

PRO POOR ETHIOPIAN DEVELOPMENT ORGNIZTION 

HUMAN RESOURCE  MANUAL
(CONDITIONS OF SERVICES)




December 2015
ADDIS ABABA/Ethiopia

Conditions of services
1.	PREAMBLE
This document describes the terms and conditions of employment of Pro Poor It shall be subject to revision as deemed necessary by Pro Poor Management Committee without prior notice to the employees. However, every effort shall be made to notify the employees of the amendments.
Where certain conditions of service are changed before a formal revision of these conditions of service, the management will communicate such changes to all employees and in that regard, the changes as communicated shall prevail over the written provisions of these conditions of service.
2.	STATEMENT OF POLICY
The Pro Poors overall goal is   to the improvement of the social, economic, and physical well being of vulnerable and disadvantage group of people. Pro Poor has the following . objectives
· To build the capacity of community based  structure (Idrs  .Extended families, FBOs) to be responsible and accountable to   the   needs and aspirations of the vulnerable groups of the community    
· To empower the disadvantage groups of the community (destitute women, orphan vulnerable children, person living with HIV AIDS) to wards securing sustainable livelihood    
· To improve the socio economic   lives of women and girls in the area of HTPs, GBV, HIV and AIDS and gender,
the mission of Pro Poor is to reduce vulnerability of disadvantage groups of the community through empowering the target group and community based structures to utilize the talent personal .social, economical and natural resources of the community in collaboration with governmental, private sectors and particularly with community based structures To realize this mission we employ innovative and cost effective approaches; achieving maximum integration and synergies among programs
By accepting employment with the Pro Poor an employee agrees to  work-in a responsible,   disciplined,   amicable   and   productive   manner;   to   be loyal to the

organization's mission statement and to act in a manner to the accomplishment of the objective of the Pro Poor shall seek, as far as possible, to encourage the employees to achieve personal and professional satisfaction in their works and it shall strive to provide fair treatment.
Pro Poor will not accept a performance, attitudes or behavior contrary to its professional and moral principles as a non-governmental organization working in Ethiopia.
Full-time Pro Poor employee may not engage in any other paid employment without the written approval of the Executive director No employees shall, without the express permission of the Executive Director/ accept any fee, employment,. Commission, honorarium, gratuity or reward from any other person or party when it conflicts with the Pro Poors mission.
The employees must keep confidential any and all unpublished information acquired during the course of the work and not publish any reports or papers related to the work of the Pro Poor except with the authorization of the Executive Director/ .
The employee is suppose to refrain form drinking of alcohol, smoking and using any kind of addictive drugs working hours the employee should also appear and remain sober in working circumstances.
3.   TYPES OF EMPLOYMENT
3.1Employment
3.1.1PoIicy
Pro Poor reaffirms it objective of serving the whole person in providing equal employment opportunity and equal promotion consideration to all its employees, based on qualification and performance, whenever there is a vacant post.
In conformity with the objective of the Pro Poor , all qualified applicants for any post shall be treated equally.
3.1.2 Categories of Employees
A.	Contractual employee is one who is hire for a specified period of time with
salary and benefit based on agreed terms and conditions of services.
B.	Regular Employee is one who has successfully completed his/her
probationary period and has been confirmed in writing into regular status.
C.	Casual Labour- is defined as one whose wages are paid on a daily basis.
Casuals are hired for tasks, which must be carried out and paid for on a daily
basis. Either party may terminate his/her service without notice. Casuals
Labour should be for periods not exceeding forty-five days. There shall be no
contract for Labour.


