NGO-FONIN HUMAN RESOURCE POLICY 

2007
Need staff structure and organogramme of larger NGO-FONIN, showing how membership works and function of Board.

1. Background

1.1. Introduction:

The "NGO-Federation of Nepalese Indigenous Nationalities (NGO-FONIN)" is an umbrella organization of the NGOs run by the indigenous nationalities. Its aim is to ensure the basic rights of the indigenous peoples (IPs) who are deprived of their rights being marginalized from the development process and bring them into the mainstream of development process in order to create a fair and equitable society by making collective efforts together with the like-minded organisations of the indigenous peoples. 
This staff policy has been prepared in order to describe the policies and procedures that relate to operation of NGO-FONIN's programme and govern its human resources. This is intended to be an easy reference and interpretation of policies and procedures in order to optimise the potential of staff to become more effective and efficient. During preparation of these policies and procedures, attention has been given towards the NGO-FONIN's objectives/strategies and policies agreed through collective decision of all  members of NGO-FONIN. 
This manual will be revised and updated on a regular basis to keep it relevant with changes in environment and need. Any amendment or revision , as and when necessary will be recorded in the management meeting minutes and communicated through memo or notice. NGO-FONIN Executive Director is responsible for ensuring a regular review and the HRDC for coordinating the review in close consultation with staff and member organisations. 
Both Nepali and English versions will be made available to all Districts/Regions and Departments for their reference and use. Final interpretation in case of contradictions will be based on the English version of this manual. Matters not covered in this manual may be interpreted and applied according to the current labour law of the country. The Executive Director is entrusted with the final responsibility for the interpretation, administration and application of the NGO-FONIN HR Policies.

1.2.  Definition:
This manual governs all staff, both Nepali and expatriate, who are recruited in NGO-FONIN Central Office .  By default, exptraiate staff will broadly be giovernned y these policies and procedures, however depending on their terms of contract certain facilities or benfits may not be available to them.

The terms used in this manual shall take to mean as:
a. Where the word "Staff" is used it shall take to mean the people in the employment of  of NGO-FONIN.
b. Where the word "Indigenous Peoples" or IP is used in this manual, it shall take to mean the ethnic groups of Nepal, who have their own language, culture, traditions, written and oral history and traditional land .
c. Where the word "Federation" is used in this manual, it shall take to mean “NGO-FONIN and “Organisation” shall take to mean its member organisations.

d. Where the word "Manual" is used it shall take to mean this Staff Policy and Procedures Manual.

e. Where the word "Line Manager" is used it shall take to mean all those staff who are in a managerial position managing a set of staff.
f. Where the word "Department" is used it shall take to mean the various departments of NGO-FONIN. There are five departments under NGO-FONIN viz. Planning and Programmes, Human Resources, Administration and Finance, Communication, Monitoring/Evaluation and Research.  
g. Where the word "Regional/District office" is used it shall take to mean the NGO-FONIN’s branch offices.
1.3. Objectives of this Manual
Major objective of this manual is to describe the policies and procedures for staff and the framework within which they will work. 
The specific objectives are as follows: 
· To describe the policies and procedures governing staff in NGIO-FONIN 
· To clarify procedure and roles of staff and line mangers
· To support in developing effectiveness  and efficiency of management of NGO-FONIN
1.4. Guiding Principles

The conduct and behaviour of NGO-FONIN and its staff will be guided by its corporate values and principles. 
The NGO-FONIN believes, 
· that mainstreaming of the marginalized groups is possible only through their direct involvement in their development process. This can be possible only if the groups themselves are involved in the entire process from strategising, planning, implementation, monitoring  and evaluation. For this, the Federation will play the role of facilitator to create an appropriate environment and opportunities. 
· all human beings are of equal value, and have the same rights but are born into inequality of circumstance and opportunity. NGO-FONIN gives priority to most disadvantaged groups of people.
· Nepalese Indigenous Nationalities (Indigenous peoples) are for various reasons, one of the most marginalised groups and have remained largely excluded from the national development process, as a result of which they lag behind in all spheres of social, economic and political life. 
· Separate statement should be formulated regarding gender.

· in equity and justice which gives people the right of choices and equality of opportunity and access to resources.

· in achieving quality and excellence thorugh its work and will endeavour to continuously improve through learning, sharing and innovation.

· in the values of transparency and accountability in thought and deed.

· in always being conscious in achieving cost effectiveness

· in the participation and empowerment of people within the organisation and of the people with whom we work, through a devolved and decentralised system. 

· that working in a team for collective efforts brings synergy and added value.

1.5. Legislative Framework:

NGO-FONIN activities must respect and conform to the laws of Nepal. No member of staff should be obliged knowingly/unknowingly, to break the law while carrying out their duties with NGO-FONIN. It is the obligation of the relevant manager to establish the legal position in any unknown or questionable situation, and to take the responsibility of informing their staff/members.

A. NGO-FONIN will identify suitable legal expert and seek advice as necessary  in matters of labour law. All policies relating to employment of staff and significant amendment to thereof must be checked for consistency with the country’s law.

B. In the event where legal action is threatened against NGO-FONIN on staff issues, the chairperson, ED, HRDC and the most closely involved senior manager, together with legal advisers will take the necessary decision and action. Where there is a risk of damage to NGO-FONIN’s reputation the NGO-FONIN Chairperson must be apprised of the situation and will take the final decision on an appropriate course of action, in consultation with the ED and other members of ther Board.
C. Any situation, relating to staff that could result in legal action must be documented at all stages. The HRDC must be informed at the earliest opportunity who will ensure that documentation and other processes are complete.
2.  Employment Policy
Please elaborate on NGO-FONIN Mission that will help formulate a more clear employment policy statement.

