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CHAPTER-I

I.I lnlroduclicn

l-lurncn Resource Folicy provide generclized guidonce on the appr*och the orgonizction
intends to cdopt in monoging its people ond set up bosic slondord. HR polices ossure thot
decisiol-, wlll be consistent with ond confibutive to orgeniz*fionel obiectives. Actually
policy guided to set up the bosic stsndords of on orgonizotion. Policy is the boseline to run
and operate cny organizctisn,

ihis policy surnmorizes cll mcior hurnsn resources policies *nd procedures thef cre
currently in force in Associotion For Alternotive Development {AFAD). Any terms cnd
condilions of employmenl noi covered, in port or in whcle, in this rnonual shall be subiect tc
fhe provisions of lsbour legislotion in force in Bonglcdesh.

1.2 Legislotive Terms

The references, which hove legol volidotion ond ore the guiding orinciples. qre colled
Legislotive Terms. These terms hove been frequently used in oll the succeeding chapters of
this guideline. Moreover, this hos guided this guideline through legcl consequences. The
following are the legislotive terms:

1.2.1 The Organisotion

The orgonisclion refers to Associotion For Altei'nqtive Development {AFAD which is iegclly
suihorised to use ihese guidelines for its employees ss per its legol identity, which is
registered with Directorote of Women's ,Affqirs (DWA) becring registrotion no.
DWAfKuri/Reg{2*i9* {doted 24iASi99l, Directorcte of Youth Development beoring
registrotlon no. YDA/Kuri-l4l /Kuri-Sodor /P.eg/22/2A01 {dared 1q/A1/?OC1r } cnd
NGO Affoirs Bcuru registrotion na. 24a3 idored 26/5 /2OA9l

I .2"2 The lftcnogerne*t Teom

The manogement teorn refers to the selected snd delegoted outhority of the
orgonisotion, which hos been outhorired by Boord of Directors to toke decision in
operotion ond odministrofive motter ond rnske this orgonisofion vibrsnt snd sustoinable.
The mcr:ogement teom is monoged, guided cnd leod by Chief Executive under direct
ccnlrol of the Executive Committee (EC) ond Genersl Commiftee {GC} as o supreme
authority w:ilhin *e orgcnisation.

l.2.3The Yeqr

The yeor refers l+ the English or Grogoricn methods of counting weeks. months cnd yeor-
Herein yesr meons I 2 months of s calendor, which hos relevoncy with its Finsnciol
Monagement. The year $toris from rnonth of jonuory to December of ony specific yeor,

1.3 Chcrccteristies of lhis Poliey Mcnus!

The Policy hss the follcwing essentiol chsroctEristics:

i. The policies Ere built on the bosis of focts ond sound iudgment and not in personcl
feelings or opp+rtunis?ic decision.
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ii. The palicies sre reflected with the ccuntry's existlng law to ensure fcirness.
iii. The policies qre sufficiently comprehensive ond prescribe lirnits and yordsticks for

future oction.
iv. The policies ore foir, flexible snd reqlistic to goin occeptonce snd cammitment from qll

stoke holders, they ore conditioned by the suggesfions ond recctions of those who sre
qffected by the policy.

v. The policies wiil be reviewed time to time to keep in tune with dronging times, ond to
ovoid complocency or monogeriol stognotion.

I "4 Code of Conduct

The Code of Conduct aims to foster ond rnointain public trust ond confidence in the
integrity ond professionqli:m of the orgonizntion by errsuring thct the employees moint{rin
appropri*te stcndsrds of conduct. develop thcse skills necessory for the efficienf
performonce of their duties, mointoin foirness in decision moking, cnd mointqin ond
enhonce the reputotioil ef the orgonizotion. This includes:

i" SelflessRess: Ecch of our decisions vrili be bosecj on all vsiues tc benefit the
community and other stskeholders, not to gcin finonciol or other moterial benefits for
self, fcmily or friends.

ii. lntegrity: We shsll corry out oll reqsonoble instructions of the outhority ond sholl sct
with honesfy. trsnspf,rently & ethicclly ot oli times.

iii. Obieerive: We sholl ensure thot in the delivery of services, flre oppointment of
employees or the owording of contracts, importiolity is ensured ond thot choiees cre
mode on merit.

iv. A,ccounlabilily: We rholl toke personol cccountobility for qchieving results ond
workplace qctions required to qchieve tho:e results,

v. Respecl; We sholl demonstrole o sense of respect, loyclty, good faith and
responsibility toword one snother snd *ur beloved orgonizction qnd shall remqin cs
open os pos:ible obout all decisions ond octions token except only when inrplicirly
demEnded by the orgcnizotion.

vi. Avoid Conflicr of Inlerest: We shqll not get involved in ony octivities where our
interest inlerfere with the interests of the orgcnizotion.

vii. Avoid Discriminslion: We shsll not involve in ony kind of behovior thof discriminotes
ogcinst or denrecns ethers beccuse of their cge, sex, disobility cr re{igious beliefs.

viii. Comply with lhe code & low: We sholl follow the orgonizationol policies &
prcctices ond sholl operote within the prevoiling country law.

1.5 Operclionrl ?rirciples

The operoting prineiples ore lntended to serve os guidelines for inferqctisn between sll
employees. Their purpose is to foster ond preserve the spirit of the orgonizotion cnd
prornote the well-being of oll concerned.

The present policy hss been built keeping in view the following operotionol principles;

i. Time keepingr be five minutes ohesd of sll time oppointments.
ii. Integrity: sct with irrtegrity cnd honesty in sli situotions.
iii. Be responsible: toke personol re:ponsibility, no loy blome.
iv. Sincerity: speak from your heort ond with good intent.
v. Supporl: oiways support o leom mste in need.
vi. Respecl: trest everybody with respect.
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vii. A srnile is always returned.
viii.Act professionally at oll times.

ix. Positive cffitude: Alwoys be receptive tc chenge.

1.6 Fclicy Amendmenl Frocess

The smendmen? refers io bring ony chonges in *ny of the clouser of ftis manuol end moke
it more users friendly ond updote occording to the concurrent situsiion ond occording to
the changes of the low sf the lond. The Manogement teom under the leodership of Chief
Executive is fhe quthorlty to recommerrd for the ehonges or moke omendment of this
guideline. This ornendment rnusl be cpproved by the EC meeting ond Genersl Committee
prior to its inclusion in this monuol ond implementotion. All smendments must be circulsted
omong the employees through circulsr. Amendment could be mode any time in o year.

1.7 Generol Detlorqtion

The outhority of Associction For Alternstive Development (AFAD) will follow ond mointoin
ail the ciouse of the Hurnon Resource policy.

Ghairman
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CHAPTER.2

2.1. Employmenft it* definition

Employment is ihe methaclical procedure of hiring ony individual or group of individuols to
work for cn orgonisction. These individuols ore colled lfie working force qnd they act on
beholf of the orgonisotion to increase the produetivity, bring chonges through achieving the
torget vision ond mission of the orgonisotion, which ultinrotely moke the orgonisotion vibront
ond sustoinable in the society.

2.2 Tha Emplcyees

Employees qre lhe operoting working force from top to bottom level thot ore hired for the
exislence of AFAD. These working forces will be colled os Humqn Resources of AFA,D who
will skillfully work tc ochieve the gool ond obiectives of rhe AFAD. ln return to this the
orgonisotion tokes the responsibility to retoin ond compensote its HR ond looks ofter their
security ond welibeing,

2"3 Purpose

i. The purpose of this policy is to ensure o timely, effective, ond equitoble hiring process to
ottrcct, select, and oppoint competent employees in order to schieve the key obiectives of
the orgonizotian.

;;. This policy wiil apply to the recruilmenl, selectien, ond hiring of locsl enrployees odrer thon
internotion o I em ployees within the o r gonizotion,

2,4 €enercl Policy

i' AFAD will promote equol opportunity in employment for oll quolified persons ond will
build ond mointoin sn environment of nrutusl undersfsnding in which eodr employee knows
thot his or her personol contribution to the teom effort is needed to ochieve the
orgonizoiion's gocls ond obiectives.

ii" AFAD sholl not engege in or support discriminoiion in hiring, pronlotiorl, lerminotion or
retirement bosed on roce, color, coste, nctionol origin, religion, disobility, gender, sexuoi
orientotion, politieol affiliotion, or 6ge.

iii. Persons who ore over 1 I yeors of oge snd below not sbove 60 yeors ore eligible for
employrnent in AFA.D.

iv. All employment msy be mode through prior odvertisemenf in widely circulqted doilies of
the country and f www.bdiobs.com ,/ other online iob porfols,

v. Advertisemenf slso could be mode through inter-orgonisotionsl notice boord circuiation
qnd externol orgonisotion notice boord circulotion.

vi. Women. Persons from indigenous communities ond persons with disobility will be
encouroged to epply for open pasitions and preference will be given to fhem.

vii. Any ernployee who hqs been dismissed {rom the services for mi;conduct will not be eligible
for employmen? in AFAD.

viii.lf sn oppliconr is relsted by blood or by morrisge to on employee working in AFAD, the
employee chould inform the fqct to the outhority before the interview is held. H6wever,
appointment of such oppliconts is discouroged if onother equolly quolified person is
qvsiloble.

ix. The outhority concerned reserves the right to decide the speciol coses where nece5s{,ry,
although certoinly this will conform to the requirements of ttre orgonization"
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x' Hunrqn Resources Deportment sholl collect, keep ond urc the *mployment-reloted persono!
df,tc in s lowful ond prudent msnner"

2.5 Types af Empl*yment

o) Temporcry: .{n *mployee shsll bE cslled e "tempersry *rnploye*" if his/h*r employment
is for s work which is r*erely *f l*mporary fisture snd is likely to h'e empl*fed within a
limited time"

b) Corual: A* emploTee shqll he cqlled c *'cqnrcl employee" if he is appointed temporerily
for q s/ork casuel in nqture. A cqsusl employee is usuelly hired os o replocement for o
permcnent full-time employee who moy be out on a long-term cbsence. They ore paid
only for the octuol finre worked ond don'f receive the benefits of full-time ernployment
such ss pold time-offs or lesves of ony kind.

c) FrobElioner: An employee sholl be colled c "probotionero' if hefshe is provisionclly
employed to fill s per$snenf posiiion and hss not completed the period of hisfher
prohotion.

d) Permonenft An employee shall be callcd s *tpermsnent employee" if helshe is *mployed
permonently in a regular pesition or cornplete: hisfher prebation period satiaf*ctcrily,

e] {ontrs*uoh An empleyee sholl be called "contrsctuol employe*o; if his/her emplayment ir
under eentrfif,t fer a specific i*b at * :pecifie rat* +f pay specially for proiect lsvel stsff.f) Volunte*r: The Volunteer sholl be csiied these who vrill offer freely giving time snd lobor,
often far community service evsr'r to lesrn ond ec;"n proctiecl experienee.

2.6 Categari*e *f Employee*

The cotegories *{ the *mployees sf AFAD may rcmely:

Grsde Stoff Level

1 Chief execurive {CEi

2 Hesd of progrqnr cperotions (DD/AD/PD)

? Monogericl level iPC/PM1PF erc)

4 Finonce, odmin ond logistics

( Monitoring evoluotion qnd doomentotions

6 Technieol leve!

7 Supervisor levei

I Front line level

Y Volunteer level

I r'! Support staff/Night guord

Chairman
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2.7 Recruilrnent & Seleclion Process

fiffi!$ffi ldentifirEtion of a vqcdnry

The Heod of the Department will identlfy a vq€oney for recsong that moy include;

i. tcb seporotion - e.g. resignction, terminotion, retirement, leove; ondlor
ii. Work requirement chonges - e.g. creotion of o new posltion.

ffi Send o "Requesl lo Recruil" to HR Depcrment

i. When a vaconcy occurs or o new position is creoted, the Head of the Dep*rtment will
submit s written request to the HR Deportment. The written request to hire shqll include Job
Description cnd Specificotion.

ii. Approvols from the Chief Executive must be in ploce before the requlsition con be
submittad to lhe HR Sepcrlment.