D. This condition of services will not be applicable to any person without the Pro Poor's contract.
3.2 Policy guidelines and Recruitment Procedure
3.2.1	Whenever a vacancy occurs or more manpower is required the concerned office
will fill out personnel requisition from with job description and selection criteria to be
forwarded to the Administration and Finance Officer.
3.2.2 Upon the approval of management or their designate, recruitment, selection and hiring for vacant positions shall effect under the supervision of Administration and Finance Officer.
3.2.3 Vacancy advertisement should contain the minimum expected education level, work experience and special requirement.
3.2.4 Job Vacancies will be advertised in the following manner:
A.	Internal notice for long term positions in Pro Poor Office.
B.	External announcement in newspaper and other means, as deemed
appropriate, of candidates are not available from within or if the post is
temporary.
C.	Incase of unavailability of applicants following notice, the organization
reserves the right to headhunt potential candidates.
3.2.5	Applicants should address their formal request for employment to the
Administration and Finance Officer.
3.2.6The Administration and Finance Officer, in Collaboration with the requesting Office representative, will do preliminary screening.
3.2.7  In  screening  candidates  for  employment,  the  following  factors  shall  be considered
A.	Educational attainment and other qualification related to the requirements
of the position
B.	Past experience qualifying the applicant for the job.
C.	Previous service records with    Pro Poor    if any that is  found to be
satisfactory.
D.	Gender of applicants.
E.	Consideration of location of the position and personality of the applicants
as well as team composition of the requesting office/project.
3.2.8 Candidates who have passed the preliminary screening will complete the personal History From/Application form.
3.2.9 Recruiting Committee will interview the most qualified candidate and if necessary appropriate test shall be conducted.
3.2.10 Recruiting Committee Composition
A. Representative of the requesting officer
B. Administration and Finance Officer
C. Others with consent of the Executive Director/

	3.2.11 Recruiting Committee shall consider the following points to evaluate the Candidates.
A. Academic 2 qualification and training relate to the vacant position 
B. Work experience in the field.
C. Interest or motivation for the work
D. Testimonials from references (such as previous employer ….etc)

3.2.12 Interview and examination result with the final recommendation for employment of the selected candidate grade 6 and above will be forward to Management Committee approval

	3.3 Appointing Authority
A. Project Coordinators when Approved by the program officer and Administration and Finance Officer could do appointments to Grade 1 to 5
B. Appointments grade 6 and above will be done by the Management Committee. 
	3.4 Contract of Employment 
		A. The newly selected candidate must undergo and pass a pre-employment medical examination. The Pro Poor will cover the cost of the examination upon presentation of the medical certificate by the new employee.
		B. Every new employee will be issued a contract of employment  specifying the duration, the position, and the specific job to be undertaken date of hiring and remuneration to be paid with a job-description attached.
		C. The contract of employment will be valid only when the concerned appointing authority and the employee put their signatures on the contract paper.
	3.5 Orientation
3.5.1 Administration and finance officer will facilitate the provision of adequate orientation before the new employee commences his/hr assignment.
3.5.2 The general orientation shall consist of :
		A.  The  aim and the mission of the organization
	   B.  Job responsibilities

C.	Field Office Structures: Organ gram. Channels of communication etc.
D.	Condition of Service: salary administration, benefit, leave . . .etc.
E.	Accounting procedure: payment of salaries and benefits, travel report etc.
F.	Introduction to staff within the sphere of the new employee's job.
G.	Introduction to the senior staff and Executive Officers for higher posts.
H.	Other topics beneficial to the employee.
4.   EMPLOYMENT STATUS
4.1Probation
4.1.1 A probation period stated in the Ethiopian Labour proclamation shall apply to all new personnel from the date of appointment.
4.1.2There shall be no other benefits for an employee under probation except life and medical insurance and the monthly salary.
4.1.3 Upon successful completion of the probation period, the employee will be given extended employment depending on the nature of the position.
4.1.4 The contract will be considered automatically extended if the administration fails to inform the employee regarding contract extension after the end of the probation period.
4.1.5 A temporary employment for a period of less than forty-five days may be arranged by the project/ section with the consent of program officer and Administration of Finance Officer.
4.2	Conformation of Employment
4.2.1 The Administration and Finance Officer will give the new employee a letter of employment confirmation, before starting work.
4.2.2 If the position is of temporary nature and limited duration, a contract agreement may be signed between the relevant project coordinator with the approval of the program officer and the Administration and Finance Officer.
4.3	Job Description
4.3.1 The Administration and Finance Officer shall ensure that each employee has a job description in which employee's function is clearly stated
4.3.2 The job description shall contain the following:
A. Job title