THIS POLICY IS NOT CLEAR AT ALL

NGO-FONIN provides equal employment opportunity for all Nepalese Indigenous Nationalities applicants and equal opportunity for career growth to its entire staff/members.  NGO-FONIN subscribes fully to the philosophy and belief of non-discrimination with in employment regarding different ethnicities and sex.

However it may follow temporary need based positive discriminatory employment and career development policies for meeting specific organisational objectives. It will give priority to women, and most disadvantaged IPs. In the process it may follow as woman and most marginalised IPs only recruitment policy for external recruitment to meet specific need of bringing balance in the staff employed in NGO-FONIN. Similarly it will subscribe to positive bias in the development to support the above policy.

To the extent possible, NGO-FONIN promotes the policy of organisational staff development to further the cause of organisational self-sufficiency. In the spirit of organisation, NGO-FONIN may recruit /exchange/second staff from other member organisations when the need is identified which will not exceed more than two at a given time.  

Employment of Relatives:

Relatives of an employee may be hired by the Organisation, in one of or a combination of the following conditions:

· The relative is the most qualified candidate for the position
· The relative is committed and sincere towards the program
· The relative is woman and most marginalised group of IPs
Close relatives* will not normally be hird except in the most extraordinary circumstances and when the relative does nor report directly to the staff member or is financially accountable to her or him. 

*Close relatives are defined as parents, children, spouse, brother, sister, uncles, aunts, nieces, nephews, first cousins

2.1 
Employment Categories:

Regular status


This category of staff are employed on an open-ended agreement.

Contract status

Such category of staff are employed for a set period of time or as per project/program duration. Usually this kind of status means employment of a specific nature that will cease to exist at the end of the contract period, unless renewed. There will be long term contact and short term contact. Generally the duration of long term contact may be from one year to three years and the short-term period usually less than one year for temporary but specified positions. . 


Change of Employment Status

Employment status of staff may change from short term to long term contact or to a regular status, depending on situation arising from organisational need and mutual agreement. 

2.2  
Employment Procedures
2.2.1
Recruitment:
 

NGO-FONIN shall recruit suitably qualified, experienced and able Nepali (IPs) citizens for all vacant posts unless there is a specific need for recruitment of special or international staff. 

Executive Director
Internal/external appointments are decided by the NGO-FONIN board and approved by the chairperson or authorised person of the board. The position of Executive Director (ED) reports directly to the Chairperson of the Board of NGO-FONIN. 
2.2.2
Procedure for Recruitment

The first step is to prepare a thorough personal specification along with defined job description to determine the knowledge, skills and attitudes required for the post. This is the responsibility of the concerned line manager in consultation with the HRDC. 
The job description should include key areas of responsibilities, specific responsibilities, location, and authority. The job description (JD) will mention the position, grade and reporting relationships and person specifications. All JDs will reflect gender as an integral part of their function and role.

All vacancies shall be advertised through the most cost effective means. A minimum of 7 days time should be given in advertisements for job applications to be received.  An advertisement should: 

· Contain a brief background of program/NGO-FONIN. 

· Mention position, the minimum level qualifications and experience required.

· Mention essential specification and the major areas of responsibilities.

· Mention last date for receiving applications.
· Only shortlisted candidates will ne contacted within 7 days of thelast date of application submission.

· Mention availability or non-availabnility of travel expense.
· Be signed off by the authorised person.

Decision of non-advertisement

Decision of non-advertisement and appointment for any position, can be taken only by the ED in consultation with the concerned line manager and HRDC/o corresponding person at district/regional level. In the event that a candidate has already been identified, internally or externally, NGO-FONIN will directly contact and carry out the process (interview, references etc) of recruitment. 

Procedures for advertisement and receiving applications

The advertisement will be prepared by the HRDCand signed off by the ED. All applications will be received by the HRDC.

2.2.3
Selection
Short listing  

The HRDC in consultation with respective line manager/department head will be responsible for short listing applications for the positions. Contacting and informing applicants for the interview will be the responsibility of HRD department.

In the case of region and districts, the AFO in the region/district will be responsible for the primary short listing of candidates. AFO should consult the respective department and Regional/District Coordinator (RC/DC) in the short listing process. Contacting the applicants and setting up of interview dates is the responsibility of AFO. 

Travel Expenses for applicants

All travel expenses, or loss of income due to interview with the organisation, are the responsibility of the applicant.

2.2.4 Interview Process and Selection

All short listed candidates must go through an interview process. The line manager will develop a set of criteria and list of questions for the interviewing process. A copy of the recent job description must be available and given to the interviewers and interviewee prior to the interview.

The designated panel as below will also meet to discuss the pattern and structure of the interview.
Central Office
There are usually two rounds of interviews. The first level interview panel will include a total of 3 members consisting of the immediate supervisor/line manager and HRDC, ED. The final interview will be conducted by the ED 
Senior management positions will be interviewed by the ED, HRDC and the Chairperson (or designate) of the Board.
Regional/District Offices
In the case of district/region, the interview panel will consist of 3 members from among the immediate line manager,RC/DC and the AFO. There may be only one round of interviews.
2.2.5
Assessment Procedures
Depending upon the position, the interview process may include a variety of methods recommended below:

· Interview

· Written assignment to test language, writing ability and clarity of concept

· Group discussion to test leadership skills, communication, behavioural skills

· Presentation to test clarity of concept, rational, logic and ability to put forward concept in a clear and concise manner

· Role-play to judge decision-making and problem solving abilities.

· Meetings with peer group to get feedback and perception on candidate from potential peer group

· Field visit (if appropriate)

Internal Candidate
In the event an internal candidate has already been identified outside of the interview process, the concerned line manager will consult with the HRDC and recommend for interview and final approval by chairperson/ED/RC/DC as the case may be.
2.2.6. Appointment Authority 
· The chairperson will approve and sign off appointments for ED position.

