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It is developed to facilitate the implementation and clearly defined Organization’s policies
on human resource management. The Manual provides guidelines to be followed
in the administration of these policies, and assists all the employees in defining each
human resource management decision and the correct procedure to be followed.

While every effort is made to keep the contents of this document current, HEADS reserves
the right to modify, suspend, or terminate any of the policies, procedures, and/or benefits
described in the manual with or without prior notice to employees.

Compliance with this policies and procedures is the responsibility of every HEADS's
employee & associated members.

Disregarding or failing to comply with this standard could lead to disciplinary action, up to
and including the possibility of possible termination of employment. Suggestions,
recommendations or feedback on the policies and procedures specified in this manual are
welcome. This can be provided via email or through suggestion boxes. These policies and
procedures are applicable to all areas of operations within Organization and related

entities.
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INTRODUCTION

1.1 Introduction to HEADS

Health Education Development Soclety (HEADS) is a Non-Governmental, Non Profitable
Organization registered under Societies Act 1860 (Reg. No. 852/5/7411). The organization
since Its establishment in 2013, works “To provide a peaceful environment to all human
belngs where they can utilize their potentials for sustainable development”. This aim is
achieved with the close collaboration of partner communities, humanitarian and development
organizations through a participatory, demand responsive, gender and poverty sensitive
integrated development approach in the Khyber Pakhtunkhwa Province & FATA, Pakistan.

HEADS interventions mainly focus on achievements in domains/program areas including
Protection, Livelihood, WASH, Education, Health & Nutrition and DRR.

1.2 Vision

Equality for everyone.

1.3 Mission
To provide @ peaceful environment to all human beings where they can utilize their potentials

for sustainable development

1.4 Objectives

« To protect the dignity of the destitute, poor and oppressed, and join hands with them
in their struggle for basic rights.

« To support and develop replicable models and strategies for sustainable human
resource development through skills development initiatives.

« To network and collaborate with the govt. departments, NGO's, CBO's, WOs and
inter- national agencies for sustainable development.

« To support initiatives for sustainable community based, gender sensitive development
with particular focus on; Human and Institutional Development, Natural Resource
Management, drinking water supply, environmental sanitation, education, agriculture,
health & nutrition, disaster management and micro credit & enterprise.
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Conditions of Employment

2.1 Employment Equity

HEADS believes that equal opportunity helps to ensure that there is no discrimination in
the recruitment, retention, training and development of staff on the basis of gender, marital
status, religion, political opinion, race, age, and disability, socio-economic or cultural

background.

As an organization we are committed to equality of opportunity and inclusion. Efforts shall
be made that male and female staff members have equal access to opportunities at all
levels of the organization through ensuring gender sensitive selection processes for
appointments, promotion and training.

HEADS will ensure to increase the proportion of female staff members at all levels, where
they are under-represented. Until gender balance is achieved at all levels, affirmative
action will be taken at all levels (Official/Employee), priority will be given to male and

female candidates when equally qualified in a gender imbalanced environment.

We also believe that our merit-based equal opportunity policy benefits employees,
potential employees, partners, clients and stakeholders which helps to achieve dignity at
work as well as contributing to providing the best possible service to all stakeholders.

2.2 Attendance & Working Hours

HEADS's successful operation depends on regular and timely attendance of each of its
staff members as each job fits into a pattern of operation. Repeated
absenteeism/tardiness will have an adverse effect on performance evaluations and may
lead to disciplinary action.

The standard working day will be of 8 hours (40 hours per week) while the HEADS
management will announce duty hours from time to time. The staff salaries will be
calculated and dispersed according to total days of entire month i-e 30/31 days. Duty
hours for each individual employee will be specified in his/her contract and may differ from
the standard working hours, Staff may be required to adjust their daily schedules to
accommodate meetings, travel or business obligations. With the approval of competent
authority, flexible hours may be adopted during the month of Ramadan.

HR POLICIES AND PROCEDURES
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2.3 Overtime

Management and professional staff might be required to work overtime and/or work
outside standard working hours from time to time. There is no extra compensation for
overtime work. Line Manager will try to coordinate the employee's schedule so as to
maintain overtime within reasonable limits. While determining the overtime schedule, due

consideration shall be given to nursing mothers and single parents to cater for their child

bearing responsibilities.
2.4 Service Period

Employee service period for the purpose of calculating annual leave begins from the date
of joining the service against a permanent position subject to the successful completion

of probationary period.

In case of Trainees (Interns) or contract employment, if HEADS offers permanent
employment, the First Day of temporary employment will be considered as the
Employment Date for all purposes except, Provident Fund and Annual leaves.

2.5 Relocation

Employee can be relocated between offices in different regions subject to approval of
Executive Director. The purpose of relocation might be to accomplish specific projects,
reduce accommodation and staff cost or enhancement of operational efficiency.
Relocation of individual must be approved and documented. Relocation notice must be

provided one month in advance.

2.6 Working from Home

The organization, in principle, does not prefer working from home option unless the

situation is unavoidable.

Situations in which working from home may be allowed include:

o General Strikes
« Riots

e Security Threats
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« Or any other situations in which traveling from home to office and backis

considered impossible or to0 dangerous.

2.7 Change to Another Position

If an employee is transferred or promoted to another position in the organization, his’her

salary will be reviewed according to the salary group of the new position.
2.8 Time off During Office Hours

Employees must notify their Line Managers in advance, if they are unable to attend office

in time due to urgent situations.
2.9 Performance Evaluation Procedure

The performance evaluation is a continuous process of defining and communicating the
job roles and responsibilities, performance expectations, objectives and set their priorities
between supervisor (manager) and subordinates (employees). It integrates organization,
department and employee common goal and objectives which are aligned with systems
and resources. It is the channel of providing clarity about goals and also to improve the

business processes through various methods and mechanism.

Promotion will be made on the basis of performance appraisals of all the employees. An
employee on probation can only be promoted once he/she qualifies the probationary
performance evaluation. HEADS strongly believes on performance evaluation and each
and every employee must go through the probationary, monthly, quarterly and yearly

performance evaluation.
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Section lli

Recruitment Policy

3.1 Policy

It is HEADS's policy to select employees based on a thorough screening for clearly
defined selection criteria which will be determined by the Recruitment Committee. All

candidates nominated for positions are interviewed by the Recruitment Committee to

ensure that they fulfill all the requirements of the position. HEADS will develop special
recruitment measures that incorporate gender in the selection process for all candidates

and at all levels.
3.2 Reference Check

A thorough reference checks of all candidates nominated for assignments is conducted.
This can be done verbally or in a written form by send Reference Check form to the person
referred by the employee (Reference Check Form-Annexure |). HEADS will verify the
given information with the applicant's references and has the right not to offer employment

based on negative reference checks or misstatement of previous salaries.

3.3 Procedure

The following procedures are followed for the recruitment of all employees irrespective of

the duration of their employment or category.

3.3.1 Request for Recruitment of Staff Member

A)Number of Positions:

Each department will forecast its workload according to the budgets prepared/ allocated

and the amount of work to be performed by designated personnel. The Executive Director,
for each financial year, will approve the number of positions for each department based

on the existing and expected workload.

The EXECUTIVE DIRECTOR on behalf of the BoG will confirm all appointments in writing.
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Employee requisition is made:

« Whenever a section of Project needs to fill up a staff position.

e Orreplacea terminating/resigned employee.

. Orbecause of an increase or change in workload.

It is mainly presented to Executive Director by human resource department. In case of a
new project, the approved PCA Budget demands complete project hiring so in this case
Human Resource section will practice the recruitment and selection policy and all the
positions will be filled in this process through Recruitment and Selection Committee.

An (Employee Requisition Form Annexure-ll) is used to fill up a staff position. The
employee requisition form contains a description of the position that needs to be filled. It
also gives the qualification as well as work experience that is required to fill the vacant

position.
3.3.2 Requisition Approval:

The Human Resource Section will initiate the Recruitment Process on receipt of the Staff
Requisition Request. All the recruitments will be announced, both internally and externally,
with the basic Selection Criteria determined by the Human Resource Section will include

the following:

. Responsibilities/ Job description
« Job Specification

e« Competence

« Qualifications

The Concerned Supervisor will initiate the request to HR Section for undertaking
recruitment for a certain job/ position. The HR Manager/Officer should check the request

to ensure that the recruitment is budgeted and duly approved by the competent authority.

HR Section on receiving the request will start the process of finding relevant potential

applicant through any or all of the following measures:

. Searching the database with HR Department,
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« Placing vacancy notice on organizational Web site's and job portals,
« Circulate the vacancy amongst all Staff for internal recruitment,

+ Placing the vacancy in the national newspaper.

Vacancy notice Wwill include the selection criteria, job description, and preferred
qualifications. The vacancy advertisement will clearly indicate the equal opportunity policy
of the organization to encouragé both male/female candidates. The HR Department will
screen the CVs to the criteria and then present CVs to the concerned department. The
Human Resource Section will short list and identify the candidates for written test and

interview in consultation with the concerned department.
3.4 Selection Criteria and Guidelines

« Short-listing Criteria: In short-listing candidates for interview, the Recruitment
Committee considers factors such as a) academic, professional and technical
qualifications; b) working experience; ¢) job knowledge and technical know- how;
and
d) management experience for managerial positions. A Short-listing Summary is
prepared for all applications.

« Final Selection Criteria: Based on the information gathered during the interview,
the final selection criteria including desirable personal attributes, potential for
further development, past performance, job expectation and career aspiration are
applied to further evaluate the suitability of the candidates to the job.

3.5 Written Test

«  Concerned supervisor will design and review the questionnaire for each position
(if deemed necessary) and will forward to HR section for written test purposes.

e The candidate should have the opportunity to appear for the test well before the
interview so that the management has the time to review the test and do the
necessary scoring. Any candidate appearing in written test should be provided
with notice, five working days prior to the test.

3.6 Interviews

The panel for conducting interviews will preferabiy consist of three individuals comprising
of at least one female. The HR Department will schedule time and date with

R POLICIES| AND PROCEDURES
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the candidates for the meeting/interview. There will be primarily two rounds of interviews
with the candidates although it is not mandatory. For relatively senior positions or as

required by the management, two interviews can be arranged.

The HR Section will prepare the folders for the panelist before the interview starts with the

following documents:

« Interview Evaluation Form (Annexure- )
e CV of the candidate
« \Written test results

« Decision Paper (Annexure-1V)

Recruitment Committee shall treat all candidates equally and their assessment shall be
based on relevant skills/ competence. Recruitment Committee reserves the right to hire a
candidate, or not. Recruitment Committee’s preceding’s shall remain confidential and
shall not be disclosed to persons other than Executive Director. Human Resource Section
will notify the candidates regarding the decision of the selection process.

3.7 Emergency Recrultment Procedures | Waiver

In case of emergency situations, such as natural disasters including earthquake, floods
and other unforeseen circumstances where emergency relief services are to be provided
by the organization on an immediate basis, an exemption or waiver to above mentioned
recruitment procedures can be obtained from the EXECUTIVE DIRECTOR / competent
authority/ BoG.

3.8 Offer of Employment

The Recruitment Committee will make a merit list for hiring the most suitable candidate.
The Human Resource Section will finalize the terms and conditions of employment. In
determining the starting salary of a prospective employee, the Human Resource Section
will consider factors such as: a) academic, professional and technical qualifications and
working experience; b) recent earnings; d) market rate of the vacant position; e) availability
of suitable candidates in the market; and f) HEADS budget.

Once all details are finalized, the Human Resource Section will send an Offer of
Employment (Annexure- V) to the selected candidate who is required to sign the offer
letter and submit it to the HR Department. The Offer of Employment will mention the job
titte for which the candidate
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is selected, a summary of the nature of work, the salary package, the expected start date
and any basic terms and conditions of employment. In case the selected candidate
refuses to accept the Offer of Employment, HEADS may offer the position to the second
and then the third best candidates or may restart the recruitment process,

3.8.1 Employment Formalities

Before the confirmation of appointment, the Human Resource Section will ensure that the
selected candidate fulfills the legal requirements of recruitment. The selected candidate
may be asked to certify his/her qualifications and working experience by producing the
original copies of his/her acaqemlc and professional credentials, reference letters from
previous employers and other relevant documentation.

If an employee provides false information or misrepresentation of facts, HEADS reserves

the right to withdraw the Offer of Employment immediately, unless the employee can give
a satisfactory explanation.

