	[image: image1.png]SIS L





	OPS Staff Coaching Policy                   
Owner/ Department: Operation
	                 Manual Air Waybill Completiolicy

                       Owner: Director,  Sales & Marketing

Department: Retail



	Brief
	General instructions on how a coaching session will be conducted towards affected staff/s.

	Purpose
	To coach all Operations Staff involved in accordance to hierarchy of authority.

	Responsibilities
	Line manager/supervisor to identify requirement of coaching.

	Guidelines
	Staff coaching should be done as per business requirements. It should be done by a subject expert, most probably the line manager/supervisor with his subordinate.

The following can be the subjects/reason for a coaching
· Recorded incompliance
· Failed KPI criteria

· Non-Compliance of SMSA process
· Customer complaints
· Low performance 
· Any event that requires manager intervention that affects Operations and customers.

OPS Coaching form should be used and documented as a formal soft record with Line Manager.
Any changes and revisions with this policy are upon approval by Operations Director.




Page 1 of 1
Uncontrolled copy if printed


[image: image1.png]