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SECTION ONE: INTRODUCTION
1. Introduction
1.1. Background

Please include the objective of the organization, date established, area of activities (specializations), and the reason for the revision of the previous manual (if applicable), changes made to earlier human resource management policies and procedures and other important information.

This reference manual, is one of several generic manuals developed with generous support of the European Union (EU) project under the lead role of Life and Peace Institute (LPI) and implemented by the Ethiopian Institute of Peace (EIP). The main purpose of the manuals is to aid local CSO’s to adapt and adopt, and customize these manuals and internalize them as part of their policies. Apart from this manual, other generic reference manuals developed to support CSOs in this regard include: Financial Management Policy Reference Manual; Procurement Management Policy Reference Manual; Administration Policy Reference Manual; Travel Policy Reference Manual; and Anti-Corruption and Ethics Policy Reference Manual.
1.2. Purpose of This Policy Reference Manual
This Human Resource Management (HRM) manual outlines the policies and procedures that can be adapted and customized by a CSO and adopt it as its HRM policy and procedures manual. The HRM manual is used in conjunction with the memorandum and articles of association and general policy of {Insert Name of your organization} and other operational documents including policies and procedures as amended from time to time by the Board of Directors (BOD), concerning various governing aspects of {Insert Name of your organization}. 
The purpose of this manual is to define HRM policies and procedures of {Insert Name of your organization}. The manual provides a statement of applicable {Insert Name of your organization} policies and procedures. It also specifies the terms and conditions of service of employees (permanent, fixed term and consultants) based at {Insert Name of your organization} office. Further clarifications are issued from time to time and incorporated in this manual. It governs the legal and ethical relationship between {Insert Name of your organization} and its staff, thereby setting the rights and obligations for both parties. 

The HRM manual is periodically amended and it is the responsibility of the Human Resource Manager/Officer (or Administration and Finance Director) or his/her designate (please insert applicable position as it suits your organizational structure) to update the manual, have it approved by the BOD and place a readable copy on the server to ensure an easy access for all the employees. Approving authority, the BOD or a subcommittee duly authorized by the BOD and comprising board members. The suggestions for approval or otherwise will be placed before the BOD for final decision. Special care has to be taken that every committee or any forum or group set up for any purpose in CSO must have balanced representation of both men and women to the extent possible or practical. 

1.3. Use of This Manual by Staff
This manual is designed to acquaint staff with the HRM policies and procedures of {Insert Name of your organization} and provide information about working conditions, general employment guidelines, and employee benefits. {Insert Name of your organization} has developed this manual within the context of local conditions, international best practices, donor guidelines and the Ethiopian laws and regulations. The manual will serve as an on-going reference and guide for {Insert Name of your organization} employees in carrying out their duties and responsibilities.

The policies and procedures in this manual have been established to assist employees in understanding what is expected of them during their employment with {Insert Name of your organization}. This manual contains confidential information that the staff must not publish or distribute without prior written approval of the Executive Director of {Insert Name of your organization}. All forms or templates mentioned in the manual shall be kept in the office as hard copies and in an electronic filing system of the {Insert Name of your organization} as soft copies.

It is the responsibility of every staff who works with {Insert the Name of Your Organization} to be aware of and to follow these and all applicable {Insert the Name of Your Organization} HRM policies and procedures. It is imperative that the procedures outlined in this manual are strictly followed by {Insert the Name of Your Organization} staff to ensure that HRM decisions are fully and transparently documented. While the statements contained in this HRM manual include general policies and procedures, it is impossible for policies and procedures to address every specific circumstance. It is not intended to be comprehensive or to address all of the possible applications of, or exceptions to, the general policies and procedures described.

In case of lack of clarity about any particular clause, sentence or work contained and/or non-availability of any policy/guidelines in this manual, the interpretation and decisions of the Executive Director shall be final. The Executive Director will have the authority to waive, write off or change any particular policy or clause in this manual if necessary, for the interest of the organization. However, the Board of Directors of {Insert Name of your organization} should have information of such changes.
Amendments of this manual are done in general, in consultation with the staff members unless it is impracticable to do so. Any modification shall enter only into force retrospectively if the change is not of the disadvantage of the staff member and the changes is approved by the BOD or its assigned sub-committee. All staff must sign Annex 1, to acknowledge receipt and understanding of this policy manual. All {Insert the Name of Your Organization} employees must sign an acknowledgement that they have read and received their manual. The HR unit shall keep this acknowledgment in their personnel files.
1.4. Objectives of The Human Resource Management Policies and Procedures

The specific objectives of the HRM policy and procedures are:
· To establish clear roles, functions and responsibilities of employees at all level of the organizational hierarchy of the Organization; 

· To establish procedures and practices to be followed; 

· To attract, recruit and retain competent staff;

· To reward employees fairly;
· To address grievance; 

· Preventing discrimination;
· Improving work place relations; and
· Building more effective and efficient team spirit.

SECTION TWO: ABOUT THE ORGANIZATION
2. About The {Insert Name of Your Organization Here}
2.1. {Insert name of your organization here} Mission, Vision and Goals
Please insert the vision, mission and goals of your {Insert name of your organization here} here.

2.2. Organizational Structure and Management
Insert {Insert name of your organization here} organizational chart here.
2.3. Management Team
The management team is made up of the Executive Director, Deputy Director, Administration and Finance Director, and Program Managers. (Please specify as applicable to your organization). The Management team is responsible for making decisions that affect the day-to-day operations of {Insert name of your organization here}.

2.4. Human Resources Management Team
The primary responsibility for the administering and overseeing the HRM policies and procedures is vested in the Human Resources Manager {where this does not apply please insert applicable position of the HRM focal person in organization} with the approval of the Executive Director.

2.5. Policy Review and Updates

The HRM Director (or Administration and Finance Director, as applicable to your organization), has primary responsibility for maintaining these policies and procedures. The policies and procedures will be reviewed annually and updated as needed.

SECTION THREE: GENERAL POLICY STATEMENT

3. General Policy Statement
{Insert name of your organization here}:
· employees are required to provide the highest level of services as per their competences, to the organization program implementation and service provision for beneficiaries.

· will provide equal employment opportunity to all qualified persons without regard to ethnicity, creed, color and gender.

·  will fill all positions/vacancies in the organization with qualified and skilled individuals on competitive bases.

· will remunerate employees fairly according to their qualification, experiences and market value for their skills and experiences.

· appraise annually the performance of each employee against agreed objectives.

· encourages the development of all employees and will provide support and facilitate relevant training.

· will be given a fair hearing if they have a grievance against another employee or their line manager.
SECTION FOUR: STAFFING AND PROCEDURES
4. Staffing and Procedure

4.1. Human Resource Needs Assessment and Planning
4.1.1. The human resource needs of the organization shall be based in the program priorities as determine in the project proposals.
4.1.2. All employees will be on a one-year contract that may be renewed, based on the performance of the employee and the availability of fund and position that may accommodate the individual.
4.2. Recruitment and Selection
4.2.1. General Policy

a) All recruitment shall be on an open competitive basis. This will give equal opportunity to all qualified candidates so that the best candidates available are selected.
b) All vacancies will be advertised for internal and external candidates.
c) Vacancy announcements shall be made in the public media and on bulletin board at various suitable places. The decision for selecting the appropriate media shall be the discretion of the Executive Director. Period of announcement shall not be less than 7 (seven) consecutive working days.
d) The Board of Directors shall recruit and select the organization Executive Director while, the Executive Director shall recruit staff at all level.
e) The minimum age for employment in the organization office will be 18. The maximum age for service and termination of employment will be 60.

f) Vacancy announcements must include:

· Job title
· Key duties and responsibility, educational qualification and experiences required
· Duty station
· Application procedures
· Encouragement for female applicants to apply
· Closing date for applications

4.2.2. Selection Procedure

a) If the post to be filled is that of the Executive Director, the Chairperson of the organization Board of Directors shall chair the three (3) person committee that will receive and screen applications and interview candidates. Other members of the panel may include senior staff of the organization or key donor organization, members of the organization community of good standing, provided they sign the conflict-of-interest policy.
b) For positions below the Executive Director, the Executive Director of the organization in consultation with the management committee shall form a three (3) person panel/committee to short list and interview candidates. One of the three (3) should always be a woman. The composition of the committee shall be determined from time to time taking into consideration positions to be filled. 

c) The recruitment committee should always include the head of the requesting unit/department, if available, an experienced employee in relation to the vacant position can be asked to participate in the selection process.
d) The committee shall:

· Determine the criteria for screening and selecting the best candidate. Written and oral test can be part of the process.
· Administer, review and grade written examination and interview result and select the best candidate.

· Present a report/recommendation to the Executive Director on the candidates existing status.
e) The Executive Director of the organization should approve the recruitment   process. 
f) If the Executive Director approves the selection process, he/she will issue an employment offer letter and a one year or lesser period of fixed contract agreement to the selected candidate, given that he/she provides two satisfactory references.
4.2.3. Employment
a) Prepare employment offer letter specifying salary, benefits, leave entitlement, duration of contract, probation period, etc...
b) Issue temporary ID card and job description.
c) Orient and familiarize the new employee on the {Insert name of your organization here} mission, value and activities, and work environment.

d) Provide performance plan to be undertaken by the employee during probation period.

e) Read and sign {Insert name of your organization here} policies e.g., This HRM Policy Reference Manual, Financial Management Policy Reference Manual; Procurement Management Policy Reference Manual; Administration Policy Reference Manual; Travel Policy Reference Manual; Anti-Corruption and Ethics etc.

f) Receive ‘Good Conduct Certificate’ from Federal Police Commission.
4.2.4. Probation Period
a) All external newly recruited employees shall serve a probation period of forty-five (45) days.

b) All employees shall agree on their performance objectives for their probation period with their line manager within five (5) days of taking up their appointment. These objectives will have to be appraised at the end of the period before the employee can be confirmed.

c) Both the employer and the employee may terminate the employment contract during the probationary period without notice. Employees will not be eligible to participate in pension plan and saving scheme during the probation period. However, the employee shall be entitled to Pension plan saving scheme from the actual date of employment if he/she successfully completed the probation period. 
d) All employees shall be required to sign an annual work contract, which is to be effective the first day of actual employment. The contract of employment shall contain:

· Employees’ full name and address of residence

· Position title

· Duration of employment contract

· Salary and applicable allowances and benefits

· Terms and condition of the work

· Job description to be attached etc.

e) A personal file shall be established by the organization for all employees.

4.2.5. The file shall include:

· Personal history form

· A copy of the advertisement for the post

· A report on the interview and selection of candidate

· The employee’s application letter

· Copies of educational certificate and diplomas

· CV

· Two (2) reference letters (at least one should be a professional reference)

· Copy of appointment letter and contract

· Four (4) passport size photos

· Details on next of kin, and any other reverent document determined by Organization
4.2.6. Position classifications

All employees’ positions are defined under certain grade classification. So, the classification is defined by grade number as per the illustration shown in Annex 19: Constructing A Salary Scale.
4.2.7. Rehiring of Former Employees

An employee whose contract of employment was terminated other than disciplinary issue will be rehired based on the recruitment and selection policy of {Insert name of your organization here}. Proper orientation will be given for rehired employee assigned to new position.

4.2.8. Employment of Spouses and Relatives

To avoid the possible conflict of interest in the organization, {Insert name of your organization here} will not allow the hiring of spouses and relatives of the current employees.

