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 Introduction

The aftermath of Northeast Nigeria’s long running conflicts because of Boko Haram have destroyed country’s Asset including infrastructures and engulfed many lives while displacements of people continue. The international community has recognized that the humanitarian crisis in Northeast Nigeria’s Borno State is dire – the number of internally displaced persons (IDPs) is increasing by the day, and significant gaps in assistance remain. With the onset of the rainy season - overcrowding, poor drainage, poor access to water, toilets and shelter are critical needs, while severe food shortages, starvation and protection issues have been reported
Vicksly Foundation is aimed to tackle the humanitarian crisis including disaster prevention and develops community basic social Services needs and creates employment opportunities through skills acquisition and income generation projects for the Youth, Women, IDPs and poor rural community to reduce the level of poverty and contribute Strategic Development Goals.

Vicksly Foundation also provides training, Researches and Capacity Buildings to Local Authorities and other Civil Society in supporting and improving the life of the poor and the vulnerable citizens and advocacy protection for all human being to create Positive environment and develop society, Politically, Economically throughout the nation.
Vicksly Foundation Background
Vicksly Foundation is a non-profit making, non-political and non-religious organization registered with Nigeria Corporate Affairs Commission in June 2018 with Registration Number CAC/IT/113003 and DUNS Number 561347450 to respond current humanitarian crisis in Northeast Nigeria. Vicksly Foundation will sustain, strengthen and promote peace building, carry out Food security and Livelihood programs, undertake WASH program, create education enlightenment program, health programs and gender equality program in Northeast and Nigeria.

Vicksly Foundation is managed by independent non-partisan indigenous professionals whom have been experiencing practically & technically in various fields of capacity buildings of humanitarian sectors and community development projects as they have had special trainings (TOTs) to the sectors of humanitarian interventions, Human rights, child protection and capacity building programs.
Vicksly Foundation Propose

As indigenous professionals on humanitarian sectors and capacity buildings, they felt that there is need for interventions and they had the ability to access the grass roots and act as a bridge between the suffering and desperate local communities and the UN agencies, International organizations, well-wishers and charities that are willing to help the people in the Northeast Nigeria. This was the philosophy behind the establishment of Vicksly Foundation.

Organizational type:

· Non-governmental

· Non- partisan

· Non-religious

· Non- racial

· Nonprofit making

· Non- political

· Civil society organization

Work Principles:

· Optimistic

· Patience

· Justice

· Equality

· Respect for human rights.

         Vision
· A life of freedom and dignity to everyone regardless of race, ethnicity and sex, free of violence, human rights abuses, where the vulnerable have access to food and good health.
Mission

       Vicksly Foundation’s Mission is to improve & empower the welfare vulnerable 
       physically and mentally.
Core Values

a) Accountably and Transparency

b) Confidentiality

c) Respect for others

d) Commitment and trust ship

e) Networking

f) Performance and team work
g) Peace culture 

Vicksly Foundation Thematic Areas -

· Humanitarian Emergency Assistance

· Water and Sanitation

· Peace Building & Conflict Resolution

· Agriculture, Food Security & Livelihood
Vocational skills trainings / Education

· Human rights/child protection

· Health services

Objectives:
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To respond to emergencies in area of food, shelter and health care to the victims
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 To promote income generating activities through vocational skills. 
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 To promote Understanding and Peace building programs.
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 To promote a human rights culture and peace in society to protect the rights of all persons (women and child rights special focus).
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 To build a nation through educational programs
       Vicksly Foundation Governance
Vicksly Foundation has defined structure including Board of Directors and Management Team.
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 The structure determines chain of command and hierarchy of responsibility within

Vicksly Foundation
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 The Board of Directors (B.O.D) is the highest decision-making organ approving policies and reviewing achievement and plans
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 The Board of directors (B.O.D.) is the planning and policy making body of the organization which control and approve the all activities of the Management Team.
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 The Executive Director is the head of the Management team that is responsible for the implementation of the programs and daily management activities.

            Vicksly Foundation Management Staff
Vicksly Foundation has skilled and experienced and time-tested professionals who have capacity and competent to involve all the desired activities that promotes the Goal and Objectives of the organization.

The Management team & supervisors periodically review activities to appraise and provide Human resource development trainings on the job trainings and technical assistance to undertake systematically their duties and responsibilities. Vicksly Foundation has also technical consultants in all their thematic areas.
      In Vicksly Foundation, there are different positions to manage different sections of the 
          organization.

