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The Ceva Logistics Employee Handbook serves as a crucial resource for all
employees within the organization, providing essential information regarding
company policies, procedures, and expectations. This handbook is designed to
facilitate a clear understanding of the workplace environment, ensuring that
every employee is aware of their rights, responsibilities, and the resources
available to them. In this article, we will explore various sections of the
handbook, covering topics such as company culture, employment policies,
benefits, code of conduct, and training opportunities.

Introduction to Ceva Logistics

Ceva Logistics is a leading global logistics and supply chain management
company, specializing in providing comprehensive solutions to meet the
diverse needs of its clients. With a presence in over 160 countries, Ceva
Logistics is committed to delivering high-quality services that enhance
operational efficiency and customer satisfaction. The company prides itself
on fostering a dynamic and inclusive workplace where employees are encouraged
to grow and excel in their respective fields.

Company Culture and Values

Understanding the company culture is vital for employees, as it shapes the
work environment and influences behavior. Ceva Logistics emphasizes the
following core values:

1. Customer Focus
- Prioritizing customer needs
- Striving to exceed customer expectations
- Building lasting relationships with clients

2. Integrity
- Acting ethically and responsibly
- Being transparent in all dealings
- Upholding the highest standards of professionalism



3. Teamwork
- Collaborating across departments
- Supporting one another to achieve common goals
- Valuing diverse perspectives and contributions

4. Innovation
- Embracing change and new ideas
- Continuously seeking improvements
- Encouraging creativity and problem-solving

Employment Policies

Ceva Logistics is dedicated to providing a fair and equitable work
environment. The employment policies outlined in the handbook reflect this
commitment.

Recruitment and Hiring

The recruitment process at Ceva Logistics aims to attract a diverse pool of
candidates. The following practices are essential:

- Job postings are transparent and accessible.
- Candidates are evaluated based on skills and qualifications.
- Equal opportunity is provided to all applicants.

Employment Classification

Understanding employment classification is important for employees, as it
determines eligibility for benefits and other important aspects of
employment. Employees may be classified as:

- Full-time
- Part-time
- Temporary
- Interns

Work Hours and Attendance

Employees are expected to adhere to the following guidelines regarding work
hours and attendance:



- Standard work hours are typically 40 hours per week.
- Punctuality is essential; employees should arrive on time.
- Attendance should be reported to supervisors as soon as possible in case of
absence.

Compensation and Benefits

Ceva Logistics values its employees and offers competitive compensation and a
comprehensive benefits package.

1. Salary and Pay Structure

- Employees receive competitive salaries based on their roles and
responsibilities.
- Pay reviews are conducted annually, considering performance and market
trends.

2. Health and Wellness Benefits

Ceva Logistics provides various health and wellness benefits, including:

- Medical, dental, and vision insurance
- Employee assistance programs (EAP)
- Wellness initiatives and resources

3. Retirement Plans

Employees are encouraged to plan for their future with the following
retirement benefits:

- 401(k) plan with company matching contributions
- Financial planning resources

4. Paid Time Off (PTO)

Ceva Logistics recognizes the importance of work-life balance and offers
various types of leave, including:

- Vacation days
- Sick leave
- Personal days



- Holidays

Code of Conduct

The code of conduct is a vital component of the Ceva Logistics Employee
Handbook, outlining the behavioral expectations for all employees.

1. Professional Behavior

Employees are expected to maintain professionalism at all times by:

- Treating others with respect and courtesy
- Avoiding inappropriate language or conduct
- Demonstrating accountability for actions

2. Workplace Harassment

Ceva Logistics is committed to providing a workplace free from harassment.
Employees should be aware of the following:

- Harassment of any form, including sexual, verbal, or physical, is strictly
prohibited.
- Employees are encouraged to report any incidents to HR or management.
- Investigations will be conducted promptly and confidentially.

3. Conflict of Interest

Employees must avoid situations that may lead to conflicts of interest, such
as:

- Engaging in activities that compete with Ceva Logistics
- Accepting gifts or favors from clients or vendors that may influence
decisions

Professional Development and Training

Ceva Logistics places a strong emphasis on the growth and development of its
employees. The handbook outlines various training and development
opportunities available.



1. Orientation Program

New employees undergo a comprehensive orientation program that includes:

- Overview of company policies and procedures
- Introduction to team members and key stakeholders
- Training on safety and compliance regulations

2. Ongoing Training

Employees are encouraged to participate in ongoing training sessions, which
may include:

- Skill development workshops
- Leadership training programs
- Industry-specific certifications

3. Performance Reviews

Regular performance reviews are conducted to assess employee progress and
identify areas for improvement. The review process generally includes:

- Setting performance goals
- Providing constructive feedback
- Discussing career advancement opportunities

Health and Safety Policies

Ensuring the health and safety of employees is a top priority at Ceva
Logistics. The handbook details essential policies that employees must
follow.

1. Workplace Safety Procedures

Employees are required to adhere to safety procedures to prevent accidents
and injuries, including:

- Wearing appropriate personal protective equipment (PPE)
- Reporting unsafe conditions to management
- Participating in safety drills and training



2. Emergency Procedures

In the event of an emergency, employees should be familiar with the following
procedures:

- Evacuation routes and assembly points
- Emergency contact numbers
- Reporting protocols for incidents

Conclusion

The Ceva Logistics Employee Handbook is an essential guide for employees,
promoting a safe, respectful, and productive workplace. By adhering to the
policies and procedures outlined in the handbook, employees can contribute to
a positive organizational culture that values integrity, teamwork, and
professional growth. Understanding the contents of the handbook not only
empowers employees but also fosters a collaborative environment where
everyone can thrive. It is crucial for all employees to read and familiarize
themselves with the handbook, ensuring a successful and rewarding career at
Ceva Logistics.

Frequently Asked Questions

What key topics are covered in the Ceva Logistics
employee handbook?
The Ceva Logistics employee handbook typically includes topics such as
company policies, employee benefits, workplace conduct, safety guidelines,
and procedures for reporting issues.

How can I access the Ceva Logistics employee
handbook?
Employees can access the Ceva Logistics employee handbook through the
company’s intranet, HR portal, or by requesting a physical copy from their
manager or HR representative.

Are there any updates to the Ceva Logistics employee
handbook for 2023?
Yes, the Ceva Logistics employee handbook is regularly updated to reflect
changes in company policies, legal requirements, and industry standards.
Employees are encouraged to review it annually for any updates.



What should I do if I have questions about the Ceva
Logistics employee handbook?
If you have questions about the Ceva Logistics employee handbook, you should
reach out to your HR department or your supervisor for clarification and
guidance.

Does the Ceva Logistics employee handbook include
information on remote work policies?
Yes, the Ceva Logistics employee handbook includes guidelines on remote work
policies, outlining eligibility, responsibilities, and procedures for
employees who work from home.

What are the disciplinary procedures outlined in the
Ceva Logistics employee handbook?
The disciplinary procedures in the Ceva Logistics employee handbook typically
outline the steps for addressing employee misconduct, including verbal
warnings, written warnings, and potential termination, depending on the
severity of the issue.
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