4.2.9. Employment of Consultants

Consultants are independent contractors who are directly engaged by the organization for a specific assignment and for specific period of time. Consultants are not employees and thus the provisions stipulated in these procedures should not be applicable to them.

4.2.10. Volunteers and Interns

{Insert name of your organization here} may assign volunteers/interns to perform an assignment for a specific period of time. Volunteers/interns are not employees and thus the provisions stipulated in these procedures should not be applicable to them. A volunteer agreement must be used whenever volunteers/interns are assigned to perform a specific assignment.

4.2.11. Minimum and Maximum Age

The minimum age for employment in {Insert name of your organization here} will be 18. The maximum age for service and termination of employment will be 60.

SECTION FIVE: HOURS OF WORK AND HOLIDAYS
5. Hours of Work and Holidays
5.1. Working Hours 
a) The normal hours of work shall be eight hours a day or forty (40) hours a week. 
	Day
	Morning
	Lunch Time 
	Afternoon

	Monday to Friday
	8:00–12:00AM
	12:00-1:00PM
	1:00–5:00PM


b) All employees will be expected to work outside the normal working hours when circumstances require.

c) It is the duty of all employees to report for work on time every official working day. The Executive Director shall ensure the maintenance of a daily attendance record, any absence from duty shall require reasonable explanation and approval from his/her line manager. 

d) It is the responsibility of line manager to monitor and follow absentee from duty and propose appropriate action to be taken based on this HRM manual and labor Proclamation 1156/2019.  
5.2. Public Holidays
a) The {Insert name of your organization here} shall observe constitutional holidays approved by the government in table 5.3.1 below.

b) Employees may be required to work on public holidays when a special or emergency situation demands.

c) If an employee is assigned to work during a public holiday, she/he may apply for Compensatory Time Off (CTO). However, the Executive Director could allow over time payment to employees provide that there is sufficient fund and/or provision of CTO to employee may pause the operation of the organization.
d) All line managers requiring staff to work during a public holiday, with the exception of guards, shall seek the written approval of the Executive Director. 
5.3. Official Holidays
There will be a maximum of twelve (12) official holidays each calendar year. The holiday list is subject to change following any publication or announcement of official holiday by the Government of Ethiopia.
5.3.1. Designed Holidays
	No.
	Holiday

	1
	Ethiopian New Year

	2
	Maskel (Finding of the True Cross)

	3
	Id Al Fatir (Romadan)

	4
	Ethiopian Christmas

	5
	Ethiopian Epiphany

	6
	Id Al Adha (Arefa)

	7
	Victory of Adwa Commemoration day

	8
	International Labor Day

	9
	Ethiopian Good Friday

	10
	Ethiopian Ester

	11
	Ethiopian Patriots Day

	12
	Birthday of Prophet Mohammed (Mauled)


5.3.2. Paid Holiday  
{Insert name of your organization here} will recognize the next working day after Ethiopian New Year, Alfatir/Romadan/, Ethiopian Christmas, ID Al Adha/Arafa/ and Ethiopian Easter as paid holiday.  
SECTION SIX: SALARY AND ALLOWANCE
6. Salary and Allowance

6.1. General Policy
a) Salaries packages shall be non-discriminatory and determined from time to time by the {Insert name of your organization here} Board of Directors on recommendation of the Executive Director.
b) Salary and other benefits will be determined in accordance with the job grades and salary scale, which reflect the value of the job and competencies required.
c) General salary increase shall be based on a documented market survey and approved by organization Board of Directors.
d) The Executive Director shall award salary increment based on the employee’s performance appraisal result and the approved annual budget.
6.2. Salary Structure
a) {Insert name of your organization here} shall have a salary scale based on grades and horizontal incremental steps. However, the grade may change as required based on the availability of sufficient funds.

b) This salary scale shall be reviewed whenever necessary and be operational only after it is approved by the Executive Director (ED) of the organization.

c) Consultants, short term contract employees, part-time, casual employees and experts shall be paid in different manner that will be negotiable and at the discretion of the Executive Director.

d) New recruits will, as much as possible, be placed at the first step of the applicable grade or could be negotiated based on their previous earning history.
6.3. Increment and Adjustments
a) Merit increments are made as a gesture of thanks and acknowledgement, meant to motivate employees for performance achieved.

b) Salary increments are made only if there are available funds.

c) Good performance will somehow be acknowledged in writing and appropriately rewarded later even when there may not be sufficient funds.

d) Annual increment shall be granted in the form of step increases as indicated in the job and salary grade based on performance.

e) The ED shall notify all payroll changes in writing to the Finance Section.

f) Employees who have reached the ceiling of the scale in the grade shall not be eligible for merit increments.

g) Authority to instruct the finance department to make pay increments or adjustments lies with the ED.
6.4. Salary Advances and Loans
a) Funds are mainly received to run projects and deliver services for those who needs them most. As a matter of priority and conscience, it is therefore not {Insert name of your organization here} policy to give salary advances which may hamper the implementation of projects.

b) Loans are not allowable. Employees are expected to live within their means. However, the ED may allow up to two months’ salary advance under exceptional cases (emergency).
6.5. Salary Deductions
a) Deductions from salary may be made for the following reasons:

· Taxes, and other public charges

· Court order

· Voluntary contributions

· Pension and or Provident fund contribution

· Administrative and disciplinary measures etc.

b) All deductions must have supporting documents and must be approved by the ED or other appropriate delegated body by the ED.
6.6. Travel Advance and Per-diems
a) The ED shall approve international travel advances; while local travel advances can be approved by the Admin and Finance Director/Program Managers.

b) Until settled, travel advance taken will be accounted as receivable from the employee who withdrew the advance.

c) Employees are required to settle the travel advance they took within five days after they return from their travel by detailing on Travel Expense Report Form (See Annex 3 in the Travel Policy and Procedure Manual).

d) Valid transaction documents shall be produced while employees settle their travel advances.

e) Details of travel expenditures shall be reviewed and approved by the immediate supervisor before it is accepted as valid. 

f) Per diems shall be paid if employees travel away from their duty station for {Insert name of your organization here} business.
6.7. Salary Disbursement Procedures
a) Salaries will be paid on the last day of each month.
b) Unless under exceptional cases (emergency), salary advance shall not be allowed to employee. Where emergency situation prevails, request for salary advance may be approved by Executive Director.
c) Salary increments may be initiated for one or all of the following grounds and approved by the Executive Director.
· Cost of Living Adjustment (COLA)
· Performance evaluation results
· Salary scale adjustments

· Reclassification of posts

d) Salary increments based on the performance evaluation results shall be made every September for all qualified employees who took up appointment before 1st July of proceeding year and for those who successfully completed probation period and whose performance rating is satisfactory and above. However, all employees are entitled for COLA and salary scale adjustment without any discrimination in regard to their date of employment.
e) Deduction from employee’s salary shall be made for the following reasons:

· Days not worked/absent without permission

· Taxes, levies and other pubic charges

· Indebtedness to the office for advanced payments

· Court order

· Contribution to provident fund and other contributions based on the will of the employee
6.8. Overtime
a) The issue of overtime is not expected to arise. 
b) Overtime work shall always be compensated with equivalent leave days.

c) The Executive Director could allow over time payment to employees provided that there is sufficient fund and/or provision of Compensatory Time Off (CTO) to employee may pause the operation of the organization.
6.9. Allowances
6.9.1. Acting Allowance
a) An employee who is appointed or delegated to act in a higher capacity shall receive an acting allowance. The acting allowance shall be twenty (20%) percent of current basic salary of the higher position.

b) The acting allowance will be paid only when the acting period is one month or more. Staff cannot be assigned to an acting position for more than (6) six consecutive months.
c) An employee who acts for higher position for more than 6 /six/ consecutive months, she/he is eligible for the position.
d) The Executive Director must approve all acting appointments through official letter.
6.9.2. Hardship Allowance

The Executive Director may determine hardship allowance as deemed necessary and applicable to its geographic area and situation. The Executive Director shall first approve the definition of hardship and such allowance payable to staff.

6.9.3. Transportation Allowance

All Employees of organization are entitled to transportation allowance which will be revised periodically based on the availability of fund.

6.9.4. Relocation Allowance

a) New staff hired relocated more than 500 KM from his/her home of record may be eligible for a relocation allowance to help them defray the cost of moving to the assignment post.

b) Employees will be eligible for relocation costs and/or temporary lodging per diem as follows:

i. Relocation of employee and family shall be by the most expeditious transport (receipts required). Per diem will be paid only for the employee and his/her spouse during travel status according to {Insert name of your organization here} per diem policy.

ii. Expense of moving Household Effects (HHE) will be reimbursed to a maximum of ETB thirty thousand (30,000.00) (receipt required).

iii. The employee is responsible for finding and paying his/her housing expenses at the new location. {Insert name of your organization here} will pay a maximum per diem of five (5) calendar days’ and temporary lodging at the new location (receipt required for lodging expense).

iv. Upon completion or termination of the project or termination of the employee’s position, an employee who received reimbursement for initial appointment relocation will be reimbursed, per above mentioned terms, for return relocation to his/her home of record at the time of initial employment. The exception is total reimbursement for HHE movement (receipts required) will be increased by ten percent (10%) for each full twelve (12)-month period employee has been employed by {Insert name of your organization here}.

v. Reimbursement for an alternative location may not exceed cost of relocation to residence of record at time of initial employment. Temporary lodging will not be paid during relocation to home of record.

vi. Staff must submit proper documentation for reimbursement within 30 days of relocating, or by a pre-determined date as per the project closeout plan.

vii. Transportation will not be provided in cases where staff resign or are terminated for cause.
6.9.5. Cash Fault Allowance/Cash Indemnity
a) A cashier or employee who handles cash transaction up to ETB 500,000 /five hundred thousand/and exceeding ETB 500,000 per month is entitled to receive ETB 500/five hundred/ and ETB 700/seven hundred per month as cash fault allowance respectively.
b) Cash fault/indemnity allowance shall not be paid to a cashier during the probation period.

c) No cash fault allowance will be paid to the cashier if found guilty for the cash fault.
SECTION SEVEN: BENEFITS

7. Benefits
7.1. General Policy
{Insert name of your organization here} will offer benefits to its employees within the scope of its financial capabilities in keeping with principles for motivation. 
7.2. Compensation and Severance Pay
For employee who has completed his/her probation period and whose contract of employment is terminated, severance fee will be facilitated according to the Ethiopian Labor Proclamation of 1156/2019.
7.3. Pension
a) All the organization employees shall be covered with pension scheme as per Ethiopian Private Organization Employee Pension Proclamation No. 1268/2022.  
b) An employee shall be entitled to pension scheme upon successful completion of his/her probation period and this shall be effective from the date of employment. 
7.4. Equipment and Uniforms
{Insert name of your organization here} will protect the safety and health of its employees during working hours by providing the necessary equipment, protective clothing and other facilities as and when applicable.
7.4.1. {Insert name of your organization here} shall avail safety tools and equipment of first aid kit and fire extinguisher to all office premises and vehicle. 

7.4.2. All staff members are expected to be alert to and concerned with their own and their fellow workers health and safety should an accident occur.
7.4.3. Guards shall always wear uniforms and shoes in the organization’s premises and while they are on duty.