Legislative Body: this comprises the Board of Trustees who governs, manage and develop policies for the organization. The Executive Director is responsible for the day to day administration of the organization. That is, the direct management of the organization and reporting to the Board.

Program Manager: Oversees the coordination of the entire operations of Vicksly Foundation and all other staff are answerable to the Program Manager.

Human Resource Officer: Oversees the planning, directing and coordinating the functions of the organization. It is the section that manages workforce and human wellbeing of employees.

Finance & Admin Officer: Is involved in maintaining Accounts and all administrative functions. 
M & E Officer: Monitor the activities of Vicksly Foundation and making sure that they are carried out and delivered on schedule.
Program Officer: all staff members associated with program management and project implementation is directed by this unit. 

Fund Raising Officer: this unit is associated with soliciting for funds on the behalf of the organization.

Volunteers/Interns: Volunteers and interns get involved with Vicksly Foundation from time to time. They are personnel of the organization but work without any pay. Though, sometimes stipends are given to ease transportation.

Employees: all employees designate are salaried individuals who, after probationary period, are given ongoing assignments, either part-time or full-time, and are paid on a monthly basis. They will be subjected to periodic evaluations and performance assessments. They will have the responsibility towards the day to day functioning and/or in any one of more ongoing/prospective projects of Vicksly Foundation. 

SECTION ONE: GENERAL PRINCIPLES

 Scope and Purpose

The Human Resource Policy is to set down the policies, conditions, rights and obligations of the employee’s subject to their performing of duties and responsibilities in their respective job descriptions. The Human Resource policies deals with issues relating to employees hiring strategies, performance management, organizational development, safety, wellness, benefits, motivation, communication and training.

From the time of hiring, each employee will have access to this policy, so that he/she can adhere to it with full knowledge and information.

The policies described below may at any time be subject to modification if the Board of Trustees deems it necessary. In such cases, employees will be fully informed of the changes made.
Change in policy

This manual is the apex regulatory document that supersedes all previous employee’s manual and memos that may have been issued from time to time on subject covered in this manual. The Organization reserves the right to interpret, change, suspend, cancel, or dispute with or without notice all or any part of this manual, and benefits at any time. Employees will be notified of any change in policy. Changes will be effective on a date to be determined by the Executive Director and approved by the Board of Trustees.

Application
The policies contained in this manual shall apply to all employees of V-Foundation unless precluded by the terms of individually negotiated conditions of service, which shall nevertheless be consistent with these policy principles. 

Employees are responsible for reading, comprehending and complying with the provisions of this policy document.

SECTION TWO: HUMAN RESOURCES MANAGEMENT

INTRODUCTION
Human Resource Management policy is a process by which institutions and organizations map out strategic and comprehensive way of managing people and the work place culture and environment. It is framed in a way to effectively manage staff members in an organization. It helps to remain compliant with existing laws and regulations in managing employee, and to maintain standard practices and procedures. It focuses on empowering and enabling them to become employees capable of fulfilling their aspirations and actualizing their potentials.

In V-Foundation the welfare of our staff is of paramount importance. This is so because the Human Resource Management that focuses on recruitment of, management of, and providing directions for the people who work in this organization makes sure that the staff is taken care of in terms of the working principles of transparency and good governance and work life balance.

Human Resource Management in V-Foundation deals with issues relating to employees such as Compensation, hiring strategies, performance management, organization development, safety, wellness, benefits, employee motivation, communication, administration, and training. It enables employees to contribute effectively and productively to the overall organization direction and the accomplishment of the organization’s goals and objectives

Recruitment of new employee

In V-Foundation, the Executive Director is the head of Employment Team that employs/recruits staff for the organization, while the employees are those who join the organization as staff through appointment and employment.

The recruitment policy is based on merit, qualification, and abilities and experience which conforms to statutory regulation and agreed best practice.V-Foundation shall fill existing staff vacancies by promotion or replacement as long as the staff so promoted or replaced as the case may be meets the requirement for the new position.

V-Foundation shall make advertisement for a vacant position only when the management is satisfied that there is no suitable staff within the organization qualified for the position.

