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Objectives () Manjushree 2.0

1. What is PMS and why is it important?

2. Year Ending performance review process
- FY’23-24 PMS Process flow
- Timelines

- Variable payout

3. SMART Goal setting for FY’24-25
- What are SMART goals?

- Goal setting process for FY’24-25

- Timelines
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What is PMS & Why do we need PMS ? (- Manjushree 2

Performance Management System-

A systematic procedure for measuring the performance of the
Organisation/Team/Individual against the set KRA's.

« Reflect on Goal Accomplishments « Feedback from manager
- Ensure alignment of the organizational objectives with individuals’ personal goals

« Fair recognition & appraisals
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PMS- Year End Review for FY’23-24 (©)Manjushree2.0

Year End Review

Redo
15th March 15th-20th March L1 Manager l 6th -15th Aprll
h
prelir:isnary

L2 manager Reviews
t1 Manager rates H & Amends rating if
employee .
required

215t March -5t April

L1 Manager
communicates

Svstem Initiates Revi Employee Self Assesses
ystem Initiates Review and Submits Review

Organisational
Moderation by MEX

Approves

Employee to complete .
. . L1 manger releases review to
review by acknowledging on
- employee
system. Letters to be issued.

10th May 16t-25t April

All management staff
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FY’24 Year-End Review Timelines()Ma dshreezo

ADVANCED PACKAGING SOLUTIONS

Date Action

March 15t 2024 * FY'24 Year-End Review process to begin for employees in
Darwinbox
March 15%" — April 5t - Employee to complete Self-Assessments
« Performance discussions to be conducted with 1st level
manager

« 1st]level manager to complete the review and submit to 2nd
level manager

April pth —Apri|15th « 2" |evel manager to complete the Review
April 16th- May 10th « L1 manager to communicate final rating to the employee.
* Employee to acknowledge final rating and complete review
on system.
* Increment/promotion letters to be issued.
May 31st 2024 - Payouts
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PMS Rating Scale ©) I\?\anjushree 2.0

Performance Goals 80% Value and Behavior 20%

How the individual has performed against stated goals I How the individual has demonstrated the MTL Values and Behaviors
e.q. Safety, Quality, sales, Cost, attrition etc. e.q. Developed organizational capability

Rating Description Value Rating Description Value
Exemplary demonstration of the behavior,
Demonstrated : 5
Excellence able to assist, teach or coach others and
Significantly exceeded the set targets 5 Role Model applying the behavior.
Exceeds Always Consistently applies the behavior without 4
Expectations Results were above the established targets 4 Demonstrates assistance, guidance or coaching.
Applies the skill or behavior to
Meet Frequently adequately meet job expectations S
eels Demonstrates q y ] P '
Expectations Met the target 3
Rarely The behavior requires additional experience,
Needs ) e 2
I . Demonstrates coaching or training to enhance performance
mprovemen Missed the targets by a short margin 2
Never Does not exhibit the behavior or exhibits it in
Far Below Demonstrates a negative way. Immediate improvement is 1
Expectations Significantly missed the targets 1 essential. Coaching and training is required.

Final Year-End Performance Rating
The sum of goals and behavior ratings resulting in final rating scale:
Demonstrates Excellence, Exceeds Expectation, Meets Expectation, Needs Improvement, Far Below Expectation
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MTL 5 Values and Behaviour (- Mé}ijusmee 20

Values ____lDescription ___________________|Bamples

Integrity

People Focus

Lean Mindset

Customer Focus

Commitment to
Sustainability

Maintain and promote the highest standard of
professional conduct by being fair, honest, and
transparent in all actions and decisions.

Prioritize people and spark a humane quality in the
organization.

Develop and maintain a continuous improvement
culture with a focus on replication, scalability, and
high-quality production at an optimum cost.

Achieve customer satisfaction by developing
innovative solutions for customer problem:s.

Be responsible and sensitive to the environment
and the communities in which we operate. Uphold
the highest standard of governance

Maintaining correct MIS.

Engages in direct conversation with
co-workers

Takes initiatives to challenge the
status quo and simplify processes.

Shows empathy towards customers
even during crisis.