Arange end undericke the recfuilr$en? cctivity

i. On receipt of an opproved "Request to Reeruit", rlre HR Depurtment can select *ne or
multiple suifsbie rnethods of recruitment in cor:sultation lvi*! fhe respective Eepcrlment
Heqd.

ii. HR Deportment will be responsible for ploeing the adverfisement in the opBropriafe
odvertising medium, Where oppropriote, voconcies will olso be posted internolly on nolice
boords.

iii. ,a. copy of the oelvertisemen? shoulcJ be ploceC cn oll the (ompfiny notice hosrds for ony
recruilmetrt s* thci the en:plcyees frre infor"ned cib+uf the reci'uiti11€r:t piscess cnd csn
recommend suitsble condidotes, if ony. Needless fo stste thof employee re{omffiendstion
is a woy to secrch gooct carididcies bui by rr* m€flirs wili ii ecrry cny significcrnce in fhe
selection pracess.

iV. ln ccse af hecd hunting method for senior ievel recruilment, no odvertisement will be
required.

ffi Sources of recruilmenl

i. The sources of recruilmenf moy be internol or externol or both,
ii. Recruilmenf of condidoles from internsl sourcer Any position moy be filled up by

promotion *f the exilting stsffs of rhe AFAD followed by pr*moli*n Brocedure or they
moy be ullowed to apply through proper chonnel for the next higher pos;tion which is

notified for employment.
iii. ln cose of externol tource of recruitment, odvertisement should embody o positive imoge

of bsth the iob and the cr"gonizotion and shor.rld specify the position ritle, iob description.
required quolificotion, skills ond otlributes of the oppliconts ulong with other relevsnt
informotion.

iv. Recruitment moy be toking ploce by heod hunting for senior level stoffs.
v. The appliconts must hove sf leost I5 (fifteen) doys' time to submif the opplication from the

dote of publicotion of the notice.

ffiS# Receive snd sort out the opplicoticns

i. The HR Deparf*renf will receive all *pplicotion: and ecknowledge opplieot!ons es
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ii. After the closing dote, cpplications sf these who ore unqualifiad ond not fit for the iob will
be sorted out by the HR deportment. lf t{re sdvertisement speeifies thot the oppliconts must
po$sess o certoin degree or lhst the inciividusls musl be within a cerloifl oge range; fhes+
stondords or criteris should be considered during the sorting out.

iii. The obieciive of short listing is to pick out the potentisl employees and oppraise them for
the iob.

Formslion of Seleclion Commitlee & Determine Selettisn Methodology

i. The obi*ct of forrnlng s seleciion eommittee is to ensrire that atl cqndidqtes ore opprclsed
foirly ond people wifh the oppropriote skills ond obilities cre choEen.

i;. Normolly, o selection commitlee will consist of not le:s thon lhree members. For lhe
osressment of the listed condidotes, Recruilmenf Committee to be formed like the
f ollowings:

For Top Monagemenl Level Recruilment:

a. Chief Executive

b. One member from EC

C. Operotion Hesd /Dep*rtment Head

d. CIne Member from HR Teorn

Note: sometimes, External Exp*rt cnd representotive from Donor mcy require to invite
ss tesm member in the Rscruitment Boord.

For Mid lo Downwsrd Level Recruilmenl:

ff. Operotion Heod / Respectiv* Depcriment Head

b. One Memb*r frsm HR Tesm

C. $ne Member from Admin Teom

iii. i{embers of the selection committes must hsve no personol relstianships with applicants.
Members must disclose to the Chsir of tlre committee for ony con{liet of in?erest.. e"g, close
personol friertdship or hostility, which might influence their ebiectivity.

iv" Once s seiection committee hos been constiluted its membership must remoin constonl
throughout the selection procedure"

EE$tffiffi Assess short listed cqndidates

i. The HR Deportment will contoct the short-listed csndidotes for exom ond the condidote{s}
will he took port I00 morks exonrs like os following,

It

&

e Written Test

r lnterviewlVivo
r Procticoi Exominalion
r Field lnvestigotion

50 mcrks

30 mqrks

I0 morks

I 0 rtorks

ii. Short listed condidstes will be informed the dote ond the venue at leost 3 {three) doys
prior to fie exsrns. HR Deportment rncy use courier service/cell phone/lond phane/e-
nnoil/St*S servlce to communicote with the csndidotes selected for employnrent test-

Chairman
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Writlen Testr ,All the ccndidqtes will hsve fo sit for 50 msrks vrritten test based on
noture of the specific rvorks, pfist experience & knowledge" cn agreed bcsis, HR
deportrtrent wili selecf the question potterns l:y cansultolion with the Recruitment
Committee, vsnue snd tinie of exsnrinction.

b. lnlerviaw/ViE Exsrn: Before sitfing for the lnterview I Vrva, fhe bosrd members must
be ogreed with the criterio to be ctrecked occording to the Recruitment & Selection
Protocol signed by the concerned Deportment l-lend and the Heod of HR" The VIVA
Board Membsrs will slso selecl questions to be asked with sn obiecfive to eheck the
criterio mentioned in ihe Reeruitmeni & SE[ection Protocol before the lnterview/VlVA.
The Boord iAembers rnust go through the CY, Job Speclficstion & iob Description of
the relevsni position before the tnterview/VlVA,. the selected cqndidstes will hsve to
f qce intervie w /V W e exom.

c. Pructicql Exurninotion: The selected condidqtes who toak pfirt Wrilfen and
lnterviewr/Vicr t* be eligible for pr*cticol exominetion to know the know ledge and
post exnerience of the ccrndidstes,

d. Field Visiillnvesligotion Test: The selected cqn{riidstes to field works for their berter
understoncling whieh fhus l<now rnore insight *hout the esndidotes for the field level
interesi, knowledge ond irnpiementotion copoeity.

ffim Mske preliminory selection

i. Following the written test, interview/Vivo, proctical snd field investigotion performonce,
the selection cornmittee sholl make preliminory sel*ction of o ponef of the prospective
condidqfes ond to subnrit fhe list to Chief Executive.

ii. The panel will be comprised of moximum three selected condidotes with the first three
positions {1.1 2nd ond 3'.1).

iii. The HR deportment will ensure thst the recommendotion is included into o selection report.
The seleclion report will contoin:

a. Doeumentqtion of the short listing process;
b. Summcry of ossessment agoinst the selection criterio for eodr shorl listed condidote;
c. Recommendqtion of preferred condidote{sJ; ond Endorsement by selection committee

members.

iv. Unsuccessful condidates should be notified by rhe Humon Resources Deportment, if
possible.

ffil$tffi Get the opprovcl ond nralee the fincl selec?ion

i" Chief Executive will approve the recommendotion mode by the selection committee.
ii. Chief Executive moy even refect the recommendotion nrocie by the selection commifiee if

there ony vslid reoson.

rcIffi Formal urritten offer of employment fo condidste

Before sending written offer, the Heud of Hft wiil negotiate the solory with the suirsble
cg:rrd i dote wher:ev*r necesgcri.y.
The HR Deportment will prepore fornrel written offer ond contrsct of employment qnd will
dispatch within 7 iseven) doys of receipt of the opprovol from *e Cl,rief Exec$tive.
The chief Executive will be sole slgning uuthority for ony employment letter.
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iv, lf tirere *ny sirnilorly quolified female ond nrole eandid*fes found, fcn-roie eandiclste wi!l
be given preference {or the positon mentioned.

V. The person who hcs been ploced in lhe I $r position will be offered for ihe posl.
vi, In cose the first selected condidote foil: to ioin the second selected condidqte will be

offered and in csse the 2n'i condidste slso foils the 3"1 condidote will be offerqd. ln csse
none of the three selected csndidotes occept the offer AFAD will re-odvertise ondfor roke
further initistive for the post.

vii. The contoct shsll sddress compensotion pockoge detoils ond clorify terms snd condiiions
of oppointmenf" This should be undertoken immediotely on receiving opprovol of the
recommendotion,

viii.When it is cleor thqt more thon one person is suitoble for the opplied or for other
positions, o ponel of suilqble csndidotes will be compiled from which future similar
vqconcies con be filled reducing fhe cost of recruitment,

ilffiilIG Pre-employment Checklist

The foliowing documents shoui*i be obtoined fr"or-n fie cstrdidote prior to offering the
employn:ent letler ond designoted person frorr: Humon kesource Depcrtment wili be
responsible for collecting the docurnentsr

i. One Signed Copy af Job Offer Leiter
ii, A,pplicotion for Employm*nt
iii. Medicql Declorotion Form
iv. Copy of educationol ond professionsl certifiestes
v. Copy of Notionol ldentity Card / Birlh registrotion Certificate
vi. Three copies of possport size photosrsph
vii. Curriculum Vifce
viii. lntervie\A/ roting tormf or poper$
ix- Loyolty & $ecr*cy Agreemenf

ffiff Aroagenrpointileilt

i. On oppointment, every employee sholi sigrr letter of occeptance of oppointmenf, ond
submit copies of qll educotionolT'professionol qualificofions snd other documents/popers
os required os per terms of oppointment lefter,

ii. HR Deportment will ensure lhot oll oppointment documentotion is stored on the Personol
File ond the oBp*intment is finolized.

iii. The effeetive dqte of oppoinfment will be the doy the employee duly reports to her/hil
rerpective duty.

rcIffi lnduction progrsm

The finol step in the selection process is the induction or orientotion of rho selected candidofe
which will be arrcnged by the concerned deportment in qssociotion with HR Department.

2.8 Joining af f.lew Employee(s)

i The iaining doy for the new employee will be os mentioned in rhe employment
sgreement. lf he/she ioins before 'l l:00 s.m. of o porticulcr doy this doy will be
treated os working doy.

ii At the time of ioining, the new employee will submit o ioining letter to the HR

deportment.
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2.* ld*nlity Card

i ldentity cords with speeific ld*nlity Nurnbers will ba is:ued to oll emplal.ees upoft
ernployment.

ii The l* cord will be ren*wed r.,pon eh**ge af position.
iii ln cose of loss or domage of the lD cnrd, the HR deportment will have to be informed

immedicrtely by the ernployee.

2"I0 Probqlion Perisd

i. Ait stoff unless controctuol or on short-term employment must be initiclly emplcyed
under probotionory period for three months.

ii. The prohction period moy extend onother three months if performqnce of the
concerned sioff did nof found sotisfoctory/nol possible to ossess in the first three
rnonths.

iii. Under ony circumstences probation period will not extend for more thqn one time.
iv" The supervisor ef the concerned stqff will be responsible for opproising the stsff

performcnce ond will report ta Heod of HRAA Depcrtrnent.
v. Heod of HR14 Deportment wili report this to the Chief Executive and linol decision will

lee made by rhe Chief Executive regording extension of the probcfion period *i"
expirotion of the employment.

vi, The eoncerned supervisor must give his,/her recommendotion regording probotionqry
period well cheod, which could be minimum 15 {fifteen) doys before the expiry of rhe
probetion period.

vii. Having the feedback obout the performonce, the Chief Executive will give hir/her
opprovol by next one-week and HR departmenf will inform the concerned stcff sbouf
Chief Executive's opprovcl by next one week.

viii' in cose the supervisor fqils to provide feedbock on the performcnce within the
timefrome {15 doys aheod of expiry of the probotion period) it will be roken into
considerstion thqt the concerned stqff has been accepted by the Supervisor. By nert
fifteen days with the support of HR deportment Chief Executive will eonfirm tlie siqff.
ln cose of ony predicomeni the concerned supervisor will be held responsible for the

?"t 1 Recordr of Service

2.1 l.l Employee* PersonEl Fil*

i. Documents relaling 10 the employment cnd service wirh AFAD sholl be kept in a
5eporale file, referred os personnel file, under the custody of the HR section"

ii. The member of EC & GC onc.l Chief Executive shali hsve occass to the personnel files /
records of oll employees of the orgonizotion,

iii' Concerned depcrtrnentsl heod shoii have the right to flccess to the personne{ filesn as
ond when reqilired, of those employees reporting to him/her.

iv" All personnei's records sholl be kept under secured ond locked condition and i or in on
electronic form, if ovoiloble.

2"11,2 Contenfs of Personql File

AFAD must moinlqin on up-to-dote personnel ,1 confidential file in lhe nome of eech
employee. The personal's file sholl contuin the followings:
r iob Applicction
r Curriculum Vitoe {CV}
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r Nctional lD Card
r Birth Registrotion Certificate
r Pssspcrt rize Phorogroph
r Photocopy of all relevont Certificutes
r Vqccncy notice
o Job de*criptions
o lnierview report / test Script
r Reference checks obtsined from previous emplcyers ond referee
r Appointrnent ietter duly signed ond doted
* Performonce opproisol report duly signed by the Supervisor ond ernployee concerned
e lncrernenl / Premolion letfer
r Cspies of l*ttem on disciplincry action
r Terminstion letfer
r Any other docunrents os msy be felt neeeslory

2.11.3 Privocy of Employees lnfcrmation

The orgonizotion recognizes ond prore.ts each empl*yee's righl to privocy, The
argonizotion adheres to the following bosie principles in order to protect" the privacy of
the ernployees' personol inform*fion;

i. The collection of employees' informstion is limited to the need by the orgcnization for
officisl ond legal purpose;

ii. The confideniiaiity of oll personol informotisn coritoined in orgonizciicn'; recorcjs wiil
be protected.

iii. Employees involved in record keeping r,riil be required to cdhere to the policies cnd
proctices of the AFAD. Violotion of these policie: will result in disciplinory oction.

iv. Within the orgonizotion, occess to per$onnei file f recard is llmited to those staff
memb*rs who ore hoving outhorizotion, Access nroy olso be given to third porties.
including government ogencies, pursuont to the order ol court or subpoeno.

v. AFAD will refuse to releose personcl informotion 1o outsiders without the written
opprovoi of fie ernployee concerned, unless legolly required to do so.

vi. When cn employee ioins the orgonizotion, o personnel file hos to be estohlished snd
mointsined by rhe HR Deportment.

vii. Service records of the employees shsll be mcintained in o "Service Book" which will
contsin ncrmes & other porticulors o{ the persons employed, dote of employmenl,
noture of work, rcte of solcry, leove t*ken & records ef eonduet etc.

viii.The informotion will be moinloined on o confidentiol bssis and will not be disElosed to
onybody without prior permission of the employees qnd *re suthorhy concerned.

ix. Eoty qccess to awn personnel file will be ensured.
x. HR Deporfmenl hss to retoin the personal records for a period o{ 2 iuo} yecrs frcm

the dste of ceqse employment.

