% ) TRANSPARENCY
INTERNATIONAL
BANGLADESH

Social movement against corruption

HUMAN RESOURCEMANUAL
MARCH 2018

www.ti-bangladesh.org




©

TRANSPARENCY
S HUMANRESOURQEANUAL

Social movement against corruption

INTRODUCTION

~

Over the past years, Transparency International Bangladesh (TIB) has signit
grown both programmacally and institutionally. We have the distinction of being tl
largest chapter of TI in the world implementing mudimensional and robusi
programs. This means that we are handling larger and newer resources, prc
staffs, partners and veators. With this growth the policies and procedures related
Human Resource Management have required updating and amendments to e
the high standards of transparency and accountability that TIB is known for, a
expected to be. Our main objecivis to ensure that our Human Resour
Management procedure and all actions, decisions and activities related to it repre:
high standard of efficiency and effectiveness.

What follows here is the amended, updated version and combinatiomlB Human
Resources Manual approved by the Board of Trustees of TIB at-itse22ingheld on
June 13, 2017. All relevant members of the staff at all levels and locations
expected to be conversant with the provisions of this manual anflilly comply with
the same. The board and management hope that the policy will be fully enfo
without any exception so that the underlying responsibility and accountab
framework are strictly observed.

(L35-

Dr. Iftekharuzzaman
Executive Dirdgor
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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 nathe bbard
as per delegation. The appointments to the posts of Director and Executive Directains with the Board.

2. Allowancemeans additional payments made to employee in excess of their basic salary.
3. Advisor/Consultantmeans such individuals(®ither Bangladeshi or foreign, appointed on sfiederms
& conditions as determined by tHgoard of Trusteeen a special contract for rendering consultancy or some

advisory or technical function.

4.Advise Executive Managememeans engaged by TIB toopider advisory services under specific terms of
references.

5. Board of Trusteesneans the body that established TIB under a Trust deed. It is the decisitimgrbady
of the Trust, but delegates day to day management decisions to Executive DireTt&. of

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

7. Chairpersormeans Chairperson of the Board of Trustee.

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

9. Duty means service of an employee including leave authorized by competent authority.
10. Deputy Executive Director (DEDjeansthe Deputy Egcutive Director of TIB appointed by the Board

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

12. EMT:ExecutiveManagementleam, the highest decisiemaking body of TIB after tHgoard of Trustees

13. Employeemeans a staff or officer of the TIB whether probationary or confirmed.

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

15.PostYy St ya + atyOliAz2ySR LRald Ay GKS 2NBEFYATFGAZY A\

16. Salarymeans the amaont, inclusive of the benefits and allowances, drawn monthly by an employee as
the pay and allowance that has been sanctioned for the post hetdogmployee.

17. TIB/Organizatiormeans Transparency International Bangladesh Chapter.
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CHAPTER INTRODUCTION

1.1 Introduction

Transpareny International Bangladesh (TIB) is an independent;goMernment, norpartisan and
non-profit organization with avision of Bangladesh in which government, politics, business, civil
society and the daily lives of the people shall be free from corouapti

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

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

¢ L mi@sionis to catalyze and strengthen a participatory social movement to prorantedevel@
institutions, laws and practices for combating corruption in Bangladesh and establishing an efficient
and transparent system of governance, politics and busin&sair¢e: Governance Manual and Code

of Ethics, TIB, 2016

The present Human Resource Mahigbased on the above vision, values and mission oftTHE-
videsthe framework of guiding principles and practices aimed at ensuring the highest standards of
efficiency, integrity, accountability and transparency in managing TIB. The HR Manlixhigdmc-
ument, subject to amendment with the approval of the BodEdecutive Directorits practical value

and importance lies in the availability of resources and commitment of TIB in applying stasd-

ards in its work.

Where the provisions of thisR 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 andurescef 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 avable 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 manualill be maintained in English and can be translate in Biengéere a dispute
arises, the English version shall prevail.

1.2 Responsibilities of the Employee and behavioral norms
1.2.1Empowerment/Accountability¢ L . &SS1a G2 Sy:dNdXzad Asiafiwhé I FF
are closest to communities, with @ene autonomy and decision making power. Along with this deci-

sion m&ing authority come greater accountability. This should be reflected in functions and organi-
zation of TIB.
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1.2.2 Stewardshipis defined as the responsible acquisition, deployment, androbof human, ma-

terial, and financial resources. All employees are encouraged to identify how they can become a
Y2NBE SFFSOGAQGS adSeglNRa 2F ¢L.Qa NBazdNOSa:z
effectiveness. The concept of Stewardship willréftected in performance evaluation of staff of all
level.

1.2.3TIBStaff 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 Environmerall staffs are responsible for ensuring a workplace environment that is
non-hierarchical and which allows everyone to perform to thest of their ability. Orthe-job learn-

ing will be seen as a process that continues throughout an entire career. Constructigatisetim,

both indvidual and collective, will be encouraged as a means to deeper, more profound institutional
learning.

1.2.5 Gender and DiversityThe 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 willvstto understand how the particular condi-

tion of each indvidual or social group shape their ability to excel, creating tailored opportunities for
each to thrive, caosistent with TIB mission.

1.3 Purpose and applicability

1.3.1The polices containeddnein 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 beade to bring out their best poten-
tials.

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

There will be no exception to policy application. However, in exceptional situatiofoatite 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.

1.4.2No one is allowed indigually 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.

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

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

1.4.5Any 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 enghgith 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 andlexte
entities including vendors honestly and diligently.

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

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

1.4.10The employesof the TIBncluding service staff and support staffall 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 thoseho areso designated by the Board amthose employment is not related to
or dependent upon any project.

1.5.2 Project Staff

Project staf§ are those who are employed to work on a particular project and whose employment
letters specify the project in which thegre employed

1.5.3Regular 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 proje@nd whoseentitlement includes but not limited to: (i) salary in in-
crementl scale, (ii) terminal benefits, (iii) Casual leave e@vihed leave, and (iv) COLA

1.5.4 Shoriterm Contractual staff

A shortterm contractual staff may be (i) a bridge staff or a (ii) need based Staffrtterm contrac-
tual staffs are not requiretb serve a probationary period.
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1.5.4.1 Bridge staffA 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 suitale candidate etc. Such employees are full time employees and get gross salary of
the sanctioned position with no entitlement to benefits liket@minal benefits (iiparned leave,

and (ii) maternity leavdiv) paternity leaveetc.

1.5.4.2 Neeebased $aff: Need based staffs are hired to meet seasonal needs such as for temporary
research/ documentation/ woreprocessing/ dataentry/ data-collection work on a daily/ monthly
consolidaed salary. A need based staff may be employed for a maximum perioxl wiosiths at a

time and up to 12 months in total in a roMeedbased staff will not be entitled to service benefits
like (i)terminal berefits calculated based on salary égrned leave andi{) maternity leave (iv) pa-
ternity leave (v) Festival bonus.

1.5.5 Post retirement contractual staffAll 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 subjed¢h@approval of the Board provided that the re-
tiring staff is ealuated to have: i) made excellent contributions with proven expertise and commit-
ment; and ii) physical and intellectual capability tontioue to deliver effectively. The terms and
tenure of such postretirement 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 mohty 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 allowalhbe based on the
wages of one shift. Service staffs are entitled tavéige at an agreed rate, (ii) two festival allowanc-
Sa a LISNI Of dzaS odmt S| OK SljdzA @t t Sopdsualea@ as? y S
per HR policy and (iwaternity/ 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: BIWNO per year of service.

-For continuous service of 2 years but less than 3 years: BDT 3000 per year.
-For continuous service of one yearthess than two years: BIZD0O0 per year
-For less thamne-yearservice: None

Services will be counted from the firday of a new projecor 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 notdoasidered. 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 shortaideework 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 {ignsport/reimbursement of transport cost for
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travel other than regular travel to anfilom office (iii)par diem only for field trips, (igther reim-
bursable cost necessary to fierm 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. Atanhesah-
y2i dzaS ¢L. Qa ARSydGAdeo

1.6 Grades of Employee:

Grade Generic Designation

Gradec 1 Office Assistant |

Gradecg 2 Office Assistant Il

Gradeg 3 Driver am Messenger |

Gradeg 4 Driver am Messenger

Gradec¢ 5 Assistant Manger

Grade- 6 Deputy Manager/Area Manager
Gradeg 7 ManagerProgrammeManager

Gradeg 8 Senior Manager/Senid?ProgrammeVianager
Gradeg 9 General Manger/Coordinator/Specialist
Grade¢ 10  Director

Gradeq11l Deputy Executive Director

Gradec 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 forendd2 pm) However,in case of joining in the
afternoon higher service shall be commencathdthe 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 periadgix 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 attributesand observance of cod# Ethics of TIB.