The organization believe in Equal Opportunity statement, where everyone, regardless of race, color, gender, religion, age, sexual orientation, national or ethnic origin, disability, marital status, veteran status, or any other occupationally irrelevant condition. The process of recruiting new staff shall commence with the placement of 

· Internal advert within the organization

· External advert 

The ED or his/her designee shall approve all external advertisement, which shall include the following information.

· A brief description of the organization
· Job title/specification

· Qualification and experience

· Detailed personal characteristics of the ideal candidate

· Final date for submission of application.

Selection OF NEW EMPLOYEE

The management shall carry out short listing and interviewing for a staff position with the assistance of the Programme officer under which the vacant position falls and other stakeholders/partners as necessary and appropriate.

The process of interview shall include;

· Written test

· Oral interview or both.

Short-listing for the next round of interview would be based on a percentage of the overall performance of the written examination.  

Selection of applicants for employment shall be based on the performance in the oral interview and would be carried out by a panel of not less than five members. 

Appointment

The appointment of any employee in the Organization is subject to his/her acceptance of terms and conditions of service as presented in a letter of offer. Upon appointment, an employee will receive a letter of appointment signed by the ED or on his /her behalf by his/her designee.

Contract/relief employment

Contract appointment in V-Foundation shall not be more than one (1) year at the first instance with a possibility of renewable a year thereafter. A renewal of contract shall be in accordance with the initial letter of appointment. A contract employee shall be paid as agreed as at the time of engagement and is not entitled to the benefit of permanent/full time employees as stipulated by this policy. All other discretions lie with the Board of Trustees and Management / Executive Director.

Personnel record

An employee is required on appointment to provide the Organization with a complete record of personal information. An employee’s file shall contain the following:

· Job application

· Qualification obtained (photocopies)

· Resume/curriculum vitae

· Records of participation in training

· Acceptance letter

· Salary history

· Records of disciplinary action

· Documents relating to employee performance review etc.

Personnel files are the property of V-Foundation and access to the information is restricted. Only Management staff who have legitimate reason to review personnel files can do so. Staff member wishing to review their files should contact the Human Resource with personal advance notice; the staff may review his/her file in the organization office and in the presence of a staff in charge or his representative. 

The Staff of the organization are by obligation required to promptly notify the Human Resource Department of any change in personnel record such as; 

· Change in mailing address

· Telephone number

· Change in marital status

· Name of next of kin

· Individuals to contact in the event of emergency etc.

All employees’ personnel record shall be accurate and current always; any false information would be considered as a serious misconduct and is cause for dismissal.

New employee training/induction program
The level of relevant experience and qualification informs the duration of training for new employees. An employee with long standing relevant experience may be exempted from the TWO (2) weeks training but given ONE (1) week induction course. A new employee with no relevant experience on the activities of V-Foundation shall undergo training for at least three (3) - four (4) weeks or as shall be decided by Management.

The induction Programme is intended to welcome new employees and is designed to prepare and introduce new staff on the general operating environment of V-Foundation, and thus prepare them for the performance of their duties. 

Probation period for new employee

New employees of organization shall be required to serve a three months period of probation to test new employee, allow time for adjustment on the job and an opportunity to determine whether it will be in the best interest of both the employee and V-Foundation for the employment relationship to continue. At the end of the probation period, the ED or personnel officer shall recommend to the BOT whether the appointment should be confirmed or terminated. 

During the period of probation, the employee is not entitled to be paid sick leave or cannot go on annual leave and enjoy other entitlements as specified in this policy document.

Working Hours/ OFFICE HOURS
The working hours shall be from 8.am to 5.00pm each day from Monday to Thursday and 8.00am to 12 noon on Fridays. There will be one-hour break for lunch, which can be observed between the hours of 12noon – 3.00pm on a staggered schedule so that the absence does not create a problem for co-workers or clients. However, these work hour, may be modified to suit individual needs of staff but the 35 hours per week must be observed, when there is an official assignment outside the duty station, the employee would be expected to adjust to the scheme that will help him accomplished the task.

THE WEEK

The standard workweek for V-Foundation staff is a total of 35 hours running from Monday to Friday excluding the one-hour break. However, staff may be required to report for duty on Saturdays to accomplish a specific assignment to meet a deadline.

Overtime

Management and Executive Director may require employees to work for periods of time more than their normal workweek depending on workload demand. Overtime is the time worked more than the standard daily or weekly hours including Saturdays, Sundays and public holidays. Overtime may not be paid for in cash at those instances but may be other benefits for it. 