3.8.2 Contract of Employment

If the candidate accepts the offer of employment, the Human Resource Department will
issue a Contract of Employment (Annexure VI), which is signed by the EXECUTIVE
DIRECTOR; the contract clearly mentions the detailed job description, salary package

and all employment terms and conditions. Generally, HEADS issues the following types
of contracts:

¢ Permanent Employment

e Consultant (Long term & Short term)

3.8.3 Permanent Employment Contract

Employee who is appointed for an unlimited period of time, governed by the contents of
the appointment letter, Terms of reference, and any additional responsibilities that may
be assigned to him/her. This category includes all employees except those on probation,
atrainee, or a consultant. The candidate, on successful completion of his/her probationary
period (30 days from the date of joining) Is entitied to all the benefits as per rules of the

organization. A permanent employee has all the leaves (annual, sick and casual)
entitlement on his/her avail. A
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permanent employee will not render his/her services as part time or full time with any

other organization or business entity or working as a freelance.
3.8.4 Contract for (long and short term) Consultants

This category is for consultants and their contract is governed by the agreed terms of
reference. An individual or a group of associates with specialized expertise employed by
the organization for a limited period to accomplish specific services will also be included
in this category. The terms of engagement shall be governed by a written contract in

accordance with the policy of the organization.

The payment shall be based on deliverables/outputs of defined work as mutually agreed
in the contract and only against an invoice (approved by ED) charged to the organization.
These payments will not be made on monthly basis as a salary package. The consultant
will neither be entitled to any benefits in terms of perks as defined for permanent employee
nor to the leave structure (casual, sick and annual) as prescribed in the rules of the
organization unless specified in the contract. The consultant shall not attend any of the
staff meetings without the prior approval of the Line Manager/Project Manager.

3.8.5 Induction and Orientation

The HR Section will organize induction of new employees, which will include detailed
orientation about the organization, its mission, vision, and values, its programs and
projects, and key management and operational policies, procedures and systems. The
induction will further include briefings by the heads of major programs and functions as
well as a debriefing meeting with the EXECUTIVE DIRECTOR.

3.9 Human Resource / Personnel records

The HR Section will maintain personnel files of all HEADS staff members. Each personnel
file, will contain the following information (Personnel File Checklist-Annexure V1)

e CV/Resume of personal information
o At least three short listed candidates’ CVs and their Interview
Assessment/Feedback Forms

o Offer of Employment and acceptance

11
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Appointment Letter
Employment Contract

Acceptance Letter
performance evaluation form (Probationarleuarterly) (Annexure-VIll)

An employment record containing position, department, responsibilities, pay rate
and any other changes thereinafter

Authorization of payroll deductions

Record of leave entitlement and utilization (Annual Records)4
Termination/Resignation data, when applicable

Relocation approvals, if any

Job Description

Code of Conduct (Annexure- |X)

3.10 Note for Record:

In Emergency Project, the higher management of HEADS will give an opportunity to old Staff and Volunteers who
have already worked and are working with HEADS In different thematic areas.

12
HR POLICIES AND PROCEDURES

Scanned with CamScanner



AND Doy,

j,f“‘..-«\,\\um 1
W ! HEALTH EDUCATION AND DEVELOPMENT

aetth

-
(neaos)

Section IV

Salary / Compensation& Fringe Benefits

4.1 Salary Structure

HEADS believes in the policy of equal wages for equal work for both males and females

working in the organization. Respective Manager in consultation with the Executive

ve the starting salaries for staff.
/position as approved by the

Director and the Human Resource Section will appro
HEADS follows a multi slab salary structure for each grade
Board.

4.2 Monthly Salary

HEADS will offer a competitive salary, which is according to responsibility and
performance. This will be determined on the basis of organizational budget, educational
qualification, overall competencies, skills and the experience required to fulfill the

requirements of the position.

Salaries will be paid after submission of a complete timesheet that has been approved by
a supervisor. The standard monthly days for a salary are 30 days. The period covered for
monthly salary payments is from the first day of the previous month until the last of the
previous month. The monthly Salary is paid on or before the 5% day of the following month.
Salary payment for all employees is made directly into the employee's bank accounts

through written instructions to the bank.

The following forms must be filled out and attached with an employee’s monthly pay record:

° Attendance sheet or timesheet of staff and

. Leave balance sheet of staff

4.3 Salary Deductions
The following deductions are made from the monthly salary:

« Income tax as applicable under the prevailing laws in Pakistan. HEADS is required
to deduct income tax at source and provide a copy of the tax receipt to the

concerned employee on a regular basis.
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. Advances or loan insOtallment (ifany)

o Employee share of EOBI contribution (ifapplicable)

« Any other cost sharing expenses
« Employee Provident fund share, if applicable

« Anyincidentals.

4.4 Salary Increments

Proposed salary increases (if any) are determined by the EXECUTIVE DIRECTOR and
approved by the BoG in accordance with the HEADS budget and based on the
performance evaluation of the employee by the relevant manager/supervisor. Increments

and performance rewards shall be subject to satisfactory performance evaluations.

ed annually/quarterly, on merit and aimed at

The increments in salary shall be determin
sals by respective Line

encouraging top performers. Based on performance apprai

Managers, the EXECUTIVE DIRECTOR will request the Board of Governors to approve

increments and individual performance reward. In determining increments, the Board also

reviews the changes in cost of living/ inflation. In case of high inflation, the BOG will decide

the %age of Staff's salary on need basis. It is important tha
es, in consultation with the employee,

t the Line Manager clarifies the

specific performance targets and key deliverabl
either monthly or quarterly basis. The quarterly/annual performance appraisal will be

required for increm ents.

13t Salary

HEADS serves as a year-end extra salary to acknowledge and reward employees'

dedication and contributions throughout the year. It is commonly offered by HEADS as a
gesture of goodwill.

In our HR policy, we include the provision for a 13th salary to express our appreciation for
our employees’ hard work. Eligibility criteria for the 13th Salary is that staff should be
permanent, full-time employed and have completed their one year. The calculation

method for the 13th salary is transparently outlined, be it a fixed amount i-e the salary

amount.

Our policy underlin
yee's performance or financial conditions i-e availability of funds.

es the discretionary nature of the 13th Salary, subject to adjustments

based on emplo
4.5 Salary Payment

Salaries at HEADS are normally paid by the 5thday of the following month to the

unt. Direct transfer to bank account helps to avoid any transactional

employee’s bank acco
14
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delays. Newly inducted emplo
commercial bank recommended by H
Section will further advice and assist the in

yees are expected to open a bank account at the
EADS for purposes of salary transfer. Finance
dividual in opening the account at the

recommended commercial bank.

4.6 Employee Old Age Benefit Institution

term (excluding Traineesfinterns) will be registered

All employees whether regular or fixed
6 and their contribution/deductions will be

under the Employees Old Age Benefit Act, 197
made as required under the law. As determined by HEADS management, an amount from

staff members’ monthly salary shall be deducted plus a ratio from HEADS budget should

be added as EOBI.

4.7 Health Insurance:

Health insurance is an integral part of HEADS HR policy, governed by specific by-laws

and regulations. HEADS legally required to provide health insurance cov
The coverage typically

erage to their

employees, ensuring access to essential healthcare services.
includes hospitalization, outpatient care, and maternity services, among others.

4.8 Other Fringe Benefits

Depending upon budgets of HEADS other fringe benefits may include the followings:

e Health insurance policy

« Group Life insurance policy
« Personal loans

« Provident Fund

+  Gratuity

« Any other benefits.

4.9 Salaries Structure and Income Tax Deduction

The following salary structures will vary from project to project. These are the estimated
salary ranges. Income Tax shall be deducted from staff month salaries by finance and
submitted to relevant government authorities if applicable and deposited by finance at

source.

15
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4.9.1Salaries Structure
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HEADS salary Scales -
M/‘f Job I
Categories Gat Step0 | Step1 | Step2 | Step3 Step4 | Step 5 Step 6
L —T Executive Director ]

with overall
jo% | Responsibility C1 180000 | 198.000 B17:800 | 239 580 | 236,538 260,192 286,212
WDirector C11 110.000 | 121.000| 133,100 | 146,410 | 161,051 177.156| 194,872
Finance/Operation ' ' | ' ! , )
% | m Mana [ S
10% | Progra ger C2 130,000 | 143.000| 157,300 | 173,030 | 190,333 | 209,366 230,303
’-—°7"- _____————‘__————'——“
10% | Managers c3 120,000 | 132,000| 145,200 | 159,720 | 175,692 | 193,261 212,581
0% | dinat I R—
f0% | Coordinator C4 100, 000 | 110,000] 121,000 | 133,100 | 266,200 292.820| 322,102
Officer Cc L
0% | M&E 5 80,000 | 88,000 | 96,800 | 106,480 | 117,128 128.841| 141,725
______—____—‘____——-——‘
12% | Officers C6 70,000 | 78,400 | 87,808 | 98,345 110,146/ 123,365| 138.169
p—] . .
12% | Social Organizers c7 "]
65000 |72800 | 81,536 | 91,320 | 102,278 114,551| 128,297
15%
Assistants C8 30000 | 34500 | 37,950 | 43229 | 29,280 49713 | 57,170
15%
Drivers co 25000 | 28750 | 33063 | 38022 | 43.725 50284 | 57.827
5% | Attendants, Guards T
L c10 25000 | 28750 | 33,083 | 38022 | 43725 50284 | 57,827
16
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Section V

Leave Policy
5.1 Annual Leave

+  Staff members under fixed term contract will be entitled to annual leaves.
Interns, trainees, employees in probation and consultants will not be entitied to
annual leaves.

«  Annual leave is calculated on the basis of 1.66 days per month, or 20 waking
days per year.
The leave year is from 1%tJanuary to 31t December or prorated accordingly.

Annual leave cannot be claimed as a matter of right and the employee requires
prior approval of leave from the line Manager/Supervisor.

Annual leave will be calculated from the date of joining.
* The annual leaves cannot be cashed.
The annual leave has to be approved by the relevant line manager.

Advance annual leaves are generally discouraged. But for extraordinary
circumstances, advance annual leaves need to be endorsed by the respective
Line manager and approved by the EXECUTIVE DIRECTOR.

Non-working days (Gazetted holidays) falling within the period of leave will not be
counted as part of the annual leave.

During the notice period of employee’s separation from service, the employee can
avail from the balance of his/her earned leave to a maximum of his annual leave
balance subject to prior approval of the line manager.

5.2 Sick Leave

Employees will be allowed a total of twelve (12) workings days of paid sick leave in a year.
Any sick leave availed without medical certification will be restricted to 2 working days.
Sick leave not availed cannot be carried forward to the next year,

Staff who is absent because of iliness should notify their Line Managerimmediately.

In case of absence due to sickness for more than three consecutive days, the

employee will have to get a sickness certificate (stating the iliness and the period
recommended) from a registered medical practitioner.
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The certificate along with the leave application form (Annexure-X) should be
7 provided to the HR Department.
Any uncertified absence of longer than 3 days will be treated as @ disciplinary issue.

* The sick leave for more than five (5) days will be adjusted against the "Annual
Leaves" account.

«  Intems/trainees will be entitled to sick leave prorated on the number amontos
internship contract and all other rules and procedures for sick leave wil be
applicable upon them.

+ Employees on probationary period are entitled for sick leave as per rules.

5.3 Casual Leave

All employees will be entitled to casual Leave of five (5) working days in one

year (prorated accordingly from the date of joining).

« Casual leave will be granted only for urgent and important reasons.

« Casual leave will be allowed only for one (1) working day at a time, unless
otherwise allowed by the EXECUTIVE DIRECTOR.

e AHoliday cannot be combined in between two casual leaves.

« Interns/Trainees will be entitled to casual leave.

e Casual leave cannot be combined with any other leave nor will it be carried
forward to next year or en-cashed.

« If an employee exhausts all his/her casual leaves, any additional leaves availed

by the employee in this category will be treated as unpaid leaves.

5.4 Statutory Leave

Employees will observe official public holidays as designated by the Government of
Pakistan. The list of official holidays will be provided to employees at the beginning of
each calendar year. Er'nployees must work normally as per scheduled hours the day
before and after the holiday. If a holiday falls during an employee’s previously authorized
annual leave, that day shall not be charged to annual leave.

5.5 Maternity Leave

Female members of staff will be entitled to 60 days maternity leave with full pay, provided
that they have completed the probationary period. This facility could be limited to number

of
18
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deliveries to be decided by the BOG after thorough deliberations at all levels). Paid

maternity leave does not affect the annual leave entitiement,

A female employee who becomes pregnant will notify her Line Manager and apply for
{, Leave can be taken

maternity leave at least two months prior to expected confinemen

anytime from 2 weeks prior to the expected delivery date.
5.6 Paternity Leave

Male members of staff will be entitled to 05 working days of paternity leave with full pay
provided that they have successfully completed their probationary period. Leave can be
taken from anytime between 2 weeks before the expected date of birth to two weeks after
the birth of the child.

! 5.7 Unpaid Leave

: Special leave without pay will only be granted when exceptional grounds exist. It may be
granted when an employee has exhausted his/her accrued entitiement of annual leave.
EXECUTIVE DIRECTOR will take the final decislons on all requests for unpaid or special
leave and can refuse any requests which are judged to be detrimental in any way to
i HEADS's interests. All requests for unpaid and special leave should be sent to the Line

Manager.