B.	Title of immediate supervisor
C.	Section/Project
D.	Position Grade
E.	Basic function and specific duties
F.	Job requirements
4.3.3 Review Responsibility of Job Deseription.
A.	The project coordinators/ section is responsible to review job description and
submit the same for the program officer/ Administration and Finance Officer
for approval.
B.	Classification review of each job description shall be done and forwarded to
the Administration and Finance officer with recommendation.
4.4 Personnel Records
A.	The Administration and Finance Officer will maintain a numbered file for each
employee.
B.	Access to an employee's file will be restricted to Executive Director/and
Administration and Finance Officer. Project Coordinators shall have access to
files of employees under their supervision.
C.	The management committee can delegate its members to have access to the files
of any of its employees.
D.	Each employee's file will contain the following documents
I) Letter of application for employment
II) Letter of employment/ contract of employment
III) Personal History Form
IV) Job Description
V) Copies of educational and work experience records and testimonials
VI) Copies of all salary and benefit adjustment notice
VII) Copies of performance evaluation records
VIII) Copies of appropriate medical records
IX) Employment test results, if any
X) Passport size pictures
XI) Others relevant documents
XII) Copies of certificate of workshop participation while works with  pro poor.
XIII) Employees will be responsible to inform the Administration and Finance Officer in writing in case there is any change in personal statues such as marital, number of dependents, educational qualification, etc ... .
5.   EMPLOYMENT CLASSIFICATION
5.1 Organogram

A.	Each office/ Project Coordinators ensure that staff under their responsibilities,
fully understand the general communication channels, even though
communication with persons as required may be encouraged.
B.	Program Officer/ Project Coordinators ensure that staff under their
responsibilities, fully understand the general communication channels, even
though communication with persons as required may be encouraged.
5.2 Position Classification
All position grades shall be defined under certain board classifications, which relate to responsibility levels; a grade number shall express each classification.
6.   REMUNERATION
6.1	Salary payment
Salaries shall be paid monthly in arrears to employees based on the amount indicated in the individual contract.
6.2	Salary Scale
The salary will be in line with Pro Poors salary scale
6.3 Annual Salary Increment Annual Salary increment will be made based on performance evaluation.
6.4 Cost of Living Adjustment
Cost of living adjustment will be made in an annual basis using (officially established) local price surveys or inflation rates or significant price changes during the year.
6.5	Salary deductions will be made for any of the following reasons:
A.	Pro Poor shall allow deduction from the salaries of its employees only
when deductions are expressly authorized by law or authorized in writing
by employees themselves.
B.	Unauthorized leave or leave without pay:
C.	Statuary deductions, i.e. Income tax, insurance, provident fund.
D.	Reimbursement of advances and other payments due to Pro Poor such as
any damage to Organization properties;
E.	Court order deductions.
6.6 Salary Advances

In principle Pro Poor has undertaken to pay reasonable wages and therefore expects staff to manage their personal finances in such a way that no slalary advances will be required.
However staff may claim for a salary advance not exceeding half of their monthly salary after working more than 15 days in a particular month. It is also recognized that situations may arise when staff are faced with emergencies requiring urgent disbursements. In such cases the Management Committee may grant a net salary advance not exceeding the equivalent of 33% times the number of months remaining till the end of the year times net monthly salary. The advance will be recovered in equal monthly installments before the end of the year.
6.7 Per diem and Travel Allowances:
Employees who are required to make trips to areas outside their places of assignment for works purpose shall be entitled to per diem according to the Pro Poor   per diem rate.
The purpose of per diem is to cover food and lodging expenses related to field trips or travels. Per diem shall be paid to the employee who has justified travel Schedule or authorized travel expense. Travel is vital to the effective works of the organization. It is also is expensive and time consuming. Care should be taken to manage travel costs wisely and to ensure that the maximum benefit from traveling is attained.
6.8 Overtime
Pro Poor is paying a reasonable salary to its employees and employees have the obligation to see so that all work is done during working hours. Should the work require working outside of the established working hours, by prior approval of his/her supervisor, employees may be compensated by providing leave for the length of time engaged in the work.
7.   BENEFITS
7.1 General
7.1.1	Fringe benefits and other entitlements other than insurance, medical and
provident fund shall not be claimed as an absolute right of the employees.
7.1.2	All employees shall be treated fairly to the best that all employees are entitled to
and to the extent possible that Pro Poor affords,
7.2 Insurance


Personal Accident:

