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Over the past years, Transparency International Bangladesh (TIB) has significantly 
grown both programmatically and institutionally. We have the distinction of being the 
largest chapter of TI in the world implementing multi-dimensional and robust          
programs. This means that we are handling larger and newer resources, projects, 
staffs, partners and vendors. With this growth the policies and procedures related to 
Human Resource Management have required updating and amendments to ensure 
the high standards of transparency and accountability that TIB is known for, and is    
expected to be. Our main objective is to ensure that our Human Resource                
Management procedure and all actions, decisions and activities related to it represents 
high standard of efficiency and effectiveness. 
 
What follows here is the amended, updated version and combination of TIB Human 
Resources Manual approved by the Board of Trustees of TIB at its 92nd meeting held on 
June 13, 2017. All relevant members of the staff at all levels and locations are           
expected to be conversant with the provisions of this manual and to fully comply with 
the same. The board and management hope that the policy will be fully enforced 
without any exception so that the underlying responsibility and accountability     
framework are strictly observed. 
   
 

 
Dr. Iftekharuzzaman 
Executive Director 
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SOME RELEVANT DEFINITIONS USED IN THE MANUAL 

 

 
1.   Appointing Authority means the BOT; the Executive Director of the TIB appoints in the name of the board 
as per delegation. The appointments to the posts of Director and Executive Director remains with the Board.   

2.   Allowance means additional payments made to employee in excess of their basic salary.  

3.   Advisor/Consultant means such individuals(s), either Bangladeshi or foreign, appointed on specific terms 
& conditions as determined by the Board of Trustees on a special contract for rendering consultancy or some 
advisory or technical function.  

4. Advise Executive Management means engaged by TIB to provider advisory services under specific terms of 
references.    

5.   Board of Trustees means the body that established TIB under a Trust deed. It is the decisions making body 
of the Trust, but delegates day to day management decisions to Executive Director of TIB.  

6.   Basic Salary means the scale pay, excluding benefits and allowances, which have been sanctioned by the 
appointed authority for a post held by an employee. 

7.   Chairperson means Chairperson of the Board of Trustee.  

8.   Competent Authority means BOT/Executive Director/Directors or any other officer designated by the 
BOT/EMT to exercise the powers under these rules. 

9.   Duty means service of an employee including leave authorized by competent authority.   

10. Deputy Executive Director (DED) means the Deputy Executive Director of TIB appointed by the Board 

11. Executive Director means the Executive Director of TIB either engaged or appointed by the Board of 
Trustees.  

12. EMT: Executive Management Team, the highest decision-making body of TIB after the Board of Trustees 
 
13. Employee means a staff or officer of the TIB whether probationary or confirmed. 

14. Holiday means a day closed to by an order of TIB including national holidays.   

15. Post means a sanctioned post in the organization including it’s project.  

16. Salary means the amount, inclusive of the benefits and allowances, drawn monthly by an employee as 
the pay and allowance that has been sanctioned for the post held by the employee.   

17. TIB/Organization means Transparency International Bangladesh Chapter.  
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CHAPTER 1: INTRODUCTION 

1.1 Introduction   

Transparency International Bangladesh (TIB) is an independent, non-government, non-partisan and 
non-profit organization with a vision of Bangladesh in which government, politics, business, civil   
society and the daily lives of the people shall be free from corruption.  

In the context of the international movement against corruption, TIB is the national chapter in Bang-
ladesh of the Berlin-based Transparency International (TI), and accordingly, TIB partners and coop-
erates with TI and its chapters worldwide. However, TIB is not a subordinate body of TI.  

TIB is committed to values of democracy, justice, rule of law, transparency, accountability, integrity 
and impartiality.  

TIB’s mission is to catalyze and strengthen a participatory social movement to promote and develop 
institutions, laws and practices for combating corruption in Bangladesh and establishing an efficient 
and transparent system of governance, politics and business. (Source: Governance Manual and Code 
of Ethics, TIB, 2016)  

The present Human Resource Manual is based on the above vision, values and mission of TIB. It pro-
vides the framework of guiding principles and practices aimed at ensuring the highest standards of 
efficiency, integrity, accountability and transparency in managing TIB. The HR Manual is a living doc-
ument, subject to amendment with the approval of the Board/Executive Director. Its practical value 
and importance lies in the availability of resources and commitment of TIB in applying these   stand-
ards in its work.  

Where the provisions of this HR Manual are inconsistent with the laws of the land or the Trust Deed 
of TIB, the provisions of law or Trust Deed, as applicable, shall, prevail over provisions contained 
herein.   

The present manual presents the standard Human Resource Policies and Procedures of TIB. These 
procedures and rules shall apply to all employees of TIB subject to availability of resources. The pro-
visions of this manual shall be applicable to project(s) provided financial implications are covered 
within the project(s) funds available from project and other approved sources.  The Board of Trus-
tees of TIB shall have the right to bring required and relevant changes in any of the provisions if nec-
essary.   

Copy of this manual will be maintained in English and can be translate in Bengali. Where a dispute 
arises, the English version shall prevail. 

1.2 Responsibilities of the Employee and behavioral norms  

1.2.1 Empowerment/Accountability TIB seeks to entrust its staff, particularly “frontline” staff who 
are closest to communities, with more autonomy and decision making power. Along with this deci-
sion making authority come greater accountability. This should be reflected in functions and organi-
zation of TIB.   
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1.2.2 Stewardship is defined as the responsible acquisition, deployment, and control of human, ma-
terial, and financial resources. All employees are encouraged to identify how they can become a 
more effective stewards of TIB’s resources, thus contributing to greater organizational cost-
effectiveness. The concept of Stewardship will be reflected in performance evaluation of staff of all 
level.   

1.2.3 TIB Staff members are expected to demonstrate transparent behavior in their work. In both in-
ternal and external relations, those who have access to information are expected to be open, shar-
ing it freely and generously with other members, unless it is contrary to the interest of TIB.   

1.2.4 Learning Environment All staffs are responsible for ensuring a workplace environment that is 
non-hierarchical and which allows everyone to perform to the best of their ability. On-the-job learn-
ing will be seen as a process that continues throughout an entire career. Constructive self-criticism, 
both individual and collective, will be encouraged as a means to deeper, more profound institutional 
learning.  

1.2.5 Gender and Diversity The richness of diversity found in the socioeconomic and cultural envi-
ronment of Bangladesh, encompassing gender, race, ethnicity, religion, age and disability will be re-
flected in our staff and partners at all levels. TIB will strive to understand how the particular condi-
tion of each individual or social group shape their ability to excel, creating tailored opportunities for 
each to thrive, consistent with TIB mission.   

1.3 Purpose and applicability  

1.3.1 The polices contained herein serve as guidelines for its employees in regard to implementation 
of human resources matters.   

1.3.2 The manual guides management how to manage employees and what decision to make in a 
particular situation that affect them, and what decision to be made to bring out their best poten-
tials.   

1.3.3 All employees will be treated fairly and consistently. The policies shall apply equally for all irre-
spective of levels.  

There will be no exception to policy application. However, in exceptional situation and for the great-
er interest of the TIB, an exception can be made by Executive Director.  

1.4 Professional Code of Conduct   

1.4.1 Employees of TIB shall maintain highest standards of professional behavior and integrity at 
work.  

1.4.2 No one is allowed individually or collectively to get involved in any action or behavior in such a 
way that may create a conflict between individual or group interest and that of the organization. 
Each will foster team work maintaining appropriate work place behavior.  

1.4.3 All employees shall behave in such manner that promotes team spirits in a cohesive, congenial 
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and mutually supportive work environment.   

1.4.4 TIB shall simply discharge any act of harassment, persecution or discriminatory practice, in the 
work place. [Ref: Policy on Sexual Harassment Complaint & Redress] 

1.4.5 Any act of insubordination, negligence of duties and violation of Code of Ethics shall be viewed 
as seriously and will warrant disciplinary action.    

1.4.6 The employees of the TIB shall not be engaged with any active partisan politics. They shall not 
be involved in any activity that can be detrimental to the interest of the organization or the country.  

1.4.7 All employees shall deal with the colleagues at all levels, counterparts, associates and external 
entities including vendors honestly and diligently.   

1.4.8 All will help create a healthy and safe work environment within the organization.  

1.4.9 Each employee must safeguard all properties and assets including goodwill and image of the 
Organization.  

1.4.10 The employees of the TIB including service staff and support staff shall ensure decent attire in 
the workplace. 

1.5 Classification of Employees  

TIB Staff are classified into the following groups:  

1.5.1 Core Staff  

Core staffs are those who are so designated by the Board and whose employment is not related to 
or dependent upon any project.  

1.5.2 Project Staff  

Project staffs are those who are employed to work on a particular project and whose employment 
letters specify the project in which they are employed.   

1.5.3 Regular contractual staff  

Regular staffs are staffs who are employed against sanctioned posts, whose contracts are open end-
ed or up to the end of the project and whose entitlement includes but not limited to: (i) salary in in-
cremental scale, (ii) terminal benefits, (iii) Casual leave, (iv) earned leave, and (iv) COLA.  

1.5.4 Short-term Contractual staff  

A short-term contractual staff may be (i) a bridge staff or a (ii) need based staff. Short-term contrac-
tual staffs are not required to serve a probationary period.  



  

                                                                                                                                                   Page | 10  

 

HUMAN RESOURCE MANUAL 

1.5.4.1 Bridge staff: A bridge staff is hired against a sanctioned post for a limited period not exceed-
ing 12 months to fill up a temporary vacancy due to leave, separation, delay in recruitment, non-
availability of suitable candidate etc. Such employees are full time employees and get gross salary of 
the sanctioned position with no entitlement to benefits like (i) terminal benefits (ii) earned leave, 
and (iii) maternity leave (iv) paternity leave etc.  

1.5.4.2 Need-based staff: Need based staffs are hired to meet seasonal needs such as for temporary 
research/ documentation/ word-processing/ data-entry/ data-collection work on a daily/ monthly 
consolidated salary. A need based staff may be employed for a maximum period of six months at a 
time and up to 12 months in total in a row. Need-based staff will not be entitled to service benefits 
like (i) terminal benefits calculated based on salary (ii) earned leave and (iii) maternity leave (iv) pa-
ternity leave (v) Festival bonus. 

1.5.5 Post retirement contractual staff: All staff members after completion of 65 years of age shall 
retire. Following retirement in due process, highly skilled staff in the position of Senior Manager and 
above may be appointed on contract basis subject to the approval of the Board provided that the re-
tiring staff is evaluated to have: i) made excellent contributions with proven expertise and commit-
ment; and ii) physical and intellectual capability to continue to deliver effectively. The terms and 
tenure of such post-retirement contractual appointment at the level of Director and above will be 
determined by the Board; while that of Senior Manager level will be determined by ED subject to 
the approval of the Board. 

1.5.6 Service staff  
 

A service staff is monthly wage rate employee employed to do manual work. They include cleaner, 
cook, attendant etc. Such staffs work in shifts of less than 8 hours as specified by the authority. A 
service staff may serve more than one shift in which case the festival allowance will be based on the 
wages of one shift. Service staffs are entitled to (i) wage at an agreed rate, (ii) two festival allowanc-
es as per clause 3.17 each equivalent to one full month’s base wages of one shift (iii) casual leave as 
per HR policy and (iv) maternity/ paternity leave as per regular contractual staff on completion of 
two years of continuous service. At the time of separation or expiry of a project a service staff will 
get the following benefit: 

-For continuous service of 3 years or more: BDT 5,000 per year of service. 

-For continuous service of 2 years but less than 3 years: BDT 3000 per year. 

-For continuous service of one year but less than two years: BDT 2000 per year 

-For less than one-year service: None 
 

Services will be counted from the first day of a new project or from the date of joining if one joins 
after the commencement date of a project. 

 

For the purpose of rounding off months into year service of 6 months or above will be rounded off 
to year. Service of less than 6 months will not be considered. However, the upward rounding off to 
year for six months and above will be applicable only for those who have completed at least one 
year of service. 
 

1.5.7 Consultant 

Consultants are not TIB employees. A consultant is appointed for a short time to do work of special-
ized nature. Consultants are entitled to (i) a fixed daily/weekly/monthly rate of fee or a fixed 
amount for the entire assignment /deliverables (ii) transport/reimbursement of transport cost for 
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travel other than regular travel to and from office (iii) par diem only for field trips, (iv) other reim-
bursable cost necessary to perform the work such as meeting cost, venue cost for focus group dis-
cussion etc. Consultants will not be entitled to any salary, fringe benefits or leave. A consultant can-
not use TIB’s identity.  

