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Welcome Message – Paul Walton, Sr. Vice President 
 
 

 

 

Welcome To Worldwide Flight Services (WFS). We are excited to have you join our team and hope to see 
this as the beginning of a new career for you and your family. This is an exciting time within our industry 
as our customers, which include all the large domestic airlines, and international airlines continue to grow 
and expand their networks. 
 
 
Your long-term success with WFS is extremely important to us. Your Safety is of the utmost importance. 

With all the excitement working around jet aircraft, we want you to take your time and be safe. 

Performance is a measurement we monitor, however, your safety and the safety of all your co-workers is 

our most important company value.  

 

 

This handbook is intended to give you the necessary information to provide you with some of the basic 

information needed to get you the appropriate tools to successfully start in your new role. The content of 

this handbook will assist you in finding valuable information on everything from a copy of our employee 

handbook, TWU contract, and various company-related resources.   

 

 

On behalf of our entire Leadership team from your immediate Supervisor and above, we welcome you to 

our WFS team and look forward to many years of great success together. 

 

 

Regards, 

 

Paul Walton 

WFS, Senior Vice President, Express & Ground Handling 
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 Welcome Guide 
 
 

1 Welcome Guide Information 
 
 

Our North America Welcome Guide is provided via the internet link and QR code below and contains 
valuable information regarding our company policies as they relate to Family Leave, Pay and Performance, 
Work Environment, as well as other particularly essential information. 
 
WFS Ground flow page: MY WFS info  
 
Our ground flow page provides you with quick reference links to different recourses available to you. 
Some of these resources include – New Employee welcome guide, Attendance policy, Employee Benefits, 
ESS mobile user guide, General rules of conduct & and other helpful guides. 
 
  
My WFS info Link: https://flow.page/wfsinfo 
My WFS Infor QR Code: 
 

 
 
 

2 Employee Handbook 
 

Our WFS employee handbook can be located using the QR code located below. The employee handbook 
describes some of the guidelines, programs and benefits for employees of Worldwide Flight Services. 
 
US Employee Handbook (2022) link: WFS Employee Information 
US Employee Handbook QR Code:   
 

 
 
 
 
 
 

https://flow.page/wfsinfo
https://flow.page/wfsinfo
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3 Employee Rules of Conduct 
 
WFS has established the reputation of delivering quality products to its customers. That reputation did not 
come about by accident, it is a result of the Company’s guiding principles which include multiple elements 
and rules found under the General Rules of Conduct tab in link below: 
 

US Rules of Conduct (2020) link:  WFS/General Rules of Conduct (flowpage.com) 
 
US Rules of Conduct (2020) QR Code: 

 

 
 
 

4 My Learning Portal / LMS Website Access 
 

Log in to SuccessFactors website: SuccessFactors - My Learning Portal 
 
Username: Employee ID# (if you need your employee ID #, please see your manager or admin team) 
Password: Use your employee password or Click on the “?” to receive a link to reset your password 
 

              

     LMS- Access Link         LMS – Navigational Guide 

 

https://cdn.flowpage.com/images/cde88b88-94e1-4446-b310-1c7c64328fd1-pdf?m=1681997063
https://a8r4ezzus.accounts.ondemand.com/saml2/idp/sso/a8r4ezzus.accounts.ondemand.com?SAMLRequest=hZLLbtswEEV%2FheCeetAvmbAcuDWCGmgbI1ayyKagyVFDQCJVDlk1%2BfooshOkiyRb8s6cmUOuLv61DfkLHo2zJc2TjBKwymljf5f0prpkBb1Yr1C2De%2FEJoZ7ew1%2FImAgQ6FFcbopafRWOIkGhZUtoAhKHDY%2FvgueZKLzLjjlGkq2Q6GxMoyw%2BxA6FGkqCz%2BFx8eIiVTKRRswcVZDK61OlGvTEZEa3aWI7rM0JZfOKxgnLWktGwRKdtuS%2FpKLPCsWesmWEz1h02LB2XHBj6zgoPRcy%2Fo4kUMUMcLOYpA2lJRnfMqygvF5lS%2FFbCbyecJnxR0l%2B%2FNOX4w9ufpIwPEUQvGtqvZsf3WoKLl9cT4E6NmwGOn%2BrdqPG0tE8M826frFZt%2F3CUalALGWKjiPo8Te%2BUb3RkO9St%2ByXt%2F259B8t927xqgHsmka13%2F1IAOUNPgIo9ZWhvfHyZN8PDGa1WNURIsdKFMb0DRdn7H%2Ff6L1Ew%3D%3D&RelayState=%2Flogin%3Fcompany%3Dworldwidef&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=gs%2BbTyNxZXgQ0mI%2BUe2WrFSvgr53JqWhiIt9IJbvLAGYI1ikiExt%2FVm1HIJybgHKblwwmK1Hxz6I2LfMM5ak%2BUsodmu7RpFxK0xvISUYVG5V2QSbPH7txgV1kwgLxAK2H3FDKwYf6rb5diOkP2oR0vMhvQr%2FttOKEBS5e5DJN5M%3D
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 Attendance  
 