Takes initiative to minimize unsafe,
unhealthy, and stressful workplace
condition.
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How to assess the goal? () Manjushree 2.0

J
|

Rating scale to assess the goal vs achievement:

Demonstrates Exceeds Meets Needs Far below
excellence Expectations Expectations Improvement expectations
5 4 3 2 1
Goal Description Weightage Results
Over the 1st quarter, to achieve a Cost reduction by 30% Achieved a cost reduction of 8% by
10% cost reduction in office supplies 10% in office supplies strengthening purchases with
spending by consolidating purchases | compared to last preferred suppliers and focused on
with preferred suppliers and exploring | quarter bulk purchase discounts up to 5%.

bulk purchase discounts.

Increase Sales in MT Increase Sales in MT 25% Sales increased
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How to assess Values and Behavior? () Manjushree20

Rating scale to assess the values and behavior for an individual:

Role Model Always Frequently Rarely Never
demonstrates demonstrates demonstrates demonstrates
5 4 3 2 1
Values & Behavior Weightage Scenario
Customer focus 20% CS executive has timely responsiveness, is

proactive in solving problems, seeks

continuous feedback to improve customer-
centric values and inspires, motivates team
mates to build rapport with their customers.

Lean mindset

20% Employee mostly shows resistance to
adopting new tools, sticking to familiar
methods
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Calculation of ratings for Goals, Values & Behavior (“)Ma

Rating * weightage

COMPONENT DELIVERABLES COMPONENT VALUE
GOALS WEIGHT % | RATING | RATING LABEL WE'SS;ED A%‘:LSJ; » Weighted score*80% Weighted score*20%
Goal 1; 30 EXCEEDS T
. EXPECTATIONS 1.20 0.96
Goal 2: 10 ) MEETS 0.30 0.24 VALUES & BEHAVIORS o RATING RATING LABEL Wi'gg;? A[\)/‘]AULSJ:D
EXPECTATIONS : ' g
Goal 3: 10 NEEDS Integrity £ 2 RARELY 0.40 0.08
" 2 IMPROVEMENT 0.20 0.16 ug: DEMONSTRATES
| . c
<OE Goal 4: 20 ! E;é;gf&_ﬁ;\{\ls 0.20 0.16 People Focus ;) 5 ROLE MODEL 1.00 0.20
V] Lean Mindset :—‘3 2 RS 0.40 0.08
B Goal 5; 10 - DEMONSTRATES 0.50 0.40 = DEMONSTRATES : :
H EXCELLENCE : ' 2
<ZE Goal 6: 20 ) MEETS 060 048 Customer Focus g 5 ROLE MODEL 1.00 0.20
> EXPECTATIONS : : &
DO: Commitment to Sustainability 4 DEMgIEl”S_'II_'\R(’ATES 0.80 0.16
0.00 0.00
L TOTAL WEIGHTED SCORE IS
W TOTAL MEASURED BEHAVIORS 5 MULTIPLIED BY 20% TO 3.60 0.72
0.00 0.00 CALCULATE ADJUSTED VALUE
0.00 0.00
0.00 0.00
WEIGHT TOTAL MUST EQUAL TOTAL WEIGHTED SCORE IS . Manager rating on values
5 100 MULTIPLIED BY 80% TO 3.00 2.40 — Manager rating on goals d behavi
CALCULATE ADJUSTED VALUE and benavior

Final rating=3.12
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Final Rating Scale

N
() Manjushree 2,0

PACI(AGING SOLUTIONS

Final rating- 3.12

0.00

1.50

FAR BELOW EXPECTATIONS

Significant performance deficiencies with immediate
corrective actionin order to meet role expectations

151

2.50

NEEDS IMPROVEMENT

Inconsistent performance with gaps to cover. Needed

improvement to meetrole expectations

2.51

3.50

MEETS EXPECTATIONS

Demonstrated effectiveness with strong contribution
to the job through fully satisfactory performance in this
area

3.51

4.50

EXCEEDS EXPECTATIONS

Exceeded expectations from the role, demonstrating
good performance and overcoming challenges on
the job

451

5.00

DEMONSTRATES EXCELLENCE

Performed as a model of excellence. Performance is
exemplary under challenging conditions, surpassing
all expectations to a degree deserving special
recognition

Confidential
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Overall Year-End Rating Scale () Manjushree 2.0

Demonstrates Excellence * Exceeds goals and expectations; performance results were significantly above and beyond what was expected. Highest performance level
that is rarely achieved and not typically demonstrated.