1.8.3 A staff on probatiorwill 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. Tioel joé absence for

this purpose will be treated as leave. A probationary staff will however be entitled to participate in
domestic traning/workshop or undertake travel within the country subject to the nomina-
tion/approval of the supengor not below thelevel of Senior Manager. Where foreign travel of a
staff on probation is consideredkeemely essential, the Executive Director may, on the recommen-
dations of the concerned Director and the Director of Fina&dedmin., approve such travel.

1.9 Termination pefod

19.1TIB may terminate service contraaft any member of the regular staff /confirmed staitf any

GAYS 6AlGK2dzi aK2gAy3d lye NBlFazy adznaSod G2 |
(equivalent 4 monthspasic salary in lieu of notice ped. During the probation period such termi-
Y6IEGAZ2Y A& &adzomaeSOod (2 1 RdsS8aaqinyed df hoiicd petidd] LI & Y Sy i

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

Service length: Termination Notice period

3> mm 2RI 8aQ y2iA Gr&s hdn lidl éf NoScg period
3¢6>mm 7TRIF@aQ y2iA gé&s b lisl éf NoScg period
6-12> mm 15RIF@aQ y2iA gré&ss salbdn lidh & NoScg period
12 mm & aboe 1 monthnotice or paymengross salaryn lieu of notice period

1.10 Resignation period

1.10.1Any member of the regular staff /confirmed staff, after joining TIB may terminate the service
O2yUNI OG G2 I+ y2GA0S LISNA 2 Reqivalen2lynSnthsppogsisdlary2 NJ LI
in lieu of notice period. During probation notice period for such termination is 7 days.

1.10.2 Other than regular contractual employemn leave the organization by giving notfoce a
period specified in seridl.9.2.

1.11 Confirmation

1.11.1 After completion of probation period, evaluation of perfornee of the probationer shall be
conducted in the due process subject to the approval of tlheddtiveDirector. Subject to satisfac-

tory performance during probation perion employee shall be confirmed his/her position. HR will

issue a cofirmation letter to the employee within 15 days after expiry of the probation period
based ordivisionK S R NBO2YYSyYyRI A2y kol ASR 2y Gt NBOIl GA2y
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 emplyment, the employee may represent to the autlitgrfor decision in this regard.
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1.113 In case of unsatisfactory performandbe appointing authority may extend the probation
period for twotimes, 3-month periodsfor a single time Intimation of such extension be given be-
fore expiry of the current paod of probation.

1.12Redesignation

1.121 TheExecutive Directoin consultation with the Divisional Head may change the designation
of TIB staff and their duties and responsibilities from time to time, if necessary.

1.13Transfer

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

1.132 Before joining the new office the staff must fill in the transfer foiitandover/Takeovernd
take release from the msent ofice.

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

1.134 Unless otherwise determined dyxecutive Directqrall decisions of transfer shall be notified
at least fifteen(15)days ahead of effective date.

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

1.14Formal handing 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 thetransferee must be handed over to the successor or any other competent authori-
ty as may be directed.

1.14.3 A prescribed fornfHandover/Takeoverhall be used for this purpose.

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

1.15Joining 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.

1.152 Joining period on transfer s be maximum 3 working days from the date of release from
the office.
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1.161nability 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 r&d it may tantamount to indiscipline, if there is no valid reason for such
delay.

1.17Temporary 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 locaty’ Ay . I y3fl RSaKaed | 24SISN.
G&¢ GNIYATFSNI AKIEf y2N¥Itte 08 t Saa Exeeutivg Dii KNB ¢
rector.

1.18ReAppointment of former staff

1.18.1. A former Staff may be remployed upon vacancy and by way of catifive recruitment
process after having fulfilled all requirements.

1.18.2If 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 teninated, dismissed or discharged, shall not be eligible fer re
employment.

1.19 Fulitime employment

1.191 TIB staff members are employed on fiithe basis, therefore without prior ement of the
Exeaitive Director,no staff shall take up employmenttiior without pay or join any position on an
honorary basis or be involved in any flithe 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 nothamper his/her performance.

1.20Honorary 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 DivisiahDirectorat the time of joining the orgamation.

1.20.2 Employees willing to join in the Management Bo&tdnorary Boardof any other organiza-
tions shall take permssion 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 Assignmen@insultancy opportunities

a) Staff shall be eligible famdertake an outside assignmértonsultanciegor a period not ex-
ceeding 1@vorkingdays in a yearagardless of the number of assignments.

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

c) The assignmentconsultancyY'dza i 0SS NBf SGFyd G2 ¢L. Qa 62N
staff skill which is required for p€ 2 NI yOS 2F ¢L. Qa ¢ 2 NianalysisdzOK |
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 weekeniiayolvith
leave. During leave without pay the staff witit be entitled to any salary or befits.

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 acidreses.

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

1.22Policy implementation and monitoring

1.221 It is the responsibility of employees at all level to adhere with the fgsliset forth in the
manual as they apply in a particulansition.

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.
1.23Manual amendment process

1.231 TheExecutive Directois authorized to interpretind clarify any provisions of this policy and
develop/design/amend process, procedures, forms and formats required for smooth implementa-
tion of poicy.

1.232 The Executive Directoiis 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.

1.233 Any amendment in salary, benefits, gratuity, provident fuadrned leave encashment, re-
tirement benefits and COLA shall be made by the Bdaahy change is needed in these areas, Di-
rector Finance and Admin will propose to modify existing policies thrdexgicutive Directoand
upon approval of the Board of Tress, they will be amended. HR will communicate the changes to
the employees aand when they occur.
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CHAPTER RECRUITMENT AND SELECTION

2.1Principles

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

2.1.2All recruitment should be throdgcompetitive selection process

2.1.3 Each vacant position will be open for both internal & extérnandidates and shall be
accordinglynotified. If an internal candidate posted in the field is invited for an interview, s/he will
be entitled to up to 2 days leavieom his/her own leave balanceach time (depending on the dis-
tance). Internal candidates will not be givernygoreferential 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 disanination will be made on considerations of individual race, color, age,
religion, sex, or disabilitguring the selection process.

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

2.1.6 Appropriate age limits for different positions shall be determined by the management which
may be updated/amended from time to time depending on specific requirements of respective posi-
tions and circumstances.

2.2 Hiring principles

2.2.1 Only Bangladeshi ctns 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 65gfeage can be recruited

only asShort TermCmtractual staffor highly skilled contractual staff.

TIB may, any time, ask any individual staff or a group or category of staff to undergmahiitaéss
examination especially for staff who are responsibte fnanual work and whose physical and
mentalsoundness 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.

2.2.3TIB shall develw afive-year human resource plan based on its strategic plan. As per annual
work plan the HR Unit will prepare duman Resourcelan and recruitment action plan. Recruit-
ment needs iderified and advertisement of vacancies be made as far as possibleroageear.

2.2.4Human Resourceequirement be evaluated sixonthly.

2.2.5All recruitment efforts will be coordinated by Human Resources Unit on the basis of requisition
from respective division or unit subject to budgetary provision.
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2.2.6 Whenever #uation demands, the organization can hire people on contract or daily basis. The
Exeutive DirectofDeputy Executive Directaran decide such hiring subject to availability of funds.

2.2.7At the outset, HR and Divisional or Unit heads will make swealob 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 marger to prepare job descriptions.

228¢L. aKFftf y2i KANB YSYOSNBR 2F I ¢NHzZGSS 2NJ
first cousins, first nephew and nieces, uncles and aunts or filsine without specific authorization
through a umnimous 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.