2-12 lnvolvement in ony other Remunerqtive Adivities

i. Employees will not be oilowed to work in ony other orgonizolions during his/her
employment in AFAD.

;i, No employee will be ollowed to involve in ony consultqncies or other rernunerqtive
qctivilies whot so ever, without the prior written permirsion frorn AFAD. They will olso
not be sllswed to utilize their leqve in any remunerqlive qctivitieE which couses conflict
sf inierest.
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iii' Employee who hcs legol business or hor sffiliotion with cny business portnership should
declore obout their business involvemenr qt the time of employment, But ftey will not
be sllowed to tcke ony advontoge from AFAD in ihe name sf their business.

?.I3 lnvolvernent in Politi€s ond Anti-Terrorlsm Group

AFAD is o non-politicoi ond pecceful orgcnizotion. lnvolvernenf of cny employe*s witl
cny political porties ond terrorist group is strictly prohibited. lf such connection of ony
employee fcund, s/he will be terminqted withaut cny delay.
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CHAPTER-3

3.1 Purpose

The purpose of this pclicy is to set hours of work ond to mqke provisions fo ensure
discipline ond punctuolity omong the employees in connection with doily ottendonce.

3.2 Doily Working Hours

t1

lII
i*,

The Stoffs (Manogeriol snd Non-Monogeriol) of AFAD sholl ordinsrily work 08 haurs
including one-hcur {60 minutes} interval for lunch i.e. 42.00 hours per week.
The rtandord working time for Stoffs of will be from 09,00 om io 0Sr00 pm.
Lunch breok v"'ill be from 0 j r00 - 02:O0 pm.
ln cose of ony meeting, iroining, workshop, working hours will not be opplicoble ond
time ond working hours will be notified eorlier.

3.3 Weekly snd Government Holidoys

i All employees sholl be enlitled to enioy weekly holidoy for one doy i.e. Fridoy for
AFAD office,

ii Any ernployee moy work in weekly holidoy occording to their iob requirement. But this
will not be ollowed os a regulor prcctice und will b* discsuroged ot sll levels, In thot
cose monffgeriol stoffs will be entitled to receive holidoy sllowonce and the non-
monogerial stoff will be entitied to enioy overti*:e benefit.

iii Working in weekly holidoys will be s?rongly discouroged" However, for specicl
circurnstonces, if decision hos been token hy tl:e highest ourharity or if Chief Executive
opproves work in holidoys, the ernployee who is deprived of any of the weekly
hoiidoys, he,/she shoil be cllowed, 05 soorl cs circu*lgtcnces permit, coffipensfftdry
holidoys, of equol number to the holidsys so deprived of.

ir' ,Apcrt fron'r weekly holidoys, AFAD will ollow the stqff to enioy declored governnrenr
holidoys.

3"4 The Religiorrs Eontext qnd Working Hours

i AFAD is on orgonisotion of equol opportunity. Therefore, oll employees coneerned in
AFAD will be ollowed to enioy ond perform their respective religious octivities.

ii All employees irrespective of ony religious belief will be ollowed to enioy rhe
declored Government holidoys. But srqff of respective religion will also be sllowed to
eni*y the optional holidcys ss well.

iij Office time during religious qctivities os for instonce Romodon will be fixed occording
fo the set stondard rule of the country.

iv Employees will be ollowed to enioy short breok mcximum up to 15 minutes to perfarm
regular reiigious activities.

3.5 Atlondanca

Enrployees will sttend their designoted ploce of work ot the ossigned time oncl upon
orrivol. they will hqve to report by *gning the sttendonce register or by punching in
individuol ldeniity Cord I digitol face detective device os opplicoble. Likewise, time
of deporture should olso be reported.
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ii An otiendonce register {either electronic or regirter} will be mointcined in the AFAD
office ond oll employees should record r*reir sttendonce in the register.

iii lf en enrployee sfsys outside for offieisl purpose!, it should be recorded in the
regirter. Field staffs will put their signoture with due time every doy in the register
mointsined in the offiee before going to rhe field.

iv lf an employee tokes lecve, informotion sbouf the number of doys ioken leove ond
the types of lesve should be recorded in the register cno' also inforrn rhe HR
department.

v Every stoff must hove to mointoin office timing ond however, o grsce period of 10
rninutes is allowed but should not hobituol deloy in regulor bosis.

r,i The office will renroin closed on the govemment holidoys.
vii lf qn employee connot ottend the office in the right time for ony unovoidobie

circumstonces s/he should inform immediotely the immediote supervisor through cell
phone or SMS but orriving in the office ofter I2r01 p.m. will be considered os leove
for thot doy.

3.6 Limited Working Hours for the Femole Employees

i" No femole employee sholl be ollowed to work in the orgonization from 08.00 O'elock ot
night to 06"00 O'clsek in the morning without permission of the coffipetent outhority.
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CHAPTER-4

.\

Employees Benefit and CompenEstion

4"1 Purpose

i' AFAD eiffis to proviefe enrpioy*rent which offers foir cnd equitable remunerotio;l in
relotion fo responlibility onci performcnce. Thus, the solory policy ol the orgcnizolion is
designed to cttroct. morivqie and retoin o high-coliber workforce.

ii. This policy sets out the guidelines for solsry odministrotion in the organizotion. lt should be
noted that whiie the l'iR Department formulotes the sslory palicy snd oversees the sciory
sdministrotion. itr is prinrorily the responsibility of Heod of Division/Deportment to execute
the policy in occordqnce with the principles set out.

4.2 Policy

i A bsseline soiary structure will be developed by AFAD bosing on Grode ond position of
emp loyment slr"ucture.

ii AFAD msnogement will ensure equol pay structure for oll its sfoffs sccording to the
Bo5;tion ond solory grode which wil! be nr*ntisred in the iob oppointmenr letter.

rii ln ony case AFAD monqgement v,rill not discriminate ony stoff while fixing the benefit qnd
compensolion.

iv The solory structure of the employee will be upgroded to the next step bssed on the
snnual evoiuoti*n cf the empleyeeos performonce ond schievement.

' The solory slrueture qt qll levels which upgrodeci to the next step f increqse weges tc be
effective frs per the finre decided by fhe itanogement.

=;i Child Lobour Ad will be followed in every case of employment.
vii ln designino benefit ond compensolion pockoge ,AFAD monogerfient wiil ensure that &is

hos been designed keeping relevoncy with o$er orgonisotions within the similor sector.
viii AFAD mcnagement defines benefit ond compensation in two broqd cctegories cs fcllowsr

r Solory snd ollowsnces
r Benefits

4.3 The suldry cnd oliawanres

4"3.1 Definition

The solary snd sllowsRfes sre the "Extringit" fsctor of ber:e{it, which wili be offered by
AFAD mfinsgement in terms of employment contrsct with ony employee. And AFAD
fficnogemenf is ccmpelled to poy this benefit to sll the staff, employed in AFAD.

According fo the relevqnce of [ob and ifs noture AFAD manogement will poy the stcff in the
f+llowing fflenrler:

i Mcnthly bosis
ii Weekly bssis snd
iii D*ily bcsis.
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4.tr.2 Salary Faymant Fracedsre

i. The sclsries snd ollowonces sholl be poid through bank oecounf trcrnsfer to the employee'r
individuol bcnk cccaunf but in cose of new rtoff, solcry moy be poid flrrough cross cheque
till the opening of his/her bonk qccount.

ii" In cose of payment of solqries through dreque, seporote cheque shslt be issued to every
employee in his/her nsme or transfer through inter-bsnk.

iii. All employees will receive solqries within the seventh doy of the next month through their
bonk qccounts. On speciol circumslqnces:tqf{s sholl consider deloy in pcyment of solory
ondlor solory moy be poid eorlier than ususl dotes for whidr opprovol is required from
the Chief Executive.

iv. AFAD sholl dedsct sdvonce income tsx from salary ond deposit lo goyernfl;enl iressury ss
per rules" lncome to-x return submission ond getting cleorsnce is the responribility of the
respective emplayee{s}.

y. Supporting documents required for poying employee solory:

o Employee's volid ernployment controctfoppointmen? letter to be preserved ln
employee's personnel file.

r Tirne sheet ,/ Afiendonce regisfer.
r Monthly Solory stotement from HR deportment duly cpproved by the Chief

Executive,
r lncome tox cnd ony other opplicoble decluctions ore clone irom the solary oi source.r Bonk transfer lefierf issuing cheques.

vi. The cclculotion of monthly solory should be verified by rhe Heod of HR ond opproved by
the Chief Executive.

vii. An employee shall be poid herlhis solory for ony froctionol period on pro-roto bosis.

4.3.3 Extro Allowgnce for Overtime

i. Where on employee having no supervisory, odministrolive or rnonogericl copccity works
on ony doy in ex.ess of g hours including lunch breok, hefshe :hall, in respect of oyertime
work, be entitled to ollowonce et the rete of twice his,/her ordhary rote of hosic solary.ii. Provided thot, ony such employee moy work in AFAD not exceeding ten hours including
over llme in ony dcy.

iii. Monthly sttendance sheet,/time sheet will be the supporfing doeuments for cslculotion cf
over time poyfilent.

iv. Overtime ollewonce, fhe rofe of which is .l.5 
times of hourly bosis should be paid once in o

month to employee
y. The formula of coleulotion of overtime pf,y shsll be qs follows:

Bosic Solory

208
x I -5 x no. of overtime hours I for site office staifs]

Note: 26 working days in o month X I hours in a doy = 208 hsurs

4.3.4 Festivol Allowonce

c Every en,ployee will be entitled to receive t'wo festivol bonus equivolenis to sne-
month boric solory esch which will be poyoble during the holy occqsion of Eid-ul-Fitre
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& Eid'ul'dzhq for Muslinr stoff, poid th+ full cmount in one instsllment during Durgo
Puio for Hindhu ond Christmos iime for Christion.
No employee sho!l be entitled to receive full bonus unless she/he completes prebotion
period {06 months} with AFAD otherr*.ise he,/she will get proportioncte.
Festival ollawance will be colculoied occording to previous monrh,s soiory.
The pcrt time stsffs sre not entitled io get ony festivol ollowonces.

4.3.5 Holiday Allowqnce

i. tf ony monogeriol employee works in the holidoy for of{iciql need, s/he will not be
entitied io receive holidoy ollowqnce.

ii. lf ony support rtoff will work in the holidoy for officiol need. y'he will be entitled to
receive ot the rste of which is .l..5 

fimes of hourly basis.

4.?.6 Annual lncrernenl

i AFAD may pily onnuoi increment to sll its regulor employees considering performance
revievr and rste af inflotion. lt will be followed employee's self-opprciscl with
recommendotion from the supervisor.

ii The Performance Appraisal Csrnmittee shall be formed by the Chief txecutive, One EC
Mernber, Department heads, HR Head.

iii The rste of i*crernent will be deterrnined by the performance revi*w tesm,
ir'' Employees on controctuol bosis if employed for more thon one yecr will be eligible to

get onnuol incrEment after satisfsctory performsilce which should be opprovecl hy ?he
Chief Executive.

v Other stsf{ will no? be eevered under this policy.
vi AFAD moncgement keeps the right lo held-up onnuol incremeni of ony sto{f

depending on ltre onnusl perforrnonce ond Chief Execurive will be the outhorized
person to toke decision in consultotion with ihe relevont line monoger of the concerned
stcff.