7.2.1 All employees of Pro Poor are entitled to insurance coverage.
7.2.2 When compensation will be carried out per the insurance company policy and procedure.
7.2'.3The compensation will be carried out per the insurance company policy and procedure.
7.2.4 Staff members must inform the Administration and Finance Officer of any accident as soon as possible with proper evidence to the insurance company as per requirement. Details of the policy are available in the Head Office.
7.2.5In the event of an employee's natural death while in the service of Pro Poor a total to two years salary will be paid to her/his legal surviving beneficiary. If, however, the death occurs accidentally the amount to be paid will be four years salary of the employee.
7.3	Medical Benefits
7.3.1 Pro Poor reimburse 100% of the medical bills from the employee, including spouse and children, up to three thousand Bi-per calendar year.
7.3.2 A medical report from recognized health bodies will be required in all cases.
7.3.3 Maternity medical expenses of the employee shall be covered according to the medical receipts and certificates, with a limit of Birr 1,500 per year per employee.
7.4	Provident Fund
7.4.1	The fund is established to assist employees during retirement or other
termination of Pro Poor service or provide employee's legal dependents should death
occur. The total contribution of the fund 18% of the employee's monthly basic salary, of
which the employer contributes 11 % and the employee 7%
7.4.2 The employer will cover income tax on the employer's contribution to provident fund.
7.4.3 The 18% total contribution will be maintained in an ordinary interest yielding saving account opened in the name of each employee. The employee thereby has no right to withdraw from the tenure of his/her employment except on the approval of the management committee.
7.4.4 The Finance officer is responsible for depositing the contribution of both the employer and the employee every month.


7.5 Uniforms
7.5.1 Pro Poor   will provide uniforms and/or shoes for the following categories of regular employees.
A.	Guards-a pair of uniforms, shirts and shoes every year, and one overcoat
or field jacket and raincoat every three years.
B.	Cleaners-a pair of gowns and shoes every year.
C.	Small vehicle driver-field jackets every two years and a pair of uniforms,
shirts and shoes every year.
D.	Storekeepers-a pair of gowns and shoes every two years.
E.	A motorcycle wind-proof jackets every three years and windshield cap.
7.6 Vehicle Provision
7.6.1 Pro Poor will provide one car to the employee for the funeral or wedding of the employee family, i.e. spouse or child including free care service within 50kms radius of town.
7.6.2 Management members and drivers shall follow the transportation policy of Pro Poor
8.   LEAVES
8.1 Provision is made for various types of leave to meet the employee's individual needs. Employees who are in probation are not entitled to claim any of the categories of paid leave, except compassionate leave.
8.2 Leave will be calculated per fiscal year and the accrual will be based on the number of months worked.
8.2 Annual Leave
8.2.1 Annual leave for the first full calendar year shall be twenty (20) and twenty-five working days, for head office and project respectively and one additional working day leave for each full calendar year service until the total reaches 30 days.
8.2.2 An employee whose service is less than a year shall be entitled to annual leaves proportionate to the length of service.
8.2.3 All leave benefits other than annual leave will not accrue beyond the year they apply.
8.2.4 An  employee who is on leave may be called to his assignment only in case of force major. On such a case the remaining days of the leave will be taken before the end

of the calendar year. In case it is not possible to take the remaining days before the end of the calendar year the employer will reimburse the remaining days.
8.2.5 It is the employee's responsibility to plan her/his leave in such a manner that it is not carried over to the next year. Any leave not taken by 31 December of the current year is considered as forfeited.
8.2.6 Requests for all types of leave must be made in writing through the established leave request forms, which should be submitted to the projects coordinator and administration and finance officer. Only after formal approval of this request by the direct supervisor is the employee allowed to actually take the leave. In case it becomes impossible to grant the requested leaver during the fiscal year, on account of the work, transfer to the following year (i.e. up to a maximum of five days can only be made by the approval of the direct supervisor and administration and finance officer.
8.3 Sick Leave
8.3.1 All employees shall be entitled to certify sick leave with the certification of medical institution.
8.2.3 An employee who fails to show up for work up to two days for reasons of minor sickness will not be required to reduce a medical certificate provided she/he notifies to her/his immediate supervisor and/or Administration and Finance Officer
8.3.3 A written medical report be submitted for any sick leave exceeding two days. Absence from work due to sickness without notification and proper documentation is subject to salary or annual leave deduction.
8.3.4 In case of sickness which is medically verified and which is protected beyond number of sick leave days and (still available) annual leave days the employee shall be paid (according to Ethiopian Labour Law)
A.	The first two months with 100% salary
B.	The next two months with 50% basic salary
C.	The last three months without pay. At the expiry of this period the
organization shall decide either to disengage the employee to keep her/him
employed at no salary until she/he resumes work.
8.4 Maternity and Paternity Leaves
8.4.1 Expectant mothers employed by Pro Poor are entitled to maximum of ninety-calendar days maternity leave without prejudice to their entitlement to accrued annual leave. Thirty days can be taken before delivery (Ethiopian Labour Law). Maternity leave exceeding ninety calendar days will be counted as sick leave or subtracted from the annual leave.
8.4.2 Breast-feeding mothers will be entitled to an allowance of one hour each day for a period of none year after delivery.
8.4.3 Male employees shall be entitled to five days paternity leave after spouse's delivery.
8.5	Wedding Leave
8.5.1 Employees will be entitled with five working days of paid wedding leave.
8.5.2 She/he can take the available annual leave and/or leave without pay at the same time.
8.6	Compassionate leave
8. 6.1 Compassionate leave is granted to employees upon the death of close relative, which include spouse, children/adopted children, parents, siblings and parents of spouse.