· The ED will approve and sign all appointments in the central office and for the position of RC and the RC/DC for all positions in their respective areas.
Note:

· All the persons of appointment authority as above are also responsible for overall management of their staff, which will include providing support for their development, performance management, counselling, coaching and disciplining.

2.2.7. Appointment letter

Every new employee shall be issued a letter of appointment containing the following information:

-
Date of joining

-
Position/job title

-
Remuneration

-
Employment category

- 
Duty station

-
Line manager/management

-
Probation period

-
Requirements

-
Benefits

-
Any specific arrangements that have been agreed to

-
Need to familiarise themselves with the HR policy and other polices of the Organisation.
Validation of Appointment letter

For an appointment letter to be valid it must be accompanied by a job description and be endorsed by the issuing authority and the recipient of the letter. A copy each of this letter will be sent to the human resources department and admin and finance department for due processing and personnel records.
Regret Letter

Any unsuccessful candidates called for an interview should be sent a regret letter within one week of the completion of the interview process.

2.2.8. Personnel Announcements

Personnel announcements are prepared to give information on any new staff appointments, departures, vertical and horizontal changes in grade and responsibility. 

Such notices should contain a brief introduction of the person and their previous background along with the position to be assumed and date of joining. 

It will be the responsibility of the HR department (HRDC/AFO) to announce, any new appointments, any transfers or change in status within NGO-FONIN, secondments and staff departures. 

The HRDC is responsible for all updation of personnel information in the staff database. (IS THERE A DATA BASE?)
2.2.9. Probation period

New staff

The probation period is of three months applicable to all new staff, regular and contract status, from the date of hire. 

Internal  Candidates

There will not be any probation period for internal candidates taking up a new position. 
Confirmation of Appointment  

At the end of the probation period the concerned line manager will hold a performance review. The copy of the review with approval for confirmation will be given to the HRDC for information/and or processing further. In the regions this will be processed by the AFO.

Benefits and Facilities during probation

The staff on probation is not entitled to:

1)
Provident fund 

2)
Medical insurance

3) 
Allowances and benefits.
However, staff on probation with be entitled to leave up to total of 7 paid days. If leave is availed, this will be adjusted against leave balance at the end of the probation period. Any leave taken over this specified number of days will be unpaid and will be deducted from salary accordingly.
Acting Responsibilities

A person can be appointed to act in higher position on a temporary basis or for the period that the position holder is away on official work or on leave. Criteria for taking on an  acting appointment will be based on the capacity of the person to perform in the job.
It is not necessary to have acting appointment for every position every time, especially if the duration is too short or if there is no appropriate next line of management. An acting appointment should be formally made in writing, by the ED/RC/DC with copies to the , HRDC/AFO.
2.2.10
Transfer

Staff may be transferred from their place of hire from one geographic location to another or from one part of the organisation to another based on current need of the organisation. 

Transfers may or may not include any changes in benefits, but basic salary will not be reduced.
Procedure

All recommendations for transfer of staff in NGO-FONIN must be routed via the HRDC/AFO. Prior to recommendation, consultation with the HRDC is essential, to agree on changes in salary, grade or status if any. After a transfer has been agreed the releasing line manager will issue a release letter, accompanied by clearance certificates from HRDC/AFO. The HRDC/AFO will issue letter of transfer, indicating new geographic location, employment category, job title, date of joining, new line management, grades and salary.

2.2.11
Secondment
Secondment is a placement of a staff member to and from

From NGO-FONIN to partner organization and region/district
NGO-FONIN to other organisations/supporters.

Secondment is primarily for the purposes of learning for staff and organisation or for the purposes of fulfilling a need for a particular expertise. Secondments are for specifically defined tasks and roles and for a defined period of time.

Procedures:
1. 
The senior manager initiating the secondment (send or receive) for any staff should forward their request to the HRDC with specification of purpose and need supported by clear justifications. 

2. It will be responsibility of the HRDC to ascertain the need and set the process in motion for identification appropriate candidate from within NGO-FONIN or from outside organisation.

3. The time period for any secondment at any one time will be between 6 to 12 months.

4. Any secondment to and from organisation outside NGO-FONIN must be approved and formalised by the ED.

5. The formal letter of secondment will be similar to appointment letter of a contract employee and will mention among other things the expected outcomes in terms of learning or expertise sharing, time frame, and cost bearing or sharing arrangements. 

6. The cost of Secondment within NGO-FONIN will be borne by the initiating department/district/region.

7. However, for external secondment to or from NGO-FONIN the host organisation shall bear full cost or share cost. 

8. After the secondment period the staff may return to NGO-FONIN in the earlier held position or equivalent.

3.
Working Hours and Leave
3.1.
Duties of Staffs/Conduct and Comportment
It is the primary duty of each NGO-FONIN staff to fulfil the tasks assigned to them under their job descriptions.

3.1.1.
Official working hours
All staffs are expected to work 42 hours per week (on what basis?). However the working hour of each staff will depend upon the nature of her/his work and responsibilities. Staff may be required to work outside of these hours if necessary in order to meet their responsibilities.

Saturday is recognised as weekly off days for centre offices and district/regional offices. .

Office working hours will be maintained through the year as 10:00 to 5:00 (both summer and winter season)
Flexi-time:

Women staff with small children (below the age of three or non-school going age) may avail of the privilege of up to one hour off from regular office hours. 
Working mothers of breast fed infants may take a break of an hour in the morning and an hour in the afternoon to breast feed babies if they are at child care nurseries nearby or if they reside nearby. NGO-FONIN recognizes that infants from birth to one year of age will have a crucial need for being breast-fed until they time the can be weaned.
3.1.2
Daily Attendance and Punctuality 
It is the duty of all staff to report for work and be punctual on every official working day. If they are unable to attend or are late due to unavoidable circumstances, they should inform their line manager as quickly as possible on the same day. All absences from duty shall require reasonable explanation from employee and approval of line manager. Absenteeism and habitual late coming patterns are eligible for disciplinary action under NGO-FONIN disciplinary policy.