Attendance policy  
 

INTRODUCTION  
Punctuality and regular attendance are expected from all employees. The purpose of 
the Attendance Policy is to manage attendance in a fair and consistent manner. It sets 
forth a standard for acceptable attendance, so employees have a clear understanding 
of expectations. It also details the disciplinary actions to be taken when expectations 
are not met. Full policy may be reviewed using the below QR: 
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 Payroll 
 

Worldwide Flight Services utilizes Attendance on Demand for their time and attendance management 
program. Your work schedule, and hours worked are input into this tool via your own person “clock 
in/clock out” or via your local station leadership if our time clock is out of service. Each agent is responsible 
for making sure that all hours worked are correctly documented. You can view your information using the 
Employee Self Service tool and app. 
 
 

1 Accessing your Timecards 
 

Below are instructions for all employees to access their timecard and historical time records via a web 
browser on a laptop/desktop PC. 
 

1. From any laptop/desktop PC you can open up a web browser of your choosing and enter the 
following web site address:  https://wfs.attendanceondemand.com and click on your search 
button of your browser. You can also scan the QR code at the bottom of the page.  

2. A login screen should be displayed. Please enter your employee badge # (this is the same as your 
employee ID #, no leading zeros). In the second field enter your PIN #; if you have been employed 
with Worldwide Flight Services prior to 2017 calendar year, you should already have a PIN #. If 
your employment started after the 2017 calendar year, or migrated from the CAS/IAS 
organizations, your default PIN# will be “0”. Click the login button. 

3. If this is your first time logging in, please set your PIN # to a number you choose. Please do not 
leave it set to zero. You can change your PIN # by clicking the link in the upper right side next to 
your name “Change PIN.” 

4. When finished Please click on the link next to your name “Log Off.”  This will close out your session. 
 
Scan the QR code for Attendance on Demand:  

 
 
 

 

 
 

 

 

 
 

 

 
 

https://wfs.attendanceondemand.com/


 

8 
10/02/24 

2 Payroll Dates: Bi Weekly  
 

 
 

 

 

 
 

 

 
 

 

 

Period Start Period End Check Date PR Open Date 

12/16/2023 12/29/2023 1/5/2024 1/1/2024

12/30/2023 1/12/2024 1/19/2024 1/15/2024

1/13/2024 1/26/2024 2/2/2024 1/29/2024

1/27/2024 2/9/2024 2/16/2024 2/12/2024

2/10/2024 2/23/2024 3/1/2024 2/26/2024

2/24/2024 3/8/2024 3/15/2024 3/11/2024

3/9/2024 3/22/2024 3/29/2024 3/25/2024

3/23/2024 4/5/2024 4/12/2024 4/8/2024

4/6/2024 4/19/2024 4/26/2024 4/22/2024

4/20/2024 5/3/2024 5/10/2024 5/6/2024

5/4/2024 5/17/2024 5/24/2024 5/20/2024

5/18/2024 5/31/2024 6/7/2024 6/3/2024

6/1/2024 6/14/2024 6/21/2024 6/16/2024

6/15/2024 6/28/2024 7/5/2024 6/30/2024

6/29/2024 7/12/2024 7/19/2024 7/15/2024

7/13/2024 7/26/2024 8/2/2024 7/29/2024

7/27/2024 8/9/2024 8/16/2024 8/12/2024

8/10/2024 8/23/2024 8/30/2024 8/26/2024

8/24/2024 9/6/2024 9/13/2024 9/9/2024

9/7/2024 9/20/2024 9/27/2024 9/23/2024

9/21/2024 10/4/2024 10/11/2024 10/7/2024

10/5/2024 10/18/2024 10/25/2024 10/21/2024

10/19/2024 11/1/2024 11/8/2024 11/4/2024

11/2/2024 11/15/2024 11/22/2024 11/18/2024

11/16/2024 11/29/2024 12/6/2024 12/2/2024

11/30/2024 12/13/2024 12/20/2024 12/16/2024

BI-WEEKLY | 2024 PAYROLL DATES 
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3 Employee Self Service App (ESS) 
 

Below are instructions for all employees to access their time car and historical time records via a mobile 
App on a portable/mobile device: 
 

1. You will need to download the ESS Mobile App from the App store of your device.       

 
2. In the search bar of your App store please enter the following search term “ESS Mobile.”  Please 

select the App that looks like this: 
 

3. After the install, please open the App. The App will ask you to “Enter the Server Name or URL to 
Connect.”  In the available field, enter “WFS” and tap “Next” and/or “Login” button.  