7.4.4. {Insert name of your organization here} shall provide protective clothes annually/every two years, if funds are in short/ as per the details indicated in the table below.
	Job title
	Uniform and Protective Cloth/Budget Year

	
	Jacket & Trouser or Dress
	Shirt
	Pair of shoes
	Over Coat Gown With every two years
	Cap
	Umbrella
	Hand Held Battery

	Guard
	1
	1
	1
	1
	1
	1
	1


7.4.5. Any loss or damage or transfer to other parties or sale, etc. of such items due to the staff members’ negligence shall be at the employee’s expense. Each employee is responsible for ensuring that such items are properly used and cared for as well as worn while he/she is on duty. 
7.5. Dependent Benefits

All fulltime employs should fill his/her legal dependents on history form and submit to {Insert name of your organization here} upon completion of the probation period. {Insert name of your organization here} shall facilitate health insurance coverage to the spouse and dependents up to 18 year an amount of Birr 20,000.00/twenty thousand birr/ to each and every year.
7.6. Health Insurance
a) All fulltime employs with regular contracts are entitled to the medical and health insurance benefits, except otherwise stated in their employment contract.

b) The scheme provides medical benefits for hospital expenses, outpatient treatment, and prescribed drug.

c) All full-time employs shall be entitled to reimbursements of medical expenses to a maximum of Birr 20,000/twenty thousand birr/ yearly per each family member and employee subject to the submission of authentic receipts and prescription and the terms and conditions of the medical insurance scheme.

d) Medical insurance shall not be provided for employees who have not completed their probationary period and temporary employees.

e) The medical insurance shall not cover the following:

· Expenses incurred in connection with/or incidental to normal pregnancy or child birth. 

· Spectacles and eye glass.

· Intentional self-inflicted injury or conditions resulting from dissipation and drunkenness.

· False teeth, bridge, crowns or tooth implants, cleanings and filling, cosmetic surgery.

f) Employee's found to have presented false receipts for medical refund shall have their contract terminated.
7.7. Group Life Insurance

All fulltime employees of {Insert name of your organization here} shall be offered a group life insurance policy that protects employs from unforeseen conditions that threaten the lives of employees and shall be compensated based on agreed policy of insurance company. The sum assured of employees that reached the maturity level shall be refunded to employees up on the termination of their employment contract they have with based on the agreed contractual insurance company.
7.8. Death Benefits
a) When an employee dies of natural causes or due to job related accident, a funeral contribution of Birr 30,000.00 (thirty thousand birr) shall be paid to next of kin.

b) When an employee dies due to the natural causes or non- job-related accident (but not suicide) the death benefits payment shall be facilitated as per the provisions of the insurance policy.
c) In cases where the insurance scheme is not available, relevant provisions of Article Nos. 95-112 of the Ethiopian Labor Proclamation of 1156/2019 will be followed.

7.9. Job Related Accident Benefits
a) The organization shall secure an annual 24 hours group personal accident insurance scheme.

b) It will have insurance plan to cover death by accident, in and out patient, temporary and permanent disability.

c) In cases where the insurance scheme is not available, relevant provisions of Article Nos. 95-112 of the Ethiopian Labor Proclamation of 1156/2019 will be followed.

SECTION EIGHT: LEAVE
8. Leave
8.1. Entitlement
a) All employees on a regular contract shall be entitled to an annual leave of 20 days. One additional day will be granted for every additional year of service. At the successful completion of the probation period, leave entitlement shall be backdated to the employee’s appointment date. 
b) All leave application must be requested in written and approved by the employee’s line manager and the Executive Director authorizes the leave.
c) The wage a worker receives during his/her annual leave shall be equal to what he/she would have received if he/she had continued to work.
d) For purpose of determining the qualifying period of service required for the entitlement of an annual leave, 26 days of service in an undertaking shall be deemed to be equivalent to one month of employment.
e) A worker whose contract of employment is terminated pursuant to this proclamation shall be entitled to his/her pay for the leave he/she has not taken.
8.2. Annual Leave Planning
a) An employee’s Annual Leave plan shall be agreed between his/her line manager and employees at the beginning of each year.

b) All employees should take only 5 days from the total 20 annual leave days from September 1st to July 31st. The remaining leave days should be taken on the month of August consecutively.  (This time period is subject to change based on the business cycle of the organization)
c) Annual leave will be postponed or bring forward to the next fiscal year in accordance with the provisions specified in the Ethiopian Labor Proclamation 1156/2019. 
8.3. Recalling of Worker on Leave
a) A worker on annual leave may be recalled only where unforeseen circumstances required his/her presence at his/her job duties.

b) A worker who is recalled from leave shall be entitled to a payment covering the remainder of his/her leave excluding the time lost for the trip.

c) {Insert name of your organization here} shall cover the transport expenses and per-diem incurred by the worker as a direct consequence of his/her being recalled.
8.4. Sick Leave
a) The Executive Director will approve sick leave for an employee with regular contract, which are sick as follows:
· The first three months 100% salary

· The next three months 50% salary

· After six (6) months, if the employee is unable to report for duty, the Executive Director will terminate his/her contract after exhausting any outstanding annual leave.

b) Where an employee absents him/herself from work on grounds of sickness, she/he should notify the line manager within 24 hours of absence.
c) Sick leave due to injuries whilst on duty shall be treated in accordance with the relevant Labor proclamation.
8.5. Maternity Leave
a) {Insert name of your organization here} shall grant leave to a pregnant worker with pay for medical examination connected with her pregnancy, provided, however, that she may be required to present a medical certificate of her examination. 

b) A pregnant worker shall, upon the recommendation of a physician, be entitled to a leave with pay.

c) A pregnant worker shall be granted a period of 30 consecutive days of leave with pay of pre-natal leave and a period of 90 consecutive days of leave post-natal.

d) Where a pregnant worker does not deliver within the 30 working days of her pre-natal leave, she is entitled to an additional leave until her confinement in accordance with the provisions stated above under (b). However, if birth takes place before the expiry of the pre-natal leave, the 90 working days of post-natal leave shall commence.

e) On any pregnant worker certified her giving up pregnancy by physician shall not be considered in implementing the leave without pay provision applicable to sick leave stated above under 1.4.
8.6. Paternity
a) All male employees, with regular contract shall be entitled to paternity leave of five (5) working days when his wife delivers a baby.
b) The request must be supported by valid evidences and prior approval obtained from his line manager. Paternity leave can only be taken within the ninety (90) days after delivery (post-natal).
8.7. Matrimonial Leave
a) All employees, with a regular contract, shall be entitled to a one matrimonial leave of five (5) working days.

b) Legal evidences of marriage must be submitted to {Insert name of your organization here} when employee return to work place i.e., marriage certificate.
8.8. Compassionate Leave
a) A worker shall be titled to leave with pay for five working days where; his/her spouse, descendants, ascendants, brother, sister, uncle, aunt relative whether by consanguinity or affinity dies.
b)  An employee, with a regular contract, may be granted other compassion leave for a maximum of five (5) days a year to attend to funerals, mourn, or urgent personal affairs etc. provided that, the employee has exhausted his/her annual leave. Compassionate leave is given at the discretion of the Executive Director.
8.9. Educational Leave
An employee shall be given leave with pay to sit for examinations. The employee shall submit details of the examination and time table to Human Resource/Administration and Finance Department (as applicable) to get an approval. 
8.10. Leave Without Pay
Employees, with a regular contract, may apply through their line managers for permission to take leave without pay. The Executive Director can approve a request for leave without pay, for up to one month; given that, the employee provides seven (7) days’ notice and at least one-month advance notice for employees who need more than one month leave without pay. 
8.11. Breastfeeding Time
{Insert name of your organization here} promotes the benefits of breastfeeding for the growth and development of children in its all interventions. In line with this view, {Insert name of your organization here} shall allow mothers to take I:00 hour per day to go home and breastfeed their babies until the child reaches 6 months.

8.12. Special Leave

A worker shall be entitled to leave without pay for up to five consecutive days in the case of exceptional and serious events. However, such leave may be granted only twice in a budget year.

SECTION NINE: HUMAN RESOURCE DEVELOPMENT
9. Human Resource Development

9.1. Training and Development 
9.1.1. General Policy
Training is primarily aimed at developing the technical and managerial skills of the employees. As such, while {Insert name of your organization here} will endeavor to consider an individual’s aspirations, the main aim of training is to fulfill the needs of the organization. Therefore, all training should benefit both the employee and the organization. All expenses to be incurred for the training initiated by {Insert name of your organization here} shall be fully born by the organization. On job training programs shall be conducted regularly to ensure that staff’s skills are current.
9.1.2. Procedures

a) All trainings will be based on needs identified during an employee’s performance appraisal. The training must contribute to {Insert name of your organization here} achieving its core objectives in its strategic plan. The relevance of the training is directly proportional to the extent to which it contributes to achieve the strategic objectives and goals of the organization. The approved trainings will be communicated to the employees in advance. Training needs identified during appraisal must be subsequently budgeted. The Executive Director must approve fulltime training that will require the employee to stay away from work for one month or more. For trainings of less than one month, the line manager can approve provided he/she informs to the {Insert name of your organization here} in writing at the earliest opportunity. The Chairperson of the Board of Directors must approve all trainings for Executive Director that can take more than one month.
b) All employees shall submit a report to their line manager no later than week after the completion of training, describing the benefits of the training, and how he/she plans to use the knowledge gained to contribute for better implementation of the program.
SECTION TEN: PERFORMANCE MANAGEMENT
10.   Performance Management

The effective management of an employee’s performance is meant to ensure that he/she gives the best to the organization and is trained and rewarded according to his/her performance level, gives feedback on support from his/her manager and identify areas he/she can contribute more effectively to enable the organization to achieve its objective.
10.1. Performance Plans
10.1.1. An employee’s performance plans must contain key elements that the employee will be expected to achieve during the rating period. Employees’ performance plans may also include, if appropriate, an element addressing individual contributes to organization goals. A written performance standard will be established for each performance element.
10.1.2. Each employee is responsible to ensure that he/she sets his/her performance objectives with his/her line manager on his/her anniversary date, for each year or employment period. Employees will be appraised regularly; gives and receives feedback from his/her line manager, and trained to do his/her work effectively.
10.1.3. The Executive Director will establish organizational Performance Appraisal Policy, in consultation with the organization management, that comply with the parameters set forth in the {Insert name of your organization here} performance appraisal program plan and for monitoring the implementation of those plans to ensure equity among the employees.
10.1.4. The Executive Director is responsible for approving and certifying the regulatory adequacy of individual performance appraisals, and as necessary, evaluating performance appraisal programs.
10.2. Performance Appraisal

10.2.1. General

1) The objective of the staff performance appraisal is to evaluate execution capacities of the employee, identify and discuss work standards and requirements, create competitive working atmosphere and asses training and other development needs.

2) {Insert name of your organization here} employee performance is evaluated in an effort to assess an employee’s progress towards achieving predetermined goals and to set performance goals for the upcoming year.

3) It is {Insert name of your organization here} policy that all employees have a formal performance appraisal on an annual basis a month before the end of the contract, and at least one week before the expiry of the period of probation for new employee.

4) Results of performance appraisals must be signed by the employee and the immediate supervisor and sent to the HR department (See Appendix 18 A, B & C for Performance Appraisal Forms).

10.2.2. Procedure

1. The HR Manager will notify the employee and the supervisor that evaluation is due.

2. The supervisor and the employee will select a date for the review.

3. The employee fills out the self-assessment section of the performance review form.

4. The employee’s supervisor reviews and adds her/his assessment of the employee’s performance.
5. The supervisor and employee meet to discuss the following:

5.1.1. Assessment of the past year’s performance and feedback from supervisor.

5.1.2. Planned activities for the coming year.

5.1.3. Employee's goal for personal and professional development in the coming year. 

5.1.4. Any additional performance standards/expectations.

6. The employee’s supervisor should provide written comments on the employee's performance, and the employee should be given an opportunity to respond.

