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!= k[i7e"ld

!=! kl/ro M 

cflbjf;L tyf u}/;/sf/L ;+:yf dxf;+3 'NGO- Federation of Nepalese 
Indigenous Nationalities (NGO- FONIN)"  cflbjf;L  
gful/sx¿4f/f ;+rflnt u}/;/sf/L ;+:yfx¿sf] Pp6f 5ftf ;+u7g xf] . / o; 
;+u7gsf] p2]Zox¿ cflbjf;Lx¿ hf] ljsf;sf] k|lqmofaf6 l;dfGtqm[t u/fP/ cfkm\gf] clwsf/af6 s'lG7t u/fOPsf 5g\ . pgLx¿sf cfwf/e't clwsf/ ;'lglZrt 
u/fpg / ;femf ljrf/ tyf pb]Zo ePsf cflbjf;L hghfltx¿sf] ;+3 ;+:yfx¿sf] ;fd"lxs k|of;af6 Pp6f :jf:Yo tyf ;dtfd"ns ;dfh lgdf{0fsf] nflu 
pgLx¿nfO{ ljsf;sf] d"n k|jfxdf Nofpg] 5 .


of] sd{rf/L gLlt dfgj ;+zfwgx¿sf] sfo{ gLltx¿ Tyf k|qm[ofx¿nfO{ JofVof ug{ 
tof/ ul/Psf] xf] . h'g NGO-FONIN sf] dfgj ;+zf]wgx¿sf] kl/rfng;F+u 
;DaGw /fVb5 . o;n] dfgj ;+zf]wg k|efjsf/L tl/sfn] kl/rfngsf] nflu 
;xof]u ug{ Pp6f ;lhnf] ;gbe{ tyf JofVofsf] nflu sfd ug]{ 5 . of] gLlt tyf 
k|qm[ofx¿nfO{ sd{rf/L ;b:o tyf ;a} ;DalGwtx¿n] sfo{qmd ;+rfng k|qm[ofdf 
kfng ug{' kg]{ 5 . of] gLlt tyf k|qm[ofx¿ tof/ kfbf{  NGO-FONIN sf] 
p2]Zo tyf /0fgLltx¿ k|lt Wofg lbg'sf ;fy} ;a} NGO-FONIN sf 
;b;ox¿sf] ;fd'lxs lg0f{o4f/f ;zlQm ul/Psf] xf] .


of] lgb]{zs (Manual) cfjZostf tyf kl/l:yltsf] kl/jt{g cg';f/ ;fGbles 
agfpg k'g/fjnf]sg tyf UPDATE ul/g]5 . cGtl/d k'g/fjnf]sg tyf 
kl/dfh{gnfO{ cfjZostf cg';f/ Jofj:yfkg e]nfdf /]s8{ ul/g]5 / ;"rgf tyf 
Memo 4f/f ;'lrt ul/g]5 . o:tf] k'g/fjnf]sgsf] ;+of]hgsf] nflu af]8{ / 
;b:ox¿sf] lgs6 ;/;Nnfxdf NGO-FONIN Jofj:yfkg pQ/bfoL x'g]5 . 
sd{rf/L ;b:ox¿ klg ;+zf]wgx¿ ;f]dljrf/sf nflu HRDC k]z ug{ :jtGq 
x'g]5 . 


o;nfO{ c+u|hL tyf g]kfnL b'j} efiffdf lhNnf, If]q / ljefux¿df 
;Gbe{ ;fdfu|L tyf k|of]usf] nflu pknAw u/fOg] 5 . olb lj/f]wfef;sf] cj:yf 
cfPdf clGtd JofVofsf] nflu o; lgb]{zssf] c+u|]hL efiffsf] ¿knfO{ cfwf/ dflgg] 5 . o; lgb]{zs leq g;d]l6Psf s'/fx¿ /fHosf] ljBdfg >d sfg'g cg';f/ JofVof tyf cjnDag ul/g]5 . o; lgb]{zssf] gLlt tyf k|qm[ofx¿nfO{ NGO-
FONIN sf] af]8{n] ;+zf]wg , vf/]h tyf ;'wf/ ug{ ;Sg']5 ;fy} cfjZostf 
k/]df Jofj:yfkg ;d"xsf] /fo cg';f/ :d[lt kq dfkm{t gofF nfu" ug{ ;lsg]5 . 
o; NGO-FONIN  HR sf] gLltx¿sf] JofVof ug]{ tyf cjnDag ug]{ sfd clGtd pQ/bfloTj ;lxt cWoIfdf lglxt x'g]5 .

!=@ JofVof M

 of] lgb]{zs Manual n] o; NGO-FONIN ;+u7gdf egf{ ePsf ;Dk"0f{ sd{rf/Lx¿ ;fy} :yfgLo zt{ cg';f/ egf{ ul/Psf u}/ cfjf;Lo sd{rf/Lx¿nfO{ ;d]t nfu" x'g] cj:yf;Dd lgb]{zg ug{ ;S5 . o; gLltdf k|of]u ul/Psf zAbn] lgDg 
cg';f/sf] cy{ lng]5 . 
· …sd{rf/LÚ zAbn] NGO-FONIN sf dfgj ;+zf]wgx¿ eGg] cy{ hgfpg] 5 . 

· …cflbjf;L hghfltÚ eGg] zAbn] h'g of] lgb]{zLsfdf k|of]u ePsf] 5 o;n] 
g]kfnsf hghflt ;d"xx¿sf] hgtfnfO{ hgfpb5 , h;sf] cfkm\gf] efiff, ;+:s[lt , k/Dk/f , lnlvt jf df}lvs Oltxf; ;fy} k/Dk/fut e'ld 5 / h;n] cfkm"nfO{ IP jf cflbjf;L hghfltsf] ¿kdf lrgfpb5 .
· o; lgb]{lzsfdf k|of]u ePsf] …dxf;+3Ú zAbn] NGO-FONIN eGg] hgfpb5 / 
…;+u7gÚ zAbn] o;sf] ;b:o, ;b:o ;+u7gx¿ eGg] cy{ nfUg]5 .
· …lgb]{zLsfÚ jf Manual of] sd{rf/Lx¿sf] gLlt lgb]{zg eGg] cy{ nfUb5 . 

· …;DalGwt k|jGwsÚ  Line Manager zAbn] ;DalGwt ljefuLo k|d'v, If]lqo 
sfo{qmd k|jGws jf ;+of]hs , lhNnf ;+of]hs jf k|aGws eGg] cy{ nfUg]5 . 

· ljefu eGg] k|of]u ePsf] zAbn] NGOFONIN sf] ljefunfO{ hgfpg] 5 / o; 
NGO-FONIN cGt{ut o:tf % ljefux¿ kb{5g\ . tL x'g] of]hgf tyf sfo{qmd 
(planning and Promme) dfgj ;+zf]wg (Human Recourse), k|zf;g tyf ljQ(Admin and Finance), ;+rf/(Communication),lg/LIf0f / d"Nofª\sg(Monitoring and Evaluation) / vf]h cg';Gwfg 
(research) .
· …If]qLo tyf lhNnf sfof{noÚ zAbn] NGO-FONIN sf] ;fvf sfof{no eGg] 
cy{ nfUb5.
!=# sd{rf/L gLltsf] p2]Zox¿ 

o; gLltsf] k|d'v p2]Zox¿df dfgj ;+;f]wfgx¿sf] sfo{ /  k|lqmofx¿nfO{ AofVof ug'{ xf], h; sf/0f dfgj ;+;f]wgx¿ k|efjsf/L  / ;'Aojl:yt tl/sfn] kl/rfg ug{ ;lsof]; . o;sf] lalZfi6Ls[t p2]Zox¿ lgDg adf]lhd 5g\ .

· Dfgj ;+;f]wgx¿, ltlgx¿sf] sfo{x¿, pQ/bfloTjx¿ / k|lqmofx¿sf] JofVof  ug{ 
· NGO-FONIN sf k|To]s dfgj ;+:ffwgx¿sf]  e"ldsf / pQ/bfloTjnfO{ k|iofpg' h;n] ubf{ ltgLx¿nfO{  k|efjsf/L tl/sfn] kl/rfng ug{ ;lsof]; 
· NGO-FONIN df k|+efjsf/L Joj:yfkg k|0ffnLsf] ljsf;df 6]jf k'¥ofpg'
· HRD sf] gLltx¿ ,l;4fGtx¿ / :t/x¿sf] :yfkgf tyf ljsf; ug{  ;fy} ltlgx¿sf] sfo{Gjogsf] lg/LIf0f ug]{ 
· gLltx¿ ;+u7gsf] ljsf; tyf a[l4;+u ;fGb{les /x] g/x]sf] af/] ;'lglZrt ug{ ltlgx¿sf] d"Nofªsg / k'g/fjnf]sg ug{ 
· gLltx¿sf] sfo{Gjog ePsf] lgZro ug{ / aflif{s ¿kdf sd{rf/L gLltsf] n]vf kl/If0fx¿ ug{ afsL ;+u7gnfO{ lhDd]jf/ u/fpg'
· NGO FONIN sf] sd{rf/Lx¿sf] gLltx¿ :jLs[t ePsf] s'/f ;'lglZrt u/fpg] 
!=$ lgb]{zs l;4fGtx¿
NGO FONIN / o;sf] sd{rf/Lx¿sf]  Jojxf/ tyf cfr/0f o;sf] ;+:yfut d'No dfGotfx¿ / l;4fGtx¿n] lgb]{zg ug]{ 5 .

· NGO FONIN ljZjf; ub{5 ls l;dfGts[t ;d'bfox¿sf] d"n k|jfxLs/0f pgLx¿sf] ljsf; k|lqmofdf k|ToIf ;xeflutfaf6 dfq ;+ej 5 . To;}n] nlIft ;d'bfox¿sf] ljsf; ultljlwx¿ pgLx¿ Cffkm}af6 sfo{Gjog x'g}kb{5 . To;sf] nflu dxf;+3n] plrt jftfj/0f / cj;/x¿ ;[hg ug{ / ;xhstf{sf] e"ldsf v]Ng] 5 . of] e"ldsf v]Nbf dxf;+3n] p:t} p2]Zo ePsf ;+u7gx¿;F+u cfk;L ;dembf/L / ;Demf}tf4f/f ;fd'lxs k|of;sf] nflu kxn ug]{ 5 . dxf;+3n] s'g} sfo{qmd ug'{ k"j{ kl/l:yltsf] cWoog, ljZn]if0f tyf of]hgf k|lqmofdf nlIft ;d'bfox¿sf] ;xeflutfsf] nflu ;xh sfo{ ug]{ 5 .

To;}u/L dxf;+3n] clwsf/ lgsfox¿, If]qx¿  / lhNnfx¿;F+u lgs6 
;xsfo{ ub}{ cflbjf;L hghfltx¿ / nlIft ;d'bfox¿ ljsf; / 
sNof0fsf] nflu ;xof]u ug{ k|of;x¿ ug]{5 .
· ;a} dflg;x¿ ;dfg dxTjsf x'G5g\ / pgLx¿sf] ;dfg clwsf/ x'G5 . t/ c;dfg kl/l:ytL / cj;/df hlGdG5g\ . NGO-FONIN n] a9L cj;/lxgnfO{ k|fyldstf lbg]5 . 
· g]kfnL cflbjf;L hghflt gful/sx¿ /fli6«o ljsf; k|lsofaf6 clt l;dfGts[t ePsf dWo] Ps xf] . kmn:j¿k pgLx¿ ;fdflhs, cfly{s tyf /fhgLlts ;Dk"0f{ If]qx¿df k5fl8 k/]sf 5g\ . To;}n] of] sfo{qmd cflbjf;L hghfltx¿sf] ljifo k|lt s]Gb|Lt 5, ;fy;fy} n}lªus laifo (Gender issue) Pp6f ;femf laifo xf] / NGO-FONIN sf] x/]s txx¿df cleGg c+usf] ¿kdf ;+Daf]wg ul/g' kb{5 .

· ;dtf / Gofon] hgtfnffO{ 5gf}6sf] clwsf/ k|bfg ub{5 . 

· u'0f , pTs[i6tf / OR5f rfxgf l;sfO{, Pscffk;df cfbgk|bfg / gof k|of]u b|f/f lg/Gt/¿kn] ;'wfl/g] ub{5 .

· kf/blz{tf / hjfkmb]lxtf 

· Go'g vr{af6 clwstd\ kmfO{bf lng] k|lt ;w} ;r]t /xg] .
· cfkm' a;]sf] / sfd u/]sf] /fi6«sf] sfg'gsf] ;Ddfg ug'{ .

· ;+u7gleqsf dflg; ;fy} hf];+u sfd ul/G5 pgLx¿sf] ;xeflutf / ;zlQms/0f .

· ;fd'lxs k|of;x¿sf] nflu ;d'xdf sfd ugf{n] Hofbf k|efjsf/Ltf / yk dxTj Nofp5 .

· plrt lgs6td\ lbg' / glthfsf] :t/;Dd s]Gb|sf] zlQmnfO{ If]q jf :yflgo lgsfodf x:tfgt/0f Devolution / plrt :t/sf] clwsf/ / pQ/bfloTjsf] x:tfgt/0f las]Gb|Ls/0f xf] .

!=% a}wflgs sfo{9frf (legislative framework )




NGO-FONIN sf h'g;'s} k|sf/sf s[ofsnfksf g]kfnsf] sfg'g;F+u 



:jLsfo{ x'g' kg]{5 . s'g} klg cgla1 jf k|Zg ;'rs cj:yfsf] nflu  


sfg'gL 
:yLlt lgdf0f{ ug'{ / pgLx¿sf] sd{rf/L tyf ;b:ox¿nfO{ ;'lrt 


ug'{ bfloTj ;DalGwt k|aGwssf] x'g]5 . 

· NGO-FONIN n] >d tyf /f]huf/ sfg'g If]qx¿sf] pko'Qm sfg'g la1 / ;Nnfxsf/x¿ lng]5 .

· sd{rf/Lsf] /f]huf/ ;+u ;DalGwt gLltx¿ / To; dfly ePsf] dxTj k"0f{ ;+;f]wg /fi6«sf] sfg'g;F+u d]n vfP gvfPsf] af/] hfRg' kg]{5 .

· olb NGO- FONIN lj¿4 sd{rf/Lsf] laifo dfly sfg'gL sfo{afxLsf] r]tfjgLsf] 36gf cfPdf sfg'gL ;Nnfxsf/x¿sf] ;fy} cWoIf, sfo{sf/Ll0f lgb]{zs , HRDC / k|d'v ¿kn] lgs6td ;xefuL al/i7 k|aGwsn] cfjZos lg0f{o / sfo{afxL ug]{5g\ . hxf NGO-FONIN sf] VoftLdf bfu nfUg] hf]lvd 5 eg] NGO-FONIN cWoIf To:tf] cj:yfsf] af/] xf]l;of/L u/fO{ /fVg' kb{5 / pko'Qm sfo{afxLsf] lg0f{odf ;xefuL x'g'kb{5 . 
· sd{rf/L;F+u ;DalGwt s'g} klg kl/:yLlt h;n] sfg'gL sfo{afxLsf] glthf;Dd k'¥ofpg ;Sb5g\ eg] To:tf] ;a} cj:yfx¿sf] b:tfj]h ug'{kb{5 . oyflz3| cj;/df HRDC nfO{ hfgsf/.L u/fO{g' kb{5 . h;n] b:tfj]h / cGo k|lqmofx¿ k"0f{ eP jf gePsf] ;'lglZrt ub{5 .