Compensation time

Compensation time refers to time off in exchange for excessive/extra hours worked. This applies to field workers.

Basically, field officers work entails travelling to field activities. It is understood that the workday exceeds eight (8) hours and may even include work at weekends. From time to time, work may require excluded work on weekends. Examples of this may be group meetings, workshops, and travel to field projects. When extended weekend is anticipated, the officers will make a preliminary decision as to whether the work will count toward future compensatory time. The ED will liaise with the management for further approval of such time.

LEAVE

All kinds of leave are available to employees of the organization. Request for any type of leave must be made at least two weeks before the date intended, on a leave application form, which must be approved by the Executive Director. Copies of approved leave forms must be sent for filing in the staff’s personal files. 

An employee who is absent for more than two working days on grounds of ill-health, shall produce a medical certificate from a government hospital or recognized private hospital stating the nature of illness and its probable duration. Periods of absence from work without medical certificate or express permission and which, exceeds two (2) consecutive working days shall be deducted from the annual leave. Also, such employee will be deemed to have absconded from duty unless proof of cause is produced within three days of returning to the office. All leave, including parenting; casual, special and annual leave shall count as reckonable service for terminal gratuity benefit.

Public Holidays

All staff is entitled to the said holidays per year, which are official holidays declared by the Federal Government of Nigeria. Holidays to be observed shall include
Other holidays occasionally announced by the Federal Government of Nigeria shall also be observed. Where holiday conflicts with serious official engagement, which could not be postponed, the holiday could be deferred or cancelled.

Annual leave/vacation

Officers in the junior cadre are entitled to two weeks (fourteen working days) leave with pay after they have completed one full year of employment with V-Foundation.
Officers in the senior cadre are entitled to three weeks (21 working days) leave with pay. Request for leave, except for urgent situations, must be made at least one week before the actual date intended for the leave.

At the end of any year, any unused leave shall be forfeited. Where a public holiday falls within an approved annual leave period, that holiday shall not be considered as part of the annual leave. Approval for leave period rests with the Executive Director and management except, otherwise while leave days must be mutually agreed upon.

Maternity leave

All female employees who have completed one (1) year (12 months) service are entitled to twelve (12) weeks ordinary maternity leave. Ordinarily, maternity leave is to be taken four (4) weeks before the expected date of delivery (EDD) and eight (8) weeks after.

Also, additional maternity leave of four (4) weeks can be taken at the end of the ordinary maternity leave additional maternity leave shall be without pay. Pregnant employee shall submit to the Executive Director /management a certificate from the registered medical practitioner stating that they are pregnant, and specifying the day/date on which it is expected she will deliver (EDD). Maternity leave application shall be made three (3) weeks before commencement.

Absence of staff

A staff is expected to notify the office the previous day if any absence is considered for the next day. Notification is also required for any possibility of resuming late for work the next day; the ED would be the authority to grant the permission. However, any absence exceeding a day should be put in writing for the chairperson consideration and approval.

Study leave

Study leave may be granted to an employee who has been in employment continuously for three years. Application for study leave will be submitted to the management for approval through the Executive Director. During study leave, whether a staff member would be entitled to salary and other benefits is a discretion, which lies with the management.

The Organization will make every effort to have a position available for an employee who wants to resume employment at the end of the leave period. It is to be emphasized that the staff that was granted study leave could only be re-absorbed if there is an existing vacancy at the end of his studies. 

Sick leave
Full time employee shall be entitled to 10 working days period sick leave in one calendar year, paid sick leave can only be used for 

· Employee’s actual illness or disability

· To care for a sick member of employee immediate family defined as parents, children, spouse or siblings. Sick leave shall not be used for extended family illness

A maximum aggregate of six weeks (22 days) sick leave may be allowed for an employee.

In the case of extended illness and when the employees have exhausted all categories of leave, he/she can request for a period of leave without pay from the ED. An employee must submit a medical report at the end of an extended period of illness.

Compassionate leave

All regular employees may be granted up to one week (five working days) of compassionate leave per year with full critical illness or death of the immediate family. All compassionate leave must be requested for in writing and should receive the approval of the Executive Director/ management in advance.

