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About Participatory Research Action Network- PRAAN

Evolution Participatory Research Action Netlvork- PRAAN is a non-proflt and non-
political organization that has been working for strengthening people's
initiative to promote and ensure human rights, economic rights, gender
equality, promotion of a culture of peace and non-violence, climate
resilience, qovernance, trade iustice, rural livelihood global citizenship, and
appreciation of cultural diversity for sustainable development in the local
level.

PRAAN registered under the Registrar of Joint Stock Companies and Firms
(R.lSC) and N,4inistry of Social Welfare of the Government of Bangladesh.

The organ zat on works intensively with youth, women, poor and marginal
community marginal, and underprivileged biodiversity dependent people i.e
forest people, indigenous communities, marginal farmers, fisher
communities, and climate-vulnerable people.

PRAAN envisions a poverty free pluralist society based on knowledge and
technology where everyone's basic needs, rights, and lnformation are
ensured.

Legal Entity:

Beneficiaries

Vision:

Mission Work to fight poverry through participatory action research activities followed
by social actions to eradicate poverty, lack of knowledge, and lnjustice.

General Committeei The General Committee of 21 members is the supreme authority of
PRAAN. This Committee elects the Executive Committee.

Executive Committee: PRAAN Executive Committee consists of 7 mernbers who are
elected by the General Committee. The Executive Committee members
meet at a regular intervalto oversee organizational performance

Working Area: PRAAN works in Noakhall and Laksmipur for piloting projects and
laboratory works, and the who e of the country for advocacy and campa gn

activities.

Head Office Part cipatory Research Action Netlvork- PRAAN
Press C ub Bhaban, Annex Building (1st Floor)
Judge Court Road, l\/laijdee, Noakha i.

Email : pranbd@qmai .com Phone:01919 231 722
Webslte : ltlwv.pranbd-olq

Contact person: Nurul Alam I\,4as{.rd

Chief Executive
Email: masud@pran bd.orq , Ce l: 88A 1919 231 722

CtairPefloa, PRAN
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Section 01 : Human Resource Policy Manual

1.1 : Title ofthe Policy
This policy manual shall be named as 'Human Resource Policy I\,4anual of PRAAN.

1.2 : Development Process of Policy Manual
Human Resource is the hea( of an organization and forms the lifeline and
determines ts destiny. The realization of the misslon of the organization rests on the
commitment of lhe personnel engaged for various assignments and tasks. Qualified
and well-trained hLrman Tesource is necessary to fulfill the goa s and objectives of
the organization. PRAAN is committed to set hlgh standards of personnel
Management with due scope for efficiency and transparency.

This Policy [,4anual constitutes its Service Rule and a set of standard polic es and
guidelines for effective Human Resource Management and HLlman Resoulce
Development in PRAAN. This l\7lanua reflects the organization's misslon, basic
human resources development human resources management and gender
sens trve po icies. rules, procedures and practices within wh ch the organization
interacts w th its emp oyed staff and prov des a framework for logical decision and
insUtLrtional development.

The content of this pol cy manual has been divided into three parts:

Part-A: SERVICE RULES that describe the rules and policy relating to Human
Resource IVlanagement.

Part-B: HI,JMAN RESOURCES DEVELOPMENT (HRD) that describes the staff
deve opmenl, Staff assessment and career progression al PRAAN.

The rules and policies have been formulated on the basis of an analysis of existing
PRAAN policies and practices, the .ecommendations ofthe Assessment lvlission
Report and Revitalization Plan, discussion with PRAAN staff, Ivlanagement,
Executive Committee. The rules, policies and practices are consistent with the spirit
and intent of customary and local laws & regulations and are devised within the
limits of sound economic operations pertaining to PRAAN as a Local development
organization.

1.3 PURPOSE AND APPLICABILITY
'1.3.1 The policies contained herein serve as generalized guidelines for PRAAN

employees in regard to implementation of HR matters.
1.3.2 The l\.4anual guides l\,4anagement how to manage employees and what

decision to make in a particular situation that affect them.
1.3.3 The underlying principle in developing policies l\,4anual focuses on the

expectations that all employees of PRAAN are managed under a common
set of polices procedures and regulations.

1.3 4 All employees will be treated fairly and consistently. The policy shall apply
equally to all irrespective of Gender, Position Sex, Ethnicity, Dlsability and
qrades.

3.5 There shall be no exception of pollcies application. However. in exceptional
situation and for the greater nterest of PRAAN, discretion can bemadeby
the CEO through a written reso ution

1.4 APPLICATION
The policies in this manual apply to all employees of PRAAN. Exceptions to th
policies rnay be made only with the written approval of the CEO, PRAAN.

oraon 8of63



1.6

1.7

1.8

INTERPRETATION
1.6 1. ln the event of any dispute, ack of clarity or non-availability of rule/ po lcy/

gLridelines, the N,4anagement Team of PRAAN wi lnterpret and prov de

so ution that shall be final and binding. The PRAAN is entrusted with the

final responsibility for administrauon and application of the HR policies.

PROFESSIONAL CODE OF CONDUCT
1 .7.1. Employees of PRAAN must maintain highest standards of professional

behavior and integlity at work. They must demonstrate mutual respect for
each other irrespective of gender, religion or status.

'1.7.2 No one is allowed to get involved in any action oI behavior that may create a

conf ict betlveen individual interest and that of orqan zation
1.7.3 Any form of harassment including sexual harassment, discriminatory

practices and insubordination at the work place will be dealt strictly as per

HR policies.
'1.7.4 No one is allowed to divulge or misuse confidential informat on of the

organization in any form or capacity.
1.7 5 The employees of PRAAN shall not be engaged wilh any pa.ty politics or

other act v ty dekimental to the nterest of PRAAN or the state.
1.7 6 Each employee must safeguard properties/assets belonging to PRAAN.

POLICY IMPLEMENTATION AND MONITORING
1.8.1. lt is the responsibility of allemployees at all grades to adhere tothe policies

set forth in the l\.4anual as they apply in a particular situation. There will be

no compromise in their execution. Head of Finance & Operations (F&O) is

responsible for implementation and monitoring of HR policies and
procedures report to Management on a regular basis.