7. Once the document has been finalized, the employee signs the evaluation as his/her indication of approval.

8. If the employee refuses to sign the appraisal form, the supervisor shall complete the evaluation process and note the employee’s reason for refusing to sign the form.

9. All final evaluation forms are to be completed, signed by the supervisor and supervisee, and returned to the HR Manager.

10. The performance appraisal is a confidential document that, upon completion, will be filed in the employee’s personnel file. The employee will be provided with a copy of her/his performance appraisal.

11. Performance appraisal systems and forms will be reviewed regularly for appropriateness and relevance by the HR Manager and ED and are subject to change.

12. In the event of unsatisfactory performance, the supervisor should discuss the performance with the HR Manager to begin the performance improvement process to support the employee as outlined below.

13. A good or superior performance review is not a guarantee for continued employment or salary increase. Policies related to salary increases are detailed below.
10.2.3. Performance Improvement Plan

1. In cases where a staff member is underperforming and needs support to improve her/his performance in specific areas, a Performance Improvement Plan (PIP) with clear expectations, tasks, deliverables, and timelines will be developed by the supervisor and explained in detail to the staff member.

2. The improvement plan will be used as a managerial tool to measure the employee’s performance during the set period of time and to decide on next steps.

3. Employees on a performance improvement plan are not eligible for a salary change until the process is complete. The salary change will not be retroactive.

4. The PIP process can be initiated by the supervisor at any time. It does not have to align with the probationary or annual review times.

10.2.4. Annual Merit Increases

1. Annual salary adjustments are made in the form of merit raises based on the employee’s annual performance review. Length-of-service is not a factor in determining annual increases.

2. Increases may be earned through sustained or improved performance and are not automatic.

3. A satisfactory performance would result in a one-step increase.

4. An unsatisfactory performance may result in a 0% salary increase and will lead to a PIP as described above.

5.  Annual salary increases are limited to a maximum of 5%.

6.  Changes/increases will be dependent on availability of budget and compliance with Admin cost ratio.

7. Along with an employee’s written performance appraisal, supervisors submit merit raise recommendations to be reviewed and approved by the ED.

8. Regardless of an employee’s performance, all salary increases are based on budget availability.

9. Salary and annual increases are considered confidential and should only be discussed with the employee’s supervisor or HR.

10.2.5. Promotion

1. It is {Insert name of your organization here}’s policy to offer promotional opportunities as they occur to qualified and deserving employees.

2. Vacancies are filled by promotion of in-service employees when possible.

3. All project openings will be advertised and qualified employees are encouraged to apply.

4. When an employee is promoted to a higher position, the salary of that employee will be reviewed, and an increase may be proposed by the employee’s supervisor.

5. The ED will approve all such increases. A new review date will be established based on the promotion date.
10.2.6. Transfer

1. A transfer is defined as the movement of an employee from one post to another of the same grade. It may take place within the same unit or from one duty station to another.

2. Transfer of employees may be made upon the request of the employees or by management decision and when the work necessitates.

3. Employees who seek to get a transfer should apply in writing to his/her immediate supervisor. The immediate supervisor then approves and forwards the application to HR department, provided that he/she is agreement with the request.

4. The HR Department shall consult the releasing and accepting department heads for their consent. When both are in agreement, the HR head shall forward their recommendation to the ED for approval.
10.3. Performance Ratings
10.3.1. On the standard performance evaluation report, the line manager will state the overall rating of the employee using the measurements below:
	Performance Rating
	Point
Rating

	Exceed expectations: Performance consistently exceeds expectations in all essential areas of responsibility, and the quality of work overall was excellent. Annual Goals met
	5

	Meets Expectation: Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeds expectations, and the quality of work overall was very good. The most critical annual goals were met.
	4

	Needs Improvement: Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.
	3

	Below Expectation: Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in one or more important areas.
	2

	Unsatisfactory:
Performance was unsatisfactory in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is
needed in most of important areas.
	1


10.3.2. Staff members with an evaluation of “unsatisfactory” are not entitled to annual salary increment and can face the necessary personal action including termination.

10.3.3. The Executive Director can allow an employee with unsatisfactory rating up to three months period to demonstrate performance improvement. The line manager will submit an appraisal after the number of months allotted for performance improvement to the Executive Director for consideration. 
10.3.4. The line manager may recommend employees with evaluation of “exceeds expectations” for special awards or recognition. The recommendation must detail the specific areas where the employee’s performance exceeded the expected outcome.
10.4. Eligibility for Rating
To be eligible for rating, an employee must have worked for at least 45 days.
10.4.1. Rating Cycle/Period
Employees will be rated once annually on a calendar year basis. Though the review period is annual, introducing mid-term review is recommended to review the progress made and also adjust if there are any changes in the work objectives and priorities.

10.4.2. Progress Reviews

Feedback on employees’ performance is an important component of performance management. Feedback will be given continuously, not just at specified periods. Feedback will be provided on those areas where the employee performed well, as well as where he/she needs improvement and support. At least one progress review is required during the rating period for all employees. However, the line manager is encouraged to develop feedback mechanisms throughout performance cycle for all employees.
SECTION ELEVEN: DICIPLINERY MEASURES AND GRIEVANCE HANDLING
11.   Disciplinary Measures and Grievance Handling

11.1.  Rights and Obligations of a Staff Member
By accepting an appointment with the {Insert name of your organization here}, employees agree to work in a responsible, harmonious and productive manner, to be loyal to the {Insert name of your organization here}, to abide by all policies and procedure to respect the value and beliefs of the {Insert name of your organization here} and to act in a manner conducive to the accomplishment of the organization’s objective. The following definitions of infraction are indented to provide example of behaviors inconsistent with {Insert name of your organization here}’s values and are therefore not an exhaustive list.

A disciplinary committee that will investigate and recommended appropriate disciplinary actions against employees who breach provisions of this HR Policy and Procedures Manual will be formed and carefully examine offence committed outside those listed below. The committee shall be three in number with composition of the following:
1. Human Resource Manager - Chairman.
2. Two senior staff of {Insert name of your organization here} represented from different department - Members     
3. A staff nominated by the employee to be investigated - Member
11.2. Classifications of Offences and Their Corresponding Penalties
The list of offences listed in 1-25 below may, at the discretions of the Executive Director, result in immediate termination of the contract of the employee. In cases where there are doubts, the Executive Director may approve the suspension of employee for up 30 days, or asks the employee to proceed on annual leave, pending further investigations.
1. Physical attack on another employee during or after office hours either within or outside the {Insert name of your organization here} premises.
2. Violence, threats or abuse of another employee.

3. Be in the possession of the {Insert name of your organization here} property commodities managed by the organization without the consent of the line manager.

4. Failure to account accurately for any {Insert name of your organization here} funds in his/her possession, or converting the organization funds personal use.

5. Falsification of the {Insert name of your organization here} records or documents.

6. Submitting false documents to gain employment with the {Insert name of your organization here}.
7. Offering or accepting money or gifts for performing official duties or to influence an official decision in favor of the one offering the money or gift.

8. Engaging in paid or voluntary employment that results in a violation of the {Insert name of your organization here} or one of its donor/partner’s conflict of interest policies.

9.  Intentionally giving false testimonies or refusing, without justification, to cooperate with the {Insert name of your organization here} during an official investigation.

10. Failure to report for duty for five (5) consecutive days without authorization or failure to report for duty after the expiration a period of leave.

11. Divulgence confidential; matter/information to third parties.
12. Causing an accident with the {Insert name of your organization here} vehicle due to negligence, dangerous driving under the influence of alcohol, using the mobile phone whilst driving or failure to observe the high way Code.

13. Consuming alcohol, drugs, ‘khat or Mariwana” or other intoxicants, whilst driving, or during working hours.

14. Failure to respect work entry and exist times and unable to provide the required service during working hours by doing personal assignment and other related acts.  

15. Bringing the {Insert name of your organization here} into disrepute.

16. Insubordination, disrespect disobedience, refusal to follow the lawful orders of supervisors and refusal to follow polices of the organization.

17. Participating in an unlawful stoppage of work, or inciting other {Insert name of your organization here} employees to participate in such work stoppage.
18. Allowing a non-employee to drive the {Insert name of your organization here} vehicle.
19. Transporting unauthorized passengers or goods for personal benefits.

20. Soliciting sex from an employee in exchange for favors or violating the sexual harassment policy.

21. Having sex with a boy or girl under 18 years of age or rape.
22. Submission of false college documents or testimonials, inclusion of incorrect information in one’s CV that resulted in his/her recruitment, submission of false medical or other bills, submission of misleading e.g., birth or marriage certificates etc.

23. Being convicted of a criminal offence. Note that being charged with a criminal offence may result in suspension from work pending the outcome of the case. If found guilty, the employee’s contract will be terminated promptly with all benefits. If proved innocent, the employee will be reinstated.
24. Carrying firearms (with the exception of guards on duty and authorized personnel) in the {Insert name of your organization here} premises.

25. Other offences of a similar nature and/ or weight as those listed above.
11.3. Serious Offences
Offences for which employees will receive two (2) written warnings after two violations, and if they repeat the offence for a third time, they will have their contract terminated, include but not limited to:

1. Absence from work for less than five consecutive days without permission.
2. Negligence of duty: i.e., the employee’s omission to carry out or perform his/her assigned duties, functions or assignments without reasonable explanation resulting in the loss of funds or bringing the {Insert name of your organization here} into disrupt.

3. Failure to report an accident involving the {Insert name of your organization here} property or vehicle.
4. Receiving an unsatisfactory performance rating.

5. Driving the {Insert name of your organization here} vehicle without authorization, or allowing an unauthorized person to drive the {Insert name of your organization here} vehicle
6. Not wearing vehicle seat belt where seat belts are available.

7. Using the mobile phone, without a hands-free gadget, whilst driving.
8. Loss of the {Insert name of your organization here} property in the care of the employee.

9. Failure to settle advances taken for travel, procurement, medical treatment, etc. within the time prescribed in the {Insert name of your organization here} Finance Policies and Procedures Manual.
11.4. Additional Offences
The above list is not exhaustive. When additional offences occur; the line manager or the Executive Director may prescribe corrective measures. In addition, employees who are issued with two (2) written warnings within a twelve-month period will not be awarded salary increment.
11.5. Verbal Warnings
Verbal warnings should always be recorded in the appropriate format and a copy kept in the personal file of the employee. Warning letter should be referenced and treated as confidential personal correspondence. They should describe the offence in sufficient detail and cite the appropriate section of this Human Resource Manual or Ethiopia Labor Code that has been violated. Whenever possible, evidence from eyewitness should be documented.