I'ii The onnuol increment will be on the bosis of the ioining date of the stoff qfter
cornpleiion of one yeor. And these will be poid in two slots i.e. sfaff thst ioined frorn
Jcnuary-June will he pcid in the month of Jonucry qnd staff who ioin in July-December
witl be poid in month of July in the next yeor.

virt Solsry Review Cammiffee will decide about the lolory of the employees os wEll or on
the increose of solory of individusl sraff and will be bssed on the performonce the
employee.

4"4 The benefit

4.4.1 Definilion

The term benefit entoils lhe meoning offering selected ond specific odvontoges lo the stoffs
other thon solcry ond sllowonces. This will be offered by AF,AD monogement for the regulor
employees ond who ore working in the orgonisotion st least for lost one yeor. AFAD
monogement will provide the following benefits for its regulor stoffs:

4-4.2"1 Contribulory Providenl Funds: AFAD will ensure o reserve fund qs securify ossuronce
of oll its perrnonent stsff members. This fund will be known os "AFAD Sta{f provident
Fund" iAFAD-CPF], which will be contributory. Both stoff ond orgonisction will equotrly
confribute 1o this fund for the benefit snd the security of the stsff. The pcliey will be
follewed in future bosed on fund ovcilobility ond crgonizotion's copocity.
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4.4.2.1.I Policy

i. The fund will encompoe! qll ,{FAD permflnent stoffs irrespective of grcde. position cnd
gender.

!i. Equol contribution of stsff <:nd AFAD will be ensured os soon os the stoff will be
confirmed in AFAD.

iii. All employees sholl subscribe to Provident Fund o sum equal to 10% of the monthly
bosic soiory of individusl employee snd ,{FAD sholl pcy equci omount qs contribution
in every monthly.

iv. The contributed omount of the stoff will be deducted from the monthly solory of the
stsff .

V. The ioint smount will be kept in seporcte bqnk occount in ony schedr.rled bank of the
country.

vi. There will seporote manqgement body to mointoin the fund which will be known os
Trustee Soorei.

vii. The Trustee Boord will be formed with fie equol porlicipotion of the stoff snd
moncrgement of fie AFAD.

viii.The Trustee Boord will prepore $epsrote policy procedures of the CPF-AFAD.
ix. ln cose of expiry of the employment, stoff on service, will be entitled to receive hoth

the contributian with occrued interest no mctter how long she,/he hos served the
orgonisotion.

x. Stsff will be sllowed to tske loan from AFAD-CPF on interest bosis ond the loan
toking procedure will be guided by AFA,D-CPF policy guideline.

4.4.2.1.2 Regulation of receiving money from CPF

No employee, who is o member Contributory Provident Fund (CPFi, shsll be deprived
due to retrenchment, dischcrge. removcl /terminotion or retirement of service of the
benefit of the CPF including the employer's contribution thereto , il sfhe is entitled to it
under the rules of thst fund.

4.4.2.1.3 Procedure far gettinE return of the CFF mcney

i. To gef CPF money ihe employee should opply to the Choirman of the Trustee Board
through the prop*r channel bv using the prescribed formot"

ii. After the opprovol of the opplicotion the employee get the money {rom the Accounis
deportment,

4.4.2.1.4 Toking loon fronr the provident fund

i. Any employee who hqs ccmpleteC three years as employee of AFAD 'arill be eligible to
get locn from the AFAD-CPF.

ii" Far the opprovol of this locn the employee strould qpply to the Chsirpersor ef the Trustee
Bourd through lhe proper chonnel by using the prescribed formst. The highest cmount of
this loon will be 80% of the totol omounl of the CPF money contributed by him/her.

iii. The loqnee will hove to poy s flot interest rote which will be decided by the Trustee
Boord.

iv, Th* AFAD-CPF locn along with the interest will be repoid in I ? months,
v. The repoyment of the AFAD-CPF loon will begin from the following month of losn recelved

by locnee and will be eompleted in 12 equol instollmenls"
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4.4.2.1.5 Dislrihulion af the Profit

The interest af AFAD-CPF money depcsiled in the Bonk ond the interest ef the loon cmount
given to the employee will be treofed os profit of the ,AFAD-CPF. The profit ecming from the
ePF rili 31'r December will be distributed omong the members of the ePF in preportion of their
totoi deporited qmounf.

4.4.?.2 Groluily

AFAD msnogement will ensure service privilege, will be known os "Sloff Grctuity {SG} Ior oll
permonent or regulor stsffs. All permonent stoff will be eligible to receive one-month bosic
solcry on successful completion of 12 {Twelve} month in eoch colendor yecr. And this will be
paid frorn the dote of ioining but sholl he counted ofter confirmotion of the service. 5G will
not be poid until the stoff leoves the orgonisotion and the omount will be kept in q seporote
Bonk A,ccount in ony scheduled bonk in the country.

4"4.2.3 Other Focilities

4.4.2.?.1 Tronsporl Fccitities

AFAD will reimburse cctuol expen$e$ for tronrport qnd field trips related expenses upon
submission of invoices. Ressonoble fsres con be clsimed withsut vouchers {such osr Tcxi,
riekshow etc.). Air fore with boording poss, troin, launch/steamer qnd bus tickets mu5t
srcompdny tlre cloim vouchers. The mode of transport entitlements for. AFA,D stcff will be os
{ollows:

Grode Mode of tronsporl

1-2 Air ticket wherever ovoilsble or AC troin or AC bus or AC
luunch csbin or sctuol closs used,

J-O Troin First closs/AC buslaC Lsunch Cobin (subiecf ro oppravcl
from tlreir supervisor cen olso svail the oir ticket on
emergency bosis).

7-8 Other mode of transporl ibus, trcin, lcunch, bost etc. normsl
fcre. not 1 '1 clcss. {subfect to opprovql fronr their CE/supervisor
con olso ovoil the Troin 1't clossr/AC busT'AC Lsunch Cobin sir
ticket on emergency basis).

I Other mode of tronsport {bus, trsin, lounch, hoot
f ore, not i't cioss)-

etc. normoi

Note:
ln ccse of rtoff from reriol 'l &2 trsvelling together by on office ccr or rented cor msy
be qvoiled upon prior opproval f rorn respective Proiect AAonoger. However,
considering the trqvel time it is recommended to ovoil economic qir trovel to optimum
u:e of trip rime"

The Chief Executive moy woive the above-menlioned rules in coses where o group of
employees iroveling from different grodes 1o present the orgonizqtion in doner flot
form or attend ony summit,

,A coretoker moy occompony o femole employee or beneficiory who is ottending on
external rneeling, lroining, or workshop thof requires on overnighf stcy ond hos
children under the oge of six. Stqff ond beneficiories will receive the Esme omount of

a

a
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sdd;fi*nfi! reimbursement in this cqse. However, if funding is constroined, ctof{ orbenefieiaries may be responsible for covering the costs.

4.4 "2.4 Mabile Phane Allowonce

ln order to perf*rm duties, the employees need fo communicste with each other qnd withother stekehoiders on regular basis. AFAD will provide mobile eilowonce ta oll stcffs forusing personql Celi Phone and lnternet, rechorge cmount ond eligibility is subiect toqvqilsbilify o{ donor opproved budget.

$1" No SlEff Grode Recharge Amounl rqnge

I Chief exeeutive {CE} 1 CI00-30G0

') Heod of progrsm operotions tDDlADipD) 800-2500
,l

Monogeriol level (PC/pAArlpF etc) 500"2500

3̂ Finonce, odnrin ond logistics 300-2000

5 Monitoring evoluotion ond doolmentotions 300-2000

6 Tedrnicollevel 300-2000

Supervisor level 300-2000

I Front line level 2CI0-1 500

I V*lunteer level 200.1 500

1n Support staff/Night guaret 1 00-500

4.4.2.5 lnsurEnce Fscilities

AFAD will orronge group 7 ;ndividuol Life lnsursnce coveroge for each employee to meet up
ineident, it wil! be followed in future subiect to *voilsbility oifund,

4.4.?.65olEry Advonce

i' AFAD will gr*ni on odvonce which not exceeding the sum equivclent to one-month
bosic solory" Such odvsnce moy be releqsed in distress circumstonces i.e" serious
iliness [n the fomily, morrioge, unexpected expenditures snd subieef to the
cppravol af the Chief fxecutive. ln ths csse of the Executive Direetor f proieet

. Director, the oppr*vsl of the EC will be required,
ii' Solory odvonce up to B0% of the cu.rent nronth's sorory moy be oilowed.iii' Such sdvsnce should be repoid within o six-month period storting from the second

monfh' No *dvsnce :hall be nrode, if there is cn outstcnding due poyabl* to
AFAD. No more thon one odvsncs shsll be given within o iwelve-month peiiod"

Chairman
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4.5 Solary qnd Performonce Review Committee

The fallowing conrmiftee will review solory of employees fron: tinre io fime in order to
ensure competitive solory for the quclified stoffs:

$1. No. Designalion

1 Cirief Executive

2. One EC rl'tember

3. Deportment Hesds

The finol opprovol will be token hy consultotion with the fhoirmsn of Execuiive
Comrnitiee.

4.6lncome ?ox

The compony will deciucf lncome Tox from monthly remunerolion of employee in
cccordonce with the upplicoble Tsx Lcw provisions. However, employee will iemcin
responsible snd lioble for the submission of t{ieir personol tox return snd far the
pcyment of ony toxes those ore due in rerpect of their entire toxsble income.
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CHAPTER-5

5"1 The d*finitlon

For the benefi* of the orgonisotio*, the stcff af ony cst€gory may psy s visit to any
orgoniscfion, ony country or eny ploce ot ony time. StCIff diro rnay via:t to any ploce outof their own interest with their own qccord. As on orgonisotion A,FAD will encouroge these
initistives on the following ground:

i. The visil must be purposeful
ii. The purpose must serve the orgonisotionsl befiefit.
iii' The visit murt focus on the fsme ond gocdwill of the orgonisation

5.2 Policy

i. Ali field visits nus? be recommended by intrnedicte supervisor sr section hesd and to
be cpproved by Chief Executive"

ii' Chief Execufive keeps the right to concel ony visit withoui showing cny reoson.
iii' For ony visit prior opprovol ntust be token from Chief Executive. For short visir up to

holf o doy supervisqr will be ollowed to give opprovol on his/her ovrn discretion_
iv' Any stsff member moy get invitotion from other orgonisotion. Prior to respond the

invited stoff members must get prior opprovol from Chief Executive with the
recommendotion from imnrediate supervisor. Chief Executive must corroborote thst the
visit is purposefulto orgonisotion ond will opprove the visit.

v. But if stoff member responds to lhe invitotion without the permission of Chief Executive
in thqt corc oll the responsibilities will entirely go to the stoff concerned snd rhis will
be treoted cs personol visit. And for any consequent situotion the stcff member will be
responsible for that ond disciplinory oclian will be token oguinst the concerned stslf
for such proctice.

vi. Any stoff whenever will be ollowed to virit ony ploce must corry flris in mind ihot
hef she is corrying the goodwill ond lhe fcme of ttre orgonkstion. Therefore, for ony
deviotion to this stoff member will hove to reply for the incident.

vii. Stoff members, who ore ollowed to visit cther orgoniss?ion or ploce. musf not give ony
decision unril they ore quthorised. Any exception to this, the concerned stoff memher{s}
will hcve to tske the responsibility.

viii'Staff rnurt submil s brief written feedbsck to their concerned supervisor by next three
doys ofter returning from the visit ond flrrsnge tc shore hisfher experience with the
deparlment or with ihe collecgues of the working place.

ix. ln cole the virii is concerned with troining relevont sfsff must give a detoil troining
report to Chief Execuiive through propsr chonnel and shqre oll relevsnt troining
documents wifh the department or with the colleogues of the working ploce.

x' When o stsff visiting ony place or orgonisotion on their own occord permission is rnust
fronr the Chief Executive. lf fte visit involves more thon one dcy, stoff nrust ge? relefrse
l*tter frorn the Chief Execufive.

xi' For alI expenditures {oncerning the stoff must suhmit the bill ss per finoncisi rules ond
procedures.

xli. Ihe seme policy will be opplicable in cose of regulor field visir far argonlsorional
purpose.
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xiii.Staff must clsim his/her visit expenses within ftree doys from ?he doys s7lhe har
returned from the visit. The weekend doys ore exception to this policy. lf the stcff
concerned lokes sdvonce cgoinst visit, then sorne poliey wltl he cpplieoble.

5.S Trovel

i. Convenience of the traveler ond urgency o{ the trsvel sholl be considered in selecting
the following mode of tronsport:

Grade Mode of lronsport

1-2 .Air ticket wherever ovoilable or AC troin or AC bus or AC
lsunch csbin or octusl closs used

3-6 Train First eloss,/AC bus/AC Lounch Cabin (:ubie$ to approval
f rom tireir superviscr csn also crvoil the sir ficket on
emerEency bosisi.