1.8.2. 1.9.2 Supervisors are responsible for monitoring of policy

application/compliance by their subordinates. Any deviation must be
reported to the Head of F&O immediately. Violation of HR polices, in any
form or degree by any staff, will lead to disciplinary actions against him/her

Sharntrd N€€torDt

oraon 9of63

1.5 : REVISION OF HR POLICY MANUAL
1.5.1 PRAAN ls committed to improve the Service Rules and Human Resource

policies in line with the change in environment, nternal condiUons, need of

the organization and which respond to the needs of its employees

1 .6.2 PRAAN N4anagement can rrod fy or change any clause rules and policies

wlth the approval of the CEO of PRAAN as and when necessary. All these

changes will be lncorporated while the policy manual s thoroughly revised



Section 02 : SERVICE RULES OF PRAAN

2.'.| Short Title and Commitment
2.1.1 : These rules shall be called the Part cipatory Research Action Network

(PRAAN) Service Rules 2020.
2.1 2 : On getting the approval of the Executive Committee (EC) of PRAAN,

these Rules shall come into force with immediate effect.
2.1.3 : Nothing contained n these rules shallaffectthe already acquired service

rights or privileges of an employee through a dec sion or order already
taken or made by the competent authority. Provided that under no

c rcumstances an employee shall be entitled to double benefit

Application
These rules shal appiy to all employees who are in full time employment of PRAAN
except:
2.2.1 : Persons serving on a specflc contracvpart time basis
2.2.2 : Advisors and Consultants

Definitions
ln these rules, unless there is anything repugnant to the subject or context
2.3.1 : "PRAAN" means Participatory Research Action Network.
2.3.2 : "EC' means the Executive Committee of PRAAN.
2.3.3 : "Chairperson" means Chairperson ofthe EC of PRAAN.
2 3.4 : "Competent Authority" means CEO or any other Offlcia designated by

the EC to exercise the powers under these rules.
2.3.5 "CEO means the Chief Executive Officer of the organization, appointed

by the EC who acts as lvlember Secretary to the EC.
2 3-6 : Employee" means any person who is employed for any kind of work in

exchange of salary, manual or otherwse.
2.3.7 : ' Basic Pay" means the amount drawn by an employee as pay wh ch has

been sanctioned to meet the requirements of the employee in basic
needs.

2.3 8 : "Pay Sca e' means the Salary Structure" of PRAAN whlch is prepared
by 'Salary Review Sub Committee" and approved by PRAAN EC

2.3.9 : "Probationer" means an employee employed on probation for specific
period(s).

2.3 10 : "Joining time," means the time allowed to an employee to joln a posl on
appointmenUtransfer.

2.3 11 : "Holiday' means a day declared closed by an order of PRAAN.
2.3.12 i "Core position/staff'means a post so designated carrying a definite rate

of pay as sanctioned without limit oftime.
2.3 '13 : "Project Staff means the position has been created for a specific project

or Program duration.
2.3.14 : "Long Term Project Staff means the position has been created for a

specific project or program the duration of which is tlvo years and more.
"Temporary Post" means a post sanctioned for short time basis on
specified terms and conditions.
"Special Allowance" means an additional remuneration granted in
consideration of speciflc additional responsibilities.
"Festival Allowance" means a payment to an employee by the
organization to facilitate him/her to meet extra expenses in con
with their two major religious festivals.,w" shir tnd N'dolEl

'. clrirr.r,o+ PANnecllon _

2.3.18 Gratuity" means a payment to an employee on cessation of service with
PRAAN
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2.3.15 |

2.3.16:

2.3.17'.



2.3.20

"Advisor" means such individual(s), either Bangladeshi orforeign,
appointed on specific terms and conditions as determined by the EC on

a special contract, for a specific period.
"Consultant" means person(s) or firm/company, either Bangladeshi or
foreign, appointed on speciflc terms and condltions by PRAAN for
rendering consultancy services.
"Calendar Yeai' means a period commencing from 1st day of January of
the 1st / a year and ending with 31 days of December in the same year.

"Competent authority" means the authority appointed by the CEO or the
EC for the purposes ofthese rules.
"Date of Appointment" means the first day ofjoining the duty by the
employee as mentioned in the appointment order.
"Financial/ Fiscal Year" means a period commencing from the 1 day of
July of the 1st currenu a year ending with the 30 days of June of the
succeeding year.
HRI\,4-Human Resource [.,4anagement - lt is the " process of managing
people in organizations in a structured and thorough manner".
"Provident Fund" means the employees provident Fund as defined by

the Employees Provident Fund
"The Rules" means rules stipulated in the Human Resources Policy
l\,4anual of PRAAN and include all schedules and Annexures appended
to this l\,4anual and any amendments made flom time to time thereto.
All other words and expressions shall have the same meaning as are
assigned to them by the EC.

2.3.25

2.3.27

2.3.28

PR,iN
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2.3.21

2.3.22

2.3.24



Section O3 : ORGANIZATIONAL STRUCTURE & MANAGEMENT OF PRAAN

3.1

3.2 : Position Classification with Grade:
PRAAN has a separate qrading of Staff Positions. All full-time employees' position in

PRAAN are defined under Nine (09) broad classifications corresponding to the iob
values, level of responsibility, job description, level of education, experlence and

skills. Each ofthese broad classifications is assigned to grade numbers from A to J

for all staff. This grade system is the basis for PRAAN employees'salary structure.
The detail list ofgIade and positions are given below

Structure
As per the current organizational structure of PRAAN the CEO will be the Chief
Executive Officer ofthe organization. ln the second level two positions exists as the

I\,4anager- Program and N4anager- Finance & Operations. Under their line
Manaaement the next level of staffs have been shown in the Organogram. PRAAN

shall maintain a complete and up to date organizational structLlre in which the
channels of communication are shown diagrammatically for practical use.

ffi

@

s@

Oualifications l\/lnim um
Exper ence

Job TitlesGrade

5 Years in
senior level

Master/ EquivalentChief Executive

5 Years in
senior level

Master/ EquivalentB Deputy- Director

oraon

Ex€c'rtive Committee

Chieflxec.tive

MEAL ManaqeF Flnance & Operation

Deputyonector
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C l\,4anger (Program),
N,4anager (lvlEAL)
lvlanager (Finance)

l\4asters in any
discipline/ NIBAJ

t\r.com

5 Years in
senior level

D Program Coordinator/ Project
Coordinator/ Coordinator/ Team
Leader/ Campaign Lead/ M&E
Officer/ Documentation Officer/
Administration Officer/ Head of
Accounts/ Assistant project
coordinator/ Advocacy off icer/
Traininq Officer/ Campaign Officer

Bachelor/ Masters
in any discipline/
MBA/ Nr.Com

lMinimum 3
Years'
experience
Qualification
may be
unbound for
higher qualified
cand date.