2.2.91n exceptional case if a candidate is found qualified, an interview committee shall be formed
by theExecutive Directoor Board as the case may be.

2.3Principles on Gender Relation

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

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

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

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

2.4 Job Analysis Information
2.4.1HR Unit shall analyze the job information before it goes for recruitment.

2.4.2HR Unit shall keep a file in which a description of each job and its desiredogtialifs 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

2.5Job Decription (JD)

2.5.1.TIB shall have written job descriptions for the all the positions using a similar format. Board be
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informed of such JD time to time.
2.5.2.The JD shall be reviewed periodically by the respective supervisor with intimation to HR.

2.5.3. The JD of TIB shaltlude

i. A summary statement

ii. Title of the job

iii. Relationships, Reporting (vertical and horizontal)
iv. Specific duties, Responsibilities, Authority

2.6Vacancy Announcement

2.6.1When a position falls vacant indivision/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 applico f S0 AYOGSNYySiG FROSNIAASYSYyd yR ¢L. QO
shared internally to facilitate applications by internal candidates.

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

iii. Normally a minimum of twas S S tinde@hall be given for receiving applications from the can-
didates unless exceptionally determined Byecutive Directdbeputy Executive Director.

2.7 Short list of applications

2.7.1 HR Unit shalmake a short list of all CVs through careful review and in consultation with
Divisim £ | S Ra o6l aSR 2y GKS 2NBI yA skl kioyledgeexy SSR =
perience and suitability for the position. A committee can be formedhortlist the CV where nec-
essary.

2.7.2Final shortlisting should be done by at least two rele\staff ata level higher than theosi-
GA2y FROSNIAASR F2NJ SEOSLIi F2NJ GKS LRaAirldrazy 2
conduct the shorlisting.

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

2.7.3 The Executive DirectdDeputy Executive Directashall finally review and approve the list of
candidates fointerview.

2.7.41n case of equallyoenpetent candidates and subject to the fulfillment of thequirements
decidedby the EMT)TIB shall give preference to itshiouse candidates. However, in this case the
SYLX 288SQa LISNE2YIf FAE{SI LI ad LISNFPMNIdtgkéhS NI ¢
into consideration.
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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
represenation.

2.7.6 Thecall for interview shall be communicated by email, SMS and phone at leastr®lardays
ahead of the interview datelhe same shall apply in case of written tests.

2.8 Test/Interview and selection

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

2.8.1Interview Board shall be formed at the initiative of HR Unit comprising of at least three mem-
bers with the approval of th&xecutive DirectdDeputy Executive Direot or Board as the case may

be. Preferably, &orts 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.

2.8.2Taking test

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

Quialifying written scordor oraltest would b e minimum 40% Thenumber of candidates
for viva would be determined by the Management baseth then um b e r of vacant
positions

b) Face to fae interview

c) Practical skills tesivhere applicable)

d) Group dscussion and or presentatioif fieeded)

e) Medical test(If needed
Medical test expenses will bear by selectathdidateand after joiningcostwill reimburse upon
submissiorsupporing documens and bills.

2.8.3Recruitment & 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 theagned Director/Unit Head shall not be
counted.

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

2.8.5TIB's existingstaff transfer to another project

If any existing TIB staff aieterested to move withinTIB to another divisioproject with

same positiorgrade/steps, his/her credentials Whe reviewed by TIB Manageméiotlow-

ing which s/he would be asked to face the Selection Board directly for oral test (viva) along
with shortisted 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.
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2.9 Documentation for Recruitment & Selection

The HR Unit shall preserve dicumentation in connection with the recruitment and appointment
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 taghe 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 &yt or
other authorized person as appropriate and necessary. The File shall contain, amadmgst ot
things, HRstaff requisition, Job Advertisementletailed vacancy notice, Application, all certifi-
cates, interview related documents, Reference documents, NID, and employment relevant doc-
uments.

Il. The Executive Director, Deputy Executive Director, Qirecand Unit heads, where applicable,
shall have ready access to the personnel records/persdilael

2.11SomeBenchmarks

Recruitmentand promotionof regular staffin the position of Assistant Manager and ab®kall be
guided by the fdlowing 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 #eesipaelow:

2.111.1B. Scin Engineering or Computer Science frorategpuniversities
2.111.2Recognized accounting degree (CA, CMA, CPA etc)

2.112 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 apmintments, transfers, separation (termination, dismissal, redundancy etc.) related let-
ters shall be signed by thEexecutive Directoor any other person authorized yxecutive Director
or according to Table of Authoritf ¢A: Adopted 8% Board Meeting/0107/2015)

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 o

below the grade 3 on scale of 5 Equal or above the grade 4 on a scale of
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3.9.5RECRUITMENT & SELECTION PROCEDURE FOR TIB

HR sends regret letters who d
not qudify for the position (If
applicable)

Need arise in respective aws¢é 3IADSE lw !'YAG Attt I aa
division tion with management Job DescriptionJD) for approved
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8 8 HR unit
o <
= E
n=z
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: _ sible for ble for coding
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B HR Unit 7y written prepare pan-
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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 ancirethem within the orgaization.

The organization looks at both internal and external equity for salary detatinin The compensa-

tion philosophy rests on the assumption that a sound compensation strategy within the available re-
sources can make a diffaree in achieving desired goals and objectives of the organization. TIB
generally follows the pniciple of equity in salary determination.

3.2 Salary increment/Salary rise

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

3.2.1An 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 &fethe
formance Appraisal. Members of the staff whose performance was found to be below expectation
continuously 3 years shoultk subjected to disciplinary action.

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

3.3 Career Devepment

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

3.4 Position, Level and Salary Structure

3.4.1TIB has a prescribdeay scale and allowance structutely approved by the Boardf trustee

of TIB.
Table # 3.4.Pay scale and allowancgructure for regular staff members
. Trans- .
- Basic pay House ical Chil- Gross
D : Medical | porta-
S (based on the Basic Rent . dren | Sdary &
= .. COLA Allow- tion
o) Position sdary step of Sabry | Allow- Allow- | Allow-
= [2] ance Allow-
2 a staff (BDT) [3] ance (5] ance ance ance
® (1] [4] [6] [7] [8]
XIl Executive Dector According to scale As ckter- Grand fotal
approved by the mined by the Total 50 % of
board Board in each (1+2) Basic Saty TK 400 NIA N/A (C?:r;])n 3
year
Xl Depuy Executive According to scale As ckter- Grand total
Director approved by the mined by the Total 50 % of TK 4000 N/A N/A é%n 02
board Board in each| (1+2) Basic Saty ( t;r;l)n
year
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X Director According to scale As ceter- TK DO0O0(if Grand total
approved by the mined by the Total 50 % of TK 4000 | pickup/dro N/A (Cdumn 3
board Board in each| (1+2) Basic Saty p not t07)
year availed)
IX General Manager/ According to scale As ckter- Grand total
Coordirator/ Special- approved by the mined by the Total 50 % of TK 4000 TK §00 N/A (Cdumn 3
ist board Board ineach| (1+2) Basic Saty 0 7)
yea
VIl Senior Manager According to scale As ckter- Total 55 % Basic TK 4000 | H/O Based Grand total
approved by the mined by the (1+2) Salary for TK B00 (Cdumn 3
board Board in each Field based N/A to7)
year staff & 60% F/O Based
for Dhaka TK 4600
based Staff
Wi Manager According to scale As ckter- Total 55 % Basic TK 4000 | H/O Based Grand total
approved by the mined by the (1+2) Salary for TK B00 (Cdumn 3
board Board in each Field based N/A to7)
year staff & 60% F/O Based
for Dhaka TK 4600
basedStaff
\ Deputy Manager According to scale As deter- Total 55 % Basic TK 4000 | H/O Based Grand total
approved by the mined by the (1+2) Salary for TK 400 (Cdumn 3
board Board in each Field based N/A to7)
year staff & 60% F/O Based
for Dhaka TK 390
basd Staff
\% Assistant Maager According to scale As deter- Total 55 % Basic TK 4000 | H/O Based Grand total
approved by the mined by the (1+2) Salary for TK 400 (Cdumn 3
board Board in each Field based N/A to7)
year staff & 60% F/O Based
for Dhaka TK 390
based Staff
1Y Drivercum- According to scale As deter- Total 65 % Basic TK 4000 Tk.190 Grand total
messegerg |l approved by the mined by the (1+2) Salary for per child (Cdumn 3
board Board in each Field based H/O Based up to to7)
year staff & 70% TK3500 maximum
for Dhaka 2 children
based Staff (5¢18
year)
1} Drivercum- According to scale As ckter- Total 65 % Basic TK 4000 Tk.190 Grand total
messegerg | approved by the mined by the (1+2) Salary for per child (Cdumn 3
board Board in each Field based H/O Based up to to7)
year staff & 70% TK3500 maximum
for Dhaka 2 children
based Staff (5¢18
year)
1] Office Asistant; Il According to scale Asdeter- Total 65 % Basic TK 4000 Tk.190 Grand total
approved by the mined by the (1+2) Salary for H/O Based | per child (Cdumn 3
board Board in each Field based TK3150 up to to7)
year staff & 70% maximum
for Dhaka F/O Based | 2 children
based Staff TK2900 (5¢18
year)
| Office Assistant; | According to scale As deter- Total 65 % Basic TK 4000 Tk.190 Grand total
approved by the mined by the (1+2) Salary for per child (Cdumn 3
board Board in each Field based H/O Based up to to 7)
year staff & 70% TK3150 maximum
for Dhaka 2 children
based Staff F/OBased | (518
TK2900 year)

