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	 Employee Engagement / Survey Policy
Owner/Department: HRD - Training & Org. Dev't





	Policy
	We survey all employees each year to identify areas of strength and weakness in the work environment. The survey ensures that upper management is aware of employee concerns, necessary actions are taken, and results of the survey are communicated to everyone to provide a process for the continuous improvement of the Company. 

	Scope
	All employees 

	Guidelines

Guidelines

Guidelines


	General:

The overall purpose of the Survey is to improve SMSA Express as a workplace. Such initiative provides the Company an opportunity to evaluate its success in managing people. It provides information intended to identify areas in which changes and improvements are needed. Everyone participates in the survey portion of the program anonymously to ensure a candid evaluation. 

Employees are asked to complete an online survey with questions concerning management, the work environment, and programs and policies. All employee responses are totally confidential so that no one can ever find out how an individual responded. Under no circumstance should members of management be permitted to observe an employee taking a survey, nor are they allowed to review a completed survey.
Manager’s Responsibilities: 

· Provide employees with the equipment needed to access the online Survey
· Have the necessary information or assistance readily available in the event that an employee needs clarification or help regarding the survey.
· Ensure a quiet environment is available for employees to take the survey 

· Let employees complete the survey on paid time.

Employees’ Responsibilities:
· Employees should fill out the survey only once. 

· The employee must complete the survey on questions regarding their own Manager and not on any other Manager.
· Employees should give honest feedback and candid answers to the survey’s questions.
· Should there be any question that is unclear, the employee should make sure to seek assistance to be able to understand and answer it properly.

HRD Responsibilities:

· The online survey should be tested via Sampling or Beta Testing several days before the actual survey to make sure that everything is working properly.
· A guideline or instruction material (login instructions, answering the survey, basic troubleshooting, etc.) must be disseminated to everyone before the survey.
· Ensure availability of HRD & IT Representatives on the actual survey day/s to provide assistance to any concerns pertaining to the survey.
Survey Methodology & Data Retention:

The survey is administered online. On instances where online Survey is not an option (e.g., employee’s long-term absence, non-availability of equipment), the survey should be completed on official paper forms. These paper forms will then be inputted in the online survey, on behalf of the employee. These documents will be kept for a minimum of 2 years, to substantiate the entry.
The survey utilizes a Likert Scale in the majority of the questions to gather data from the participants. A Likert Scale is a psychometric scale commonly used in questionnaires and is the most widely used scale in survey research. Typically a 5-level selection which uses choices such as strongly agree, agree, neither agree or disagree, disagree, strongly disagree.
Survey Questionnaires/Contents:

The survey questions will include but will not be limited to topics ranging from communication of roles and responsibilities, satisfaction with the work environment, leadership, compensation and benefits, quality of work and load, employee development and feedback from employees among other things.

Survey Results, Reports & Action:
After all the survey responses are processed, results will be made available to the Manager via the Online Survey System. Senior Manager and above will be able to access online reports summarizing the results of their departments.

A summary of the results of the survey should also be communicated to all employees. Survey data collected and reports generated will be kept for a minimum of 2 years. The results of the survey will be expressed as percentages from the overall score/survey conducted.
The company target for survey results will be 71% for all departments. The traffic light will not be applicable when calculating the results (71% and above achieved will be Green, anything below will be classed as Red and a failure in KPI).
Results of the survey which greatly reflect an overwhelming general concern/feedback but not limited  to the enhancement or development of policies, process, improvement of the organization etc, 

After receiving the departmental online report, all members of management have 3 weeks to complete a Quality Action Plan outlining the following: 

· Corrective action to be taken to improve the work area 

· Specific information about who is responsible for each corrective action 

· Specific deadlines for completion of corrective actions

Management then sends copies of the Quality Action Plan to:

· Next level of management 

· Human Resources 

· Managing Director / CEO
Managing Director / CEO Responsibility:
Once all Quality Action Plans are received from their direct reports they prepare and discuss with their superior and Survey Status Summary for their areas of responsibility. 

The summary should highlight the primary employee concerns and the actions being taken. 

Managing Director / CEO should ensure that all groups conduct their Quality Action Plans in a timely manner and that the agreed corrective actions for those groups do in fact occur. 

Special Focus Group:

Each year the Region establishes the Management Index score that determines whether a work group is qualified as a Special Focus group. 

Human Resources Manager/Representative and the Manager should meet to plan the best way to conduct the feedback meeting. The meeting and the Quality Action Plan should be completed according to established guidelines for all groups. 

Frequency of Surveys and Resurveys:

Surveys are conducted at regular intervals, at least once a year, at the very least. The Special Focus groups must be resurveyed in 6 months time to determine if significant improvements have taken place. 

If the resurvey shows that results have improved beyond the Special Focus range, the group is no longer considered in this category. 

Results of all resurveys will also be made available online to Manager, Senior Manager and Managing Director / CEO.
Confidentiality/Anonymity 

The success of the Survey program depends on the honesty and openness of the employees who participate in both the survey and feedback sessions. All members of Management are responsible for fostering an atmosphere of trust that makes employees feel comfortable about talking to their Manager about any concern. 
At no time are members of Management allowed to question their employees in an effort to determine exactly how an individual responded on the Survey questionnaire. Any Manager or other employee who violates the policy about the confidentiality of the survey will be disciplined up to and including dismissal. Under no circumstances are any members of Management to take punitive action against employees because of undesirable survey results or comments made in a feedback meeting. 

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