1.6 Grades of Employee: 

Grade Generic Designation 

Grade – 1 Office Assistant I 

Grade – 2 Office Assistant II 

Grade – 3 Driver cum Messenger I 

Grade – 4 Driver cum Messenger II 

Grade – 5 Assistant Manager 

Grade - 6 Deputy Manager/Area Manager 

Grade – 7 Manager/Programme Manager 

Grade – 8 Senior Manager/Senior Programme Manager 

Grade – 9 General Manager/Coordinator/Specialist 

Grade – 10 Director 

Grade – 11 Deputy Executive Director 

Grade – 12 Executive Director 

1.7 Commencement of Service  

1.7.1 The service of a staff shall commence from the date of his/her joining, on submission of a join-
ing letter.   

1.7.2. Joining shall normally take place in the forenoon (12 pm). However, in case of joining in the 
afternoon his/her service shall be commenced and the salary and benefits shall be counted from the 
next day.   

1.7.3 Joining shall be preceded by issuance of letter of appointment consisting of job title, job de-
scription and terms of appointment.   

1.8 Probation Period  

1.8.1 All regular contractual staff will be on probation for 6 months. Probation period will be up to 
the end of contract period if contract period is less than six months. If a contract which is less than 
six months is renewed to make the total period to six months or more, the probation period will be 
six months.     
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1.8.2 During the probationary period, new employees shall be evaluated on their performance, their 
personal attributes, and observance of code of Ethics of TIB.  

1.8.3 A staff on probation will not be entitled to any official foreign training or foreign travel. A staff 
of such category willing to travel abroad for the purpose of attending training, workshop or event 
arranged on his/her own may be allowed to do so in exceptional cases. The period of absence for 
this purpose will be treated as leave. A probationary staff will however be entitled to participate in 
domestic training/workshop or undertake travel within the country subject to the nomina-
tion/approval of the supervisor not below the level of Senior Manager. Where foreign travel of a 
staff on probation is considered extremely essential, the Executive Director may, on the recommen-
dations of the concerned Director and the Director of Finance & Admin., approve such travel. 

1.9 Termination period 

 
19.1 TIB may terminate service contract of any member of the regular staff /confirmed staff at any 
time without showing any reason subject to a notice period of 120 days or payment of 120 days’ 
(equivalent 4 months) basic salary in lieu of notice period. During the probation period such termi-
nation is subject to 7 days’ notice or payment of 7 days’ gross salary in lieu of notice period.  

 
1.9.2 Termination period for staff other than regular contractual ones will be as follows:  

 

Service length: Termination Notice period 

3>  mm 2 days’ notice or payment gross salary in lieu of notice period 

3 – 6> mm 7 days’ notice or payment gross salary in lieu of notice period 

6 -12> mm 15 days’ notice or payment gross salary in lieu of notice period 

12 mm & above 1 month notice or payment gross salary in lieu of notice period 

1.10 Resignation period  
 

1.10.1 Any member of the regular staff /confirmed staff, after joining TIB may terminate the service 
contract to a notice period of one month or payment of 30 days’ (equivalent 1 months) gross salary 
in lieu of notice period. During probation notice period for such termination is 7 days. 

1.10.2 Other than regular contractual employee can leave the organization by giving notice for a    
period specified in serial 1.9.2.  

 
1.11 Confirmation  

 

1.11.1 After completion of probation period, evaluation of performance of the probationer shall be 
conducted in the due process subject to the approval of the Executive Director. Subject to satisfac-
tory performance during probation period, an employee shall be confirmed his/her position. HR will 
issue a confirmation letter to the employee within 15 days after expiry of the probation period 
based on division head recommendation/based on “Probation Assessment Report” of Concerned Di-
rector.  

1.11.2 If within thirty days after the end of the probationary period the appointing authority does 
not issue a confirmation letter and does not inform the employee in writing, of a change in the sta-
tus of employment, the employee may represent to the authority for decision in this regard.  
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1.11.3 In case of unsatisfactory performance, the appointing authority may extend the probation 
period for two times, 3-month periods for a single time. Intimation of such extension be given be-
fore expiry of the current period of probation. 

1.12 Re-designation  

1.12.1 The Executive Director in consultation with the Divisional Head may change the designation 
of TIB staff and their duties and responsibilities from time to time, if necessary.  

1.13 Transfer  

1.13.1 Staff joining TIB services shall be bound to obey transfer orders to serve in any office of TIB 
situated in any part of Bangladesh.  

1.13.2 Before joining the new office the staff must fill in the transfer form (Handover/Takeover) and 
take release from the present office.  

1.13.3 While transferred, supervisor shall assess the performance of her/his supervisees and send it 
to the new supervisor.  

1.13.4 Unless otherwise determined by Executive Director, all decisions of transfer shall be notified 
at least fifteen (15) days ahead of effective date.  

 
1.13.5 Up to the level of Manager, Concern Divisional Director and above Manager, ED/DED will be 
the approval authority for Transfer within Division/Department/Unit. 

1.14 Formal handling over charges on transfer  

1.14.1 On transfer the staff shall handover charges formally to the successor replacing her/ him or 
to any other authority as may be instructed.  

1.14.2 Transfer of charge must be in writing and all records, files, documents assets, etc. under the 
jurisdiction of the transferee must be handed over to the successor or any other competent authori-
ty as may be directed.  

1.14.3 A prescribed form (Handover/Takeover) shall be used for this purpose. 

 
1.14.4 Staff shall ensure attendance sheet clearance for himself and supervisee (If applicable) at the 
charge handover period. 

 

 1.15 Joining period on transfer  

1.15.1 Joining period on transfer is the time period required by a staff to enable her/him to join her/   
his new place of posting.  

1.15.2 Joining period on transfer shall be maximum 3 working days from the date of release from 
the office.  
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1.16 Inability to join within the stipulated time  

1.16.1 Failure by a staff to join her/ his duties within the stipulated joining period shall render her/ 
him to leave without pay and it may tantamount to indiscipline, if there is no valid reason for such 
delay.  

1.17 Temporary Duty Transfer  

1.17.1 As deemed necessary by management, any TIB employee may be asked to accept a tempo-
rary duty transfer to any field office or other location in Bangladesh. However, such “temporary du-
ty” transfer shall normally be less than three months unless otherwise determined by Executive Di-
rector.   

1.18 Re-Appointment of former staff 

1.18.1. A former Staff may be re-employed upon vacancy and by way of competitive recruitment 

process after having fulfilled all requirements.  
 

1.18.2 If s/he is selected, s/he will receive a new EIN. A new personnel file shall be opened but the 

older one shall be kept handy for ready reference.  
 

1.18.3 An employee who was terminated, dismissed or discharged, shall not be eligible for re-

employment.  

1.19 Full-time employment  

1.19.1 TIB staff members are employed on full-time basis, therefore without prior consent of the 
Executive Director, no staff shall take up employment with or without pay or join any position on an 
honorary basis or be involved in any full-time or part time consultancy. This however shall not apply 
to studies/ training for capacity enhancement subject to prior approval and on condition that this 
would not hamper his/her performance.    

1.20 Honorary membership with other organizations   

1.20.1 Employees holding any honorary position with any other organization/s shall inform the HR 
Unit and the respective Divisional Director at the time of joining the organization.  

1.20.2 Employees willing to join in the Management Board/Honorary Board of any other organiza-
tions shall take permission from TIB management.  

1.20.3 Any employee of TIB cannot be a member of any political organization or any other organiza-
tion associated with or affiliated thereto.   
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1.21 Undertaking outside Assignment/ External Assignments/ Consultancy opportunities 

a) Staff shall be eligible for undertake an outside assignment/ consultancies for a period not ex-
ceeding 10 working days in a year, regardless of the number of assignments. 

b) The authority shall be notified well in advance about the assignment/consultancy providing de-
tailed information about nature of work (TOR), name and description of the assignment pro-
vider, payment terms, duration, place of assignment etc. Written approval shall be taken from 
Executive Director  

c) The assignment/ consultancy must be relevant to TIB’s work or ensure improvement of the 
staff skill which is required for performance of TIB’s work (such as facilitation or data analysis 
skill). 

d) The staff must take earned leave during the period of assignment. If earned is not available, the 
staff shall apply for leave without pay. The staff may combine his/her weekend/ holiday with 
leave. During leave without pay the staff will not be entitled to any salary or benefits. 

e) The staff must ensure that TIB resources are not utilized for such assignment. 

f) The staff will be entitled to accept the compensation/ fees/ reimbursement of actual expenses. 

g) The above rules will not apply where TIB assigns a staff to do some work for or at any other or-
ganization.  

1.22 Policy implementation and monitoring  

1.22.1 It is the responsibility of employees at all level to adhere with the policies set forth in the 
manual as they apply in a particular situation.   

1.22.2 Supervisors are responsible to monitor policy applications.   

1.22.3 Violation of HR polices, in any form or degree, will entail disciplinary action.    

1.23 Manual amendment process 

1.23.1 The Executive Director is authorized to interpret and clarify any provisions of this policy and 
develop/design/amend process, procedures, forms and formats required for smooth implementa-
tion of policy. 

1.23.2 The Executive Director is authorized to modify/add provisions to clauses related to, or 
fix/revise rates in the entitlement of reimbursable expenses such as travel rates, per diem, hotel ex-
penses, vehicle/ mileage entitlement etc. or amend applicability of reimbursable benefits.     

1.23.3 Any amendment in salary, benefits, gratuity, provident fund, earned leave encashment, re-
tirement benefits and COLA shall be made by the Board. If any change is needed in these areas, Di-
rector Finance and Admin will propose to modify existing policies through Executive Director and 
upon approval of the Board of Trustees, they will be amended. HR will communicate the changes to 
the employees as and when they occur. 
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CHAPTER 2: RECRUITMENT AND SELECTION 

2.1 Principles  

2.1.1 TIB is committed to hire skilled and competent people at all levels. The management believes 
that individuals with talent can significantly contribute to the achievement of its goals.  

2.1.2 All recruitment should be through competitive selection process 

2.1.3 Each vacant position will be open for both internal & external candidates and shall be            
accordingly notified. If an internal candidate posted in the field is invited for an interview, s/he will 
be entitled to up to 2 days leave from his/her own leave balance each time (depending on the dis-
tance). Internal candidates will not be given any preferential treatment or special consideration and 
must compete evenly with external candidates for a given position.   

2.1.4 TIB attempts to make sure that equality of opportunity is an integral part of the whole           
recruitment process. No discrimination will be made on considerations of individual race, color, age, 
religion, sex, or disability during the selection process.  

2.1.5 Existing TIB staffs are eligible to apply for higher vacant position if they fulfill the requirements.  

2.2 Hiring principles  

2.2.1 Only Bangladeshi citizens of 18 to 60 years of age are eligible for recruitment as regular       
contractual staff. Person of more than 60 years old cannot be recruited as regular contractual staff. 
Retirement age for regular contractual staff shall be 65. People over 65 years of age can be recruited 
only as Short Term Contractual staff or highly skilled contractual staff. 

TIB may, any time, ask any individual staff or a group or category of staff to undergo medical fitness 
examination especially for staff who are responsible for manual work and whose physical and     
mental soundness is important for safety and security of other staff. 

2.2.2 An individual who was convicted by the court for criminal offence involving moral turpitude 
will not be recruited.  

2.2.3 TIB shall develop a five-year human resource plan based on its strategic plan. As per annual 
work plan the HR Unit will prepare a Human Resource plan and recruitment action plan. Recruit-
ment needs identified and advertisement of vacancies be made as far as possible once in a year.  

2.2.4 Human Resource requirement be evaluated six-monthly.   

2.2.5 All recruitment efforts will be coordinated by Human Resources Unit on the basis of requisition 
from respective division or unit subject to budgetary provision.  

2.2.6 Whenever situation demands, the organization can hire people on contract or daily basis. The 
Executive Director/Deputy Executive Director can decide such hiring subject to availability of funds.  
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2.2.7 At the outset, HR and Divisional or Unit heads will make sure that a job description is prepared 
for recruitment purpose. The job description will clearly mention job summary, duties and responsi-
bility, reporting, job requirements of a position. A copy of the job description will be kept in HR. HR 
will assist line manager to prepare job descriptions.  