3.4.2 All regular and project staff positions in TIB are defined (subjedldonagement decision &
21 NRQ& F LILINR Gl £ 0

dzy RSNJ f S@S¢
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3.4.3 Structure of the staffing and salary is shown in theld¢at 3.4.1, which is &ject to change
with COLA in each year.

3.4.4There will be a maximum of 20 steps in the salary structure of each position congidlee
rate determined by théBoardof Trusteesubjectto management recommendation.

3.4.51f an enployee 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 oigal A 2 Yy 4 Q al £ I NB & (eNHzO (i dzN
wise determined by the board subjettt management recommendatio

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

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

3.5.2Staff who is on temp@ry or shortterm 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:
3.6.1The standard working hasi is 37.5 hours per working week for other staff members.

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

3.6.3The other allowances shall be calculated based on 30 days.
3.7 Cost of Livig 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 dre thasic salary and will affect the components of salary having a
relationship with the basic. Immediately after declaration of COLA tteeysalatrix of regular con-
tractual staff will be revised. The salary of Need Based gbart contractual staff wilbe 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 apgropr
G2 FRRNBaa (GKS OKIy3aS Ay (GKS YitoNn] Si FyR RSLISYR

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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3.9.2Existing 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 Boafdustee (BOTgepending on the
circumstances.

3.10 Conveyance Allowance

3.10.1All regular employees of TIB shall be paid a monthly conveyance allowance at theerate pr
scribed by he Board.

3.102 Executive Directoand Deputy Executive Directds entitled to full time transport facility.
Directors are generally entitled to get vehicle support during office time including pickup and drop
facility. However, conveyance allon@e will not be applicable for the Directors who will avail pickup
and drops facilities.

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

3.10.4Vehicle support to Directors for private udeirectors are entitledo vehicle support during
office hours for official assignmeniscluding pickup and drop off facility from residence to office
and back. Sometime thisupport may not be possible due to unavailability of vehicle in the
Transport Pool. Isuch cases hirexi/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 limitf @haka; radius count will stafrom end of city points such
asUttara/Gabtoli/ Buriganga bridge/Jatrabari etc.)and for field visits outside Dhaka.

Directors will be entitled to a maximum @00 km and 8 hoursof vehicle use per month without

any cost. This support will be provided from the Transport Pool subjeatadability of vehicle. If

their personal use exceeds the prescribed limit, they will be charged for the excess amount at the
rate as stated irClause: Rate of Private use on paymésenerally personal vehicle use within office
hour is discouragedRet TIB Transport & Travel Manual]

3.11 Medical Allowance

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

oPMH [/ KAf RNBYQa 9Rd2OFGA2Yy 1 ff261 yOS
| KAt RNBY Qa 9 RdzOl i padyid confirmdd ferpioyeys@Gale d- K1-af tie rabe Df
Tk.1,90 (one thousandive hundred 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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3.130vertime

TIB normally discourages overtime work unless there is urgent need. Overtime benefits shall be al-
f2gSR 2yte G2 ¢L. Qglv,ahosalbe Edited td def ovekiyicdllovaficeToNI R S
extra work beyond normal office luos (42.5 hours per week). However, total overtime hours should

not exceed more than 120 hours for Office Assistant and 150 hours for Driver cumngesse a

month. Hourly rate for overtime will be twice of their hourly basic salary. Overtime foicgsstaff

will be 25 hours per month. Hourly rate for overtime will be one time of their hourly gross sala-
ry/allowance.

3.13.1Minimum overtime: Minimum overtime on a holiday/weekend shall be 5 hours.
3.13.20ddtime travel allowance:

If a staff who isntitled to overtime is required to travel after 11:00 pm or before 5:00 am will be
SYyiAdGt SR G2 +y tft2¢6l yOS SljdA@ltSyld G2 2yS K2d

3.14 Salary Deduction

¢L. NBaSNWSa (GKS NARIKG G2 YIFI1S RSRdzOGA2ya FTNRY

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

3.14.2Unauthorized absence or leave without pay
3.14.3Recovery of over payment of salary, allowance, benefits or loan/advance

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

3.14.5Use of office facilities on payment,duas, NWD/ISD phone calls, ISD fax, transport etc for
personal reasons.

3.14.6 Recovery of over payment/over use of cell phone and inteunsd limit which applicable
(monthly/yearly)

3.14.7Contribution for staff welfare by the employee, as and whesated and rules geerning 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 thewGeneof
Bangladesh. TIB shall deduct the amount of tax payable on salary at source bgiorenpand -
posit the same to the Treasury on monthly basis. Such deductions shall be intimated tonthe co
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 basedreitse
length

3.17 Festival Allowance

(1) All regular staff who ig service on the day of disbursement of festival allowasital be enti-
tled to full festival allowancand 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 comtastiaff 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 allowanceif 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 separati@xcept termination or nosienew of ontract of such staff before
completion of one year of service the allowance shall be r@dibbie on prerata basis to be adjusted
against payable amount at separation or any otheygass that mg be preferred by the incumbent

(4) A short term staff withot 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 equivalgériasic skary

(c) Service staff will get two allowances each equivalemhémthly gross payased 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 nonMuslim stdf the allowance will be disbursed on the major feat of each rei
gion/community (3 or 2 basic salary at a time).

(f) Irrespective of the religion, the SharermContractualBreeze Staffyvill get the allavance
on the basis of one consolidated salary.

Page p7



o ) TRANSPARENCY
INTERNATIONAL
BANGLADESH

Social movement against corruption

HUMANRESOURQBANUAL

(9) If regular staff completed one year of serviséh TIB paid festival amount will not be de-

ducted from outgoing staff even more than two festival payment is beeagivedwithin

his/her tenure

h) Festival allowance will be available only if dfdtin service on the day of disbursement of

festival allowance. For this purpose, the disbursement datebeilihe 20 to 15 daysahead of

the day of the festival.

i) Salary Increment will effect on basic of Festival date

3.18 Telephone Allowance

Sekcted 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

3.18.1Allocation of Telephone allowance

Maximum ceiling of
monthly telephone bill
POSITION GRADE | reimbursement by TIB
(BDT)
Executive Director 12 3,000
Deputy Executive Director 11 3,000
Director 10 2,000
ResearchFellow General Manager / Coordinator
- 9 1,500
Specialist
Senior ManagéBeniorProgrammevianager 8 1,200
Manage/ ProgrammeManager (Dhaka Based) 7 900
ProgrammeManager (Field Based) 7 1,500
Deputy Manager 6 600
Area Manager (Field Based) 6 1500
Assistant Manager/ AssistaRtogrammeVianager 5 500
Drivercum Messenger 3&4 400
OfficeAssistant 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 duringesial exents exceptions for extra payments can

be authorized by the Directefinance & Administration.
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3.19Transfer Allowance

Staff on transfer will get allowance for conveyance and luggage on joining her/his new working area.
The follaving 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, loadingding and other related
costs whee 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! NBft20FGA2Y | ft2s!l yOSsicSalpyzs payabl&Sas of thé @ate of pajping2 T
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 ftttingsie the new
location. The staff may requrjustifying 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.