@ /f]huf/ gLlt 


NGO-FONIN ;a} cfa]bs cflbjf;L hghflt gful/sx¿nfO{ ;dfg 
/f]huf/Lsf] cj;/ / o;sf] ;Dk"0f{ sd{rf/L tyf  ;b:ox¿nfO{ Aoj;flos 
a[l4sf] ;dfg cj;/ k|bfg ub{5 . /f]huf/df laleGg hghfltx¿ tyf lnªusf] ;DaGwdf NGO-FONIN lae]b /lxtsf] bz{g / ljZjf; k|lt k"0f{ ¿kn] ;xdt 5 . 

oBkL o;n] laz]if ;f+u7flgs p2]Zox¿ Kf'/f ug{sf nflu c:yfoL cfjZostfdf cfwfl/t ;sf/fTds lje]bL /f]huf/ / Aoj;foLs gLltx¿ cjnDjg ug{ ;Sg]5g\ . h;n] dlxnf tyf ;aeGbf k5fl8 k/]sf cflbjf;L hghfltx¿nfO{ k|fyldstf lbg]5 . o; k|lqmodf NGO-FONIN df sd{rf/L ;Gt'ngsf] laz]if cfjZostf k'/f ug{sf nflu o;n] dlxnf / ;aeGbf a9L l;dfGts[t cflbjf;L hghfltx¿nfO{ dfq egf{ ug]{ gLlt cjnDag ug{ ;Sg]5 . o;} u/L dflysf gLltnfO{ 6]jf lbg o;n] lasf;df ;sf/fTsd lae]bnfO{ :jLsf/ ub{5 .

;Dej eP ;Ddsf nflu ;f+u7lgs cfTdlge{/tfnfO{ a9fpg o; ;+:yf ;f+u7lgs sd{rf/L ljsf;sf] gLltnfO{ k|a4{g ug]{5 .  ;+u7gsf] efjgf cg';f/ tTsflng ;dosf] nflu @ hgf ga9fO{ o; ;+:yfn] bf];|f] sd{rf/L cGo ;b:o ;+:yfx¿af6 egf{ jf cfbfgk|bfg ug{ ;Sg]5 . 
gft]bf/x¿sf] /f]huf/ M

;fdfGot :jtGq tyf :jf:Yo k|lt;kwf{ dfkm{t sd{rf/Lx¿ egf{ ul/G5 . To;}n] l;kmfl/; gftf / ;DaGwx¿ Dffkm{t ul/g] egf{nfO{ lg/T;flxt ul/G5 . ;+:yfn] Ps sd{rf/Lsf] gft]bf/nfO{ lgDg cj:yfx¿df sfddf nufpg ;Sg]5 . 
· ;f] gft]bf/ To; :yfgsf] nflu ;aeGbf of]Uo pDd]bjf/ x'g'kg]{5 .
· ;f] gft]bf/ To; sfo{qmd k|lt k|ltjfb / Odfgbf/ x'g'kg]{5 .

· ;f] gft]bf/ dlxnf / cflbjf;L hghfltx¿sf] ;aeGbf l;dfGts[t ;d"xsf] x'g'kg]{5 .

· cfdfa'af,5f]/f5f]/L,>Ldfg÷>Ldlt , bfh'efO{, lbbLalxgLx¿,sfsf÷dfdfx¿, km'k'x¿, elthfx¿, ef~hLx¿, sfsf÷dfdfx¿sf] 5f]/f5f]/Lx¿nfO{ lgs6 gft]bf/sf] ¿kdf kl/eflift ul/Psf] 5 . 

#=! /f]huf/ juL{s/0f M

lgoldt :t/M

 o; ju{df sd{rf/Lx¿ v'nf k|ltof]lutfdf cfwfl/t lgo'lQm ul/G5 .


;Demf}tf :t/M of] ju{sf] sd{rf/L Pp6f ;do cjlw jf cfof]hgf . 
sfo{qmdsf] ;do cjlw cg';f/ /f]huf/Ldf nufOG5 . k|foh;f] o; 
k|sf/sf]  /f]huf/sf] :t/ eg]sf] Ps vf; k|s[ltsf] x'G5 h;df olb 
gljs/0f gePdf ;Demf}tfsf] cjlw /  5f]6f] cjlwsf] cGTo ePkl5 of] 
;dfKt x'G5 . nfdf] cjlw / 5f]6f] cjlwsf] nflu ;Demf}tf x'g ;Sb5 . 
;fdfGotof nfdf] cjlwsf] ;Demf}tfsf] ;do cjlw Ps aif{ b]lv ltg jif{ 
;Ddsf] x'g] ub{5 . / 5f]6f] cjlwsf] nflu k|foM h;f] c:yfoL t/ :ki6 
pNn]lvt cj:yfx¿sf] nflu k|fo h;f] Ps aif{ eGbf sd ;do cjlwsf] 
nflu x'g ;Sb5 . of] sfo{qmdsf] cfjZostfdf e/ kb{5 . 
/f]huf/ :t/sf] kl/jt{g 


;f+u7flgs cfjZostf / cfkl; ;Demf}tfsf] kl/:yLltdf cfwfl/t /x]/ 
5f]6f] 
cjlwaf6 nfdf] cjlwsf] ;Demf}tfdf cyjf lgodLt :t/df 
sd{rf/Lx¿sf] 
/f]huf/ :t/ kl/j{tg x'g ;Sg]5 . 

@=@ /f]huf/ k|lqmofx¿ 

@=@=! egf{ 


olb s'g} laz]if jf cGt{/fli6«o sd{rf/L egf{ ug'{ kg]{ cfjZostf 5}g eg] 
NGO-FONIN n] ;a} l/Qm :yfgsf] nflu pko'Qm ¿kn] of]Uo, cg'elj / ;Ifd g]kfnL cflbjf;L hghflt gful/sx¿nfO{ egf{ ug]{5 .

sfo{sf/L lgb]{zs 


cfGtl/s tyf afXo lgo'QmLx¿sf] lg0f{o NGO-FONIN af]8{n] ug]{5 / 
cWoIf jf af]8{sf] cflwsf/Ls JolQmaf6 cg'df]lbt x'g'kb{5 . sd{rf/L 
lgb]{zssf] lgo'QmL NGO-FONIN af]8{ / cWoIfb|f/f Joj:yf ul/g]5 . 

@=@=@ egf{sf] nflu k|lqmofx¿ 


egf{ k|lqmof cfjZos kbsf] nflu rflxg] 1fg / l;kx¿ / b[li6sf]0fx¿sf] lgwf{/0fsf] nflu sfdsf] :ki6 kl/efiffsf] ;fydf Ps k"0f{ JolQmut laa/0f HRDC sf] /fo ;Nnfxdf ;DalGwt k|aGws4f/f tof/ kfg{sf] nflu x'g] 5 . o;df pQ/bfloTjsf] ;dfj]; d'Vo If]qx¿ , ljz]if pQ/bflojx¿, :yfg / clwsf/ ;dfj]z ug'{ kg]{ 5 . ;a} :yfgx¿sf nflu sfdsf] ljz]if / pQ/bfloTj, b/ ;"rL / ;aeGbf kl5Nnf] tna sfuhdf >]0fL / tnaaf/] hfgsf/L x'g]5 . ;a} l/Qm :yfgx¿sf] lj1fkg ul/g]5 . cfj]bg lngsf] nflu lj1fkgdf sDtLdf & lbgsf] ;do lbg'kg]{5 . 
lj1fkgdf x'g'kg]{ s'/fx¿ 

· o; ;+:yfsf] sfo{qmsf] Pp6f ;+lIfKt k[i7e"ld ;dfj]z 

· kb , of]Uotfx¿sf] Go'gtd :t/ / rfx]sf] cg'ej v'nfpg] .

· cfjZos ljz]if ljj/0fx¿ / k|d'v pQ/bfloTjx¿sf] If]q v'nfpg] .

· cfj]bgx¿ lnOg] clGtd ldlt v'nfpg] .

· cGTodf cflwsfl/s JolQm4f/f x:tfIf/ 

ljgf lj1fkgsf] lg0f{o M


ljgf lj1fkg ul/g] lg0f{o / s'g} kbsf] nflu kfl/g] lgo'lQm HRDC-tTsfn 
sf]iffWoIf / k}zf;g ljQ clws[t_ ;F+usf] /fo ;Nnfxdf lgo'lQm clwsf/sf] :t/df 
cfwfl/t /x]/ ;DalGwt k|aGwsn]  ED sf] /fo ;Nnfxdf dfq cWoIfn] ug{ ;Sg] 
5 . s'g} pDd]njf/ kfO;s]sf] cj:yfdf, cfGtl/s jf jfXo ¿kn], NGO-
FONIN n] ;f]em} ;Dks{ ul/ egf{ k|qm[of -cGt/jftf{ ,;Gbe{x¿ cflb _ k"/f ug]{ 
5 .

lj1fkgsf] nflu / cfj]bgx¿ lng] k|qm[ofx¿ M 


lj1fkg ;/f]sf/jfnf ;DalGwt Kf|aGwssf]  /fo ;Nnfxdf  ED jf HRDC/H 
4f/f tof/L / x:tfIfl/t x'g]5 . HRDC/D n] cfj]bg a'em=\g] 5g\ .
5gf}6 -Selection_ M

5f]6f] ;"rLs/0f -Short Listing_

cfj]bgsf] 5f]6f] ;"rLs/0f ug{ ;f] ;DalGwt k|aGws / ljefuLo k|d'v;F+usf] 
/fo ;Nnfxdf  HRDC/H pQ/bfoL x'g]5 . cgt{jftfsf] nflu cfj]bgnfO{ 
;Dks{ / ;"lrt ug]{ pQ/bfloTj HRD ljefusf] x'g]5 . 


If]q tyf lhNnfx¿sf] ;DaGwdf pDd]bjf/x¿sf] k|fylds 5f]6f] ;"rLs/0fsf] nflu 
AFO pQ/bfoL x'g]5 . 5f]6f] ;"rLs/0f k|qm[ofdf AFO n] cfkm\gf]  ljefu / 
RC/DC ;+u /fo ;Nnfx lng'kb{5 . If]qLo lhNnf ;+of]hs -RC/DC_ n] 
;"rLdf c¿ yKg ;Sg] 5 . cfj]bsx¿nfO{ ;Dks{ ug]{ / cgt{jftf{ tf]Sg] 
pQ/bfloTj AFO sf] xf] .
@=@=$ cGt/jftf{ k|lqmof / 5gf}6 
 
;a} 5f]6f] ;"rLs/0fdf k/]sf pDd]bjf/x¿n] cGt/jf{tf{ k"/f ug'{ kb{5  
HRDC/AFO sf] /fo ;Nnfxdf jl/i7 / Ho]i7 k|aGwsn] nfu" x/g] ul/ Pp6f 
d'Nofª\sgx¿sf] ljlw tof/ kfg]{5 / k|To]s :yfgsf] nflu pQ/bfloTj / tna 
k|lt klg pgd'v /xg] 5 . tTsfnsf] sfdsf] ljj/0fsf] Ps k|lt pknAw x'g' kb{5 
/ cGt/jftf{ x'g' k"j{ cGtjf{tf{ lng] / lbg]nfO{ Ps k|lt lbOg' kb{5 . 
cGt/jftf{sf] z}nL / 9frfsf] af/]df tn tf]lsPsf ;d"x klg 5nkmnsf nflu e]nf 
x'g]5g .

s]Gb|Lo sfof{no- Central office _


klxnf] txsf] cGt/jftf{ ;d"x Ps hDdf # ;b:oLo x'g]5 h;df lgs6td 
lgl/Ifs, ;dalGwt k|jGws , HRDC / ED ;dfj]z x'g]5 . 


;DalGwt k|aGws, HRDC / cWoIf4f/f clGtd cGt/jftf{ lng]5 . jl/i7 
txsf sd{rf/L d"Nofª\sg txdf /xg ;Sg]5 t/ cGt/jftf{ k|lqmofdf eg] /xg 
h¿/L 5}g . uf]n cGt/jftf{ ;d"x HRFC / ED ;lxt # ;b:oLo x'g]5 .

Ps jfXo JolQmsf] nflu p:t} k|sf/sf] ;b:ox¿af6 Ps ljifodf ljz]if1 jf 
jl/i7 txsf] egf{ k|lt pQ/bfoL JolQm cGt/jftf{ k|lqmofsf] klxnf] jf bf]:f|f] 
/fp08df ;xefuL u/fOg' kb{5  . clGtd /fp08df Kofgndf dfly pNn]lvt 
jfXo JolQm /  cWoIf /xg ;Sg]5 . Ps jl/i7 k|aGws ;f] ;d"xdf ;fd]n x'g 
af]nfpg ;lsg]5 . clGtd lgo'lQm ug]{ clwsf/ Ed ;F+u /xg] 5 . 


lhNnf / If]qsf] ;DaGwdf # ;b:oLo cGt/jftf{ ;d"x x'g]5 . h;df lgs6td 
lgl/Ifs / jl/i7 clws[t , If]qLo k|aGwssf] ;b:o / ljifo ljz]if1 /xg] 5 .

clGtd cGt/jftf{sf] ;d"x - The Final Interview Pannel _ df RC/DC 
/ AFO ;dfj]z /xg]5 . 
@=@=% d"Nofª\sg k|lqmof - Assessment Procedures _


:t/ cg';f/ cGt/jftf{ k|lqmof tn l;kmfl/; ul/Psf] ljleGg k|sf/sf ljlwx¿ 
/ ;dfj]z ug{ ;lsg] 5 .

· cGt/jftf{ 

· n]vgsfo{- Writing Assignment _ efiff, n]vfO{ If]dtf,/ wf/0ffsf] :ki6tf hfF+Rg]
· ;d"x 5nkmn - Group Discussion _ g]t[Tj Ifdtf, ;Djfb / Jofxfl/s ;Lkx hfF+Rg] 
· k|:t'lts/0f - Presentation _ wf/0ffsf] :ki6tf, ljj]szLntf , ts{ / wf/0ffnfO{ :ki6 tl/sfn] cufl8 /fVg ;Sg] If]dtf hfF+Rg] 

· clego- Role Play _ lg0f{o lng] / ;d:of xn ug{ ;Sg] Ifdtf d'Nofª\sg ug]{

· dfgl;s Ifdtfsf]  hfFr - Psychometric Test _ / cGo k|lqmofx¿ jf}l4s Ifdtf  / ;+j]ufTs rft'o{tf hfFRg] .

· ;fyL ;d"x;F+u e]63f6- Meeting with Peet Gropoup _ :jefj ;fyL ;d"xaf6 pDd]bjf/sf] af/]df k[i7 kf]if0f tyf b[li6sf]0f a'em\g] .