7-8 Other mode of tronsport (bus, troin, lounch, bost etc. normql
fore, not I * clqss. {subiect to opprovol from their CE/supervlsor
csn olso avsil the Train I s classT/AC bus/nC Lqunch Csbin air
ticket on emergency bosis)"

I

i;. The travel*rs must ottoch the ticket for bus/troin/lavnchfB,oot during submission of the
lrovel bill.

iii. Trovei Expenses hove to he clsimed lhrough Trovel Expense keport {TER} on
eompletion of qn ouihorized trip.

!v. lf the troveler intends to use official transport, he/she musl request fhe Administrsfion
Deportment through Trqvel ltinerory iTR) ot leo:t three doys before the trsvel
coff.lmences with copy of the TR" No verbsl request will be eniertoined in cose of using
office tronsport.

v. Troveler hos to certify the fuel bill, toll receipt, vehicle logbook while sheT/he is
troveling by officiol tronsport.

vi. Trovel Expenses Report should be submitted to the respective rupervlsor within 7
(seven) doys on complefion of the travei. The Supervisor will forwsrd the ssme to the
,Accounts Depor?ment immedictely olong with his/her comment, if ony. Accounts
Dep*rtmenf will check the qccurocy and entitlement cnd settle the clsim.

vii. The TER must be used to docunrent sll travel expenses ineurred on eoch trip. All
expentes regardless of smount must be itemized. Psid receipts, bill or similqr
evidences for each item, must be ottoched ro the TER to support the cloim.

viii. Accounts Deportrnent will settle ?he eloirn ancl/ or odiust the qdvonce, if ony, of?er
opprovol of TER.

ix. lf o trcveler, who wos poid on odvc*ce, foils to submit TER wirhin the time specified
chove, the sdvsnce so poid to him moy he deducted {rom his f her solcry,
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5.4 Accommodotion

Troveler shol! be poid moximum lodging eost os per the poliey of ,AFAD and shol! in no csse
exceed the opproved rote. The rote of occommodstion focility for the employees shcll be ss
followsr

$ericl Grcde High-cosf ureo [ow-co*l areo

1
!.1
l-2 35CIo 2500

2 3-6 2500 2000

3 7-8 2000 'r50$

4 I 'r0CI0 800

The trqveler shsll hove to submit the bill with TER to clqim qccommodstion expenses.

5.5.1 Per-Oiem

ln oddilion to the lronsportction snd lodging costs, the trsveler will be paid per-diem to over
Meols and lncidentol Expenses. The Per-Diem sholl be colculsted depending upon the time
covered by rhe lravel, There will be two rstes that toke the osrocioted rnorket price ond the
geogrophic oreo inio occount.

High-cosl qreo: ,All divisions of Bcnglodesh und Tourirt orea {Cox's Bozsr, & Kuakoto}

Low-cost ores: All districts other thot high-cost oreo.

Nster lf food is provided {fulllportly) by donor or eyeni orgcnizer, then per-diem wil! be
deducted proportionutely.

5.5.2 Per-Diem Computotion (ln country, Locol)

When trsveler moves owoy from the duty siotion ond stoys overnlght in some other sreas for
officiol business, Per-Diem shsll be paid os per the following rates:

Noler No supporting voucher
qllowonce"

receipt is required for claiming reinrbursement of doiiy

Chairman
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Breokfost (Tk.) Lunch (Tk.) Dinner (Tk.) lncidental {Tk.} Tqtal {Tk.}
l -50 500 500 1.50 r 300

Brau*foei (Tk.) Lunch {Tk.} Binner {Tk.} lncidenral tTk.l Tofal tTkl'r00 350 350 100 9CI0

Des*iplion Time
Breokfsst When trovel stsrts 7AM or retums ofter 7AM

Lunch When trcvel storts l2 PM or returns after 2 PM
Dinner When trsvel stqrts 7 PM or returns st,ter 7 PM

lncidental lncideniol is eligible in cose of overnight stay



5.6 Overseas Travel

ln ccse of overgess lravel, donor policy wiil be followed. However. if there is no specificguideline the following lump surn rofes will be opplicabler

Trcvel Expenses hsve io be eloimed through Trovel Expense &eport {TERi on conrplefi+n ofon uuthorized Proiect reloted trip. A somple TER is enclosed in Annex herewith.
Trevei Expenses Rep*rt should be subntit*ed to the respective supervisor within 7 {seven}doy; on cor"npletion of the trovel, The Superviror will forword the ssme to the Accounts
$eportment immediately along with hisfher €ommenl, if ony. Accounts Departmenf will
check the occurscy ond entitlement ond settle the cloim.
The rER must be used t* document oll trovel expenses incurred on eoch trip. All expencesreqordless of onrounl n:ust be iteniized, Poid receipts, bill or sinrilor evidence for eod1item, must be qttoched ts fhe TER to support the cloim.
Accounts Deportment will seitle the clqim ondf or ociiust the odvonce, if ony, cfier
opprovo! of TER.

lf s traveler, who wss Beid sn sdvsnee, fails to submil TER within the time sp*cified
obove, the odvsnce sc poid to him mcy be deducted from his f her sorory

Nole; Yeorly I09/o incregse rnoy be ollowed os per mcrnogemenl decisian,

5"7 Other Reimburseble Expenses

ln sddition to reir,br.rr*ernent of trsver expensesr Eccommodotion ai ocivol ond p*r diempsyment, the followinE expentes may olso be reimbursed to o trqveler subiect to submissionof soiisfsctory documenfof ion:

i' Locol Tranrportolion: ,Actual loeol tronsportetion cost"'vvherever possible trsveler rhould
enclose trsnsportstion bills.

ii Photoeopying: Chcrges for photocopying of documents in connection with officioi business.iii' Olhers: Reqsonoble, snd necessary expenses like oirport toxesr emberkstion fee, ondexcess boggoge chorge due to carrying officiol documentsfgoods, etc. rfiey hereimhursed sub!ect to submis:ion of ifemized receipts.

5.7Trcvel Expense Raporf {TER)

t.

,t,

trr.

tY.

v
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CHAPTER.- 6

6.I lntroductlon

Promotion may be s move to o pcsition of higher rcnk, responsibiiity cnd soiory. Often,ernployees moy odvonce to positions that don't come with higher monogericl outhority-lnstead, these odvsncemeilis rnoy be o coreer or role chonge thot helps .*[loy.*, develop
cnd grow' Empleyees muy be promoted within the ,sme or o*nother depcrtment or brsnch.

Prontotion is one of the more pleasont eyerits thot ore likely hoppen to people in cnorgonizotion" Senerqlly, it is given os recognition of o person's posi performcnce snd fufurepromise.

6.2 Conditions for Promotion

Th* r*gin condition: of prcmotion ore:

i' Reossignmsnt of higher ievel iob io on err:ployee than whst he is presently performing.ii' The employee will noturol!y be delegcted with greorer respon*ibility ond aufhority thon
whoi he hos hod esrlier.

iii. Promotion normolly occomponies higher pay.

6.3 Purpose of Promotion

Organizotions promote the employee with s view ts achieve the following purposes:i' To utilize ?he ernployee's skilis, knowledge ot fhe oppropriote level in the organizationol
hierarchy resulting in orgcnizationol effectiveness cnd ernployee sEtisfqction.ii' To develop cornpetent spirit ond cooch the enthusiosm in the employees to ocquire the
skiils, knowledge ete, required by higher lev*l iobs.

iii" Ts develop eompetent internol source of empioyees reody io toke up iobs oi higher level
in the chonging environment.

iv. To promote ernployee's self-development qnd make them owoit their turn cf promotions. lt
r'educes lobour lurnover.

v' To prornote o feeling of content with rhe exisiing conditions of AFAD ond o sense of
belongingness.

vi. To prornote interest in troining, development progrommers ond in tecm development
oreos.

tlii. To build loyolty ond to boorr morole.
viii.To reword eommitfed ond loyol employees.
ix. To get rid of the problems creoted by the lecder of workers' unionr by promoting

6"4 Benefit of Promotian

i' Promotion ploces the employee in c positian where an employee': skiils ond knowtedge
csn he befter utilized.

lt. It creotes ond incresses the interest of the other employees in lhe compony os lhey believe
thct they will also Eet rheir tum,
lf creates omong employees o feeling of content with fhe existlng conditions of work snci
employrnent.
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iv' lt increoser interest in acquiring higher qualificotions, in training End !n self-development
with s view to meet the requirement of prornotion

V. Premolion improves emplcyee morsle *nd iob s*tisfsction.
Vi. Ultimotely it improves orgonizotionol heslth.

6.5 Bqsis of Promotion

i' AFAD sholl follow merit bosed promotion followed by perforn'ionce in fhe preself iob.ii' Considering on individuoi employee's skills, knowledge, obility, efficiency ond optitude
os meosured from educstionor, troining ond post emproyment record.iii. Recommendarion for promotion by rhe performcnce evsluotion teom.iv. Promotion is mostly s "rev,rord" for post efforts cnd successes.

6.5 Generql policy of promotion

?l're foilowing regulotions shall opply in respe.t of promorion:

i Promotion conn$t bE clsimed os c motfer of right. ln sll motters rela?ing to promotion the
decision of the Performsnce Evoluqtion f Appraisal/ Promotion Comrnittee shol be fincl.ii The Pro*rolion Comnitfee will b* formed by the Chief Execyiive, One member from EC,
operctionol Heod/Deportmsnt Hecd, Heod of FinoncE & HR Heodiii AFAD wiii ensure equal opportunities for promotion in Ell cctegories of iobs, depertments,
ond regions of on orgonizotion

iv AFAD wili maintsin foir ond imporiiol policy for promotion.
v AFAD will not give roonr for nepotism, fcvoritism etc.

6.7 Process for Promotion of Staffs

AFAD sholl estoblish o. promotion review process end of eyery yecr i.e. December. During this
process, the hesd of the deportment moy consider selecting employees to move to o hijher-
tevel posifion, or o porition thst better motches their rkllls ond ospirotions. Spontsileous
promotions moy olso sccur if o business need srises, For promotion of Heod of the department
cnd obove, the EC will toke the decision. The following process sholl be follawed by AFAD for
stcff promotionr

i' Meet with employees to tolk sbout their csreer goals ondT/or ospirotions for o promotion,
Ihe hesd of flre depariment should creste ccreer plons {or their teom members.

ii' ldentify opportunities to promote one or rnore teom members, if oppliccble {by either
filling vcconcies creoring new iobs or enhoncing iob titles.)

iii. Discuss the prornotion with Heod of HR to receive opprovol. The heod of rhe deportments
should olso oEk HR about the new position's :olory ronge ond ony new benefils they
should present io their leom menrber.

iv. Arronge o meeting with the employee to determine whether they' would be hoppy with
this eoreer moye.

v' The respective deportment must keep detoiled reeords of rhe procesr to suppert their
decisions lo premcie employees. These records mcy slso coffie in hondy if other
employees find the decision unfoir or sue ihe cornpony.

vi' For promotion of Head of tlre Deportrnent ond obove. ihe EC will evolusie their
performonce snd tqke the decision for promotion.

Association For Altcmatlve
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CHAPTER.T

7.1 Lesve Policy

i. Employeer of AFAD sholl be entitled to lecve occording to their entitlement provideC in
this Monual.

i;. An employee desiring to toke e leave of oblence sholl opply os fler prescribed formot fo
the concerned outhority in writing ond shcll stote therein the reason for the leove ond the
omount of teove time desired.

iii' lf sn employee, ofter proper explonolion of leove, desires qn extension thereo{, he/she
sholl, if such leove is due ro him/her, opply sufficiently in sdvonce before the expiry of the
ieqve to the concerned outhority who sholl, as for os procticoble send a reply (written/'e-
mf,il/SMs) eifher gronting or refusing extension of leove to the employee to his/her leove-
qddress.

iv. Reosonsble leove in odvonce of occrued entitlement
request snd ot the discretion of the Chief Executive.

moy be grunted on

v. Before going on leove, the employee w!l! lrove to h*nC over h*r/his charges to cn
olternolive person/supervisor if necessory.

vi' Under normol circumstonces, heod of field office ond his/her sssisfsnf would not be
qllowed to on leqve at the some time.

vii. The HR deportmeni will mqintqin up-to-dote lesve records of cll its employees in the
prescribed formot and employees hove the right to hove sccess to lesve record
rnsintoined by tlre outhority.