The warning letters should be issued and signed by the employee’s line manager. If the employee refuses to sign the letter, then the line manager and/or two other witnesses should sign confirming that the letter was presented to the employee and that he/she it constitutes insubordination. Copies of all warning letters and the employee’s written replay (if any) should be kept in the personal file of the employee. 
11.6. Validity of Warning Letters
1st & 2nd warning letters are valid for a period of twelve months. 
11.7. Authority Level

The authority to impose penalties shall be as vested on the Board of Directors for the Executive Director and for position below Executive Director level shall be as hereunder: -
1. Dismissal – Executive Director 
2. Final written warning – Executive Director
3. Written warning (1&2)- Line Manager
4. Verbal warning –Line Manager
5. A final warning letter is always accompanied by loss of annual increment for the period during which the final warning is issued.
11.8. Gross Violation
Gross violation may result in termination of the employee’s contract and legal action may be taken against him/her to recover funds or property from him/her.
11.9.  Suspension from Duty
In serious cases, an employee may be suspended, without pay, for up to 30 days while an investigation into the offence is conducted. If, after investigation, the employee is found innocent, he/she will be reinstated with full pay. If he/she is found guilty, his/her contract will be terminated, with effect from the date of suspension. The investigation may not exceed three (3) months. The employee will have the right of replay or provide explanations on receipt of any the above actions. His/her written replay should be submitted to the Executive Director within two working days to be considered valid.
11.10. Termination of Contract
Only the Executive Director, in the case of the Executive Director the Board of Directors of the {Insert name of your organization here}, can approve the termination of an employee’s contract. 
11.11. Documentation
All disciplinary action, counseling, verbal warning and discussion related to investigation of violation of provision of this manual or any {Insert name of your organization here} policy, are to be documented and a kept in the employee’s file. 
11.12. Grievance Handling 
a) Staff should bring their grievance to the first line manager.

b) If the line manager is unable to resolve the grievance to the satisfaction of the aggrieved employee, then the matter can be taken to the Executive Director for final decision.
c) The grievance concerning employment, suspension or termination must be submitted in writing to the Executive Director within five working days following the receipt of the decision.

d) Any other grievance raised by employee to the line manager in writing shall be given response in writing in three working days and a copy shall be made to the Executive Director.
SECTION TWELVE: CESSATION OF EMPLOYEMENT/TERMINATION OF CONTRACT
12.   Cessation of Employment /Termination of Contract

Termination of employment occurs when an employee leaves the organization due to end of contract, resignation, dismissal, layoff, retirement or death. Notice of termination is necessary from the initiator of the termination. All employees are required to complete their clearance forms before requesting for any termination payments and the termination of contract could be the issues that are stipulated the following sub headings.
12.1. Redundancy
{Insert name of your organization here} will use its best endeavors to avoid redundancy, i.e., the involuntary loss of the employment through no fault of the employee. However, the redundancy becomes unavoidable; the Executive Director will provide sufficient advance notice as per the Labor Proclamation No 1156/2019 Article 35. If alternative employment within the {Insert name of your organization here} is not available and more than one individual is affected, the factors to be taken into consideration in deciding who should have priority of being retained in their posts will be in accordance to the Ethiopian Labor Proclamation No 1156/2019, Art.29).
12.2. Abolition of Posts
It is the privilege of the {Insert name of your organization here} Executive Director in consultation with the Board of Directors to abolish posts if in his/her, opinion such posts are no longer contributes to the achievements of the objectives of {Insert name of your organization here} or there is lack of funding for the post. If the Executive Director so decides, the incumbent will be given three (3) months’ notice or three (3) months’ salary in lieu of notice in additional to any other benefits the employee may be entitled.

An employee whose post has been abolished may apply for any existing vacancy provided he/she meets the minimum requirements for the post. If he/she assumed the new post without a break, then he/she will be considered to have continued his/her service. If there was a break and the employee has been paid his/her severance pay, then the employee will be considered to have started a new employment contract and service with {Insert name of your organization here}.
12.3. Voluntary Termination of Contracts
All employees, expect those on probation, should give one month notice if they wish terminate their contract. However, the Executive Director can minimize the advance notice date to a maximum of fifteen days provide that, this decision will not affect the daily activity of the organization. 
12.4. Termination of a Program or Reduction in Workforce

{Insert name of your organization here} will terminate employment contract by providing the advance notice indicated in Labor Proclamation 1156/2019, Sub Article 35 when donor terminates or reduces the scope and/or budget they promised to release.
12.5. Exit Interviews

{Insert name of your organization here} HR department will facilitate an exit interview for employs who leave the organization due to various reasons to collect opinions of employs to devise possible organizational development. The Exit Interview Form (Annex 15) will contain the following and it is the responsibility of HR department to analyze, propose corrective actions (if any) and submit the report every quarter to organization Executive Director.

· Reason why the employs decided leaving {Insert name of your organization here}
· What satisfied the employee while she/he was working with {Insert name of your organization here}
· The work relationship she/he had with supervisor and other staff
12.6. Termination Payment

Employees who have parted ways with the organization will receive their final check pay with the next regularly-scheduled paycheck following termination and completion of their clearance certificate. All terminal benefits, in accordance with the Labor Law and the organization's HR policy and procedure manual, should be paid to the employee within 7 working days of the end of service date. All benefit payments are subject to the potential deduction for unreturned property. No final payment should be made to the employee until all advances are reconciled.
12.7. Work Certificates

As part of recognizing employees' effort to the success of the organization, {Insert name of your organization here} will award work certificate to all employs departing the organization. The certificate shall include: name of the organization, photograph of the employee. position, duration of employment, final salary amount, and information related to tax fee, name and authority level of authorizing person.

SECTION THIRTEEN: OTHER POLICIES
13.   Other Policies
13.1. Sexual Harassment
The {Insert name of your organization here}’s sexual harassment policy shall be binding to all employees. Sexual harassment refers to behavior that is offensive personality, including, but not limited to: 
1) Making sexual advances, requests for sexual favors, or other verbal, visual or physical conduct of sexual nature a condition for employment, renewal of contract, or to influence performance rating.

2) Creating an intimidating, hostile work environment by such conduct such as sexually suggestive comments, graphic, verbal comments about an individual body or appearance.

3) Sexually explicit jokes.
13.2. Reporting Incidents of Sexual Harassment 
All cases of sexual harassment shall be reported to line manager or the Executive Director promptly. The line manager shall investigate all reported cases within seven (7) days and take appropriate action as provided for in this Human Resource Manual. If the complaint is against the Executive Director, then the report shall be made to the Chairman of Board the {Insert name of your organization here} who shall promptly investigate the matter and take appropriate action. No employee shall be punished for reporting incidents of sexual harassment.
13.3. Persons with Disabilities
{Insert name of your organization here} will not discriminate employees based on their physical abilities. When generally accessible facilities do not adequately serve a specific disability, {Insert name of your organization here} will endeavor to make responsible adjustment to ensure accessibility.
13.4. Health and Safety
{Insert name of your organization here} regards the promotion of safety and hygiene within its area of operation as an essential part of its responsibilities. Furthermore, it regards the promotion of safety and health matter as mutual objectives of both management and employees. It is, therefore, the {Insert name of your organization here}’s policy to do all that is reasonably practical to prevent personal injury and damage to property and protect the employees from foreseeable work hazard and the public when they visit {Insert name of your organization here}.
{Insert name of your organization here} will: 
1) Provide and maintain safe and healthy working conditions, in accordance with the relevant statuary requirements.

2) Provide integrated safety, job training and instruction for all employees and additional safety training where appropriate.

3) Provide all safety devices and productive equipment required by statue and supervises their use.

4) Ensure that articles and instruments purchased for use at work have been designed and constructed to be safe and without risks to health, that full information is made available by the suppliers where additional safety persecutions are required.

5) Maintain a constant and continuing attention to all aspects of safety in particular by making regular location safety inspection.
13.5. Political and Religious Practices in Organization’s Premises
{Insert name of your organization here} recognizes and respects its employee’s right to follow their choice of political and religious affiliations. However, employees are not allowed to hold office in a political party or make/sign public statements on behalf of political parties. Disseminating political and religious messages are strictly forbidden in the {Insert name of your organization here}’s premises.
13.6. HIV/AIDS
{Insert name of your organization here} is committed to providing a non-discriminatory environment for its HIV positive employees. The {Insert name of your organization here}’s will not discriminator based on an employee’s HIV/AIDS status.

{Insert name of your organization here} will endeavor to raise awareness among its employees, communities and partners on HIV/AIDS and related health issues. {Insert name of your organization here} will develop a comprehensive HIV/AIDS workplace policy, that will in addition, help reduce stigma and discrimination, gave visibility and choice to employees who are openly and positively living with HIV/AIDS.
13.7. Gender
{Insert name of your organization here}’s Gender policies aim at fair and positive opportunities for both male and female employees. Gender shall be mainstreamed in all of the Human Resource Policy and practices of the {Insert name of your organization here}.

{Insert name of your organization here} will ensure the principle and practice of equity in pay, benefits and other development opportunities for both women and men. Gender sensitivity shall form a criterion in employee recruitment, promotion and development. {Insert name of your organization here} recognizes the need for employees to work in an environment free of stigmatization and harassment on sex grounds.
13.8. Code of Ethics
1) The mission of {Insert name of your organization here} should be realized through a common code of ethics upheld by our Directors, Officers, Staff, and Volunteers.
2)  Work and business relationships should be conducted with the highest level of integrity, respect, honesty, diligence, trust, and fairness which are the pillars of our {Insert name of your organization here} culture.
3) Individuals purchasing goods and services on behalf of {Insert name of your organization here} shall conduct business in a manner that is consistent with the purpose of {Insert name of your organization here}.
4) All qualified vendors should be given equal opportunity to compete for {Insert name of your organization here} business. Purchasing decisions should be made on reasonable assessment of quality, service, competitive pricing, and technical qualifications.
5) Procurement decisions shall be made with integrity and objectivity, free from any personal considerations or benefits, otherwise known as kickback.
6) The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements. However, recipients may set standards for situations in which the financial interest is not substantial, or the gift is an unsolicited item of nominal value.
7)  Appropriate confidentiality and compliance with all applicable regulations and laws are equally important.
8) {Insert name of your organization here} employees are expected and are held accountable for the following:

8.1. Performing the work that is indicated in the job descriptions as per the expected plans and standards;
8.2. Handling with due care all equipment, instruments and tools given to them for work;
8.3. Reporting for work always in fit mental and physical conditions;
8.4. All local contracts and compensation shall comply with national and local laws.
8.5. Refraining from:

a) An intentional act that endangers life or property in the place of work;
b) Taking away property from the work place without the authorization of the responsible person;

c) Unauthorized access, use or abuse of {Insert name of your organization here} property, such as, but not limited to, vehicles, photocopiers, computers, computer software, internet access (i.e., pornographic sites), e-mails, fax machines and telephones will not be tolerated;
d) Being repeatedly tardy for work;

e) Being absent from work without permission or outside the rules of the organization;

f) Creating or engaging in brawls or quarrels at the working place;

g) Accepting gifts or remuneration from a third party as a recognition of collaboration, which may be found irregular and result in dishonesty; 

h) Gambling or playing games during work hours;

i) Using information known to the employees by reason of their official position to their private advantage;

j) Breaching confidential information of {Insert name of your organization here};

k) Breaching any aspect of {Insert name of your organization here} Code of Conduct.

9) All staff should follow the following during field works:

9.1. All instances in which staff are at heightened risk of harm due to program activities, civil unrest, natural disaster, or other exceptional events (e.g., being stranded, abducted) shall be reported to the Admin and Finance Director and/or the ED immediately.

9.2. All instances in which staff are injured shall be reported promptly.

9.3. All {Insert name of your organization here} vehicles should be operated in a safe manner to ensure safety of driver and passengers.