8.6.2 In the event of the death of an employee's parent, children/adopted children, parents, sibling and parents of spouse up to five working days of compassionate leave will be granted and ten working days in case of spouse. Any number of days taken, as compassionate leave for other case will be deducted from annual leaves entitled for the year.
8.6.3 If any of the close relatives of the employee dies, (excluding siblings) the organization will pay one thousand five hundred birr to contribute to funeral costs.
8.6.4 If the employee dies the organization will pay three thousand birr to contribute to funeral costs.
8.7	Leave with out Pay
8.7.1	Leave without pay may be granted to an employee when she/he has exhausted
her/his annual leave.
8.7.2	such leave, however subjected to the recommendation of the project
coordinators following the proper channel and the approval of the Executive
director/Coordinator and/or Administration and Finance Officer.
8.7.3	Leave without pay is limited to one month and less. If it exceeds one month the
organization shall decide either to disengage the employee.
8.8 Holidays
8.8.1 Pro Poor will consider the official public holidays of Ethiopia.
8.8.2 In specific circumstances, depending on the nature of the job, Pro Poor may request employees to work during public holidays.

8.8.3 In consultation with the Administration and Finance Officer, work during holidays may be compensated according to the Ethiopian Labour Law.
8.8.4 Granting the Friday or Monday as holiday will compensate a public holiday on Saturday or Sunday's
8.8.5 Employees who are in project sites are eligible for taking leaves of five working days while those working at head office are entitled to three working days during the holidays of Ethiopian new Year, Christmas and Easter.
8.9	Terminal Benefits
8.9.1 Employees who separate from Pro Poor after serving fulltime for three years or below shall be entitled to terminal benefits according to the Ethiopian Labour Law.
8.9.2 For Employees whose services are more than three years, the terminal benefit shall be one-month salary for each year of service.
8.9.3 In addition to the above, if the project phase-out three months salaries will be given as terminal benefit.
8.9.4	No terminal benefit will be given to employees expelled due to gross
negligence, dishonest or other just causes.
8.10	Retirement
8.10.1 Pro Poor will not emphasize the person's age for consideration of retirement.
8.10.1 Pro Poor considers capability, experience, maturity and honesty as the determining factors.
9.   PEFRORMANCE EVALUATION Purpose 9.1
9.1.1 To give an employee a feedback on her/his effectiveness in implementing job description and achieving plan of action agreed upon between employees and her/his supervisor at the beginning of the cycle.
9.1.2 To enable Pro Poor to document an employee's performance for current and future references.
     9.1.3 To enable Pro Poor to posses a consistent basis for considering performance awards, promotion or disciplinary action on an employee.

9.1.4	To enable the employee to understand how Pro Poor perceives her/his
performance and to assist an employee to take up necessary steps that will help to
improve her/his efficiency.
9.1.5 To enable Pro Poor to identify training needs and train employees accordingly.
9.1.6 Employees shall be rewarded on the basis of their performance evaluation but the management committee shall annually review the level and type of reward.
9.2	Frequency
9.2.1 Performance evaluation will be done for all employees bi-annually.
9.2.2 There might be other occasions for performance evaluations as decided by the immediate supervisor, such as:-
A.	One before the end of the probation period.
B.	Before considering any change of employee status.
C.	Before considering employment classification.
D.	Before taking any disciplinary action.
E.	When deemed necessary to give guidance to an employee.
9.3	Evaluation Procedure
9.3.1	The immediate supervisor of employee will do the evaluation based on the plan
of action and job description.
9.3.2 The supervisor will then discuss the evaluation result with the concerned employee on whom the employee should add her/his comments reflecting agreements or disagreement with the concluding remarks of the supervisor and sign.
9.3.3 The supervisor will forward the evaluation to her/his supervisor for the final review.
9.3.4 The approved performance evaluation will be directed to the Administration and Finance Officer for appropriate action
9.4	Evaluation Policy
9.4.1 All employees should be evaluated before the end of the probation period
9.4.2 All employees who have served OVC Network for half calendar year shall be evaluated. An employee who has served for a year may also be evaluated to adjust the cycle.
9.4.3 An employee who is rated below job requirement will be given a limited period of time to demonstrate improvement in the specified key performance area.