Unpaid and special leave will not be granted to anyone who has not completed a year of

service or is under formal disciplinary proceeding, or who was given a transitional rating

on their last assessment. Unpaid leave cannot be granted in case a person has an

outstanding amount payable to the organization unless the EXECUTIVE DIRECTOR

issues a special waiver.

5.8 Hajj / Minority Leave

Hajj leave may be granted to employees after completion of one year in the organization.
Hajj leave will be allowed only once during the service period and is to be approved by
the EXECUTIVE DIRECTOR. Religious leaves for non-Muslims and minorities will be

dealt with the laid down management policies as approved by the competent authority.

19
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5.9 Sickness before and during Annual Leave

* Annual leave may not be taken as an alternative to sickness absence.

*  Staff who fall illimmediately before or during annual leave should inform their

Line Manager accordingly on the first day of illness or as soon as possible
afterwards.

«  On provision of a doctor's statement certifying the illness and duration of the
iliness, the annual leave missed due to the illness may be re-instated.

5.10 Compensatory Leave

Compensatory leave will only be allowed to the employees for any work done on

weekends or on public holidays with the approval of the EXECUTIVE DIRECTOR.

Employee must avail the compensatory leave within the same month. No cash

compensation will be granted.

5.11 Absentees
:% & ot
Unauthorized leave / leave without approval of supervisor/ Absentee is strictly prohibited
according to HEADS HR policy. Absentee will result in deduction of per day salary. No

flexibility will be shown in this regard.
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Section VI
Official Travel and Entitlements

6.1 Travel Away from Office

If the employees are required to work away from their normal work location/headquarter
town, all arrangements for boarding lodging of the employees are made by HEADS
through approved vendors. If, arrangements cannot be made by the HEADS, the
employee can claim reasonable actual (boarding, lodging, and transport) plus the agreed
residential rate for the location on providing actual bills approved by the project manager.

This rate will be the same for all staff staying in that city/location.
6.2 Approval

Travel Request Form (Annexure-X|) is to be filed and approved by the concerned

manager/supervisor prior to making a business trip.

6.3 Travel Advance

ravel. Advances will only be
advance might make a staff

Employees might be paid advance payments prior to official t
made when absolutely necessary or when failure to make an
member go through undue hardship. Travel advance is made only with prior approval of
the concerned manager/supervisor. A request for travel advance is to be completed and

approved before any advance is made.

6.4 Travel Entitlements

The rules and rates as announced by HEADS will apply to all HEADS staff (where
appropriate), its consultants or guests traveling anywhere in Pakistan. The amounts are

calculated to cover all costs incurred to travel on official business.

6.5 Domestic Travel

Head of Departments have the delegated authority to approve, from their respective
budgets, any domestic travel requests from their team members. This delegated authority

allows the
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Managers to incur expenditure from the budgets they manage on travelling of their team

for official purposes. Travel on business by air will be in the economy class.

6.6 International Travel

International travel of staff can be undertaken only after prior written approval of the

EXECUTIVE DIRECTOR.
6.7 Travel Procedure

The authorization of using personal vehicle must be pre-approved by the Line manager
and can be claimed, on the basis of the table of distances. The concerned department will
generate the activity approval form (Annexure-XII) and attach travel authorization form if
applicable at least 5 days in advance in case of domestic travel and at least one month in

advance in case of international travel.

Once it is dully signed by all concerned department, they will be forwarded to Admin
department for reservations and bookings in hotels etc. as stated in the activity form. On
completion of the travel the person responsible in the authorization form will furnish the
boarding passes within three days of completion of the travel. In case where the boarding
passes have been lost or misplaced a letter signed by the line manager will be provided

as waiver.

Requests for travel advances must be made at least 5 working days before the date of
collection of an advance. Receipts (where necessary) must be provided with the claim.

If receipts are not available, an explanation should be noted either on the claim or on an
attached memo and countersigned by the authorized line manager. If a cash advance was
issued and it has not been cleared within one week the travel/activity, the cash advance
will be recovered through the payroll of the individual. No further advances will be made

until the previous advance is cleared.

6.8 Travel Policy Per diem

HEADS adopts a travel per diem system aligned with international adopted travel policy
standards. The Daily Subsistence Allowance (DSA) is designed to cover
accommodation, meals, and related expenses during official travel.

1. DSA Rates
Metropolitan / Big Cities (Islamabad, Karachi, Lahore, Peshawar, Quetta): PKR
22
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20,000 per day
« Other Cities / Small Towns: PKR 14,000 per day
Breakdown of DSA (for PKR 20,000 rate)
« Accommodation: 50% = PKR 10,000
« Lunch: 15% = PKR 3,000
« Dinner; 15% = PKR 3,000
« Miscellancous (transport within city, communication, minor expenses): 20% =
PKR 4,000
For smaller cities (PKR 14,000 rate), the same percentage breakdown applies

proportionally.

2. Accommodation Rules
« Accommodation costs are covered within the DSA allocation.

o If the stay exceeds 13 consecutive days, the employee must submit
accommodation invoices to support the claim.
« For stays of 13 days or less, invoices are not required unless specifically
requested by management.
« Exceptions may be approved by the Chief Executive based on operational
needs.
3. Mode of Travel
Travel arrangements must be justified by operational need and approved by the
management.
« Air Travel: Allowed when distance, urgency, or operational efficiency requires.
« Bus Travel: For intercity travel where air travel is not justified.
« Rental Vehicle: Permitted when group travel or project needs require.
« Own Transport: Petrol and toll plaza bills reimbursed upon submission of
receipts.
4. Travel Allowance
Transportation costs will be reimbursed based on actual expenses against valid receipts
(tickets, rental invoice, fuel, toll).
5. General Rules
« Travel advances will be provided based on estimated DSA and transport costs.
« All claims must be supported by approved travel authorization and receipts
(where applicable).
« DSA is not payable when accommodation or meals are fully provided by
HEADS or donor agencies.
« Policy is subject to periodic review and adjustment in line with international

established standards and organizational budget.
23
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Separation from Employment

7.1 Resignation

{ . P ¢ . .
Employee must notfy the respective line rmanager if ne/she intends to resign from service.

. . . ‘
Such notice must be semed ore month in aduance or 23 specfied in the

agreementcontract in writing.

5. Retion 4l net be taken until the employee confirms this in

writing, but once such resignation has been confirmed in writing, HEADS is not obliged to
accent 2 subseqguent witndrawz!,

The emplayes terminating the contract wihout 3 netics period shall have to pay 2 30 days
(or 23 specified notice perind in the contract) salzry as compensation 10 the finance
department. In the event of such natice of resignation by an employee, he/she will remain
fiatle to serve the organization for one month and to hand over the charge of all the
responsibilities 23signed to him/ner.

7.2 Notice Period

The nctice period for resignation starts from the dzte mentioned in the resignation, if
approved by the Executive Cireclor. Employees will not be allowed to extend their notice
period to take advantage of public holidays falling immediately after the expiry of their
required notice period.

The netice period czn only be waived in specizl circumstances either of a personal nature
or due to a professional obligation. The right to waive a notice period is exclusively
reserved by the Executive Director.

7.3 Exit Interview

Documented exit interview vl be conducted with the employee leaving in order to
determine the reason. The exit interview detail shall be forwarded to the concemed
department and will be recorded in the personnel file.
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7.4 Return of Organization Property

Upon leaving HEADS service, the employee has to hand overall the accounts, contacts,
data, records and documents, whether in paper, tape, diskette or electronic form, related
to his/her job to his/her supervisor. HEADS reserves the right to deduct from the resigned

employee's final payment an amount equivalent to the value of any property, which is not
returned or is damaged.

7.5 Clearance

Upon leaving the organization, employee must sign a clearance form (Annexure = XIII)
from all concerned departments and submit to HR department. No salary will be
transferred once the employee is not cleared from all departments. Upon viewing the

clearance form, HR Department will send a formal approval to finance section for issuing
salary.

7.6 Final Payment

An employee, who resigns, is entitied to all the accrued benefits till the date of resignation.
Final payment is not made unless and until the concerned supervisor confirms that the
resigning employee has returned all assets and records in his/her possession. The final
payment including basic salary, job related payments or reimbursements, payment in lieu
of accrued unused annual leave and money due to the employee, if any, is paid to the
resigned employee by cheque within 14 days from his/her effective date of resignation.

7.7 Confidentiality

The leaving employee is bound ethically and professionally not to disclose any information
that he/she has about the organization or about staff member once he/she leaves the
organization. The scope of the information can be about projects, planning, or of individual

nature.
7.8 Termination

HEADS reserves the right to terminate employee when his/her services are no longer
required or when there is an excess of employees working in the HEADS. The criteria for
termination is based on @ number of factors e.g. performance review, length of service,
attitude at work,
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' mendations of concerned /supervisor etc. However, in the absence of sufficient
information, the ‘last in, first out’ basis is used.

Efforts are made to reassign the staff member who is under consideration for termination
to another position within the HEADS, if he/she meets the job requirement. Upon being
terminated, an employee is given one-month notice or salary in lieu of the notice.
Redundant employee is entitled to all the accrued benefits till the date of termination.
Terminated employee is considered for re-employment, should a suitable position become
available. However, terms and conditions will apply. Only the EXECUTIVE DIRECTOR
[President approves termination of an employee.

If an employee is terminated due to code of conduct violation or due to any other reason
he/she will not receive any end of service benefits. If an employee's performance is
unsatisfactory or not up to the required standard; or under any other circumstances other
than those specified for disciplinary action below, HEADS may lawfully terminate his/her
contract of employment with notice in writing or payment in lieu as specified in the contract

of employment. 1

7.8.1 Conditions of Termination
An employee can be terminated from services without notice if the employee;

e  Willfully disobeys a lawful and reasonable order

¢ Misconducts himself, such misconduct being inconsistent with the due and
faithful discharge of his/her duties

o s guilty of theft, fraud, corruption or dishonesty

. s habitually neglectful in his/her duties

. Becomes involved in Improper transactions, or without approval discloses to a
third party any confidential information obtained from his/her employment; or

« On any other grounds which would entitle HEADS to terminate the employment

without notice
« Does not comply with the Code of Conduct.

An employee who is terminated has the right to appeal for a hearing by a panel constituted

for this purpose by HEADS. (The employee is entitled to be accompanied to the panel

hearing by @

26
HR POLICIES AND PROCEDURES
\

<,
PUGTIN
-«“‘a Uy

Scanned with CamScanner




-‘"'mm
%‘ ) HEALTH EDUCATION AND DEVELOPMENT

ImEsryy

colleague, friend, lawyer or other person whom he/she wishes to. The decision of the
panel is final.

7.9 Retirement Age

The normal age of retirement is 60years. Service may be extended beyond that age at
HEADS discretion and the decision of extension will be reviewed annually. The extended
period shall be considered as a Consultancy contract and not an extension of permanent
employment.
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Section VIl

DISCIPLINE

Standards of work performance, conduct and attendance have an important impact on

HEADS success Code of conduct policy covers misconduct, health and safety of
employees, drug abuse, sexual harassment and conflict of interest.

8.1 Gross Misconduct

Gross misconduct is defined as behavior so unacceptable as to warrant

dismissal. This may include:

« Stealing or attempting to steal property.

e Frequent absenteeism.

« Committing a fraud including incurring expenditure for personal benefit,

« Misusing a computer system, Including the internet, which might include viewing

or attempting to view pornographic sites, chatting, listening to loud music and
other misuse which affects the employee’ productivity.

« Putting the safety or health of colleagues in danger.

«  Willfully misusing status and position in HEADS for personal advantage.

« Showing serious insubordination to Line Manager, e.g. by persistently refusing to
follow a reasonable instruction.

« Disclosing without prior permission/approval in writing of the EXECUTIVE
DIRECTOR, or threatening to disclose information within the knowledge in
confidence during the exercise of her / his duties and by virtue of the position held
by the employee whether such disclosure or threat to disclose be in private or
public or in any fom of whatsoever nature.

« Not taking reasonable precaution to safeguard of organization's property to
prevent accident or damage to it.

« Unauthorized collection or attempt to collect records or documents of the HEADS

« Interfering with, tampering, altering, or fabricating records of the HEADS

. Possession of any lethal weapon within the premises of the HEADS

« Consumption of any intoxicant or drugs while on duty.

28
i .HR POLICIES AND PROCEDURES

Scanned with CamScanner



NMD O,

fﬁ\"{lu%‘a\
i{ g HEALTH EDUCATION AND DEVELOPMENT

(iAo}

L]

Soliciting or accepting any gift or grant from any person having official business
with HEADS without prior approval of the EXECUTIVE DIRECTOR.

Refusal to appear or to cooperate In any inquiry ordered by the Managementin
accordance with the rules enforced when summoned by the Ethics Committee.
Threatening, intimating or manhandling any employee.

Committing sexual harassment or violence against a male or female colleague.
¢ Drug and alcohol abuse.

