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	Performance Appraisal, Merit Increase & Promotion Policy
Owner/Department: HRD - Training & Org. Dev't



	Objective
	It is the policy of SMSA Express Transportation Co. Ltd. to establish a relevant, clear, and objective Performance Appraisal System (PAS) that will provide a basis for employee promotion, regularization, transfer, discipline, and/ or termination; performance coaching & feedback to the employee aimed at improving job performance and professional relationship in the workplace; a means to identify and select employees who have been promoted and given higher/ bigger responsibilities within the organization; an objective basis when giving rewards/ incentives, salary increase, and other benefits.  

	Coverage
	This policy covers all departments, stations, and employees of the company kingdom-wide 

	Guidelines
































Time line for required forms
	SMSA through HR-Performance management section implements the Performance Appraisal System (PAS) to ensure regular and relevant appraisal of all employees.     

The Performance Appraisal System (PAS) shall be composed of Three Phases (3), namely:  
· Performance Planning & Goal Setting
· Performance Progress Reviews (Mid-Year)
· Performance Appraisal Rating (End –Year)

Performance Planning & Goal Setting: shall be agreed by both the immediate superior (IS) and the employee.

For existing employees as per time line table, or within 90 days in the case of new employees. 
This phase includes the following activities:
· Reviewing Job Descriptions & Select the performance Objectives
· Identifying the performance Measures
· Identifying the performance weightage
· Identify the competency & required level

The above Performance Factors set forth in the goal setting Form. The goal setting Form shall be signed (manually or digitally) by both the IS and the employee for it to become legitimate and official. It shall become the basis for evaluating the performance of the employee for the particular financial year.  

Performance Progress Reviews (Mid-Year): Performance progress review is an on-going process of coaching, monitoring, communicating and counselling between the supervisor and the employee focused on improving current Performance and building capabilities for the future.at the end of first 6 months of the fiscal year between the manager and the employee in which the employee’s actual performance to-date is compared to expected performance by using Employee Performance Review form. Reviewing performance Objectives bi-annual helps keep the employee on track, highlights any shortcomings, and provides the opportunity for performance adjustments and improvement.

Note: Mid-year Employee performance review submission date will be 31st July for those employees have valid warning letters/poor performers(As per management verbal instruction till Performance appraisal is automated) for the period (Jan-Jun)

Performance Appraisal Rating (End –Year): The Performance Appraisal Rating is mainly used at end-year (annual) performance evaluation which incorporates the following activities:
· Evaluate Performance objective
· Evaluate Competencies
· Identifying the Strengths & development of competencies & performance objectives
· Define long term evaluation
· Expectation of relevant interested parties (refer interested parties in GUIDE) to be addressed and seek feedback against each position
· Identifying the training needs
· Identifying the career path
· Identifying the gaps on performance objectives & competencies 
· Identify employee relations action 

	Activity
	Form Name
	Targeted employees
	Time line to submit

	Setting up individual KPI
(JAN-DEC)
	Individual Goal setting Form (PA-01-01)
	Staff - Monthly Incentives
	15th December of each year

	
	
	Staff - Yearly Incentives
	1st January of each year

	
	
	Supervisors
	15th January of each year

	
	
	Managers - Directors
	31st January of each year

	 

	Individual KPI Review
(JAN-DEC)
	Employee Performance Review-PA-02-01
	Staff - Monthly Incentives
	15th January of each year

	
	
	Staff - Yearly Incentives
	31st January of each year

	
	
	Supervisors
	15th February of each year

	
	
	Managers
	28th February of each year

	
	Senior Management Performance& competency Review-PA 04-01
	Directors
	28th February of each year

	 

	Competency Review
(JAN-DEC
	Staff ,Specialist and Supervisors Competencies Review-PA-03-02
	All employees except middle manager and directors
	30th April of each year

	
	Middle Management Competencies Review-PA-03-01
	All middle managers
	30th April of each year




Performance Appraisal Gaps:
The gaps identified in performance appraisal will summarized and send it to individual respective  departments with the action plan, further the consolidated summary sheet will uploaded in the core system (GUIDE) and the same will be monitored, updated and uploaded on monthly basis.
The gaps & employee relations will be will be identified based on below tabled criteria:

	Position
	Meet expectation Level (To identify Gaps)
	Poor performers (To identify employee relations action)

	1. Call Centre Agent, Customer support, Customer Care
	Below 80
	Below 60

	1. Trace Officer
	Below 90
	Below 60

	1. Courier Priority
	Below 80
	Below 60

	1. Sales
	Below 92
	Below 60

	1. Account Receivables (Executive, Support)
	Below 86
	Below 60

	1. SMSA Service Center (SSC)
	
	Below 60

	1. Other employees
	Below 85
	Below 60



                  Identify solutions to meet Performance /Competency Gaps:
· Any gap pertaining to Performance objective or technical competencies will be  addressed as follows:
· 20% & above or  more than 5 employees with the same gap, same department & same city will be addressed with Class room training (External/Internal)
· 19% & below or less than 5 employees with the same gap, same department & same city will be addressed with Coaching

· Any gap pertaining to Behavioral competencies will be  addressed as follows:
· The employees competent with English language will be provided with relevant e-learning courses  
· The employees who are weak  in English language will be coached by immediate supervisor /any abled employee assigned by supervisor

Procedures related to Identify solutions for  Poor  Performers regarding employee relations action:
If any employee scores below 60 in mid-year performance appraisal, the department manager will be notified to proceed with the coaching for the concern, if the poor performance continues in the final appraisal also ,the manager will be notified  to proceed with  employee relation action at his /her discretion

Performance Appraisal Training:
· Any newly hired/promoted immediate Supervisor (IS) and or personnel involved in performance Appraisal cycle should undergo  performance appraisal training 
· It is a responsibility of Performance management specialist (PMS) to conduct performance appraisal training to all immediate Supervisor (IS) and or personnel involved. 
· Any changes/amendments  pertaining to performance appraisal cycle/forms should be cascaded by PMS  in form of job aid or training to the relevant employees
Merit Increases
A merit increase may be offered at the end of a company's fiscal year to an employee or employees subject to management decision upon completion of the  below conditions:
· New employee should complete a minimum period of 24 months of service to be eligible for any merit increase.
· Existing employee should have completed minimum of 24 months of service without any salary increase or promotion to be eligible for any merit increase.
· All active warning letter employees will not be eligible at the time of merit increase 
If any active warning letter employee, who is not qualified for a merit increase in that particular financial year, then he/she will be eligible for merit increase in the next budget / financial year subject to non-active warning letter.
If the employee clears the above steps then he/she  will be entitle for the next level (salary scale table) from his/her current salary scale. 
Promotion
Promotions are offered to the employees upon completion of all the  below conditions, A new employee is entitled to promotion after 6 months of joining the company :
· There is an available vacancy that fits his/ her qualifications Experienced employees and/or Outstanding Performer-PAS 
· Must meet the requirements listed in job description
· Employee development plan need to be completed for Grade 5 & above
The effective date of the new salary rate of a promoted employee shall be the date of confirmation of the PAF. It should be in the month for which the position is budgeted or afterwards.  This shall also be the effective date of the automatic termination of the special acting allowance if any   	

	General
	Merit increase & financial benefits are subject to the financial status of the organization & management approval
Performance Management Specialist will follow up with departments to ensure JD’s are reviewed once a year
Performance Management Specialist will make sure that all goal settings are comply with the JD’s /Competency Matrix
Further clarification with regard to the Performance appraisal please refer PAS Manual in the GUIDE 
Any exception to this policy must be approved by the Managing Director or CEO
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