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	Brief
	It is the policy of SMSA to provide employees with effective coaching and mentoring to support our staff to enhance their growth, performance and their work productivity.

	Purpose
	Establishing a coaching and mentoring framework that enables staff receive the necessary support and guidance to excel in their roles, and contribute to the overall success of the organization.

	Persons Affected
	All SMSA Employees

	Responsibilities
	Human Resources Department:

· Maintaining record of coaching forms, tracking the frequency of the coaching sessions, and following up with the corresponding departments. Coaching forms to be forwarded to the Training Dept, for consolidation and analysis.
Department Heads & Supervisors:
· To ensure proper and timely coaching and/or mentoring is provided to employees.
· To ensure coaching is carried out with consideration of elements present in the designated coaching form for the corresponding department.
· Perform and document the recommended coaching and/or mentoring, to employees who have been identified as having gap/s, resulting from the performance appraisal.
· Monitor and follow-up the progress of the employee after the coaching session, as stated in the coaching form.
· Submit the coaching forms to HRD as per the frequency committed.
· Maintaining copies of coaching forms completed.

	Scope
	Coaching is to be implemented on an individual or a group level by the qualified coach, this includes but not limited to:
· Front Line Staff. 
· Managers, Seniors and Supervisor level staff.
Applications and Prerequisites of Coaching:
· New staff upon joining the company.
· Identification of Gaps, Incidents, NCs or Manager’s need for intervention.
· Mid-Year/End-Year Appraisals and/or failure to fulfill goal settings (KPIs).
· Movement of staff to different positions/departments.
· Customer complaint or peer comment/review.
· Observation of an action or behavior that affects the core business. 
· Coaches and Mentors must have either previously attended a similar training, or have attended the Coaching and Mentoring training course in SMSA.

	Guidelines
	Coaching is to instruct an employee to achieve the specific goal, improving one or two areas of development. Coaches are required to have some knowledge with the topic they are about to coach on. Interactions are short-termed, formally set/scheduled, & documented. 
Mentoring is the act of guiding, counseling and supporting an employee, where specific skill sets are taught to an identified or designated employee, or voluntarily selected by employees for self-development. Mentors have in-depth knowledge of the knowledge/skills they will be mentoring someone.
Mentors and Coaches (Supervisors, Managers or designated employees) are to attend the Coaching and Mentoring training offered by the Training Department, in the event that they have had no such previous training on the matter.

Frequency of Coaching (Subject to Business Requirements per Department):
· Operations: Front Line Staff on Monthly Basis

· CS & SSC: Number of Hours Monthly.
· Freight: Quarterly for the operational and sales parts of Freight Department.

· Sales: 4 Staff Quarterly.

· Finance: 1 Staff Monthly.

You may also refer to:

Unified Coaching Form 

Training & Development Policy 

Employee Development Action Plan 
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