8.2 Procedure for Investigating the Issue

If a member of staff is suspected of gross misconduct the matter will be referred to Line
Manager, who will conduct an investigation if necessary. The employee may be
suspended on half pay until the matter is resolved. As part of the investigation the
committee comprising of at least one female member will interview the employee. The
committee will outline in writing the reason for suspecting misconduct and allow the
employee to respond in writing.

The employee has the right to be accompanied at the disciplinary meetings by a colleague
or representative of the staff association recognized by HEADS. If at the end of the
investigation gross misconduct has been established, the committee will hold a meeting
with the employee and outline the reason for concluding that the employee has committed
gross misconduct and give further opportunity for the employee to present his/her
defense. .

If the committee finds the employee guilty as charged, it will recommend dismissal of the
employee to EXECUTIVE DIRECTOR or, if there are very strong mitigating
circumstances, issuance of a letter giving final written warning and/or a fine, or both. This
letter will become part of the individual's personal record. Should the concerned employee
choose to resign during this time, management reserves the right to accept or reject the

resignation.
8.3 Drug/Alcohol-Free Workplace

HEADS is committed to providing a safe work environment and to promoting and
protecting the health, safety, and wellbeing of its employees. This commitment is
endangered when any HEADS employee engages in use, possession, sale, conveyance,
distribution or manufacture of illegal drugs, intoxicants, controlled substances or abuses

prescription drugs or alcohol.
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Therefore, HEADS has established the following policy:

Itis a violation of the organization’s policy for any employee to use, possess, sell,
convey, distribute, or manufacture illegal drugs, intoxicants, or controlled
substances, or to attempt to do the same.

It is a violation of the organization's policy to be impaired or under the influence
of legal or illegal drugs or alcohol in the organization or client premises, if such
impairment or influence adversely affects the employee's work performance, the
safety of the employee or of others, or puts at risk the organization's reputation.
It is a violation of the organization’s policy for anyone to use prescription drugs
ilegally. It is the responsibility of the employee to report the use of prescribed
drugs that MAY (per warning labels provided by the pharmacy) affects the
employee’s judgment, performance, or behavior.

Any employee convicted of a violation of a criminal drug statue must inform the
management in writing within 5 calendar days after the conviction.

Random Testing: Employees may be selected at random for drug and/or alcohol testing
atany time.

Post-Accident Testing: Any employee involved in an on-the-job accident or injury under
circumstances that suggest possible use or influence of drugs or alcohol in the accident
or injury event may be asked to submit to a drug and/or alcohol test. "Involved in an on-
the-job accident or injury" means not only the one who was or could have been injured,

but also any employee who potentially contributed to the accident or injury event in any
way.

8.4 Conflict of Interest

From time to time HEADS staff members and or the governing body members may
encounter conflicts of interest when participating in HEADS decision-making processes,
as their professional or personal roles intersect. Potential areas where a conflict of interest

may arise include:

« Recruitment of staff.
« Procurement of goods and services.
o Undertaking new projects or entering into new partnerships.

« Representing HEADS in other forums.
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In general, a conflict of interest can arise if:

o ltis likely that the performance of a person’s duties as a HEADS employee or
governing body member could be prejudicially influenced by that person’s other
interests (private, personal or professional), or that a reasonable person would
believe that the person could be so influenced; or

« A person’s participation as an employee of HEADS or a governing body member
could be prejudicially influenced by the interests of organization that the person
is representing, or that a reasonable person would believe that the person could
be so influenced.

HEADS expects that staff and governing body members will be mindful of potential
conflicts of interest (or the likely perception of a conflict), and declare a conflict of interest
before it arises. Appropriate action can then be taken in consultation with colleagues. For
instance, the concemed individual will usually be expected to withdraw from a particular
selection panel or absent him/her from discussion about particular issues if it presents a

conflict of interest. Minutes of the meeting should note the conflict of interest.

All staff and governing body members must declare in advance, any relationship with
persons, firms or companies, which have dealings with HEADS. They must also declare
in advance if: a) they are directors or partners in a firm or company, which propose to
have any dealing with HEADS: b) if their immediate family members (Spouse, parent,
child, brother and sister) hold directorship or partnership in firms or companies, which
propose to have any dealing with the HEADS and c) if to their knowledge, a member of
their immediate family has any financial interest in any matter being considered by HEADS
Individuals who fail to make declaration of a conflict of interests as explained above are
liable to account to HEADS for any profit made or benefit received from or in respect of

the failure or violation.
8.5 Private Trade

No employee shall, except with the previous sanction of the EXECUTIVE DIRECTOR ,
engage in any trade or undertake any employment or work other than his/her official
duties, provided that s/he may, without such sanction qndertake any honorary work of a
religious, social or charitable nature or occasional work of a literary or artistic character,
subject to the condition that his/her official duties do not thereby suffer and that the

occupation of undertaking does
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not conflict or is not inconsistent with his opinion or obligation as an employee but he shall

not undertake or shall discontinue such work if so directed by the EXECUTIVE
DIRECTOR.

8.6 Discrimination

Discrimination means treating a person less favorably than another person in comparable
circumstances because of age, sex, marital status, pregnancy, family status, disability,
race, color, descent, national or ethnic origins, nationality or religion etc.

It is against HEADS policies to discriminate with respect to the hiring or promotion of
individuals, conditions of employment, disciplinary and discharge practices, or any other
aspect of employment on the grounds of the employee's age, sex, marital status,

pregnancy, sexual orientation, gender identity, family status, disability, race, color,
descent, national or ethnic origins, nationality or religion.

In preventing discrimination, employment related decisions such as recruitment,

promotion, transfer, training, dismissal and redundancy as well as terms and conditions

of employment are based on consistent selection criteria. Individuals are assessed

according to their ability to carry out a given job and are not judged by irrelevant
considerations. Employees who make employment related decisions should not assume
that persons of a particular age, sex, marital status, gender identity, family status, race,
color, descent, national or ethnic origin, nationality or religion, or who are pregnant or have
a disability are only able to do certain kinds of work, and should ensure that these factors
are not used as grounds for making decisions. Recordvs of notes of employment related
decisions are made and filed with the Human Resource Department, which serve as a
valuable explanation and defense against any unfounded suggestion of discrimination.
Employees who fail to abide by the guidelines explained above are liable to account to
HEADS which may take disciplinary actions against such employees.

8.7 Workplace Conflict

Workplace conflict is a time-consuming and costly problem that can have a severe impact
on the bottom line. Workplace relationship problems can arise as the result of

« Clashing personalities.
« Miscommunication.

« Perceived backbiting.
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« Negative politics

¢ Perception of hidden agendas.

These factors create bad relations between people, and are generally the result of not
following proper communication practices, or of grudges built from the outset of a
relationship where initial problems were not addressed.

Conflict in the workplace can also result from serious disagreement over official matters,
and can result in behaviours such as gossip, avoidance, verbal abuse,
passive/aggressive communication and hostility. This can in turn lead to a drop in
HEADS's productivity, a focus on problems rather than solutions and a slump in creativity
and innovation. While tensions and misunderstandings are normal and inevitable, if left
unresolved they result in hostility, stress and wasted resources.

8.8 Resolving Workplace Conflict

Once the management is made aware of a relationship problem, it will meet with both
parties and try to find out the real causes of the problem. Once the causes aré identified,
the management will take appropriate actions to address these causes to the extent
possible. In parallel, the management will mediate between the two parties so as to help
them develop a healthy working relationship. However, if the issues are not resolved even
after these efforts, the matter will be reported to the EXECUTIVE DIRECTOR who may
take suitable steps to resolve the issue ignore it or even terminate one or both the
employees as he/she deems fit.

8.9 Ethical Conduct

Ethical conduct requires more than knowledge and observance of laws, regulations, and
policies. Respecting colleagues, understanding and practicing the organizations’
standards and values as well as policies, are the keys to ethical conduct and decisions
made with confidence.

Reporting criminal conduct and unethical behavior is the responsibility of all employees.
An employee suspecting non-compliance with the organizations' policies and procedures
should speak with his/her supervisor. If the supervisor is involved in the misconduct, the
employee should speak with his/her next level of supervision. This information will be kept
confidential to the extent permitted by law.
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8.10 Workplace Violence

HEADS is committed to providing a safe work environment. Any form of violence, threats
of violence, intimidation of others or attempts to instill fear in others will not be tolerated.
The possession of a weapon in the workplace, or while conducting company business,
menacing behavior or stalking is all prohibited actions. Violations of this policy may lead

to disciplinary action up to and including termination and the involvement of appropriate
law enforcement authorities.

Any person who exhibits threatening behavior or threatens or commits a violent act on
property, or on company business or is found or suspected to be carrying a concealed or
open weapon on HEADS premises may be removed from the work site as investigation.
HEADS will attempt to resolve the complaint within a reasonable period of time while

preserving the confidentiality to report situations that may have a risk of violence.

8.11 Dress Code

HEADS expects all staff (other than staff who are given uniform) to wear office attire at all
the times when working on and off our premises. This can be either Western or Pakistani
national dress which includes covering heads by Dhupata for Female Staff, which will not
cause offence to other staff, clients and stakeholders. The precise nature of this attire is
not specified but staff should all-time have professional appearance and should dress

neatly and tidily.
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Section IX

Sexual Harassment Policy

9.1 Introduction

HEADS believes strongly in the human dignity of each individual. Therefore, HEADS
strongly condemns and prohibits any behavior on the part of a HEADS employee which
constitutes any form of sexual misconduct, including sexual harassment, sexual
exploitation, and sexual violence towards any other staff member, client patient,
beneficiary, or other individual participating in a HEADS activity.

Retaliation for reports of sexual misconduct is strictly prohibited and will not be tolerated,;
Sexual misconduct and/or retaliation of any kind will result in termination of employment.

For the purposes of this policy, HEADS employees include national staff, volunteers,
interns’ consultants, temporary employees, field staff or temporary contractors. HEADS is
committed to providing a work environment that is free of discrimination and unlawful
harassment. Actions, words, jokes, or comments based on an individual's sex, race
ethnicity, age, religion, or any other legally protected characteristics are not acceptable.
As an example, sexual conduct (both overt and subtle) is a form of employee misconduct

that is demeaning to another person, undermines the integrity of the employment
relationship, and is strictly prohibited.

9.2 Definition

HEADS fully complies with the Protection against Harassment of Women at Workplace
Act, 2010.As per Clause 1 (i) of this act,

Sexual Harassment is defined as “any unwelcome sexuai advance, request for sexual
favors or other verbal or written communication or physical conduct of a sexual nature or
sexually demeaning attitudes, causing interference with work performance or creating an
intimidating, hostile or offensive work environment, or the attempt to punish the
complainant for refusal to comply to such arequest or is made a condition for employment,
is unacceptable behavior in the workplace, including any interaction or situation that is

linked to official work or official activity outside the office. All such acts are a violation of
this Act.
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Sexual Harassment includes any unwelcome sexual advance, request for sexual favors
or the other verbal or physical conduct of sexual nature, causing interference with work
performance, is made a conditicn of employment or creates an intimidating, hostile or
offensive work environment, or the attempt to punish the refusal to comply with such a
request. The intimidating behavior or act can be of a person in authority, who controls
conditions of the complainant's employment or from a co-worker, who as a result of
intimidation can make the work enjommen* hostile for the complainant. Under this code of

conduct, sexual harassment is prohibited regardless of the sexual orientation of the
parties.

9.3 Reporting and Resolving of Sexual Harassment

The Management of HEADS is required to incorporate this act as part of its Work place
policy. Abiding by the following points will ensure compliance with this act:

The Responsibilities of Management includes;

« Management will be responsibie to follow the HR Manual in true letter and spirit,
and to ensﬁre that all staff members read it

o Each complaint of employee of organization is addressed responsibly

¢ The Management will-be impartial in the process and facilitate a just and fair
inquiry process without retaliation

e The management will not victimize the complainants or the witnesses in the case

e The management will conduct awareness sessions about the Code and the
consequence of such harassment at workplace for both the affected person and
the accused as a regular part of their training

» Display copies of this Manual to employees in English or Urdu

e Recurring acts, which may have a cumulative effect or even a single incident,
would be considered enough to establish sexual or gender based harassment

e The complamant should inform the accused about conduct constituting sexual
harassment. That will be recorded and should be maintained in writing all
incidents, noting dates, places. Descriptions of act, notification to accused and
names of those to whom the incident may have been mentioned.
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9.4 Informal Complaint Mechanism

If the victim wishes to deal with the matter informally, the designated person will:

Give an opportunity to the alleged harasser to respond to the complaint,
Ensure that the alleged harasser understands the complaints mechanism
Facilitate discussion between both parties to achieve an informal
resolution which is acceptable to the complainant.

Ensure that a confidential record is kept of what happens.

Follow up after the outcome of the complaints to ensure thatthe
behavior has stopped.

Ensure that the above is done speedily and within 10 days of the
complaint being made.