3.192 A staff will not be entitled to transfer allowance when the transfer is granted on higpber
sonalrequest and convenience.

3.193 If a transferred field staff need to stay outside his/her duty station (may be head office or
any other places) for offial purposes, shall get the daily allowances for those days as per proce-
dure. Transferred staff is also entitled to claim perdiem and lodging-#bd8ys during his/her join-

ing at the new place of posting subject to approval of the lineagger.

3.194 The newly recruited field based stafrbgramme ManageCE,Area ManageiCE Deputy
Programme ManageR&P, AssistantProgrammeManagerR&P, Assistant Manag&i&A & Office
Assistant) will join TIB Dhaka office first. S/he may stay in Dibaléb daysfor orientation and on

job training pupose after joining. S/he will get lodging and per diem as per entitlement of HR Ma
ual; if needed.

3.195 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 toahateed.
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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 allowanc&IBffransport & TraveManual.
The allowance to be recamended by the supervisor as per necessity.

3.20Staff Insurance Coverage

TIB shall maintain group insurance coverage at the expense of the organization fatirgscen-
firmed and regular staff. This shhk guided by the group insurance coveragegadure developed
jointly by TIB and the emerned insurance authority.

3.21Child Care Facility
(1) For the purpose of this clause child means a natural child or an adopted child.

(2) Female members of theadf 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 ircountry travel, either for regularProgramméadministrative visit or meet-
ing/training/workshop, etc., female members of the staff who are lactating mothers of babi&s up

2 years of age shall be entitled to be accompanied by one paid attendant on official account. Only in
special gicumstances subject to approvaf the relevant Director the age limit can be relaxed for
babies upto 5 years of age on a case by case basis subject to bearing of the cost by the staff. Spouse
orotherrebii A #Sa 2F G(KS adlF¥FF akKlrff y234 0SS Omaiga A RSN,
subject to approval of relevant Directorquided that no cost thereof shall be borne by TIB.

3.22Bi-cycle for Office Assistant
Office Assistant, who work in in the CCC areas, could use their own bi cycle for official purpose.
Maintenance, repaiand safe custody of the {oiycle is the responsibility of the Office Atmnt and
TIB will pay monthly lump sum amount monthly basis for maintence purpose.

3.23Expenses of Trustees

All expenses incurred in connection with TIB related travel and waak lse borne by TIB on actual
basis.

3.24Charge 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.

3.25Hardship Allowance

Saff working at Chittagong Hill Tract (CHT) areas will be entitled to hardship allowance 2/0BDT
per month. The authority may include any new areas for the purpose of ltbisance.
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An allowance of BDT 500 per month will be applicable for servafé working at Chitigong Hill
Tract (CHT).

3.26 Remunerationand allowances for needbasedstaff

TIBoften recruits ne e d-based, temporarypersonnel for short periodsoftime to
assistsdectedactivities particularly inrelation to reseach and surve)s. The recruitmentof such
needbased personne is carried out through a competitive process.A review of the exsting
compensationpackagefor short-term recruitshasbeen undertakenin linewith current mar-
ket dynamicson the bassof whichthe followingadlowance structure hasbeen approved by the
BMT considering following notegRef: Office Memo, January 23, 2017]

SIL# particular Field Supervisor| Field Enumerator, Assistant Field
(in BDT) (in BDT) Enumerator
(in BDT)
1. Daily allowance (per day) 800 600 400
2 Lodging: Per day
2.a Divisionaltown 1,000 800 800
2.b District level 800 600 600
2.c Upazilalevel 600 500 500
3. Food allowance (Breakfast | 500 500 500
00 + Lunch 200 + Dinrer
200) - Perday
4. Mobile alowanae- per month Rarge 500200 Range:300400 | Rang 300400
5. Long distancetravel Actualnon AC | Adud nonAC Actualnon
ACAC
6. Field level local conveyance | Range:306600 | Range: 202100 | Range; 202100
per day
7. Remuneration of neeebased 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 allowaiocasedbased personnel
which is appropriate.

1. Dailyallowance will be paid on workday bass.

2. Lodgingand food allowanceswill be paid on a lump-sum basswhen stationed in the field.

3. Mobile allowancewill be paid on a monthly (or pro rata in case of lessthan month) ba-
sis. The rate will be fixed based on the nature of the study by the coneerned research/study

team within the above mentionedrange.
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4. Fieldbasedlocal conveyancevill be paid on workdaybasisand rateswill be determined
by the mncerned reseatwstudy team depending on geographical locations within the above
mentioned range.

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

6. Needbasedpersonnelshall be entitled to non-AC public transport for long distance
travel and costs willbe reimbursed at actual expenseson the basisof supporting documens,
eg, ticket/invoice etc.

7. Monthly remuneration of needbased personné against sanctioned post will be
counted as consolidategay

8 In addition to above mentioned remuneration Associaté Assistat/intern will be entitled
to weekends TIB's declared holidaysasud leave @ 1.5 (one and half) days per month and!
(one) day casual leaver Daily allowance will be deducted for 4 (four) daysof late attendancein
a month.

Lodgingin Dhaka & high cost areaswill be @Tk.1,000/ per day and in other areas @Tk.800
perday.Perdeimin all areaswill be @ Tk500/- per day.

Telephoneallowancefrom Tk.300Tk.600per month (To be decided basedon need)

3.27Provident Fund:

Employees will contribute 10% tifeir 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 cantisiger-

GAOS gAUK ¢L.3I GKS SYLX28SS gAiaftft NBOSAGS (GKS i
tions, plus a preaated share of accrued interest. If a staff member leaves TIB employment before
completion of twoyear of continuous service, ¢hremployee will receive their individual contribution

only, plus a preated 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

Employes may also apply to the Provident Fund trustees for loans against their accumulations as
per the conditions laid down in PF Trust Rules

E Medical expenses for self and family.

E Educational expenses for children or other family member

E Acquisition of propertjor personal living of the member

E Construction of house for personal living of the member

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

The advance against CPF and other entitlements should be diseprovident Fund Trust Deed.
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3.28Gratuity:

Gratuity is due to an employee who retires, resigns terminated, separated or discharged after a min-
AYdzY 2F (g2 6nu0b &@SEFENBRQ aSNWAOS SAGK ¢L. d hyf
are eligible to receive the gratuity. Gratuity will equalthe 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 4RAINING, STAFF DEVELOPMENIRNERNSHIP

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 higheesponsibilities 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 coriflence.

4.2 Basic Principles

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

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

4.2.3Budget: All training should have prior budget provisiond & should be cost effectivd.rain-
ing plan should considewailable financial resources for employeevd®pment

4.2.4Funded trainind®’rogramme can be availegrovided these are consistent with above.
4.2.50bligations for Sponsored Training

If the cost of training borne by TIB or sponsored by others on behalf of TIB exceed8®MmID in-
cluding sasry and benefits and cost of travel, trang fees, boarding and lodgindxe employee will

have to sign a bond giving undertaking to serve TIB for 1 year on return from the training. If the cost
exceeds BD300,000 the undertaking will be for 2 years. Whactual cost of any components of
costs is not aviable TIB will make an éstate for the purpose.

4.3 Responsibility

4.3.1Employee: Employee can identify her/his training needs and opportunities in line with his/her
job responsbilities and career gals 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 enployee as per need of TIB. &upisor/Line Managers shall have the responsibility for
new recruits/transferred/promoted enployee(s) orthe-job training.

4.3.3Training and HRInit: The trainingunit is responsible for providing information and necessary

suwpport in regard to need basettaining activity. It is also the responsibility of HR Department to
coordinate with incountry and overseas training institutes and resource persons in regard to explor-
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ing training oppotunities. Every effort will be made to make training ceffective and job
oriented. Such exercise shall lead to an annual training plan consistent with the plan of action for
the respecive project cycle of TIB.