Handover procedures
Hand over shall become necessary in view of the following

· When going on leave/vacation

· When leaving the employment of the Organization
Prior to these, an employee is expected to have prepared a situation report for his/her job scheduled. This document together with any other property (including cash) in the staff possession would be handed over to the incumbent, who shall get acquainted with the document before the staff proceeds on leave. In the case of leaving the employment of the organization, proper clearance should be done with the management and Finance staff.

Termination of appointment

Cessation of appointment could be voluntary or involuntary. The voluntary termination is the instance in which a staff resigns with proper notice in advance to the ED and management as required by law. A reasonable termination date shall be agreed upon with the employee.

The involuntary termination of employee’s appointment could be as a result of

a. Layoff: involuntary employment termination initiated by for non-disciplinary reasons

b. Termination: involuntary employment termination initiated by V-Foundation as a result of acts of misconduct, dishonesty and indiscipline.

The management of V-Foundation shall however meet to discuss and determine the reason for terminating the appointment of an employee and thereafter follow the proper procedure for involuntary termination. An employee whose employment is being terminated shall receive one-month salary in lieu of notice at V-Foundation’s discretion. Similarly, it is also expected that any staff that wishes to leave the employment of the organization shall give one month’s notice. An employee who decides to leave without due procedure shall forfeit all entitlements due to him/her.

The organization reserves the right to make deductions from the employee’s final payment, any monies or estimated value of any goods or property for which he/she is liable or accountable at the time of termination.

In case an employee is discharged due to misconduct or related offences, no notice to pay in lieu of notice is required, such instances are as stated below;

· Act likely to bring the organization to disrepute or lack of public confidence  
· Negligence of duty

· Insubordination 

· Falsification/manipulation of expenses report/accounts.

· Refusal to obey a lawful order

· Stealing and dishonesty

· Malicious damage of organization property

· An unauthorized and unjustified absence from duty

· Attendance of workshops on behalf of the Organization without notice.

· Conviction for any criminal act.

Discipline

V-Foundation holds each of its employees to certain work rules and standards of conducts and discourages unacceptable performance/behavior. When an employee deviates from these rules and standard of conducts, attempt would be made to correct with a view to improve or help the employee. In case of continuous poor performance and serious misconduct, V-Foundation shall terminate the employee’s appointment especially when it is clear that appropriate measures have been employed several times but to no avail.

Procedure for discipline

For misdemeanors, queries shall be issued to offending employees. There shall be a maximum of three queries, but the non-attainment of this number does not stop the issuance of warnings for offences greater than misdemeanors but not strong enough to warrant termination of appointment or dismissal.

There shall be a maximum of two warnings; this implies that the third offence to merit a warning shall be cause for termination or dismissal. There may be cases where termination is not deemed to be an appropriate solution, for instance, in cases of poor performance, where the employee could carry out a lower level job, down-grading/demotion may be considered as a better option. 

The following measures are considered as disciplinary measures.

· Verbal warning 

· Query 

· A written warning by the executive Director or management  

· Suspension without pay

· Demotion

· Dismissal

Grievance

Grievance exists when an employee feels aggrieved about something or considers that he/she has been unfairly treated. An employee who wishes to seek redress for grievance should first discuss it with a member of the management who shall undertake to investigate the problem without delay and to seek resolution. If the employee and management member could not solve the problem, V-Foundation encourages employees to easily resolved through either of these channels, he/she will resort to the ED or his assigned representative whose role is to handle staff grievance through the appropriate channels of communication.

1.0 SECTION 4: FINANCIAL MANAGEMENT AND ADMINISTRATION 

SALARY/ALLOWANCE

An employee salary is fixed in accordance with the qualification and experience of the employee. Allowances are based on ranks. Salary shall be paid on or before 28th of every month. Any employee who will be travelling on pay day for assignment may request for salary to be paid prior to leaving for their work station. Salary shall be paid to employees by cheque or bank transfer.
The management shall approve salary scales, the related structures, and condition of salary increment for staff. The organization will try as much as possible to pay a salary commensurate with qualifications and the general standard of living and indices in the country.

PAYMENT OF LEAVE TRANSPORT GRANT (LTG)

Leave Transport Grant will not be paid to any employee of the organization as we may not be able to sustain the process due to lack of steady funding. 

Review of salary/benefits

All employees shall receive an annual salary review based on performance; any salary increase shall become effective from the date approved by the Executive Director. New employees shall not be eligible for the annual salary review. The employee’s performance results will be taken into consideration when salary is being reviewed.