9.4. No salary or salary top off to be paid to staff of other institutions.

9.5. All business-related travel outside of the area of operation must be approved by ED.
13.9. Equal Employment Opportunity

{Insert name of your organization here} provide equal employment opportunity to all qualified personnel without ethnicity, creed, color and gender differences. Employee's remuneration shall be fairly allocated based to their qualification, experiences and market value for their skills and experiences. To develop the capacity of employs, {Insert name of your organization here} encourage all employees to get relevant training. Employees will be given a fair hearing if they have a grievance against another employee or their line manager and senior management team member.

SECTION FOURTEEN: HUMAN RESOURCE MANAGEMENT INFORMATION SYSTEM
14.   Human Resource Management Information System
14.1. Policy
14.1.1. A numbered file for each employee shall be maintained in {Insert name of your organization here}. Access to an employee’s file shall be restricted to the supervisor, the Executive Director and the employee. Each numbered employee file will contain the following documents:

· Letter of application for employment;

· Curriculum vitae;
· Copies of certificates and licenses;

· Employment test results;

· Personal history form;

· Copies of all performance evaluation;

· Copies of all correspondence whose subject is the employee; including warning letters;

· Copies of all salary/benefits adjustment notice;

· Release paper from previous employer if applicable;

· Four pass port size photos;
· Copies of all appropriate medical records; and

· Other relevant document.
14.1.2. It is the employee’s responsibility to inform the organization of any changes in personal status like marital status, number of dependents, residential address, beneficiary nominee, etc.
14.1.3. It is the responsibility of Human Resource Manager to record all changes in the state of the employee on the appropriate format and keep all supporting documents in the personal life.

14.1.4. It will be the duty of all staff that has access to personal records for work purpose to adhere strictly to the confidentiality of that information. Willful failure to adhere to this policy will result in disciplinary action. 
14.2. Personnel File Keeping
{Insert name of your organization here} shall keep in an orderly manner, individual files of employees in any form.
SECTION FIFTEEN: AUTHORITY FOR INTERPRETATION AND AMENDEMENT
15.   Authority for Interpretation and Amendment
The authority to interpret or amend any of the provisions stipulated in this Human Resource Manual is vested in the {Insert name of your organization here}’s Board. The board can delegate the ED for interpretation of any of the provisions stipulated in this human resource management policy and procedure manual.

This Human Resource Polies and Procedures Manual is approved and effective from __.
Name and signature of {Insert name of your organization here} board members who approved this manual

	#
	Name
	Position 
	Signature 

	1
	
	Board chairperson
	

	2
	
	Deputy Board chairperson
	

	3
	
	Member
	

	4
	
	Member
	

	5
	
	Member
	

	6
	
	Member
	

	7
	
	Member
	

	8
	
	Board Secretary
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Annex 1: HRM Policy Acknowledgement Form 
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
HRM Policy Acknowledgement Form
I the undersigned employee of {Insert Name of Your Organization Here} have read, understand and agreed with all terms and conditions indicated in {Insert Name of Your Organization Here}’s Human Resource Policy and Procedures Manual.

Name:




       Position






Signature:



        Date:









Annex 2፡ Personnel Requisition Form 
	      
{INSERT NAME OF YOUR ORGANIZATION HERE}
Personnel Requisition Form

To:







From:







Date: 






Subject: Request for new staff employment 

Job Title:





Accountable to




Brief outline of duties and responsibilities:






 

Requirement for new position:

Education level 







Minimum qualification 






Special skills requirement 






Age limit (if any)  







Terms of employment:  from 

____ to 



Date needed: 








If replacement, complete the following

Employee replaced: 






Job title: 







Date terminated: 




 Reason for replacement 



Requested by:  



 Signed 

 Date 




Approved/immediate supervisor of requester/ 

    Signed 
    Date 


Authorized by /Executive Director/ __

       Signed 

     Date 


NB: This form should be filled in two copies (one copy for the requesting department and another copy for the office)



Annex 3: Vacancy Announcement

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Vacancy Announcement











Ref.: 













Date: 


1. Job title 



2. No. of the vacant post 





3. Position 







4. Requirement

Educational background and unique ability required 
___________

Experience 









5. Location 











6. Salary  









   

7. Registration place 





8. Date of registration from __________up to ____________



9. Date of interview, and/or test _______________________




10. Documents required from the applicant at the date of registration 










___________

Signature and seal




Annex 4: Recruitment Summary Sheet

	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Recruitment Summary Sheet

1. Organization___________________________






2. Job title_______________________________






3. Salary_________________________________
4. No. of examinees________________________






5. Date of vacancy announcement____________ 





6. Date of examination_____________________ 






7. Place of examination 





#

Name Applicants

Document review

Written exam result 

Interview result 

Grand Total

Rank 

Recommendation of the Recruitment Committee:

Name of committee members



Sign

1. 












2.  












3.  












Decision of the Executive Director or Designated Person

Name 



Sign 



 Date 
____________




Annex 5: Candidates Reference Form
	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Candidates Reference Form
Candidates Name: 






Position:  








1. For how long and in what capacity do you know the candidate? 

























2. Please describe the skills; knowledge and attitude of the candidate in relation to her/his work as far as her/ his previous experience is concerned.























______
3. Please let us know her/his strengths and weakness.

























______
4. Please describe the candidate’s ability in solving problem encountered in her/his day-to-day activities: 
   






























5.  How do you describe the candidate’s ability of working with team members as far as organizations objectives and goals are concerned? 
  `.


























6. Why do you think that, the candidate terminated her/his employment contract with previous organization?






























7.  Any additional points.






























Name of the reference: 






Position: 






Date: 







Annex 6: Initial Letter of Appointment (Probation)
	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Initial Letter of Appointment (Probation)
Ref. 













Date: 



Mr./Mrs./Ms.




Dear Mr./Ms. 





You are hereby offered an initial appointment for a probation period of 45 days with the Head Office or Project (specify the place), executed by {Insert Name of Your Organization Here}.

This appointment is given on the following basis:

Post title _________




Duty station __



Basic salary level 



Other allowance, if any 


Effective date of appointment

Date of expiry of appointment 

              (45 days after effective date of appointment).

This appointment may be terminated if your services are no longer required. If your services have proved satisfactory during the probation, you shall be confirmed in your position. Copies of terms and conditions of employment and rules of conduct are attached in addition to your job description.

Sincerely yours,

C.C:  - To all unit heads and officers 


  Personal file


Annex 7: Fraud Prevention and Awareness Policy Acknowledgment                 
	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Fraud Prevention and Awareness Policy Acknowledgment
My signature signifies that I have read the Fraud Prevention and Awareness Policy and Procedures of {Insert Name of Your Organization Here} and understand my responsibilities related to the prevention, detection and reporting of suspected fraudulent activities.

Signature: __________________________
Print Name: _________________________

Date: ______________________________




Annex 8: Employee’s History Record

	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Employee’s History Record
PART I: TO BE FILED BY THE EMPLOYEE 

1.1. Full Name:







1.2. Date of Birth:







1.3. Place of Birth:






1.4. Educational Level:






1.5.  Sex: Male (

Female (
1.6. Marital Status: 
Single (
Married (         Divorced (
1.7. Name of Wife/Husband







· Place of Work









· Address: Sub city 


 Woreda
H.No.  Tel



1.8.  Residential Address: Sub city


Woreda

 


H. No


 
Tel




1.9. Name of children

1. ____




Sex


 Age 



2. 





Sex


 Age 



3. 





Sex


 Age 



1.10. Relative/Person to contact in case of emergency:

· Name:








· Address, Place of Work: 



 Tel




· Address, Residence Sub city:






· Woreda : 
                 H.No.
 Tel

 P.O.Box 


1.11. Beneficiaries of pension/provident fund

No

Full Name

Address 

Tel No.

Relationship

% of Benefits

Employee's Name






Employee's Signature









Date Signed 






PART II: TO BE FILLED BY FINANCE AND ADMINISTRATION  

2.1. Employment Date








2.2. Job Title/position at employment: _____________________________



2.3. Department/Unit of employment: _____________________________



2.4. Salary/Allowance at Employment: _____________________________



2.5. Changes 
No

Residential Address

Marital Status

Number of Children
Beneficiaries

2.6. Training and Educational Records

No

Year

Field of Training /Study

Duration

Grade Completed

Name of Educational Institute
Remark

2.7.  Experience

No

Year

Previous Employer

Address

Employed From__________ To

Position 

Remark

2.8.  Documents of Acknowledgment and Reward

No

Year

Type

Reason

Action Taken

Remark

2.9. Disciplinary Measures 

No

Year

Type of Break

Action Taken

Remark

2.10. Additional Information 

2.11. Date of Termination: 










2.12. Reason: 










   

Executive Director



Employee

Name:












Signature:












Date:
















Annex 9: Staff Annual Leave Plan Format 

	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Staff Annual Leave Plan Format

Planning period: ----------------
Part I: Annual Leave Plan

Name of Employee: 




 ID NO





Department/Unit/:







______

 Position 





1st round, from 



to  





2nd round, from 



to  





3rd round, from 



to  





4th round, from 



to  





Date of submission: 




Signature 




PART II: Agreed Annual Leave

The following schedule of annual leave for the year 


        _______was decided between the employee’s immediate supervisor and the employee.

1st round, from 



to  





2nd round, from 



to  





3rd round, from 



to  





4th round, from 



to  





Supervisor’s name: 



 Signature 

 Date 

 

Employee, s name: 



 Signature 

 Date 



Remark: 











NB: This form will be given to the HR and Administrative Officer for filing.


Annex 10: Staff Annual Leave Request Format   
	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Leave Request and Approval Form
1. To be completed by the employee:
a. Name 




 Department 



b. Position: 



 Employee No. 



c. Type of leave requested: (Tick one)

Annual  (        Sick (
 Maternity ( 
      Paternity ( Matrimonial (        Compassionate (           Educational (
d. No. of days requested: 








e. Period:    From _________________ To ___________________




f. Address during the leave time: 





       Telephone Line Address: 




______
  
 Signature of Employee




Date

2. To be completed by {Insert Name of Your Organization Here} office:
a) Carry over from previous year 



b) Entitlement for the year 




c) Total available for the year



d) Less:  Utilized during the year (Including this request)


                                          

e) Balance as at 



  HR & Admin Director



Date

3. Delegates of the Staff

Name _____    ______  Signature ____________  Date 
_______________
Yes (                          No (
4. To be completed by the Line Manager:
a)  Request approved: Yes (                   No (
b) If no, state reasons and recommendations: 





     Signature of Line Manager



Date

5. Approved by 








 


Executive Director  


Annex 11: Employees Training Need Assessment Form 

	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Employees Training Need Assessment Form

Name of employee: 







Position:









Educational background:

















__________________

Proposed training by employee:





















Estimated cost of the training in birr: 

/



_____/

Reason for proposed training: 




















Signature of employee:



 Date 




Proposed training by immediate supervisor:




















Reason for proposed training: 

































Name of supervisor:


Signature
_______
 Date 

______



Annex 12: Confirmation of Appointment 

	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Confirmation of Appointment 

                                                                                                          Ref.: 


___








Date: 

_________
Mr./Mrs./Ms.




Post title 



Dear Mr./Ms. 



Reference is made to the initial letter of appointment issued with Ref. No. dated

. Your performance during the trial period has been evaluated and found satisfactory. Therefore, it is our pleasure confirming you that your appointment will be effective from the date of appointment i.e. 


.