3.1.3     National Holidays

NGO-FONIN gives up to 7 days holidays (selected national holidays as decided by the ED and staff). No compensatory day off will be given in lieu of national holidays, which fall on a Saturday.

3.1.4   
Leave
NGO-FONIN believes in making time available to staff for rest, recreation to re-energize and for fulfilling various social obligations and needs. NGO-FONIN will encourage staff members to take earned leave.
Procedures:

All leave will be approved by line managers apart from sabbatical, study and long term illness leave. 

Apart from annual leave no other category of leave can be carried over into the next year.

a)
Leave during probation period:

During the three-month probation period, staff will be able to avail of up to 7 days of paid leave. Any leave taken over and above these 7  days will be considered as unpaid leave and will be deducted from salary at the end of the month. On confirmation at the end of the probation period, full leave entitlement will be backdated to date of joining and prorated accordingly.

b)      Leave for staff on temporary contract: 

Staff employed on short-term contract are not eligible for leave provisions in this manual. Special terms of reference may be drawn up outlining leave provisions if any, at the time of hire.

3.1.4.1
Annual Leave
All staff based in the central office/district/regions shall be entitled to 12 working days as annual leave. 

Staff who wishes to avail of annual leave of more than 3 days must submit their request in writing (leave application) at least one week in advance to their line manager for approval. 

3.1.4.2   Sick Leave
All staff are entitled to 12 days sick leave per year. 

A staff member who is ill and unable to attend work shall inform his/her line manager on the first day of absence. Staff who are sick for 5 days or more, shall submit a letter or certificate from a medical doctor. The letter must indicate the diagnosis and the estimated time before the employee can return to work. Any sick leave days taken in excess of 5 days and not accounted for by a letter from the doctor shall be charged to leave without pay. Leave application form must be submitted on immediate return to office. In the event sick leave is exhausted, staff may apply for leave to be deducted from their annual leave entitlement. 

3.1.4.3 Protracted Illness Leave
Regular and long-term contract staff member temporarily unable to perform their duties will be eligible to take up to 15 days paid leave. A doctor's certificate indicating the condition and recommendation must be submitted to the HRDC, in order to avail this facility. This policy applies to all staff irrespective of status, position. The ED will approve long term illness leave.

3.1.4.4 Maternity Leave
Women staff are entitled to maternity leave with full pay up to a maximum of 60 calendar days. The leave can be availed before and after birth upon the advice of the medical practitioner consulted without exceeding the allotted number of days. 

Should she wish to take more than 60 days leave, she can avail of annual leave and an unpaid leave. All maternity medical costs will be covered during the entire leave period inclusive of leave without pay.

Leave application must be submitted in writing, to the line manager for approval. 

Staff must formally inform the HRDC/AFO of the birth and give a copy of the birth certificate of the child for personnel records.
3.1.4.5  Emergency leave
All staff shall be entitled to five days emergency leave per year. This leave shall be approved by line manager or the HRDC on the following basis:

a) Serious illness of member of immediate relatives.

b) Other reasons judged a clear and valid emergency 

c) Up to 3 days may be taken during times of emergencies like strikes and bandhs.

3.1.4.6  Mourning Leave

On the death of the staff's spouse, child, parent, brother/sister, s/he will be entitled to take mourning leave up to a maximum of 7 calendar days from the date of death. (what is the basis of the 7 day calculation???)
Any leave days taken in access will be deducted from annual leave.

Verbal request to line manager and in their absence HRDC, shall be accepted in advance of taking mourning leave but a written leave application must be submitted to the line manager, on return to work or earlier. 
3.1.4.7  Leave without pay
Staff members may be able to take to leave without pay under the following special circumstances:

1. 
When balance of annual leave is not sufficient to compensate for other kind of leave mentioned above

2. Actions taken on own initiative for professional benefits such as study, trainings etc.

The maximum length of leave without pay will be three months. A minimum of three month's advance notice is required for leave of 15 days or more.  Such leave applications will be approved finally by the ED on recommendation by the RC/DC.
3.1.4.8
Leave in Lieu
Staff who, as a result of their work schedule, are obliged to work for the whole of an NGO-FONIN official holiday, may make a formal request in writing to their line manager for a day off in lieu. Such lieu must be availed of within the next 30 days.
Leave Records

Leave records shall be maintained at the district/regional level by the AFO and at the central office by the HRDC. 
4.
Orientation/induction
4.1
Policy 

NGO-FONIN accords importance to the process of orientation and induction for new staff as well as reorienting existing staff through a structured, periodic manner.

Principles

NGO-FONIN believes to build a strong organisational culture it is vital to instil in all staff (new and existing) an understanding of its vision, mission and values.

That is the right of all staff to receive an induction and orientation into the organisation

Effective orientation and re-orientation is vital for the motivation of staff and for meeting the organisational objectives.

4.2    Process

The orientation provided to all staff shall cover an understanding of NGO-FONIN’s its mission, vision and values, its philosophy, approach and accountability systems with emphasis and how and where it works.

Such a process shall help staff change:

from recruit to employee

from one job to another

from one working pattern to another

from one working environment to another

which may be structural 

Responsibility

Responsibility for managing and implementation of induction and orientation will be with line manager with support from the HRD department when necessary, within a period of one month for new staff as per induction procedure. 