FRINGE BENEFITS
V-Foundation is very interested in the welfare of her staff and negotiates for fringe benefits:

Salary advances

The organization does not encourage salary advances to her employees but in emergency situations will arrange for them with necessary approval from the ED. An employee may be granted up to one (1) month salary advance. Repayment of salary advance will be through monthly deductions from the employee’s salary for a period not more than six (6) months. Any employee with an outstanding salary advance shall not be eligible for another advance. 

Deduction from salary

Where it is necessary and appropriate, all legal deductions shall be made from employee’s salary. In addition, expenses that are adequately explained with evidence shall also be deducted from employee’s salary and this would be remitted to the appropriate quarter e.g. for marriage, burial and charity. Each employee shall be provided with a pay slip monthly, which shows a breakdown of the salary package. 

Employee appraisal/Evaluation

Employee appraisal/evaluation is carried out during the last quarter of the year. V-Foundation shall implement a performance related pay. Employee shall be appraised twice a year on a six-monthly basis. The procedure of appraisal shall be clear and objective. The management shall review the appraisal criteria/indicator on a regular basis and others assigned by the task. An employee performance shall be appraisal against the duties specified in his/her job scheduled for the post and the approved performance indicators. The result of the evaluation will enable the employee to examine his/her merits and demerits and also (for the employer) to make the necessary improvement/adjustment.

Promotion

Staff promotion is a normal progression within the ranks of the organization as more experience is gathered in service leading to better performance promotion of staff shall take place every two (2) years based on the performance of their two years appraisal reports. Promotion shall not be automatic or mandatory every two (2) years. Employees with excellent performance may be considered for promotion to the next rank. All promotion shall be subject to the approval of the Management. Staff with excellent record of performance may be considered for promotion/movement to the next salary step even before the completion of the two (2) years a staff becomes due for promotion.

UPGRADE

Staff who wishes to obtain a higher qualification must notify management of his/her intention and get written approval as well as notify management after the study. 

Upgrade is not automatic but is based on existing vacancies and subject to the time approved and specified by management. The upgrade, if any, takes effect from the date management gives the approval.

Travel and reimbursement

Employees would have to travel from time to time out for official assignment. Now, the staff shall be reimbursed for legitimate and official expenses incurred during the journey. Travels due to workshops, Meetings, etc, staff or volunteers are expected to remit at least 10% of their monies gained during such trips for sustainability. Any assignment carried out by a staff or volunteer on behalf of the organization is to remit same as above. 

TRAVEL REIMBURSEMENT GUIDELINES
The following is a list of expenditure allowable during travel on official assignments:

· Transportation costs. 

· Programme communication expenses, which include telephone, telex, fax, courier services, and e-mail.

· Feeding allowances.

· Per diem

OVERNIGHT ALLOWANCE

The following is approved for overnight allowances for staff and volunteers on official assignments 

Accommodation
N

Feeding

N
Inconveniences 
N
Total


N
CAUTION ON TRAVEL REIMBURSEMENT

The organization shall reimburse its staff for travel expenses in such a way that employees do not derive any material benefits nor suffer any material losses from their business travel. Employees shall be encouraged to display sound and prudent judgment in the expenditure of their own funds.

Procedures for reimbursement
A. Local travel expenses are to be reimbursed on the basis of kilometer covered and appropriate amount shall be charges per kilometre from time to time.

B. For feeding, V-Foundation staff or volunteer shall be entitled to a daily subsistence allowance of specific amount.

C. Other expenses such as hotel accommodation, telephone calls etc shall be reimbursed only on presentation of appropriate receipts or an expense voucher signed by the employee. In case where this does not occur, approval should be required in advanced especially where excess of normal amount is spent. Employees are requested to collect receipts for any expenses they incurred and all expenses must be approved and signed by the chairperson before payment is made.

D. Any officer that collects advance, must prepare all expense reports, and submit within two days of returning from such a trip.

Payments for travel and additional advance will not be granted until the outstanding allowance is cleared or settled. 

Finally, each employee claiming reimbursement for business expenses should do so by completing the expenses report and this shall be submitted to the Executive Director for approval.