· :ynut e|d0f- Field Visit _ .

cfGtl/s pDd]bjf/ - Internal Candidate _


olb cGt/jftf{sf] k|s[of jflx/ s'g} cfGtl/s pDd]bjf/ kfOPsf] cj:yfdf 
;DalGwt k|aGwsn] HRDC ;F+u ;Nnfx lng]5 / cGt/jftf{ / cWoIf / 
ED/DH jf DC jf RC 4f/f ul/g] clGtd lg0f{osf] nflu l;kmfl/; ug]{5 . 

@=@=^ lgo'lQm clwsf/ 

· cWoIfn] ED kbsf] nflu gofF+ lgo'lQmsf] :jLs[t / x:tfIf/ ug]{ 5 . 

· ;f] ED n] lhNnf / If]qx¿sf] sfof{ndf ;Dk"0f{  :yfgsf] nflu gofF+ lgo'lQmx¿ :jLs[t / x:tfIf/ ug]{5 . 

:d/0f /xf];\ M 

· dfly pNn]lvt ;a} lgo'lQm clwsf/Lx¿ pgLx¿sf] sd{rf/Lx¿sf] ;Dk"0f{ Jofj:yfkgsf] nflu klg pQ/bfoL x'g]5g\, h;df pgLx¿sf] ljsf;sf] nflu ;xof]u, sfo{ ;Dkfbg Jofj:yfkg, k|lzIf0f / cg'zf;g kb{5 . 

· lgo'lQm clwsf/Lx¿ hf] NGO-FONIN leqsf s'g} cGo :yfgx¿df ;¿jf ePsf] /fhLgfdf lbPsf] jf cg'zf;g ;DaGwL s'g} sf/afxLdf uO{/x]sf] eP ;f] pgLx¿sf] l/Qm u/]sf] sfo{ :yfgx¿sf] ;DalGwt k|aGws / ljefuLo k|d'vsf] cfb]zljgf pgLx¿ s'g} klg k|zf;lgs lg0f{x¿ lng kfOg] 5}g . 
@=@=& lgo'lQm kq


k|To]s gofF+ JolQmnfO{ Pp6f lgo'lQm kq lbOg] 5 . h;df tnsf s'/fx¿ 
;dfj]z ul/Psf] x'g]5g . 

· egf{ ldlt

· kb / sfdsf] lzif{s 

· kfl/>lds 

· /f]huf/Lsf] ju{

· sfd ug]{ :yfg

· ;DalGwt Jofj:yfks / Jofj:yfkg
· kl/If0f sfn 

· rflxg] cfjZos s'/fx¿
· ;'ljwf kmfObfx¿ 

· s'g} ljz]if Jofj:yfx¿ , ;Demf}tf ul/Psf] eP

· ;+:yfsf] HR gLlt / cGo gLltx¿sf] cfkm}n] kl/lrt x'g'kg]{5 .

lgo'lQm kqsf] k|fyldstf- Validation of Application Letter _


lgo'lQm kq k|dfl0fs x'gsf] nflu o;sf] ;fydf Pp6f sfdsf] ljj/0f /x]sf] x'g' 
kb{5 / lbg] clwsf/L / kq a'em\g]4f/f :jLs[t u/]sf] x'g'kg]{5 . of] x/]s kqsf] Ps 
k|lt dfgj ;+zfwgx¿ ljefu / k|zf;g tyf cy{ ljefu / cGo s'g} pko'Qm 
ljefux¿df k7fpg] 5 . 

v]b kq - Regret Letter _


cGt/jftf{df af]NffOPsf c;kmn pDd]bjf/x¿nfO{ cGt/jftf{ k"/f ePsf] Ps 
xKtfleq Pp6f v]b kq k7fOg' kb{5 . 
sfdsf] ljj/0f- Job Discription _


lgo'lQm kqsf] sfo{ ;dfkt x'g' cufj}  HRDC sf] /fo ;Nnfxdf ;DalGwt 
al/i7 Jofj:yfksn] Pp6f sfdsf] ljk/0f tof/ ug'{ kg]{ 5 . To; sfdsf] 
ljj/0fn] kb >]0fL / k|ltj]bg ;DaGwx¿ ;fy} JolQm :kli6s/0fx¿ pNn]v ug]{5 . 
;a} sfdsf] ljj/0fx¿n] pgLx¿sf] sfo{ / e"ldsfsf] Ps cleGg c+usf] ¿kdf 
k|ltljDaLt ug]{5 . 

@=@=* sd{rf/L 3f]if0ffx¿ - Personnel Announcement _


sd{rf/L 3f]if0ffx¿ s'g} gofF+ sd{rf/Lsf] lgo'lQmx¿, k|:yfgx¿ , pQ/bfloTj / 
>]0fLdf ePsf] 7f8f] tyf t];|f] kl/jt{gx¿ Aff/] ;"rgf lbg tof/ kfl/g]5 . o:tf] 
;"rgfx¿df ;f] JolQmx¿sf] 5f]6f] kl/ro / ltlgx¿sf] klx]n]sf k[i7e"ldsf ;fy} 
Tof] lbg uO/x]sf] :yfg / egf{ ldlt ;dfj]z ePsf] x'g' kg]{5 .
sd{rf/L lgo'lQm - Sttaf Appointment _

oL 3f]if0ffx¿ ug]{ bfloTj HR ljefusf] x'g]5 M


s]Gb|Lo sfof{nodf ul/Psf] gofF+ lgo'lQmx¿ .


jl/i7 txsf] lgo'lQm .


NGO-FONIN leq ePsf] s'g} ;¿jf 


NGO-FONIN leq ;b:o ;b:ox¿df jf jfXo ¿kn] ePsf] sfd ;¿jf .

jl/i7 Jofj:yfks / clws[tx¿sf] lgo'lQmx¿, :t/df kl/jt{g jf If]q, lhNnfx¿df / ;b:o ;b:ox¿df ePsf] k|:yfgx¿ ;DaGwdf ;"rgf k7fpg HR/ODM pQ/bfoL 
x'g]5 . 

If]q  / lhNnfsf] sd{rf/L kl/jt{gx¿ M


If]q  / lhNnfsf] gofF+ lgo'lQm / cGo sd{rf/Lx¿ ;DaGwL kl/jt{gx¿sf] nflu  
ED/HRDC nfO{ ;"rgf lbg AHO pQ/bfoL x'g]5 . o;sf] sd{rf/L 8]6fj];- 
Database _ leq /fVg HRDC pQ/bfoL x'g]5 . 


lgo'lQmsf] ;"rgf ;fy} pQm cfuGt's JolQmsf] ;+lIfKt kl/ro s]Gb|Lo sfof{no, 
lhNnf, If]qx¿df sd{rf/Ln] sfd yfn]sf] slDtdf @ lbg leq jf ;f] cfuGt's 
sd{rf/Lsf] egf{ ldlt eGbf cufj} k7fpg  AFO pQmbfoL x'g]5 .
@=@=( kl/If0f sfn - Probation Period _ 
gofF sd{rf/L 

kl/If0f sfn M lgoldt / cg'aGwg :t/sf ;a} gofF+ sd{rf/LnfO{+ nfu" x'g] ul/ sfddf 
nufOPsf] ldlt b]lv # dlxgfsf] x'g]5 . of] kl/If0f sfn j9Ldf c¿ # dlxgfsf] 
nflu a9fpg ;lsg] 5 .
cfGtl/s pDd]bjf/x¿ 


cfGtl/s pDd]bjf/x¿nfO{ ljsf; :yfgx¿ Lzif{ssf] lgo'lQmsf] ju{df k/]sf 
afx]snfO{ gofF+ :yfg ln+bf kl/If0f sfn x'g] 5}g .

sfo{ ;Dkfbg hfFr 


kl/If0f sfnsf] cGtdf ;/f]sf/jfnf ;DalGwt Jofj:yfksn] sfo{ ;Dkfbsg hfFr 
lng]5 . ;f] hfFrsf] Ps k|lt hfgsf/Lsf] nflu / jf c¿ k|ls|ofsf] 
nflu HRDC nfO{ lbOg] 5 . 

If]qx¿df AFO 4f/f k|s[of k"/f ul/G5  

Kfl/If0f sfnsf kmfObf / ;'ljwfx¿ M

Kl/If0f sfnsf nflu sd{rf/Ln] gkfpg] M

· ;~ro sf]if 

· :jf:Yo pkrf/ ljdf 

· eQf / cGo kmfObf 

tyflk, vf; cf]of]hgf jf cfof]hgfsf] ToT sf] cj:yfdf dflysf ;'ljwfx¿ 

sd{rf/Ln] kfpg] 5g\ . pgLx¿n] hDdf & lbg ;Ddsf] labf k|of]u ug{ clwsf/ 
kfpg] 5g\ . olb labf pknAw ePdf kl/If0f sfnsf] cGtdf o;nfO{ labf ;Gt'ng
;F+u ;dfof]hg ul/g]5 . 

sfod d'sfod- sf=d'_ pQ/bf;loTjx¿  


;DalGwt Aoj:yfksaf6 dfq c:yfO{ ¿kdf :yfg 5f8\g uO/x]sf] JolQmTjsf] 
l;kmfl/;df s'g} JolQm dflyNnf] :yfgdf sfo{ ug{sf] nflu lgo'lQm x'g ;Sg]5 . 
of] sf=d'= lgo'lQmsf] nflu lgDg cfwf/x¿ x'g]5g\ .
· JolQmsf] To; sfddf  sfo{ ;Dkfbg ug{ ;Sg] Ifdtfsf] cfwf/df 
· Jfl/i7tfsf] cfwf/df 


k|To]s :yfgsf] nflu k|To]s ;d"x sf= d'= lgo'lQm ug{ h¿/L x'g] 5}g . vf; ul/ 
olb Tof] cjlw Hofb} 5f]6f] 5 jf olb pko'Qm csf]{ ;DalGwt Jofj:yfkg 5}g eg] 
sf=d'= lgo'lQm ;DalGwt Jofj:yfks4f/f cf}krfl/s ¿kdf lnlvt tof/ ul/g' 
kb{5 . / cWoIf   ED , HRDC / FDC nfO{ To;sf] Ps k|lt lbOg' kb{5 . To;} ul/ s]Gb|Lo sfof{nodf  ED sf] cg'kl:yltdf Ps hgf s]Gb|Lo sfof{no 
cGt{utsf] jl/i7 sd{rf/LnfO{  ED sf] sfo{ ;+rfng ug{ k|:tfj ug{ ;lsg]5 . 
;f] k|:tfjsf] ;"rgf ;b:o ;+:yfx¿ , If]q / lhNnf sfof{nox¿df k7fOg' kb{5 . 
@=@=!) ;¿jf - Transfer _


tTsfnsf] ;+:yfsf] cfjZostf cg';f/ sd{rf/L pgLx¿sf] egf{ ePsf] :yfgb]lv 
Ps ef}+uf]lns :yfgb]vL csf]{df jf :f+:yfsf] Ps efub]lv csf]{df ;¿jf ul/g 
;lsg]5 . ;¿jf ubf{ x'g] kmfObfdf s'g} kl/jt{g ug{ ;lsg] 5 . jf 
gug{ klg ;lsG5 . t/ cfwf/e't tna eg] 36fO{g] 5}g . 

Kf|s[of (process)


NGO FONIN df sd{rf/Lsf] ;¿jfsf] nflu l;kmfl/; HRDC dfkm{t 
cfpg'kg]{5 . l;kmfl/;k'j{ tna >]0fL jf s'g} eP :t/sf] kl/jt{gx¿ :jLs[t ug{  
 ;Nnfx lng cfjZos x'g]5 . 5'6sf/f lbg] jl/i7 Jofj:yfksn] AFDC 
/AFO sf] ;kmfO k|df0fkqsf ;fy Pp6f 5'6sf/fkq k|]lzt ug]{5 . gofF 
ef}uf]lns :yfg /f]u/ ju{, sfdsf] lzif{s, egf{ ldlt gofF ;DaGw Joj:yfkg, 
>]0fLx¿ / tna tf]lsPsf] ;¿jfkq HRDCn] k|]lzt ug]{5 . 
@=@=!! sfh ;¿jf (Secondment)


Sfh ;¿jf sd{rf/L ;b:ox¿sf] s'g} :yfgdf 3/af6 x'g] kb:yfkg xf] . 


NGO- FONIN leqsf] Ps ljefu ÷ If]qaf6 csf]{df NGO- FONINaf6 
;fem]bf/ ;+:yfx¿df / If]q lhNnfdf NGO- FONINaf6 cGo ;+:yfx¿ ÷ 
;xof]uLx¿df sfh ;¿jf k|d'v¿kn] sd{rf/L / ;+:yfnfO{ l;Sg] k|of]hgsf] nflu 
jf s'g} ljz]if bIftfsf] nflu cfjZostf k'lt{sf] k|of]hgsf] nflu xf] . sfh ;¿jf 
ljif]z¿kn] kl/eflift sfd / e"ldsfx¿sf] nflu / Pp6f lglZrt ;dofjlwsf] 
nflu xf] . 

K|fs[of (process)
· s'g} sd{rf/Lsf] sfh - k7fpg] jf lng] _ sfo{ ug{ al/i7 Joj:yfksn] pgLx¿sf] cg'/f]wnfO{ :ki6 Gofof]lrtx¿af6 ;dly{t k|of]hg / cfjZostfsf] ljj/0f ;lxt HRDCdf k7fpg' kg]{5 . 
· NGO- FONIN leqaf6 jf aflx/sf] ;+:yfaf6 plrt pDd]bjf/ klxrfgsf] nflu k|s[of z'¿ ug]{ / cfjZostf kQf nufpg] bfloTj HRDC sf] x'g]5 . 

· s'g} klg sfh ;¿jfsf] ;dofjwL s'g} Ps k6ssf] ;dosf] nflu ^ b]lv !@ dlxgf larsf] x'g]5 . 

· NGO- FONIN leqsf] cfGtl/s sfh ;¿jfsf] nflu k|s[of / clwsf/sf] tx cfGtl/s ;¿jfsf] cj:yf ;/x x'g]5g\ . 

· NGO- FONIN df / aflx/L ;+:yfaf6 x'g] s'g} klg sfh ;¿jf cWoIfsf] cg'dtLdf ( sfh ;¿jfsf] kq ;lxt ) ;fy E.D 4f/f :jLs[t / cf}krfl/s ul/g' kb{5 . 
· sfh ;¿jfsf] cf}krfl/s kq cg'alGwt /f]huf/ jfnfsf] lgo'lQm kq h:t} x'g] 5 / bIftf cfbfgk|bfg, ;do 9fFrf, / d'No nfut jf Jofj:yfkgsf] cfbfgk|bfgx¿ v'nfpg]5 . 
· NGO- FONIN leqsf] sfh ;¿jfsf] cf}krfl/s kq Pj+ sd{rf/Lsf] nflu HRDC 4f/f k|]lzt ul/g] 5 . 
·  NGO- FONIN) leqsf] sfh ;¿jfsf] nfut ;f] sfh lbg] (Initiating) ljefu ÷ lhNnf ÷ If]qn] a]xf]g]{ 5 . 
· oWolk NGO- FONIN df jf o;af6 x'g] sfh ;¿jfsf] nflu ;f] pknAw u/fpg] :f+:yf ( Nost organixation) 4f/f k"/f jf c+z nfut a]xf]g{ ;Sg] 5 . 