2.2.8 TIB shall not hire members of a Trustee or staff’s family, i.e., a spouse, parent, child, sibling, 
first cousins, first nephew and nieces, uncles and aunts or first in-laws without specific authorization 
through a unanimous decision of the Board.  Short listed candidates invited for an interview, shall be 
asked to fill up a form disclosing information whether any of their relatives are working in TIB, or are 
members of the Board of Trustees.  

2.2.9 In exceptional cases, if a candidate is found qualified, an interview committee shall be formed 
by the Executive Director or Board as the case may be.  

2.3 Principles on Gender Relation  

2.3.1 TIB shall strive to ensure gender equality through following the principle of gender equity 
without compromising principles of merit and efficiency.  

2.3.2 In case of equally competent female and male candidates, subject to fulfillment of other        
requirements, female candidates shall be given preference for recruitment.  

2.3.3 In case employees working at TIB, enter into matrimonial relations with one another, one of 
them shall have to leave the organization.  

2.3.4 In case of new recruitment, if a couple appeared for interview for two different posts, only one 
will be selected subject to fulfilling other conditions of the employment.  

2.4 Job Analysis Information  

2.4.1 HR Unit shall analyze the job information before it goes for recruitment.  

2.4.2 HR Unit shall keep a file in which a description of each job and its desired qualifications shall be 
written down indicating the following information:  

 

a) Sound physical and mental attributes  

b) Aptitude and adaptability  

c) Education or training necessary  

d) Working experience.  

e) Other qualifications as may be necessary  

2.5 Job Description (JD)  

2.5.1. TIB shall have written job descriptions for the all the positions using a similar format. Board be 
informed of such JD time to time.  

2.5.2. The JD shall be reviewed periodically by the respective supervisor with intimation to HR.  
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2.5.3. The JD of TIB shall include:  
 

i. A summary statement  

ii. Title of the job  

iii. Relationships, Reporting (vertical and horizontal)  

iv. Specific duties, Responsibilities, Authority  

2.6 Vacancy Announcement  

2.6.1 When a position falls vacant in a division/unit due to departure of a staff or in case a new post 
is created in sync with Human Resource budget, the following provision shall apply:  

i. The vacancy announcement shall be circulated externally through newspaper (national and/or 
local, as applicable), internet advertisement and TIB’s website, the reference of which shall be 
shared internally to facilitate applications by internal candidates.     

ii. Internal staff who are interested and who fulfil the requisite criteria must apply through respec-
tive divisional/unit head.  

iii. Normally a minimum of two weeks’ time shall be given for receiving applications from the can-
didates unless exceptionally determined by Executive Director/Deputy Executive Director. 

2.7 Short list of applications  

2.7.1 HR Unit shall make a short list of all CVs through careful review and in consultation with        
Divisional Heads based on the organizational need, applicants’ qualifications, skills, knowledge, ex-
perience and suitability for the position. A committee can be formed to shortlist the CV where nec-
essary.  

2.7.2 Final shortlisting should be done by at least two relevant staff at a level higher than the posi-
tion advertised for except for the position of a Director. For the Director’s position, ED/DED will 
conduct the short-listing. 

Final shortlisting should be done by CCC recruitment committee for service staff at CCC level. 

2.7.3 The Executive Director/Deputy Executive Director shall finally review and approve the list of 
candidates for interview.  

2.7.4 In case of equally competent candidates and subject to the fulfillment of the requirements   
decided by the EMT) TIB shall give preference to its in-house candidates.  However, in this case the 
employee’s personal file, past performance record and results of annual evaluation shall be taken 
into consideration.  

2.7.5 If any Division and/or any project have disproportionately less female staff, the TIB              
management shall take possible affirmative actions to bring gender equality and equal                    
representation.  



  

                                                                                                                                                   Page | 19  

 

HUMAN RESOURCE MANUAL 

2.7.6 The call for interview shall be communicated by email, SMS and phone at least 3 calendar days 

ahead of the interview date. The same shall apply in case of written tests.  

2.8 Test/Interview and selection  

TIB shall undertake any or all of the following tests or adapt any other appropriate devices in the   
selection process.  

2.8.1 Interview Board shall be formed at the initiative of HR Unit comprising of at least three mem-
bers with the approval of the Executive Director/Deputy Executive Director or Board as the case may 
be. Preferably, efforts shall be made to make the Interview Board gender balanced. The Board shall 
not be influenced by any kind of request to do any favor for a particular type of candidates.  

2.8.2 Taking test  
 

a) Written test, unless exception is made for special circumstances.  

Qualifying written score for oral test would b e  minimum 40%. The number of candidates    

for   viva    would    be determined by the Management based on the n u m b e r  of vacant   
positions. 

b) Face to face interview  

c) Practical skills test (where applicable)  

d) Group discussion and or presentation (if needed)  

 e) Medical test (If needed) 
Medical test expenses will bear by selected candidate and after joining cost will reimburse upon 
submission supporting documents and bills. 

2.8.3 Recruitment & Selection; On the basis of written vs oral test number 
 

a) Final selection of candidate/s shall be made on the scores received in the viva/oral tests. 

b) In case of internal candidate/s, the scores of the concerned Director/Unit Head shall not be   

     counted.  

2.8.4 There shall be a provision of keeping a waiting/panel list valid for minimum six to maximum twelve 
months.  

2.8.5 TIB's existing staff transfer to another project 

If any existing TIB staff are interested to move within TIB to another division/project with 

same position-grade/steps, his/her credentials will be reviewed by TIB Management follow-

ing which s/he would be asked to face the Selection Board directly for oral test (viva) along 

with shortlisted external candidates. Given that the candidate is an internal who had joined 

TIB after qualifying at a written test, s/he will not be required to take another written test.   

2.9 Documentation for Recruitment & Selection 

The HR Unit shall preserve all documentation in connection with the recruitment and appointment 
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of all staff, including the mode of application, date of appointment, qualification and experience 

documents and personal information of staff. 

2.10 Employment Record   

I. Documents relating to the employment and service with TIB shall be kept in a separate file for 

each employee, referred to as Personnel File in the custody of Human Resources Unit or any    

other authorized person as appropriate and necessary. The File shall contain, amongst other 

things, HR staff requisition, Job Advertisement, detailed vacancy notice, Application, all certifi-

cates, interview related documents, Reference documents, NID, and employment relevant doc-

uments. 

II. The Executive Director, Deputy Executive Director, Directors and Unit heads, where applicable, 

shall have ready access to the personnel records/personnel file.  
 

2.11 Some Benchmarks  

Recruitment and promotion of regular staff in the position of Assistant Manager and above shall be 
guided by the following rules:  

2.11.1 The minimum qualification will be a Master degree. A bachelor degree may be accepted for 
minimum qualification for specialized positions such as IT, MIS, Audit/Accounts as specified below: 

2.11.1.1 B. Sc in Engineering or Computer Science from reputed universities 

2.11.1.2 Recognized accounting degree (CA, CMA, CPA etc) 

2.11.2 Where possible and appropriate, TIB shall reserve certain positions to be filled by only wom-
en candidates, subject to fulfillment of merit and other criteria.  

2.11.3 All appointments, transfers, separation (termination, dismissal, redundancy etc.) related let-
ters shall be signed by the Executive Director or any other person authorized by Executive Director 
or according to Table of Authority (ToA: Adopted 84th Board Meeting/01/07/2015) 

 
2.11.4 Academic grade: GPA vs Divisions: 

 

Third division equivalent First division equivalent 

below the grade 2.5 on scale of 4 
 

Equal or above the grade 3.5 on a scale of 4 

below the grade 3 on scale of 5 Equal or above the grade 4 on a scale of 5 
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   Positive 

Negative 
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CHAPTER 3: STAFF SALARY AND BENEFITS 
 

3.1 Salary and Benefits: Principles  

TIB tries to offer employees competitive salary to attract and retain them within the organization. 
The organization looks at both internal and external equity for salary determination. The compensa-
tion philosophy rests on the assumption that a sound compensation strategy within the available re-
sources can make a difference in achieving desired goals and objectives of the organization. TIB 
generally follows the principle of equity in salary determination.   

3.2 Salary increment/Salary rise  

Salary increments are tied with performance. Annual performance appraisal of an employee shall be 
the basis for annual salary increments.  

3.2.1 An employee is entitled to have annual increment(s) after his/her annual appraisal subject to 
satisfactory performance and after having fulfilled the criteria stated in relevant sections of the Per-
formance Appraisal. Members of the staff whose performance was found to be below expectation 
continuously 3 years should be subjected to disciplinary action. 

3.2.2 The salary structure shall be renewed from time to time by the Board.   

3.3 Career Development   

Organizational structure will provide opportunity for career development within TIB, as and where 
applicable.  

3.4 Position, Level and Salary Structure  

3.4.1 TIB has a prescribed Pay scale and allowance structure duly approved by the Board of trustee 
of TIB.  

Table # 3.4.1 Pay scale and allowance structure for regular staff members 

 

Le
vel/G

rad
e

 

Position 

Basic pay 
(based on the 
salary step of 
a staff (BDT) 

[1] 

COLA 
[2] 

Basic 
Salary 

[3] 

House 
Rent 

Allow-
ance 
[4] 

Medical 
Allow-
ance 
[5] 

Trans-
porta-
tion 

Allow-
ance 
[6] 

Chil-
dren 

Allow-
ance 
[7] 

Gross 
Salary & 
Allow-
ance 
[8] 

XII Executive Director According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

50 %  of 
Basic Salary 

TK 2000 N/A N/A 
Grand total 
(Column 3 

to 7) 

XI Deputy Executive 
Director 

According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

50 %  of 
Basic Salary 

TK 2000 N/A N/A 
Grand total 
(Column 3 

to 7) 
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X Director According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

50 %  of 
Basic Salary 

TK 2000 TK 5000 N/A 
Grand total 
(Column 3 

to 7) 

IX General Manager/ 
Coordinator/ Special-

ist 
 

According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

50 %  of 
Basic Salary 

TK 2000 TK 4000 N/A 
Grand total 
(Column 3 

to 7) 

VIII Senior Manager According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

55 % Basic 
Salary for 

Field based 
staff & 60% 
for Dhaka 

based Staff 

TK 2000 H/O Based-
TK 3000 

 
F/O Based- 

TK 2500 

N/A 

Grand total 
(Column 3 

to 7) 

VII Manager According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

55 % Basic 
Salary for 

Field based 
staff & 60% 
for Dhaka 

based Staff 

TK 2000 H/O Based-
TK 3000 

 
F/O Based- 

TK 2500 

N/A 

Grand total 
(Column 3 

to 7) 

VI Deputy Manager According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

55 % Basic 
Salary for 

Field based 
staff & 60% 
for Dhaka 

based Staff 

TK 2000 H/O Based-
TK 2500 

 
F/O Based- 

TK 2000 

N/A 

Grand total 
(Column 3 

to 7) 

V Assistant Manager According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

55 % Basic 
Salary for 

Field based 
staff & 60% 
for Dhaka 

based Staff 

TK 2000 H/O Based-
TK 2500 

 
F/O Based- 

TK 2000 

N/A 

Grand total 
(Column 3 

to 7) 

IV Driver-cum-
messenger– II 

 

According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

65 % Basic 
Salary for 

Field based 
staff & 70% 
for Dhaka 

based Staff 

TK 2000 

H/O Based-
TK 2000 

 

Tk.1000 
per child 

up to 
maximum 
2 children 

( 5 – 18 
year) 

Grand total 
(Column 3 

to 7) 

III Driver-cum-
messenger– I 

 

According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

65 % Basic 
Salary for 

Field based 
staff & 70% 
for Dhaka 

based Staff 

TK 2000 

H/O Based-
TK 2000 

 

Tk.1000 
per child 

up to 
maximum 
2 children 

( 5 – 18 
year) 

Grand total 
(Column 3 

to 7) 

II Office Assistant– II According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

65 % Basic 
Salary for 

Field based 
staff & 70% 
for Dhaka 

based Staff 

TK 2000 
H/O Based-

TK 1750 
 

F/O Based- 
TK 1500 

Tk.1000 
per child 

up to 
maximum 
2 children 

( 5 – 18 
year) 

Grand total 
(Column 3 

to 7) 

I Office Assistant– I According to scale 
approved by the 

board 

As deter-
mined by the 
Board in each 

year 

Total 
(1+2) 

65 % Basic 
Salary for 

Field based 
staff & 70% 
for Dhaka 

based Staff 

TK 2000 

H/O Based-
TK 1750 

 
F/O Based- 

TK 1500 

Tk.1000 
per child 

up to 
maximum 
2 children 

( 5 – 18 
year) 

 

Grand total 
(Column 3 

to 7) 

3.4.2 All regular and project staff positions in TIB are defined (subject to Management decision & 
Board’s approval) under level I to XII. 
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3.4.3 Structure of the staffing and salary is shown in the table # 3.4.1, which is subject to change 
with COLA in each year.    