REIMBURSEMENT PROCEDURE

Reimbursement of expenses will only be made on presentation of appropriate receipts or expense voucher signed by the employer. Exception to those expenses or excess of normal amount should receive advance approval. In a case where expenses exceed normal level, please note explanation on receipts. Staffs are requested to try to collect receipts for expenses made whenever possible. All expenses must be approved and signed by the chairperson before payment is made.

EXPENSE ADVANCES

An employee who is required to travel on official duty may request for travel advance to cover the costs of such travel. The size of the advance requested should relate directly to the expected cost of the travel to be undertaken.

Expense reports amounting to large amounts (especially when large advances are taken) should be submitted within 2 days on completion of the assignment. No additional advances requests may be approved until the outstanding advance is reconciled /retired.

EXPENSE REPORTS

Each employee during reimbursement for Programme expenses should do so by completing an expense report form and submit same to the Account Officer for verification after which the chairperson gives final approval. Receipts should support expenses. section 5: Other 
general rules

CONFLICT OF INTEREST: 

1. An employee, any volunteer or consultant whose expenses are reimbursed by the organization shall not engage directly or indirectly either in his/her own name or through the agency of another person in an enterprise, business or project to which V-Foundation is providing assistance nor shall he/she make loan to or investments in any enterprises business or project to which the organization is providing assistance. 

2. Confidentiality: Employee may have access to confidential/classified information and materials relating to us and it is expected that the employee will maintain such confidentially than to divulge it.

3. Damage/accident/Loss: In the event of damage/accident to V-Foundation property due to staff negligence, the staff may be required to pay the whole or some part of the cost of repair replacement.

A responsible employee must report all damage/accident/loss of property promptly to the Manager who will determine when the staff is required to submit a written report on the issue.

Security arrangements

1) Reporting of losses: Losses, which could be in form of accidents, fire and theft, should be reported promptly to the authority. Management shall take action on such incidence as promptly as it comes. 

2) Custody of Keys: To ensure total safekeeping of properties, the keys shall be held by the staff responsible for the security and cleanliness of the office.

3) V-Foundation: efforts should be made to file documents appropriately and on time. Each document should be filled in the appropriate file subject for easy reference, and to avoid mishandling or total loss.

4) Visitors to the office: The friendly disposition of an organization like V-Foundation makes it easy for visitors to be welcome. However, allowing visitors into the office should be done with great caution as some faceless characters might use it for their own selfish ends. The receptionist must receive ALL visitors first before calling the attention of the staff being visited. 

GENERAL STAFF REQUIREMENTS

It is very essential that all staff have the following requirements/attributes.

· A good and understanding of development and social change issues at local, national and global level and a development and a willingness to build on existing knowledge experience with commitment to cooperate participatory methods of work, that will contribute to effective and efficient programme implementation.

· An ability to take initiatives.

· An ability to report concisely and articulately both in spoken and written English and to communicate effectively with international agencies, government officials and other NGOs.

· Willingness to travel long distance often even at short notice

· Excellent interpersonal skills including tact, discretion, sensitivity.

· Ability to display professional conduct and good judgment when dealing relating with the public and V-Foundation personnel.

· The ability to set priorities and meet established deadlines

· Willingness to be flexible in work schedules and working hours as it may be necessary to accomplish set tasks or to meet deadlines

· A commitment to NGO culture

· Readiness to give support to other staff in term situations.

However, people with the basic academic requirements other than the ones set for each post in the staff schedule. But assessed to have the competence and experience to do the itemized job descriptions may be considered to fill positions in the organization.

OTHER IMPORTANT INFORMATION

a. Periodic incentives: These are incentives that come ones in a while, yearly. It is for that staffs that has distinguished themselves in their various filed. The incentive is in cash, item gift, or letter of commendation.

b. V-Foundation manual: This gives the summary of the structure and functions of the organization.

  PARTNERSHIP AND NETWORKING

· The organization will network with partners and other organizations with similar mission to achieve her vision.
· All staff will work with other partners according to the agreed terms of both V-Foundation and the partner in question.

· All organizations going into partnership/networking with V-Foundation will not impose their conditions on the organization.

· The organization will not compromise her standard by dancing to the tune of any donor who is not transparent.
· MOU must be signed between V-Foundation and any other donor or partner before engaging on any project.  
COMMUNICATIONS POLICY 
PURPOSE
The purpose of this policy is to control and reduce the communication cost in an effective way. Telephones are the most convenient and fastest mode of communication but for long distance communication, they are expensive.