· sfh ;¿jfsf] cjlw ;dflKt kl5 ;f] sd{rf/L NGO- FONIN df klxnfs} jf ;/xsf] :yfgdf lkmtf{ x'g ;Sg] 5 . 

#= sfd ug]{ ;do / ljbf ( working Hour and Leave )
#=! sd{rf/Lx¿sf] sfd ÷ Jofjxf/ / cfr/0f ( Duties of staff / conduct and comportment)

NGO- FONIN sf] k|To]s sd{rf/Lsf] sfdsf] ljj/0f leq kg]{ 



sfo{x¿ k"/f ug]{ k|fyflds st{Jo xf] . 

#=!=! sfof{nosf] sfd ug]{ ;do (Official working hours)

;a} sd{rf/Lx¿n] ;ftfdf $@ 306f sfd ug'{ kg]{ 5 . t/ klg sfd ug]{ ;do 
k|To]s sd{rf/Lsf] p;sf] sfdsf] k|s[lt / pQ/bfloTjdf e/ kg]{ 5 . 
sd{rf/Lx¿n] pgLx¿sf] pQ/bfloTj k'/f ug{sf] nflu olb cfjZos k/]df o:f 
;do eGbf a9L sfd ug'{kg]{ x'G5 . zlgaf/ s]Gb|Lo sfof{nox¿ / lhNnf 
÷If]lqo ÷ If]lqo sfof{nox¿sf] nflu ;ftfdf kfpg] labfsf] ¿kdf dfGotf lbO{Psf] 
5 . sfof{nosf] sfd ug]{ ;do jif{ el/ !)=)) b]lv %=)) ( b'j} hf8f] / udL{ 
ofd ) sf] x'g]5 . 

v's'nf] ;do ( Fleai - time ) 


aRrf ( tLg jif{ eGbf sd pd]/sf] ) ePsf] dlxnf sd{rf/Ln] ;do ljrf/sf] 
;'ljwf kfpg]5, h'g cfjZostf cg';f/ Ps 306f ;Ddsf] x'g ;Sg] 5 . 
aRrfx¿nfO{ b'w v'jfpg] sfdbf/ cfdfx¿nfO{ olb pgLx¿ jfn :ofxf/sf] nflu 
jfnu[xsf] glhs 5g eg] jf glhs} a:b5g eg] ljxfg Ps 306fsf] 
/ lbp;f] Ps 306fsf] 5'6\6L lng kfpg] 5g\ . NGO- Fonin n] dfGotf lbPsf] 
5 ls afnsnfO{ hGd]b]lv Ps jif{sf] pd]/;Dd cfdfsf] b'w v'jfpg' dxTjk'0f{ 
cfjZostf xf] .

 #=!=@ b}lgs xflh/L / l7s ;dodf sfd ug]{ ( Daily Attendence and Puncttality)

;a} sfd ug{ lbg]x¿df sfdsf] ljj/0f lbg] / ;dodf sfd ug]{ ;a} sd{rf/Lx¿sf] st{Jo xf] . olb s'g} 6fg{ g;lsg] kl/l:yltn] ubf{ pgLx¿ pkl:ytL x'g g;s]df jf l9nf ePdf hlt ;Sbf] rfF+8f] pgLx¿sf] Joj:yfksnfO{ ;'rgf 
lbg'kb{5 . sfddf ePsf] ;a} cg'kl:ytLx¿sf] nflu sd{rf/Ln] plrt :ki6Ls/0f 
lbg' kg]{5 / ;DalGwt Jofj:yfkssf] :jLs[tL rflxG5 . cg'kl:yt x'g] sfo{ / 
l9nf] cfpg] afgL NGO- FONIN sf] cg'zf;g ;DaGwL lglt cGt/ut 
sfo{afxLsf] nflu of]Uo x'g] 5 . 
#=!=# /fli6«o labfx¿ ( Matianal Holydays) 

NGO- FONIN n] & lbg ;Ddsf] labfx¿ lbg]5 . ( NGO- FONIN) / cGo 
k|ltlgwL ;+:yfaf6 lgsflnPsf] /fli6«o labfsf] ¿rLaf6 5gf}6 ul/Psf] ) 
zlgaf/sf] lbg k/]sf] /fli6«o labfsf] nflu ;§fsf] nflu csf]{ lbg Ifltk'tL{ 
lbO{g] 5}g. 
#=!=$ labf ( Leave)

NGO- FONIN ljZjf; ub{5 sL sd{rf/Lx¿sf] k'gM z;Qm ug'{ / ljleGg 
;fdflhs bfloTj / cfjZostfx¿ k'/f ug'{ pgLx¿nfO{ cf/fd dgf]/~hgsf] 
nflu ;do pknAw u/fpg' kb{5 . 

Kf|s[ofx¿ (Process) 


tnaL cWoog tyf e|d0f ljbf, cWoog ljbf / bL3{/f]usf] nflu labf afx]s ;a} 
labfx¿ ;DalGwt Joj:yfksx¿n] :jLs[t ug]{5 . 


jflif{s labf afx]s cGo ar]sf labfx¿ csf]{ jif{df ;fg{ ;lsg] 5}g . 

· kl/If0f sfnsf] labf ( Leave during prebation period) :


tLg dlxgfsf] kl/If0f sfn cjwLdf sd{rf/Lsf] nflu 5'6\ofO{Psf] labf afx]s To; 
jif{sf] nflu & lbg ;Ddsf] labf pknAw u/fO{g] 5 . s'g} a9L lnO{Psf] labf / Tof] 
& lbg eGbf a9L ePsf]nfO{ a]tnaL labfsf] ¿kdf lnO{g] 5 / dlxgfsf] cGTodf 
tnaaf6 36fO{g] 5 .  kl/If0f sfnsf] cGTodf lglZrt ePkl5 kfpg] k'/f labfx¿ 
egf{ ePsf] ldltb]lv g} u0fgf x'g]5 . 

· cj:yfoL cg'AfGwgsf sd{rf/LnfO{ labf ( Leave for staff on temporary constaint )

5f]6f] cjlwsf] cg'jGwgdf sfddf nufO{Psf sd{rf/Lx¿ of] lgb]{lzsf ( 
manual) sf] labfsf] Jofj:yfx¿sf] nflu u|fx|o x'g] 5}g . sfddf nufPsf] 
;dodf olb s'g} eP labfsf] Joj:yf v'nfP/ ljif]z Terms of reports 
(TOR) tof/ ug{ ;lsg]5 .  
!=$=! Jflif{s labf ( Annual Leave)

s]Gb| ÷lhNnf ÷ If]qx¿df cjl:yt ;a} sd{rf/Ln] sfd ug]{ lbgsf] !@ lbg 
jflif{s labfsf] ¿kdf kfpg]5g\ .


sd{rf/L hf] # lbg eGbf a9Lsf] jflif{s labf lng rfxG5 eg] pgLx¿n] slDtdf ! 
;ftf cufl8 ;DalGwt Joj:yfksnfO{ lnlvt cg'/f]w ( labf lgj]bg ) :jLs[tLsf] 
nflu k]z ug'{ kg{] 5 . 
#=!=$=@ lj/fdL labf ( sick Leave )

;a} sd{rf/Ln] Ps jif{df !@ lbgsf] lj/fdL labf kfpg]5 . s'g} sd{rf/L lj/fdL 
k/]df sfddf xflh/ x'g g;Sbf pgLx¿n] cg'kl:yt ePsf] klxnf] lbgdf 
;DalGwt Joj:yfksnfO{ ;'lrt ug'{ kg]F{ 5 . % lbg jf Tof] eGbf a9L lj/fdL 
k/]sf] sd{rrf/Ln] Pp6f lr7L jf :jf:Yo lrlsT;ssf] k|df0f kq k]z ug'{ kg]{  5 
. ;f] lr7Ldf /fv]sf] lgbfg ;f] sfdbf/ sfddf kms{g ;Sg] cg'dfltg ;do 
pNn]v ul/Psf] x'g'kg]{5 . s'g} klg lj/fd: labf % lbg eGbf j9L lnPsf] 5 / 
lrlsT;ssf] lr7Laf6 pNn]v ul/Psf] 5}g eg] To;nfO{ j]tnjL labfsf] ¿kdf 
lnOg] 5 . labfsf] lgj]bg kmf/d sfof{nodf t'¿Gt kmsf{P/ k]z ug'{ kg]{5 . lj/fdL 
labf vrL{ ;s]sf] cj:yfdf sd{rf/Ln] kfpg] jflif{s labfaf6 36fpg] ul/ 
labfsf] nlu lgj]bg ug{ ;Sg]5 . 

#=!=$=! lb3{sflng lj/fdL labf - Long Term on Protracted Illness leave _

lgoldt / lb3{sflngsf] cg'aGwgn] sd{rf/L ;b:on] c:yfoL ¿kn] pgLx¿sf] 
sfo{ ;Dkfbg ug{ c;dy{ ePdf !% lbg ;Ddsf] tnjL labf kfpg]5g\ . of] 
;'ljwf pknAw ug{sf] nflu Pp6f lrlsT;ssf] k|df0fkq cj:yfsf] jf/]df b]vfP/ 
l;kmfl/; HRDC df k]z ug{' kg]{ 5 . of] gLlt ;a} sd{rf/LnfO{ nfu" x'g]5, rfx] 
h'g;'s} kb jf :t/sf] xf];\ .  ED n] nfdf] labf :jLs[t ug]{5g\ . 

#=!=$=$ ;'Ts]/L ljbf- Matenis Leave _ 


dlxnf sd{{rf/Ln] ;'Ts]/L ljbf clwstd ^) lbg ;Ddsf] lbguGtL - Calender 
_ sf] k"/f tnj ;lxt kfpg] 5g\ . /fo ;Nnfx lnOPsf] :jf:Yo sdL{sf] ;Nnfxdf 
5'6\ofOPsf] !) lbg ga9fO{ Tof] ljbf hGd eGbf cufl8 jf k5fl8 pknAw u/fOg 
;lsg] 5 f olb pgn] ^) lbg eGbf jbL labf lng rfxlG5g\ eg] pgnfO{ jflif{s j]tnjL labf pknAw u/fpg ;lsg] 5 . j]tnjL labfsf] ;lxt ;Dk"0f{ labf 
cjlwsf] :j:Yo vr{x¿ a]xf]l/g] 5 . :jLs[tsf] nflu ;DalGwt Jofj:yfks ;dIf 
lnlvt ¿kdf labfsf] lgj]bg k]z ug'{ kg]{ 5 . sd{rf/Ln] cf}krfl/s ¿kn] 
HRDC/AFDC/AFO nfO{ hGdsf] ;"rgf lbg'kb{5 / s'g} ;'ljwfx¿ Hf:t} 
eQfsf] nflu aRrfsf] hGd k|df0fkqsf] Ps k|lt sd{rf/Lsf] /]s8{ b'¿:t ul/ 
/fVgsf] nflu lbg' kb{5 . 
#=!=$=% cfsl:ds labf - Emergency Leave _


;a} sd{rf/Ln] k|To]s jif{sf] % lbg cfsl:ds labf kfpg]5g\ . of] labf ;DalGwt 
Jofj:yfksn] jf HRDC n] tnsf cfwf/x¿df :jLs[t ug]{ 5g\ . 

· ;b:osf] clt glhssf] gft]bf/x¿ lj/fdL k/]df 
· :ki6 / cGo k|fdfl0fs d'Nofª\sg ePsf] cGo sf/0fx¿ 
· x8tfn / aGbsf] cfsl:ds ;do cjlwdf  # lbg ;Ddsf] lng ;lsg] 5 .
#=!=$=^ ;f]s labf - Mourning Leave _ 


sd{rf/Lsf] >Ldfg >LdtL , aRrf, bfh'efO{ lbbLalxgLsf] d[To' ePdf pgLx¿n] 
d[To' ePsf] ldltb]lv clwstd & lbg ;Ddsf] ;f]s labf kfpg]5g\ . a9L lnPsf] 
labf jflif{s labfaf6 36fOg] 5 . ;f]s labfsf] nflu ;DjlGwt Jofj:yfks jf 
pnLx¿sf] pkl:yltdf  HRDC af6 df}lvs ¿kn] ul/Psf] cg'/f]w :jLs[t x'g 
;Sg]5 . t/ sfddf kmls{P kl5 ;DjlGwt Jofj:yfksnfO{ lnlvt labfsf] lg]j]bg 
k]z ug'[ kg]{ 5 . 
#=!=$=& j]tnjL ljba - Leave without Pay _ 

Sd{rf/L Jofj:yfksx¿n] tnsf cj:yfx¿df j]tnjL labf lng ;Sg]5g .

· dfly pNn]lvt k|sf/sf labfsf] Ifltk"lt{sf nflu jflif{s labfsf] ;Gt'ng kof{Kt gePsf]  cj:yfdf .

· Jofj;flos kmfObfx¿ Hf:tf] cWoog , tflnd cflbsf] nflu cfkm}4f/f lnPsf] cu|;/tfsf] sfo{ jflx/sf] cj:yfdf 


labfsf] clwstd nDjfO{ # dlxgfsf] x'g]5 . !% lbg jf Tof] eGbf a9Lsf] labfsf] 
nflu slDtdf # dlxgf cufl8sf] ;"rgf cfjZos kb{5 . j]nnjL labfsf] ;"rgfsf]  HR ljefun] s]Gb|Lo sfof{nosf] cy{ ljefunfO{ lbg' kg]{5 . 
#=!=$=* ;§f labf -Leave in Leeau _

sd{rf/L h;n] pgLx¿sf] sf/0ftflnsfsf] sf/0fn] ubf{ NGO-FONIN sf] labfsf] k"/f lbg sfd ug{ afWo ePsf 5g\ eg] pgLx¿n] ;DalGwt Jofj:yfksnfO{ Ps lbg] ;§fsf] nflu labf kfpg cf}krfl/s lnlvt cg'/f]w  ug{ ;Sg]5g\ . o:tf] ;§f #) lbgleq pknAw u/fO{;Sg' kg]{ 5 . 

labfsf] /]s8{x¿ -Leave Recods _ 

labfsf] /]s8{ lhNnf / If]qLo :t/df AFO 4f/f tof/ /flvG5 / s]Gb|Lo sfo{fnodf HRDC n] . 

$= cled'vLs/0f - Orientation/Intoduction _ 

$=! gLlt 9fFrfa4 / cfjlws tl/sf dfkm{t gofF+ sd{rf/LnfO{ k'g cled'vLs/0f 

ul/g] k|qm[nfO{ NGO-FOININ n] dxTj k|bfg ug]{5 . 

l;4fgtx¿- Principles _ 

NGO-FOINI ljZjf; ub{5 sd{rf/L -gof tyf eO/x]sf]_ df Pp6f alnof] ;f+u7lgs ;+:sf/sf] lgdf{0f ug{sf] nflu pgLx¿df o;sf] sfo{lbzf / of]hgf / d'NodfGotfx¿sf]af/]  hfgsf/L u/fpg' cToGt cfjZos 5 . ;+:yfleq Introduction / cled'vLs/0f lng ;a} sd{rf/Lx¿sf] clwsf/ xf] . k|efjsf/L / k'gM cled'vLs/0f sd{rf/Lsf] pTk|]/0ffsf] nflu / ;f+u7lgs p2]Zo k"/f ug{ cTofjZos 5 . 