4.4 Orientation for staff

As is necessary for new staff, it is equally important that existing staff are also periodically re-oriented into the organisation vision, mission values and work. Such orientation will be collectively organised for specific groups of people for the organisation as a whole.
Program Review
NGO-FONIN will organise program review workshop within the (last month of every project year??)first quarter of every year. NGO-FONIN Board of Directors, members and staff will take part in the review workshop. Similarly departments/District/ Regions/ may also hold review workshops and refocus on their work areas. Other events such as monthly management and program meetings will be held as regular basis.
5.
Remuneration and Benefit
5.1.
Remuneration
To attract and retain the most competent staff NGO-FONIN will try to have a good remuneration package comparable with similar organisations. The remuneration will be fair, non-exploitative and non-discriminatory. The salary structure is based on relative responsibility levels and will allow for flexibility to take into different levels of educational qualifications and experience. 

This remuneration system will be applicable to all regular and contract staff except the below:

Staff engaged on local, district, region/national terms and conditions

Staff on short term assignments

Consultants

Casual workers
5.1.1.
Responsibility and structure (organisational structure needs to be inserted showing current and proposed positions and status)
Executive Director: Senior Position
Program Manager: Senior position (currently not in practice)
Right and Advocacy Officer: (taken as senior position at present)

District/Region coordinator: Senior (currently not in practice)

Administration and Finance Department Head: Senior position (currently not in practice)

Admin and Finance Office: Mid level position (currently taken as senior position)???
Program Staff (mid)

Support/helper 
5.1.2. 
Date of Payment

Salaries shall be paid monthly in Nepali rupees according to current salary scale. (Salary scale chart???)Salary payments to staff shall be paid on the 25th/30th?????)in the last working week of the Nepali calendar each month. In the case of specific project, it could be made as per ToR of the project.
5.1.3.
Salary Review

Due to changes in the cost of living, the salary market or devaluation and other external factors NGO-FONIN will review salaries after every two years taking into account the current local salary market across comparable NGOs. Salary review will be initiated by the HRDC along with AFOs. NGO-FONIN board's approval is must in such major salary review. A salary review will not necessarily ensure a rise in salary. 
5.1.4.
Cost of Living Allowance (COLA)

COLA is the cost of living allowance paid in proportion to the gross basic salary to each staff. 
Depending on the movement in consumer price index or inflation rate of the preceding 12 months, the cost of living allowance is adjusted upward as a percentage of the gross basic salary or may remain unchanged but will not be reduced. The inflation rate is estimated by consulting the National Price Index published by Nepal Rashtra Bank in Ashar Masanta (May /June) of every year or other reliable independent survey results. However, the provision of COLA depends on capacity of NGO-FONIN and availability of resources.
COLA will be accounted for and paid as follows:

It will be calculated on the staff monthly gross basic salary.

The COLA amount will be added to the gross basic salary.

The Provident Fund and Long Service Gratuity, Medical Fund contribution will be calculated on new COLA added gross basic salary.

However, it depends on NGO-FONIN capacity/budget resources. YOU MAY WANT TO RE-LOOK AT THIS AND RATHER OPT FOR A STANDARD PERCENTAGE RAISE IN SALARY EVERY YEAR. THIS MAY BE BE MORE USEFUL IN THE LONG RUN VIS-À-VIS BUDGETARY CONSTRAINTS AND/OR LINKAGES TO PEFROMANCE REVIEW SYSTEMS.
5.1.5.
Income Tax

The income tax payments will be borne by the staff member/consultants and NGO-FONIN shall deduct income tax at source at the time of salary payment according to current income tax laws of Nepal.
5.1.6.
Salary Advances

NGO-FONIN may give its staff advances against salary under special circumstances. Salary advances may be paid to staff who will be on leave over the last day of the month.

5.1.7.
Loans

Staff may take a loan out of their Provident Fund Account as per stated rules and regulations, apporoved by the ED/RC/DC. 

5.2       Benefits Packages
5.2.1    Allowances 

All allowances will be applicable to all regular status staff, apart from any allowances mentioned elsewhere that may be available to staff on other employment status..
5.2.1.1
Child Education Allowance

This will be decided later  NOT RECOMMENDED
5.2.1.2
Contract Allowance

This allowance is provided to long-term contract status staff to compensate for lack of access to Provident Fund and the lack of regular employment. This category of staff will receive an allowance up to a maximum of 10 % of their basic salary (currently is not in practice). NOT RECOMMENDED
5.2.1.3 Travel Allowance

Official travel 

NGO-FONIN staff may be required to be away from their duty station to other locations and NGO-FONIN projects in the country for various official purposes. NGO-FONIN will provide transportation or reimburse costs on actual basis.

Note: Female staff travelling with children and baby sitters may claim travel allowance for their baby sitters using economical means of public transport

Air Travel (national)

As a mode of transport NGO-FONIN will recommend the conservative use of air travel. Staff may travel by air. The following criteria may be used to make decisions for air travel for their staff.

· Emergency/urgency/cost effectiveness
· Remote areas that are more accessible by air than land

· Overall costing ( total of per diems, accommodation allowance, staff wage per day and transportation costs)

Per diem 

Per diems are paid to cover boarding costs during official travel on the basis of each night outside the duty station of each staff on authorized official business. 
A fixed amount based on actual cost of lviign in the particular area should be fixed.

Staff may claim 50% perdiems on the date of arrival for national travel. Not clear at all.
Staff proceeding on visit on official business may submit a claim for an advance float to their Line Manager for approval. (Expense claim must be submitted within 15 days of return from place of visit). Why 50%, float requisition calculated by perdiem on number of days to be spent in field should be submitted a week before actual date of departure. Approval will be given by line manager.
5.2.1.4
Equipment 

NGO-FONIN will arrange basic necessary equipments for staff as per need and resource availability. Staff who travel to the field frequently are eligible to get equipment support e.g.: ruck sack, calculator, recorder. This should be handed over to the office on return from field. 