7.2Types of Lecve

Employees of AFAD ore entirled to the following cotegories of leove:

i. Cosuol Leove {CL}

ii. Annual Leqve f Eorned Leove {ALIEU

iii. Sick leove {SL}

iv. Moternity Leove {ML)

v. Poternity Leove {PL)

vi. Leove without Poy {LWP}

7.7.1 Cususl lenve {CL}

i. Cersucrl Lecrve is grcnted for certeiin unforeseen situciticn.
ii" All employees shsll be *ntitled to cosuol leave with full poy for 10 (ten] doys in o

colendqr yeor. Such leave will be colculoted on o pro -rota bosis for ony period of
service which is less thon I2 (twelve) months.

iii' Cgsuol lecve shcll be enioyed by the prior permission of the competent cuthority without
sudden emergency like sudden deoth of family members, occident etc.

iv, This leave wi!l not be gronted for msre thon 3 {three} consecutive doys o? o time.
Y" Temporory. port time or controctuol employee shsll not to entitled to enioy such lesve
vi. Admisslbfe costial leove shall not be cecurnulst*d qnd corried forward to the succeeding
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7.2.2 Annusl Leqye {AL)l Esrned Lesve (EL}

i' ,Annuql Leoves/eorned leoves ore eorned by the employee in the previous yeor ond
enjoyed in the preceding yeor" This is olso known os privileged leove.il' A,ll permonent employees of AFAD qre entitled to enioy 20 (twenty) days onnuol leove
with p6y ofter co*rpletion of one yeor of conti*uous gsryice.

iii, Request for snnuol leove to be mode of leost two weeks before the leave proyed for.iv' lf on employee does nol, in ony period al 12 (twelve) months, tqke the leave either in
whole or in port, to which hefshe is entitled, such leqve shcll be odded to the leqve which
he is entitled to in the :ucceeding period of 1 2 (twelve) months.v' An employee sholl ceose to eorn ony onnuol ledve, when the eorned leove due to him/her
smounts fo 60 (sixty) days.

vi' The AFAD manclgement moy deny o leqve request due to urgency of work, provided the
concerned superviror hos mqde the first deniol.

vii. Annuol leave moy be deductedy'cdiusted for genuine prolonged sick leove.viii' Any weekly holidoy or public holidoy fqlls between the opproved onnuol leove (suffix
ond prefix). shqll be considered os their onnuol leove.

7.2.3 $ick leove tSL)

Sick lesve is allowed when sn employee is sick ond physicclly unfir to ottend the office
ond corry out officiol ossignments,
Every employee rholl be ollowed sick lecve for o maximum of i 4 {fourteeni doys in o
colendcr yeor with full poy. Such lesve vrill be colculoted oil q pro -rots bs:is
for ony period of service which is less fian l2 months.
Sick leove sholl not be occumuloted snd corried forwqrd to the succeeding yeors.
Sickness continued beyond fhe entillement sholl be chorged from onnuol leove if ony.
A medicol certificote from o registered medicol proctitioner will hove to be obtoined when
on employee is sick snd obsent from dufy for more thsn 3 (tlrree) consecutive working
doys.
Af the end of lesve concerned employee will submif [oining letter to the HR deportment
olong with oll medicol certificotes if the reqve period more thon 03 doys.

t.

il.

iltilt.

tv.

VI.

I.2"4 Malernity leove {ML}

i' AFAD supports the policy of promcfing mcternol heolth during pregnancy snd ofter the
child birth' An expectcnt mother will get oll possible support from the orgonizotion
throughout the pragnoncy ond sfter childbirth.

i. Every femole employee sholl be entitled to maternity benefit for rhe period of I {eight}
weeks preceding the expeeted doy of her delivery ond I {eighti weeks immediateiy
following the doy of her delivery.

ii. A womon employee sholl not be entitled to enioy such benefit unless she hos worked in
AFAD for o period of not less thon 6 {six) months inrmediotely preceding rhe doy of her
delivery.

iii. A pregnoni employee must opply for moternity leove ot leosr 8 (eight) weeks before the
expecfed delivery dote.

iv. No such benefit sholl be pcyoble to o female employee if ot the time of her delivery she
has 2 {twoi or more surviving children, hut in fhot cose she may enioy ony leove which is
due to her.

v. At the end of leove, concerned employee wlll submit ioining letter to the HR deportment.
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7.2.5 Poternity leave {pL}

i' Every morried m*le employee of AFAD shall be entitled to enioy o7(Seven) duysFnfernity Leave (pL).
ti' No such leqve sholl be entitled if st the time of delivery of his wife has 2 {two} or morcsurviving children, but in thqt csse he mcy enioy eny lecve which is due to him.

7.2.6 lesve Withour Fgy (LWp)

c' Leove wilhout pdy msy be gronted for genuine reosons, if on ernployee requests for suchleave wilh genuine grotrnd.
b. Applicotion sholl be proceeding though proper chonnel.€' Such leuve connol be qvoiled without prior opprovai of rire Chief Executive bssed onrecommendqtion of llne monoger ond HR monoger.

7.3 Leove Approvo! Authority

The competent leove cpprovoi outhority is mentioned below:

7,4 Ahrance without Pesmission

i' No employee sholl rernsin obsent from duty without obtoining prior permission. The
outhorify reserves the right io deduct solory of on employee for unsufhorized obsence
from duty even for one doy' Provided thot the omount of such deduction sholl, in no co!e,
he more thon the omount of solory poyoble to him/her for the period of qhsence cnd the
deduction v,rill be mode on bosic solory only.

ii' Hebituol obsence without leqve of cbsence for rnore thcn I 0 {ten} doys ct a time without
cbtoining iesve will be considered os misconduct ond disciplincry'procedure w.ill be
fcllowed accordingly ofter mqintcining due process.
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Types of Leove Concerned Authority for [e{ve Approval
Cssuol Leave

AAediccicr-1,JILK

Leqve
Leqve of opplicoiion of oll the Depcrtmentol Hesds wifi be
approved by ihe Chief Executive.
Leove of opplicofion of Chief Execurive will be cpproved by the
Cheirmsn of EC

a

a

o

R eespectiv Hesortmentol willdDep be fole clrresponsib rov ofolpp
leo conceol rned )sr?mento ernsep rhployee by Chiefinforming
Executive,

"Annusl
Esrned Le*ye

Execufive will opprove onnuol / eorned leave of ol!

Annuol f earned Leove o{ the chief Executive wrll be oppraved by
the Chqirmon of EC.

a

a

The Chief
employees

iAoternity
Leove

Executive will opprove Moternity Leove of oll femolea

em
The Chief

Poternlty Leave The chief E.xeeutiv* will cpprove the palerniry Leove of qll ms!"r!ed
mole

,

Leave Without
Psy

The Chief Execr;tive rviil opprove the Lesve With*ut, Poy {L\#F} of
oll em



CHAPTER.S

6

S.I . Policy

i' ArAD sholl flot engoge in or suppor? fhe use of punishment, n:entcl or physiccl csercion.ond verbsl obuse.
ii' AF'AD shsll nct ollcw behovior, including gestures, lcnguoge, ond physicol confoct, ?hot issexuolly coercive, obusive or exploitotive.

8.2 list of lYlisronduct

rhe following octs ond omissions shsll be treoted os misconduct:

i' willful disohedience, whether slone or in comhination with others to ony lowful +rreosonoble order of o superior;
ii" theft, milcpproprioti*n. fraud or dishonesty in conncction with business or property ofthe ernployer;
iii' toking or giving bribe in connection wirh his or any o#ier employee's ernployment

under the employer;
iv' hobitual qbsence without leove of obsence for more thsn I0 ifeni days ot a time

without ob?oining leove;
$. lr*bituol lote ettendcnce;
vi' hobituol breoch of ony lsw or rule or regulation oppliccble to the estoblishment;
vii. disorderliness, riot, $rso* or breckoge in the eitoblishmeni;
viii. hqbituol negligence in work;
ix' hobituol breach of uny rule reloting io employment. including dilcipline or conduct,

opproved by rhe ourhoriry;
x. cltering, farging, wrongfully chonging, damoging er cousing lose to employer,s

officiol records.

8"3 Penolties

Any employees found guilty of misconduct mcy be owsrded ony of the following puni:hments,
nomely:
i. Dismissol
ii. Reduction lo o lower posl, grode or scole of poy for o perlod not exceeding one yectr;
iii. Stoppoge of promolion for a period not exceeding one yscr;
iv, withholding of increment for o period not exceeding one yesriy. Fine imoxirnum of 1 1ok al bosic solar.y); -

vi' Suspension without solcry ond sublistence qllowsnce for o period not exceeding seven
doys;

vii. Censure or worning.

8.4 Disciplinory Procedure

8.4.1 Preliminory Enquiry

i' Freliminory enquiry rnay not be required for all the situations. Preliminory enquiry will be
required when there is lack of enough evidence thof the event hss occurred, Noturolly, in
the eve*t of verbol fibuses, c preliminory enquiry moy be required.
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ii. ,A person designatec! by the cuthority :hall conduct o prelinrinory enquiry f,E soon o: the
csse is reported

8.4.2 lssuonre of Charge Sheet

When cn employee is to be proceeded ogoinst for cny offence, the quthority sholl:

i' Frome o chorge she*t specifying the chorges brought sgoinst on emplcyees ond
communiccte it to the employee concerned {hereinofter called the cccused} on which it is
bcsed; ond

i;' Nol less ihon seven doys'lime, from the doy the chorge hss been communicoted, sholl be
given to the sccused to explain.

iii" lf the sccused does not submit ony reply or if the outhority is not satisfiecj with the
explonotion given in response to the show couse notice/ihorge sheet, on Enquiry
Commi?tee sholl be formed to inquire into rhe chcrges broughi ogoinst the occused
employee.

8.4.3 Formslion of Enquiry Committee

Tl-'e suthority shell form on inquiry ccnrmittee eomprised of rhe equol number of
representqtives f rorn the monogement {nominated by rhe Chief Execurive} ond the
employee's sides incminoted by the oceusedi if ihe accuse hqve no supervisory,
cdministrative or monogeriol copocily;
in eose the accus*d employee is o person hoving supervisory, odministrotive or fforldgeriol
copacity, the outhority sholl constitute the inquiry committee with the person(si of its own
choice.
To oct os q member of on enquiry commiftee, o person must meel the following criterion:a. The person is nof o witness of the reported oiiegctions;
b. The person musi be working in o senior position thon the perron ogoinst whom the

ollegcfions cre mode;
c, The persons who hove not condueted the preliminory enquiry on the ollegotions or whs

hove not ony informotion obout the event.
d' The person who hos not ony kind of enmity with the person cgcinst whom the enquiry

will be conducfed.
iv" The oceured ccn exprets in writing hitfher reservation about ony of the enquiry committee

members. lf the reservotion is found reosonoble, the outhorlty may chcnge the committee
mernbers.

8"4.4 !ssuing Enquiry Notice

The Enquiry Committee sholl issue o notice asking the srcused to sppeor before the
Enquiry Commiftee at o particulcr place stoting the speci{ic time of oppesrsnce with all
documenlcry evidence snd wilnesses, if cny, wirh o copy to fhe nominee of the
employer/orgonizoiion who will present the cose in support of the chcrge sheet before ihe
Enquiry Cammiitee.

8"4.5 Proredure of the Enquiry

i. The enquiry committee will reod out the chorges cgoinst the qccused ond exploins the
charges snd qskr the accu:ed whether he understqnds the ollegotion. ln csse the
occused odmits the guilt, no need to question the witnesses, but if he/she does not,
proceedings will begin.
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ii' The enquiry Committee shall follow the following course of acrions while conducting
enquiry ogoinsl cny occused employee.
a- The sccused sholl be enfilled to cro:s exsmine the witnesses ogoinst him/her ond

s/he should be slloweo' to present witnesses in his/her defense.
b. The Enquiry Commitlee sholi record the sfslEment of the occused ond wilnesses af

both sidas ond shsll obtqin signoture of qll the witnesses in their respective
stcternents duly reod over to ihem in the longuoge they understond. lf the occused
50 ogrees, his sigttoture should be obtoined in the stotenrents of oll witnesses ts
keep o record thot the evidence of oll the witnesses were tcken in his presence. lf
the occused refuses to slgn the stotement ot the time of enquiry, this foct should
clsc be recorded ond signed by other witnesses ond fie Enquiry Committee.

c. lf the occused person odmits the chorge ogainst him the Enquiry Committee will
record 'Pleods Guilty' and iheresfter sholl give his/ its findings,

d" lf the aec{.,sed pleods 'not guilty' th*n oll wiinesses in suppo;.t of the chorge sheet
will be exomined individually in presence of the occused. No witness sholl be
sllowed to be preseni during the exsminstion of sncther wilness.

e. lf the occused, ofler being duly inforrned, sbsents him from the enquiry without
proper reoson or permission, the enquiry shoil proceed expert.

f. The enquiry sholl be confined to the chorges ond no irrelevont evidence sholl be
odmifted by the Enquiry Committee.

iii, The inquiry hos to be completed within 60 doys.