$=@ k|qm[ofx¿ - Process _ 

sd{rf/LnfO{ lbOg] cled'vLs/0fn] NGO-FOINI sf] b[li6sf]0f .of]hgf , d'No dfGotfx¿ , o;sf] bz{g, Jojxf/ ug]{ tl/sf / sxf s;/LO o;n] sfd ub{5 eGg]df hf]8 lbg'sf ;fy} hjfkmb]lxtf  k|0ffnLnfO{ ;d]6\g] 5 . o;sf] k|s[ofn] sd{rf/LnfO{ kl/jt{g x'g d4t ub{5 M

l/s|[6 -Recruit_ b]lv lgo'Qmdf 

Pp6f sfdb]lv csf]{ sfddf 

Pp6f sfd ug]{ z}nLb]lv csf]{df 

Pp6f sfd ug]{ jftfj/0f b]lv csf]{df 

h'g ;s/fTds x'g]5 .

pQ/bfloTj - Responsibilities _ 

Introduction sf] k|qm[of cg';f/ gofF+ sd{rf/LnfO{ Ps dlxgf leq lbO;Sg' kg]{ Introduction / cled'vLs/0fsf] Jofj:yfkg / sfo{Gjogsf] pQ/bfloTj HRDC ljefusf] ;xof]udf lgo'lQm clVtof/ JoflQm;F+u x'g]5 .

$=$ sd{rf/Lsf] nflu cled'vLs/0f gofF+ sd{rf/Lsf] nflu h;/L 

cfjZos 5 To;} ul/ ePsf sd{rf/LnfO{ ;+:yfsf] b[li6fsf]0f , of]hgf ,  d'NodfGotfx¿ / sfdsf] af/]df cfjlws ¿ksf] k'g cled'vLs/0f plQs} dxTjk"0f{ 5 . o;sf] cled'vLs/0f ;fd"lxs ¿kn] dflg;sf] vf; ;d"xx¿nfO{ ;+:yfsf] ;Dk"0f{nfO{ cfof]hgf ul/G5 . 

sfo{qmd d'Nofª\sg- Programme Review_

NGO-FONIN n] jif{sf] rf}dfl;sleq sfo{qmd k'gM d'Nofª\sg sfo{zfnfdf cfof]hgf ug]{5g\ . NGO-FONIN af]8{ lgb]{zs, ;b:ox¿ / sd{rf/Lx¿n] k'gM d'Nofª\sg sfo{zfnfdf efu lng] 5g\ . To;}ul/ ljefu, lhNnf / If]qn] klg k'gM d'Nofª\sg sfo{zfnfdf cfof]hgf ug{ ;Sg]5g\ / pgLx¿sf] sfo{If]q dfly k'g s]Gb|Lt x'g]5g . cGo sfo{zfnf h:t} dfl;s JofJf:yfkg / sfo{qmd e]nfx¿ lgoldt ¿kn] ul/g] 5g\ .

%= kfl/>lds / ;'ljwf - Remuration and Benefit _ 

%=! kfl/>lds 

;aeGbf a9L Ifdtfjfg sd{rf/LnfO{ cfslif{t ug{ / NGO-FONIN cGo ;dfg ;+:yfx¿sf] /fd|f] kfl/>lds Kofs]hsf] Joj:yf ug{ sf]lz; ug]{5 . kfl/>lds :jR5, zf]if0f/lxt / e]befj/lxt x'g]5 . tnj 9frf t'ngfTds lhDd]jf/Lsf] :t/df cfwfl/t x'g]5 . ljleGg z}lIfs of]Uotfx¿ / cg'ejnfO{ Wofgdf /fvL nrstf ckgfOg] 5 . 

of] kfl/>lds k|0ffnL tnsf jfx]s ;a} lgoldt / cg'jlGwt sd{rf/LnfO{ nfu" x'g] 5 M

· sd{rf/L hf] :yfgLo, lhNnf, If]q /fli6«o kfngf ug'{ kg]{ - Terms and Conditions_ cg';f/ sfddf nfu]sf .

· 5f]6f] cjlwsf] sd{rf/L 

· k/fdz{bftfx¿ 

· slxn]sfxL nufOg] sfdbf/x¿ 

%=%=! pQ/bfloTj / 9frfx¿ 

sfo{df/L lgb]{zs M jl/i7 :yfg 

sfof{no Jofj:yfks M jl/i7 :yfg- xfn gePsf] _ 

clwsf/ jsfnlt clws[t M xfnsf jl/i7 :yfgdf lnOPsf] 

lhNnf,If]q ;+of]hs M jl/i7 - xfn Jofj:yf gePsf] _

k|zf;g / cy{ ljefu k|d'v M dWo:t/sf] :yfg - xfn jl/i7sf] ¿kdf lnOPsf] _

sfo{qmd sd{rf/L M dWo] 

;xof]uL - Helper_ tn 

%=!=@ e'Qmfg ldlt- Date of Payment_

tTsfnsf] tnj gfk cg';f/ g]kfnL ¿k}ofdf dlxgfjf/L e'QfgL ul/g]5 . sd{rf/LnfO{ g]kfnL e'QmfgL g]kfnL kfqf]sf] clGtd sfd ug]{ ;ftfdf k|To]s dlxgf lbOg] 5 . s'g} vf; cfof]hgfsf] cj:yfdf eg] ;f] cfof]hgfsf] ToR cg';f/ ul/g] 5 . 

%=!=# tnj k'gljrf/ 

hLjg hLpg] d'Nodf ePsf] kl/jt{gx¿ tnj ahf/ jf cjd'Nog / cGo jfXo tTjx¿sf] sf/0fn] ubf{ NGO-FOININ n] ;a} t'ngfTds NGO x¿sf] :yfgLo tnj ahf/nfO{ Wofgdf /fvL @ jif{ kl5 tnadf k'g{ljrf/ ul/g]5 .  ARDC n] tna k'g{ljrf/sf] cu|;/tf lng]5  / HRDC n] sfo{ ug]{5 . tnj k'g{ljrf/sf] nflu NGO-FONIN af]8{sf] :jLs[t clgjfo{ x'G5 . tnj k'g{ljrf/n] tnjdf j[l4 ;'lglZrt ub{5 eGg] h¿/L x'g] 5}g . 

%=!=$ hLljsfsf] d'No eQf 

COLA hDdf cfwf/e"t tnjsf] cg'kftdf k|To]s sd{rf/LnfO{ hLljsfsf] d'No eQf - Cost of living Allowance_ xf] . pkef]Qmf d'No ;"rLdf ePsf] kl/jt{g jf ut dlxgfsf] d'No j[l4sf] b/df cfwfl/t eP/ hDdf cfwf/e"t tnjsf] k|ltztsf] ¿kdf hLjg ofkgsf] d'No eQf a9\g] ul/ ;dfof]hg ul/g]5 . hf kl/jt{g gul/g klg ;S5 . t/ 36fOg] eg] 5}g . g]kfn /fi6« a}+saf6 k|T]os jif{sf] c;f/ d;fGtdf K|fsflzt x'g] /fli6o d'No ;"rL jf cGo e/ kbf]{ :jtGq ;j]{If0f glthfnfO{ x]/]/ d'No a[l4b/ cg'dfg ul/g]5 . oBkL COLA sf] k|fjwfg / NGO FONIN sf] Ifdtdf / ;fwg;|f]tx¿sf] pknAwtfdf lge{/ /xg] 5 .  


COLA sf] lx;fj / e'Qmfg  lgDgfg';f/ x'g]5 

of] sd{rf/Lsf] dfl;s hDDff cfwf/e"t tnjdf lx;fj x'g]5 . COLA 
sf] /f;L tnjdf hf]l8g]5 . gofF COLA sf] hDdf
cfwf/e't tnjdf ;+rosf]if / bL3{ ;]jf pkbfg, :jf:yo sf]if of]ubfg 
lx;fj x'g]5 . 

%=!=% cfo s/ - Income Tax _


cfos/ e'Qmfgx¿ sd{rf/L ;b:ox¿ / k/fdz{ bftfx¿4f/f Jof]xf]l/g] 5 . 
/ NGO-FONIN n] g]kfndf k|rlnt sfg'g cg';f/ tnj e'Qmfgsf] 
;dodf >f]taf6 36fpg] sfo{ ul/g] 5 .  

%=!=^ k]ZsL tnj- Sallary Advancecs _


NGO-FONIN n] ljz]if kl/:yltx¿df o;sf] sd{rf/LnfO{ tnjsf] 
cfwf/df k]ZsL lbg  ;Sg]5 . k]ZsL tnj tL sd{rf/LnfO{ lbOg]5 . hf] 
dlxgfsf] clGtd lbg;Dd labfdf a;]sf] x'g]5 . 
%=!=& C0fx¿ - Loans _

sd{rf/Ln] pgLx¿sf] ;+ro sf]if n]vfaf6 pNn]lvt lgodx¿ / lgodfjnL cg';f/ qm0f lng ;Sg] 5g\ . h'g FDC jf HRDC af6 clVtof/L x'g]5g . 

%=@ ;'ljwfsf] Kofs]hx¿ 

%=@=! eQf- Allowance _ 

s/f/sf jfx]s ;a} lgoldt sd{rf/Lx¿nfO{ eQf nfu" x'g]5 . bL3{sfnLg :t/sf] nflu kl5 lg0f{o ul/g]5 . 

%=@=!=! afnaflnsf z}lIfs eQf kl5 lg0f{o ul/g]5 .

%=@=!=! s/f/ eQf - Contract Allowance _ 

of] eQf lb3{sflng :t/sf] s/f/ sd{rf/LnfO{ pgLx¿sf] ;+rosf]if / lgoldt /f]huf/Lsf] k+x'rsf] cefj ePsf]n] If]ltk"lt{ jfkt lbOG5 . of] ju{sf] sd{rf/Ln] clwstd  pgLx¿sf] cfwf/e"t tnjsf] !) % ;Dd eQf kfpg]5 . - xfn Jofjxf/df gePsf] _ 

%=@=!=# ofqf eQf - Travel Expenced _

sfof{no ;DjlGw ofqf- Officia Travel _ b]zsf] NGO-FONIN cf]of]hgfx¿df ljleGg sfo{qmdx¿ ;DajlGw sfdx¿sf] nflu / NGO-FOININ sd{rf/L cfkm\gf] sfdsf] :yfg eGbf cGo :yfgdf hfF+bf sd{rf/Lx¿sf] cfwf/sf vr{ lkmtf{ ul/lbg] 5 . 

gf]6 M aRrf / aRrf x'g] dlxnf ;lxt ofqf ul//x]sf] , dlxnf sd{rf/L 

ldtJooL ;/sf/L oftfoftsf] ;fwg k|of]u u/]/ aRrf x]g]{ dlxnfsf] nflu ofqf eQf a9L ug{ ;Sg] 5 . - Jofjxf/df gePsf]  _

xjfO{ ofqf /fli6o - Air Travel National _ oftfoftsf] ;fwgsf] ¿kdf NGO-FONIN n] xjfO{ ofqfsf] nflu Go"gtd k|of]usf] l;kmfl/; ub{5 . pgLx¿n] sd{rf/Lsf] xjfO{ ofqfsf] lg0f{osf] nflu tnsf s|fO6]l/of k|of]u ug{ ;lsg] 5 . 

· cfsl:ds / cTofjZos 

· a9L k+x'r of]Uo 5 

· hDdf vr{ - b}lgd eQf, a;]sf] eQf, k|ltlbgsf] sd{rf/L Hofnf / oftfoft vr{x¿
b}lgs eQf- Per Diem _ 

clVtof/L ePsf] sfof{no sfdsf] nflu ofqf sfof{no ;SalGw ofqf d'vL cjlwsf] sfdsf] :yfgaf6 aflx/ a;]sf] k|To]s /ftsf] cfwf/sf k|To]s sd{rf/Lsf] b}lgs eQf af]l8{ª vr{x¿ lbOg]5 . /fli6«o ofqfaf6 cfudg ePsf] ldltdf sd{rf/Ln]  %)% b}lgs eQf bfaL ug{ ;Sg]5 . 

sfof{nosf] sfdsf] nflu ofqfdf hfgsf nflu /x]sf] sd{rf/Ln] ;DalGwt Jofj:yfks ;dIf clu|d vr{sf] nflu k};fsf] bfaL k]z ug{ ;Sg]5 . vr{ bfaLsf] nflu ofqfsf] 7fpF+b]lv lkmtf{ ePsf] !% lbgleq k]z ul/;Sg' kg]{5 . 

cGt{/fli6o ofqf - International Travel _ of] Jofxf/df 5}g .

%=@=!=$ ;fdfu|L - Equipment _ 

NGO-FONIN n] cfjZostf / ;|f]tsf] kof{Kttf cg';f/ sd{rf/Lx¿nfO{ s]lx cfjZosLo ;fdfu|Lx¿ Jofj:yf ug]{5 . sd{rf/L hf] jf/Daf/ sfdsf] nflu aflx/ If]qsf nflu hfg' kg]{ x'G5 . pgLx¿n] ;xof]u ;fdfu|Lx¿ kfpg]5g . ;f] ;fdfg pgLx¿ lkmtf{ ePkl5 lkmtf{ ul/g' kg]{5 . jfXo sfd ug]{ 7fpF+df cgf}krfl/s ¿kn] ofqf ug]{x¿sf] nflu If]qdf k|of]u x'g] ;fdfu|L - Field Equipment _ If]q ofqf cjlwe/ k|of]usf nflu  Field Equipment AFO 4f/f pknAw u/fOg] 5 . 

%=@=!=% sfo{ If]q uPsf] eQf- Field Allowance _

of] eQf NGO-FOININ n] sfo{Gjog u/]sf] lhNnfx¿sf]  field Staff nfO{ pknAw x'g]5 . of] eQf eg]sf] oftfoftsf kg{ uPsf] a9L vr{ vfBfGg Go"g ePsf] 7fpF+sf] nflu vfBfGgdf kg{ hfg] a9L vr{ / b'u{d If]qdf a;f]af; ;/;fdfgx¿df kg{ hfg] a9L vr{sf] Ifltk"lt{nfO{ ;d]6\gsf] nflu xf] . 

sfof{nosf] sfdsf] nflu Field aflx/ hfg k/]df  NGO-FONIN sf] b}lgs eQf ldlt cg';f/ b}lgs eQf bfjL ug{ ;lsg] 5 . If]q eQf -Field Allownce _ tnj ef}r/ eGbf aflx/sf] If]q eQf bfjL kmf/d e/]/ sfdsf] :yfgsf] ;a} ldltsf] ljj/0fx¿ lbP/ dlxgfsf] klxnf] & lbgleq bfaL ug'{ kg]{5 / ;DalGwt :jLs[t x'g'kg]{ 5 . 