5.2.1.5
Field Allowance

This allowance is provided to field staff based in NGO-FONIN operational districts. The allowance is meant to cover extra cost of transportation and higher cost of food in food deficit area and for compensating the higher cost of commodity items in the remote areas. 
When outside the field on official duty perdiems may be claimed as per NGO-FONIN Perdiem Policy (this needs to be developed) Field allowances are claimed outside the salary vouchers by filling in as field allowance claim form, giving details of dates present in the duty stations with the first seven days of the month and must be approved by the Line Manager.

5.3.
Staff Welfare Scheme
5.3.1.
Provident Fund

Except Janajati Empowerment and Inclusion Project supported by DanidaHUGOU, at present, there is no provision of provident fund for any employees. However, it will be created later, which will be provided to regular employees. The staff member’s 10% contribution of gross basic salary is matched by an equal 10% of the gross basic salary contribution by NGO-FONIN as the employer. The total amount is deposited every month in the individual interest account of each employee. The account is managed jointly by the employee and NGO-FONIN representatives, HRDC and ED. PLEASE REVIEW THIS
5.3.2.
Medical  Insurance

To be decided later Please investigate group insurance schemes also
5.3.3.
Transportation Discuss
Staffs are entitled to transportation or its costs for coming to office and returning home. Women staff in particular when required to work later than usual working hours will be provided with drop-off at home. Services from a reliable taxi service or bus/microbus facility should be provided if delayed due to office work.

This facility will cater for a convenient nearest stop point. Staff making transportation claims must fill in a claim form to be approved by the admin and finance officer.

This facility is not available to those staff/members who have been using own vehicle motorcycles or bicycles.

 5.3.4.
Cultural festival facility
All staff shall receive an annual festival kharcha set at one month’s current basic salary to serve as an assistance for a high expenditure period during this major Nepali festival.  In the case of staff who have not completed a year in the NGO-FONIN festival kharcha will be prorated back to the date of joining. This is paid through salary vouchers.

5.3.5.
Gratuity

There is no any provision of gratuity for employees at present context. However, efforts will be made towards arranging it.  PLEASE REVIEW THIS 
5.3.6.
Redundancy/Project termination

In the event of any staff being made redundant due to UNplanned phase out of the project/position they will be given an equivalent of one month's salary as compensation or as per the respective supporters policy. Notice will be issued by persons of appointment authority as per separation clause under Section Separation. In the event this is not possible, salary in lieu of notice will be given. 
Staff being phased out may be given some short term training especially skill oriented to enhance re-employment opportunities after their separation from NGO-FONIN. NGO-FONIN will as far as possible also help facilitate the process of re-employment for staff who wish to seek such job opportunities elsewhere. 

5.3.7.
Personal Accident Insurance

At present there is no provision for personal accident insurance. This will be decided later. Please see in tandem with medial insurance.
5.3.8
Death in Service
Will be taken decision later. NOT RECOMMENDED
5.3.9. Travel Policy delete
5.4.
Staff Security
NGO-FONIN is concerned about staff safety and security and will ensure that orientation of fire safety, first aid and earthquakes is given and other safety protocol within the office environment is maintained. 
Security of women staff???
5.4.1  
Deductions
Deductions from employee's salaries shall be made automatically for the following reasons:

a) Provident fund contributions ***
b) Unpaid leave

c) Unauthorized leave of absence

d) Income tax payments

e) Float/advance repayments
f) Private usage of vehicles/telephone/fax

g) Any other outstanding 

Deductions will be made through salary vouchers and will be the responsibility of the HRDC/AFOs 
Information regarding unpaid leave, unauthorized leave of absence and float/advance repayments will be provided before the end of the month by the Line Manager.

6.
Performance Management (ALSO SEE PAPER DEVELOPED BY Deep Rai and if agreeable this section  should be amended accordingly)
NGO-FONIN accords importance to the professional development and growth of its staff and conducts performance reviews once a year to follow up on its staff individual performance development plans. Generally the performance review will be held in Shrawn (July).
6.1.
Purpose

The purpose of such reviews is to:

a)
Identify Key Result Areas (KRAs) for staff performance enhancement.

b)
Enable staff an opportunity to make a self-assessment of their work and find ways of developing further by making specified improvements.

c) 
Give periodic feedback from staff on their effectiveness in reaching preset objectives.

d) 
Receive feedback from staff to Line Manager to help in developing a good working relationship.

e)
Enable the organisation to document staff performance for current and future reference on KRAs identified which could be one of the considerations for career development.               

f)
Identification of training or skill enhancement needs.

g) 
Identification of any changes during the year in the job description.

The evaluation would be one of the basis to consider performance awards, career growth or disciplinary action for staff.

6.2
Frequency
Occasions for performance development reviews shall include:

a)
Once NGO-FONIN Performance Management Programme Review meeting 

b)
End of probation period

c)
Before considering any promotion

d)
Before considering any change in employment status

e)
Before considering any disciplinary action

f)
Before considering any transfer of an employee

Persons with appointment authority will need to ensure that their staff are evaluated in a timely manner on the above occasions. Failure to do so shall have implications on the performance of the Line Manager.

6.3
Procedure
Performance Management Programme 

The Performance Development Programme is a tool designed to help in supporting staff performance by identifying key result areas for a six-month period.

This includes some degree of performance assessment to identify potential areas of growth and development for the future. It is intended to be a development tool and will be reviewed every two years to retain relevance and objectivity. 
Procedures

The review is designed to be complete in two sittings after each six month period that is start of Shrawan and Magh.

Areas of development agreed between the staff and the Line Manager will be projected in the departmental budget. 

The completed review forms inclusive of both parts will be filed in own work domain and one copy forwarded to the HRD by the end of Shrawan of the following year.

6.4
Human Resources Development

NGO-FONIN subscribes to the philosophy of HRD where each individual is attributed with potential, which can be maximised by enabling conditions favourable to their growth.