E Program Offlce, Technica
Officer/ Communication Officer/
Upazila Coordinator/ Supervisor/
Campaign Faciltato, T Officer/
lnternal Auditor/ Accounts Offlcer/
Logislic Officer

Bachelo/ IVIaster/
Equivalent

l\,4 nimum 2 year
experience.
Quahfcauon
may be
unbound for
higher qualified
candidate.

UP Facilitator/ Field Facilitator/
Campaigner/ Junior Accounts
Officer/ Perches Offlcer

HSC Minimum 1 year
experience

G Office Assistanv Office Manager HSC Minimum 1 year
experience

H Class Vlll N/A (for driver 1

yeat)
Cleener/ Caretaker Class V N/A

Managemenl
Withthe approva of the EC of PRAAN, a Senior I\,4anagement Team (S MT) will be

formed. The structure and activities ofthe Team are as be ow:

ln the Management Team of PRAAN, Coordinator or assigned Manager- Prograrn

who ex offciates the role of Gender focal person wl I volce gender ssues in additio
to hls/her normal ro e. S/he wil be respons ble for channeling gender related w*1}ffi

SL Name of the Position Designation
(Team
Position)

Numbet Remarks

1 Chief Executive 1no Acting CEO in
absence of CEO

2 Deputy Director Member
Secretary

1no Project Coordinator
Director in absence oi
DD

3 I\ranager- Program I/ember ProjecU Campaign
lead in absence of
l\,4anager- Proqram

4 Manager- lvlEAL I\,4ember 1no lvl&E officer in absence
of l\,4anager- l\,4EAL

5 I\ranager- Finance Member Head ofAccounts in
absence of l\ranager-
Finance

Admin Officer Member 1no

oraon 13 of 63

Driver/ Guard/ Peon

Chairperson

1no.

1no.
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concern and information to the IVlanagement Team. Term of reference of
manaqement team rs as followsl
3.3.1 : Ensure implementation of all project related policies and strategies in

PRAAN
3.3.2 : Review, analyze, examrne, recommend, and take declsions on matters

related to HR, Finance, lT Admin, Gender. Peformance evaluation and
Seruice rules.

3.3 3 : Determine the Program implementation strategy.
3.3.4 : Determine priority among the programs as planned and take all required

steps to implement those.
3.3.5 : Review whether the organizational work is being implemented in

accordance with the approved budget and plan.
3.3.6 : Call a meeting every month for reviewing the work progress and meeting

notes will be taken by the any one of the members as per decision of the
SIV]T,

3.3.7 : ldentify and analyze the problerns in the work and find ways to resolve
the problems

3.3.8 : Establish coordination between the Units'activities.
3.3.9 : ln absence ofthe CEO, the Team led by Coordinator in consultation

with the Chairperson of the EC wil make dec sions and implement
accordingly.

3.3.10 : Attend meeting with the Development Partners as necessary.

General Principles/ Function of the Management Team
3.4 1 : The member of the Sr. I\lanagement Team will inform about

I\,4anagement Team's activities and decisions to the staff members of
their respective Unit and the concerned member will place the proposau
suggestions of the staff members in the I\,4anagement Team's meeting
for consideration.

3.4 2 : Attendance of any 5 members including the Chairperson will be
considered a quorum of the meeting.

3.4 3 : The l\,4ember Secretary, as per advice of the Chairperson, wi I call
meet ng. n addition to the regular monthly meeting, in case of
urgency/impo.tance an urgent meeting can be ca led at any time in
consultat on with the Chairpelson.

3.4.4 : ln absence of the CEO. in case of urgency the lvlerrber Secretary can
call meeting, in consultatlon with the Chairperson, who is n charge of
the Management Team.

Gender Committee and Gender Focal Point
As per the Gender PoIcy a senior female staff from Program will be the Gender
focal person al PRAAN S/hewil ead the Gender committee in PRAAN AGe.der
Committee will consist of 03 members including at least one member from each unit
The Gender Committee will ensure the comp ance of PRAAN's Gender Policy at a
times and staoe
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Section 04 : EMPLOYMENT POLICY

4.'.|

4.1 .4

Policv Statement
iri. ti. 

""ril, 
ot pncA,N lo appo'1t corpelelt staff and to relain then' -he 

,
.r"?irJ*"'""o."rio"s lhe p;licy o' p-ov d.19 eoua' employmenl oppoflunity for all

,o"olicants aro equa. opponunlly for q,Ja'Jred employees who l'ave the potenllallo

.iL""" ir..ii"il-r. 
"ii'r.nowrelge. 

PRAAN wi' supoon lhe pl''losophy ano oelref of

non-ai""lrnlnuiio" in 
"mploymen-t 

regarding Tace, color persons with disabillty

gender, religion or creed and ethnicity

The emolovre,]t po icies ot PRAA\ a'e oased on tne Iollowl_g p.l'lciples

a. r- 
- 

. 
-'rr^" 

oiq"nrzatlon be leves lhat each e'nployee irresoective ot gende'.

unJ ioiio- 
""onoric 

status is entitled to be treated with courtesy and

4.1.5

4.1 .6

4.1 .7

4.2.3

4.2.4

Temporary: One who s appointed either to flll a regular position which

is temporaiily vacant, or for work which is essentially of a temporary

nature and li'kely to be completed within a limited period Temporary

employees are not eljgible for any terminal benefits'

Contract Staff: Contract employees are governed by the terms and

conditions made with PRAAN for a speciflc period of time' The contract

can be renewed foT a mutually aqreed upon period based on the

pedormance evaluations review and the needs of PRAAN Program at

that point of tjme.

oraon
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4.1 .2
dignity.
rJch Lmolovee is enlitled to fair compensation' job opportunities in

Llurn toigooa joo 
"fitls/competencies, 

commiment loyalty' pelsonal

int"r""t an-o o"it 
"tforts. 

lnc.ements, promotion and training are based

on the staffs performance appraisal, organization's need and

organization's financial situation.
PiAAN recognizes the special and diverse role ofwomen and their

circumstance: in society and in recognition of these; PRAAN is

iommitted to address the practical as well as strategic needs for their

wellbeinq. advancement and empowerment.
Ihe oro;nizat:on is committed to develop ils Human Resources to

acf,iev6 tne org"nization's mlssion and goals and willtry to explore and

use the oossible HRD rnethods.
It is PRAAN's polrcy to sens'tize men and women in older to ensure

women's full particpation and practice towards bringing gender equality'

