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	Employee Awards Policy
Owner/Department: IBU-BAH, HRA



	Brief
	SMSA rewards those employees who go above and beyond the call of duty (ABCD).

	Purpose
	To develop a culture where each and every employee is motivated to deliver outstanding performance Above and Beyond the Call of Duty (ABCD).

	Persons Affected
	Employees except Managers & Supervisors (including employees provided by 3rd party that are dedicated to SMSA Express subject to completion of six months of service with SMSA)

	Definition








CAFOA warding Examples







Guidelines






























Procedures























































































































CAFO-Awards Distribution Process 






	CAFO for “Champions Awards for Outperforming”. It has three categories:
· CAFO – Gold 
· CAFO – Silver 
· CAFO – Bronze
· Exceptional service, volunteering to deliver to a customer’s home after working hours.
· A commendation from a customer for service received.
· A major sales initiative which has benefited the department or company.
· An idea which simplifies or improve a process which in turn saves money or time for the department or company.
· Going the extra mile to help or support a colleague

The above awarding examples will be reviewed by the CAFO committee & their decision will be considered as final  

CAFO:
· Department Manager can nominate any employee of the Company for CAFO Bronze awards.
· The award will be given to deserving employee(s) within forty-five (45) days of their achievement.
· CAFO award is for immediate and one-of-a kind recognition. It is for outstanding performance beyond the normal job expectations. It is not to be considered as part of the normal ongoing incentives nor reward for good job performance.
· The CAFO Gold award will be given to only one (1) employee in a year and it will be presented in the form of a certificate along with monetary benefit 1000BD.
· The CAFO Silver award will be given to Two (2) employees in a year and it will be presented in the form of a certificate along with monetary benefit 300BD.
· The CAFO Bronze award will be given to Twelve (12) employees in a year i.e. One (1) employee per month, if not it will be carried forward to next months and will be presented in the form of a certificate along with the monetary benefit of 100BD.
· Department Manager / Requisition Department Manager must complete the Employee Awards Nomination form, which must include the following criteria very clearly:
1. Employee Name and SMSA Employee Number
2. Cost Center, Department, and location
3. Description of Achievement
4. Time of Achievement (within 30 days)
5. Value added to the business through this achievement
6. Reason for manager’s nomination
7. Supporting documents


Department Manager
· Every department manager can nominate one or more employee of the Company for the CAFO Award every month in order to reward most deserving nominated employee.
· All nominations should be forwarded in a sealed envelope to HR & Admin Supervisor.
· From the nominated candidates the CAFO Awards committee will select 1 employee for CAFO Bronze Award in a month from the nominated employees’ pool.

CAFO Awards Committee Workings
· CAFO Committee will be headed by Country Manager.
· The nominations in sealed envelope will be received and acknowledged by HR & Admin Supervisor.
· All nominations will be reviewed& forwarded to the CAFO committee.
· Any nominations received openly or without sealed envelope will be rejected.
· The committee will have members from following departments: CGM, Operations, Finance, Sales, HR and Rewards committee (PMS).
· Internal Audit will attend CAFO Awards Committee meetings as an Independent Observer to the process. (if and when needed 6months/annual)
· All nominations should be forwarded to HR & Admin Supervisor for a month by 7th of the following month. E.g. January 2025 nominations should be received by February 7th 2025.

· CAFO Committee will meet and finalize the CAFO Bronze winners for the month by 20thof the following Month.
· The winner selection process will consist of the following steps: 
1. Opening of sealed envelopes
2. Listing of nominated employees
3. Filtering the list from employees having valid warning letter.
4. Review of all nominations
5. Voting by committee members for each candidate
6. Ranking as per votes and selecting the top ranked employee or more if it is cumulative from previous months as winners.

· The committee meeting proceedings and final winners will be signed off by all committee members and will be certified by Internal Audit representative. (PMS)
· The winner will be announced in the monthly management review meeting.
· For the selection of Silver and Gold CAFO awards the CAFO Committee meeting will be chaired by Managing Director & supported by Director-IBU
· This meeting will be held in the month of February every year.
· The twelve (12) CAFO Bronze winners for the year will be eligible as nominees for CAFO Gold and Silver awards. 
· Any employee amongst the twelve (12) CAFO Bronze winners having a valid warning letter will not be considered for the nomination of the CAFO Gold and Silver awards. 
· The CAFO committee studies the achievements and then decides to select Two (2) Silver and one (1) Gold winner for a year on the following criteria:

1. Listing of nominated employees

2. Filtering the list from employees having valid warning letter.


3. 70% of the weight factor will be given to the decision of CAFO committee decision based on the following breakdown:


	S.N.
	Category
	Percentage

	1
	Service to Customer Incl. SMSA Service Levels
	30%

	2
	Revenue Protection / Cost Saving
	20%

	3
	Human Factor
	10%

	4
	Property Safety
	10%



4. 30% of the weight factor will be given to other factors like Core business, Multiple CAFO, Remote locations& Length of service with following breakdown:

	S.N.
	Category
	Percentage

	1
	Core Business
	10% or Zero

	2
	Multiple CAFO
	2 CAFO contributes 3%
3 CAFO and above   5%

	3
	Remote Locations
	5%

	4
	Length of Service
	0 – 2 years contributes 2%
3 – 4 years contributes 4%
5 – 8 years contributes 6%
9 – 12 years contributes 8%
13 & above  years 10%




· The committee meeting proceedings and final winners will be signed off by all the committee members and will be certified by Senior Manager – Internal Audit.
· The winners will be approved by Managing Director.
· The winners will be announced and will be awarded during the annual anniversary employee event (March).  


 HR& Admin Responsibility
· Processes the necessary arrangements (Certificate and request for monetary benefit) within one week time from the date of request submitted by Employee Awarding committee to Training & Development/PMS.
· Prepare the CAFO Award Certificates to be signed by Managing Director or CEO
· Forward the certificate and signed monetary benefit to the winner’s respective department manager for handing it over to the winner.
· Copy of CAFO Award certificate to be filed in employee’s personnel file.
· Maintain required archives for the CAFO Award related documents. E.g.: Nomination forms, committee meetings proceedings

Manager Finance
· Manager Finance to ensure monetary benefit requested by Training & Development/PMS is issued at the earliest

Bronze
· Department Manager distributes the CAFO certificate in presence of other colleagues to the award winner.
· Delivers short speech to encourage more participation for the award from other employees.
· The name & picture of the winner will be published in SMSA newsletter with few lines on his / her achievement.
Silver
· The winners will be announced and will be awarded during the annual anniversary employee event.
· The name & picture of the winner will be published in SMSA newsletter with few lines on his / her achievement.
Gold
· The winners will be announced and will be awarded during the annual anniversary employee event.
· The name & picture of the winner will be published in SMSA newsletter with few lines on his / her achievement.

	General
	· The CAFO Policy will be reviewed by Training & Development/PMS and the CAFO committee once a year, based on the Results and Feedback of the employee satisfaction survey.
· Any exception to this policy must be approved by the Managing Director or CEO.
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