9.5 Formal Complaint Mechanism

If the victim wants to make a formal complaint or if the informal complaint mechanism has
not led to a satisfactory outcome for the victim, the formal complaint mechanism should
be used to resolve the matter.

The designated person who initially received the complajnt will refer the matter to the
senior member of the committee to instigate a formal investigation. The senior member
may deal with the matter personally or may refer the matter to other members of the
committee in accordance with this policy.

The person carrying out the investigation will:

e Interview the victim and the alleged harasser separately. The accused may
record his statement in Accused Response Form (Annexure-XIV)

« Interview other relevant third parties separately. Witness reporting form to be
filled by the witness (Annexure-XV).

o Produce a report detailing the investigations, findings and any recommendations.

« If the harassment took place, decide what the appropriate remedy for the victim
is, in consultation with the victim (i.e. an apology, a change to working
arrangements, discipline, suspension, dismissal).

e Follow up to ensure that the recommendations are implemented, that the
behavior has stopped and that the victim is satisfied with the outzome.

« Keep the record of all the actions taken.
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Ensure that all records concerning the matter are kept confidential.
L ]

Ensure the process is done as quickly as possible and in any event within 10
days of the complaint being made.

9.6 Sanctions and Disciplinary Measures

Anycne who has been found to have sexually harassed another person under the terms
of this policy is liable to any of the following sanctions:

Verbal or written warning
Adverse performance evaluation
* Reduction in wages

» Transfer

* Demotion

¢ Suspension

¢ Dismissal

The nature of the sanctions will depgnd on the gravity and extent of the harassment.
Suitable deterrent sanctions will be applied to ensure that incidents of sexual harassment

are not treated as trivial. Certain serious cases, including physical violence, will result in
the immediate dismissal of the harasser.

9.7 False and Malicious Complaints

If the complaint is found to be false or malicious, this may lead to disciplinary action being
taken against the complainant.
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Section X

WHISTLE BLOWING POLICY
10.1 Policy Statement

Whoever we may deal with, and wherever we may operate, we are committed to doing so
lawfully, ethically and with integrity. It is the responsibility of each and every one of us to
ensure that we fulfil this commitment in our day to day working lives. However, from time
to time there may be situations where the right course of action is unclear, or there may
be situations where you suspect or know that something is improper, unethical or
inappropriate. We have both a legal and moral duty to take appropriate measures to
identify such situations and attempt to remedy them.

It is sometimes difficult to know whether to speak up about something that concerns us.
Often people are reluctant to get involved but this could result in serious consequences
for its employees. That is why we have put in place this Whistle Blowing Policy — so that
you can talk to someone éonﬁdentially so that we can help.

10.2 Policy Aim

e To encourage all improper, unethical or inappropriate behavior to be identified
and cha'lenged at all levels of the organization, the following matters are either
happening now, have happened, or are likely to happen:

o Acriminal offence e.g. Theft, Drug Taking,

« The breach of a legal obligation,

« Fraud, Corruption, bribery or other malpractice which could lead to the
financial loss of the organization,

« Adanger to the life, health and safety of an individual,

o Damage tothe environment,

e Administrative malpractice (Financial or Non- Financial)

« Concealment of any of the above.

« To enable Management to be informed at an early stage about acts of misconduct.
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* To provide assurance that all disclosures will be taken seriously, treated as

confidential and managed without fear of retaliation.
To reassure employees that they will be protected from punishment or unfair

treatment for disclosing concerns in good faith in accordance with this
procedure.

10.3 Definitions
Whistle Blower

A person or entity making a protected disclosure about improper or illegal activities is
commonly referred to as a whistleblower. Whistleblowers may be HEADS's employees,
applicants for employment, vendors, contractors or general public. The whistleblower's
role is as a reporting party. They are not, investigators or finders of fact, nor do they
determine the appropriate corrective or remedial action that may be warranted.

Good Faith

Good faith is evident when the report is made without malice or consideration of personal
benefit and the employee has a reasonable basis to believe that the report is true;
provided, however, a report does not have to be proven to be true to be made in good
faith. Good faith is lacking when the disclosure is known to be malicious or false.

Misconduct/Improper Activities

Examples of misconduct include, but not limited to, fraud, including financial fraud and
accounting fraud, violation of laws and regulations, violation of organization's policies,

unethical behavior or practices, endangerment to public health or safety and negligence
of duty.

10.4 General Guidance

This policy presumes that employees will act in good faith and will not make false
accusations when reporting of misconduct by the organization’s employees. An employee
who knowingly or recklessly makes statements or disclosures that are not in good faith
may be subjected to disciplinary procedures, which may include termination. Employees
who report acts of misconduct pursuant to this policy can and will continue to be held to
the organization’s
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general job performance standards and adherence to the organization's
policies and procedures.

10.4.1 Reporting Procedure

Any person may report allegations of suspected serious misconduct or any
breach or suspected breach of law or regulation that may adversely impact the
organization, employees or the public at large.

Acts of misconduct may be disclosed in writing, telephonically or in person.
However, all reports are eq‘@\r‘aged to be made in writing, so as to assure a
clear understanding of the issuas raised. (Disclosure Form Annexure-XVI).

Individuals are recommended to self-identify, though it is not a requirement of the
policy.
All reports should be sent directly to any of members of the Whistleblower

Committee. (Committee members include concerned person from HR and
Program).

10.4.2 Investigating Procedure

The Whistleblower Committeel member who receives a report will notify the
sender and acknowledge receipt of the reported violation or suspected violation
within five business days.

e The Committee Members shall meet to discuss about the action / investigation
on the reports received from whistleblowers. The Committee may also exclude
from its meetings any persons it deems appropriate, depending on the nature of
the complaint.

e The Committee Members have the responsibility to conduct investigations. In
addition, other parties may also be involved in the investigations.

« The Committee Members will ensure investigations are carried out using
appropriate channels, resources and expertise.

. Some concerns may be resolved by agreed action without the need for an

investigation. Concerns about allegations which fall within the scope of specific

procedures of HEADS will be referred for consideration under those procedures.

« The Committee Members will report to the Committee Chairman on a periodic
basis about the reports received and actions taken.
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* The Management reserves the right to make any decision based on the findings

by the Committee.
10.4.3 Protection for Whistle Blowers

Itis understandable that whistieblowers are sometimes worried about possible
repercussions. The HEADS aims to encourage openness and will support those
covered by the policy who raise genuine concerns in good faith under this policy,
even if they turn out to be mistaken.

Those covered under the policy will not suffer any detrimental treatment as a
result of raising a concern withoyt malice, in good faith, reasonably believing it to
be true (even if it is not corl;;,‘_ ..\ by the investigation). Detrimental treatment
includes suspensionlremcv&;g‘%rij, dismissal, disciplinary action, threats or
other unfavorable treatmeat connected with raising a concern. If the whistleblower
believes that he/she has suliered any such treatment, he/she should inform the
relevant contact immediately. If the matter is not remedied the whistleblower
should raise it formally using the relevant Grievance Procedure.

Staff must not threaten or retaliate against whistleblowers in any way. Anyone
involved in such conduct will be subjected to disciplinary action.

fu e
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Section XI

GRIEVANCE SETTLEMENT POLICY

11.1 Introduction

Regrettably, conflict can occur in any working environment. HEADS is committed to
maintaining and enhancing fair, equitablé and safe work practices. HEADS states that all

members of staff are expected to perform their duties with efficiency, faimess, impartiality,
integrity, honesty and compassion.

11.2 Policy Statement

HEADS encourages open and honest communication at all levels. However, it recognizes
that from time to time employees may wish to raise grievances, problems or complaints
with their employer. Employees gl nanagers are encouraged to make every effort to

resolve issue at most local level possitg!e and where appropriate before resorting to formal
procedure.

11.3 Aim

This policy aims to offer a constructive mechanism for all parties to settle down their
grievances and seek to find mutual agreement.

11.4 Purpose and Application
The purpose of adopting this policy is to promote the internal settiement of any controversy
or claim pertaining to employment actions, which may arise between employees of any
level or between employer and employee. Itis intended to provide an equitable and timely
method for the final disposition of such issues. The policy covers all types of grievances
and is applicable for all staff members equally.

11.5 Definition

A ‘“grievance” is defined as an employee's expression of alleged unfair or inequitable
treatment with respect to the application of policies, procedures, and regulations, which
s/he has been unable to resolve with her/his immediate supervisor.
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11.6 Types of Grievance

Grievance can be of two types.

i) Individual: This occurs when one employee raises a grievance, problem or
complaint with his/her employes. yr colleague.

ii) Collective: This occurs when ‘@2woup of employees share a grievance.

11.7 Procedure

Grievance can be settled through adopting informal or formal procedures mentioned as below:

11.7.1 Informal Complaint Mechanism

An informal complaint of grievance may be through mediation between the parties
involved and by providing advice and counseling on a strictly confidential basis.

11.7.2 Formal Complainfitechanism

A written statement stating the basis for {he grievance and a requested settlement
(using the Grievance Reporting Form (Annexure-XVII)

11.8 Settlement Process

An employee filing a grievance shall have at every step the right to present witnesses
and evidences to support his/her grievance.

First Step: R 2

« Anyemployee who wishes to ﬁ]e a grievance (informal or formal) shall first discuss
his/her grievance with his/her immediate supervisor. In case the immediate
Supervisor is accused, then s/he shall discuss with Management. After the
aforementioned discussion with the employee, the Supervisor shall have five
working days in which to reply to the employee’s grievance. If the Supervisor fails ‘
to reply to the grievance or if his/her answer is not satisfactory to the employee, i
the employee may present hisfher grievance at Second Step.
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Second Step:

Ifthe disposition of the grievance in First Step is not acceptable and the employee
wishes to have the grievance considered further, s/he shall notify the Executive
Director through Human Resources department. The Executive Director wil
appoint a three member Committee having a female staff as its mandatory
member. The Committee will invgstigate the allegations and make arrangements
to hear the employee’s corgrdjt and the departmental charges if any. The
Committee shall submit a*rep(;;% :24n) Executive Director within five working days
of the receint of the grieva;:cuf?fée Executive Director in consultation with Human
Resource department whi} rg\iawing the recommendations will take the
necessary action and comm{bi:ase the decision to the concerned employee.

11.9 Exceptional Cases

In exceptional cases where the staff, wishes to file a grievance against Executive Director ‘
shall first discuss his/her grievance with the Executive Director. If the Executive Director 1
fails to reply to the grievance ar if histheq mnswer is not satisfactory to the employee, s/he

may present his/her grievance to thy Bozrd Member nominated by the Chairperson of the

HEADS Board. Grievances processad under such circumstances shall be reviewed and

a response shall be provided witnin {ni; ty days.

B, 45 |
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Section XI|

HEALTH EDUCATION AND DEVELOPMENT

MOBILE USAGE POLICY

12.1 Policy Statement

We recognize that cell phones have beccme an integral part of everyday life. They may
be a great asset if used correctly. But cell phones may also cause problems when used

imprudently. Excessive use of mohil: phahes in the workplaOce is disruptive, results in
loss of productive time and effects cqnz g nration and efficiency.

12.2 Application

This policy applies to all HEADS staff, including managerial staff, officer level staff,
assistants, internees and support staff.

12.3 Policy

Despite their beneﬂfs, cell phones may cause problems in the workplace. Employees who
use their cell phones excessively may,.get distracted from their work and disturb
colleagues by speaking on their phones.

« HEADS expects employees to use their cell phones prudently during working hours.

« Employees should minimize personal calls during working hours and should make
personal calls, if deemed necessary, or at least use it during break hours.

« Employees can use the office landline for calling and receiving emergency calls.
The employees can give official landline number of the organization to immediate
blood relatives for any emergency.

« Employees should not text, talk on the phone frequently, especially personal calls.

e Employees should keep their cell phones on vibration if possible loud ring tones
may disturb co-workers. Low ring tones are preferable.

« Employees are not allowed to play games on the cell phones during working hours.

. While driving for official purpose or using office vehicle, employees/driver should
strictly avoid using mobile phone but in case of emergency, employees/driver
should use hands free or blue tooth devices for making/receiving a call.
Disobeying such rules is not only the violation of HEADS Policy but also violation
of Traffic rules.

46
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H .
EADS neither allows any employee for using cell phone camera or any

recording system for the purpose of recording any confidential information nor
any official event without obtaining consent.

12.4 Proper Usage of Cell Phone

Employees can benefit from using cell phones. They are allowed to use their
cell phones during official hours, only:
[ ]

To make official or emergency calls only.

To use productivity apps for official use only.

* To check important messages only.

To make brief personal calls @vay from the working space of colleagues mostly

outside office premises: byt if st be of limited duration and must effect the
official work adversely.

Employees can use their phanes and make necessary personal calls during
scheduled breaks or at lunch heurs.

