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Owner/ Department:  UAE- Human Resources



	Brief
	This policy provides clarity to company management, supervisors, and student interns regarding the administration, conduct, responsibilities, and governance of internship programs within SMSA Express in the United Arab Emirates.

	





Purpose
	SMSA Express Transportation LLC is committed to supporting education, professional development, and workforce readiness through structured internship opportunities for students and recent graduates.
This Student Internship Policy establishes the framework governing the recruitment, onboarding, supervision, conduct, and administration of internship placements within SMSA in the United Arab Emirates (“UAE”).
The policy aims to:
· Provide meaningful practical exposure to students
· Support academic and professional development
·  Strengthen partnerships with educational institutions
· Encourage talent development and Emiratization initiatives
·  Ensure compliance with applicable UAE laws and company standards
·  Develop future talent pipelines for SMSA operations
·  Promote professionalism, teamwork, and workplace readiness among interns

	


Person Affected
	This policy applies to all student interns participating in internship programs within SMSA Express Transportation LLC UAE operations, including:
University Students:
Students currently enrolled in undergraduate or postgraduate programs at accredited educational institutions.
Graduate Interns:
Recent graduates participating in temporary internship or training programs.

	



Guidelines
	Department Supervisors:
Managers and employees responsible for supervising, mentoring, or coordinating interns.
HR Department:
Employees responsible for internship administration, onboarding, documentation, and compliance.
Internship Program:
Internships are temporary educational and training placements intended to provide practical workplace exposure and professional learning opportunities.
Internships do not constitute permanent employment with SMSA and do not guarantee future employment opportunities.
Internships may be offered on a paid stipend or unpaid basis depending on program approval and business requirements.
Eligibility:
Applicants must:
· Be enrolled in an accredited university or educational institution
· Be in good academic standing
· Meet internship program requirements
· Possess good communication skills in English
· Hold valid UAE residency status and/or required legal permissions where applicable
· Submit all required application documents including CV and supporting documents
Working Hours & Attendance:
Interns are expected to:
· Maintain punctuality and professional attendance
· Attend all scheduled orientation sessions and assigned activities
· Attend all scheduled orientation sessions and assigned activities
· Complete assigned training-related tasks diligently
· Notify supervisors and HR in case of absence or delay
· A minimum attendance of 90% is required to receive a completion certificate

Internship working hours shall comply with the applicable provisions of the UAE Labour Law. Normal working hours for interns should generally not exceed:
· 6 hours per day /30 Hours per week
Duration
· Student employment during holidays can be for a minimum of 8 weeks.
Confidentiality & Professional Conduct:
· Maintain strict confidentiality regarding company information, clients, operations, financial data, and internal systems
· Comply with all company policies and procedures
· Maintain professional behavior and workplace ethics
· Respect colleagues, clients, and company property
· Use company systems and equipment responsibly
Any breach of confidentiality, misconduct, or inappropriate behavior may result in disciplinary action or immediate termination of the internship.
Health & Safety:
SMSA is committed to maintaining a safe working environment for all interns.
Interns must:
· Follow all workplace health & safety procedures
· Attend mandatory safety briefings where applicable
· Report incidents, hazards, or unsafe conditions immediately
· Comply with access control and security requirements
Internship Stipend:
Where approved, interns may receive a training-related stipend or transportation allowance.
Such allowance:
· Is not considered salary or wage compensation
· Does not establish entitlement to employee benefits
·  May be subject to attendance and program participation requirements
HR Department:
HR Department is responsible to:
· Coordinate internship applications and selection process
· Prepare internship documentation and onboarding requirements
· Ensure internship program comply with UAE Labor Law and company requirements
· Maintain internship records and attendance documentation
· Coordinate orientation program and departmental placements
· Issue internship completion certificates where applicable
· Monitor intern conduct, attendance, and program compliance
Direct Manager / Supervisor:
Direct Manager or Internship Supervisor is responsible to:
· Provide appropriate training-related assignments and guidance
· Create a professional and supportive learning environment
· Monitor intern performance and attendance
· Provide regular feedback and mentorship
·  Ensure interns comply with company policies and safety requirements
·  Coordinate with HR regarding intern evaluations and program progress

Interns:
Interns are responsible to:
· Adhere to company policies, procedures, and professional standards
· Maintain confidentiality of company information
· Complete assigned duties and projects responsibly
· Attend scheduled sessions and activities
· Return company property, access cards, documents, and equipment upon completion or termination of internship
· Submit final reports or project deliverables where required
IT / Administration Department:
Concerned departments must ensure:
•Appropriate system access is provided based on internship requirements
• Access rights are restricted or removed immediately upon internship completion or termination
• Company assets, equipment, documents, and access credentials are properly monitored and       recovered
Completion & Termination:
Interns who successfully complete program requirements may receive an Internship Completion Certificate issued by SMSA.
SMSA reserves the right to terminate an internship placement in cases including:
· Misconduct or policy violations
· Breach of confidentiality
· Poor attendance or performance
· Health or safety concerns
· Operational requirements
·  Misrepresentation of qualifications or documents

	





Documents Required
	
A. Personal Documents Student Intern

The intern should provide:
· Copy of valid passport (minimum 6 months validity preferred)
· Passport-size photographs (white background – UAE standard)
· Updated CV / Resume
·  Copy of Lebanese National ID (optional but recommended)
·  Copy of valid UAE visa/residency (if already residing in UAE) OR Copy of UAE entry visa / visit visa (if entering UAE specifically for internship)

      B. University Documents
· Official university letter confirming Enrollment
·  Internship requirement letter
(if internship is part of academic programme)
·  Academic transcript
(optional but recommended)
· Recommendation / endorsement letter from faculty member or academic coordinator
· Student ID copy

	Program Structure
	The internship programme is divided into two phases. During Week 1, all interns will participate in a structured Orientation Week designed to introduce them to SMSA’s operations, culture, policies, systems, and workplace expectations. This includes company induction sessions, department introductions, system training, and professional skills workshops.
From Weeks 2–10, interns will be assigned to relevant departments based on their academic background, interests, and business requirements. Under the guidance of designated mentors, interns will gain practical experience through daily tasks, project involvement, meetings, and performance feedback within their assigned departments.

	General
	Any exception to this policy must be approved by the Managing Director Eastern Gulf.
This policy shall be governed in accordance with the applicable laws and regulations of the United Arab Emirates.
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