DISCUSS Staffs get an opportunity to spend at least …../…. days (to be decided) annually in HRD interventions which could include training, workshops, exposures, exchange visits. The need areas should have been identified and agreed as Training Need Areas for them through their Performance Development Programme Plans for the staff future growth in the organisation.

6.4.1.
National HRD: DISCUSS
This will refer to those HRD interventions occurring in country. NGO-FONIN management will be fully responsible for ensuring that their staff receive access to training and development events in areas that have been identified for them as far as resources allow.
Training

Training will refer to general training areas that are applicable to a large number of organisation staff. The training need areas will be identified from strategic plans and individual development programmes and evolving internal need. The NGO-FONIN management is responsible for organising need based training. This could include in‑house training, which the organisation shall provide to staff by making use of the experience and skills of other staff members.

6.4.2
International HRD: DISCUSS
Not provision at present, however, it can be managed, if supporter is found.
(This should be under geneakl policy for HRD)
· NGO-FONIN organised workshops, meetings

· Training –like Development Management Training and other critical training areas, in country training conducted by international resource institutions

· Secondments and exchanges with other parts of NGO-FONIN
· Objective oriented exposure visits to other parts of NGO-FONIN or other organisations and institutes.)
6.5
Career growth 

It is NGO-FONIN policy to create a suitable working environment for progressive career growth of each staff in the organisation. Career growth may involve:

Promotion involving higher grades and increased responsibilities lateral change in responsibilities . 

Procedure
1.
Opportunity for career growth and promotion will result only from a vacancy or creation of new positions involving increased or different responsibilities as per the need of the organisation and due to vacancy created by the departure of staff member. 

2.
Discussion about lateral or vertical career growth of each staff can normally emerge at the time of periodic performance appraisal but this must be formally discussed and documented at the time of calendar year-end appraisal. 

3. Annually, the HRDC will produce a report detailing the list of staff ready for career growth, potential opportunities and necessary investment for discussion.
6.5.1 
Development Positions NOT RECOMMENDED
The concept of “Development Positions” provides employment opportunity for external recruits with potential as well succession ship opportunities within organisation. 

Staff with growth potential but needing a certain degree of development are recruited under “Development Positions” for a period of six months to one year. The position will be prefixed by “Acting".

6.5.2
Job enrichment WHAT IS THIS???
For the purposes of enriching existing jobs and giving development opportunities to staff they may be nominated by Line Managers / Departments to national horizontal working groups and thematic groups in NGO-FONIN or in other parts of NGO-FONIN. This nomination will be based on the willing interest of individuals, interest of the organisation as also their capacity to perform in such groups.

Line Managers in consultation with the theme/issue leaders will assess the contribution of working group members through regular Performance Management Programme of staff.

6.6
Qualification Upgrading NOT RECOMMENDED
NGO-FONIN will make effort towards creating qualification upgrading opportunities for its staffs/members. Qualification upgrading in NGO-FONIN is defined as upgrading of academic qualifications with reference to future needs. Qualification upgrading may take place as part of a longer term human resource need of the organisation ie six months or more resulting in the obtaining of a diploma or degree.  

7.
Disciplinary Procedures
Staff shall agree, by accepting an appointment with NGO-FONIN, to abide by the rules and regulations of the organisation as stated in this manual and in any other lawful reasonable instruction, written or verbal, given by the line managers in the organisation.

NGO-FONIN staff are expected to behave in a manner that is responsible, disciplined, harmonious and productive. They are also expected to be loyal to NGO-FONIN and to act in a matter conducive to the accomplishment of its mission.

The purpose of the disciplinary procedures is to ensure that staff not meeting acceptable standards are enabled opportunities for improvement of behaviour.

7.1      Minor misconduct

This may refer to irregularities, and misconduct on the part of staff that are serious but is not that grave to warrants immediate suspension/or dismissal.


Some Examples of Minor Misconduct:

a)
Absence from duty without showing proper cause or without reporting the absence in a timely manner.

b)
Punctuality regarding official work hours.

c)
Failure to repay or justify advances from the organisation within stipulated time period.

d)
Failure to carry out duties as listed in job description.

e)
Failure to maintain responsible work behaviour. 

f)
Breaking current organisational policies and procedures e.g. the staff policies, financial policies, and other policies and rules within the organisation.

Procedure:
On being found guilty of minor misconduct, the staff member shall be subject to the following action:

a) On first offence, a warning letter will be issued describing the offence and/or that performance should improve over a specified time period.

 b)
On any further offence, or in the lack of improvement over specified period of time, the employee shall be issued a "Final Warning Letter".   

c)
Any occurrence of offence after final warning letter will result in the dismissal of the employee.

All warning letters shall be issued by the Line Manager only. The staff shall have the right of reply or explanation on receipt of any of the above actions, This written reply shall be submitted within 7 days of receipt of the action notice. Dismissal can only be approved or effected by the Line Manager.

7.2    
Major Misconduct 

Refers to serious, grave action on the part of the staff, which warrants immediate suspension/dismissal.

Examples Major Misconduct :

Fraud 

Misappropriation of funds.


b)
Misuse of administrative rules and procedures for monetary gain.


c)
Giving or accepting bribes or kickbacks in the form of money, services, gifts or discounts.


d)
Engaging directly in trade, commercial activity, other employment or any other activity seen as a conflict of interest.


e)
Absence from duty for 7 consecutive days (except emergency) without information.

f)
Misuse of NGO-FONIN properties and assets.

g)
Insubordination.

h)
Physical violence against staff, NGO-FONIN partners and communities.


i)
Discrimination of any form, including racial, social discrimination* and sexual harassment.
j)
 Illicit relations among married staff with other staff members /community members: polygamy.

k)
 Repeated commission of minor misconduct.

l)
 Intentional damage to NGO-FONIN property. 

m)
 Gross negligence.

n)
 Criminal conviction by court

o)
Any action which may result in or create a situation detrimental to the organisation's work or reputation, outside or inside place of work.

p)
 The staff member is found to be holding double employment, without prior written permission of the manager.