4. A login screen will appear. Please enter your employee badge # (this is the same as your employee 
ID # with no leading zeros). In the second field enter your PIN #; if you have been employed with 
Worldwide Flight Services prior to 2017 calendar year, you should already have a PIN #, if your 
employment started after 2017 calendar year or you are a migrated employee from CAS/IAS 
organizations, your default PIN # is “0”. Click the login button at the bottom.  

5. If this is your first time logging in, please reset your PIN number to a number you choose. Please 
do not leave it set to zero. To reset your PIN # please click on the icon that looks like a gear at the 
bottom of your screen. This will change screens to several options buttons. Click on the “Change 
PIN” button and follow the on-screen instructions 

 
 

4 Direct Deposit 
 
To make changes to your direct deposit, you must log in on a laptop or desktop as per below. 
Note: To get the mobile app you must log in on a laptop or desktop 
 
Log in to SuccessFactors website via QR code or link below: 
Link: SAP SuccessFactors  
Username: Employee ID# (if you need your employee ID #, please see your manager or admin team) 
Password: Click on the “?” to receive a link to reset your password 
 

If you did not receive a link to reset your password, please email SAPsupport@wfs.aero 
stating that you did not receive a link. You will receive another link to reset your password. 
In your profile, look for “My Employee File” followed by “Payment Details.” This is where 
you will enter your direct deposit information. 
Note: Please leave Pay Type as Main Payment Method if you’re only entering one account. 
If you wish to cancel your direct deposit or change bank information, please follow the above         

steps. 
 
Scan the QR code for SAP SuccessFactors: 
Company ID: worldwidef 

https://hcm41.sapsf.com/login?bplte_logout=1&company=worldwidef&_s.crb=hIWM66FGzkELwjejIj2w0BbZHem2yalUMXU3P8iH7aw%253d#/login
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5 DailyPay 
 
Access your money when you need it with DailyPay. With Earned Wage Access, you can see how much is 
available each day and use your earned pay on your schedule.  No credit check or pre-existing bank accounts 
needed. 
  
What is DailyPay? DailyPay is an Earned Wage Access platform that allows employees to access a portion of 
already earned wages outside of a traditional pay cycle. It’s also sometimes referred to as early pay, instant 
pay, or on-demand pay and is available if an employee is within the allowable funds of 50% of earnings. 
  
Get started TODAY! Click here: get.dailypay.com/wewa 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

http://get.dailypay.com/wewa
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6 ADP 
 
Access your payroll related information and your tax forms through the my ADP website.  Follow the steps 
below to gain access to your account: 
 

The steps to create the account are listed below: 
  

• Go to https://my.adp.com  

• Select “Create Account” 

• Select “I have a registration code” 

• Code: wfs.aero-1234 

• Complete required fields and “Create” 
  

Retrieve your payroll related information today using the QR code below or the web link: My ADP  
 

 
 

 
 
 
 
 

https://my.adp.com/
https://online.adp.com/signin/v1/?APPID=RDBX&productId=80e309c3-70c6-bae1-e053-3505430b5495&returnURL=https://my.adp.com/&callingAppId=RDBX&TARGET=-SM-https://my.adp.com/


 

12 
10/02/24 

 Benefits 
 

1 Benefits Guide 
 

For inquiries regarding your elected health and voluntary benefits, please email Benefitsdept@wfs.aero 
                -Medical, vision, dental 
                -Voluntary benefits such as accident, critical illness & hospital indemnity policies 
                -Life insurance policies 
  
For inquiries regarding 401k, please email 401kdept@wfs.aero  
For inquiries regarding FMLA, Short/long term disability, and leave of absence, please email 
wfsusaleave@wfs.aero.  
                
Benefits guides for both part-time and full-time employees can be reviewed under the 2022 Employee 
Benefits tabs in link below: 
 
US Benefits Guide (2022) link: WFS Employee Information 
US Benefits Guide QR Code:  
 

 
 

2 Benefits Enrollment 
 

WFS uses Businessolver as the benefits administrator. The benefits enrollment website is:  
http://www.wfs-benefits.com  
 
The case-sensitive company key is WFS Benefits. Create your username and password, verify your 
personal information, and answer a few security questions. Log in using your new username and 
password. Benefit guides with plan information are available on the website. If there are any concerns or 
questions, please contact WFS Member Services at 833-397-0550. 
 