%=# sd{rf/L sNof0f of]hgf - Staff Welfare Scheme _ 

%=#=! ;+rosf]if - Provident Fund _

Danida HUGOU af6 ;xof]u k|fKt hghflt ;zlQms/0f / ;dfj]zL cfof]hgf jfx]s tTsfnsf nflu s'g} klg sd{rf/L sfdbf/x¿sf] nflu ;+rosf]ifsf] Jofj:yf 5}g . oBkL lgoldt sd{rf/Lx¿sf] nflu of] kl5 ;[hgf ul/g]5 . sd{rf/Lx¿sf] hDdf cfwf/e"t tnj sf] !) % of]ubfgnfO{ NGO-FONIN af6 sfddf nufOPsf] x}l;ot jfkt ;f] hDdf cfwf/e"t tnjsf] k|lts} of]ubfg !) % hf]l8g] 5 . Tof] hDdf /sd k|To]s sd{rf/Lsf] JolQmut Jofh vftfdf hDdf ul/g] 5 . Tof] vftf NGO FONIN sf k|ltlglwx¿ HRDC / ED af6 ;+o'Qm ¿kn] Jofj:yfkg ul/g] 5 . 

%=#=@ :jf:Yo ljdf - Medical Insurance _ kl5 lg0f{o ul/g] . 

%=#=# oftfoft - Trandsportation _ 

sd{rf/Lx¿nfO{ oftfoftsf] clwsf/ lbOg] 5 . jf sfof{no cfpF+bf / 3/ kms{bf nfUg] vr{ kfpg]5g\ . ljz]if ¿kn] dlxnf sd{rf/Lx¿nfO{ ;w}sf] sfd ug]{ ;do eGbf a9L ;do sfd ug'{ cfjZos k/]sf] cj:yfdf pgLx¿nfO{ 3/;Dd k'¥ofpg] Jofj:yf ul/g]5 . sfof{nosf] sfdn] ubf{ l9nf] ePdf e/kbf]{ oftfoft ;]jf pknAw ug'{kb{5 . 
of] ;'ljwfn] ;aeGbf glhssf] 7fpF+;Dd k'¥ofpg] 5 . oftfoftsf] bfjL ug]{ sd{rf/Ln] bfjL kmf/d eg'{ kg]{ 5 . k|zf;g / cy{ clws[taf6 :jLs[t u/fpg' kg]{5 . of] ;'ljwf cfkmg} ;jf/L ;fwgx¿ k|of]u ug]{ sd{rf/LnfO{ pknAw x'g] 5}g . 

%=#=$ ;f+:s[lts rf8kj{ ;'ljwf- Cultural  Fedtival Fercilty _ 

g]kfnsf] d'Vo rf8kj{sf] cjlwdf x'g] vr{nfO{ ;xof]u k'¥ofpg ;a} sd{rf/Ln] Ps dlxgfsf] k|rlnt cfwf/e"t tnj jflif{s rf8kj{ vr{ jfkt kfpg] 5g\ . h'g sd{rf/Ln] NGO-FONIN df sfd u/]sf] Ps jif{ k"/f ePsf] 5}g To; cj:yfsf] nflu sfddf nfu]sf] ldltb]lv ug]/ kl5 lbOg]5 . of] tnj ef}r/ dfkm{t lbOg] 5 . 

%=#=% pkbfg - Grativity _ 

clxn]sf] ;Gbe{df sd{rf/Lx¿nfO{ pkbfgsf] s'g} klg Jofj:yf ul/Psf] 5}g . 
oBkL of] Joj:yf ldnfpgsf] nflu k|of; ul/g]5 . 

%=#=^ cjsfz, cfof]hgf / vf/]hL - Redundancy, Project Termination _ 

cfof]hgf :yfgsf] of]hgfj4 vf/]hLn] ubf{ sd{rf/L vf/]hLdf k/]sf] cj:yfdf ltgLx¿nfO{ Ps dlxgfsf] tnj a/fa/sf] /sd Ifltk"lt{sf] ¿kdf lbOg] 5 . jf ;DalGwt ;xof]uLsf] gLlt cg';f/ x'g]5g\ . ljR5]bg efu- Separation Section_ sf] ljR5]bg wf/f clwsf/ JolQmaf6 ;"rgf hf/L ul/g]5 . of] ;Dej gePsf] cj:yfdf ;"rgfsf] ;§f tnj lbOg]5 .  HRDC sf] FDH n] clGtd e'QmfgLsf] lhDd]jf/L lng]5 . NGO-FOINI af6 x6fOPsf sd{rf/Lx¿nfO{ pgLx¿sf] k'g /f]huf/Lsf] cj;/ j[l4 ug{sf] nflu s'g} 5f]6f] cjlwsf] nflu ;Lkd'ns tflnd lbOg] 5 . o;tf] sfdsf] cj;/ vf]Hg] sd{rf/Lx¿nfO{ k'gM /f]huf/Lsf] nflu ;xh sfo{ ug{ d4t ug]{5 . 

%=#=& JolQmut b'3{6gf ljdf 
xfnsf] nflu JolQmut b'3{6gf ljdfsf] JofJf:yf ul/Psf] 5}g . of] kl5 lg0f{o ul/g] 5 . 

%=#=* ;]jfdf /x]sf] a]nf d[To'


o;sf] lg0f{o kl5 ul/g]5 . 
%=#=( ofqf gLlt- Travel/ Policy_

NFO-FOININ ;+u b]z sd{rf/Lx¿sf] nflu b]z aflx/ ofqfsf] Joj:yf 5}g . oBkL olb o;n] s'g} ;xof]uL- ;xof]uL bftfx¿af6 ;xof]u kfPdf o;n] b]z aflx/sf] ofqfsf] k|jGw klg ug{ ;Sg]5g . sfof{nosf] sfdsf] nflu ljb]z ofqfdf ;a} sd{rf/Lx¿ NGO-FONIN sf] s]Gb|Lo sfof{nosf] /]vb]vdf ;d"x ofqf gLltleq kg]{ 5g\ b]zn] aflx/sf] ofqf / lglZrt ;dosf] ofqfnfO{ ;d]6\g] 5 . o;sf] k|lqmofsf] k"0f ljj/0fx¿ HRDC 4f/f agfOG5 . k|To]s ;do sd{frf/L ;b:on] sfof{nosf] sfdsf] nflu ofqf ubf{ NGO-FONIN s]Gb|Lo sfof{nonfO{ To;sf] ;"rgf lbg] bfloTj HRDC sf] xf] . b]z jflx/sf] ofqfsf] ;"rgf HR clws[tnfO{ sDtLdf !) lbg cufl8 lbg' kb{5 . h;n] ubf{ Tof] ;"rgf NGO-FONIN s]Gb|Lo sfof{nodf ofqfsf] ldlt eGbf Ps ;ftf cufl8 k'Ug ;Sg]5 . 

%=$ sd{rf/L ;'/Iff - Staff Security _ 

NGO-FONIN sd{rf/Lsf] ;''/Iffsf] af/]sf ;r]t 5 . / cfuf]af6 ;'/Iff, k|fylds pkrf/ / e'Orfnf]sf] cled'vLs/0fsf] ;'lglZrt ug]{5 / sfof{nosf] jftfj/0fleqsf] cGo ;'/Iff lgodnfO{ /fd|f] sfod /fVg]5 . 

%=$=! 36fOg]x¿ - Deduction _ 

tnsf sf/0fsf nflu sd{rf/Lx¿sf] tnjaf6 cfkm\;]cfkm 36fOg] 5 . 

· ;+rosf]if of]ubfg 

· j]tnjL labf 

· cg'kl:yltsf] cgflws[t labf 

· cfos/ e'Qmfg
· clu|d vr{sf] k};f, k]ZsL km5\of}{56x¿ 

· ;jf/L ;fwgx¿, 6]lnkmf]g, km\ofS;sf] JolQmut k|of]u 

· s'g} cGo ltg{ af+sL 


36fpg] sfo{ - Deduction _ tnj ef}r/af6 ul/g] 5 / of] AFOd  FDC 
sf] bfloTj x'g]5 . j]njL labf cg'kl:yltsf] cgflws[t labf / k]ZsL km5\of}{6x¿ ;DalGwsf] ;"rgf ;DalGwt Joj:yfks4f/f dlxgfsf] cGTo cufl8 pknAw u/fOg] 5 . 

^= sfo{;Dkfbg Jofj:yfkg 

NGO-FONIN n] o;sf] sd{rf/Lsf] Jofj;flos ljsf; / j[l4nfO{ dxTj lbG5 / o;sf] sd{rf/Lsf] JolQmut ljsf; sfo{ ;Dkfbg of]hgfsf] lg/Gt/tfsf] ¿kdf jif{df Ps k6s sfo{ ;Dkfbg k'gl/If0fsf] Jofj:yf ug]{ 5 . ;fdfGotof ;f] sfo{ ;Dkfbg k'g lgl/If0f >fj0f dlxgfdf ul/g] 5 . 

^=! P2]Zo -Perpose _

o:tf] k'glgl/If0fx¿sf] p2]Zo lgDg cg';f/ x'g] 5g\ . 

· sd{rf/Lx¿sf] ;Dkfbg j[l4sf] nflu k|d'v glthfsf] If]qx¿ kQf nufpg' 

· sd{rf/Lx¿nfO{ pgLx¿sf] cfkm\gf] sfdsf] ;f] cfTd d'Nofªsg\ ug]{ cj;/ k|bfg ug'{ / vf; ;'wf/x¿ u/]/ c¿ ljsf;x¿ ug{ af6fx¿ kQf nufpg] . 

· sd{rf/Lx¿af6 k'j{ lgwf{l/t pb]Zodf k'Ug pgLx¿sf] k|efjsfl/tfaf/] cfjlws k[i7kf]if0f ug'{ . 

· Pp6f c;n sfd ug]{ ;DjDwdf ljsf; of d4tsf] nflu sd{rf/Lb]lv ;DalGwt Jofj:yfks;Dd k[i7kf]if0f lng] .

· ;+u7gnfO{ sd{rf/Lsf] sfo{ ;DkfbgnfO{ b:tfj]hL ug'{ ;xof]u x'g]5 h;df kQf nfu]sf]  key result areas x¿ tTsfn / eljiosf] ;Gbe{ ;fdfu|Lx¿  x'g]5 . h'g Jofj;flos ljsf;sf] nflu ;xof]uL  x'g;S5 .

· tflnd jf l;k a9fpg] cfjZostfx¿ klxrfg ug{ 

· sfo{ ljj/0fdf aif{ cjlwdf ePsf] kl/jt{gx¿sf] klxrfg ug{ 

of] d"Nofªsg sd{rf/Lsf] sfo{ ;Dkfbg k'/:sf/x¿, Joj;flos j[l4 jf cg';f;g ;DalGw sfo{afxLsf] nflu dgg\ ug'{ kg]{ cfwf/x¿ dWo] sf] Ps x'g] 5 . 

^=@ af/Daf/tf 

tnsf cj;/x¿df sd{rf/Lsf] sfo{ ;Dkfbg ljsf;sf] k'gM lgl/If0f ul/g]5g\ .

· Psk6s NGO FONIN sfo{ ;Dkfbg Joj:yfkg sfo{qmd k'g{lgl/If0f e]nf 

· kl/If0f sfnsf] cGTodf 

· s'g} kbf]GgtLsf] af/]df larf/ ug'{k"j{ 

· s'g} /f]huf/Lsf] :t/ kl/jt{g ug'{k"j{ 

· s'g} cg';f;g ;DalGw sfo{afxL ug{'k"j{ 

· s'g} sd{rf/Lsf] ;¿jf ug'{k"j{ 

dflysf cj;/x¿df lgo'QmL clwsf/ k|fKt JolQmn] pgLx¿sf] sd{rf/Lx¿ ;do cg's'n tl/sfn] d"Nof+lst ePsf 5g\ eGg] s'/fsf] k|Tofe"lt ug'{ kg]{5 . c;kmn ePdf To;sf] glthf ;DalGwt Joj:yfkssf] sfo{ ;Dkfbgdf kg{ hfg] 5 . 

^=# k|lqmof 

sfo{ ;Dkfbg Joj:yfkg sfo{qmd 

sfo{ ;Dkfbg lasf; sfo{qmd Pp6f ;fwg sf] h;n] ^ dlxgf cjlwsf] d'Vo glthfsf] If]qx¿ kQf nufP/ sd{rf/Lsf] sfo{ ;Dkfbgdf ;xof]u k'¥ofpg d2t ug{ agfO{Psf] xf] . 

o;df eljZosf] nflu ;Defjgf j[l4 / ljsf;sf] If]qx¿ kQf nufpg s]lx xb;Dd sfo{ ;Dkfbg d'Nof+sg ug'{kb{5 . of] Pp6f ljsf;sf] ;fwg jf c cf}hf/sf nflu xf] / o;sf] cf}lrTo / j:t'ut sfod /fVg k|To]s @ aif{df k'g lgl/If0f ul/g]5 .

k|s[ofx¿
k'g lgl/If0f b'O{ k6ssf]] e]nfdf k"0f{ Joj:yf ul/Psf] 5 . k|To]s ^ dlxgf kl5 Tof] eg]sf] >fj0fsf] ;'¿df / df3 dlxgfdf 

sd{rf/L / ;DalGwt Joj:yfks aLr ;xdlt ePsf lksf;sf] If]qx¿ laefuLo jh]6df of]hgfs[t x'g]5 . b'j} efu ;lxt k"0f{ ePsf] k'g kl/If0f  kmf/dx¿ cfkm\gf] sfo{ If]qdf kmfon ul/g] 5 / Ps k|lt cfuld aif{sf] >fj0fsf] cGtdf HRD df k7fO{g] 5 . 

^=$ dfgj ;+;f]wg / ;|f]t ljsf; 

NGO FONIN HRF sf] bz{gnfO{ :jLsfb{5 sL k|To]s JolQmx¿;F+u ;DefJo Ifdtfx¿sf] ljz]iftf x'G5 h'g pgLx¿sf] j[l4sf] nflu plrt cj:yf lbPdf a9fpg ;lsg] 5 .

sd{rf/Lx¿n] sDtLdf- ======_lbg -o;df eg'{ kg]{ _ k|fKt ug{ ;Sg]5g .h;df tflnd , sfof{zfnfx¿ , jfWo ;Dks{x¿ , ofqf ljlgdox¿ kb{5g\ . sd{rf/Lsf] ;+u7gdf eljiosf] j[l4sf] nflu cfjZos If]qx¿ Traning Field Ares sf] ¿kdf pgLx¿sf] sfo{ ;Dkfbg ljsf; sfo{qmd  of]hgfdfkm{t ;xdlt ePsf] x'g'kb{5 . 