4.3.40rganization: TIB will give support to employees with necessary information and financial sup-
port. Exeutive Directorand Trainingunit will help supervisors to conduct training need assessment.

4.4Type of Training

Both incountry and outside training will be organized according to identified priority needs. TIB en-
courages on the job training, as welk employee's jolelated 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 respectivieislon and approved duly

With the support of Trainingnit and Financ& Adminstration Division,HRunit will ensure neces-
sary indemnity bond between the employees and TIB for longtidun/costly training.

4 5 Evaluation

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

4.5.2TIB expects that all employees who receive training utilize learning of trafmogyamme at

the work place. It ishe responsibility of respective supervisors to evaluate training outcome or im-
pact. Whether enployee's job performance has improved or not will be assessed by using proper
evaluating tools. Trainingnit will facilitate in the evaluation process.

4.6 Induction and Orientation

4.6.1Induction means an introduction of a newly joined employee to hisepijdb as well as to the
organiation.

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

4.6.3The Huma Resourcesnit will arrange preliminary induction session on the terms of employ-
YSyids ¢L. Qa O2YLISyalidArAzy FyR o0SySFAGAa LI O1F3aASE
4.6.4 The new employee will be provided with the required information about 2h&lB I y A T I (i
rulesandregai A 2y a GKFG YAIKG I FFSOG KSNkKAYD ¢KS
vision, goals and objectiverogrammeobjectives,Programmecoverage etc. will also be briefed in a
befitting manner.

A2
2 N

4.6.5The supervisr will introduce the incumbent with the eaorkers, 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.

4.6.61t is the responsibility of themmediate 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.
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The HR amh Trainingunit 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.

4.8TIB hternship

¢ L . Q ashipPyoigrénideis aimed at facilitating exposure, awareness and sensitization of the In-
GSNya G2 GKS (S@& AaadsSa |yR OKIfftSyasSa Py GKS
grammes in addressing the same. TIB Internship is also designed asnadeapportunity for

would-be professionals on specifisla]S OG & 2 Foing activie’ suhyas research, grassroots
level citizen§engagement, advocacy &mpaign and organaional effectiveness.

4.8.1 TIB Intern

A learnerq usually a posgraduate student- who is granted an affiliation with TIB for harols 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 relate®égreePro-
grammethat the Intern may be enrolled in at the time of Internship.

4.8.2 Quialification

Students enrolled in final year Masters or equivalent level or plessters studies in a recognized
university, or who have completed such studies brg aot currently employed in a fulime job,

may apply directly or through appropriate authority of the University for a position of Internship in
TIB. Candidates must be tiit the age limit of 27 years and should have good academic recaird

least onefirst 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 tBenior ManageHRexplaining the reason(s)

for choasing TIB for Internship, and indicating specific area in which the applicant is willing to work
as a TIB Intern.HE application should attach with full curriculum vitae, two passport size photo-
graphs, and names and mtact addresses of at least two referees. The position of Internship in TIB

is offered only after satisfactory evaluation of the a@pt y (i Qa dj,dabténthaFakhdOinteliest.

¢L. Qad 2dzRIYSYlH YR RSOA&AA2Y |NB FAYyLf Ay (KAA
application with or without offering explaions. Request for Interns may come from line managers
and application from irénded Interns may berciulated to line manager to examine theiritbility.

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, implyingat 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 #e sam
The Intern shall carry out such duties and resploilises as are specified in the Internship contract
S/he will also be agreeable to discharge any other relagsgonsibilities as may be assigned by the
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appropriate authority of TIB.
4.8.5 Supervien

The Intern will work under the supervision of a senior member of the TIB staff who will be regarded
asthehi SNy Qa [AYS alylFr3ISNE FyR (2 6K2Y (GKS LydSNJ

4.8.6 Tenure

The tenure of TIB Internship is usually 10 weeks, and no more tha § (iskitje€l 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 thetharity is not satisfied with the perfor-
mance of the incumbent during the probatigeriod,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 entiggments will on prerata basis following leave policy.

4.8.10 Allowance

Interns are not entitled to salas and benefits. However, Tk000.00will be paid as gross monthly
allowance to cover conveyance and incidental expenses. In connection with the given assignment
field visits are equired, 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 task 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
Supenisor/Line Manager narrating and analyzing the outcome of the internship. On thedfakis

NBLR2NI FYyR 2@SN}ff S@Ffda dAazy 2F GKS LyGSNyQa
Certificate to thertern indicating quality of performance.
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4.8.13 Future Prospects in TIB

In case vacancies are created for regular appoeérit, 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 applicantsdor th
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 Interamay terminate the Internship contract by providinR? & 4 Q. y 2 ( A
However, TIB will haasthe 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.
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CHAPTER 5: LEAVE AND HOLIDAYS

5.1 General Condition

5.1.11t is expected that all employees through their work shall uphold commitment to the mission
and vision of TIB.

5.2 Office Hours

5.2.1A 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\working hours, beginning on Sunday at 9:00 am and ending on Thursday
at 5:00 pm. However, Staff on Level | 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 vkarg day with half an hour lunch period.

5.2.2 During the working days of the month of Ramaglaffice hours shall be determined by the
managment.

5235 dz2NAYy 3 g2NJAy3 K2dzZNEQ adGFFF akKrftt y2d4 €SI @S
supenvsor, as deemed appropriate.

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

5.2.51In the event of any natural disaster or civil commotion (for exartgldone, mob violence,
hartal etc.) which poses a direct safety/seityithreat to an employee especially female, the super-
visor at his/her dis@tion may allow necessary relaxatidrasis on management decisiam their
timely attendance in duty station.

5.2.6Working hours in offices outside of Dhaka shall be determine@®Cs in consultation with TIB
managment.

5.3 Holidays

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

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

5.3.3Due to urgency and importance of the work, tisteetime employees shall be required to work

extra time during a workday, or on holigg The Line Manager/Director of a Division is the respon-
AA0fS ldziK2NRGE 2F KAAKKSNI dzyAidiQa 62N} FYyR axf
work. It is expected that the Line Magex/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 wé&end/holiday.

5.3.41f an employee has to work at night, the management shall take care for the safe return of all

employees especily woman (by arranging office transport, subject to availability) from the duty
station.
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5.3.51In any unavoidable circumstances (Civic unrest on any other condition beyond management
control) if the office remains closed the employee shall make up thiehour or day as decided by

the management. In suchrcumstances when the offiaemainsopen, if any employee is unable to
attend office, the lost hour shall be emensated.

5.4 Attendance
5.4.1The employees shall be punctual which shall be onéefctiteria for evaluation of their per-
formance indscipline in this regard is a violation of code of conduct and may warrant disciplinary ac-

tion.

5.4.21f 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 thig offie
tendance register could be maintained manually and/or electronically as available.

5.5 Leave Policy
General Principles:

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

5.5.2The employee shall not chaileave as a matter of right but a facility provided to an employee.
Thesefore, 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 employesttefo
expiry of his/her leave.

5.5.3All leave records shall be properly maintained.
5.5.4No leave shall be granted to an employee who is under suspension.

555L0 Aa ¢L. Qa LRfAOe (G2 NBO2NR |yR Olhtcler I (S
daryear.

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

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

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

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

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

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

5.6.1 Earned Leave

i) A regular and longerm project emplyee is entitled to 24 days earned leave (at the rate of 2 days
per month) per year.

i) A maximum o060 (SixtyJunused Earned leave may be carried over by an employee to ite su
ceeding year.

iif) A maximum of 50%il2 days)f leave earned in a calendaear can be encashe&uch encash-
ment will be on total EL balance for the calendar y&mample|f 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 saksyf 31 December of the year of leasa@rning.A

staff may opt fomon-encasiment 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 nonencashment cannot be eashed later.

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

5.6.2 Leave facility for illness:

Casual leave can be taken for sickness up to three days at a tanee for iliness for more than

three cansecutive 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 lave
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 caes gproved by Executive Director.

iif) Urused casual leave cannot be carried forward.

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

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

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

i) During her service in TIB a female employee shall be entitled to maternity leave only tiéee. A
male employee with one child before joiningBr'shall be entitled to maternity leave with pay only
once. A émale enployee 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 mateeaitse Iperiod she
mayelj dzSaid Ay GNRGAY3I F2N £ SI@S gAlGK2dzi LI & £ 2y
circumstances.