3.4.4 There will be a maximum of 20 steps in the salary structure of each position considering the 
rate determined by the Board of Trustee subject to management recommendation. 

3.4.5 If an employee is already in the last step of a level, shall remain in the same step unless or until 
any change of his/her level or the change of the organizations’ salary structure is made, or other-
wise determined by the board subject to management recommendation. 

3.4.6 Staff in grade 1 and grade 3 will move to grade 2 and grade 4 on completion 5 years of com-
plete service. 

3.5 Salary  

3.5.1 All staff of TIB shall be compensated on a monthly basis as per the approved salary structure.   

3.5.2 Staff who is on temporary or short-term contract status shall receive salaries/allowances in ac-
cordance with their respective terms and conditions.   

 3.6 Basic Salary  

The Basic Salary consists of basic pay plus COLA to be determined each year:  

3.6.1 The standard working hours is 37.5 hours per working week for other staff members.  

3.6.2 The standard working hours is 42.5 hours for Office Assistants and Driver cum Messengers per 
working week. 

3.6.3 The other allowances shall be calculated based on 30 days.   

3.7 Cost of Living Adjustment (COLA)  

The Board will approve COLA applicable from January 1 of every year. In addition, the Board may re-
view the COLA in the middle of the year and indicate the effective date of the revised rate, if appli-
cable. COLA will be applicable on the basic salary and will affect the components of salary having a 
relationship with the basic. Immediately after declaration of COLA the salary matrix of regular con-
tractual staff will be revised. The salary of Need Based short-term contractual staff will be revised 
only after end of the contract period.  

 3.8 Review of Salary Structure  

The Salary Structure may be reviewed periodically or in each project cycle whichever is appropriate, 
to address the change in the market and depending on the TIB’s fund position.   

 3.9 House Rent Allowance  

3.9.1 All employees of TIB shall be granted house rent allowance at rates prescribed by the Board 
from time to time.   
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3.9.2 Existing rate and practice are as follows:   

a)  

Grade H/O Field 

1-4 70% 65% 

5-8 60% 55% 

9-12 50% - 

b) These rates may be changed with the decision of the Board of Trustee (BOT) depending on the 
circumstances.  

 3.10 Conveyance Allowance  

3.10.1 All regular employees of TIB shall be paid a monthly conveyance allowance at the rate pre-
scribed by the Board.   

3.10.2 Executive Director and Deputy Executive Director is entitled to full time transport facility.       
Directors are generally entitled to get vehicle support during office time including pickup and drop 
facility. However, conveyance allowance will not be applicable for the Directors who will avail pickup 
and drops facilities.  

3.10.3 All employees of TIB shall be paid actual transportation costs for official trips;  

3.10.4 Vehicle support to Directors for private use: Directors are entitled to vehicle support during 
office hours for official assignments including pickup and drop off facility from residence to office 
and back. Sometime this support may not be possible due to unavailability of vehicle in the 
Transport Pool. In such cases hired taxi/scooter may be provided upon request. 
 

Directors will get full time vehicle support for official Programme/events within Dhaka city area (i.e. 
within 35 kilometers radius of city limit of Dhaka; radius count will start from end of city points such 
as Uttara/Gabtoli/ Buriganga bridge/Jatrabari etc.)and for field visits outside Dhaka. 
 

Directors will be entitled to a maximum of 150 km and 70 hours of vehicle use per month without 
any cost. This support will be provided from the Transport Pool subject to availability of vehicle. If 
their personal use exceeds the prescribed limit, they will be charged for the excess amount at the 
rate as stated in Clause: Rate of Private use on payment. Generally personal vehicle use within office 
hour is discouraged. [Ref: TIB Transport & Travel Manual]  

 3.11 Medical Allowance  

All regular and project employees of TIB shall be paid a fixed monthly medical allowance as pre-
scribed by the Board.   

3.12 Children’s Education Allowance  

Children’s Educational Allowance shall be paid to confirmed employees of grade I - IV at the rate of 
Tk.1,000 (one thousand) per month per child up to two children (till 18 yrs age of each child). The 
proof of admission in school should be submitted along with application to obtain this allowance. 
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 3.13 Overtime  

TIB normally discourages overtime work unless there is urgent need. Overtime benefits shall be al-
lowed only to TIB’s staff for falling in grade I – IV, who shall be entitled to get overtime allowance for 
extra work beyond normal office hours (42.5 hours per week). However, total overtime hours should 
not exceed more than 120 hours for Office Assistant and 150 hours for Driver cum Messenger in a 
month. Hourly rate for overtime will be twice of their hourly basic salary. Overtime for service staff 
will be 25 hours per month. Hourly rate for overtime will be one time of their hourly gross sala-
ry/allowance.     

3.13.1 Minimum overtime: Minimum overtime on a holiday/weekend shall be 5 hours.   

3.13.2 Odd-time travel allowance:  

If a staff who is entitled to overtime is required to travel after 11:00 pm or before 5:00 am will be 
entitled to an allowance equivalent to one hour’s overtime. 

3.14 Salary Deduction  

TIB reserves the right to make deductions from an employee’s salary for the following:  

3.14.1 Provident Fund contribution by the employee, as and when created and rules governing the 
same are framed   

3.14.2 Unauthorized absence or leave without pay  

3.14.3 Recovery of over payment of salary, allowance, benefits or loan/advance  

3.14.4 Damage to, or loss of, materials expressly entrusted to the employee for custody, or loss of 
money for which s/he is accountable, when such damage or loss is directly attributable to his/her 
negligence or default.  

3.14.5 Use of office facilities on payment, such as, NWD/ISD phone calls, ISD fax, transport etc for 
personal reasons.  
 
3.14.6 Recovery of over payment/over use of cell phone and internet use limit which applicable 
(monthly/yearly) 
 
3.14.7 Contribution for staff welfare by the employee, as and when created and rules governing the 
same are framed   

3.15 Staff Income Tax  

All employees of TIB, if applicable, are liable to pay income tax as per rules of the Government of 

Bangladesh. TIB shall deduct the amount of tax payable on salary at source before payment and de-

posit the same to the Treasury on monthly basis. Such deductions shall be intimated to the con-

cerned employee.    
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3.16 End of Contract Benefit  

a) All regular employees shall be entitled to gratuity or end of contract benefits calculated on 

the basis of basic salary and service length. 

b) Service staff may be entitled to end of contract benefit of fixed amount based on service 
length. 

3.17 Festival Allowance  

(1) All regular staff who is in service on the day of disbursement of festival allowance shall be enti-

tled to full festival allowance and applicable for existing employee but for new employee who joined 

after disbursement shall not be entitled for Festival allowance. 

(2) For the purpose of this section, a regular staff will mean a regular contractual staff or a Service 

staff as defined in Clause 1.5 of HR Policy who is entitled to some kind of terminal or end of contract 

benefit. 

(3) A regular contractual staff or service staff with contract of less than one year will be entitled to 

full allowance if the contract of one year or more cannot be awarded due to technical grounds, such 

as, the project under which he/she is appointed is designed to end before one year from the date of 

appointment. In case of separation except termination or non-renew of contract of such staff before 

completion of one year of service the allowance shall be refundable on pro-rata basis to be adjusted 

against payable amount at separation or any other process that may be preferred by the incumbent.  

(4) A short term staff will not be entitled to Festival Allowance  

(5) The rate and disbursement of allowance: 

(a) Staff at level 1 will get two festival allowances each equivalent to 1.5 basic salary 

(b) Staff at level 2 and above will get two festival allowances each equivalent to 1 basic salary 

(c) Service staff will get two allowances each equivalent to monthly gross pay based on single 

shift.  

(d) For Muslim staff festival allowance will be disbursed on the occasions of two Eids (1.5 or 1 

basic each time)  

(e) For non-Muslim staff the allowance will be disbursed on the major festival of each reli-

gion/community (3 or 2 basic salary at a time). 

(f) Irrespective of the religion, the Short Term Contractual (Breeze Staff) will get the allowance 

on the basis of one consolidated salary.  
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(g) If regular staff completed one year of service with TIB, paid festival amount will not be de-
ducted from outgoing staff even more than two festival payment is being received within 
his/her tenure 
 
h) Festival allowance will be available only if a staff is in service on the day of disbursement of 
festival allowance. For this purpose, the disbursement date will be the 20 to 15 days ahead of 
the day of the festival. 
 
i) Salary Increment will effect on basic of Festival date. 

3.18 Telephone Allowance  

Selected staff members shall be entitled to get telephone allowances to cover the monthly mobile 

telephone bills within the ceiling specified in the following table 3.18.1  

3.18.1 Allocation of Telephone allowance   

 

POSITION GRADE 

Maximum ceiling of 
monthly telephone bill 
reimbursement by TIB 

(BDT) 
 

Executive Director 12 3,000 

Deputy Executive Director 11 3,000 

Director 10 2,000 

Research Fellew/ General Manager / Coordinator / 
Specialist 

9 1,500 

Senior Manager/Senior Programme Manager 8 1,200 

Manager/ Programme Manager (Dhaka Based) 7 900 

Programme Manager (Field Based) 7 1,500 

Deputy Manager 6 600 

Area Manager (Field Based) 6 1200 

Assistant Manager/ Assistant Programme Manager  5 500 

Driver cum Messenger 3 & 4 400 

Office Assistant  1 & 2 300 

Any amount exceeding the ceiling shall be borne by the concerned employee or shall be deducted 
from salary. Any exception will require approval of Director Finance & Admin. For officers maintain-
ing intensive contact with field offices and during special events exceptions for extra payments can 
be authorized by the Director-Finance & Administration.  
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3.19 Transfer Allowance  

Staff on transfer will get allowance for conveyance and luggage on joining her/his new working area. 

The following shall be applicable:  

3.19.1 Staff on transfer will get the following reimbursements and allowances on joining her/his new 

working area:  

(1) Transport cost for moving household goods by surface transport (truck, bus, car, train etc.), or 

water (launch, steamer etc) only.  

(2) Travel costs of staff and immediate family members including parents if they stay with the staff, 

and one household help as per staff entitlement. 

 (3) An allowance of BDT 10,000 to cover packing, unpacking, loading, unloading and other related 

costs where staff is moving to new posting with family. Where staff moves on his/her own and fami-

ly does not move to join the staff within 6 months of transfer, he/she will be entitled to receive BDT 

5,000.  

 
(4) A relocation allowance equivalent to 25% of one’s basic salary is payable as of the date of joining 

to the new place of posting. Payment will be made with the salary or separately. 

 (5) Lodging and meal allowance up to a maximum of seven days required for resettling in the new 

location. The staff may require justifying this claim with supporting documents, such as, log sheets 

for the days of claim.  

 
(6) Except for allowances at (3) and (4) and meal allowance at (5) above, all other claims must be on 
actual basis and require production of receipts. 

3.19.2   A staff will not be entitled to transfer allowance when the transfer is granted on his/her per-

sonal request and convenience. 

3.19.3   If a transferred field staff need to stay outside his/her duty station (may be head office or 
any other places) for official purposes, shall get the daily allowances for those days as per proce-
dure. Transferred staff is also entitled to claim perdiem and lodging for 3-7 days during his/her join-
ing at the new place of posting subject to approval of the line manager.     

3.19.4 The newly recruited field based staff (Programme Manager-CE, Area Manager-CE, Deputy 

Programme Manager-R&P, Assistant Programme Manager-R&P, Assistant Manager-F&A & Office 

Assistant) will join TIB Dhaka office first. S/he may stay in Dhaka for 3-5 days for orientation and on-

job training purpose after joining. S/he will get lodging and per diem as per entitlement of HR Man-

ual; if needed. 

3.19.5 After completion of orientation field based staff will join his/her duty station. Staff will be en-

titled to claim 3-7 days perdiem and lodging to settle in the new location subject to actual need. 
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However, this entitlement may be increased for exceptional cases if required. Staff must submit 

original bill for lodging which should be as per travel allowance of TIB Transport & Travel Manual. 