Core and Project employees of PRAAN, with the exception of temporary

..otorees. ctrsuttants and casual staff, shall not be authorized 10 work

ai !.ptoyees 'or otfrer companies or organiTations unless permitted (in

wrltten) bv the CEO.
rhe emol;vees will abide bv all the service rules. regulations, pol;cies

and oLli;elines ot PRAAN currently in force and any new rules'

requiations. policies and gJidelines that will become effective in future'

4.2 : Classification of EmPloyment
4.2.1 ; Core Staff: Acore statf is one who has been appointed on a regular

basis against a regular postwithout specifying any limit of time'

4.2.2 : Project Staff: A staff who has been appointed against.a project position

to a;complish the project activities as per plan of PRAAN'

.*#o,"
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4.3

4.2.5

4.2.6

4.2.7

4.2.8

4.2.9

4,4.2

Age Limit of the Employees
No person less than 18 years or more than 50 years of age shall be appointed to

any post of PRAAN, however, in exceptional cases, the competent authority of
PRAAN (CEO and the Executive EC) will extend the upper Iimit of age for a period

of maximum 5 years with valid justification. The Consultants and Advisors will have

flexibility in the upper limit of age.

Probationer: A Probationer is an employee who has been appointed on

probation for a specified period against a core or long-term project post

until he/she is conflrmed/ regularized.

casual person/Daily staff: Persons who are hired on daily basis for
particular assignmentfor a shorter period and the daily wages amount is

fixed on the basis ofthe person's skills and abilities to perform the
duties. The rate of daily wages for causal person will be lump sum

amount and determined by PRAAN l\ranagement.

Trainee/lntern: Ivleans a student who at his own request or that of any

educational institution is permitted to acquire knowledge and skills and
also to learn work for a short duration (1 - 3 months) as part of his/her
academic pursuit / projects or otherwise. They are not eligible for any

benefits or salaries, which are applicable to employees.

Consultant: An individual who is hired for a specific task which requires
professional competence and specialization when the organization
requires externa assistance / guidance - such as evaluation.
accompaniment training etc.

Volunteer: Persons registering for voluntary assistance for specific
programs of the organization.

qualifications and skills meet the c{rrrent requirements for the position

s/he has applied. ln this case break of service wiil be considered and
treated as new appointment. For the re-employment PRAAN will follow
the policy of recruitment plocedures as stated in the Service rule.
Employees who were dismissed due to poor performance or terminated
will not be re-employed. All re-employment is at the discretion of PRAAN
CEO,

Re-employment of Former Staff
lf a PRAAN employee who left the organization voluntarily or was
retrenched, requests for re-employment wlll be considered provided

her/his previous performance had been satisfactory and his/her
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4.4 : Other Employment Conditions
4.4.1 : Staff involved in outside work or consultancy

A Core or Project staff member of PRAAN is expected to render full time
seru ce to the organization and not be engaged in any vocation or
consultancy work on a personal basis. lf a staff is found to be involved in

unauthorized engagement in such work then s/he will be faced
disc plinary procedLlres
However, where the organization is direct y or indirectly benefited and if
the supervlsor ensures that the concerned employee's official work is not
affected, PRAAN will sometimes allow its stafffor consultancy in other
organization with prior approval of the CEO.



4.5

4,6

Working Hours
4.5.1 : The workweek comprises of six work ng days, a minimLlm of 48 hours,

beginning Saturday and ending Thursday of each week.
4.5.2 : The usual official working hours are from 09i00 am to 05:00 pm with one

hour break betlveen 01 :00 pm and 02:00 pm for lunch/prayer Each
employee is required to put n at least 9.45 hours per day. Office timing
foI dr vers and support servlce shall be from 8:30 am to 5:30 pm

resPective Y.
4 5 3 ln case of any female staff who is pregnant, working hours may be

readjusted in consultation with concerned superv sor and approval of the
competent authority through an agreement.

4.5.4 : ln such cases where the natule ofwork or seasonal or religious
necesslty may require some variation and extension ofthese times. The
CEO or his/her delegate must approve the deviation as per Bangladesh
Labor Law 2006, Chapter lX, Section '100, 101 & 102.

4.5.5 : l\,4anagement enjoys the right to shift to a different pattern of working
days and working hours.

4 5.6 : Any change in the office timings shal be notified to the respective staff
through official circular/ Notice board/ Official email serve.

4 5 7 : All employees shall be at work at the time and place assigned to them
Hab tual late comers shall be liab e for disciplinary action.

4.58 : Concerned l\,4anagers haveto ensurethatal available staff members
sign the attendance register. Any exception has to be taken care of
according to the HR Policy I\,4anual.

4.5.9 : Reportinq for work more than 60 minutes late or leaving duty more than
60 minutes ahead will be counted as half-day casual leave unless the
concerned authority is satisfied of the reason for late repoating for early
leav ng during office hours

4 5 10 : ln case of staff who have breast fed infants or ch ldren of school going
age, a 3o-mlnute break may be a owed with the approval ofthe
concerned authority

Duty Station
Duty station/work unlt shall be stated in the letter of appointment and any transfer to
other unit shal be communicated in writing. The workstation for each member of
staff shall be speclfed in the letter of appointment

4.7 Confidentiality
Employees must respect the confidentiality and sensitive nature of information with
which they may come into contract. lt is imperative that employees do not reveal or
divu ge any information or documents. Employees may be required to sign a

confident al ty statement.

4.8 Dress Code
There s no fixed dress code for PRAAN employees. Employees are expected to
dress appropriately. C othing and accessories, which contain an offensive message
or connotaUon, are prohibited.

4.9 lD Cards
All PRAAN employees are required to have photo lD cards which they should carry
with them to their respective work place and in the course oftravel. At the time of
cessation of service, employees are required to return their ldentity Card to the
organization that should be destroyed by HR immediately.
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4.11 | Ethics Policy
The highest standard of ethical conduct falr dealing and mutual respecl is expected
of each employee and all others assoc ated with PRAAN. Th s policy provides
general guidance on the ethical principles that employees must follow, as no policy

can anticipate all situations lf employees have any quesUons about this policy, it is

the r responsibility to consult their supervisor. Except ons to this policy rnay be

authorized on y by PRAAN CEO with the consu tation of the Executlve Committee

4.12: Compliance with Laws and Regulations
Employees shall conduct all work-related activities in compliance with all laws,
regulations, policies, and procedures. PRAAN employees are charged with
understanding the applicable laws, recognizing potential dangers, and knowing
when to seek Management or legal advice.