8.4,6 S$bmission of Reports

After" conclusio* of ihe enquiry. the enquiry officer,/committee sholl submit hisfits repsrt
to the Chief Execr.rtive with his/its detoil findings u,herein the officer/cornmitiee must
specify whether the persorr is feund guilty or not.

8.4.7 Considsrction of the Enquiry *epor* by the lltcnogemenf

i' The Chief Executive will consicier the enquiry report. And the cuthority moy or rnoy not
occept the enquiry report. lf the outhority decided to reiect the report. it must cleorly
sel out the reosons for which tlre report is reiected ond moy order for o freslr enquiry.
ln thot cose o new enquiry officer will he selected to conduct the enquiry.

ii. While conducting the Enquiry, the enquiry officer will compiy with fie procedure os
mentioned in 8.4.5.

8.4.8 Ar,rrqrd lhe Punishment

i. The Chief Executive, hoving regord to the f indings on the chorges, :holl posr
oppropriote orders.

ii. lf the sccuced i: found guilty, he,/she rnay be dlsmi:sed or given ony other punirhrnenl
mentioned in 8.3.

;it. lf helshe is not faund guilty, he/she wi!l be ex-onersted from rhe chorges.iv. ln owording punishment, the Chief Executive sholl tske into qccsunt the previout recordof the employees concerneC, fte grovity of the n:isccnduct, o.hieu**urt ond
contribution in service, onC ony other ihot moy exist.

v. Punishmeni sholl be consistenl for oll for similqr offence.
vi. The effective dote of ony sort of punishment sholl be rhe dote when rhe finol decision

is mode. ln no circumstonces, it connot be effective from s prior dote thon the date
when the finol decision is mode.

+
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8.5 Suspension

i' An employee ogainst whem a disciplincry action is proposed tc be tcken moy beploced under suspenslon pending enquiry into the chorges ond, unless the motter ispending befs;'c any court, the period of sueh ruspension shali not exeeed 60 doys,ii' Provided thot the orgonization moy, insteod of his suspension, require himfher toproceed on such.leave ss nroy be due snd cdmissible to himr/her from such date osmay be specified in thot order.
iii' lf the employee concerned remsins under suspension during the period of the enquiry,s/he will be poid q subsistence ollowonce (half of bosic solory) ond will be entitled toreceiye other ollowonces in full os opplicoble.iv' An order of suspension sholl be in writing cnd moy toke effect immediotely on deliveryto the employee.
v' lf, on enquiry, on employee is found guilty of ony of the chorges olleged ond ispunished, he/she sholl not be entitled to iir/r,ur soioiy for rhe perioa of sus-pension forenquiry but sholl be entitled to the subsistence ollowonce. ln the enquiry if ire is foundnot guilty of the chorges he sholl be entitled to.vi' lf the employee is not found guilty, heTlshe droll be deemed rc hove been on duty forthe period of suspension pending enquiry ond sholl be entitled to the rest of the omoun?of. hisr/her poy for rhe period of suspension ond the subsistenee ollowonce shsll beodiusted occordingly.

8.6 Reviewing ond Appeoling

i' ln cose of punishmeni, the ernployee concerned will hove the right to mske on oppeul tothe suthority for reviewing the penalties imposed wifhin 30 doys from the dote on
which the employee wos informed of the punishment order.ii' The outhority moy overturn, modify or reinslote the punishnlent upon review. The
severitv of the misconduct or the committed offence ond the prevoiling circunrstonces
will be taken into considerstion while reviewing the oppeol.

"r"'8#ffff}ml"
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CHAPTER.g

LI Clqssificstion ol $eporotion

Terminqtion of Services other th+n disnrissolr/rsn:cvol c*n he of different types s5:

a) Dischcrge
bl Retrenchment
cl Termlnotian
ril Resignotion
ei ftetiremenf
f) Deorh

9.1.1 Dischorge from Services

i' An employee moy be disehorged fronr serviees for reosons o{ physicol or mentclinccpobitity or ccniinuec iil'heclth certifiec by o registered meciccl prcctitioner.ii' The ernpioyee who is dischorged sholl, i{ hisf her cJnt;nuous service is not less rhon I {one}yeor, be pcid compensotion st the rqte of 30 dcys solory ({:osic} for every comp{eteclyeor of service (mentioned os Grotuity benefit in section 4.4,2,2)

*.1.2 Retrenchment

i' An employee moy be retrenched fram service on the ground of redundancy"ii' An employee, vnho hcE been in continuous service ior not less than one yeqr, may beretrenched frorn service on the ground of redundoncy under the following .onditionu,r The employee sholl be giverr one months' notice in writing, indicoting the reosons {crrefrenchment or the employees sholi be poid in lieu of such noticJ, solory for iheperiod of notice; ond
c The empl*y*e sholl be paid. ct tire tim* of refrenchmeflt, compensotion at the rote of30 doys':olary {bosic) for every completad yeor of service'{mentioneJ os Grotuity

benefit in seetion 4.4.2.2}.
iii' where on employee of ony porticulor category ir required to be retrenched, therlicnogement shsil relrench the employee wl'r* wsr the iosi person to be ernployec in that

cctegory"
iv' When the orgonizstion intends fo employ ony person within s period of one yeor; theauthority sh*ll give sn opportunity to lhe retrenched employees in thot particulor co?egory

by sending a notice ta their lost known oddresses to offer iiremselves for employment, ondthe retrenched employees who so offer themselves for employment sholl hove preferenee
over other persons' eoeh hoving prlority according ro the lengtlr of rleir service.

9.I.3 Terminqtion of Employment other thon dismissol

i' Notwithstanding onything contsin herein ts the controry, this policy shsll be immediaiely
fernrinoble by the Employer witl'rouf ony compensotion for couses below:

o. Action of Employee thot iniures the professionor reputotion of the Emproyer;b. Convicted by the court for crii.riinal off*nce(. Enrbezzlernent of fund
d. conviction of f;mptoyee of ony felony or crime involving n:orar turpitude;e' Substontiol insubordinqtion to the officers or the membirs of t{re Executive Boord of

the Employer.
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ii. The enrploymenl of c temporsry employee moy be terminEted by AFAD, if it is not due to
the completien, cessotion, obolition or discontinucnce cf the temporory work for which s;rhe
wos oppointed, by giving in writing 30 days' nstice in lieu of 30 doys' bosic payment to
the ernployee.

iii. The employment of o permonent employee mcy be terminoted by AFAD, by giving in
writing 60 dcys'notice in lier.l of 60 doys'basic poyment to fhe ennplcyee.

iv. Where the employment of s permonent employee is terminoted sfhe sholl be peid
compensolion qt the rcte of thirty days' bosic poy for every completed year of serviee
irnentioned os grotuity in section) in sddition to cny other benefit to which he moy be
entitled under this policy.

9.',.4 Resignotion

i. A permanent employee mqy resign from his gervice by giving to the euthority in writing 60
doys' notice.

ii. A temporory employee moy resign f rom his service by giving ts th* outhority in writing I5
doys' nofice,

iii, Where on employee intends to resigns from his service without ony notice, he moy do so
by poying 30 dcys bosic solory in lieu of the notice in cose of permonent employee ond
15 doys for temporory employee which is required to be given to the outhority.

iv. whslE permonent employee resigl.rs frorn his/her serviee under this section, s/he sholl be
paid by the employer compensstion:
s. At the rote of fifteen doys solary for every completed yeor cf service if he hqs

completed five yecrs of continuous service or more but less thon ten yesrs.
b. At the rate cf thirty doys sfilory for every con:pleted yeor cf service if he has

completed ten yeors of continuous rervice o!" more but less thon twenty {ive yeors in to
ony other.

Y' Compensotion mentioned in the section 'iv' will be in oddition ?o ony other benefit fo wl.rich
sfhe may be en?illed under this rnsnuql.

vi. After the resignation is occepted foilowing popers will be required to get the clecrsnce
certif icote:

c. Solary cdvqrce clecrsnce ceriificsle
b. Cleqrqnce of ony equipment, moteriols, fil*r, librory books or officisl documentt,

whctsoever if taken ond not returned by the riaff concerned.
c. Stoternent of ony finoncicl tronsoction.

vii. AFAD hss the right te toke legol qction agoinst ony employee who cfter resignotion sholl
fsil to tqke the cleqronce letfer from the orgonizotion.

viii. lf there is ony comploin ogoinst ony employee for dishonesty ond corrupticno who alreody
opplied for resignoiion the orgonizction moy not opprove the resignotion lotter. ln this
case the orgonizotion will inform the employee before I month the ressons of denying the
spplieotion in written or verbolly.

ix. Notwithsfonding onyihing mentioned elsewhere in lhis monuol, if an employee remoins
obsent f rom his/her work ploce for more thon 'l0 (ten) doys without notice or permission,
the monogement shsll serve him/her o notice to exploin the resson of hisr/her obsent snd
ioin the service wilhin I 0 {ren) doys ond, in such cose, if the emplayee does not submit
sny writlen explonotion or ioin the service within the stipulated time, the moncgemeni
shall give him/her further 7{seven} days time to defend hinrself,/herself, and thereupon if
the employee does not ioin the service or defend himself/herself, he/she iholl be deemed
to hcve heen resigned from seryice on cnd from the dete af su* qbse*ce.
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9.t.5 Retirement

i' An employee employed in AFAD sholl, notwithstonding onything contoined elsewhere inthis policy, retire from employment ipso f octo on the iompletion of 50 {sixty} yeors ofhis/her oge.

'i' 
Voluntory retirement by on employee from s*rvice on completion of 25 yeors of service inAFAD sh*ll olso be deenred to be retirement. The employee will hsve to be rerved such
voluntory notice before one month in writing.

iii' The cuthority moy,.if it thinks f it, employ loter on a retiring eniployee under contrcet.iv' Every retiring employee shsll be paid compensation st ihe rote'of 45 doys bcsic sotoryfor his ,"her evgry completed year of service, in addition to any other benefit ta which
s/he may be entitied under this monusl.

,t

9"1.6 Deoth

lf on employee dies while in service for ot lesst more thon 0] {one} yesrs continuously
his/her nominee or in the obsence of any nominee, his dependent sl-rall be poid by iheemployer s compefl$qtion ot the rote of thirty doys (30) for normel deoth qnd of forty five
doys i45) for an accidenfol deqth while wcrking in the estsblishment or cn dufy for every
campleted yeor of service or ony port therein excess of six months snd the smount will be in
sddirion to ony other benefil to which the deceused employee would hove been entitled to
hod s/he retired from the service.

9.2 Releose Order

i' Stsf{ terminoled, dismissed, resigned {confirmed stoff} sholl toke cleorsnce from the la5t
working r:rec ond toke relesse from the head office. The outgoing prrson shculd formally
hond over oll chorges including finonciol motters to qnolher employee of AFAD snd receiv*
cleqrgnce.

ii. All enrployees'finol poymenr will disposol finolly from the hesd office.iii' All finolly released employees will receive their finql pqyments, cny other dues pcyohle tothe employees other thon monthly solory, within 30 {thirty} dcys from the dste of
seporotion.

9.3 Grievonee Procedure

i' Any employee, including on employee who hos been retrenched, dischcrged, dismissed.
removed, or otherwise removed frorn employment, whs hos grievonce in respecl of ony
msffer covered under this monuol moy submit his grievonce to ihe Chief Execulive, in wrhing
within thirty doys of being informed of the couse of such grievonce,

ii. The Chief Executive sholl within thirty doys of receipt of such grievonce, enquire into the
rnattar, give fhe employ*e sn oppoilurrity cf being heard snd communicote his decision, in
writing to him/her. The issue is discussed in detoils in chopter 1 1.

9.4 Exit lnterview
An ernployee will be invited for s confidenticl exit interview wl:en s/he voiuntorily quits
herfhis iob by the Departrneniql Heod/Prl/Chief Executive/EC. The purpori, of such
inierviews ore to qscerfsitr the reai refisons for ihe employee{s}'s l*cving herli,is present ioband to give the employee{s) on indicotion of herfhis future coreer in the orgcnizotion, with s
view to refrcining her/hinr from quinirrg if r/he i: really a compe?ent employee.