* Has made outstanding contributions within their organizational role that have significantly impacted the overall performance of his/her
business or function.

* Proactively implements an unusually high level of innovative solutions in order to achieve goals and remove barriers.

» Has demonstrated exceptional behaviors and is a role model in most areas.

Exceeds Expectation » Met all goals and exceeded some; performance results were well above what was expected.

* Consistently demonstrates a high level of performance execution relative to all assignments and objectives.
* Has made many strong contributions to the business and is a highly valued contributor.

* A strong driver of performance and proactive change.

* Fully demonstrates behaviors and is a role model in several areas.

Meets Expectation + Met most/all goals; demonstrates successful performance on all major assignments and objectives

and consistently meets expectations in most areas.
» Contributed many positive results to the business/function; a solid driver of performance and a valued contributor.
» Fully demonstrates several behaviors.

Needs Improvement * Met some goals but overall performance contributions fell short of expectations.

* Performance is not consistent and lacking in some aspects. Contributed some results to the business but is not a proactive driver of
performance.

* Would benefit from development or needs significant improvement in several behaviors.

Far Below Expectation * Failed to meet many of his/her goals and expectations and does not meet overall performance
expectations. Performance was often below job requirements.

* Does not consistently demonstrate the behaviors needed to be successful in his/her role. Needs
significant improvement in several behaviors.

» Considerable and immediate improvements are necessary. A Performance Improvement Plan should
be implemented immediately.

conitigential
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Common Mistakes Managers Make (°/Manjushree20

Halo/Horns Effect | Inappropriate generalizations from one Central Tendency The inclination to rate peop_le in the middle
aspect of an individual’'s performance to of the scale even when their performance
all areas of that person’s performance. clearly warrants a substantially higher or

lower rating.

High Potential Confusing an individual's future potential || ..+ Impression The tendency of a manager to make and

Error UL 1L B TS, Error initial positive or negative judgment of an

employee and allow that first impression to
color or distort later information.

Past Performance | Permitting an individual’'s poor (or

Error excellent) performance in a previous Recency Effect The tendency for minor events that have
rating period to color the manager’s happened recently to have more influence
judgment about her performance in this on the rating than major events of many
rating period. months ago.

i The tendency to generalize across groups

Similar-to-me The tendency of individuals to rate Stereotyping ok i

and ignore individual differences.

Effect people who think and act like themselves

Pl Tl U U Grels: Boss told me to do it | The tendency to take boss’s name as a

reason for downward rating instead the
immediate manager owning the rating.

Confidential s
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Variable Pay-out FY’23-24 (") Manjushree2

Individual

Category Organization Score FY 23-24 FY 24'25

score weightage - — Organizational Goals
Weightage| Organizational Goals

AGM and Above 70% 30%

Below AGM 30% 70%

Confidential H
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Darwinbox Process () Manjushree 2.0

ADVANCED o PACKAGING SOLUTIONS

Step 1: Login to Darwinbox > Performance> Appraisal

@ anwhr& 2.0 (.:{ Search by Employees Name, Designation or Department

My Access How are you feeling at work today?
- ﬂ H ¢« > C m 25 mtldarwinbox.in/ms/pms/dashboard/overview
Task Box Employees Vibe Reimbursement Attendance Leave oo © Manjushreezo Q) Search by Employees Name, Designation or Department
o MY SUMMARY TEAM SUMMARY

e JIm 7
o= /‘/I L‘
— — 9
j— ‘% Joya Rana Open Tasks OVERDUE -0 DUETHISWEEK-0  SHOW: All Types ~
- I Sr.0fficer-Talent Specialist

Human Resource and
Administration
HR Documents Calendar 1 Performance Org View Flows 51923
.

| S—
joya.rana@manjushreeindia.com

2 o
@ Profile > E 4

No open tasks available
Please come back after some time and check

{0 Flows >

£ Leave

Attendance

e =)
JE  New Goal Plan Update New Goal Plan >
Overview

New Goal Plan

You last updated your New Goal Plan 13 days ago
JApnrasal 7 Objectives
2.