47
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Health, Environment & Safety

13.1 Work Safety

HEADS aims to provide a safe and ghuj, s3:a :ntally healthy working condition for the staff.
HEADS will take measures to proteqt.the séfety and health of workers of both genders,
including the protection of their reproductive health. The organization will promote
mechanisms for delivery of occupational safety and health education and training, in
particular for management, supervisors and workers. HEADS will take measures to
ensure assessment of any workplace risks related to the safety and health of the pregnant

or nursing woman and her child. The results of the assessment will be made available to
the woman concerned.

Employees have a part to play b gapeyng that:

] T

« Personal belongings are kept safely and they never block the passage or exits.

« Allvisitors, contractors and temporary staff are issued with security passes
where required.

o Employees are expected to stop and point out if they ever find anyone in the
building either unattended or without a security pass.

« To the extent possible, recycle the used materials.

e To the extent possible, procure environmentally friendly and energy saving
equipment.

« Employee’s Line Managerlshould be informed about any actual or potential
health, safety or environmentzl problems or risks.

« Al accidents at workplace should be notified to the respective Line Manager
or the next responsible persdn as soon as possible.

« Employees should not engage in behavior, which is hazardous to the health
and safety of themselves of others. If an employee engages in activities that
create a safety hazard, the employee's supervisor may take disciplinary
action, ranging from a réprimand to dismissal.

« Employees have the right to refuse work where it poses a safety hazard to
themselves or others. However, employees should make safety concerns

immediately known to their supervisor.

48
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Coordinate ang Cooperate with

prevent potential accidents RGomIkers o erif hazards ando

Offer safety sy i
9gestions that contribute to safer work within your environment.

13.2 Security Inspections

HEADS wishes to maintai | :
tain a work v /ponment that is free of illegal drugs, alcohol,

firearms, explosives i
" .lor other IMAreper oc appropriate materials. To this end, HEADS
prohibits the possession, transfer gale,

requires the coo _ ., g8 use of such materials on its premises. HEADS
era aii -
peration of all empib/a+4s.in administering this policy.

Desks, |

_ ockers, computers, and other storage devices may be provided for the
conveniences of employees but remain the sole property of HEADS. Accordingly, they,
as well as any articles found within them, including computer files, can be inspected by

any duly authorized agent or representative of the HEADS at any time, either with or
without prior notice.

'

13.3 Fire and Incident ~;"arml

-

. )
It is important that the employees un,c‘-.::%;;s_d the fire and incident control procedures and
they should: Y

+ Routinely check the safety of electrical wiring.

¢ Identify all possible sources of potential ignition and combustible materials and
minimize these where possible.

o Know the names and locations of the First Aid Officer and Fire Warden. A staff
member, for each floor, must bo nominated as a First Aid Officer and Fire Warden.
Fire extinguishers should hewslaced at prominent places, preferably in every
room. Occasional, safety drills might also be a good idea.

« Be familiar with evacuation procesfures.

Recognize and respond to the sound of fire alarms.

Know where designated assembly points are, and never leave the assembly point

before the body count is complete and all are given permission to leave in periodic

fire drills.

e Incase of fire:

« Pointoutany fire or sa

fety hazard whenever one observes.
L
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Gently but firmly éncourage people to leave the area.

Bang loudly on locked doors, and shout to occupants to evacuate. Do

not spend unnecessary time waiting at a locked door for aresponse.
* Do not use elevators,

Try to keep occupants calm during and after the evacuation.

Do not allow anyone to return to the building, even if the alarm stops.

You will be directed {» s3turn by a Security officer or the Fire
department.

* Avisible first aid box is availahy» a¢ the reception / or each floor, as the case may be.

13.4 Infectious Diseasys

* Astaff member who is in contuzt with any infectious disease should not report for
duty if a doctor has advised against it, and they should inform their Line Manager
of the position.

» If a member of staff has been in contact with infectious diseases, a clearance
certificate is necessary priar (o retyrning to work.

¢ In either case, absence wou ,\bjai‘reated as sick leave with pay.

13.5 Threatening lliness §¢\i'orkplace

+
|

Employees with life-threatening illnesses, such as cancer, heart disease, and HIV/AIDS,
often wish to continue their normal purstjitg, including work, to the extent allowed by their
condition. HEADS supports these endeavors as long as employees are able to meet
acceptable performénce standards. As in the case of other disabilities, HEADS will make

reasonable accommodations in accordance with all legal requirements, to allow qualified

employees with life-threatening ilinesses to perform the essential f.unctions of theirijobs.

Medical information on individual employees is treated confidentially. HEADS will take
precautions to protect such information from inappropriate disclosure.
a responsibility to respect and maintain the

reasonable
Managers and other employees have

iali ical info
ality of employee medica riat
confidentiality action, up to and including termination of employment,

rmation. Anyone inappropriately disclosing such

information is subject to disciplinary

; £ s about life-threatening illnesses are e_ncouraged to contact
e g qu:/it:cm: %rxcggfleTrR/E DIRECTOR /President for information and referral to
their supervisor an

appropriate services and resources.
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13.6 Smoke-free Workplace

In keeping with HEA
DS intent to provide a safe and healthful work environment

smoking is ‘
g 1s prohibited throughout the workplace, including HEADS vehicles

13.7 POLICY FOR VOLUNTEERS

volunteer Policy gives the orga
A ganization a consistart wsay to approach the involvement of volunteers across the

ole organization. It helps to
wh g P ensure that everyené involved in the organization including Board Members, staff
and volunteers understand and value volunteers'sinvol jement

Health Education And Development Society (HEADS) encourages employees to become involved in their
communities, lending their voluntary support to prog-ams that positively impact the quality of life within the
communities. In this connection, HEADS intended to develop the Volunteer Policy in consultation with staff and
existing volunteers working with HEADs and this palicy will be reviewed and revised on a regular basis to ensure
that it continues to be fit for the purpose.

The following guidelines are for HEADS's employees who serve as volunteers with non-profit organizations and
wellbeing of the vulnerable communities that are either of personal interest or are community let project/program’s

initiatives.

1. Volunteer will be paid according to the positian/internship available. He/she will be entitled for stipend if
any project/program exits otherwise he/she will not be entitled for his/her pay and will provide services

voluntarily;

8 hours of paid time off each month to participate in their specific volunteer

2. Volunteers will take up to
sible to perform their official

program. Any task assign by his/her line supervisor to him/her, will be respon
chores in a chronological way;

3. Volunteer time must be requestedin advance and when possible, should be regular and on a set schedule

to help with the coordination of other work-re
peak work schedule and other work-related responsibilities,

lated responsibilities;

4. Volunteer time should not conflict with the

create need for overtime or cause conflicts with other employees' schedules.

Eligibility
« Allfull-time employees are eligible;

should have expected perform
ith their managers to discuss their role and responsibilities, scheme

ance or above.
* Interested employees

* Interested employees should meet W
of work and schedule to work.
51
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Section XIV .

HEALTH E

141 AmendmentslAddendums in HR Policy

Executive Director HEADS has the Althority to make amendments/alteration/revision or
addendums in this Human Resources Manual. For the reason he/she may issue 2 Memo
or direct|y make changes in the Manual. In case HEADS is registered as NGO in future
the authority of amendments would automatically transfer to the Board of Directors of the
organization. Executive Director in that case may make recommendation to the Board of
Directors. All staff of the organization fi4m top to the bottom must be informed in written
about any amendments and changes in this Human Resources Manual including the

D -
UCATION AND DEVELOPMENT

AmendmentslAddendums in HR Policy

effective dates and mentioning potential effects on their job and benefits status.

R POLICIES AND PROC

EDURES
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ANNEXTURES
(FORMATS HR POLICY)

peference Check Form

staff Requisition Form
Interview Evaluation Form
pecision Paper

Appointment Letter
Employment Contract
Documents Checklist
performance Evaluation Form
Code of Conduct

0. Leave Application Form

11. A. Local Travel Request Form
12. B. Out of City Travel Request Form
13. Clearance Form

14. A. Incident Recording Form

15. B. Accused Response Form

16. Declaration of the Statement
17. Witness Reporting Form

18. Declaration of the Statement
19. Whistleblower Disclosure Form
20. Grievance Reporting Form

= O oo~ o B W
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pear Sir/Madam, \ \

has appliegd for

' the positj

and Developm'ent Society (HEADS) and hz(:srlw:omn gf
an informed hiring decision, we need to know thz a

— with Health Education

You as former employer. In order to make
pplicant’s work history.

Referee’s Details:

Name:

Designation:

Contact Number:

Email Address:
General questions ~ ' |

|

i

What is the nature of your relationship ‘
with the applicant?

In what capacity is/was the applicant
employed by your organization?

What were the dates of the applicant’s | From: To:
employment?

What duties and responsibilities
does/did the applicant have?

leaving job?

How would you describe the applicant’s
overall work performance?

What are the applicant’s strengths?

What are his/herweaknesses?

ii!
|
What is/was the applicant’s reason for I

|

7 i

Have you had any concerns with the %‘
applicant’s performance? ,
L]

9

If yes, please explain when these issues
were identified? When were they
discussed with the individual? What
work are their doing to improve and
what progress has been made?

Can you comment on the applicant's:
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- punctuality
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- attendance

= professionalism

= \;
]ob-speqlﬂc quiestions

It L L R T

What is your opinion, the applicant |

applied for the position, is the applicant
suitable for the applied position?

In closing

Would you re-employ the applicant?

Yes/ No If no, please mention the
reason

Thank you for taking the time to provide

: feedback. N
E FOR OFFICIAL USE, ONLY
HEADS OFFICIAL RECORDING THE REFERENCE
Name: Designation:
Date: Signature:

@‘\r‘”‘,ﬁ"' .
£ (‘P}\WA"F‘ by {
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please complete this form when re .
. questin i
include as much detail as possib|e, 8 to hire any staff or requesting a change in current staffing,

Job Title:

Department/Office:

Supervisor:

Position Status and work schedule
Full-time Regular
Part-Time Regular

Temporary

L

Please indicate the number of months to be worked and the number of hours per week:

Months per year:

Hours per week: i

Desired start date:

Type of position

D New: Please indicate why this position is needed: ____

E Replacement: Please indicate the person who is leaving: B

:] Change(s) to the position:

Recruitment Plan

If approved, this position will be posted internally for at least one week or through proper HR

féCruitment procedure

Supervisor Approval: ______ ——

Department Head Approval: ___/-
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Annexure - ITII

Candidate Name
\ .
Post Applied

Candidate evaluation forms Scoring
overall qualification Sj’:)r thecz‘Zsti(t)igs ;7: il.eted by the interviewer to rank the candidate’s
interviewer should give the candidae 4 ;‘1:, ich they have applied. Under each heading the

comments in the space provided. Th m'erical rating and write specific job related
1. Lhe numerical rating system is based on the following:

1 — Unsatisfact - Sati
sfactory, 2 Satisfactory, 3 — Average, 4 - Above Average, — 5 Exceptional,

Educational Background

pI()):;? Otr}llg candidate have the appropriate educational qualifications or training for this

. Prior Work Experience
Has the candidate acquired similar skills or qualifications through past work experiences?

11213415

Technical Qualifications
Did the candidate have Report writing, Presentation and Mobilization skills required for

|1‘2 3145

Verbal Communication
15 communication skills during the interview (i.e. body language,

How were the candidate
answers to questions)?

- r Filed Work .
. Willingness i]:)ing outstation and extensive traveling in field

didate is interested for wor

How much the can

4 o . H i mCI’lt.
in connection with his/her job require

Scanned with CamScanner




E . . Teambuilding/Professional Skills
- Did the candidate have the skill to work in a team and have ability to resolve any issues in

,;;achxewng his/her targets in allocated resources and time?

112131415

b e Job & Project Information )
E;Dld the candidate have enough information about the post and project he/she applied for?

<

112|345

- . Overall Impression- i .
 Did the candidate body language, dress up, gestures and fluency was relevant to his/her job?

11213 ]|4]5

Final Approval

QUALIFIED DISQUALIFIED

';)Interviewer:

’Designation: —

i
e,

{ j

Slgnature:

i

> Return completed evaluation form to HR SECTION
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Annexure IV

Q3p0s W

. yacant Position;

project:

: Recruitment Committee
E
EJ ¢ Executive Director

e Director Finance
¢ HR Assistant

Subject: Selection of

A meeting of Recruitment & Selection Committee was held at Head Office HEADS to hire

for Project. Interviews were
conducted on May 3, 2017. Shortlisted candidates were appeared before the committee. The
members of the committee unanimously made the following decisions.

S# Name -Remarks/ Recommendation

1

The above decision shall be implemented on .

PANEL SIGNATURES

DIRECTOR FINANCE HR DEPARTEMENT
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g}g g1
: ¢ 1
h.ﬂ” 1
4
i pate: ___ 1
[;' rrYL 1';,‘]
, f
't ntment | [’
. Dear , ‘
- Weare pleased to confirm your appointment to the position of for our F
t project based at , 1‘
i
Your job appointment will begin on . You will receive the salary of i

4

per month.

3 —————

However, if any documentation or information given by you as a proof was found to be forged,

I weretain the right to review our employment offer.