9.5 Certificate of $ervice
All employees sholI be entitled lo receive o Certificqte of Service ol fhe time of quitting their
[obs. HH depcrtment wilt provide such certificote.
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CHAPTER-IO

10.3 lntenl

i. Horossment and cbuse in the workpkce cornes in mony forms * physice!, verbal ond
psychologicol. lt con be in the form of threots or implied threot:; physicol punishmenf; foul
longuoge; or ocfs thot sinr to humiliste or emborrs$e the employees, or to creote s
constsnt sense of fesr of reprisol.

li- The presence of horcssment qnd obuse in the workploce creotes o stressful working
*nvironn:ent" Psychologico! clnd physicol siresr contributer to pcor employee sctisfacticn
snd ultimotely, poor employee performonce,

lll. AFAD sholl show zero toleronce to ony forms of physicol, sexuol, psychologicol, or verbcl
horqrsment sndfar sbuse or coercion, Recognizing the importcnt role thot employee
feedbqck ploys in tlre optimol operotion of the orgcnizction, we mult tske ull meosures to
ensure thot employees ore both free to reporl ony violotions of this policy and thot the
mecns to confiejentiolly ond ononymously do so ore provided.

lv' The importonce of upholding eoch individuol's humon digniry l: the underlying principle for
estqblishing poticies thqt ovoid horsssnrenr ond obuse in AFAD.

v' AFAD sholl exert every effort to ensure thcf employees sre treoted with respect for thelr
physicol ond emotionel well-bei*g os well os their cultural pi.cctices snd beiiefs,

I O.4 Policy

Ihe organizotion prohibits any form of horossment, which moy include but is not limited to;
i. Unwelcom* sexuol fiirtations, cdvoncei, propcsiiions, or gestures;

ll. Unwelqome or offensive touching;

lll. Sexuol iokes ond innuendoes;

lV. Grophic, verbol comments obout qn individusl's body;
V. Psychologicsl horassment including verbsl horqssment such os threots, frighrening wcrds,

slonder, ond or foul longuoges;

Vl. lnsulting setunds, leering, whistling, or ohscene gestures

Vll, GiftE of q rcxuol nqture, e1c...."

I O.5 Examples of Hqrossmenl ond Abuse

IO.3.l Verbsl ond Psychologicol Hurossment

I' Chronic use of implied or direct thrests (e.g., telling employees rhey will be fired if rhey
dc not meet the quoto).

li. Humilioting or intimidoting verbol or nonverbsl behoviour {e.g., throwing ohiects ot
employees who make mistokes, osking erring employees to slond in front o] the line cs
punishrnent, rnoking employees rufl oround ihe foctory os o discipli*ory mecsure. beoting
work stolions with sticks to make employees work foster).
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I0.3.2 Sexuql HErsssment

l' {'Jnwelcorne sexually determined behsviour (whether directly or by implicotion) os physicol
contqct ond odvonces;

ll' Attempts or efforE to estqbiish physicol relorion hoving sexusl implicotion by cbuse ofodministrotive, outhoritotive or professionol powersi
lll- Sexuolly coloureci verbal representofion;

lV. Demsnd or request for sexuol fovours.

v. Showing pornogrcphy;

Vl. Sexuclly coloured remsrk or gesture;

vll' lndecent gesture, tecsing through obusive longuoge, stolking. ioking hoving sexuslimplicction.

vlll'lnsult through lefiers, telephone calls, eell phone collr, sMs, poftering, notice, cdrtoon,writing on bench. dToir, toble. notice boards, wolls oi office, woshrol'm hoving sexuolimplicciion.

lX' Toking still or video photogrophs for the purpose of blockmoiling ond chorocter
ossossinotion;

X' Preventing porticipotion in sports, culturol, orgonizationol and ocadernic activities on theground of sex andf or for the purpose of sexuql horossment;

Xl' Making love proposol ond exerting pressure or posing threots in csse of refusol to love
proposol;

Xll' Attempt to establish sexuol relotion by intimidotion. deception or {olse o$uronce.

10.6.3 Physicrl Abuse

Any physicol contacf wilh the intent either ro lniure or to inrimidore {including throwing of
ob[ects) ond disciplinory meosures thot ccuse physicol discomfo* (e.g., sloppirig cr pinching
employees, throwing shirts or mqteriols of employees. sfriking or even touching employees with
tools or obiects).

lA.V ComplointMechonism

The follswing meosures muEt be included in the comploint mechsnism:

l. lt must be ensured thol the identity of the comploinont qnd olso that of the oceused will not
be disclosed until the ollegetion is proved;

ii. searrity of complainant will be ensured by rhe AFAD Autherify;
lll' Comploint con be lodged by the victim or through her relotiveso friends or lowyers, snd it

con be sent by moil olso;

lV" A comploinsnt con file the comploint with a femole member of the Comploint Commitiee
sepqrofely,

V' The comploint will be lodged with the Comploint Committee to be constituted os provided
below.

'ts.
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10.8 ComplaintCommittee

i' The AFAD r'u?horify will €oilstitute c con:ploint comrniftee ir: order to reeeive eomplcinfs.snd to conduct investigotion snd moke recomfi*ndotions.ii' The cempioini csrrrmiitee will hcve mlnimum five members end maiority of rhe memberswill be women. The heEd of the eomproint committee shouid be c womon, if evoilsbre.iii' The compleint committee should hove ot lesst two members frcrn outside the orgonieotionconcerned, preferobly from orgonizolions working on gender issues and sexuol obuse.

l0'9 Frocedure to be fortowed by the compraint commifiee

i' Nornrolly the comploint hos to be lodged wiih the Complcint committee within 30 workingdoys of rhe occurrence. To verity trre iomploint the eomploint eommiflee wilr:ii' in ccse sf minor horossment, if it is possible, the Complaint comrnittee shall dispose of thecomploint with the.consent of the porties involved ond shsll report to the AFAD Authority.iii. ln oll other ccses the comploint committee shsl! investigote the mot-ter.
iv' The comploint Committee wiil hove the pewer to send registered natice by moil to theporties and the witnesses, conduef heorinq, gather evidence, snd exomine ol! relevontpopgrs' ln this type of comploint, oport from orol evidence emphosis should be placed oncircumstontiol evidence.

v' The Cornplcinl Cornmittee wili keep the identities of th* eomplainanr,r/s confidentisi. whilerecording the testimony of the comploinant,/s ony question or behsviour which isintentionally base, insulting or harassing sheuicj be avoided. The festimony must hereeorded !n eomers.

vi' If the cornploinonf wonts to withdrow the comploint or stop the investigstion then 15ereoson behind thi: has ta be investigoted snd nrentioned in the report.
vii' The Comploint Cornmitiee sholl submit the investigotion report with reconrmendstion within30 working doys to the Chief Executive. fhe period of 3b doyr moy be extended up io60 days where it is found necessory.

viii' if it is proved fhs, o folse complsint hss been filed intentionolly then o report will besubmifieci to the Chief Executive recommending appropriate sctian fsr the complcincnt,is.The comploint comnriftee wiil fqke decisions on the bqsis of the view expressed by the
moiol.ity ot its members.

lO.iO Punishment

The AFAD Authority moy suspend temporcrily the occused persoil on the receipt of therseonrmendotion of the Comploint Committee. lf the sccused is found guilry of ptrysicol. verbolor sexuoi horossment, the AFAD Authority shsll rreqt it ss miscsnduct snd take proper seticnoeeording to the di:ciplinory rules wirhin 30 (thirty) doys ondT'or sholl refer the matter to rhecppropriote Court or tribunsl if the ocf comploined of constitutes on offence under ony penollsw.
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CHAPTEE . I I

I I "l lntent

AFAD is comntitted to providing o scfe, heclthy ond inclusive environmenl where oll employeeshove the spportunity to express ond resolve work reloied grievonc*s in accordonce with theprincipfes of neturol iustice. All grievonces will be deolt foirly, promptly, sensitively and
confidentiolly.

I 1.2 Grievonce Policy

Grievonce is considered cs any type of prcblem, concern or comploint reloted to work or thework environment' A grievonce con be about qny qgl, behoviour, omission, situotion or decisionthat the employee perceives tc be unfsir sr uniustified, ln deoling with grievoncer, thefcllowing pr.inciples ore fundomentql:

i" Griev*nees :hor.rld be discussed snd resolved within a general frsmework of cooperotion
thot emphasizes prevention of furlher disputes,

ii' Grievcnces should be hondled within the normsl reporting relotion*ips thot exist within on
eree's mfinogetnent slruciure,

ii!' Grievcnce: should be qddresred locolly at the lowert possible operationol level"

iv' Grievonces should be oddressed ss quickly os possible to ovoid the negotive effects of
ongoing problems or the workpl*ce"

v' Grievsnces ond ony correspondeuce or dccumentotion ossocioted with o grievonce ore
highly confidenliol ond therefore oll porties involved must treot such informotion wi?h
oppropriote ond odequote security ond confidenriolity.

vi' Eetoils af the grievcnce will only be ovqilable to porties involved in the resolution process.

I L3 Procedures for Aggrieved person

Aggrieved persons moy choose to retolve their grievcnce either infcrmolly cr formoliy. lf it is
not possible to resolve o comploint infornrclly, o formol grievonce moy be lodged.

I t.3.1 lnformol Grievonee procedures:

i' The oggrieved person should in the first instsnce ottempt to resolve the grievcnce with the
other person involved,

ii' Where on opprooch io the other person is unsuccessful or irnprocticoble, the oggrieved
person moy seek sssislonce from their supervisor.

iii' An cgglieved enployee msy r*que:t a meeting wiih the HR r\Aoneger olong with rhe
party to the grievonce (i.e. the respondent) os part of on ottempt to resolve o grievonce
informolly.
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I 1.3.2 Formst Grievqnce procedures

i' A grievance will be considered s formcl grievonce when it is submified in writing to anemployee's immediste supervisor ond the supervisor forwords o copy ef the comploint fothe HR AAonoger for registrotion.
ii' lf the grievonce is referred in writing, the respondent will be provided with qt lesst osummory of cloims, within two workinq doys of receipt of the grievanee. The summory of. gloims will be prepored in consurtotion wirtr the oggrieved emproyee.iii' The HR AAonoger is responsible for ensuring the octions undertoken to resolve forrnslcomploints ore monitored.

I L4 Stoges lnvclved in Formal Grievonce preredure

res

I 1.4.i Stoge I

i' Upon receipt of a grievonce, the immediote supervisor will lisise with the relevont p*rtiesand cttempt to rerolve fhe grievsnce.
fhe supervisor sholl study
oggrieved person sholl be
requests for the ssme.

t|re grievance carefully with the least possible deloy ond the
on opportunity to present his/her cose in person if he/she
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iii' A .'vritten reply sholl be given to the oggrieved person before the end of the fifth workingdoy, if reply is nof given before the end of the fifth working doy. the supervisor shollrecord ressons for the deley which sholl be ccrnmunicoted to rhe aggrieved person.

I1.4.2 Stuge 2

i' ln coEe the soid employee is not sotisfied with the reply of the immediote supervisor, or ifthe supervisor fsils to give o reply within the stipuloted time ss in first itoge obove,
her/rhe shall be free to register hifher grievcnee in writing in fhe prescribed form with the
iine monoger.

ii' Line mcnogcr shsil, sfter eoreful study, give an opportunity to the concerned person topresent his,/her csse before hirn, if the employee'exprexes q desire to be heqrd in
per3on.

iii' The Iine monoger sholl study fhe grievonce and the points brought out by the employee in
the personol heoring and give a repiy ot the end of tlie fiffh working day from ihe doy ofreceipt of such comploint.

t I.4.3. Stoge 3

' lf the ernployee is not sctisfied with the decision of the line monoger or if ihe lotter foils fogive onv decision within the stipuloled period, the employee will be entitled to lodge onoppeol to the HR Monoger for this purpose.r HR Monoger sholl study the grievonce ond the points brought out by the employee in the
personol heoring ond give o reply ot the end of fhe fifth working'doy from ihe doy ofreceipt of such comploint.

11 .4.4. Stoge 4

r lf the employee is not sotisfied with the decision of the HR Monoger, sfhe msy to lodge on
oppeoi to the Chief Executive.

' The Chief Executive sholl give o reply ot the end of the tenth working doy from the doy of
receipt of such compleint cnd s/he will give a decision in the motfer qfter hearing the
porties.

I 1.5 Generol

i' lf rhe employee inlends to loke hisfher csse from one stoge to onother, he sholl do so
before the expiry of 5 doys at sny Stcge, lf the employee is not on duty for cny reffssn
for ony period, thot period will not be reckoned for colculoting the perioi.

ii' The employee mfiy he permitted to tske the sssistsnce of a co-employee of hisTher choice
ot the time of personal hecring"

iii. Acknowlecjgemenr for receipt of grievonces including comploint should be given to the
employee ot every stsge.

iv' When o decision is mode, oll relevant documentotion is forwarded to rhe HR deportment
to be secured in o confidentiol storoge oreo.

I I.6 Lopsing Grievances

lf on oggrieved employee feils to provide requested informction or porticipcte in the
resolu?ion process without ressonoble groundr, wrilten notificstion will be sent to the
aggrieved employee wcrning hirn or her thct the grievance will Iopse. lf rhere is no written
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