MSF

Confidential 15



Darwinbox Process

I
(") Manjushree 2.0

PACKAGING SOLUTIONS

Step 2: Self Review against Each goal, Values and behaviors through Rating (1-5), comments and necessary files (wherever

required)

oo
oo i~

)
Wy

Profile
{+ Flows
Leave

fiy Attendance

Performance
New Goal Plan
Appraisal

MSF

i1, Talent Management >

—] Reimbursement

Manjushree 2,0

Q Search by Employees Name, Designation or Department

Performance Cycle

9 Self L
Cpooress Pending

Self Appraisal

Goals / Key Result Areas - 03

G1

Appraisal
test demo 10 Feb

1 Manager

L2 Manager

Calibration

ed24secage: EMULATEAS  SELF x SAVE AS DRAFT _ Submit

Acknowledgement 2
Pending
L+ B
WEIGHTAGE &“
0,
40 /0 SHOW DETAILS

1. |, ser
How would you rate yourself on this Goals / Key Result Areas? *

|{5\|\{4\e\2)|\‘]|

Please provide your comments below

B I U Normal  # = roboto : " @

Confidential
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Darwinbox Process

(T
(") Manjushree 2.0

PACKAGING SOLUTIONS

Step 3: L1 Manager to review each goal, Values and behaviors and add his Rating (1-5) and comments.

() Manjushree 2.0

@) Profile p
{ii> Flows >
& Leave

i Attendance

77 Performance v

New Goal Plan

Appraisal

!, Talent Management >

Q Search by Employees Name, Designation or Department

Performance Cycle

Goals / Key Result Areas - 04

ABC

Appraisal
test demo 10 Feb

Self| 5 4 3 2

1 - Far Below Expectations

grg

d 1 min:

s ago:

EMULATEAS L1 MANAGER X

WEIGHTAGE

35%

SHOW DETAILS

‘:) Show Summary

13-02-2024

@ L1 Manager

How would you rate Selvanarayan's performance on this Goals / Key Result Areas? *

OO

Please provide your comments below *

B T u MNormal ® = roboto ¢ A Y

L ey |

Confidential
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Darwinbox Process () Manjushree 2.0

Step 4: L1 Manager can further share areas of development & strength for the employee. Then click on submit to send for further
L2 manager assessment

Q Search by Employees Name, Designation or Department

Performance Cycle

LastSaved 8seca00 EpMULATE AS  L1MANAGER X SAVE AS DRAFT
L1 MANAGER
Areas of Development
B I U | x x = = | 9 Cc | ®@ R | £ £ £ E E =E H1 Anial 3- @ FontColor & Highlight Color
Recommendations for Training (if any) J
B I U | X % | i £ | 9 ¢ | ® ® | 2 £ = s = = H1 Avial 3+ @ FontColor & Highlight Color
Areas of Strength
BT X X = = | 9 ¢ | @ ®m| £ £ = E = E Hi Arial 3- @ Font Color

@ Highlight Color

Confidential
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Darwinbox Process () Manjushree 2,0

PACI(AGING SOLUTIONS

Step 4: L2 Manager to review L1’s rating and comments. He can further: make changes in the ratings or re-assign to L1 for re-do or can
close L1 manager’s rating as it is.

@ 1Manju5hree20

)

(§0 Profile 5
{: Flows >
&= Leave

Attendance

| Performance v

New Goal Plan

Appraisal

L Talent Management >

Q Search by Employees Name, Designation or Department

Performance Cycle LestSaved | Mins 20 EMULATEAS L1 MANAGER % SAVE AS DRAFT

Goals / Key Result Areas - 04 ~
ABC WEIGHTAGE R
0
35 /D SHOW DETAILS
Appraisal

c Show Summary
test demo 10 Feb

Self| 8 4 3 (2 13-02-2024
1 - Far Below Expectations
grg

@ L1 Manager

How would you rate Selvanarayan's performance on this Goals / Key Result Areas? *

OJ010]0]0.

Please provide your comments below *

B I U Normal ¢ = roboto # I %

L |

L2 Manager review will be considered as the final rating for employee

Confidential e
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Process for FY’24-25
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3 Phases of PMS- FY’25 (©)Marn anjushree 2.0

@

Mid Year
Review

Year-End
Evaluation

Develop individual Progress discussions

performance goals Barriers identified

derived from
departmental goals Plan of action for
second half of the

year

1st April - 30t April 15t Oct — 315t Oct

Year-End Review
Meetings

Final assessment
of performance &
behaviors

15t March’25 — 10t May’25

»
»

Ongoing feedback and discussion
during the assessment period

Confidential
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Goal Setting ©)Mar ushreezo

Everyone is responsible for supporting the organizational goals.