4.13.. Conflicts of lnterest
Employees must avo d any nterest, nfluence, or relationship that rnight conflict or
appear to conflict with the best interests of PRAAN and the counlry, or that might
affect one' s working judgment or loyalty. Examples of potential conflicl situations
include, but are not llmited to:
4.13 1 Ownershlp or a significant financial interest in or other relationship with

a supplier to PRAAN.
4 13.2 Havlng a financial rnterest in any business transaction with PRAAN.
413.3 r Accept ng gifts, enterta nment, or other benefit frorn supplierto PRAAN
An er.ployee with a conflct must disclose the confllcting interest, and remove
themselves from any negotiations, deliberations, or dec sions involving the conflict.
Employees may, however state their position and answer questions when their
knowledge may be of asslstance.

Equal Employment Oppo{unity (EEO) Policy
PRAAN seeks to ensure a work environment free of discrimination, intimidation,
coercion, or retaiiation. lt is the policy of PRAAN to assure that all applicants for
employment and employees of PRAAN are subject to uniform human resource
policies and should not be subjected to discrimination in all terms and conditions of
employment on the basis of an applicant' s or an employee's race, ethnicity, color,
religion , sex, national origin, age, genetics, physical or mental disability, status with
regard to marriage or public assistance, political opinions affiliations, or participation

in lawful activity ofi the employer's premises during non-working hours that is not in
direct conflict with the essential business-related interests ofthe employer' PRAAN
also makes its employment process accessible to persons with disabilities.

r,-1*ftff
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Section 05: HUMAN RESOURCES PLANNING

5.'r

Human Resources Plan
Heads of Program/Project are required to conduct a thorough review ofthe
operations, skucture and Human Resources oftheir Program/Project each year, and
furnish recommendations of Human Resources plan for the following financial year
to the Human Resources Department. The Human Resources Department is
responsible for reviewing the recommendations and compiling a corporate Human
Resources plan for the financial year.

Human Resources Control
ln order to optimize human resources utilization and to maintain cost effectiveness,
stringent Human Resources control should be exercised. Recruitment should only
be carried out in accordance with the bases of operational needs and approved
Human Resources plan. Whenever an employee leaves PRAAN, the Head of unit
should assess the Human Resources of his unit to see if a replacement is
necessary. Where a replacement is required, internal transfer or promotion should
be considered before pursuing external recruitment.

sh mt d N'do'Bt
OtoirP€ o4 Ptuln
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Planning for Human Resources
PRAAN believes n professional excellence. To this extent we believe in employlng
competent persons for its programmat c and adm niskative functions. The human
resource estimation and the profile of personnel required wi I be important for
estimation of the types of human resources required and the skill requirement.

Purpose
The a ms of Human Resources p anning of PRAAN are:
5.2 1 : To ensure that PRAAN acquires and retains the optimum number of

employees with the required skills, expertise and competence;
5.2 2 : To assist in opt mum resources allocation so that potential Human

Resources surplus or shortage can be anticipated and alleviated as
much as possible.

5.3 :

5.4 |



Section 06 ; RECRUITMENT AND SELECTION

6.'t Principles
6.1 .'1 :

6.'1.3

6.1.5

6.1.6

PRAAN is committed to hire skilled and competent people at all grades
through competitive selection process. lt believes that individLlals with
talent can significantly contribute to the achievement of business goals.
PRAAN attempts to make sure that equality of opportunity is an integral
part ofthe whole rec.uitment process. No discrimination will be made on

considerations of individual race, ethnicity, color, age, religion, sex, or
disability during the selection process.
lnternal and external people will be trcated equally during recruitment
and selection at all grades. However, the CEO may make exceptional
decision for hiring any individual for greater business needs.
ln cases where candidates with exceptional quality and experience are
found but who do not qualify in age they may be hired/ commissioned on
a contractual basis.
lf PRAAN fails to find a suitable candidate for any particular position and
there is an urgency to place someone, then PRAAN could go for head
hunling and recruit on a contractual basis.
Recruitment Committee shall select the "Best Fit" for any position among
the candidates based on the pos:tion's requirement, place of posting,
minimum qualification, earlier benefits of the candidates and retention
possibility.

6.2 General Policies
6.2-1 : All Bangladeshi citizens will have equal opportunity for recruitment in

PRAAN except consultants or someone hired in advisory capacity.
6 2-2 tulinimum 18 years and maximurr 45 years of age will be considered for

employment subject to meeting the job standards.
6.2.3 All candidates must be physicaly and rnentally sound to be considered

for hlring
6 2-4 An ndividuai who is found conv cted by the court for any reason will nol

be hired.
6.2.5 : There sha I be budgetary provisions for all new hires.
6.2.6 : All recruitment effofts will be carried and coordinated by F&O.

Respective I ne people will be consulted at each stage of recruitment
process as per need.

6.2.7 : Whenever situation demands, PRAAN may hire consultant. The CEO
can decide such hiring subject to budgetary provision.

6.2.8 : At the outset, F&O and the concerned manager will make sure that a
Job Profie (including description, requirement, package) is prepared for
recruitment purpose. A copy of the job profile will be kepl in HR and
another copy will be provided to new recruit. HR will assist the
conce 'leo manager to p'epa e lob profile.
A position benchmarking will be followed durjng recruitment and
selection process and other HR activitles. Benchmarking means
minimum education, exper ence and job requlrements in a position
PRAAN reserves the r ght to do a background check on any person
selected for employment.
Persons se ected for appo ntment should possess soLrnd mental and
physical health. 6**"

6.2.9

6.2.14

6.2.11

6.3 : Appointing Authority
6.3.1 : Executive Committee (EC) shall be the appointing authority for the post

of the CEO. The appointment of Coordinator to Program Manager shall
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6.4

6.5

be the authority ofthe CEO with the consultauon ofthe PRAAN
Executive Committee. The appointment of N,4anager and below shall also

be the authority of the CEO in consultation with the concerned Unil
I\,4anagers.

