(\Bnd Del’(/

\\\\\w//// '
¥ Bl
§ l @ }M (O_’
@ ‘ ‘ B 5
& \_,_“ < {< <

(HEADS)

HUMAN RESOURCE POLICIES AND
PROCEDURES

experience |

diversity
L \‘\()I‘
reneration b lkl‘n(l ll']]c

development -~V
Fl-!lile()Fi(()t1l asslgse WOl‘k

people Pp . : uclur
e vl vofe
SUcCcess wmpctence v e
!mld sduuun rate 8ty wages - labOI' """ .
iIL& Hl‘ , h(.ﬂ_lth 0 Sk]”S cronomy’ v
SO /‘~ 'Ee
knowledge' g iimaerhip Management -

lmmmg uman "1'"', PN
cpial pegources tale‘“

attraction (55 - ACTIViE s v

HEALTH, EDUCATION AND DEVELOPMENT SOCIETY
“HEADS"

House # 219 Sector f-9 Street 1 Phase 6 Hayatabad, Peshawar
Contact# 091-5816889, Email: info@heads-ngo.org, Website: www.heads-ngo.org

(8 CamScanner


https://v3.camscanner.com/user/download

o AND De
S ;‘*‘%&

TR
A ¥ HEALTH EDUCATION AND DEVELOPMEN?
i vk |

HR POLICIES AND PROCEDURES

et £y,
05 g
L -
.
A,

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
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