We look forward to hearing back from you to accept this position.

Executive Director
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Annexure - VI

a9d!
j

" men
0 HEADS-H.R/059-2023

. This employment contract is execute
" Eioh between Health, Education

ond Development Society, the employer (herein '
- a “ ” -
] non_governmental organization and fror referred {tr?ef:in:fftfrorif)ér?eg (:2 z;otfr‘\té

Staff Member/Employee) for the position of at HEADS Head Office

. Both the i -
PEShf"f"ar parties agree to enter into an agreement on the following terms of
conditions:

Terms of Agreement

{. Basic Details

M Responsible for running the project along with coordination with the donor
agencies and attending cluster meetings.

3. Contract Duration:

The duration of contract, not subject to earlier termination, will be valid for

the starting dates while the estimated completion
dates unless extended/ renewed.
4 Job site: The Staff Member will be based in the and will be

required to travel to project area from time to time as and when required.

5. Probation Period: A probation period will apply for the initial three months of your
employment contract. Anytime during this period, the organization will assess your progress
and performance in the said position and authorized to terminate the contract without
prior notice in case of poor performance or violation of code of conduct/contract

agreement.

6. Conflict of Interest; The Staff Member is expected to devote his/her full time to the duties
of the post and shall not during the continuation of his/her services with HEADS, engaged in

private work of any nature, orin any place whatsoever, with or without pay.

7. Working hours: The staff Member is supposed to work Five days per week 40 hours a week
(8 hrs. a day) with HEADS. The normal office timings will be frqm 09:00 a.m. to 05:00 p.m.
These timings could vary for winter & summer .se?sons depending on mutual agr(?ement of
all the Project staff. During Ramadan, office timings shall vary from norn?al office hours.
Saturday and Sunday will be weekly Holidays. However, there may be occasions when there
is a requirement to work on weekends/Holidays as well

8. Leave: The Staff Member is entitled to avail all nation'al and loFal holidays declared.by the
Feral or Provincial Government. The staff member.wﬂl be entitled Fo take annual, §|ck a_nd
emergency Leaves as Per HEADS rules and regulations. However, in emergency situation
this policy may not be adgg;ed and staff member has to perform emergency duty. In

Devny,
/Qz ‘

Lt . ", d
f.e\:}\_\\‘ V,// 7, ‘Q‘ o 'SQ

=/
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11

B13.

' sxure - V1
accordance to HR policy the Staff _ Annexure
with full pay: member will be entitled for the following types of leaves

sick: 12 days per annum (01 for €very month of employment)
staff member shall only be granted leave o

without approval leave will be considereq a. nly upon the following prescribed procedure.

N oz absent and without pay.

'I.eL':ﬂm—a%t—;%rm—o:l‘m Both the contracting parties can terminate the contract before
expiry of t el'terms of this agreement by serving one-month prior written notice or payment
of sa_lar\./ in lieu thereof. It should be ensured that the other party receives such a notice
well in time. If the Staff Member desires to leave HEADS without prior notice he/she will be

required to pay bacl'< ah amount equivalent to 1-month salary and vice versa in cases other
than disciplinary action (Article 6) of the HEADS Policies

HEADS Rules and Regulations: The Staff Member will be required to abide by the HEADS
rules and .code of conduct while performing his/her professional responsibilities. Failure to
comply with code of conduct will, lead to disciplinary action and may result in termination
of your employment. The staff regulations outline the employment condition applicable to
all positions, and also from an integral and legally binding part of this employment letter. It
is the duty of all employees to read and understand these conditions.

Job Description: The staff member will work in accordance with their existing charter of

responsibilities as highlighted in the Job Description or as and when assigned by the
Executive Director in the greater interest of HEADS.

12. Contract Renewal: The contract can be reviewed as and when considered necessary in the

greater interest of HEADS with the mutual consent of both the parties.

Confidential Information: Staff Member hereby acknowledges that during the performance
of their duties, the Staff Member may learn or receive confidential HEADS information and
therefore Staff Member hereby confirms that all such information related to the HEADS's
business will be kept confidential by the Staff Member, except to the extent that such
information is required to be divulged to the Staff Member’s clerical or support staff or
associates in order to enable Staff Member to perform Staff Member’s contract obligation.

14, Salary: The Staff Member’s monthly salary will be PKR per month

inclusive of all allowances as applicable in the salary. This salary is inclusive of all
government taxes liabilities, and. any such payments will be the responsibility of the
employee. Any increase in salary will be subject to an annual, or if needed a periodical staff

member assessment.

This Document is not valid for Court.

Page 2 of 2
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15, Acknowledgement; In Witness Where of
the foregoing, Lmployeg :

Employer Signature

Execitive Director
HEADSPeshawar

Annexure - VI } |
; and acknowledging acceptance and agreement of  f
and Employee affix their signatures hereto.

Employee Signature l
|

HEADS Poshavpr

renr3cef2
A\ "c
ey e ——
N e e Y Syl i
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-
(wiAes)

DOCUMENTS CHECKLIST

> MONTHLY/QUARTERLY RECORD
® Monthly Timesheets ’
* Monthly Payroll/Salary Slips

> EMPLOYEE INFORMATION

¢ Employee Information Form

> OFFICIAL DOCUMENTATION

Appointment Letter
Acceptance/Joining Letter
Employment Contract
Code of Conduct

> JOB DESCRIPTION

e Job Description
» PERFORMANCE APPRAISAL
e Performance Evaluation Record
> EMPLOYEE’S VERIFICATION
¢ Verification Reference Form
> EMPLOYEE’S PERSONAL DOCUMENTS

CNIC / Passport Size Pictures

Updated CV

Experience Certificates

Educational Documents (Degrees and Transcripts)

» RECRUITMENT PROCESS

o Job Advertisement/Recruitment Report
e Test/Interview Record

* Any other relevant documents

T AT YT YA O P W

'3
!
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il . .
Performance Evaluation Form

pesignation:

-valuation Perlod;
iVl e e ermes e Pates s ia

PERFORMANCE FACTORS:
Outstanding= 5, Exceeds Expectations= A, Averagn= 3, Below Expectations=2, Unsatlsfactory=1

R

1 | command over the Joh [‘;]7,{41—4[ 5 |
2 | Commitmenttowork (123 ]a]s]
3 [ Managing change and Improvement [1]2]3]a]s]
a Capaclty to work under pressure (123 a5 ]
R AT
6 |Adherence to officlal policy (123 ]a]s |
7 [ Attendance - [1z2]3]a]s]
8 Trustworthiness I _l_]i] }ﬂ_] S ]
9 Integrity [LILLQ.[_“.]_S__J
10 | Attitude towards colleagues [1]2]3]a[s5]
11 | Decislon making/ Problem solving attitude 11 ]2]3]a]5]
12| Independent action 11[2]3]a]5]
13| Dependability [1[2]3]a]5]
14 | Personal Appearance [1]2]3]a]5]
15 | Health (1]2]3]a]5]
16 | Safety [1]2]3]a]5]
17 | Employee's Responsiveness [1]2]3]a]s]

HEADS. Performance Appraisal Form

.
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& *“’:7\ Annexure VIII

{@}g Fﬁ Computer Skills [(12(3[a]5]|
i 19 | Communication skills (1]2]3]a]s5]
20 | Writing Skills [1]2]3]a]s5]
21 | Leadership quality [_1 |2 [3 [4 B ]

SUMMARY OF RATING:

Excelent Very Good: Good Average Below Average

REMARKS BY IMMEDIATE SUPERVISOR:

REMARKS BY RATED EMPLOYEE:

RECOMMENDATIONS:

Signature of Employee:

Signature of Evaluating Officer:

Signature of Executive Director: — i
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Code of Conduct for HEADS Staff

The Code of Conduct of HEADS outlines the key responsibilities of all staff members which include
trainees, volunteers, Head Office staff members and anyone representing HEADS. Whether signed or not,
B Sl Sl automatically form an integral part of all the HEADS contracts of employment and
conditions of service for all staff members. In relation to respect the welfare and rights of the people with
whom they work in development and humanitarian context. It is designed to .assist staff -to better
understand the obligations placed upon their conduct, as to prevent any forms harassment, fraud,
corruption, security breaches, and unethical business practices.

This Code of Conduct is intended to serve as a guideline, which guides how to uphold the ethical
foundation of the organization’s views and actions. It also aims to help staff to ensure that we protect

the communities we work with and that our work does not put the people of concern at greater risk
Therefore | will always

RESPECT AND DIGNITY

Respect all persons equally and without any discrimination based on nationality, race, ethnicity, tribe,
gender, religious beliefs, political opinion or disability.

| will respect local laws, customs and habits of the local culture.

Respect and promote fundamental human rights without discrimination.

| will always seek to care for and protect the rights of the most vulnerable: children, women, single
parents, elderly, disabled and chronically sick and particularly vulnerable minority groups. '

| will keep myself informed about HEADS policies, objectives and activities and about displaced
communities concerns. | will do my utmost to support HEADS's protection and assistance work.

CONFLICT OF INTEREST

1 will perform my official duties and conduct my private affairs in a manner that avoids conflict of interest,
thereby preserving and enhancing public confidence in HEADS.

I will work to serve the objectives and values of HEADS and ensure that personal views, behavior and
beliefs, including political and religious, do not adversely affect official duties or activities.

My actions will be free of any consideration of personal gain, and | will resist any undue political pressure

in decision-making
1 will not assist private persons or companies.
| will never participate in activities related to procurement of goods or services, or in human resource

activities, where a conflict of interests may arise. | will act in conformity with all HEADS policies and

guidelines.
| will not receive or provide bribes, of any kind.

SAFETY, HEALTH AND WELFARE

| will promote the safety, health and welfare of all HEADS staff as a necessary  condition for effective

and consistent performance. _
| will remain aware of and comply with instructions designed to protect my health, welfare and safety. |

will always consider the safety of staff in operational decisions.
1 will follow the set safety and security regulations/procedures for the area of operation. Any breaches

should be reported.

navenamy,,
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X e

S¥wrs

TR T

Scanned with CamScanner

. !A‘-



Annerure | X

(HEADS)
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~

| ha\fe fpade myself familiar with the HEADS security policy, and will conduct oy Wore 2 dingly,
bearing in mind that common sense always prevails,

FINANCIAL AND MATERIAL RESOURCES

I will safeguard and make responsible use of the information and resaurces 1o which | base sz by
reason of my employment with HEADS. ’
I'will handle HEADS finar.cial and materizl resources with the utrnost care, afeguard thewe 51 51 Yimes ‘
against theft or other damage, keep and maintain them progerty, and ensure that unzuthorized 500
unethical use of HEADS funds or private misuse does not oeour.

I will conduct all official duties with integrity, free from any taint of dishonesty or corruption, induding
; not engaging in any act of favoritism, nepotism or bribery

I will not use offices, HEADS property or knowledge gained from functions with HELDS for private gain,
financial or otherwise, or for the private gain of any third party, including family 2nd friends

I will not damage any official document by over writing or editing it.

PHYSICAL OR VERBAL HARASSMENT

I will never have sexual contact with any one regardless of who initiates the contzct.

I will never verbally, physically or sexually harass women, children, volunteers and other staff members
or partners.

| will never beat, hit, slap or use any form of physical punishment with staff and participants in sessi
I will never make vulgar, discriminating or humiliating jokes, comments at women, children, partici
volunteers and staff.

ns.

~
0
pants,

-l

WORKING ENVIRONMENT

| will treat my colleagues fairly, with dignity and vith respect for different customs and cultures.
| will contribute to building a harmonious workplace bzsed on team spirit, mutual respect and

understanding.
| will seek to resolve differences and solve problems when they arise.
| will report any information received indicating a situation where any of the above agreements are

broken through one of the following reporting channels.

e Through line manager or any senior manager
"o Through appointed focal points or Staff Representatives
e Through HR Manager in the field or Head Office

| am aware of the fact that 2ny breach of this Code of Conduct may lead to disciplinary action,
dismissal or even legal action and that intentionally false accusations and reports are seen as a

breach of the Code of Conduct and will be subject to disciplinary action

understand and will follow all the rules stated above.

Signature
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Immedizte Supervisor Approval
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1 Tr Request Form I

| |
i |
Date: i
o

| §
- =~ Name: ' Y e e g LW
i Position: - . Resource No;»~n oo e madmssrs=
' From Location/ Station: To Location/Station: i

Purpose of Travel:

Signature of Employee Authorized By:

R

X
Driver Name & Signature Vehicle NO: '
- - r‘
Time Duration from TO Total Kilometer Travel: L
Verified by: Name & Signature '
i
t«:
E |
B
! i
|
i
| |
i' ‘ 3
’
e I
@ :
|
| |
i |
f‘ J
;{ -'\"“(;;’" €, i
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E
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Annexurz XI B

Date:

Resource No.

s 0 cwed. vrewoe

purpose of Travel:

Project Name / No:

Planned Date of Departure:

Expected Date of Arrival:

Totzl Stay Planed:

Amount of Cash Advance Required: Rs.