People Sourcing
6.4.1 : A requisition form should be filled up by concerned unit head and sent lo

head of F&O for a vacant position or new recruitment. When a
requisition or request for an employee is received from a department,
[,4anager of F&O will analyze the budge organogram and existing
workload of that department. All staff requisitions shall have to foMard to
HR department.

6.4.2 : All recruitment will be made following circulation of internal and external

advertisements. PRAAN prefers recruiting people from wlthin (internal

candldates are encouraged to apply) if competent people are available

6.4 3 : External advertisement is made in daily newspaper, Job sites, Social

n'redia page and PRAAN Webs te and page. The advertisements will

clearly give an overview of the positions e.g. duties and responsibility'
job requirements, pays etc. so that only suitable and potential

candidates can aPPIY.

Job Description
6 5.1 : All positions jn the organization shall be based on a need assessment

and work analysis. The CEO together with the PRAAN Executive
Committee w ll determine the need to open a new position or to close an

exlsting position.
6.5.2 : Each job and position need to be analyzed in terms ofjob content,

requrred competencies and broken down to knowledge and skill
requirements. The job / position analysis carried out will form the basis
for the F&O department to docLlment the skill and knowledge profile of
each Position.

6.5.3 : Job proflle ls the basis of the organization's recruitmenvappointment
placement, training, perfornance appraisal, salary, promotion and other
personnel related actions for its employees.

6.5.4 : ln PRAAN, the CEO, Coordinator, Manager-Admin & HR and Program
Managers shal ensure that each position /incumbent has an appropriate
and up dated job Proflle.

6 5 5 r The person specification is the statement that describes the levels of
educat on. competencies (knowledge, ski ls, attilude s and behavior) and
work experience necessary for the competent peaformance of a

Part cular job
6.5 6 : An employee shall be provided with the Job Description of his/ her

pos tion when he/she is appointed promoted or newly deployed.
appointment of Manager and below shall also be the authority of the
CEO in consultation with the concerned Unit N,4anagers.

Selection
6.6.'t : Advedisement

6.6.1 .1 The HR will be responsible for initiating action such as

advertislng for the vacancy, enlisting Recruitment
Consultants, and use of panel of past short listed candidates
as ma be appropriate after acquiring requisite approvals.
or Regular and contractual posts, it is mandatory to advertise
the vacancies in at daily newspaper or website of PRAAN,
Social l\,4edia page or other job portals.
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6.6.1.3

6.6.1.4

6-6.2

6.6.3

: Short Listing of candidates
6.6.2.1r The purpose of short istingisto reduce huge number of

applications to a manageable size in a way which is re ab e,

fair and cost-effective
6 6.2.2: The crteria rrentioned in the job advertisement will be

considered during shod listing. Shofi listing will be done jointly
by HR representative and line manage, representative using
the CV Eva uation form.

6.6.2.4: The shortlist criter a shall focus on the factual requirements of
the person speclfication. ln short-listing candidates for
interview, the followinq factors shall be considered:
a. Academic, professional and technical qualiflcations;
b. Relevant work experience, and
c. Leadersh p and l\,4anagement experience.

6.6.2.5: The interview letter will be sent to the candidates both by
surface inland rnail and email at least 3 days in advance from
the date of interview. For exceptional situation candidates
may be communicated for interview over telephone.

6.6.2.6: As an ideal situation, 3 candidates n'ray be called for final
interview per position.

Selection tests
6.6.3.'l: Tesulnterviewandselection

PRAAN will undertake any or all ofthe following tests or
adapt any other appropriale devices in selection process.
. Written test
. Face to face interview (Viva)

6.6.3.2 :Practicaltest
6.6.3.2.1 : The shortlisted candidates are invited by HR
Department for appearing selection tests. lnvitation may be
written or over phone jn case of urgent recruitment. ln
special case, HR can conduct distance or online wrltten test
and Viva.
6.6.3.2.2: The nature of selection tests depends on nature of
position. For all pos tions, oral interview is a must. An
interview card will be sent to the prospective candidates. For
certaln senior grades recruitment, simulation tesuformal
presentalion may be arranged while for enlry grades position
a written test may be arrafged.

6.6.3.2.3: From grade C and below, the l\,4anagement Team
shall nominate a Selection Committee which wili include the
supervisor '1 member from HR and a senior female staff and
external experts. The interview board members' grade wilL be
above the grade of the position being interviewed.

6,6.3.2-4 : The interview panel must meet in advance in
order to paepare and agree on questions, tests etc. lt is also
the responsibility of the above Team to review the position-
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For temporary project related staff, it is not mandatory to
follow the advertisement procedures.
There should be a minimum of 10 days between the date of
publication of the advertisemen{ and interview.



6.7

6.8

6.9

6.10:

descrrption sheet and make it available as a part of the
intervrew documentat on

6,6.3,2.5: During the test and interview each panel member
will make an assessment in the interview assessment sheet
for each candidate and prepare a joint report on the outcome
ofthe selection process (taking consideration into other tests
result e.g. practical, Viva voce, etc.)-

6.6.3.2.6 : Final decision for selection will be made by the
CEO based on the recommendation of the interview board.
The board will select a candidate who is found best suitable
amonq allcandidates.

6.6.3.2.7: Any travel expenses or loss due to appearing n

the tesv interview are the sole responsibllity of the appllcant

Reference Check
Reference check will be conducted for all positions. Head of F&O wi I conduct
reference check with the referees as mentioned in the CV or with previous
organizations. as appropriate. A reference check etter and form may be used for
this purpose.

Medical Fitness
Before ssuance of offer letter selected candidates (at least up to Grade-D) at their
own cost have to undergo a pre-employment medical examination according to
prescrlbed medical standards (if required) by the organization. The med cal
examination center will be decided by the Organization

Employment Offer
6 I 1 r Upon posjtrve reference check F&O Department will give an

employment offer with general terms and conditions to the se ected
candidates as decided by the intervlew board.

6.9.2 : Usually salary fixation will be done at step 1 salary of the Sa ary l\4atrix
However, for exceptional candldates higher salary steps may be g ven
A note of recommendation will be prepared by selection board and
placed to Head of F&O that in turn submits to CEO for approval.

Appointment letter
610.1 : On acceptance of offer, an Appointment letter with standard terms and

conditions wiil be issued to finally selected candidates by HR
Department.