Sincerely yours,

C.C: To All Unite Heads and Officers 
         Personal File



Annex 13: Letter of Transfer
	
{INSERT NAME OF YOUR ORGANIZATION HERE}

Letter of Transfer

                                                                                                                        Ref.: 












Date: 



Mr./Mrs./Miss 





Current post title 




It’s well known that; you have been working in our organization in the capacity of -------- at----------------------- project site. In order to utilize your technical and professional expertise in a structured and cost-effective manner, we found very pivotal to reshuffle the existing manpower of the organization. With this in view, the management of {Insert Name of Your Organization Here} decided to make the transfer based on the following conditions:

New post title 






Your new supervisor___________________

New duty station 




New basic salary 




Allowance (if any) 




Effective date of appointment 




Job description for the new position is attached.  The terms and conditions for this appointment are the ones valid for your new position, and replace any previous employment agreement.

The general terms and conditions of employment and the rules of conduct as given to you before are part of this appointment.

Hence, please handover all documents and materials under your custody to------------------------ in the presence of two witnesses assigned by the Executive Director.

Sincerely yours,



Annex 14: Promotion Analysis and Recommendation Form
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Promotion Analysis and Recommendation Form
1. Job title of the vacancy 




2. Division or Department ________________________





3. Announcement ______________________________






4. Position ____________________________________






5. Vacancy announcement _______________________





6. Salary______________________________________

7. Date of Vacancy _____________________________ 






8. Ref. Number of  





Ser.

No.

Name of the Applicants

Average performance

Education

Service

Points given for

Evaluation

Type

Rank

Within {Insert Name of Your Organization Here}
In other Org.

Performance Evaluation

Education

Experience

Recommendation of the Recruitment Committee: _________________________________

Names of Committee Members


             Signature


1.










2.










3.










Decision of the Executive Director or Designate Person _____________________________________

Name 





Sign 



Date ___
_



Annex 15: Exit Interview Format

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Exit Interview Format
For employees terminating their contract by their own will

Name:



 


Position 





Department/Unit: 





Duty Station






Date of Hire 





Date of Termination 




1. Why are you leaving {Insert Name of Your Organization Here}? 





























2. Were you satisfied in your job while working with {Insert Name of Your Organization Here}? Your work relationship with your supervisor and other staff? 
















3. Your opinion regarding the policies and procedures of {Insert Name of Your Organization Here}?
























4. What is your opinion about {Insert Name of Your Organization Here}? Any other opinion? 



























Annex 16: Clearance Form
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Clearance Form
Name of Staff: - 




Department/Unit:  




ID No.  




Place of Work:
_______________________________________
Reason for Leaving: -







To: Department Directors, Officers & {Insert Name of Your Organization Here} Offices!
Please collect any {Insert Name of Your Organization Here} property that you might have loaned or issued to the employee during his tenure with {Insert Name of Your Organization Here}. Please confirm your action by signing the space provided below.

#
Dept./Unit/ {Insert Name of Your Organization Here}
Name of the Official/Officer

Signature

Date

Remark

1

Program Unit 1

2

Program Unit 2

3

Program Unit 3

4

Finance Unit

5

Stores

 Approved By:



Position: 

    Signature 


NB: - This form has to be completed in 3 copies. 1st copy stamped for the employee, 2nd copy for Finance & 3rd copy for personal file.


Annex 17: Grievance Registration Form                   

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Grievance Registration Form



	1.
Background

	Complaints/grievances are a valuable source of feedback and an important tool for organization and staff development. Genuine and on time complaints can help {Insert Name of your Organization} management to identify the needs of our staffs, increase staff involvement and improve performance.

Employees lodging grievances to supervisors and or the management should understand and are responsible for:

a) Strictly following the grievance procedures.
b) Cooperating and participating in attempting to resolve the grievance by openly discussing with supervisors and the management.

c) Adhere outcomes and feedbacks forwarded from {Insert Name of your Organization} regarding the resolution process.
d) Keeping confidentiality by only involving people who are involved in the resolution process and to themselves.

	2.
Precondition

	A Grievance/complaint should only be lodged if you have been unable to resolve your issue or concern informally. Complainants may be contacted and asked to provide additional information to support their complaint.

	3.
Grievance Details

	Name
	

	Department/Programme
	

	Position
	

	4.
Grievance Details

	Grievance Scale (High, Medium, Low)
	

	Describe Nature of Grievance
	

	Have you lodged your compliant to any other supervisory level staff?
	Yes   (
No    (

	What would you like to recommend to resolve your complaint? (What is your suggestion)?
	

	Any other comment?
	

	5. Privacy Notice

	We will only use the information collected on this form to help {Insert Name of your Organization} management to formally prepare and compile employee’s complaint and review and provide timely decision. Your personal information will not be disclosed to any other person and access will only be provided to HR and authorize officials.

	6. Acknowledgement

	To the best of my knowledge, all the information provided above is true and correct. 

Name:

Date: 

Signature: 


	For Office Use Only:



Annex 18-A: Performance Appraisal Form
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Performance Appraisal Form
For Directors/Officers/Supervisors

	1. General

	· This form is used to evaluate professionals, programme staff and for those whose assignment includes supervision.
· This form shall be filled annually by the concerned evaluator or immediate supervisor of the employee evaluated.
· The evaluator shall properly evaluate the person irrespective of personalities and private matters.

	2. Appraisal Scoring

	Performance Rating
Point
Rating
Exceed expectations: Performance consistently exceeds expectations in all essential areas of responsibility, and the quality of work overall was excellent. Annual Goals met.
5
Meets Expectation: Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeds expectations, and the quality of work overall was very good. The most critical annual goals were met.

4
Needs Improvement: Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.

3
Below Expectation: Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in one or more important areas.

2
Unsatisfactory: Performance was unsatisfactory in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in most of important areas.
1


	3. Employee Details

	Name
	

	Department/Programme
	

	Position
	

	Year of Appraisal
	

	4.
Evaluator Details

	Name
	

	Department/Programme
	

	Position
	

	5. Performance Factors: Please encircle the point the employee deserves and indicate the average point.

	No.

Description
Point Rating
5.1
Quality of Work: Demonstrates Knowledge to accomplish job duties effectively. Works with end-in-mind to do work right the first time
1
2
3
4
5
5.2
Productivity: Gets results, well organized, uses resources efficiently,
handles fair share of workload, takes initiative and follows through to completion. Responds quickly to inquiries. Delegates as appropriate.
1
2
3
4
5
5.3
Client Satisfaction: Accurately identifies need of clients and responds to external and internal clients. 
1
2
3
4
5
5.4
Thinking and Problem Solving: Analyzes situations to resolve effectively, learns from successes and mistakes, proactive, innovative, and responsive to change and new ideas. Recognizes when supervisory input is necessary.
1
2
3
4
5
5.5
Team Work: Works to enhance team performance, respects diversity, collaborates, shares information and communicates effectively with superiors/peers.
1
2
3
4
5
5.6
Communication Skill: Written, verbal or interpersonal ability to deal with clients, supervisors and subordinates as needed to do the job and resolve difficult situations.
1
2
3
4
5
5.7
Inclusiveness: Shows respect for people and differences; promotes fairness and equity engages the talents, experiences, and capabilities of others; fosters a sense of belonging; works to understand the perspectives of others; and creates opportunities for access and success.
1
2
3
4
5
5.8
Problem Solving/ Decision Making: Problem solving – Identifies problems, involves others in seeking solutions, conducts appropriate analysis, searches for best solutions; responds quickly to new challenges.  Decision making – Makes clear, consistent and transparent decisions; acts with integrity in all decision making; distinguishes relevant from irrelevant information and makes timely decisions.
1
2
3
4
5
5.9
Planning and Organizing: Achieves unit’s plans within timelines and resources; scopes, plans and schedules work; sets priorities and goals; anticipates and adjusts for problems; evaluates workloads; measures and evaluates performance against goals.
1
2
3
4
5
5.10
Innovation and Creativity: Initiating workable ideas, techniques, solutions, and willingness to change/try new approaches.
1
2
3
4
5
5.11
Dependability:  Meets established work schedules. Effectively structures activities and responds to priorities and deadlines.
1
2
3
4
5
5.12
Leadership: Articulates vision to achieve goals. Promotes teamwork within and across organization. Encourages professional development and conducts scheduled performance evaluation(s). Sets example for expected performance.
1
2
3
4
5
                                                                                           Average point

	6.
Evaluator Comments

	Date: 

Signature: 
___________________

	7.
Employee Comments

	Date: 

Signature: 
___________________

	For Office Use Only:

	Appraisal Submission Date to HR:
	

	Review and Decision Summary by the Management
	


Annex 18-B: Performance Appraisal Form
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Performance Appraisal Form                                                               
For General Service Staff


	1.
General

	· This form is used to evaluate for general service workers.
· This form shall be filled annually by the concerned evaluator or immediate supervisor of the employee evaluated.
· The evaluator shall properly evaluate the person irrespective of personalities and private matters.

	2.
Appraisal Scoring

	Performance Rating
Point
Rating
Exceed expectations: Performance consistently exceeds expectations in all essential areas of responsibility, and the quality of work overall was excellent. Annual Goals met.
5

Meets Expectation: Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeds expectations, and the quality of work overall was very good. The most critical annual goals were met.
4

Needs Improvement: Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.
3

Below Expectation: Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in one or more important areas.
2

Unsatisfactory: Performance was unsatisfactory in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in most of important areas.
1



	3.
Employee Details

	Name
	

	Department/Programme
	

	Position
	

	Year of Appraisal
	

	4.
Evaluator Details

	Name
	

	Department/Programme
	

	Position
	

	5.
Performance Factors: Please encircle the point the employee deserves and indicate the average point.

	No.
Description
Point
5.1
Knowledge of work: Employee’s ability to understand methods and procedures for doing the job.
1
2
3
4
5
5.2
Quantity & Quality of work: How well does the employee do his/her assigned duties; consider if the employee is a careful worker and his/her accuracy and/or neatness of work

1
2
3
4
5
5.3
Ability to understand instructions: Promptness in understanding and handling ideas and assignments
1
2
3
4
5
5.4
Team work/ cooperation: How well does the employee get along with others? ability to work in harmony with others
1
2
3
4
5
5.5
Punctuality: employee’s promptness in handling duties and conforming to work hours
1
2
3
4
5
5.6
Handling of property/equipment: Ability to handle properties and equipment to maximize their service life
1
2
3
4
5
5.7
Degree of Flexibility: ability to promptly seek for alternative solutions in time of need and willingness to handle additional assignments.
1
2
3
4
5
5.8
Reliability /Honesty: Integrity in handling organizational resources and duties.
1
2
3
4
5
Average point


	6.
Evaluator Comments

	Date: 

Signature: 
___________________

	7.
Employee Comments

	Date: 

Signature: 
___________________

	For Office Use Only:

	Appraisal Submission Date to HR:
	

	Review and Decision Summary by the Management
	


Annex 18-C: Performance Appraisal Form                                                      
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Performance Appraisal Form
For Driver Logisticians

	1.
General

	· This form is used to evaluate for Driver Logisticians.
· This form shall be filled annually by the concerned evaluator or immediate supervisor of the employee evaluated.
· The evaluator shall properly evaluate the person irrespective of personalities and private matters.

