Fair Treatment Process (GFTP)



* New Hire Orientation Program
* Remarks:

1- This is a tentative schedule. It’s up to the discretion of the Immediate Manager to modify it according to the Job requirements.

2- After the candidate completes the schedule, he should have a meeting with Regional Manager/ Managing Director/CEO.

3- Detailed general and technical trainings will follow the orientation program as per schedule.

4- It’s the responsibility of the immediate manager to ensure that the candidate joins the orientation program within the 1st week of employment, and to coordinate the meetings with other dept. heads.

5- For the newly hired in WP and EP, briefing about centralized departments (Training & IT) will be scheduled at the soonest visit by any of the department members to the regions.

A signed copy of the orientation program should be sent to the Personnel Coordinator to keep it in the employee’s personal file.   
	Date
	Department
	Contact Person
	Signature of Contact person
	Remarks

	Day One

AM

PM

 
	Department Assigned To (1/2 day)

· Welcome & Introduction to dept. and staff.

· Discuss Job description.

· Briefing on major roles.

Call Center (1/2 day)
· Welcome & introduction to dept. & staff.

· Briefing on major roles.
· Desk ride. 
	Immediate Manager
	
	

	Day Two
	Operations

· Welcome & Introduction to dept. and staff.

· Briefing on major roles.

· Courier Ride (am/pm)
	Operations Manager
	
	

	Day Three
	Airport Operations
· Welcome & Introduction to dept. and staff.

· Briefing on Inbound & outbound clearance procedures.
	Airport Operations Supervisor 
	
	

	Day Four
	Service Center
· Welcome & Introduction to dept. and staff.

· Briefing on major roles.

· Briefing on types of services

· Visit STS location.
	Service Center Supervisor
	
	

	Day Five

AM

PM
	Finance & IT (1/2 day)

· Welcome & Introduction to dept. and staff.

· Briefing on major roles.

· Join an A/R Coordinator on a field visit.

· Briefing on IT activities & SMSA Network

    (Only in CP)*

Admin. Personnel & Security

(1/2 day)
· Welcome & Introduction to dept. and staff.

· Briefing on major roles.

· Discuss security issues with Security Sup

· Briefing on Training activities 

    (Only in CP)*


	Finance Supervisor

Admin. & Personnel Supervisor
	
	

	Day Six 
	Sales Department
· Welcome & Introduction to dept. and staff.

· Briefing on major roles.

· Join an AE on a sales call.
	Sales Manager
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