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	Guaranteed Fair Treatment (GFTP) Policy
Owner/ Department: IBU-EGY, HRA



	Brief
	We are dedicated to the principle that our employees are our most important resource. Problems, complaints, or concerns of employees must be addressed through the Guaranteed Fair Treatment Policy (GFTP). 
This policy is designed to give employees an opportunity to have their concerns heard by management and to ensure fair evaluations of those concerns without fear of retaliation.

This policy affirms the employee’s right to appeal any eligible issue through a process of a systematic review by the outlined management levels. Though the outcome is not assured to be in the employee’s favor, the right to participate within the guidelines of the process is guaranteed.

	Purpose
	To ensure employee will be treated in a fair and SMSA will be a healthy working atmosphere

	Person Affected
	All employees

	Responsibilities
	Human Resources

	Guidelines
	General:

· Wherever possible, discussions between an employee and the immediate manager should aim to resolve the matter then the employee can appeal to the hierarchy position within the same division. 
· Either party can seek impartial and confidential advice from an HR representative, also with the aim of concluding the issue formally.

· Any action taken by the immediate manager stands and remains effective unless overturned or modified by the next management level.

   
Eligible Issues: 

 

· Employees can use the (GFTP) to appeal against action taken that is specific to them as an individual where they believe they have been treated unfairly. 
· The following are examples of eligible issues:
a) Disciplinary Actions

b) A Performance Review

c) Unfair Treatment in A Specific Selection Process

d) Unfair Dismissal
e) Unfair Promotions from the employee point of view.
Ineligible Issues :

GFTP is The following are considered as ineligible issues:

· Suspension with hold salary further disciplinary investigation.

· Letters of concern.

 

HR Role:
Human Resources have an advisory role in the (GFTP) according to Egyptian Labor Law and company policy; HR representative will be at every level to guide both the employee and the manager through the process and documentation.

 

Documentation:

All letters sent by the company in respect of a GFTP appeal should be signed and dated by both parties and filed by the HR Representative in the employee’s file.

 
 Appeal Time Extension:

Any time extensions required by either the employee or management should be discussed and agreed with Human Resources and recorded in writing.

	General
	Any exception to this policy must be approved by the Managing Director.
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