YOU ARE HERE

Organizational Business/ Department Individual
Goals Functional Goals Goals

Goals

What is your role?
* Understand how the work you do aligns to the bigger picture company goals
*  Create SMART goals that bring meaningful results
* Measure results vs. activity at year-end
* Demonstrate our values and behaviors

* Be accountable for achieving a high-performance culture

Confidential 22
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SMART Goal Setting for FY’24-25 ( Manjushree2.

Definitions Questions to ask
Specific Clear specific/particular statement of what you want to achieve. Does the goal specify:
Define the action to be taken. « Who is doing what

* When, how, and what is being done
* An end result

Measurable Defines measurable evidence and results expected (quantity, Does goal define:
quality, cost, time); goal achievement. Defines how to diffgrentiate « Concrete measurements used to evaluate results?
performgnce. Demopstrate excellence, Exceeds e'xpectatlon, Meet . Verifiable criteria to demonstrate achievement?
expectation, Needs improvement, Below Expectation.

Achievable Is the goal realistic? Achievable goals assess the practicality of Do you know/have:

goal attainment and describe the practical tasks to be performed. *Who's responsible for goal
*Resources and skills required

*Cooperation from others involved in goal achievement
*Roadblocks or challenges affecting result/completion

Meaningful results align to the company/business/ department goal What are the key results expected with each objective?
achievement and focus on actionable outcomes not just the - Do results align to the company?
supporting activities.

Results-focused

How will the goal contribute to the business/team?
* Are the results meaningful?

Time frame/deadlines for goal completion help organize what * Does the goal state timelines and deadlines for achievement?
needs to happen and when. When should the goal be met?

Time-bound

Confidential #
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Goals vs. Activities () Manjushree 2.0
Activities Goals
» Actions, tasks that enable the goal * Critical end results that influence company/
« Day to day tasks business/team success

 Measurable
* Focuses on achievement

Examples

1. Reduce department budget by 10% in Q1
1. Track department spending 2. Train all department members on Soft skills (20 total in
2. Schedule training classes one department) by Q3

How the goal is set at the beginning of the year factors how
performance is measured and assessed at year-end

What are the expected RESULTS?

Confidential *
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SMART Goals Examples () Manjushree2.0

Department  Activity Based Goals SMART Goals
: Improve receivable days from 45 to 39
: Improve past due receivables at two :
Finance by year end in Bommasandra &
of the plants. .
Silvassa.
_ ] _ Reduce freight cost by 10% in FY23-24
Review freight routings to reduce
cost.
Materials Use lower cost option for premium
freight.
Maintain premium freight records.
Conduct regular employee Improve overall productivity in Kanpur
. : : by 3% by Q3.
: involvement meetings to drive
Operations o )
productivity improvements in our
department.
o . _ ‘ | Perform 100% of internal audits on or
Quality E e_ctlve administration o Int_erna before theldate ey
Audits and month-end reporting. ™ hedule

What are the expected RESULTS?

Confidential 2
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FY’24-25 Goal Setting Timeline () Manjushree2.0

Date Role Action
15t April — 30th April Appraiser » Establishes individual and team goals
(Leader) » Documents individual goals in New PMS
format

* Org goals and BU/Departmental goals to
be finalized before March 31st 2024.

Appraisee » Meets with Leader to plan goal alignment
(Team Member) |« Documents goals in New PMS format
» Submits Goal Plan to Leader in New PMS

format
Appraiser * Approves Goal Plan in New PMS format and
(Leader) signed off by both leader and team member

The key to the cascading process is for managers to create their

department goals before the employee creates theirs.

Confidential 2
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FY’24-25 Goal Setting Process () Manjushree 2.0

1. Click on the “Performance” tile

Q Search by Employee name with Designation or Department

o= =
©—
0=
Task Box Employee Vibe Reimbursement Compensation Attendance
Leave Documents Recruitment Calendar Performance Helpdesk

" g w ,&E ,&E /65_: Can | help you?
B W = = =
Travel Recognition Time Sheets Travel Test Test_Tess FY 22 Goal Setting

Confidential ?



