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1. Employee Reference and Training Manual Objectives  

1.2 Objective 

PART 1:  EMPLOYEE REFERENCE AND ADMINISTRATION MANUAL 

2. Your Employer and Their Partners 

3. Expectations of All Staff  

3.1 Expectations of the Hosting, VIP protocol, Culinary Staff & Receptionists 

3.2 Expected Behaviour of All Staff 

3.3 Information on Protocol and Special Events 

4. Role of the Hosting Staff 

4.1 Daily Role 

5. Role of the VIP Protocol Staff 

5.1 Daily Role 

6. Role of the Reception Staff 

6.1 Daily Role 

7. Payroll Process and Other Personnel Management 

7.1 Salary and Payroll Process  

Staff Members Engaged in Canada and Paid by XX 

Staff Members Engaged in the UAE and Paid by XX 

Reporting Structure and Organization Charts 

Personal Information 

Attendance and Punctuality 

Sick Leave 

Harassment 

Breach of Contract 

Performance Issues Outside of Breach of Contract Behaviour 

List of Staff Members Originating from Canada 

8. Staff Engaged in Canada - Getting Ready to Depart 

8.1 Staff Engaged in Canada - What to Pack 

8.2 Official Registration Recommendation 

8.3 Canadian Emergency Operations Centre 

8.4 Canadian Government Contacts 

8.5 Copies of Your Documents 

8.6 Additional Passport Photos 
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8.7 Passport 

8.8 UAE Laws and Customs 

8.9 Bringing Money into the UAE 

8.10 Mail 

8.11 Personal Finances 

8.12 Luggage 

8.13 Carry-on Luggage 

8.14 Health Information 

8.15 Entry/Exit Requirements 

8.16 Maps 

9. Specific Information on Travelling and Living in Dubai 

9.1 Dubai 

9.2 Getting Around Dubai 

9.3 Overseas Phone Calls 

9.4 Internet Phone Services 

9.5 Internet Access 

9.6 Currency 

9.7 Banking 

9.8 Changing money 

9.9 Travellers cheques 

9.10 Credit Cards 

9.11 Gratuities 

9.12 Basic Costs of Living 

9.13 Water 

9.14 Medical / Health items 

9.15 Etiquette and Culture 

9.16 Business Cards 

9.17 Top Ten Questions You are Likely to be Asked  

9.18 Cultural Norms 

9.19 Safety 

9.20 Public Toilets 

9.21 Electricity 

9.22 Public Holidays in 2019-2020 

10. When You Arrive 

10.1 International Arrival Procedures 

10.2 Departing from the UAE 
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11. Expo Village 

11.1 Overview 

12. Accommodations 

12.1 General Information 

12.2 Settling in with your Roommates 

12.3 Service Standards 

12.4 Inventory List for Expo Village Apartments 

12.5 Site Transportation 

13. Uniforms 

14. On-Site Training 

14.1 Training Week 

15. Work Schedule 

15.1 Your Work Schedule and Shift Rotation 

15.2 On-call Duty Rotation 

PART 2:  TRAINING MANUAL 

16. A Comparative Look at Your Native Country and Your Host Country 

16.1 Capitals 

16.2 GDP  

16.3 Land Size & Water (Lakes & Rivers) 

16.4 Bordering Countries 

16.5 Population 

16.6 Level of Urbanization 

16.7 Ethnic Groups 

16.8 Language 

16.9 Religion 

16.10 Topography and Geography 

16.11 Climate 

16.12 Temperature 

16.13 Natural Resources 

16.14 Government 

16.15 Administrative Divisions 

16.16 Time Zones 

16.17 A Brief History 

17. General Information on Expo  
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18. Canada Pavilion 

18.1 Roles and Responsibilities 

18.2 General Information on the Canada Pavilion 

18.3 Theme of the Canada Pavilion  

18.4 Special Services and Areas at the Canada Pavilion 

18.4 Culinary Program 

18.5 Complementary Program and Protocol 

18.6 Canada’s Cultural Program 

18.7 Partners 

19. Extra Helpful Information 

20. Appendices 

APPENDIX A – Apartment Floor Plan 

APPENDIX B – Commissioner General for Canada  

APPENDIX C – General Floor plan of Public Areas in the Canada Pavilion 

APPENDIX E – Hosting Staff Locations 

APPENDIX F – Administration Area 

APPENDIX G – VIP Circulation Area 

APPENDIX H – Administration Area 

APPENDIX I – Conference Area Lay-outs 

APPENDIX J – Visitors Lounge 

APPENDIX K – Executive Boardroom 

APPENDIX L – Expo Venue Map 

APPENDIX M – Webtime Employee Guide (ENG) 

APPENDIX N – Webtime Employee Guide (FRE) 

APPENDIX O – Canadian Protocol Information 

APPENDIX P – Photo of Uniforms 

21. Sources  

 




