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	Employee of the Month Policy
Owner: Director, Human Resources

Department: Human Resource



	Purpose
	To encourage all employees in achieving their KPIs on a monthly basis.     

	Persons Affected
	All full time SMSA Employees below supervisory level with minimum six (6) months of service in the same Department 

	Responsibilities
	The immediate supervisors/managers should evaluate his staff against the standard criteria and KPIs.

The Department Head will review the scores along with the Department committee, if any.

	Guidelines
	Selecting an Employee of the Month is more than just observing their competitive spirit. It involves viewing every aspect of the employee's working life. 

In business perspective, Employee of the month is not only recognition but a communication tool that reinforces and rewards the most important outcomes employee create for the business. Hence, when recognizing someone effectively, the actions and behaviors you want to see employee repeat will reinforce.

Selection Committee:

1. The selection committee will be composed of the immediate supervisors/managers

2. The committee will meet once a month to discuss the selection

3. To be nominated for Employee of the Month, an employee shall be within six (6) months in the company and should meet certain standards for the quality and performance of his job

4. An Employee of the Month Form shall be used in rating an employee

5. The Department Head will review all scores made by the selection committee and will come up with the highest score to proclaim as the Employee of the Month

Criteria:
1.  Quality of Work Standards     ( 10% )

a. Dependable, arrives  for work on time and makes good use of his time without unplanned absences

b. Ability to focus at work, keeping personal from professional matters

c. Maintain and keep records/files according to the standard

d. Instrumental in thinking of new or creative ways to do his job

 2.  Attitude/Behavior Standards    ( 20% )

a. Courteous to fellow employees, clients and proper authorities

b. Shows willingness to help, to learn and be trained

c. Shows concern to the company's properties, facilities and environment

d. Maintains cleanliness in his working area all the time

f. Greets & approaches everyone professionally, exudes positive disposition despite pressures/stress

 3.  Functionality/Productivity (Based on Key Performance Indicators - KPI)    ( 70% )

Individual KPIs

Reward:

A selected employee of the month will enjoy the following perks:

· Certificate of Recognition

· Feature story in SMSA World 

· 2-Day Paid Vacation Leave

Most Improved Employee 

Aside from the Employee of the Month award, an employee who will gather the highest percentage increase from his last month performance (in reference to the criteria mentioned above) will be considered as the most improved employee of the month. 

This special award is given to further encourage everyone and continuously give their best foot forward.

Reward:

A selected Most Improved Employee for the month will receive:

· 1-Day Paid Vacation Leave



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


Page 1 of 2

[image: image1.png]