* Social discrimination implies using derogatory terminology or phrases and behaving in a discriminatory manner with people of different castes and social orders. 

7.3     Investigation Procedure for Major Misconduct

The staff member shall be subject to the following investigation, on suspicion of commission of major misconduct:

Any actions for major misconduct will be taken by the ED in consultation with RC/DC as necessary and the HRDC.
7.3.1
Enquiry

1)
The suspicion shall be reported immediately to the ED/RC, or who shall institute an enquiry if necessary by designating a person or persons (focusing on gender balance) to investigate the complaint and to prepare a written report. 


2)
In cases of sexual harassment women/men staff can either verbally or in writing register their complaints through their Line Manager to the Manager. Alternately they may speak or write directly to the HRDC who will bring this to the immediate attention of the Manager.

3)
Any written complaint of sexual harassment against a staff member will result in immediate suspension of the offender effective from the date of receipt of complaint. The suspension will be valid until the final investigations and hearing has been completed.


4)
The ED/RC/DC will request the concerned staff member to prepare a written explanation of the suspected offence.

7.3.2 Hearing 

On receipt of the enquiry report and the staff member's explanation, the ED/RC/DC shall hold a hearing of the case in the presence of both complainant and accused staff members, their line manager and the ED. Other person may be called to present evidence.

7.3.3  Final Report

The ED/RC/DC shall write a letter to the staff with conclusions of the hearing and advising them of the action that will be taken.

7.3.4
Documentation

It will be the responsibility of the RC/DC in the region/districts and the HRDC to keep proper documentation of all phases of the enquiry.

7.3.5
Action
On establishment of the fact that a staff member has committed a major misconduct they may be issued a notice of dismissal from the organisation. No salary in lieu of notice or gratuity will be paid.

In the event the staff member is found guilty of sexual harassment or social discrimination of any kind, s/he will be subject to summary dismissal from the organisation. 
7.3.6 Establishment of non guilt

If staff member is not found guilty s/he will be reinstated back retroactive to date of suspension and all records on the case will be struck from her/his file. In such cases the complainant will then be subject to an investigation/enquiry and action 

7.3.7
Grievance Procedure/Right of Appeal
Staff shall first bring any grievance to the attention of their Line Manager in writing for a fair and reasonable solution. Should the Line Manager be unable to resolve the grievance to the satisfaction of the staff, then s/he should submit a written request to the HRDC. Finally, should both the above channels fail, the staff member may approach the manage. The manager is entrusted with the final responsibility for the interpretation, application and administration of the NGO-FONIN Staff Policy, to resolve the case.

Staff reporting to the manager has the right to appeal or express their grievance, to the ED. 

8.
Separation from the Organisation
Staff may leave NGO-FONIN due to their own reasons, similarly NGO-FONIN may let go of staff for a variety of reasons.  NGO-FONIN will consider the level of staff turnover a factor to review its work environment and will ensure it remains favourable for staff retention.

8.1
Categories of separation
8.1.1
Resignation
A written resignation stating reasons for leaving and effective resignation date will be submitted with notice period of one month with copies to appropriate appointment authority:


Exit interview

It is the responsibility of the ED/HRDC to conduct the exit interview for all departing for senior staff prior recommending for final clearance. Similarly the RC/DC/AFO will conduct this interview in the region/districts. This interview can focus on the staff’s reasons of leaving NGO-FONIN and any suggestions the departing staff wishes to give the organisation for its betterment. 

Final clearance

The departing staff will fill up a clearance form and get it endorsed from various departments as defined in the form. After the endorsements it should be given to the admin /finance department for centre office staff or AFO for regional staff for final payments due.

Final clearance will involve recommending payment for provident fund, annual leave encashment on accumulated balance, and LSG as applicable after deduction of any monies due to the organisation.
8.1.2
Service Termination: 

The services of regular status staff may be terminated by the organisation for the following reasons:

a) Redundancy arising due to organisational financial difficulties 

b) Programme shrinkage 

c) Phase out and programme closure

d) Position redundancy

e) Employee medical reasons  due to long term illness 

f) Continued unsatisfactory performance

g) Dismissal for disciplinary reasons

h) Retirement

i) Death

j) Expiry of contract in case of contract staff

Procedure:

Service termination notice

Service termination notice will be informed to all staff members. One month notice for separation will be given by NGO-FONIN for regular and long term contract staffs. 
Sign off 


The notice will be issued and signed off as per appointment authority.

Generally the ED will make the final decision and sign off for all staff. Before to sign off, the NGO-FONIN board should be informed. In the case of ED, the chairman will make the final decision and sign off. 
The termination package could comprise the following to help prepare for the separation.

· All accrued  benefits

· Personal and career counselling
· Placement in other parts of the organisation

· Assistance with finding employment elsewhere.

· Short term training courses

8.1.3.
Dismissal
Services of staff may be terminated by NGO-FONIN due to reasons of misconduct, without any notice or salary in lieu thereof given. Salary will be paid up to day of dismissal.

8.1.4.
Retirement


65 years? Not decided 
8.1.5.
Death

Upon the death of an employee, the date of employment termination will be deemed from the date of death. Nominated next of kin or legal claimant will be entitled to receive accrued benefits of the employee.

Information of such occurrence must be sent immediately to HRDC along with necessary documents for further processing. All accrued benefits will be paid to the employee's nominated next of kin.

NGO-FONIN shall be entitled to deduct from monies due to staff member, any sum due to the organisation.
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