There are other modes for fast communication such as courier, fax or e-mail. And out of these, e-mail is fast and more affordable. Pearls Care Initiative prefers to use e-mail for out of station correspondence to reduce the communication costs. Telephones can be used for local calls and in emergency for national & international long distance calls.

Internet service at the office can be used to download and send email and to conduct work-related research.

GUIDELINES
Pearls Care Initiative therefore provides the following guidelines to its staff and volunteers to control telephone use.

a. Telephone users are requested to keep their conversations short in order to keep the cost down and to keep the lines open for other people in and outside the office that need to use the telephone.

b.  In general, employees should avoid using phones for non-official calls and are encouraged to use facilities available outside the office. In order to minimize communication costs as much as possible, email should be used rather than fax or direct long distance calls.

c. Copies of all in-coming and out-going official communications (fax, letters sent or received) should be filed. The employees sending / receiving important e-mails should be responsible to print and file such e-mails. A copy should go in the central file system.

d. Efforts should also be made to keep fax messages short and to send long documents by fax only in urgent cases.

e. Regarding international phone calls, the need for the official call should be discussed verbally with the Executive Director through the Programme Manager, unless exceptional circumstances make this impractical.

	Performance Management System

V-Foundation is run by people; their performance holds the key for achieving results and ensuring growth. Holding up a good team within an organization can be very difficult. Staff members may start to feel frustrated, diverted from their objectives of work and may even leave the organization. One of the ways to keep them motivated and strengthen team work is to apply the performance management system.

In a Performance Management System, the Executive Director and the employee work together constantly to plan, implement and evaluate the performance of the latter within the framework of the organizational objectives.

In a Performance Management System, the following stages are followed:

· Planning the Performance where the Executive Director sit with the employee to discuss and finalize the targets and the work plan to be achieved by the employee in relation to his/her competencies, expectations, resources and the results to be achieved.

· Appraising the Performance is where the Executive Director takes regular feedback and evaluation of the performance of employee from time to time to ensure that both the parties are satisfied or not satisfied with the progress of the work.

· Improving the Performance is where the Executive Director applies various techniques to build motivation for the employee to work more effectively. This could include providing rewards, incentives etc to the employee if the performance has been good or arranging extra trainings if the employee has not been able to perform well in the job.
	


Annual Performance Plan for V-Foundation Employees in Performance Management System

The Annual Performance Plan is developed jointly by V-Foundation Programme Manager or and the employee together after discussing and planning the objectives, activities and results to be undertaken by the employee. The Performance Plan for the year specifically outlines the targets to be achieved by the employee over the year and these targets will be used as benchmarks during the annual evaluation and appraisal.

Annual Performance Plan:

Name of the Employee:

Position held:

Name of the Supervisor:

Performance Period (Start Date and End Date):

	Set Targets for the employee
	Results to be achieved by the employee
	Activities

	
	
	

	
	
	

	…….
	…….
	…….

	…….
	…….
	…….


In addition to the Annual Performance Plan, the employee has to develop a work plan on monthly basis in consultation with the Programme Manager and based upon the Annual Performance Plan.

A monthly work plan consists of:

	Activities
	Months

	
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	…….
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	


The Performance Appraisal Form

Appraising of the performance of the staff can consider not only the job outputs of the staff but also his/her personal qualities and behavior. To appraise the staff, the supervisor has to keep the Annual Performance Plan and the Monthly Work Plan as references to evaluate the performance. An important component of the appraisal system is to get feedback from the staff about the work and its conditions.

Although the Performance Appraisal Format can be different for different categories of personnel, below is a standard form which can be adapted to various situations. The format below to be used by the Programme Manager to carry out the appraisal of the employee:

Name of the Employee:

Position held:

Name of the Supervisor:

Appraisal for the Period (Start Date and End Date):

	
	Below Average
	Average
	Satisfied
	Excellent

	Overall performance of the employee
	
	
	
	

	Knowledge of the job given
	
	
	
	

	Sense of responsibility
	
	
	
	

	Methodology of work
	
	
	
	

	Level of commitment
	
	
	
	

	Team work
	
	
	
	

	Improvements made during the year
	

	Potential areas of growth
	

	Recommendations
	


_________________




                        ____________________

BOARD CHAIRMAN



      

EXECUTIVE DIRECTOR
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