6.10 2 : The appointment letter will mention clauses on designation,loining date
lob location, reporting, work hours, salary, income tax, and the clauses
on probation, termrnation, leave, resignation, obedlence to rules and
regulations and any other clauses as deemed appropriate by the hiring
authorty.

6.1 0.3 : F&O Department will brief the new recrurt /staff about general rules and
regulations of PRAAN.

6.10.4 : All appointment letters will be slgned by the CEO.
6.105 : Anewrecruitw lsubmit joining report whichwll beaccepted bythe

CEO/Head of F&O
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6.12: Joining Report
6.12.'1 : Onjoiningthecandidateshouldgivethejoiningreporldulyfilledand

signed before the head of F&O. lf the candidate joins at the Branch or
Field Office the joining repoft should be accepted and countersigned by

the person in- charge and forwarded to the l\,4ain Office.

6.11

6.13:

6.14:

6.14.1
6.14 2
6.14.3
6.14.4
6.14.5
6.14.6
6.14.7
6.14.8
6.14.9
6.14.14
6.14.11

Release Order
611.1 r Acceptance of employee's jolnlng is subject to producing a

clearance/release order from the last emp oyer, fany.
6 11.2 Release order will be provided by PRAAN letterhead s gned by

appropriate authority.
6.11.3 : PRAAN willensure work permits from GoB before issuance of

appointment Letter to foreign nationals.

Hiring of Relative
The purpose of ihis policy s to ensure that relatives of employees are not placed in
pos tions in the workplace that would result in any of the followlng situat ons:

6 13.1 : A supervisory/subordinate relalionsh p or administrative association of
one emPloyee over the other;

6 13.2 : An administrative relationship between the relatives that creates the
appearance of conflict or m propr ety as viewed by colleagues, co
workers or the public.

6 13.3 : Forthe purpose of this policy, a relative s Parenis, spouse, children
brother/sister, in-laws, first cousins, uncles/aunts (1st) and
nleces/nephews (1st) are deflned as reiative

6.13.4 Hirlng of relative as defned above is in principle discouraged. However
a relat ve out of the definition may be hired in PRAAN ifs/he qualifies in

the selection process and either one does not have direct supervisory
relationships over other and not in the same department.

6.13.5 : Any such relationship should be declared at the time of appointment in

writing.
Records and lnlormation System
A personnel file will be opened for a new recrLlit where the following papers will be
preserved:

6.14.15

6.14.16

App ication ofthe cand date
Copy ofjob Profile with the copy of circular/advert sement
Curriculum Vitae/ Blo data
CV evaluation sheet
National lD Card
All interviewselection related papers
Written comments of reference (if possible)
Offer Letter and Appointment letter
Joining repo(
Job Description documents
.lob changes correspondences and Release Order/ Clearance
Certif cate
Training records
Education achievements certificates
Personal deta s of employees like pelmanenV current address/blood
group.
Relieving etter or experience certificate from the prevlous employer or
lasl employer
Other relevant documents as determined by A,'lanagement.
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6.14.17 : Personnel files are confidential, as such, access to them is restricted to
employees except designated HR personnel concerned Head of
department and toP Management

6.14.18 : HR under F&O will maintain an employee's personal and
personnel/information for record purpose.
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Section 07 : JOB CHANGES

7.1

7.3

Probation and Confirmation
7 .1.1 : All new staff will initially be on a probation period. lt shall be Six months

for Core and long{erm project employees and for contract employees it
will be governed by the terms and conditions of the employment
contract.

7 1.2 : During the probation employees shall be provided with necessary
support orientation, and on the job training.

7.1.3 : The employee's irrmediate supervisorwill prepare a briefassessment of
pe.formance of the probationer which will be endorsed by head of
department and approved by the CEO. Upon completion of satisfactory
performance during probation period, an employee will be conflrmed
his/her posit on F&O will lssue a confirmation letter to the employee
before the expiry of the probation period based on department head
recommendation
ln case conf rmation etter is not issued on time or any communication
regarding confirmation is not made, then confirmation wil be automatic.

7 1.4 : f a supervisor fee s that an employee has potential but needs more time
to adequately cope wlth job and environment of PRAAN, then the
supervisor in consultaUon with head of department can recommend an

extension of probation for another three months or employment will be

terminated wilhout giv ng any notice during the probation period.
7 1 5 lfthe employee's performance is found satisfactory during appraisal

period, the services of the employee shall be confirmed with effect from
the date ofjolning.

7.1.6 : Notwithslanding the above the Executive EC of PRAAN reserves the
right to terminate an employee during the probation period with due
discretion

Transfer
7.2.1 : Transfer is defined as change ofjob from one location to another or from

one depaatmenUsection to another departmenVsection
PRAAN reserves the right to transfer an employee at any place at any
time. Accordingly the F&O Head wil iake necessary action and issue a

transfer letter.
For such transfer, Re location cost will be borne by the PRAAN at actual
bas s with reasonable cost.

7.2.2

Promotion
7.3.1 : Promotion is defined as change ofjob title with higher grade's

responsibility and pay and other benefits.
Ihe pre-requisites for a promotion are as under:
a. The employee must serve at least 3 years in his/her current position
b. The employee must pefform excellent during last 3 consecutive

years
c. There is a vacancy and budgetary approval for the said position
d. The pre-requisites may be relaxed by the CEO for staff who is highly

qualified and has experience in the relevant field.
All promotions must be done through annual/ interim appraisal process
following set criteria and competency decided by the ECl Management.
Head of department will recommend promotions in employee's appraisal

7 .3.2

7 .3.3

form along with a sepa rate justification to the CEO for getting approval
7 .3.4 Upon approval of the CEO, an employee may be promoted to a new

posit on. The appointing authority w lL issue promotion etter. A'ai,?erron, PRJN
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7 .3.5 During promotion, there may be an enhancement but not less than
his/her existing salary and benefits in the new position.

7.4

7.5

7.6

Deputation
7.4.1 : PRAAN will have the provision in its HR Policy to send or receive staff

on deputation primarily for the purpose of learning for staff or
organization, for the purpose to flll up a vacancy temporarily or fujfilling a

part cular expedise. The deputation usually shall not be more than 6
(six) months There may be an extens:on on discretion ofthe
[/anagement

7 .4.2 . Ar enployee will be deputed (temporarily transferred) to any of the new
projecv uniudepartment if such need arises and mLrtuaily agreed by the
both incoming and outgoing Unit's of PRAAN and approved by the
CEO. ln that case, employee wil be entitled to get any addiUonal beneft
s for this assignment bLrt this assignment wr I not hamper his/ her
contractual responsibility.

