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	Driver Safety Award
Owner/Department: HRD - Training & Org. Dev't



	Brief
	SMSA Express Trans. Co. Ltd. recognizes and awards exceptional employees who exemplify the highest standard with regards to vehicle and traffic safety.

	Purpose
	To promote a culture where eligible employees are motivated to practice the highest standard of safe driving & vehicle care resulting to the safety of our employees, pedestrians, public property etc. & the preservation of company image.   

	Eligible employees
	Couriers - Stations

	Definition
	The Driver Safety Award recognizes and awards eligible employees with a certificate dully signed by MD for those who have not incurred or was not involved in any traffic accidents and/ or violations for the period 5 years.

	Guidelines
Procedures

& Responsibilities
	The Driver Safety Award (Certificate) is a one of a kind recognition and it will be distributed in the   month of March / April every year and the cutoff date will be 31st December every year.
Fleet Department
The Fleet Department will provide a report consisting of eligible employees mainly couriers who have company assigned vehicles, and who have not incurred and were not involved in any traffic accidents or violations for the period of 5 years. 
HR & Admin Department
· Performance management specialist will request a report from the Fleet Dept. for those employees who are eligible base on the criteria mentioned above. 

· The Manager Training & Development will evaluate the report provided by the Fleet Department. 

· Performance management specialist will processes the necessary arrangements to order Certificate.
· Performance management specialist will make sure that all certificates are dully signed by the Managing Director.
· Performance management specialist assures that the certificates are distributed to the respective department.
· Performance management specialist will maintain archives for the award related documents E.g.: Fleet reports and related documents, etc.  
Concern Department
The eligible employees driver safety awards (certificates) will be forwarded to respective departments and the direct Manager / Supervisor must present the certificate to the qualified employee(s) in presence of their team members.


	General

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