^=$=! /fli6«o HRD 
o;n] b]zdf x'g] HRDC sf] x:tIfknfO{{ hgfpb5 . NFO-FONIN Jofj:yfkg ltgLx¿sf] sd{rf/Lx¿n] tflnd / ljsf; sfo{qmdx¿sf] nflu klxrfg ul/Psf] 5 jf k+x'r 5 eGg] s'/fsf] k|Tofe'ltsf] nflu k"0f{ pQ.bfoL 5 . HRD sf] nflu jh]6 vf]Hg] sfo{ k|lt k|of; ul/g]5 . 

tflnd - Tranining _

;fdfGon] ;fdfGo tflndsf If]qnfO{ pNn]v ub{5 . hf] ;+u7gsf] 7"nf] ;+Vofdf /x]sf] sd{rf/LnfO{ nfu" x'g ;Sb5 . tflnd cfjZos If]qx¿ /0fgLlts of]hgfx¿, JolQmut ljsf; sfo{qmx¿ / ljsf; eO/xg] cfGtl/s cfjZostfaf6 kQf nufOg] 5 . NGO-FONIN Jofj:yfkg cfjZostfdf cfwfl/t tflnd - Need Based Training _ ;+rfng ug{ pQ/bfoL x'g]5 . o;df ;+u7gleq lbOg] tflnd ;dfj]z x'g]5 . h'g ;+u7gn] sd{rf/LnfO{ c¿ sd{rf/L ;b:ox¿sf] cg'ej / ;LknfO{ k|of]u u/]/ pknAw u/fp5 . 

^=$=@ cGt{/fli6o HRD M jt{dfgsf] nflu o;sf] Jofj:yf ul/Psf] 5}g . 

oBkL , olb ;xof]uLx¿ kfOPdf o;sf] Joj:yf x'g ;Sg]5 . 

HRD df ;dfj]z x'g ;Sg] s'/fx¿ 
· NGO-FONIN n] cfof]hgf u/]sf] sfo{zfnfx¿, e]nfx¿ 

· tflndx¿ h:tf] ljsf; Jofj:yfkg tflnd / cGo dxTjk"0f{ tflnd If]qx¿ , b]zdf ePsf] cGt{/fli6o ;|f]tx¿ ;+:yfaf6 ;+rflnt tflnd 

· NGO-FOININ sf] c¿ efu;F+u sfh ;¿jf / cfbfgk|bfgx¿ .

· NGO FONIN sf] cGo efux¿df jf c¿ ;+u7gx¿ / ;+:yfx¿df pb]Zod'ns jfXo ;Dks{ 

^=% Jofj;flostf j[l4 

;+u7gdf k|To]s sd{rf/Lsf] k|ultzLn k]zfut j[l4sf] nflu pko'Qm sfd ug]{ jftfj/0f ;[hgf ug]{ NGO-FONIN sf] gLlt 5 . 

Jofj;flostfsf] j[l4leq kg]{ s'/fx¿ o;k|sf/ 5g M

>]0fLx¿sf] j[l4 / pQ/bfloTjx¿sf] j[l4 ;lxt j9'jf, tnj / >]0fL / j[l4 ljgfsf] pQ/bfloTjx¿sf] ;dfgfGt/ kl/jt{gx¿ . logLx¿ eljiodf a9'jf / a9L /f]huf/ of]Uosf] ;DefJotfnfO{ ;'¿lIft /fVg] b[li6sf]0fx¿ ;lxt x'g] . 

k|lqmofx¿ 

Jofj;flos j[l4 / j9'jfsf] cj;/ ;+u7gsf] cfjZostf cg';f/ pQ/bfloTjdf j[l4 jf km/s  pQ/bfloTj ;lxt ;[hgf ePsf] gofF+ :yfgsf] nflu sd{rf/L 5f8]sf] sf/0fn] vfnL ;[hgf ePaf6 dfq cfpg]5 . 

· ;fwf/0ftof k|To]s sd{rf/Lsf] ;dfGt/ / 7f8f] Jofj;flos j[l4sf]af/] 5nkmn cfjlws sfo{ ;Dkfbg d'Nofªsg 

(periodic performance appraisal) sf] ;dodf x'g] ub{5, t/ of] kfqf]sf] jif{sf] cGTodf x'g] d'Nof+sg (Calendar Year-end Appraisal) sf] ;dodf cf}krfl/s ¿kn] 5nkmn / b:tfj]hL x'g' kg]{ 5 .

#=
jflifs ¿kn] HRDC n] Jofj;flos j[l4sf] nflu tof/ ePsf] sd{rf/Lsf] ;"rL, ;DefJo cj;/x¿ / 5nkmnsf nflu cfjZos nufgLsf] hfgsf/L ;lxtsf] ljj/0f tof/ klg 5 .

^=%=! 
ljsf; :yfgx¿ (Development Positions) ljsf; :yfgx¿sf] wf/0ffn] ;DefJotf ePsf jfXo l/qm'6x¿nfO{ /f]huf/Lsf] cj;/ / ;+u7g leq pQ/flwsf/Ltf (Successionship) sf] cj;/ k|bfg ub{5 . j[l4sf] ;DefJotf ePsf] t/ Ps lglZrt dfqfsf] ljsf; cfjZos ePsf sd{rf/Lx¿nfO{ ^ dlxgf b]lv ! jif{ ;Ddsf] cjlwsf] nflu gofF lgo'Qm (Recruit) ul/G5 . of] :Yffgx¿ sfodd'sfod (Acting) åf/f k'j{lglZrt ul/G5 .

^=%=@
sfdsf] pGglt÷;'wf/ (Job Enrichment) sd{rf/LnfO{ eO[/xsf] sfdsf] ;wf/ ug]{ k|of]hgsf] nflu / ljsf;sf cj;/x¿ lbg pgLx¿ ;+Dalwt Jofj:yfsx¿÷ljefux¿åf/f /fli6«o ;dfgGt/ sfd ug]{ ;d'x (National Horizontal Working Group) / NGO-FONIN sf] ljifout ;d'xx¿ (Thematic group) jf NGO-FONIN sf] c¿ efux¿ efux¿df dgf]lgt ul/g ;lsg]5g\ . of] dgf]gog JolQmx¿sf], OR5f rfxgf, ;+u7gsf] OR5f / pgLx¿sf] o:tf] ;d'xx¿df sfd ug{ ;Sg] Ifdtfdf klg cfwfl/t x'g]5 . lzif{s÷ljifo g]tfx¿;Fusf] k/fd;{df ;DalGwt Joj:yfkg sfo{qmd (Performance Management Programme) dfkm{t sfd ug]{ ;d'xx¿ (Working Group Members) sf] of]ubfg d'Nof+sg ug]{ 5g\ .

^=^
of]Uotf a9'jf (Qualification Upgrade)


NGO-FONIN n] o;sf] sd{rf/L÷;b:ox¿sf] of]Uotf a9'jfsf] cj;/ ;[hgf ug]{ k|lt k|of; ug]{ jf NGO-FONIN df of]Uotfsf] j9'jfnfO{ eljiodf kg]{ cfjZostf;F+u of]Uotfsf] a9'jfsf] ¿kdf JofVof ul/Psf] 5 . of]Uotf j9'jf ;+u7gsf] nfdf] cjlwsf] (Longer Term) dfgj >f]t cfjZostfsf] Ps efusf] ¿kdf lng ;lsg] 5, Tof] eg]sf] l8Knf]df (Diploma) jf l8u|L (Degree) k|fKt ug{ ^ dlxgf jf Tof] eGbf al9 nfUg] .

&
cg';f;g ;DalGw k|s[ofx¿ (Disciplinary Procedures) sd{rf/Ln] NGO-FONIN sf] lgo'lQm lnPkl5 of] lgb]{lzsf (Manual) df pNn]v ul/Psf] of] ;+:yfsf] lgodsfg'gx¿ (Rules and Regulations) / ;DalGwt Joj:yfksn] lnlvt jf df}lvs ¿kdf lbPsf] pg} cGo sfg'gL plrt k|lzIf0fnfO{ kfngf ug{ :jLsf/ ug]{5g\ .


NGO-FONIN sf sd{rf/Lx¿ pQ/bfoL, cg';fl;t, d]nldnfkk"0f{ / pTkfbs tl/sfn] Jojxf/ ug{ kg]{ ck]Iff ul/G5 . pgLx¿ NGO-FONIN k|lt akmfbf/ x'g / o;sf] p2]Zo k|flKtsf] nflu plrt tl/sfn] sfo{ ug{ klg ck]Iff ul/G5 .


of] cg';f;gsf] k|s[ofx¿sf] k|of]hg :jLsfo{ Jojxf/sf] :t/ (Acceptable Standards) k'/f ug{ g;Sg] sd{rf/Lx¿nfO{ Jojxf/ ;'wf/ ug]{ df}sf pknAw u/fO{G5 ;f] sf] pNn]v ;'lglZrt ug'{ xf] .

&=!
;fdfGo uNtL Jojxf/ (Monor Mosconduct) o;n] clgoldttfx¿ / sd{rf/Lx¿sf] tkm{af6 ePsf ;f]rlgo uNtL t/ tTsfn lgnDjg jf lg:sf;g ug'{ pko'Qm x'g] ul/ uDeL/ gePsf]nfO{ pNn]v ub{5 .


s]lx ;fdfGo uNtLx¿sf] pbfx/0fx¿ (Some Examples of Minor Misconduct) M

· pko'Qm sf/0f gb]vfO sfdaf6 cg'kl:yt ePdf jf ;dod} ;f] cg'kl:ytLsf] ljj/0f k]z gu/] .

· sfo{nosf] sfd ug]{ ;dodf l7s ;dodf cfpg] af/] .

· ;+:yfaf6 lnPsf] k]ZsL cfjZos ;do cjlwleq kmZof]{6 ug{ jf plrt sf/0f b]vfpm c;kmn ePdf .

· sfdsf] ljj/0fdf pNn]lvt sfo{ k'/f ug{ g;s] .

· pQ/bflo sfdsf] Jofjxf/ sfod ug{ g;s] .

· ;+:yfsf] jt{dfg gLltx¿ / k|s[ofx¿ tf]8]df pbfx/0fsf] nflu, sd{rf/L gLltx¿, cfly{s gLltx¿ / cGo gLltx¿ / ;+u7g leqsf] lgodx¿ .

k|s[of (procedures)M

sd{rf/L ;b:ox¿ ;fdfGO uNtL u/]sf] kfO{Pdf tnsf sf/jflx ul/g] 5M

· klxnf] uNtLdf uNtLsf] ljj/0f ;lxt ;r]t kq (warning letter) hfl/ ul/g] 5 jf cjlw el/df ;'wfg'{ kg]{5 .

· cGo sg} uNtL bf]xf]l/Pdf jf tf]lsPsf] ;do cjlwdf ;'wf/ gePdf ;f] sd{rf/LnfO{ clGtd rtfjgL kq (Final Warning Letter) hf/L ul/g] 5 .

· clGtd r]tfjgL kq kl5 s'g} uNtLsf] 36gf ePdf ;f] sd{rf/L lgZsfl;t   x'g]5 .

;a} r]tfjgL kqx¿ lgo'Qmsf] clwsf/ k|fKt JolQmåf/f dfq hf/L x'g]5 . dflysf sfo{jflxsf nflu kq a'´]kl5 sd{rf/LnfO{ hjfkm jf :kli6s/0fsf] clwsf/ x'g] 5 . of] lnlvt hjfkm sfo{jflxsf] ;"rgf k|fKt ePsf] & lbg leq k]z ug'{ kg]{ 5 . lgo'Qmsf] clwsf/ k|fKt JolQmn] dfq lg:sf;g :jLs[t jf nfu" ug{ ;Sg] 5 .

&=@
7"nf] uNtL Jojxf/ (Major Misconduct)

7"nf] uNtL eGgfn] sd{rf/Lsf]tkm{af6 x'g] ;f]rlgo u+eL/ uNtL h'g tTsfn lgnDag jf lg:sf;gsf] cfjZostf kb{5 . 7"nf] uNtLsf] pbfx/0fx¿ (Examples of Major Misconduct)
· hfln, sf]ifx¿sf] j]O{dfgLk"0f{ JolQmut :jo+df k|of]u
· k};fsf] nflu k|zf;lgs lgodx¿ / k|s{ofx¿sf] b'¿kof]u
· k};f, ;]jfx¿, pkxf/x¿ jf 5'6sf] ¿kdf 3'; jf Kickbacks lng' jf lbg'
· :jfy{sf] lj¿4sf] ¿kdf b]lvPsf] Jofkf/, Jofj;flos s[ofsnfk, cGo /f]huf/L jf s'g} cGo s[ofsnfkdf k|ToIf ¿kn] ;+sng /x]sf]
· nuftf/ & lbg;Dd sfddf ljgf ;"rgf cg'kl:ylt -cfs:dLs jfx]s_
· NGO-FONIN sf] ;+DklQ / k"FhLx¿sf] b'¿kof]u 
· a}dfgL
· sd{rf/L, NGO FONIN ;fem]bf/Lx¿ / ;d'bfox¿df ef}lts lx+;f
· hfltonufot s'g}klg ¿ksf] lje]b, ;fdflhs lje]b / of}g Jojxf/
· ljjflxt sd{rf/L¿aLr cGo sd{rf/L ;b:ox¿ ;+u÷;d'bfosf] ;b:ox¿;+u gfhfoh ;DjGwx¿M jx'ljjfx
· ;fdfGo uNtLx¿ bf]xf]/L/xg'
· NGO FONIN  sf] cfGt/Ls ;Dkltsf] Iflt
· k"0f{ nfk/jfxL
· cbfntaf6 ck/flw d'2f nfu]sf]
· sfd ug]{ 7fpF leq jf aflx/ ePsf]] s'g} sfo{ h;n] ;+:yfsf] sfd jf VofltTj g/fd|f] l:yltsf] glthf NofpF5 jf ;[hgf ub{5 eg] .
· Joj:yfkssf] lnlvt cfb]z ljgf sd{rf/L ;b:o b'O{j6f /f]huf/Ldf nflu/x]sf] kfOPdf 
;fdflhs lje]b eGgfn] gs/fTds zAbfjnL jf jfSo+zx¿sf] k|of]u / km/s hfltx¿ / ;fdflhs ju{x¿sf dflg;;F+u lje]bk"0f{ t/Lsfn] Jojxf/ ug'{nfO{ hgfpFb5 . 

&=# 
7"nf] uNtLsf nflu cg';Gwfg ljlw k|lqmof 
sd{rf/L ;b:o hf] 7"nf uNtL u/]sf] cfz+sf ePdf tnsf cg';Gwfgdf hfg' kg]{5 . 

7"nf uNtLsf nflu ul/g] s'g} klg sfo{afxLx¿ lgo'lQmsf clwsf/ k|fKt JolQmx¿af6 ul/g]5g\ .  tL eg]sf] PDH s]Gb|Lo sfof{no / DC/RC If]qx¿df . 
&=#=! ;f]wk'5 

· ED/RC nfO{ cfz+sfsf] jf/]df t'¿Gt ph'/ ul/g]5 . jf cfjZos k/]df p;g] ;f] l;sfotnfO{ cg';Gwfg ug{ / Pp6f lnlvt k|ltj]bg tof/ kfg{ JolQm jf JolQmx¿nfO{ lgo'lQm u/]/ Pp6f ;f]wk'5 :yfkgf ul/g] 5 .

· of}g zf]if0fsf] ljifodf dlxnf k'¿if sd{rf/Ln] cfkm\gf] ;DalGwt Jofj:yfksdfkm{t lnlvt jf df}lvs ph'/ Joj:yfksnfO{ k]z ug{ ;Sg]5g\ . ljsNkdf ltgLx¿n] HRDC nfO{ ;f]em}  n]Vg jf s'/f ug{ ;Sg]5 . h;n] Joj:yfkssf] Wofg o;df tTsfn NofO{g]5 . 