The allowance to be recommended by the supervisor as per necessity. 

3.20 Staff Insurance Coverage  

TIB shall maintain group insurance coverage at the expense of the organization for its entire con-

firmed and regular staff. This shall be guided by the group insurance coverage procedure developed 

jointly by TIB and the concerned insurance authority.  

3.21 Child Care Facility  

(1) For the purpose of this clause child means a natural child or an adopted child. 

(2) Female members of the staff at Head Office who are lactating mothers of babies upto 2 years of 

age can bring their child to the office and use the child care facility subject to the rules of the baby 

corner. 

(3) During in-country travel, either for regular Programme/administrative visit or meet-

ing/training/workshop, etc., female members of the staff who are lactating mothers of babies up to 

2 years of age shall be entitled to be accompanied by one paid attendant on official account. Only in 

special circumstances subject to approval of the relevant Director the age limit can be relaxed for 

babies up to 5 years of age on a case by case basis subject to bearing of the cost by the staff. Spouse 

or other relatives of the staff shall not be considered “paid attendant”, and hence may accompany 

subject to approval of relevant Director provided that no cost thereof shall be borne by TIB. 

3.22 Bi-cycle for Office Assistant   

 
Office Assistant, who work in in the CCC areas, could use their own bi cycle for official purpose. 
Maintenance, repair and safe custody of the bi-cycle is the responsibility of the Office Assistant and 
TIB will pay monthly lump sum amount monthly basis for maintence purpose.  

3.23 Expenses of Trustees  

All expenses incurred in connection with TIB related travel and work shall be borne by TIB on actual 

basis.   

3.24 Charge Allowance 

A staff put in a charge of responsibility of a higher position shall not be entitled to charge allowanc-

es, but may receive a certificate of acknowledgment if requested. 

3.25 Hardship Allowance 

Staff working at Chittagong Hill Tract (CHT) areas will be entitled to hardship allowance at BDT 2,000 

per month. The authority may include any new areas for the purpose of this allowance.  
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An allowance of BDT 500 per month will be applicable for service staff working at Chittagong Hill 

Tract (CHT).  

3.26 Remuneration and allowances for need-based staff 

TIB often recru i t s  n e e d -based, temporary p e r s o n n e l    for s h o r t  p e r i o d s  of time t o  
ass is t  selected activities, particularly in relation to research and surveys. The recruitment of such 
need-based personnel is carried out through a competitive process. A review of the existing 
compensation package for short-term recruits has been undertaken in    line w i t h  current mar-
ket dynamics on the basis o f  which the following allowance   structure has been approved by the 
EMT considering following notes: [Ref: Office Memo, January 23, 2017] 

 

SI.# particular Field Supervisor 
(in BDT) 

Field Enumerator 
(in BDT) 

Assistant Field 
Enumerator 

(in BDT) 

1. Daily allowance  (per day) 800      600      400 

2. Lodging: Per day    

2.a Divisional town 1,000      800     800 

2.b District level 800      600      600 

2.c Upazila level 600      500      500 

3. Food    allowance   (Breakfast I 
00 + Lunch  200  + Dinner 
200) - Per day 

500      500      500 

4. Mobile allowance-  per month Range:500-l200 Range: 300-400 Range:  300-400 

5. Long- distance travel Actual non AC Actual  non AC Actual non 
ACAC 

6. Field level local conveyance 
per day 

Range:300-600 Range: 200-400 Range; 200-400 

7. Remuneration of need-based personnel against sanctioned positions (in BDT) 

7.a Associate 25,000/ 
per month 

  

7.b Assistant 18,000/ 
Per month 

  

7.c Intern 9,000/ 
Per month 

  

Following relevant notes will be applicable for pay remuneration and allowances for need-based personnel 
which is appropriate. 

1.  Daily allowance will be paid on workday basis. 

2. Lodging and food allowances will be paid on a lump-sum basis when stationed in the field. 

3. Mobile allowance will be paid on a monthly (or pro rata in case of less than month) ba-

sis. The rate will be fixed based on the nature of the study by the concerned research/study 

team within the above mentioned range. 
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4. Field-based l o c a l  conveyance w i l l  be paid on workday basis and rates will be determined 
by the concerned research/study   team depending on geographical locations within the above 
mentioned range. 

5. Lunch allowance@   Tk. 200/-  per day will be paid when working out of duty station during 12 
pm to 3 pm for fully office based need-based personnel. 

6. Need-based personnel s h a l l  be entitled to non-AC public transport for long distance 

travel and costs will be reimbursed at actual expenses on the basis of supporting documents, 

e.g.,   ticket/invoice etc. 

7.  Monthly   remuneration    of   need-based   personnel   against   sanctioned   post   will   be   

counted as consolidated pay. 

8.   In addition to above mentioned remuneration, Associate/ Assistant/Intern w i l l  be entitled 
to weekends, TIB's declared holidays, casual leave @ 1.5 (one and half) days per month and 1  
(one) day casual leave or Daily allowance will  be deducted for 4 (four) days of late attendance  in 
a month. 

Lodging  in Dhaka  &  high cost areas will be @Tk.1,000/-  per day and in other areas @Tk.800/ 
per day. Perdeim in all areas will be @Tk.600/-  per day. 

Telephone allowance from Tk.300-Tk.600 per month (To be decided based on need) 
 

3.27 Provident Fund:  

Employees will contribute 10% of their monthly Basic Salary to the Provident Fund effective from his 

joining date. TIB will make equal monthly contributions to the Provident Fund account. In case of 

resignation, termination, retrenchment or discharge after a minimum of two year of continuous ser-

vice with TIB, the employee will receive the total of their individual contributions and TIB’s contribu-

tions, plus a pro-rated share of accrued interest. If a staff member leaves TIB employment before 

completion of two year of continuous service, the employee will receive their individual contribution 

only, plus a pro-rated share of the Fund's accrued interest. The Provident Fund Trust rules shall be 

applicable once he/she become the member of the Provident Fund.  

Provident Fund Loans/Advance 

Employees may also apply to the Provident Fund trustees for loans against their accumulations as 

per the conditions laid down in PF Trust Rules 

• Medical expenses for self and family. 

• Educational expenses for children or other family member 

• Acquisition of property for personal living of the member 

• Construction of house for personal living of the member 

• Weeding expenses of the member or any his/her family member 

The advance against CPF and other entitlements should be as per the Provident Fund Trust Deed. 

mailto:@Tk.1
mailto:@Tk.1
mailto:@Tk.800
mailto:@Tk.600


  

                                                                                                                                                   Page | 33  

 

HUMAN RESOURCE MANUAL 

3.28 Gratuity: 

Gratuity is due to an employee who retires, resigns terminated, separated or discharged after a min-

imum of two (02) years’ service with TIB. Only employees who have completed two years’ service 

are eligible to receive the gratuity. Gratuity will equal to the last drawn monthly basic salary multi-

plied by the number of years served and portion of income of the fund, if any. The Gratuity Fund 

rules shall be applicable for the member. 
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CHAPTER 4: TRAINING, STAFF DEVELOPMENT AND INTERNSHIP 
 

4.1 Objective  

TIB encourages and supports employee training and development opportunities within available re-
sources. The intent is to enhance employee's technical skills specific to the requirement of TIB and 
prepare them to shoulder higher responsibilities and take challenges ahead.   

The main objective of training is to make sure that employees job related knowledge is enhanced 
and they can perform their job better. Employee training is also viewed as a means for improving 
morale and confidence.  

 4.2 Basic Principles  

4.2.1 Training as shared responsibility: Employee training and development is viewed as a shared re-
sponsibility. Both the concerned employee and her/his line manager will discuss and go through dif-
ferent aspects of training before a decision is taken.  

4.2.2 Need based and result oriented: Employee training and development must have relevance to 
specific position needs and her/his future career prospect. It should be result oriented in the sense 
that employees, after return from training will use their learning for the better performance in the 
organization.  

4.2.3 Budget: All training should have prior budget provisions and it should be cost effective. Train-
ing plan should consider available financial resources for employee development.  

4.2.4 Funded training Programmes can be availed provided these are consistent with above.  

4.2.5 Obligations for Sponsored Training  

If the cost of training borne by TIB or sponsored by others on behalf of TIB exceeds BDT 200,000 in-
cluding salary and benefits and cost of travel, training fees, boarding and lodging; the employee will 
have to sign a bond giving undertaking to serve TIB for 1 year on return from the training.  If the cost 
exceeds BDT 500,000 the undertaking will be for 2 years. Where actual cost of any components of 
costs is not available TIB will make an estimate for the purpose. 

4.3 Responsibility  

4.3.1 Employee: Employee can identify her/his training needs and opportunities in line with his/her 
job responsibilities and career goals with TIB.   

4.3.2 Supervisor: Line Managers are responsible for assessing the training needs and identifying ap-
propriate training opportunity. This shall be done through strengths, weakness and performance re-
view of the employee as per need of TIB. Supervisor/Line Managers shall have the responsibility for 
new recruits/transferred/promoted employee(s) on-the-job training.  

4.3.3 Training and HR Unit: The training unit is responsible for providing information and necessary 
support in regard to need based training activity. It is also the responsibility of HR Department to 
coordinate with in-country and overseas training institutes and resource persons in regard to explor-



  

                                                                                                                                                   Page | 35  

 

HUMAN RESOURCE MANUAL 

ing training opportunities. Every effort will be made to make training cost-effective and job-
oriented. Such exercise shall lead to an annual training plan consistent with the plan of action for 
the respective project cycle of TIB.   

4.3.4 Organization: TIB will give support to employees with necessary information and financial sup-
port. Executive Director and Training unit will help supervisors to conduct training need assessment.   

 4.4 Type of Training  

Both in-country and outside training will be organized according to identified priority needs. TIB en-
courages on the job training, as well as employee's job-related skill, management and leadership 
development training which are of general nature.  All training request will be coordinated by Train-
ing unit once the training nomination form is initiated by respective division and approved duly. 
With the support of Training unit and Finance & Administration Division, HR unit will ensure neces-
sary indemnity bond between the employees and TIB for long duration/costly training.  

 4.5 Evaluation  

4.5.1 Reporting: Every employee having attended any training shall be under obligation to submit a 
written report/ presentation stating inter alias applicability of the training in TIB.  

4.5.2 TIB expects that all employees who receive training utilize learning of training Programmes at 
the work place. It is the responsibility of respective supervisors to evaluate training outcome or im-
pact. Whether employee's job performance has improved or not will be assessed by using proper 
evaluating tools. Training unit will facilitate in the evaluation process.  

 4.6 Induction and Orientation  

4.6.1 Induction means an introduction of a newly joined employee to his or her job as well as to the 
organization.  

4.6.2 Due emphasis will be given to inform the employee about her or his job, the employment con-
ditions, and the surroundings on the first week, preferably on the first day of joining of a new em-
ployee. The objectives of induction are to welcome the incumbent, orient about the organization 
and to make her/him feel that s/he is part of the organization.  

4.6.3 The Human Resources unit will arrange preliminary induction session on the terms of employ-
ment, TIB’s compensation and benefits package, personnel policies and procedures in general.   

4.6.4 The new employee will be provided with the required information about the organization’s 
rules and regulations that might affect her/him. The organization’s history, philosophy, core values, 
vision, goals and objective, Programme objectives, Programme coverage etc. will also be briefed in a 
befitting manner.  

4.6.5 The supervisor will introduce the incumbent with the co-workers, explain her/his job responsi-
bilities, show her/his in and around, explain any additional privilege and share as much information 
that the new employee might need.  

4.6.6 It is the responsibility of the immediate supervisor to ensure that the newly joined staffs are 
oriented on both matters relating to individual projects/units as well as on the general issues.  



  

                                                                                                                                                   Page | 36  

 

HUMAN RESOURCE MANUAL 

 4.7 Career planning for the staff: “The longest journey begins with the first step”  

The HR and Training unit shall explore and support the career development initiatives of the em-
ployee for various units/division and assist to implement it properly. This shall be in consultation 
with line managers and employees.    

4.8 TIB Internship   

TIB’s Internship Programme is aimed at facilitating exposure, awareness and sensitization of the In-
terns to the key issues and challenges in the areas of TIB’s work, and to TIB’s approach and Pro-
grammes in addressing the same. TIB Internship is also designed as a learning opportunity for 
would-be professionals on specific aspects of TIB’s on-going activities such as research, grassroots 
level citizens’ engagement, advocacy & campaign and organizational effectiveness.  