Deficient performance justified in writing may result in demotion or dismissal upon the recommendation of the concerned office.
9.4.5 The performance rating scale of pro poor ranges from 1 to 5.
9.4.6 Employees shall be rewarded on the basis of their performance evaluation but the management committee shall annually review the level and type of reward.
10. TRAINING
Pro poor may provide training program to develop the skill and potentials of its employees to motivate them for good performance and for the achievement of its objective. Training may range from one-day seminars all the way up to certification. However all training schemes are privileges and not rights with, the organizations mainly focuses on-job training, seminars and workshops in order to achieve its objectives. 10.1 Short term training & research work
10.1.1 Training
Employees may be provided with short-term course, seminars, workshops and trainings as stated above :-
A.	The initiative to provide or engage in such training may being with
an employee and/or her/his supervisor in writing.
B.	OVC Network may pay all costs related to the training program
depending of the availability of fund/budget.
C.	The employee's immediate supervisor must recommend the
training program and management committee or Executive
Director/ Coordinator and/or Administration and Finance Officer
may approve this, along with any necessary time away form work
in orders to attend/ complete the program.
D.	The training program must be in line with overall organizational
objectives of OVC Network and must be seen by the employee and
management as adding value to the organization and the personal
development of the employee.

10.1.2 Project Study and Research Work
A.	Employees or research students can be assigned to study a project
or to research work that is closely related to the profession of the
employee/ research student and is in line with the objectives of
OVC Network.
B.	Her/his supervisor, upon the approval of the Management
Committee or Executive Director/ Coordinator shall assign an
employee/ research student.
1





C. The employee/ research student shall produce the result o the study or the research work not later than 8 weeks after completion of the project.
10.2 Formal Education
The organization doesn't have any obligation to provide formal education to its employee. However, it may facilitate the employees to get formal education when fund is available. Formal education generally refers to any formal education beyond high school and typically involves attending courses in college or university or distance education. For formal education the following applies:
10.2.1	The initiative to provide or engage in such training may begin with an
employee and/ or her/his supervisor in writing.
10.2.2	The formal education must be in line with overall organizational objectives of
pro poor Network and must be seen by the employee and management as adding value to
the organization and the personal development of the staff.
10.2.3	pro poor may pay up to 80% of all costs related to the formal education
program. Whether or not OVC Network will cover any of the costs related to the formal
education will be based on the availability of fund. Fund will also be released based on
the result of the assessment, evaluation and approval of the employee's supervisor, as
well as periodic academic performance.
10.2.4	In order to participate in formal education program, employees must develop
and submit written proposal to their immediate supervisor copied to the management.
Only one proposal may be submitted per employee per year.
The proposal must include at least the following elements:
a) A description of the type or content of the degree/ certificate program they wish to engage in,
b) The school, university of college that is offering the program.
c) When they wish to enroll in the program and the estimate length of time needed to complete the program,
d) Why they feel it is important to OVC Network that they engage in the program,
e) The cost of the program and the amount they are requesting OVC Network to cover.








10.2.5 Immediate supervisor shall give their final recommendation within 30 days the receipt of the proposal. Criteria that OVC Network management will consider on whether to provide a portion or all of the costs related to the formal education program will include, but are not limited to:
A.	The potential of the employee for leadership development, and promotion
with the organization,
B.	A prioritization based on other employees who may be applying formal
education at a similar time,
C.	The availability of and amount of fund,
D.	The past performance rate of the employee,
E.	An analysis of the overall benefit to OVC Network objectives of the
employee taking the program,
F.	The geographic location of the training institution,
10.3	Study Tour
Experience sharing tours locally or abroad may be arranged to staff subject to availability of fund.
10.4	Places of Training/ Study
10.4.1 In principle employees have to be trained in the country and all training efforts have to be accordingly.
10.4.2 Short training or study as full-time student outside the country may be rarely considered subject to the relevance of the training and to availability of fund.
10.4.3 On job training is highly encouraged or recommended.
10.5	Other points to be considered
10.5.1 Attendance of formal classes within the country should be outside the regular working hours.
10.5.2 Employee shall only be allowed five days off for preparation for examination and actual days off for writing examinations.
10.5.3	Examination schedule should be produced to justify the request for days off.
11. ORGANZIATIONAL DISCIPLINE