Scan the QR code for WFS Benefits/Business Solver: 

      

mailto:Benefitsdept@wfs.aero
mailto:401kdept@wfs.aero
mailto:wfsusaleave@wfs.aero
https://flow.page/wfsinfo
http://www.wfs-benefits.com/
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 Cigna App 
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 Employee Extras 
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 WFS Reward and Recognition Program 
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 Safety Shoes by Lehigh 
 

Each employee will be given a $75 credit annually toward any shoe on the Lehigh website. The use of 
safety shoes is mandatory for all ramp and some passenger service positions. Shoes will be shipped 
directly to the stations and can be picked up at the administrative or management office.  
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 Training 
 

1 Initial Training Expectations  
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2  Learning Plan 
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 Uniform 
 

1 Uniform Appearance Standards  

Passenger Services 

• Do not overstuff uniform’s pocket. 

• Nails-No dark or unusual shades such as black, blue, green or decals are permitted. 
• Unauthorized Jewelry-nose jewelry, fingernail jewelry is not permitted, visible body piercing, 

visible tattoo Shirt sleeves must not be rolled up at any time. 
• No flat shoes or boots are permitted Chewing gum or food / drinking are not permitted at the 

check in counter Employees will be encouraged to wear antiperspirant to prevent perspiration 
stains. 

Women        Men 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Uniform must be clean, tidy, and well pressed at all times. 
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Ramp 
 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Uniform must be clean, tidy, and well pressed at all times. 
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2 Uniform Policy  
 
 

WFS, Inc.  
 
The appearance of the uniformed employee conveys the image of the airlines we handle as well as the 
company’s image. A well-groomed, professional appearance will help to create a positive perception. 
Personnel employed and retained in a public contact position must adhere to the rule for wearing a 
company uniform and personal grooming.  

 

Female  
Hair:  

• Hair style must be appropriate for business wear.  

• Hair must be controlled so that employee does not need to frequently handle it, nor should it     
fall in employees face when bending.  

• Hair should be tied back or in a bun while working.  

• Hair coloring is permitted provided it is natural looking; however unnatural or extreme color is             
not permitted.  

 
Make up:  

• Make up should be tasteful, complement the individual’s skin tone, worn with a fresh 
appearance and maintained at all times when employee is in uniform or on duty.  

 
Nail & Hand:  

• Color of polish should complement the individual’s skin tone, lipstick and uniform apparel.  

• Extreme or unusual shades, such as, black, blue, green or decals are not permitted.  

• Nail polish, when worn, will be maintained and free of visible chips, and thick, uneven polish.  
 
Female Jewelry:  

• Only 1 pair of matching earrings (1 in each ear) in gold, silver or pearl may be worn.  
• Dangling earrings are not permitted.  

• Hoops should not be longer then 1 3/4“ in diameter.  

• No more than 1 ring per hand. except with engagement ring and wedding bands.  

• Watches should be plain, simple and with Black, Blue, Brown, Silver or Gold tone.  

• Ankle bracelets, nose jewelry, fingernail jewelry and visible tattoos are not permitted.  
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WFS, Inc. 

Male  
Hair:  

• The employee’s hair must be neatly trimmed at all times.  

• Hair coloring is permitted provided it is natural. Unnatural colors are not permitted.  
Facial Hair:  

• Employees may wear sideburns, mustaches, beards & goatees will be neatly trimmed and  
conservatively styles and fully grown in when in uniform, with no patch spots.  
• Facial hair must be 1/4“but not more than 1” long.  

• Facial hair must be maintained in a clean, neat and well-groomed condition.  
Nail & Hand:  

• Hands & Nails should always be clean and well-kept.  

• Fingers must be free or nicotine or cigarette stains.  

• Noticeable hair in nostrils and in or on ears will be cut or otherwise removed.  
Male Jewelry:  

• Necklaces should not be visible.  

• 1 ring per hand.  

• Earrings, ankle bracelets and nose jewelry, and visible tattoos are not permitted.  

All  
Orthodontic Corrective Devices:  

• Braces should be made of clear polycarbonate plastic.  

• Employee should maintain good posture at all times.  

• Distracting behaviors should be avoided.  

• Employees will NOT chew gum, smoke or eat food while in view of public, except in a 
restaurant.  

• Personnel will remain standing while waiting on customers.  

• Employees will wear approved uniforms while on duty.  

• Individual variations or additions to the uniform are not permitted.  

• When in uniform, all appearance regulations will be observed.  

• Employee’s appearance and grooming must be reviewed and summarized with the employee 
when standards are not met. (You get written up)  

 
I have read and understand the materials provided pertaining to “Uniform Policy” and that it is stated in 
Worldwide Flight Services Regulation 525-1 rule #11, “Wear company issued uniforms and take pride in 
your neatness and appearance.”  
 
I also understand that any violation of these regulations will result in disciplinary action up to and 
including termination.  
 

 