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

V) A pregnant emmyee 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 hehesmay

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 Iss lhan one hour).

ODAAOD LYy OFasS 2F FTR2LIWA2Yy 2F | OKAftR | g2YlLy ¢
tablish rebtionship with the child. In such case the following rule will apply:

At the start of the leave, the age of the adopted drshall 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 getwo is shorter.

5.6.4.1Service condition during maternity period

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

i) A women employee shall not be dismissed or terminated duringpdréeod of pregnancy unless
an dfences constituting moral attitude or serious misconduct is proved as per disciplinary proce-
dures.

iiiy A new mother, who has a child up to 2 years, may be allowed bfeading time at her resi-
dence sbject to an upper it of 90 minutes in conjunction with luneime.
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5.6.5Special Leave for Paternity Purpose

i) All TIB employees, other than the temporary/shtatm ones, shall for the reasons of full time
care of the new born child and/or wife, be eligible for spédeave of O7calendardays with pay.

Such leave shall be taken in a stretch beginning within a week of the birth of the baby.

i) Such special leave is applicable for maximumdelovery cases of his spouse.

5.6.6 Accrued Compensatory Leave

Members d the regular contractual staff of TIB will be entitled Awcrued Compensatory Leave
(ACL)for working during weekends or holidays to meet authorized deadlines under the following

terms & condtions.

5.6.6.1 Approval to work on weekend or holiday andpapval of the accrual of ACL will be given by
the supervisor at the level of Area Managerconsultation alondg’rogrammeManagerin the Field
Offices andsupervisoin consultation along UniBivisional Heath the Head Office.

5.6.62 To be entitled foran 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 weasid or a holiday. The mamum number of
ACL for an employee under this category will be no more than 10 days per year.

56.64¢C KS YAYAYdzY NBIdANBYSYyG 2F y K2dzNE -Baged]
employee who is required to work routinely at weekends/holidalgsoughout the year. The field
based enployees will be entitled to a maximum of 15 days ACL per year. However, for the field

based staff notequiring to work onweekend/holidays clause 5.53%will be applicable for ACL.

5.6.6.5 Working extra hours on gegular working day and/or shetime work at weekends and holi-

days will not justify ACL.

T2

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 takemnat, avtiich can, however, be taken

in combnation with other categories of authorized leave.

5.6.6.7 ACL cannot be encashed. ACL and overtimaatebe claimed together.

5.6.6.8 No ACL will accrue when attending training or workshop designed to develogddyswand

skill of the staff, and attending workshop, seminar, meeting etc. outideouwntry.

5.6.6.9 ACL will accrue for attending-gountry Seminar, workshop, staff meeting etc which are or-
ganized by TIB as a part of project implementation or bparsners and are attended byvitation

or nomination.
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5.6.7 Leavewithout pay

i) Leave without pay may be granted to all employee including probationary staff, if an employee
reguests 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 employeeshall 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 tamgxdion 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 inaing provident fund, gratuity or leave. However, the staff may contin-

dzS§ G2 O2yGNROGdziS 620K SYLX 28SSQa |yR SYLX 2&SNJ
without pay for 3 months or more will lose his/her seniority.

iv) Unauthorizedabsence from dutyghall be treated as leave without pay for both confirmed and
uncaonfirmed employees unless it is found to be breach of trust when disciplinary action will be tak-
en.

5.6.8Rest and Recreation Leave

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

ii. Rest and Recreatidreave cannot be combined with any other leave but can be combined with
weekend and holidays

5.6.9Quarantine 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 guntine leave up to a maximum of 3 continuous days (includ-

ing holdays/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 adtonal 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.

5.6.10Study Leave

Sudy leaveis graned to staff who, on hi/her own initiative, securegundsfor studyingfor a speci-

fied period inan area whichis consideredrelevant tohis/herwork in TIB.A regular member of staff
having served TIB for 3 years or more may be allowed leave to pursue higher study at owe-arrang
ment having no cost involvement of the organization. Maximum of two years of such leave may be
approved by the Exative Director on recommendation of the concerned Director provided the
proposed study is considered befitial to the organizationTIB d@&s not pay any salarpr benefits

for the period of leave.

5.6.10.1Thestudy leave will besubjed to the following rules:

a. The perioaf leave shall beip to a maximum o4 months. Inexceptional cases, théexecutive
Diredor mayextend the leaveby amonth.
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b. The leave wilbe without pay, that is, the staff on leavewill not receiveany salay or benefit for
the leave period

c. Festival allowance: Theaff will be entitled to festival allowancen prorata basis fothe por-
tion of the year(Januay -Decembe) he/she seved beforegoingon leave.

d. If the s$aff sodesireshe/she maycontinue his/herPFmembershipwithout disruptionby depos-
iting both employeay’ R~ S Y LJcoRtBbStSD &

e. The salarpf the staffwill freeze atthe grade andstep he/she was onthe 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 provigdqad)at
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 nojtion of taking intermittent leave for studies at home or ala

5.6.10.2Uponreturn from study leavethe salary andbenefits of a staffwill be as follows:

a. The staff wilfeceive salaryn the samegrade andstep ass/he receivedon the day immediately
preceding the day of leee commencenent.

b. For thepurpose of fixingthe nextincrementdate of the daff, the period of leave will beconsd-
ered as periodof service beak. Accordingly, nextincrementof the staff will beon the date cdcu-
lated by adding the daysf studyleave (= period of servicebreak) tothe date on whichhe/she
would have got incremerif he/ shehad not beenon leave.[Example: ataff proceedson leave on
14 Ocbber 2012 and resumes dy after leave orl5 luly 2013. Had he/she not beenon leavethe
staff would have earred an incrementon 01 April 2013.¢ K S &néxt r@viBe@iicrement date
(instead of 01 Apiil 2013) will beon 31 December 2013 calculated as follows:

Increment dhte if the staff 01 April2013
had not beenon leave(a)

Date leavecommencegb) 14 October2012

Date ofrejoining after leave 15duly 2013

Daysof leave(d=crt ) 274 days
Nextincrementdate (e=atd) 31 De2013

c. The staff will get festival allowanoa& prorata basis fothe portion of the year(ALINJ fchiy a | NJ
he serves after his/her joiningfter leave.[This is irconformity with Festival allowanceolicy ac-
cording to which a staff on leavevithout pay br more than a month will get the allowanceon
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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 thaf such leave or pay gross salary in lieu onrata 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 thepurpose of gratuity, aperiod of lessthansix montrsCteave will beignored, that is, bene-

fit will acaue as ithe/she had been in serviceduringthe period of leave while_eave of six months
or more will be treated as breakof service for ong/ear and therebyredudng total service life by
by oneyear. [Thisis in alignmentwith the gratuity policy thatbroken serviceof less than six
months isignored andserviceof six months and above isunded off to oneyear.]

5. 6.10.3Maximum number of study leavesat atime:

a. At any pointof time the maximum nunber of TIBstaff who may begrarted study leaveshall not
be more than 4 (bur)

b. No divisiorshall havemore thantwo (02) staff onstudy leawe at atime; no unit shall gant study
leaveto more than ong(01) staffat atime.

c. No membenbf the staff willbe grantedstudy leave morethanonce in aperiod of 05 years

5.6.11Leave on account of accident/long sickness

For long sickness of more than 5 day 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 credite
tor/hospital.

5.6.12Leave on Account of Miscarriage/Abortion
A female staff having her pregnancy terminated through miscarriage/ abortion will be entitled up to
2yS Y2yGiKQa fSH@S gAGK LI & adzoaSOd (2alaRefari 2 NQ 3
a staff who had two live children before such accident took place.

5.6.13Leave 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 (fjr 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 Proedure 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 thelRMSwhile on leave.

ii) For any planned leave an employee shall normally apply one wesk/ance. In case of sickness
or emegency the approval shall be obtained afterward but intimation is required.

ill) 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 batupervisor and employee an opportunity to dstsh 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.dbaek may be given in order to:

o Remove performance gaps.
o Improve further for future growth and challenges, and

0 Recognize and appreciate superior performance.

For new staff initial assessment shall be done on completion of her/his probation period. In case of
transfer, sipervisa 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 anahrevent 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/lay flescription. This is usually set at the be-
ginning of a perfomance year.