· sd{rf/L ;b:osf] la¿4 of}g b'/Jojxf/sf] s'g} lnlvt ph'/L cfPdf ph'/ k|fKt ePsf] ldlt b]lv nfu' x'g] u/L ;f] b'/Jojxf/LnfO{ t'¿Gt lgnDag ul/g]5 . ;f] lgnDag clGtd cg';+Gwfgx¿ / ;'g'jfO{ k'/f xF+'bf;Dd dfGo /xg]5 . 

· ED/ RC¿DC n] ;DalGwt sd{rf/L ;b:ox¿nfO{ ;f] nfu]sf] bf]ifsf] lnlvt :ki6Ls/0f tof/ ug{ cg'/f]w ug]{ 5 . 

&=#=@ ;'g'jfO{ 

;f]wk'5 k|ltj]bg / sd{rf/L ;b:osf] :ki6Ls/0f k|fKt eO;s]kl5 b'j} cf/f]k nufpg] / cf/f]lkt sd{rf/L ;b:ox¿  / pgLx¿sf] ;DalGwt Joj:yfksx¿ / ED sf] pkl:ytLdf ED/RC/DE n] ;f] d'2fsf] ;'g'jfO{ sfo{ ug]5 . 

&=#=# clGtd k|ltj]bg 

;'g'jfO{ sf] lgisif{x¿ , ;lxt / lnO{g] sfo{afxLsf] af/] ltgLx¿nfO{ ;'emfj lbb} ED/RC  n] sd{rf/Lx¿nfO{ kq n]Vg]5 . 

&=#=+$ b:tfj]hL 

;f]wk'5sf] ;a} txx¿sf] plrt b:tfj]hL /fVg] bfloTj HRDC / If]q lhNnfdf RC/DC sf] x'g]5 .

&=#=% sfo{afxL 

sd{rf/L ;b:on] 7"nf] uNtL sfo{ u/]sf] s'/fsf] tYo k|dfl0ft ePdf ltgLx¿nfO{ ;+:yfaf6 lgisfifgsf] ;'rgf hf/L x'g ;Sg]5 . ;'rgfsf] :yfgdf tnj jf pkbfg lbOg] 5}g. sfd{rf/L ;b:o of}0f b'Jo{jxf/ jf s'g} klg k|sf/sf] ;fdflhs lje]bsf] bfifL kfOPsf] cj:yfdf tLgLx¿ ;+:yfaf6 tTsfn ;f]em} lgisfzg ul/g]5 .

&=#=^ bf]ifL ePsf] ;fljt olb sd{rf/L ;b:o bf]ifL ePsf] kfOPdf lgnlDjt ul/Psf] 

ldltb]lv nfu' x'g] ul/ tLgLx¿ :yflkt x'g]5g\ . ;f] d'4fsf] ;a} /]s8{x¿ pgLx¿sf] kmfOnaf6 x6fOg] 5 . 

clg o;tf] cj:yfdf Tof] cf/f]k k]z ug]{ JolQm cg';Gwfg , ;f]wk'5 / sfo{jfxLdf hfg' kg]{ x'G5 . 

&+=#=&   lzsfolt k]z ug]{ k|lqmof, clkn clwsf/ sd{rf/Ln] s'g} klg lzsfolt    

c;Gtf]ifnfO{ To;sf] :ki6 / plrt ;dfwfgsf] nflu klxn] lnlvt ¿kdf pgLx¿sf] ;DalGwt Jofj:yfksdf /fVg'kb{5 . ;DalGwt Joj:yfksn] sd{rf/LnfO{ ;f] lzsfoltsf] lrQ j'em\bf] ;dfwfg lbg c;dy{ ePdf pgLx¿n] HRDC df Pp6f lnlvt cg'/f]w k]z ug'{ kg]{5 . 

cGTodf, dflysf b'j} af6fx¿ c;kmn ePdf sd{rf/L ;b:on] Joj:yfkg ;dIf cfu|x ug{ ;Sg]5 . 
      dfgjLo >f]t Joj:yfkg lgodfjnLsf] afFsL

Joj:yfkgnfO{ d'2f ;dfwfg ug{ NGO- FONIN sf] sd{rf/L gLltx¿sf] k|zf;g, nfu" / JofVof ug]{ clGtd pQ/bfloTj lbO{Psf] 5 . 

Joj:yfksdf l/kf]6{ ug]{ sd{rf/L;F+u ED nfO{ pgLx¿sf] c;Gtf]if JoQm ug]{ / clkn ug]{ clwsf/ x'g]5 . 

*= ;+:yfaf6 laR5]bg ( Separation from the organization) 
sd{rf/Lx¿ pgLx¿sf] cfˆg} sf/0fn] ubf{ NGO- FONIN 5f8\g ;Sg]5g\ . To;}u/L ljleGg sf/0fx¿n] ubf{ NGO-FONIN n] sd{rf/LNffO{ hfg lbg]5 . NGO-FONIN n] o;sf] sfd sd ug]{ jftfj/0fsf] k'gM lgl/If0f (Review) ug'{ kg]{ sf/0fdf sd{rf/Lsf] cfpg] hfg] sfo{sf] l:ytL ( Level of turnover) nfO{ ljrf/ ug]{5  / o;n] sd{rf/Lsf] lg/Gt/tfsf] nflu kmfObfhgs x'g] s'/fsf] ;'lglZrt ug{]5 .

*=! ljR5]bgsf] ju{x¿ ( Categories of Separation)
*=!=! /flhgfdf ( Ragignation) 

sfd 5f8\gsf] sf/0fx¿ / /fhLgfdf nfu" x'g] ldlt v'nfP/ Ps dlxgf ;"rgf cjlwsf] ;fy Pp6f lnlvt /flhgfdfsf] Ps k|lt ;DalGwt lgo'QmL clVtof/nfO{ k]z ug{ ;lsg]5 

aflxl/g] cGt{jftf{ ( Exit Interview)
clGtd ;kmfO{sf] nflu l;kmfl/; ug'{ k'j{ hfgnfu]sf] ;a} jl/i7 sd{rf/LnfO{ aflxl/g] cGt{jftf{ ( Exit Interview) lng] pQ/bfloTj ED/ HRDC sf] xf] . To;} ul/ If]q ÷ lhNnfx¿df of] cGt/jftf{ RC/ DC / AFO n] lng]5 . of] cGt{jftf{n] sd{rf/Ln] NGO- FONIN 5f8\gsf] sf/0fx¿df / ;f] hfg nfu]sf] sd{rf/Lsn] ;+u7g cem /fd|f] ( Betterment) sf] nflu s'g} ;Nnfxx¿ lbg rfx]df To;df s]Gb|Lt x'g ;Sg]5 . 

clGtd ;kmfO{ ( Final Clearance)
hfg nfu]sf] sd{rf/Ln] Pp6f ;kmfO{ km/d ( Clearance form) eg]{5 / kmf/ddf Joj:yf u/] cg';f/ ljleGg ljefux¿af6 :jLs[t u/fpg' kg]{5 . :jLs[t eO{;s]kl5 s]Gb|sf] sfof{no sd{rf/Lsf] nflu of] k|zf;g ÷ cy{ ljefudf jf If]qLo sd{rf/Lsf] nflu x'g' kg]{ clGtd e'Qmfgsf] nflu AFO df lbO{g' kb{5 . 

clGtd ;kmfO{df ;+rosf]ifsf] e'QmfgLsf] l;kmf/L; ;fy hDdf EfPsf] jfli{fs labfsf] k};f / LSG ;+u6gnfO{ ltg{' kg]{ k};f lt/]/ afFsL /x]sf] ;dfj]z x'g]5 . 

*=!=@ ;]jf cjsfz ( Service Termination) 
lgoldt :t/sf sd{rf/L tnsf sf/0fx¿sf] nflu ;+u7gsf] ;]jfaf6 cjsf;Lt x'g] 5g\ M

s_ cfly{s sl7gfO{x¿n] ubf{ cfjZostf g/x]df 

v_ sfo{x¿ 36]df 

u_ sfo{qmdx¿ vf/]hL jf aGb ePdf 

3_ :yfg cfjZos g/x]df 

ª_ bL3{sflng /f]un] ubf{ sfdbf/sf] :j:Yosf] sf/0f 

r_ lg/Gt/ c;Gtf]ifhgs sfo{ ;Dkfbg u/]df

5_ cg'zf;gsf] sf/0f lg:sf;g 

h_ cjsfz 

5_ d[To'

`_ s/f/df lgo'Qm sd{rf/Lsf] ;DaGwdf s/f/ ;dfKtL ePdf

k|s[ofx¿ ( Process)

;]jf cjsfz ;'rgf ( Service termination notice)

;a} sd{rf/L ;b:ox¿nfO{ ;]jf cjsfz ;'rgf hfgsf/L lbO{g]5 . lgoldt / nfdf] cjlwsf] s/f/sf] sd{rf/Lx¿nfO{ NGO- FININ 4f/f ljR5]bsf] nflu Ps dlxg] ;'rgf lbOG5 .

x:tfIf/ ( Sign off)

;'rgf lgsflng]5 / lgo'lQm clVtof/ cg';f/ x:tfIf/ ul/G5 . 

;fdfGotof ;a} sd{rf/Lsf] nflu E.D n] clGtd lg0f{o lng]5 / x:tfIf/ ug]{5 . x:tfIf/ ug'{k'j{ NGO- FONIN af]8{nfO{ ;'lrt ul/g' kb{5 . ED sf] ;DaGwdf cWoIfn] clGtd lg0f{o lng]5 / x:tfIf/ ug]{5 . 

ljR5]bg tof/Ldf d2t ug{ cjsfz Kofs]h ( termination rackage ) n] tnsf s'/fx¿ ;d]6g]5 . 

· ;a} hDdf ePsf] kmfObfx¿ 

· JolQmut / Jofj;flos ;Nnfxx¿ 

· ;+u7gsf cGo efux¿df x:tfGt/0f 

· cGo 7fFpdf /f]huf/L kQf nufpg ;xof]u 

· 5f]6f] cjwLsf] tflnd sfif{x¿ 

*=!=# lg:sf;g ( Dismissal ) 


uNtL Jojxf/ ( mismissal ) sf sf/0f ljgf s'g} ;'rgf jf tna ;§fdf sfd lbPdf NGO- FONIN n] ;]jfaf6 sd{rf/LnfO{ cjsfz ug{ ;Sg]5 . 

*=!=$ cjsfz ( Retivement )

    lg0f{o eO{;s]sf]

*=!=% d[To' ( Death) 
s'g} sd{rf/Lsf] d[To' ePdf /f]huf/ cjsfzsf] ldlt d[To' ePsf] ldlt b]lvsf] eGg] a'lemg]5 . dgf]gog ePsf] glhssf] dfG5] jf sfg'gL bfjLjfnfn] sd{rf/Lsf] hDdf ePsf] kmfO{bfx¿ lng kfpg] 5g\ .


o:tf] 36gfsf] ;'rgf ;fy} cGo k|s[ofdf nflu cfjZos sfuhkqx¿ t'¿Gt HRDC df k7fO{g' kb{5 . ;a} hDdf ePsf kmfO{bfx¿ sd{rf/Lsf] dgf]gog ePsf] glhssf] dfG5]nfO{ ( nominated nest of kin ) nfO{ lbOg] 5 . 


obL sd{rf/Ln] ;+u7gnfO{ s'g} ltg{ afFsL /sd eP NGO- FONIN n] sd{rf/L ;b:onfO{ lbg afFsL /sdaf6 36fpg]5 . 


Annexes 

gofF sd{rf/Lx¿sf nflu klrofTds k|lzIf0f ( Induction ) ;fdfGo cled'lvs/0f ( General Orontation ) To; jif{ leq egf{ ul/Psf ;a} gofF sd{rf/Lx¿nfO{ ;d]6\g] ul/ !÷@ lbg cjwLsf] nflu Pp6f ;fdfGo cled'lvs/0f cfof]hgfsf] nflu HR ljefu pQ/bfoL x'g] 5 . o:tf] sfo{zfnfdf k|To]s ljefuLo k|d'v RC / DC n] plgx¿sf] cfˆgf] sfdsf] If]q k|:t't ug]{ 5g\ . 

of] cled'lvs/0fn] lgDg s'/fx¿ ;d]6\g] 5 M 

· ;fyLx¿;F+u kl/ro 

· kl/;/x¿df ef}lts ofqf 

· NGO- FONIN sf] kl/ro

· ;+u7gsf] 9fFrf 

· NGO-FONINsf] sfd / o;sf] :yfg / ;b:ox¿sf] ;+IfKfLs/0f
· sd{rf/Lx¿sf] gLlt 

· gofF cfuGt'sx¿sf] lh1f;f;F+u l8lnª

· sfo{qmd ofqf 

ljefu cled'lvs/0f ( Department Orintation) ljefu cled'lvs/0f ljefu   k|d'vaf6 lbO{g] 5 . h;df lgDg s'/fx¿ ;dfj]z x'g]5 M

sd{rf/Lsf] cGo ;d'x ;b:ox¿ ( Team member) ;+u kl/ro, ljefusf] sfo{ 9fFrfsf] af/]df la:t[t hfgsf/L, ljefusf] NGO FONIN sf] cGo dfux¿;F+usf] ;DaGw,


sfdsf] ljj/0fsf] 5nkmn,

e]nf÷:yfg Joj:yfkg


lhNnf÷ If]qx¿ ( District Regional )
gofF sd{rf/LnfO{ b'j} ;fdfGo / lhNnf ÷ If]q txsf] cled'lvs/0f lbgsf] nflu RC / DC pQ/bfoL x'g] 5g\ . of] cled'lvs/0fdf lgDg s'/fx¿ kb{5g\ . 

· sd{rf/Lsf] cGo ;d'x ;b:ox¿ ( Team members) ;+u kl/ro

· lhNnf If]qsf] 9fFrf 

· lhNnf ÷ If]qdf s]Gb|Lt sfo{qmdsf] lj:t[t hfgsf/L

· sfo{qmd /0flgltsf] ;+If]kL

· lhNnf ÷ If]qsf] NGO FONIN sf] cGo efux¿;F+usf] ;DaGw

· sfdsf] ljj/0fsf] 5nkmn

OG8s;gsf] cjwLdf a9\g] ( Reducing during induction ) 
If]qdf HRC jf AFO n] tnsf sfuhkqx¿ Joj:yf ug'{kg]{5 M 

· ;+u7flgs kl/ro

· gLltx¿
· ljj/0fx¿
· NGO FONIN of]hgf / k|ltj]bg k|0ffnL

;Gbe{ ;fdu|Lx¿
!= ljwfg @)^! / NGO FONIN

@= cfly{s lglt lgb]{lzsf NGO FONIN 

#= dfgj ;+;f]wg gLlt hgcfjZos ;dfh g]kfn (SPIN )
$= dfgj ;+;f]wg gLlt lgb]{lzsf, Action Aid Nepal

%= bL3{sfnLg of]hgf (Long Term Plan) NGO-FONIN