4.8.1 TIB Intern    

A learner – usually a post-graduate student - who is granted an affiliation with TIB for hands-on ex-
perience of work for a limited period with no salaries or benefits other than the allowance indicated 
hereinafter is called TIB Intern. The Internship in TIB may or may not be related to a Degree Pro-
gramme that the Intern may be enrolled in at the time of Internship.  

4.8.2 Qualification  

Students enrolled in final year Masters or equivalent level or post-Masters studies in a recognized 
university, or who have completed such studies but are not currently employed in a full-time job, 
may apply directly or through appropriate authority of the University for a position of Internship in 
TIB. Candidates must be within the age limit of 27 years and should have good academic record – at 
least one first division/class or equivalent results and no third division or class throughout academic 
career. Good knowledge of problems of governance in Bangladesh, communication skill in both 
Bangla and English and computer literacy would be of advantage.    

4.8.3 Application & Selection Process   

A substantive application should be submitted to the Senior Manager-HR explaining the reason(s) 
for choosing TIB for Internship, and indicating specific area in which the applicant is willing to work 
as a TIB Intern. The application should attach with full curriculum vitae, two passport size photo-
graphs, and names and contact addresses of at least two referees. The position of Internship in TIB 
is offered only after satisfactory evaluation of the applicant’s qualification, potential and interest. 
TIB’s judgment and decision are final in this regard, and TIB reserves the right to accept or reject any 
application with or without offering explanations. Request for Interns may come from line managers 
and application from intended Interns may be circulated to line manager to examine their suitability.  

4.8.4 Terms of Contract  

Once a candidate is selected for internship a letter of contract signed by an authorized official of TIB 
will be countersigned by the Intern, implying that the terms and conditions detailed herein will be 
applicable. In addition, specific job description and other terms, if any, that may be applicable on a 
case by case basis will be separately provided in the letter of contract or as attachment to the same. 
The Intern shall carry out such duties and responsibilities as are specified in the Internship contract. 
S/he will also be agreeable to discharge any other related responsibilities as may be assigned by the 
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appropriate authority of TIB.   

4.8.5 Supervision   

The Intern will work under the supervision of a senior member of the TIB staff who will be regarded 
as the Intern’s Line Manager, and to whom the Intern will report.   

4.8.6 Tenure  

The tenure of TIB Internship is usually 10 weeks, and no more than 6 months’ subject to the discre-
tion of the TIB authority.   

4.8.7 Performance Evaluation    

TIB Internship is provisionally offered for a probation period of two weeks on the basis of evaluation 
of which the offer is confirmed for the full tenure. If the authority is not satisfied with the perfor-
mance of the incumbent during the probation period, the provisional offer may be annulled.   

4.8.8 Placement  

The place of Internship will be normally at the TIB office in Dhaka or any of its project areas outside 
Dhaka.   

4.8.9 Working hours and Leave   

Working hours, weekend and holidays for the Intern shall be the same as for TIB staff. Applicable 
Leave entitlements will on pro-rata basis following leave policy.  

4.8.10 Allowance   

Interns are not entitled to salaries and benefits. However, Tk. 9000.00 will be paid as gross monthly 
allowance to cover conveyance and incidental expenses. In connection with the given assignment 
field visits are required, the cost of travel, accommodation will be covered on actual basis.   

4.8.11 Office & Related Facilities   

To the extent possible, TIB will try to provide logistic support such as workstation, telephone and in-
ternet use, supply of stationery and other facilities, that may be required for proper discharge of as-
signed tasks by the Intern.   

4.8.12 Reporting, Evaluation & Certificate   

One week before the end of the tenure of Internship, the Intern will submit a detailed report to the 
Supervisor/Line Manager narrating and analyzing the outcome of the internship. On the basis of this 
report and overall evaluation of the Intern’s work during the tenure of internship, TIB will issue a 
Certificate to the Intern indicating quality of performance.   
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4.8.13 Future Prospects in TIB  

In case vacancies are created for regular appointment, and subject to fulfillment of necessary quali-
fication and experiences, Interns will be eligible to apply for TIB jobs during the Internship period or 
thereafter. However, such applications will be treated at par with other qualified applicants for the 
same position, and working as intern would not automatically be considered as a justification for 
priority.   

4.8.14 Termination  

Both parties - TIB and the Intern - may terminate the Internship contract by providing 7 days’ notice. 
However, TIB will have the right to terminate the Internship without any notice period if the Intern 
is:   

a) Convicted of any offence involving moral turpitude, or  

b) Found guilty of misconduct.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

                                                                                                                                                   Page | 39  

 

HUMAN RESOURCE MANUAL 

CHAPTER 5: LEAVE AND HOLIDAYS 

 5.1 General Condition  

5.1.1 It is expected that all employees through their work shall uphold commitment to the mission 
and vision of TIB.  

 5.2 Office Hours  

5.2.1 A regular workday begins at 9:00 am and ends at 5:00 pm, with half an hour off for lunch. Each 
workweek consists of 37.5 working hours, beginning on Sunday at 9:00 am and ending on Thursday 
at 5:00 pm. However, Staff on Level I to IV working hours will be 42.5 hours in a week starting at 
8:30 a.m. to 5:30 p.m. on each working day with half an hour lunch period.  

5.2.2 During the working days of the month of Ramadan, office hours shall be determined by the 
management.  

5.2.3 During working hours’ staff shall not leave the office without information to or approval of the 
supervisor, as deemed appropriate.  

5.2.4 Pregnant women and lactating mothers, if necessary may be allowed for flexible working time 
as agreed with their supervisor.  

5.2.5 In the event of any natural disaster or civil commotion (for example-cyclone, mob violence, 
hartal etc.) which poses a direct safety/security threat to an employee especially female, the super-
visor at his/her discretion may allow necessary relaxation basis on management decision in their 
timely attendance in duty station.  

5.2.6 Working hours in offices outside of Dhaka shall be determined by CCCs in consultation with TIB 
management.   

5.3 Holidays  

5.3.1 Friday and Saturday will be weekly holidays. It may otherwise be determined by the manage-
ment.  

5.3.2 TIB shall observe Govt. declared public holidays and other holidays as decided by the Executive 
order of the Govt. unless otherwise decided by the competent authority to meet exigencies of cir-
cumstances.  

5.3.3 Due to urgency and importance of the work, time-to-time employees shall be required to work 
extra time during a workday, or on holidays. The Line Manager/Director of a Division is the respon-
sible authority of his/her unit’s work and s/he must know the reason of the employee’s extra time-
work. It is expected that the Line Manager/Director shall monitor work plan so that unless there is 
any special or urgent work, an employee especially female employee is not normally required to 
work after evening or in a weekend/holiday.  

5.3.4 If an employee has to work at night, the management shall take care for the safe return of all 
employees especially woman (by arranging office transport, subject to availability) from the duty 
station.  
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5.3.5 In any unavoidable circumstances (Civic unrest on any other condition beyond management 
control) if the office remains closed the employee shall make up the lost hour or day as decided by 
the management. In such circumstances when the office remains open, if any employee is unable to 
attend office, the lost hour shall be compensated.   

5.4 Attendance  

5.4.1 The employees shall be punctual which shall be one of the criteria for evaluation of their per-
formance indiscipline in this regard is a violation of code of conduct and may warrant disciplinary ac-
tion.   

5.4.2 If any employee fails to reach office on time for four days in a month this may bring deduction 
of one day earned leave or salary, if earned leave is not due.   

5.4.3 At the time they arrive in the office all employees shall ensure the Attendance daily, unless 
they are on leave, on tour or ill, attending a meeting/conference or training outside this office. At-
tendance register could be maintained manually and/or electronically as available.  

5.5 Leave Policy  

General Principles:  

5.5.1 All staff shall enjoy their admissible leave with approval of the competent authority.   

5.5.2 The employee shall not claim leave as a matter of right but a facility provided to an employee. 
Therefore, depending on the organizational need, the competent authority may refuse to grant 
leave or cancel leave already granted or change the nature of leave or recall an employee before the 
expiry of his/her leave.   

5.5.3 All leave records shall be properly maintained.   

5.5.4 No leave shall be granted to an employee who is under suspension.  

5.5.5 It is TIB’s policy to record and calculate the earned leave and casual leave based on the calen-
dar year. 

5.5.6 Leave can be requested and granted in the form of half or full day (half-day leave requires four 
hours in the day).  

5.5.7   Earned leave and casual leave can be taken together. Casual leave can be suffix or prefixed 
with weekends and/or holidays, but cannot be combined both ways except exceptional cases ap-
proved by Executive Director.   

5.5.8 Unauthorized absence from attending office for a continuous period of ten working days shall 
generally result in termination of job/contract.  

5.5.9 Probationary staff will be entitled to earned leave and casual leave as due. 

5.5.10 At the time of staff separation any excess leave availed by him/her compare to entitlement 
must be adjusted with final payment.   
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5.6 Categories of leave  

The following categories of leave may be admissible to regular and project staff of TIB in the project 
calendar year depending on employment status, confirmation and as specified in the concerned sec-
tion:  

5.6.1 Earned Leave  

i) A regular and long-term project employee is entitled to 24 days earned leave (at the rate of 2 days 
per month) per year.  

ii) A maximum of 60 (Sixty) unused Earned leave may be carried over by an employee to the suc-
ceeding year.  

iii) A maximum of 50% (12 days) of leave earned in a calendar year can be encashed. Such encash-
ment will be on total EL balance for the calendar year. Example, If EL balance 14 days than 12 days 
will be encash and rest 2 days will be carry forwarded as noncashable.  

 

iv) Encashment will be on the basis of basic salary as of 31 December of the year of leave earning. A 
staff may opt for non-encashment of his/her leave in which case the leave will be added to his/her 
accumulated balance of up to 60 days in the whole period of employment in TIB. Leave once opted 
for non-encashment cannot be encashed later.  

v) An employee wanting to take earned leave of five (5) or more working days should apply suffi-
ciently in advance.   

5.6.2 Leave facility for illness:  

Casual leave can be taken for sickness up to three days at a time. Leave for illness for more than 
three consecutive days shall be adjusted against earned leave and if earned leave has been exhaust-
ed, such absence may be granted against leave not due, which will be adjusted from leave earned 
subsequently.   

5.6.3 Casual leave  

i) All employees shall be entitled to casual leave with full pay for 15 (fifteen) days in a year.  

ii) This leave shall not be granted for more than 3 (three) consecutive days at a time except excep-
tional cases approved by Executive Director.  

iii) Unused casual leave cannot be carried forward.  

iv) Part-time/short-term employees are entitled to enjoy 12 (twelve) days casual leave per annum 
on pro-rata basis. However, they will not be entitled to get any leave other than casual leave.   

v) Probationary staff can avail casual leave earned till his/her service period.   
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5.6.4 Maternity Leave  

i) A female employee on regular/project position shall be entitled to maternity leave with pay for a 
period of total 180 calendar days consecutively before and after child birth. Commencement of ma-
ternity leave shall depend on medical advice of the attending physician.  

 ii) During her service in TIB a female employee shall be entitled to maternity leave only twice. A fe-
male employee with one child before joining TIB shall be entitled to maternity leave with pay only 
once. A female employee with two or more children before joining TIB, shall not be entitled to any 
maternity leave.   

iii) In case a new mother (employee) or baby is at risk after the end of maternity leave period she 
may request in writing for leave without pay along with a doctor’s certificate indicating the special 
circumstances.  

iv) TIB will not knowingly employ a woman during six weeks immediately preceding the date of de-
livery.  

v) A pregnant employee must notify upon confirmation of her conception and apply at least 6 (six) 
weeks before the expected date from which she is interested to go on Maternity Leave.  

(vi) If a pregnant member of the staff requires shorter than normal daily working hours, she may 
take leave in multiples of hours following the due process, which will be adjusted against her earned 
leave. Any leave application must be for multiple of four hours (half day) which can be spread over a 
number of days (no one day's leave can be less than one hour).   

(vii) In case of adoption of a child a woman employee will get up to 3 months’ leave with pay to es-
tablish relationship with the child. In such case the following rule will apply:  

At the start of the leave, the age of the adopted child shall be less than six months. 

The number of children of the mother including the adopted ones shall not be more than 
two.  

Leave entitlement will be three months or the period between the day of adoption and the 
day the child turns six, whichever of these two is shorter. 