	2.
Appraisal Scoring

	Performance Rating
Point
Rating
Exceed expectations: Performance consistently exceeds expectations in all essential areas of responsibility, and the quality of work overall was excellent. Annual Goals met.
5

Meets Expectation: Performance consistently met expectations in all essential areas of responsibility, at times possibly exceeds expectations, and the quality of work overall was very good. The most critical annual goals were met.
4

Needs Improvement: Performance did not consistently meet expectations – performance failed to meet expectations in one or more essential areas of responsibility, and/or one or more of the most critical goals were not met.
3

Below Expectation: Performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in one or more important areas.
2

Unsatisfactory:
Performance was unsatisfactory in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in most of important areas.
1



	3.
Employee Details

	Name
	

	Department/Programme
	

	Position
	

	Year of Appraisal
	

	4.
Evaluator Details

	Name
	

	Department/Programme
	

	Position
	

	5. Performance Factors: Please encircle the point the employee deserves and indicate the average point.

	No.
Description
Point
5.1
Driving skill and competence: Carefulness and accuracy in driving to avoid accident
1
2
3
4
5
5.2
Safety record / Accident free: Accident record during the year of evaluation
1
2
3
4
5
5.3
Equipment/vehicle handling: Timely maintenance and cleanliness of vehicle
1
2
3
4
5
5.4
Team work/ cooperation: How well does the employee get along with others? ability to work in harmony with others
1
2
3
4
5
5.5
Dependability: The extent to which the employee completes assignments, ability to take action without being told and without close supervision
1
2
3
4
5
5.6
Punctuality: employee’s promptness in handling duties and conforming to work hours
1
2
3
4
5
5.7
Degree of Flexibility/Obedience: ability to promptly seek for alternative solutions in time of need and willingness to handle additional assignments.
1
2
3
4
5
5.7
Handling of financial matters: Adherence to financial procedures while handling duties related with finance.
1
2
3
4
5
5.8
Reliability /Honesty: Ability to provide reliable information/document with regard to organizational duties
1
2
3
4
5
Average Point


	6.
Evaluator Comments

	Date: 

Signature: 
___________________

	7.
Employee Comments

	Date: 

Signature: 
___________________

	For Office Use Only:

	Appraisal Submission Date to HR:
	

	Review and Decision Summary by the Management
	


Annex 19: Constructing A Salary Scale
	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Constructing A Salary Scale

The best way an organization can increase satisfaction with salaries is to publish a completely transparent salary scale. Salary scales are based on two main criteria:

1. Value of the job

2. Years of service

Deciding job value can be a very simple or very exacting and complicated process, depending on the needs of the organization. In the simplest case, the management team and the board of directors can discuss the various job titles in the organization and rate them along a scale of importance, difficulty of finding someone to fill the role, and scarcity of qualifications. For a mid-sized organization, it is typical to have 10-15 job levels, with the ED being the highest, and the cleaners the lowest.

If the organization has more time and the desire to be more scientific, it should (possibly with the help of an HR consultant) decide what factors are most important, and the relative weight of each factor. Below is an example of a job factor table for a mid-sized organization.

Job value table example

Key Factors 

Weight 

Sub-factors 

Weight

Education and Experience

25%

Education

10%

Experience

15%

Responsibility

50%

Personal responsibility

20%

Fund responsibility

10%

Minimize work risks

15%

Problem analysis and strategic decisions

5%

Creativity

10%

Attract customers and donors

7%

Suggest new policies

3%

Working conditions and body effort

15%

Hard/dangerous working conditions

5%

Work outside office

5%

Dealing with public/customers

3%

Huge body effort required

2%

Grand Total (100%)

Based on this analysis, the same NGO arrived at the following job levels: 

Grade Job 

Titles

15

Executive Director

14

None

13

None

12

- Membership Manager 

11

- Finance & Administrative Manager

- Program Manager

- MIS Manager

- HR Manager

10

None

9

Project Officers

8

Logistics and Maintenance Head of Section

7

None

6

- Community Workers

- Executive Secretary

- HR coordinator

5

- IT supervisor

4

- Admin Assistant

3

- Accountant

2

Driver

1

- Guard

- Messenger

- Cleaner

The final piece of the puzzle to put into place is years of service. It is typical to give a small increase, within grade, to employees who remain loyal to the organization. These increases are often called “increments” or “steps” within grade. Continuing with the same example, this NGO arrived at the following complete salary scale

GRADE
STEPS
1.

2.

3.

4.

5.

6.

7.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

As stated at the beginning of this section, the power of a transparent and clearly-communicated salary scale is that it increases employee satisfaction by removing all thoughts of favoritism or unfairness.




Annex 20: Giving Performance Feedback

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Giving Performance Feedback
Giving supportive performance feedback is the most powerful tool a supervisor can have in his or her tool kit. Constructive and supportive feedback, delivered well, will improve and maintain good performance perhaps more than any other technique. Unfortunately, giving feedback is often confused with punitive criticism which usually has the opposite effect: poor morale and worsening performance.

Punitive feedback usually has the following results:

· Not helpful in solving performance problems

· Results in excuses

· Makes providers feel offended, angry, or sad

· Decreases confidence, trust, and self-esteem

· Makes employees avoid supervisor and/or work (absenteeism)

Guidelines for Giving Feedback

1. Be positive

Too often, only negative feedback is given. It is too easy to see only what needs to be improved, and make comments about what people should do differently. But everyone, no matter how poor a performer, also does many things correctly. In order to nurture the things being done well, we need to notice them, and provide feedback. To the extent we give positive feedback, the good parts of a person’s performance will continue and get even better. In addition, psychological studies have shown that employees who receive only negative or punishing feedback tend to be unmotivated and do less and less work. Those who receive a balanced mix of positive and corrective feedback can change what needs to be changed, but remain motivated to continue the good parts of their work.

2. Make specific statements; support general statements with specific examples

Precise and specific statements are valuable to the receiver for both positive behavior ("Exactly what did I do right?" or "What should I be sure to continue doing?") and negative behavior ("What precisely should I change?"). To be told that "you did well on that project" may be satisfying to both parties, but it's not nearly as effective as saying "you came in on time and under budget on that project." The latter describes exactly what the feedback giver sees as positive in the receiver's performance. To be told that "you dominate meetings" won't be useful unless it's followed up by specifics: "For example, in yesterday's meeting, you talked so much I stopped listening; you may have said some good things toward the end, but I didn't hear them."

3. Use descriptive rather than judgmental language

By avoiding judgmental language, you reduce the need for a defensive response. For example, regardless of merit, saying that some action was "terrible" or "stupid" or "utterly inappropriate" generally evokes anger, return accusations or passive- aggressive behavior in the listener. The feedback message rarely gets through this kind of verbal clutter.

On the other hand, describing the impact of the receiver's behavior on the performance of another makes it easier for the receiver to understand the meaning and importance of the feedback. Also, it tends to focus the discussion on behavior and not personal characteristics.

People are more open to listening about the results of their behavior than they are about the worth of their person. An example is the following: "When you get angry and use abrasive language, I'm afraid to tell you the truth so I just tell you what I think you want to hear." In this example, the results of the person's behavior are made clear.

4. Be direct, clear and to the point

No matter how well motivated one might be, certain actions ("beating around the bush," using lots of modifiers, talking in general terms in hopes that the person will "get the message") create misunderstanding and discomfort. The objective is to communicate directly, not leave someone guessing.



Annex 21: Written Test Interview Template

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Written Test Interview Template

Written test template

Written Interview questions

Position: _____________________  

Organization: _________________

Date: _______________________

Instructions
· Write your name and date on the answer sheet before answering the questions.

· This interview has two sections.

· Section A carries 20 marks while section B carries 80 marks. 

· Answer all questions in both sections using the computer provided.

· Save your document in your name in the folder provided by the staff supervising you. 

· Hand in your soft answers and your drawings to the person supervising you.

· Time allowed is 3 hours

 The line manger to supply relevant questions to the HR Manager for written tests




Annex 22: Candidate Interview Evaluation Form

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Candidate Interview Evaluation Form

Candidate’s Name: ______________________________   Date:  _______________________   

Interviewed By:  ________________________________   

Scoring Candidate evaluation forms are to be completed by the interviewer to rank the candidate’s overall qualifications for the position.  Under each heading the interviewer should give the candidate a numerical rating and write specific job-related comments in the space provided.  The numerical rating system is based on the following:    

5 – Exceptional       4 – Above Average       3 – Average       2 – Satisfactory       1 – Unsatisfactory 

1. Educational Background – Does the candidate have the appropriate educational qualifications or training for this position?   

Rating:   1     2     3     4     5    

Comments:     

2. Prior Work Experience – Has the candidate acquired necessary skills or qualifications through past work Experiences?   

Rating:   1     2     3     4     5    

Comments:     

3. Technical Qualifications/Experience – Does the candidate have the technical skills necessary for this position?  

Rating:   1     2     3     4     5   

Comments:      

4. Administrative and budgetary experience: financial planning, staff supervision, management of resources – Does the candidate demonstrate the knowledge of these areas necessary for this position? 

Rating:   1     2     3     4     5   

Comments:

5. Leadership Ability – Did the candidate demonstrate the leadership skills necessary for this position?   

Rating:   1     2     3     4     5    

Comments:    

6. Customer Service Skills – Did the candidate demonstrate the knowledge and skills to create a positive customer experience/interaction necessary for this position?    

Rating:   1     2     3     4     5    

Comments:   

7. Communication Skills – How were the candidate’s communication skills during the interview?  

Rating:   1     2     3     4     5   

Comments:     

8. Candidate Enthusiasm – How much interest did the candidate show in the position?    

Rating:   1     2     3     4     5    

Comments:     

9. Overall Impression and Recommendation – Final comments and recommendations for  




Annex 23: Employee File Check List

	
{INSERT NAME OF YOUR ORGANIZATION HERE}
Employee File Check List

Administrative File Review the Personnel File should include the following: 

EMPLOYMENT RECORDS

☐ Employment application ☐ Resume (clean copy without notes) ☐ College transcripts ☐ Test documents used by an employer to    make an application decision ☐ Copy of driver’s license, if required for the position ☐ Employment offer letter (signed by the employer and the employee) ☐ Job description ☐ Checklist from new employee orientation ☐ Signed acknowledgment of handbook ☐ Relocation records/Transfer records ☐ Any contract, written agreement, receipt, or acknowledgment between employee and employer (such as a noncompete agreement or agreement relating to the organization property) 

PAYROLL ADMINISTRATION 

☐ Rates of pay and other forms of compensation ☐ Notification of wage and/or salary increase/decrease ☐ Compensation history record ☐ Compensation recommendations ☐ State and federal tax forms ☐ Payroll authorization form ☐ Authorization for payroll deductions/actions ☐ Individual attendance records ☐ Paid Time Off ☐ Pay advance request record ☐ Loan repayment agreements ☐ Direct Deposit Authorization 

PERFORMANCE APPRAISALS/EMPLOYEE RELATIONS 

☐ Performance appraisals/evaluations forms ☐ Performance improvement program records/confirmations ☐ Personnel action forms ☐ Letters of recognition ☐ Commendations and awards ☐ Bonus records ☐ Completed employee suggestion forms ☐ Complaints from customers/coworkers ☐ Employee written warning notice (disciplinary notices/letters/documents/memos) ☐ Discrimination complaint investigation information ☐ Demotions/Promotions  

TRAINING/DEVELOPMENT 

☐ Training program applications/requests ☐ Training history records ☐ Training expense reimbursement records ☐ Skills inventory questionnaire 

EMPLOYEE SEPARATIONS 

☐ Documents given with final paycheck ☐ Resignation statement/Layoff records ☐ Termination records/separation form ☐ Exit interview form ☐ Exit interviewer’s comment form 

OTHER INFORMATION 

☐ Emergency contact information ☐ Authorization to release private information ☐ Requests to review personnel file
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