11.11 Pro Poor here with lists acts of commission and omission, which are, among other things, tantamount to acts of misconduct any may thus be cause for the initiation of disciplinary action which may include dismissal from misconduct are intended to provide employees with examples of behavior that is inconsistent with pro poor policies and objectives.
11.1.2 Any infractions by any employee will be dealt with in accordance with the disciplinary measure stated below. The definitions of infraction listed below are intended to provide some examples of behavior inconsistent with the principles of pro poor and should not be taken as an exhaustive list. Therefore, offence committed outside those listed below will be dealt with after careful study by the management.

11.2 Procedure:
11.2.1 Employees are treated equally when actions have to be taken because they have failed to meet the necessary standards.
11.2.2 If a period of one year lapses before the same offense takes place, the offense shall be treated as a 1st offense. However, the document of written warning shall remain in the file an employee even after the warning I canceled.
11.2.3 Where the employee, pursuant to successive faults committed by her/him is dismissed from work, she/he shall be paid compensation in accordance with the labour law.
11.2.4 Where the employee is aggrieved with the measured taken by the disciplinary action she/he can express grievance in writing in accordance with the grievance procedure state in the condition of service.
11.3 Causes for Immediate Dismissal may include, but not limited to:
11.3.1 Theft or misappropriation of Pro Poors fund, property and commodities, falsification of records or documents.
11.3.2 Violence or physical attack of any employee within the premises of Pro Poor 
11.3.3 Bribery or other offences involving corruption,
11.3.4 Intentionally giving false  testimonies against the organization.
11.3.5 Unauthorized absence from the work for 5 consecutive days or for a period of 30 working days in as year without notification  
11.3.6 Disrespect, disobedience and refusal to follow the policies of Pro Poor .
11.3.7 Unlawful possession, use, distribution or manufacture of controlled substances (illegal drugs).
11.3.8 Failure to carry out official instruction given by superior (insubordination)
14.4	Offences that will be the cause for a written warning for the ilr first Offence
and Termination for the 2nd Offence may include, but not limited:
11.4.1 Threat or abuse against any Pro Poor personnel and/or clients.
11.4.2 Carrying firearms on Pro Poor premise without permission.
11.4.3 Submission of false educational documents, medical bills, certificates or any other defacing document for the purpose of monetary gain or any other advantage.
11.4.4 Idling or loitering during working hours.