Signature of employee:

Date:

Recommended by:

Office Use Only

Authorized By ED:

Signature:

Signature:
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Clearance Form

C s
learance Form for Staff Leaving HEADS

| H

Name: -
Date: 7

Designation: "

—\ Date of Leaving:
{ _ This s to certify that there is
=" date of leaving. e

i
=2 —x3

no.Claim outstan

ding against the employee named abgve oM. bis LNEL- awmuman ‘
; [Finance Department XI ' :
L . - /i
; Signature: oo Checklist
i - oa )
i Name: Loans ]
f Designation: (F)”ﬁ/ Documents |
| thers 4
f Remarks: <
Logistics and Administrat‘ioh‘isb'éiiartm\éntm b
i - |
. l"‘
Signature: — _ - Checklist
, Name: _ Laptop
3 . . — Digital Camera
Designation: Memory Stick
Remarks: Handy Cam
Others
Line Manager . by
. . — Checklist
Signature: : - [Reports &
’
Name: - :
. = L
Designation: , = !
Remarks: = ::: |
HR Department - 3
Bl
Checklist
i D Card r
Signature: ulZitl i
Others y
Name: )
Designation: : -
Remarks: :
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| Form submitted by:
%" - e @ @0 Form received by:
i

—
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r Name of the Complainant:

\ Designation: i !
i i
| Reporting Date: !
E Incident Date: I

Reported to:

e

Reported by:

Nature of Harassment

.,
o

Physical Harassment

T e —

% Sexual Harassment

»
°’

Verbal Harassment

% Visual Harassment

JOL

Location of the incident

Detail of Complaint

—

\

i Action to be taken
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p0me Annexure XIV A

1. Was there the same accused i o
) i involved whi [ i m
his/her name if s/he was Herent pers:;:you have mentioned above? Please mention

P

I
|
|
|
|
£
|
|

Declaration of the Statement

], , do solemnly swear (or affirm) that the above information provided il

by me is true and correct up to the best of my knowledge. If it was found to be false or malicious, then | |

will accept the disciplinary action that goes against me.

i Name:

Designation: 1

Signature: —

Date: =

For Official Use Only

(Details of the committee member recording the statement)

Designation: {

Name: 3

Signatyre:

Scanned with CamScanner



Accused Response Form

1. What would you say about the zllegations?

——ar
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Annexure XIV B

the e

L

[ complaint is true and correct Up to the best of

————————— Jdo solemnly swear (or affirm) that my response towards the

my knowledge. If my response was found to be false or

| malicious, then I will accept the disciplinary action that goes against me

Name:

Designation:

Signature.

Date

(Details of the committee member recording the statement)

Name:Designation:

Signature:Date:

Comments:

—

L ————r T P e —r—
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Annexure XV '

{
NAME! e —

pesi:ﬂ"”"":

—_—

peporting Date: : . ' ' ,'
—_—

1. Please describe what happened and how it made you feel?

- “

-

2. When and where did it happen? Please mention date, time and location.

|
|
|
|
|

3. Please name the person who was involved in this act? (It will be kept confidential),

4. Do you think anyone saw or heard it?

\ e —————————
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Annexure XV

%, Nas anything like this ha
you have mention above
persont

E":ned before? Was there the same accused involved which
¢ Pleéase mention his/her name if s/he was a different

8. What do you want to happen now? How do you want to pursue thescenario? (Please
read the complaint mechanism before answering this quastion).

7. Is there someone in the field office that you feel comfortable to talk to and be
supported by?

Scanned with CamScanner




Annexure XV

%

, d

: O solemnly swear (or affirm) that
est of my knowledge. 1f my complai

Nary action that goes against me.

"
accused is true and correct up to the

vl miet St e
my complzaint z2gzinst the

nt was foun

(8%
e
8]

malicious, then I will accept the discipli

Name:

—

pesignation: ] )

Signature: ] ) )

Date: .

Eor Official Use Only
— et
(Details of the committee member recording the statement)
Name , . Designation: ——

Signature: ; Date:
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ovs %Disclosure Form

. | Emaijj | pddress

v '% Annexizre X5}

plea ran .
SUS ected breach of law or regulation Y suspected serious misconduct o

. histle blow : ' =
directly to the whis er committe c g
the investigation, if required. - Please note that you mazy te czll

—————

(Note: Please follow the guidelines as Jaj4 out in the Whistleblowin

Reporter’s Contact Information
(This Section may be left blank if the reporter wants to be anonymous)

el Jirmiy o Drrresr o re
) PG:;»./ ShC rioeire

—
Name

L—— .
pesignation

puty Station

Contact Number

Email Address

Suspect’s Information
(This section must be filled completely)

Name

Designationi

Duty Station

Contact Number

Email Address

Witness(es) Information
(If Any) I
— . Name

T
Name |

| :
e~ _ w i
Designation w
| Du
Duty Station ’///”_L/——’—
— | contact

Contact | Numbér -
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‘ 5; (Briefly Describe the m;
e . sco ; - ,
ki Specify what, who, wh nduct/ improper activity and how you know about it.

en,
number each allegation and yse aswri;ere and how. If there is more than one allegation,
obtain evidence for which yoy 4 any pages as necessary. You should not attempt to

) S o] . . .
‘reporting parties” and not ‘investigato?z's have a right of access since whistleblowers are

Annexure XVI

T r0q ™

1. What misconduct/ improper activity occurred?

2. Who committed the misconduct / improper activity?

3. When did it happen and when did yo‘u notice it?

4. Where did it happen?

e
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7% ?':‘ Annexure XVI

;""—'f \\
6.

7. Po YOL.I have any other details or information which would assist us in the *
investigation? |

8. Any other Comments?

| Date, Signature:

e
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Annexure XVI

Received on:

pe— 2
Investigation required (Yes/No)? (If no, please state the rea )
son

| [Investigation done by:

Investigation results: -

Action Taken:
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}f Annexure XVII
v
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w

Grievance R rting Form
ﬁ;ﬁe’,;gﬁﬁ:—ontact Information

—_—
I Name:
r Designation: ‘ E
Contact Number ;
' [Email Address
[witness(es) Information
.| (If Any)
{ | Name Name
| | pesignation Designation
| [Duty Station Duty Station |
Contact N Contact
| |[Number _ Number
| |Email - | Email
| [Address Address
5 (Briefly describe the details of Grievance being raised with complete details by
mentioning the name of the person with home the grievance has occurred along
with date and time).

T on,,
RON\//Z N
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}

" what action do 4 WANE IS £ procead )

R

E

3

e - o

.

.

_ T ———————————— . o

o——————— e ot e

 Date: Slgnature:

[Received by: Recelved on: T

S

Signature

L —
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Board Meeting Minutes
(Policy Sign by Board of Governor)
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— Meeting |

Panicipatcd by:

Mr. Raza Ullah Jan
Ms. Dr. Uzma Amin
Mr. Muhammad Jidran
Ms. Tahira Nasreen
Mzr. Nawaz Ali Shah
Ms. Ambreen Banori
Mr. Abid Ali

Ms. Samina Khanam
Mt. Shafi Ullah

Mr. Asif Ali

Ms. Ramsha Khan

During the meeting held on January 4, 2023 at HEADS H

Chairperson

Board Member
Board Member
Boatrd Member
Board Member
Board Member
Board Member
Executive Director
Program Manager
Director Finance

HR Officer

ead Office. The main agenda of

the meeting was to discuss the organization policies and procedures. Keeping in view the
current situation, all the policies and procedures were discussed and all the necessary
amendments were suggested by the BOG where needed. The Chaitpetson directed HEADS
management to revise all the policies as per the suggestion of the BOG membets and new
policics should be formed according to Donors requirement and duly signed by Chairperson

and BOG members eatliest at the end of this month.

,.//'/

Mr.
(BoG Member)

Muhammad Jidran

N

Mzt. Nawaz Ali Shah
(BoG Member)

Address: House 219, Street,1, Sector F/9, Phase-

Email:info@_heads_org_pk | website: www.hea

6, Hayatabad, Peshawar, KP

ds-ngo.org Ph:091-5861889
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Mr. Abid Al

mrcen Banor
o (BoG Member)

(BOG Member)

Ic H.Ie':;a 5)
Mr. Shafi Ullah ”
(Program Manager)

Ms. Samina Khanam
(Executivc Director)

Ms. Ramsha Khan

(HR Officer)

Mr. Asif Ali
(Director Finance)

‘-—‘ ' . KP
Address: House 219, Street, 1, Sector F/9, Phase-6, Hayatabad, Peshawalr,89
Email:info@heads.org.pk / website: www.heads-ngo.org Ph:091-58618
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Date: January 06, 2025

Participated by:

BOD Meeting Minutes

| Raza Ullah Jan

Executive Director

_Uzma Amin

Chairperson Board

Samina Khanam

Board Member

| Nawaz Ali Shah

Board Member

Amabareen Banori

Board Member

_Muhammad Jidran

Board Member

Abid Ali Board Member
Tahira Nasreen Board Member
Sayed Ali Shah Director Program
Asif Ali

Director Finance

Ramsha Khan

HR Officer

Agenda ltems:

f

/, \\\ /
on N

Change in Leadership positi

Formation of the Annua[ Report, Annual Budget, and Strateglc Plan.
Completion of the NDRMF Capacny Improve}\ent Actlon Plan.|
Processing for Chara(y\ommlssion m Balochlstan and Khyber Pakhtunkhwa.

Revision of HEADS policias
Renewal of Society Act

Proceedings & Outcomes:

The meeting commenced with the re(:ita't{onE)f t’Ae I&Iyi}u%n, followed by a formal welcome note
delivered by the Chairperson, Ms. Uzma Amin, and the Executive Director, Mr. Raza Ullah Jan. The

thtration for 2025.

discussions focused on the agenda items and organizational improvements.

The Board decided to shift Mr. Raza Ullah Jan from the position of Chairperson of the Board of
Directors (BOD) to Executive Director of HEADS, following the resignation of Ms. Samina
Khanam from the role of Executive Director. Ms. Khanam has now joined the Board as a Board
Member. Additionally, Dr. Uzma Amin has been appointed as Chairperson of the Board,
effective immediately.

The Board emphasized the importance of preparing Annual Report/ Annual Budget and Strategic
Plan to assess the organization's current standing and plan strategically for the upcoming year.
As HEADS has been conditionally accredited by the National Disaster Risk Management Fund
(NDRMF) for six months, the Board reviewed the shared Capacity Improvement Action Plan. It
was decided to prioritize its completion within the stipulated timeframe, recognizing this as a
crucial opportunity for the organization.

Address: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
Email: info@heads-ngo.org / website: www.heads-ngo.org Ph: 091- 5861889
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e The Board agreed to initiate the process for Charity Commission registration in Balochistan.
Police verification for the Charity Commission in Khyber Pakhtunkhwa will be expedited to
obtain the certification promptly.

e A comprehensive review of organizational policies was conducted. The Board proposed and
approved necessary amendments to align with current needs and best practices.

e It was noted that the Society Act Registration expired in December 2024. The Board resolved to
apply for its renewal for 2025 without delay.

The meeting concluded with a thorough review of the agenda items, ensuring they aligned with the
organization's strategic objectives. The Board expressed optimism about the successful execution of the
discussed initiatives. The Chairperson concluded the meeting with a vote of thanks.

signed on this Monday January 06, 2025 by authorized signatory. [ e
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Mr. Abid Ali freaos Miss. Tahira Nasreen WSS
BOG Member . f‘md% BOG Member
& S 2 S,
Mr. Sayed Ali Shah S Mr. Asif Ali WEADS)
Program Director HEADS Director Operations HEADS
~ DD,
\'. é‘\&\\lr////ﬁq’””a
vV £ 3
MisS~Ramsha Khan ; (HEADS)

HR Officer

Addre_ss: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
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Policy Review & Update Record

A Board meeting was held on January 6, 2025, with the key agenda of reviewing and updating all
organizational policies of HEADS. The Board advised the management to undertake a comprehensive
policy review to ensure relevance, compliance, and alignment with organizational goals and evolving
operational needs.

In line with this directive, all organizational policies were reviewed and amended on January 31, 2025,
under the leadership of the Executive Director and with the involvement of the Finance & Audit
Committee and relevant departments.

The review process included:
« Athorough evaluation of existing policies.

« Revisions based on internal assessments, audit findings, ,regulatory requirements, and best
practices.

e Incorporation of feedback from, staffand stakeholders.a’
»A"

e Updates to enhance cIarfty, accountablllty, and operatuonal effectiveness.

Means of Verification: { e ‘

L\
Revised policy documents, review reports, and documented feedback and approval records.

-
A'/ g —

(HEADS)

Raza Ullah Jan
Executive Director

Agdreee: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
mail: inffo@heads-ngo.org / website: www.heads-ngo.org Ph: 091-5861889
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