5.6.4.1 Service condition during maternity period  

i) Supervisor(s) shall ensure less travel of women employees during pregnancy depending on her 
physical condition.   

ii) A women employee shall not be dismissed or terminated during the period of pregnancy unless 
an offences constituting moral attitude or serious misconduct is proved as per disciplinary proce-
dures.  

iii) A new mother, who has a child up to 2 years, may be allowed breast-feeding time at her resi-
dence subject to an upper limit of 90 minutes in conjunction with lunch-time.   
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5.6.5 Special Leave for Paternity Purpose  

i) All TIB employees, other than the temporary/short-term ones, shall for the reasons of full time 
care of the new born child and/or wife, be eligible for special leave of 07 calendar days with pay. 
Such leave shall be taken in a stretch beginning within a week of the birth of the baby. 

ii) Such special leave is applicable for maximum two delivery cases of his spouse.   

5.6.6 Accrued Compensatory Leave  

Members of the regular contractual staff of TIB will be entitled to Accrued Compensatory Leave 
(ACL) for working during weekends or holidays to meet authorized deadlines under the following 
terms & conditions. 

5.6.6.1   Approval to work on weekend or holiday and approval of the accrual of ACL will be given by 
the supervisor at the level of Area Manager in consultation along Programme Manager in the Field 
Offices and Supervisor in consultation along Unit/Divisional Head in the Head Office. 

5.6.6.2 To be entitled for an ACL, an application for approval to work at weekend/holiday should 
provide the following information: 

   a.     Specific work/target to be completed, number of hours needed and the deadline;  
   b.     Evidence of consistency with the work plan; and  
   c.     Credible explanation of why work is indispensable on a weekend/holiday.  

5.6.6.3 Except as provided in clause 4 below ACL can be claimed for one full day only when an em-
ployee had to work for a minimum of 8 hours on a week-end or a holiday. The maximum number of 
ACL for an employee under this category will be no more than 10 days per year.  

5.6.6.4 The minimum requirement of 8 hours work for a day’s ACL can be relaxed for a field-based 
employee who is required to work routinely at weekends/holidays throughout the year. The field-
based employees will be entitled to a maximum of 15 days ACL per year. However, for the field-
based staff not requiring to work on weekend/holidays clause 5.5.11.7.3 will be applicable for ACL.  

5.6.6.5 Working extra hours on a regular working day and/or short-time work at weekends and holi-
days will not justify ACL.  

5.6.6.6. ACL must be availed/utilized within 3 months of accrual, following which any outstanding 
ACL will be lapsed. No more than 3 days of ACL can be taken at a time, which can, however, be taken 
in combination with other categories of authorized leave.  

5.6.6.7 ACL cannot be accumulated from one year to another, nor can it be encashed. ACL and over-
time cannot be claimed together. 

5.6.6.8 No ACL will accrue when attending training or workshop designed to develop knowledge and 
skill of the staff, and attending workshop, seminar, meeting etc. outside the country. 

5.6.6.9 ACL will accrue for attending in-country Seminar, workshop, staff meeting etc which are or-
ganized by TIB as a part of project implementation or by its partners and are attended by invitation 
or nomination.  
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 5.6.7 Leave without pay  

i)  Leave without pay may be granted to all employee including probationary staff, if an employee 
requests such leave and all of his or her entitled leave has been used.  

ii)  Such leave cannot be availed without prior permission of the supervisor.  

iii) An employee shall be entitled to all applicable allowances and benefits except total basic salary 
while on leave without pay, for a maximum period of one month, subject to resumption of duty. Ex-
tension of such leave for medical reason can be granted by Executive Director on verification of the 
necessity. During such extended leave without pay the employee will not be entitled to any salary, 
allowances and benefits including provident fund, gratuity or leave. However, the staff may contin-
ue to contribute both employee’s and employer’s contribution to provident fund. A staff on leave 
without pay for 3 months or more will lose his/her seniority. 

iv)  Unauthorized absence from duty shall be treated as leave without pay for both confirmed and 
unconfirmed employees unless it is found to be breach of trust when disciplinary action will be tak-
en.  

5.6.8 Rest and Recreation Leave  

i. After every three years of service (without break), a confirmed employee shall be entitled to have 
15 calendar days Rest and Recreation leave. No allowance other than regular salary and benefits 
shall be applicable for such leave. A staff shall enjoy this leave within one year of entitlement. 

 
ii. Rest and Recreation Leave cannot be combined with any other leave but can be combined with 

weekend and holidays. 

5.6.9 Quarantine Leave  

An employee who has acquired an infectious disease and needs to stay away from office for safety 
of his colleagues will be entitled to quarantine leave up to a maximum of 3 continuous days (includ-
ing holidays/weekend) for conjunctivitis, and 14 continuous days (including holidays/weekend) for 
other diseases on the recommendation of the physician. If an employee needs additional leave on 
this account, such additional leave will be charged to casual or earned leave. For the purpose of this 
clause infectious diseases will include pox, diphtheria, measles, mumps, jaundice, TB etc.    

5.6.10 Study Leave  

Study leave is granted to staff who, on his/her own initiative, secures funds for studying for a speci-
fied period in an area which is considered relevant to his/her work in TIB. A regular member of staff 
having served TIB for 3 years or more may be allowed leave to pursue higher study at own arrange-
ment having no cost involvement of the organization. Maximum of two years of such leave may be 
approved by the Executive Director on recommendation of the concerned Director provided the 
proposed study is considered beneficial to the organization. TIB does not pay any salary or benefits 
for the period of leave.  

 
5. 6.10.1 The study leave will be subject to the following rules: 

a. The period of leave shall be up to a maximum of 24 months. In exceptional cases, the Executive 

Director may extend the leave by a month. 
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b. The leave will be without pay, that is, the staff on leave will not receive any salary or benefit for 

the leave period 

c. Festival allowance: The staff will be entitled to festival allowance on pro rata basis for the por-

tion of the year (January -December) he/she served before going on leave. 

d. If the staff so desires, he/she may continue his/her PF membership without disruption by depos-

iting both employer and employee’s contribution. 

e. The salary of the staff will freeze at the grade and step he/she was on the day before com-

mencement of the leave. 

f.  TIB reserve the right to terminate the employee for cause following relevant HR Policy during or 
after the study leave. In case of separation before serving the required period, the provision at 2 (d) 
below will apply. 

g.  Staff will be exempted from the requirement of serving TIB only if the position is abolished due to 
restructuring of the organization/ project. 

h. Staff have no option of taking intermittent leave for studies at home or abroad. 
 

5. 6.10.2 Upon return from study leave the salary and benefits of a staff will be as follows: 

a. The staff will receive salary in the same grade and step as s/he received on the day immediately 

preceding the day of leave commencement. 

b. For the purpose of fixing the next increment date of the staff, the period of leave will be consid-

ered as period of service break. Accordingly, next increment of the staff will be on the date calcu-

lated by adding the days of study leave (= period of service break) to the date on which he/she 

would have got increment if he/she had not been on leave. [Example: a staff proceeds on leave on 

14 October 2012 and resumes duty after leave on 15 July 2013. Had he/she not been on leave the 

staff would have earned an increment on 01 April 2013. The staff’s next revised increment date 

(instead of 01 April 2013) will be on 31 December 2013 calculated as follows: 

  
Increment date if the staff 
had not been on leave (a) 

 01 April 2013 

Date leave commences (b) 14 October 2012  

Date of rejoining after leave 
(c) 

15 July 2013  

Days of leave (d=c-b+1)  274 days 

Next increment date (e=a+d)  31 Dec 2013 

 

c. The staff will get festival allowance on pro rata basis for the portion of the year (April-March) 

he serves after his/her joining after leave.[This is in conformity with Festival allowance policy ac-

cording to which a staff on leave without pay for more than a month will get the allowance on 
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pro rata basis.] 

d. An employee who is granted Study Leave shall be required to serve TIB on his/her return from the 
study leave a period equivalent to that of such leave or pay gross salary in lieu on pro-rata basis 
against any period for which she/he fails to serve. In case an employee resigns before returning 
from study leave she/he will be under obligation to pay to TIB an amount equivalent to gross salary 
for the period of study leave availed. 

e. For the purpose of gratuity, a period of less than six months’ leave will be ignored, that is, bene-

fit will accrue as if he/she had been in service during the period of leave while Leave of six months 

or more will be treated as break of service for one year and thereby reducing total service life by 

by one year. [This is in alignment with the gratuity policy that broken service of less than six 

months is ignored and service of six months and above is rounded off to one year.] 

 
5. 6.10.3 Maximum number of study leaves at a time: 

 
a. At any point of time the maximum number of TIB staff who may be granted study leave shall not 
be more than 4 (four) 

b. No division shall have more than two (02) staff on study leave at a time; no unit shall grant study 
leave to more than one (01) staff at a time. 

c. No member of the staff will be granted study leave more than once in a period of 05 years 

5.6.11 Leave on account of accident/long sickness 

For long sickness of more than 5 days or for injury due to accident a staff will be entitled to leave 
with pay for a maximum of two months including hospitalization, if applicable. Such leave in both 
cases, intermittently or at a stretch, will be subject to proper documentation from credible doc-
tor/hospital.  

5.6.12 Leave on Account of Miscarriage/Abortion  

A female staff having her pregnancy terminated through miscarriage/ abortion will be entitled up to 
one month’s leave with pay subject to doctor’s recommendation. This leave will not be available for 
a staff who had two live children before such accident took place.  

5.6.13 Leave on account of giving birth to a still Child  

A female staff giving birth to a still child will be entitled to leave with pay (i) for the days she enjoyed 
maternity leave before the child birth, and (ii) for up to two months after the child birth subject to 
the recommendation of the physician. This leave will not be available for a staff who had two live 
children before such accident took place.   
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5.7 General Procedure of Applying for and Availing of Leave  

i) An employee who desires leave shall apply to the competent authority through proper channel 
where applicable in the HRMS while on leave.  

ii) For any planned leave an employee shall normally apply one week in advance. In case of sickness 
or emergency the approval shall be obtained afterward but intimation is required.  

iII) Application for extension of leave shall be submitted by the employee to the competent authori-
ty before the expiry of the granted leave.  

iv) An employee who remains absent for any period in excess of sanctioned leave without approval 
or intimation shall be liable to disciplinary action.   

v) For calculation of leave, salary for deduction or payment purpose the standard working days in a 
month will be considered 30 days for those staff.   
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CHAPTER 6:  PERFORMANCE MANAGEMENT SYSTEM 
 

6.1 Principles 

An assessment of employee's performances will be made once in a year by using standard tools and 
procedures.   

Performance appraisal should give both supervisor and employee an opportunity to establish two-way 
communication against mutual expectations on job performance. It should help supervisors and the su-
pervised to identify and provide feedback to each other. Feedback may be given in order to:  

o Remove performance gaps.   

o Improve further for future growth and challenges, and   

o Recognize and appreciate superior performance.   

For new staff initial assessment shall be done on completion of her/his probation period. In case of 
transfer, supervisor shall assess the performance of her/his supervisees and send it to the HR unit, 
which shall send it to the new supervisor after due consideration.   

6.2 Performance management process   

Supervisors should consider that performance management is not an annual event rather it is year 
round activity. The process looks at the following important steps:  

6.2.1 Determine, agree and share what is expected from the employee in terms of accomplishment of 
objectives and job performances in this context of his/her job description. This is usually set at the be-
ginning of a performance year.   

6.2.2 Sit together with employee to review and monitor the progress level of objectives or job perfor-
mances and revise objectives if situation demands so. The period of such review may be a month for a 
poor to average performer, while longer period say 3 months may be needed for better performer. This 
review session may be formal or informal depending on circumstances. However, supervisor and the su-
pervised employee should take notes on the outcome that may be used for future reference.   