(T

FY’24-25 Goal Setting Process (/Manjushree2.0

2. Click on “Performance>> New Goal Plan”

Q_ Search by Employee name with Designation or Department

Profile
Compensation

Benefits

* Leave

Attendance

Performance

Appraisal
Feedback

New Goal Plan

360" Feedback

Talent Management

»

Employee ID
5762

Location
Bommasandra,Bengaluru, Karnataka, India,
(Praduction Unit)

Emergency Contact Number
N.A

Location Code
MJU_BEMS

Grade

MTL-G3

Blood group
N.A

Business Unit
Cnrnnrate

Email ID
ganeshég@darwindummy.com

Current Country

MN.A

Designation Code
MJU_CRP_HR_CHR.Sr. Officer

HOD
Richa Dubey (S1432)

Date of Joining
26-May-2014

Company
Manju

Job Level
ar Nffirer

Drussnrnd bue darsinkbeoe | Drivaee Dolice

Confidential

APPRAISEE VIEW NEW GOAL PLAN
Department

Corporate Human RESOUI’CESE?E
Emergency Contact Name

N.A

Department Code
MJU_CRP_HR_CHR

band
N.A

Date of Confirmation

26-May-2014

Emp Type @
Full Time

Cost Center

Rarlrli %
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FY’24-25 Goal Setting Process (/Manjushree2.0

3. Click on “Add Goal/ Key result Areas”

< C M 25 mtl.darwinbox.in/ms/pms/goals/list/222313 Q 3 a o :
oo [T = =
ag ((.”-uﬂ Manjushree 20 Q Search by Employees Name, Designation or Department
New Goal Plan My Goal Plan  Values & Behaviour Select New Goal Plan Emulate as CJ,B
[ Test -Goal Plan FY Employees

@

n

Profile
Flows
Leave
Attendance

Performance
New Goal Plan

Appraisal

Talent Management

There are no Goals / Key Result Areas for this New Goal Plan. Goals / Key Result Areas setting is powerful because it provides focus. Start adding
Goals / Key Result Areas using buttons below.

] + Add Goals / Key Result Areas

Confidential #
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FY’24-25 Goal Setting Process (/Manjushree2.0

4. Fill in the Goal details, weightage, targets, and metrics for each goal. Click on “Save”.

Add Goals / Key Result Areas

>

Goals / Key Result Areas Details

= roboto . %
Start Date * End Date *
01/04/2023 31/03/2024
Weightage % *
Remaining Weightage - 0 (Min:1, Max:40)

Measurements ( Metric/Target) *

B I W Morma

= roboto % T

Confidential
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FY’24-25 Goal Setting Process | /Manushreezo

5. Confirm “Weightage” of the goals and “Submit” to L1 manager for Approval

&« c O & southuat.darwinbox.in/ms/pms/goals/list/308137

Adjust Weightage

Total Weightage of all your Goals should always be equal to 100%

Goals -1
Goals Title Weightage
Sales Achievement 100

Would you like to add any comments?

Enter your comments here
P

Total Goalss Weightage :
100.00 out of 100.00% |-|

Note: The total weight of all goals must add to 100%

Confidential .
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FY’24-25 Goal Setting Process () Manjushree 2.0

6. L1 Manager to validate goals & targets and click on “Approve All” to close the goal-setting process.

Q Search by Employees Name, Designation or Department

New Goal Plan My Goal Plan Values & Behaviour Select New Goal Plan Emulate as o
Test -Goal Plan FY Manager

& Changes submitted by Hukam Singh are pending with you for review

[na] 3 Total Goals / Key Result Areas

Q Journal @ AddNotes E]

Changes pending for approval ° Q View Changes
G1 WEIGHTAGE SHOW DETAILS
)
40 %
Changes pending for approval ° ° Viiew Changes
G2 WEIGHTAGE SHOW DETAILS
Q,
35 %
Changes pending for approval ° o View Changes
G3 WEIGHTAGE SHOW DETAILS

Confidential ?



Mid-Year Review — FY’24-25 () Manjushree 2,0

1. Feedback sessions to happen for all employees with their L1 Managers.

2. Employee to discuss his contribution for 15t half of the year and challenges
faced.

3. Barrier identification to be done for better performance by the employee.
4. Appropriate action plan to be designed for the 2"d half of the year.

Timelines- 1st Oct - 30t Oct

Confidential @
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