11.4.5 Habitual late attendance or departure from place of work earlier than the official hours without approval of the supervisor.
11.4.6 Allowing a non-Pro Poor employee to drive the organization's vehicles.
11.4.7 Transporting unauthorized goods with Pro Poor vehicles.
11.4.8 Violation of confidentiality.
15.5	Graduation Offences may include, but not limited to:
15.5.1Disobeying Supervisor's Order 1st Offence - Written Warning 2nd Offence - Final Warning 3r Offence - Termination of Employment
15.5.2Tardiness or late reporting to work without permission or valid reasons. 1st Warning
2nd Offence - Final Warning 3rd Offence - Written Offence - Termination of Employment
15.5.3	Driving Pro Poor   vehicle without authorization or allowing unauthorized
employee to drive the organization vehicle.
1st Offence - Written Warning
2nd Offence - Final Warning
3r Offence - Termination of Employment
15.5.4	Reporting to duty under the influence of alcohol or drugs
1st Offence - Written Warning
2nd Offence - Final Warning
3r Offence - Termination of Employment
15.5.5	Engaging self in outside employment without the permission of the Network
1st Offence - Written Warning
2nd Offence - Final Warning
3rd Offence - Termination of Employment
15.5.6	Unauthorized use of property
1st offence - written warning and paying the cost of service
2nd Offence - Final warning and paying the cost of service
3rd Offence - Termination of Employment and paying the cost of service
11.5.7 Unauthorized absence from work for 5 days, in addition to deduction from  salary for the number of days absent.
1st  Offence - Written Warning
2nd  Offence - Final Warning
3rd  Offence - Termination of Employment
11.5.8 Notice of warning and termination will be in writing and shall be handed to the employee in person. Where it is not possible to find the employee or she/he refuses to receive the notice, it shall be posted on the notice board at the workplace of the employer for 10 consecutive days.
11.6Grievances:
11.6.1 Pro Poor believes that every effort has to be made to maintain smooth relationship among staff members. If problems arise, they should in principle be settled as close to the source as possible.
11.1.2If a resolution cannot be reached within two days of the incident, the staff should present the matter in writing to her/his immediate supervisor who shall give decision promptly.
11.6.3 Where the employee is not satisfied with the decision of his immediate supervisor, she/he shall present the case to the next level of supervisor and the finally to the Executive Director/ Coordinator or Management Committee.
12. Termination:
12.1 It is the policy of Pro Poor to resort to termination of employment for just causes in accordance with the code of discipline of the organization and o the country as stated in the Condition of Service.
12.2 Pro Poor also terminates employees when a position is no longer required or at the end of a project.
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12.3 It handles termination at the request of resignation by an employee.
12.4Receipt of written warning is to be acknowledged with the employee's signature. Failure to accept the warning letter will result in the issuance of suspension letter or as the case may be of the next higher-level measure.
12.5Pro Poor shall give prior notice of termination according the labour law for those who are dismissed for redundancy or reduction.
15.6 Clearance form should be completed and signed, by the immediate supervisor and the employee, before payment of termination benefits. All property of Pro Poor and identity card on hand shall be returned to the Administration and finance Officer.
12.6 Employment service certificate shall be given to termination employee stating her/his title, years of service in different capacities, salary, etc.
13. OFFICIAL WORKING HOURS
13.1Policy
It is the policy of Pro Poor that all its employees observe the following regular hours of work at all time except for official rest days and holidays.
13.1.1 The regular hours of work except for guards and cleaners is 8:00 hours per days and 39.30 hours per week, Monday to Friday
13.1.2The regular hours of work for guards and cleaners are 48 hours per week.
13.1.3 The regular work hour from Monday to Thursday is from 8:00 a.m. to 5:00 p.m. On Friday, it is from 8:00 a.m. to 04.30 p.m.
13.1.4Lunch break shall be from 12:00 p.m. to 1:00 p.m. for all employees.
13.1.5 Projects might work out their own daily work schedule depending on the local condition observing that 8.00 hours per day and five days a week.
13.2 Tardiness and Absenteeism
13.2.1 All employees must observe the regular work hours and days.
13.2.2 If due to an unforeseen circumstance an employee is late for work she/he should give reasonable explanation to her/his immediate supervisor.
13.2.3Any portion of one hour, which is more than fifteen minutes, shall constitute tardiness.

13.2.4Habitual tardiness or tardiness repeated three times a week without valid reason shall lead to the disciplinary measure stated in classification of offences.
13.2.5Absence form duty due to unavoidable circumstances shall require the submission of leave request.
13.2.6 Any absence from duty should require reasonable explanation and approval from the concerned authority.
13.2.7 Any employee who is absent from work notification and valid reason will be liable for the disciplinary measure stated in classification of offences.
14..	.GENERAL OPERATION PROCEDURES
14.1.1 At the discretion of the Executive Director / Project Manager, a period of up the 30 minutes may be ser-aside on Mondays' from regular officer hours for staff devotions.
14.1.2 No-one is compelled to attend. Persons choosing not to attend should be at their workplace.
14.2Staff Retreat
14.2. lpro poor employees will have a two days staff retreat once a year. 14.2.2Each project and the Field Office can plan for a convenient time for the retreat.
14.2.3	Expenses related to the related shall be covered by the concerned project/
office. However, it has to be budgeted ahead of time.
14.3 Language of the Organization
English   is   the   working   language   of  the   agency   and   is   used   in communication.
15.	AMENDMENTS TO THE CONDITION OF SERVICE
This condition of service may be updated or amended with the approval of the Executive Director/ or management committee as follows.
15.1 When Administration and finance Officer recommends changes or amendments based on study.
15.2When factors such as cost of living, structural changes etc. crop up.
15.3When change is needed to cope with the  Government rule and Regulations.

