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	Coaching & Mentoring Policy
                       Owner/ Department: IBU-EGY, HRA
	



	Brief
	At SMSA, we are committed to fostering a culture of continuous growth and professional development. Our policy is to provide employees with effective coaching and mentoring programs designed to enhance their skills, improve performance, and increase overall productivity.

	Purpose
	Through structured coaching sessions, constructive feedback, and mentorship opportunities, we aim to support our employees in achieving both personal and organizational success. This policy ensures that all employees receive the necessary guidance to develop their potential and contribute effectively to the company's strategic objectives.

	Persons Affected
	All SMSA Employees

	Responsibilities
	Human Resources Department:

The HR Department is responsible for overseeing the coaching process to ensure consistency and effectiveness. HR's key responsibilities include:

· Maintaining Records: Keeping accurate documentation of coaching sessions through standardized coaching forms.

· Tracking Coaching Frequency: Monitoring the regularity of coaching sessions to ensure employees receive continuous support.

· Departmental Follow-Up: Coordinating with relevant departments to assess coaching outcomes and ensure action plans are implemented.

· Data Consolidation & Analysis: Forwarding coaching forms to the Training Department for review, consolidation, and performance analysis to identify trends and areas for improvement.

Department Heads & Supervisors:
Department Heads and Supervisors play a critical role in the coaching and mentoring process. Their key responsibilities include:

· Ensuring Effective Coaching & Mentoring: Providing timely and structured coaching sessions to support employee development.

· Adhering to Coaching Guidelines: Conducting coaching in alignment with the elements outlined in the designated coaching form for their respective department.

· Addressing Performance Gaps: Identifying employees with performance gaps through appraisals and implementing targeted coaching or mentoring interventions.

· Monitoring Employee Progress: Tracking employee improvements and following up on development plans as documented in the coaching form.

· Submitting Coaching Records: Ensuring coaching forms are completed and submitted to the Human Resources Department (HRD) as per the committed frequency.

· Maintaining Coaching Documentation: Keeping copies of completed coaching forms for record-keeping and future reference.

	Scope
	Coaching is conducted in the following situations:

· Onboarding of New Employees: Coaching is provided to all new hires upon joining the company to ensure a smooth transition.

· Performance Gaps & Incidents: Coaching is initiated when gaps, incidents, or non-conformities (NCs) are identified, or when a manager deems intervention necessary.

· Performance Appraisals: Coaching is required for employees who fall short of their Mid-Year or End-Year Appraisal goals or fail to meet their Key Performance Indicators (KPIs).

· Role Transitions: Employees moving to new positions or departments undergo coaching to support a successful transition.

· Customer or Peer Feedback: Coaching is provided in response to customer complaints or feedback from peers and colleagues.

· Behavioral Observations: Coaching is implemented when observed actions or behaviors impact the company’s core business operations.

	Guidelines
	Coaching: 

Coaching is a structured process aimed at helping employees achieve specific goals by improving one or two key areas of development. Key aspects of coaching include:

· Targeted Instruction: Focuses on guiding employees toward achieving a specific objective.

· Subject Knowledge: Coaches must have a foundational understanding of the topic they are coaching on.

· Short-Term & Structured: Coaching interactions are time-bound, formally scheduled, and documented to ensure accountability and progress tracking.

Mentoring:

Mentoring involves guiding, counseling, and supporting employees in their professional development by teaching specific skills. Key aspects of mentoring include:

· Skill Development: Designed to help employees acquire in-depth knowledge and competencies.

· Long-Term Guidance: Unlike coaching, mentoring is an ongoing process that fosters continuous professional growth.

· Expertise Requirement: Mentors must possess advanced knowledge and experience in the areas they are mentoring employees.

Training Requirement for Coaches & Mentors

Supervisors, managers, or designated employees serving as coaches or mentors must complete the Coaching and Mentoring Training provided by the Training Department unless they have previously attended a similar program.
Frequency of Coaching (Subject to Business Requirements per Department):
· Operations: Front Line Staff - Quarterly
· CS: CS staff - Quarterly.
· Freight:  for the operational staff -Quarterly
· Sales: 6 Staff - Monthly.
· Retail: SSC staff – Monthly.
· Finance: 2 Staff - Quarterly.
You may also refer to:

· Unified Coaching Form (doc. no. 5219)
· Training & Development Policy (doc. no. 48)
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