6.2.3 Complete annual appraisal in a formal way by using prescribed format and guidelines. The apprais-
al focuses on the following aspects:  

a) Evaluate to what extent and how an employee has completed assigned duties and responsibilities 
as well as pre-determined targets within a specified time frame. In this context the aptitude of the 
employee shall be given due consideration.   

b) Identify what should happen in future so that the individual can perform better and set a work 
plan for future for personal and professional development and better contribute to the achievement 
of organizational goals.  

c) How to recognize superior performance so as to motivate the employee.  
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6.3. Performance rating  

While evaluating employee performances, the following categories will be applied: 
 

Score Result 

1 to 40 Unsatisfactory 

40+ to 60 Marginal 

60+ to 80 Meets Requirements 

80+ to 90 Exceeds Requirements 

90+ to 100 High Achiever 

 

6.4. What to evaluate and who  

6.4.1 Supervisor’s evaluation: Supervisor will evaluate employee's overall job performances considering 
the following:   

1. Performance according to assigned job 
2. Professional, Interpersonal, Leadership and General Conduct 

6.4.2 Self-evaluation: If the employee disagrees with the rating of supervisor, self-evaluation will be re-
quired. Following will be considered:  

1. Performance according to assigned job 
2. Professional, Interpersonal, Leadership and General Conduct 

6.4.3 Evaluation by supervisee/junior (applicable for staff members of grade V and above): The supervi-
see/junior shall evaluate his/her supervisor considering the following:   

1. Supervision and decision-making 
2. Cooperation and coordination. Provided cooperation and assistance in all circumstances. 
3. Interpersonal relationship and team building 

6.4.4 Peer evaluation: It shall be done considering the following:   

1. Cooperation and coordination in carrying out each other’s responsibilities 
2. Nature of interpersonal relationship and team building 
3. Overall attitude and behavior 

6.5 Appraisal Form and Timeline  

6.5.1 Separate appraisal forms shall be used for supervisor, self, supervisee/junior and peer evaluation.   

6.5.2 The duration of appraisal period is usually one year, however, considering the need as recom-
mended by respective Director/Divisional Head and approved by Executive Director, appraisal may be 
conducted in six month's or any other period. Usually performance appraisal exercise will be carried 
out in the 12th month of project financial year. Staff members who joined after commencement of pro-
ject will be evaluated at their every 12th month of service.   

6.5.3 All confirmed employees are subject to annual appraisal process.  
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6.6 Time period for Performance Appraisal Submission 

6.6.1 Appraisal must be completed and shall submit to HR in due time/date along 7 (Seven) days grace 
period. Appraisal should be conducted between 1st day of 12 months till 7 days of 13 months. Example; 
If any staff Join at January 15, 2016 Then Appraisal due date will be Jan 14, 2017. Submission period will 
calculate in following manner: 
 

Date of Joining of the staff Jan 15, 2016 

Appraisal due date Jan 14, 2017 

Submission Period December 15, 2016 to January 14, 
2017 + 7 days’ grace period  
 

 

For exceptional cases 3 months will be considered base on EMT decision. Performance appraisals once 

completed must be submitted to HR within 7 days of each month, o t h e r w i s e  i n c r e m e n t  e f -

f e c t  will defer to the next month salary. 

 
6.6.2 It shall be the responsibility of the assesse to initiate the a p p r a i s a l  process. Assessor shall 
be duty bound to complete the assessment within the stipulated time or face punitive action to be 
determined by EMT 
 

6.7 Performance Appraisal disagreement handling 

6.7.1 If there is any disagreement between the assessor and the assesse (below the level of the Direc-
tors) in respect of scores or comments in the Performance Appraisal, the assessment shall be forwarded 
to the Director/Senior Manager/EMT as appropriate for settlement. 

6.8 Appraisal Outcome  

6.8.1 Annual increment of pay is not awarded automatically; it will be linked with performance.  

6.8.2 TIB management will decide what action will be taken in terms of salary rise following annual ap-
praisal. Approval of salary rise will depend on budget and other pertinent factors. However, as a general 
guide, the following steps may be considered:  
 

Result 
Increment/s 

 

Unsatisfactory No Increment 

Marginal Half Increment 

Meets Requirements One Increment 

Exceeds Requirements One & Half Increment 

High Achiever Two Increment 
 

6.9 Appraisal Copy  

Appraisal record shall be preserved in the employee's personal file, and maintained by the HR unit to 
which supervisors shall access.  
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6.10 Special Reward for Outstanding Performance  

An employee shall be awarded special reward for his/her outstanding performance as approved by the 
Executive Director in consultation with the Board of Trustees.   

(a) Training: High performers may be selected for local or international training 

(b) Appreciation Letter: Issuing appreciation letter shall be considered as another form of non-financial 
incentive. Such letter shall be issued by Executive Director for levels I – IX and X upwards by the Board.   

(c) International Visit: High performers may also be nominated, if available, for attending international 
relevant workshop. 
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CHAPTER 7: DISCIPLINARY ACTION AND SEPARATION 
 

7.1 Objective  

Disciplinary action is warrant for misconduct, violation of code of Ethics and the activities detriment 
to the interest of the organization. Disciplinary actions are not intended and should not be used to 
alienate the employee from the organization.  

7.1.1 Whenever disciplinary action is required; it is important that the penalty imposed be com-
menced with the offence.   

7.1.2 When the disciplinary action is warranted the employee may be subject to the following ac-
tions, subject to due praise in issuing show leave notice and inquiry if considered necessary.   

i) Verbal Advice: Supervisor may advise the employee concerned verbally for not committing 
such offence in future.   

ii) Written Warning: A warning letter may be issued to an employee for an offense (miscon-
duct) which does not warrant dismissal.  

7.1.3 The employee shall be issued a confidential letter describing the offence and warning that 
repetition of such offence shall bring dismissal.   

7.1.4 Warning letter shall be issued by the HR unit on the advice of the supervisor and approval of 
the appropriate authority.   

7.2 Termination  

7.2.1 TIB may terminate service contract of any member of the regular staff/confirmed staff at any 
time without showing any reason subject to a notice period of 120 days or payment of 120 days 
(equivalent 4 months) basic salary in lieu of notice period. During the probation period such termi-
nation is subject to 7 days’ notice or payment of 7 days’ gross salary in lieu of notice period. This 
benefit will be given before the expiry of the fifteenth working day from termination date.  

7.2.2 Although TIB is not bound to state any reason in the termination letter but sufficient ground 
should be recorded in a separate termination file to be kept in the custody of Executive Director as a 
confidential document.   

7.2.3 The terminated employee will receive admissible dues at separation.  

7.2.4 Termination letter will be issued by the Executive Director.  

7.3 Termination Benefits  

The terminated employee (confirmed) shall be entitled to the following benefits:  

i. Unpaid salary and allowances up to the last day of work;  

ii. Encashment for the unused balance earned leave, if any;  

iii. Any other benefits as admissible in the context of the termination as determined by 

the authority  
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iv. When a probationary employee is terminated, he/she will receive only unpaid salary 

and allowances up to last day of work and encashment for unused balance earned 

leave, if any.  

7.4 Misconduct Defined  

The following acts on the part of an employee shall be considered as misconduct:  

a) Violation of TIB’s values and code of ethics.  

b) Willful insubordination or disobedience to any reasonable order of the supervisor(s).   

c) Theft, fraud or dishonesty in connection with the property of TIB.  

d) Taking or giving bribes or any illegal gratification in connection with his/her work.  

e) Habitual “Absence without Leave” or absence without authorized leave.  

f) Habitual late attendance.  

g) Breach of any terms and conditions of service rules or employment or any rules applicable 

to TIB or any rules made under there.  

h) Riotous, disorderly or indecent behavior of the employee.  

i) Habitual negligence or neglect of work.  

j) Willful damage to work in process or to any property of TIB.  

k) Tampering with records and registers of TIB.  

l) Unauthorized removal of records and registers of TIB.  

m) Failure to observe the safety and security of the office article and records and registers of 

TIB property kept in charge of the employee.  

n) Use of drugs, intoxicating substances narcotics. Drinking of alcohol, smoking at office;  

o) Sexual harassment and violation of other provisions of Gender Policy.   

7.5 Show Cause  

7.5.1 When a complain is received against an employee that is serious in nature and that falls under 
misconduct as defined in this manual, a charge sheet shall be prepared and an employee shall be is-
sued a show cause letter asking, why disciplinary action will not be taken against him/her.  

7.5.2 On receipt of show cause letter, the employee shall explain his/her side within 5 working days.   
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7.5.3 The show cause letter must mention the specific charges, the letter will be issued by 
HR/Director-Finance & Administration with the approval of Executive Director.  

7.6 Investigation  

On receipt the reply from the employee or expiry of the time period given, Executive Director may 
constitute a committee with appropriate level of officers with no conflict of interest for appropriate 
investigation and report.   

7.7 Punishment   

7.8.1 Based on report of the enquiry committee, Executive Director will decide whether the accused 
will be dismissed/terminated/asked to resign or reprimanded in other ways.  

7.8.2 Dismissal/termination/Reprimanded letter is to be issued with the written consent of Execu-
tive Director.  

7.8.3 Payment in case of dismissal:  

i) Unpaid salary and allowances to the last day of service; and  
ii) Encashment for the unused balance earned leave, if any.  

7.8 Procedure of Suspension  

7.8.1 An employee charged with misconduct may be suspended pending an enquiry into the charges 
against him/her, but the period of suspension shall not exceed thirty (30) days.  

7.8.2 The suspended employee shall be paid 50% of his/her basic salary during the period of suspen-
sion.  This payment is not reimbursable, even if dismissal occurs. Any other allowances are not enti-
tled during the time of suspension.  

7.8.3 The employee should be issued a Suspension Order, which shall take effect immediately on de-
livery.  

7.8.4 If the employee is not found guilty, he/she shall be deemed to have been on duty for the peri-
od of suspension for enquiry, and shall be entitled to his/her unpaid balance of basic salary and oth-
er benefits (if applicable) for the period of suspension.  

7.8.5 A suspended employee cannot attend to the office or sign any official documents and should 
not have access to the same. Incase such comment is needed for his/her defense access may be giv-
en subject to specific permission of Executive Director.   

7.9 Grievance Procedures  

7.9.1 TIB tries to provide prompt and orderly resolution of all types of grievances relating to em-
ployment conditions.   

7.9.2 Any employee may submit personal grievances within 15 days of the occurrence of the inci-
dent.   

7.9.3 Employees will submit written and signed complaint to Executive Director in person or a des-
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ignated box/ e-mail. Executive Director shall consider and dispose of the complain within 30 days.   

7.10 Retrenchment   

7.11.1 Retrenchment is used when an employee must be removed because their positions no longer 
exist or of his/her service is no longer required. The employee shall be given one month’s notice in 
writing indicating the reason for retrenchment, or one-month gross salary in lieu of notice.  

7.11 Benefits of Retrenched Staff  

A confirmed employee shall be entitled to receive following benefits in case of retrenchment:  

i) Unpaid salary and allowances up to the last day of work;  

ii) Encashment for the unused balance earned leave, if any;  

iii) Payment of one month’s basic salary in lieu of notice in case of without notice by the or-

ganization.  

iv) Accrued Bonus and End of Contract benefits.  

v) Any other admissible benefit when available.   

7.12 Release  

i) Staff terminated, dismissed and resigned (confirmed staff), shall take clearance from the place of 
posting and take release from the head office;  

ii) Field based service staff may take release from the concerned field office.   

 

 
 
 
 
 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 



  

                                                                                                                                                   Page | 56  

 

HUMAN RESOURCE MANUAL 

Annexure 1: Code of Ethics 
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Annexure 2: Staff Requisition form (Project Staff) 
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Annexure 3: Performance Appraisal Form 
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Annexure 4: Probation assessment form 
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Annexure 5: R & R Application Form 
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Annexure 6: Accidental/Long Sickness Leave Application form 
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Annexure 7: Children Education Allowance Form 
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Annexure 8: Staff Clearance Sheet 
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Annexure 09: Consultancy disclosure form 
 

 

Transparency International Bangladesh 
Information on involvement TIB staff in consultancy and/or similar roles outside TIB 

 

 

1. Name: 

2. Designation in TIB: 

3. Information on consultancy and/or other involvement(s) outside TIB: 

 
# Item Information For official 

use only 

 
3.1 Name of organization(s) other than 

TIB in which involved in any ca-

pacity (add space if necessary) 

a)  

b) 

c) 

3.2 Date(s) of TIB’s approval and 

number of days of leave taken, if 

applicable 

a)  

b) 

c) 

3.3 Designation(s) a)  

b) 

c) 

3.4 Name(s)/title(s) of assignment a)  

b) 

c) 

3.5 Specific task(s)/deliverable(s) 

(pl use extra paper if needed) 

a)  

b) 

c) 

3.6 Period(s) of involvement (from … 

… to … …) 

a)  

b) 

c) 

3.7 No of person-days a) b) c)  

3.8 Paid or honorary  a) b) c)  

3.9 What steps have you taken to en-

sure full compliance of relevant 

rules? 
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END 
 

 

 

 

 

 

 

 

 

 

 

 