6.2.2 Sit together with employee to review and monitor the progress level of aivies or job pefor-
mances and revise objectives if situation demands so. The period of suelw neny 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 berimal or informal depending on circumstances. However, supervisor and the su-
pervised employee should take t&s on the outcome that may be used for future neface.

6.2.3Complete 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 cetadlassigned aties and responsibilities
as well as preletermined 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 panform better and set a work
plan for future for personal and professional dey@itent and better contribute to the achievement
of organiational goals.

¢) 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

1to 40
40+ to 60
60+ to 80
80+ to 90
90+ to 100

6.4. What to evaluate and Wwo

c ®n ®&m { dzLIS NIZ Bapenhsbravill &/didate darplibyeesyoverall jolsfpemances considering

the fallowing:

Result

Unsatisfactory
Marginal

Meets Requirements
Exceeds Requirements
High Achiever

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

6.4.2 Seklevaluation:If the employee disagrees with the rating of supervisor-eedfluation will be re-

quired. Fdlowing will be considered:

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

6.4.3 Evaluation by supervisee/jon (applicable for staff members of grade V and aboVeg supervi-

see/junior shall evaluate his/her supervisor considering thie¥ang:

1. Supervision and decisiemaking

2. Cooperation and coordinationr@idedcooperationand assistance in all circumataes.

3. Interpersonal relationship and team building

6.4.4 Peer evaluationt shall be done considering the following:

1./ 22 LISNY GA2Y YR O22NRAYIFGAZ2Y Ay OF NNEAY 3 2 dzi

2. Nature of interpersonal relationship and team building

3. Overal attitude and behavior

6.5 Appraisal Brm and Timeline

6.5.1Separate appraisal forms shall be used for supervisdf,supervisee/junior and peer evadtion.

6.5.2 The duration of appraisal period is usually one year, however, considering the seetan-
mended by respective Director/Divisional Head and approvedxegufive Director, appraisal may be
conducted in six month's or any other period. Usually performance appraisal exercise will be carried
out in the 12" month of poject financial yearStaff members who joined after commencement obpr

ject will be evaluated at their every #2nonth of service.

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

6.6.1 Appraisaimust becompletedand shall submit to HR due time/date along 7 (Seven) days grace
period. Appraisal should be conducted betweetiday of 12 months till 7 days of 13 months. Example
If any staff Join at January 15, 2016 MA@praisal due date willdoJan 14, 201 Bubmissionperiodwill
calculate in following manner:

Date of Joining of the staff Jan 15, 2016
Appraisal due date Janl4, 2017
Submission Period December 15, 2016 talamary 14,

2017 + R | &&d@ eriod

For exceptional cases 3 miis will be considered base on EMT deciskerformance appraisals once
completed must be submitted tblRwithin 7 days of eachmonth,otherwiseincrementef-
fe ct will defer to the next monthsalary.

6.6.21t shall be the responsibility of the assessédriitiate the appraisal process. Assessor shall
be duty bound to complete the assessment withire stipulated time or face punitive action to be
determined by EMT

6.7 Performance Appraisal disagreement handling

6.7.11f there is any disagreement betwedhe 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 awardadtomatically it will be linked with perfanance.

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

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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6.10Special Reward for Outstanding Performance
An employee shall be awarded spdaeward for his/her outstanding performance gspaoved by the
Executive Director in consultation with the Board of Trustees.
(a) TrainingHigh performers may be selected for local or international training

(b) Appreciation Letter:Issuing appreciatn letter shall be considered as another form of Horancial
incentive. Such letter shall be issued by Executive Director for layesdnd X upwards by the Board.

(c) International Visit:High performers may also be nominated, if available, fterading international
relevantworkshop
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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 organizationDisciplinary actions are not intended and should not be used to
alienate the employee from the organization.

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

7.1.2When the disciphary 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 Gagmit
such offence in future.

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

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

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

7.2 Termination

7.2.1TIB may terminate service contract of any membgthe 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 subjecttar RIF@aQ y20GA0S 2NJ LI &8YSyid 2F 71 Ths- @aQ
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 lettershificient ground
should be reorded in a separate termination file to be kept in the custody of Executive Director as a
confidential document.

7.2.3The terminated employee will receive admissible dues at separation.

7.2.4Termination letter will bessued 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;
il 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 balanmoecde
leave, if any.

7.4 Misconduct Defined
The following acts on the part of an employee shall be considered as misconduct:
FO A2t dA2y 2F ¢L. Qa @l tdsSa IyR O2RS 2F Si

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

) 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.

SO I oAldzad & a!'o0aSyOS gAGK2dzi [ SI @S¢ 2NJ | 04S¢
f) Habiual 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 wor

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

k) Tampering with records and registers of TIB.

[) Unauthorized removal of records and registers of TIB.

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

TIB property kept in charge of the employee.

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

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

7.5 Show Cause
7.5.1When 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 letterlasg, why disciplinary action will nbe taken against him/her.

7.5.20n receipt of show cause letter, the employee shall explain his/her side within 5 working days.

Page b3



o ) TRANSPARENCY
INTERNATIONAL
BANGLADESH

Social movement against corruption

HUMANRESOURQBANUAL

7.5.3 The show cause letter must mention the specific charges, the letter will be issued by
HR/DirectorFinance & Administrain 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 fgsrapriate
investigation and report.

7.7 Punishment

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

7.8.2 Dismissal/terminatio/Reprimanded letter is to be issued with the written consent of Execu-
tive Director.
7.8.3Payment in case of dismissal:

i) Unpaid salary and allowances to the last day of service; and
i) 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 hidshsit 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 takereffexdiately 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 suspeasion for enquiry, and shall be entitled to his/her unpaid balance of basic salary and oth-
er benefits (if applicabldpr the period of suspension.

7.8.5 A suspended employesannotattend to the office or sign any official documents and should
not have a@cess to the same. Incase such comment is needed for his/her defense access may be giv-
en subject to specific peissian 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 condgtions.

7.9.2 Any employee may submit personal grievances within 15 days of the occuroéitice 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/ email. Executive Director shall consider and dispose of the complain within 30 days.

7.10Retrenchment

7.11.1Retrenchmenis used when an employee must be removed because their positions no longer
SEA&G 2N 2F KAAKkKSNJI aSNBBAOS Aa y2 €2y 3aSNI NBIj dz
writing indicating the reason for retrenchment, one-month gross salary iridu of notice.

7.11Benefits 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;
i) Encashment for the unused balance earneddedvany;
AAAO tlheyYSyd 2F 2yS Y2yiKQa oFard abkftlF NE A
ganization.
iv) Accrued Bonus and End of Contract benefits.

v) Any other admissible benefit when available.

7.12Release

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

i) Field based service staff may take release from the concerned field office.
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Annexure 1: Code of Ethics

Adopted 23.02.05

Y TRANSPARENCY
INTERNATIONAL
BANGLADESH

Social movement against corruption

www.ti-bangladesh.org

CODE OF ETHICS

1. Introduction

1.1.  Transparency International Bangladesh (hereinafter “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.

1.2. In the context of the international movement against corruption, TIB is the national
chapter in Bangladesh of the Berlin-based Transparency International (TI), and accordingly,

TIB partners and cooperates with TI and its chapters worldwide.

1.3; TIB is committed to values of democracy, justice, rule of law, transparency,

accountability, integrity and impartiality.

1.4.  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.

1.4. This Code of Ethics is based on the above vision, values and mission of TIB It provides
the framework of guiding principles and practices aimed at ensuring highest standards of
integrity and transparency in the work of TIB. The Manual is a living document. Its practical
value and importance lies in the ability and commitment of everyone involved with TIB —
members of the Board of Trustees, staff members, Committees of Concerned Citizens,

Volunteers - in applying these codes in their work.

II. Guiding Principles
i. We commit ourselves to working individually and collectively with all stakeholders
to catalyze and strengthen a social movement for a Bangladesh in which government,
politics, business, civil society and the daily lives of the people would be free of

corruption;
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