7 4.3 : A Deputation to or frorn another organization must have appropriate
justifications and finalized by the CEO in consultation with Management
Team and office bearers of the EC.

Re-designation
7.5.1 : Due to organizational/business need, re-structuring or any other reason

an employee's job title may be changed at any time, which is called re-
designation.

7.5.2 : Sometimes due to organjzational re-structuring process, new position
may be created which will be incorporated in the revised organogram of
the department/ PRAAN and be approved by the CEO After re-
skucturing, employees will be issued reassignment etter by Head of
F&O as decideo oy the CtO

7.5.3 : No change ln salary or grade will be made due to such re-designatlon.
However, there may be some exceptions in cases decided by the CEO
and PRAAN ExecuUve Committee.

7.5.4 : Head of F&O will issue a re designation letter based on approval by the
CEO

Resignation
7.6-1 : An employee rray tender his/her resignation in writing addressed to

CEO through proper channel. The CEO will decide and forward it to HR
for necessary action.

7.6.2 : A core and long term project employee must serve one months' notlce
while unconfirmed/probationer employee may submit resignation with a
maximum of 7 days' notice. No employee against whom a disciplinary
proceeding has started shall resign from the services of PRAAN until
resolved.

7.6.3 : F&O Department will issue a formal acceptance letter based on
acceptance of resignation.

7.6.4 : A clearance letter will be issued by F&A Department only after the
concerned employee has returned all PRAAN belongings and have
settled all outstanding dues with PRAAN

7.6.5 : All settlement of dues to the concerned employee will be made following
the ssuance of clearance letter.

7.6.6 : HRwill maintaln adatabaseto keep record ofthe reasonsfor employee
eaving throJgh Exit lnterv ew.

S[&!ilrd Ncdorbl
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Acting Assignment
7.7 -1 : An employee may take over acting responsibllities in highergrade

position due to lob vacancy or long eave of an employee. Such acting
asslgnment will be from one month to maximum six month period.

7 -7 2 : F&A Department will issue such actrng assignment letter to employee
based on department head recommendations.

Discharges on Health Ground
7 8.1 : A regu ar employee may be discharged from services on health ground

Th s will be done ln a situation when the employee is physically or
mentally ncapable of peforming his/herjob responsibility as certified by
a reqistered doctor.

7.8.2 : Discharge of employee will be approved by the CEO. Upon approval
F&O Department will issue discharge le(er (A(achment''16) to the
employee

7.8.3 : The employee wlll be provided with one month's notice or pay in lieu
thereof. The employee will be entitled to usual service benefits as
admissible, wh ch include salary up to last work days leave salary and
any olhe, be'refrls as pe oolcres.

Retirement
7.9 1 : A permanent employee wi retire from services when he/she reaches

the age of 60. However, CEO may make exception.
7.9.2 PRAAN may conslder re-employing a retiring employee on contractual

basis as per PRAAN policies.
7.9.3 A letter of retirement can be issued to the concerned employee with

g iv ng a prior ntimation at least three months earlier.
The retiring ernployee shall be entitled to the following benellts:
a. 1 month's gross salary for full completion of each five years of

service at PRAAN;
b. Unpaid salary and allowances up to the last day ofworki
c Employees' contribution to the provident fund and interest, as

applicable per service rule;
d. Gratuity (only applicable for conflrmed core/long term project

emp oyee ands/he has completed minimum one year service).

Retrenchment
7.'10.1 : ln case of postion redundancydueto downsizing orre-structuring or

reducrng operations, PRAAN shall I have the right to retrench the
employees.

7 '10.2 : Retrenched emp oyees will be given preference in next recruitment
process at least for one Vear period.

7.10.3 : A retrenched emp oyee wil be given one rnonth's notice or basic pay in
lieu thereof Retrenchmenl is approved by CEO and F&O Department
issLres retrenchment letter (Attachment-17) to empLoyees.

Death
Death of an employee, the date of death will be deemed from the date of expiry.
lnformation of such occurence must be sent to the CEO and the EC, and copy F&O
unit along with necessary documents immedialely.
The designated nominee(s) of the deceased as per court succession certiflcate will
be enlitled to the fo lowlng benefits:
. lf a confirmed staff dies while in service after a continuous service of not less

than one year, his nominee or in the absence of an norninee, his dependents
shall be paid by the employer a compensation at the rate of thi(y days wages
for every completed year of service, or for any part thereof in excess of six

7.8 i

7.10 i

7.11 i
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7.121

7.131

months or gratuity, f any whichever is higher, in additlon to any olher beneflt to
which the deceased employee would have been entitled had he retired from
seryice

. Ljnpaid salary and allowances up to the ast day ofwork,

. Employee's contribution to the prov dent fund and interest, as applicable per HR

Policy;
' Gratuity (on y appllcable for conf rmed core/long term proiect employee and s/he

has completed mln mum one year service).
The fina payment will be rnade within three months from the date of the occurrence
to the nominated person(s) of the deceased employee.

Appointment of Consultants
7.12.1 . PRAAN will str ve for excellence in ts work, programs, policies,

guide ines and activities. To achieve such excellence and its enrichment,
PRAAN may seek services of consLlltants having relevant background
and expertise to pedorm specific assignments.

7 .12.2 . A Terms of Refelence (ToR) will be drafted and reviewed by concerned
Unit lManager, Head of F&O and finally the CEO.

7.12.3 : The selection process sha I include reviewing of consultant's personal
profile, evidence of consu tant's selection process and budget approval
Consultants' selection should preferably be done through a competitive
bid. lf the process is not competitive, sufficient justification for the choice
must be documented. The respecttve u nivproject wil ludge q ualifications
and technica expertise at the time of selection of a consultant.

7 -12 4 : Firafice & aperations Department will review administrative and other
aspects of the ToR in consultat on with the UniV proiects before
finalization. Once the ToR is finalized, the authority will prepare the Work
Contract.

7.12.5 : A Work Contract will contanthedetai background, descrlpton ofwork
objective, main tasks, output paymenvbudget, method of payment
including travel, per diem and lodging time frarre, services to be
provided by PRAAN and oiher re evant conditions.

lnternship
PRAAN may provide opportunities to the fresh Graduates only to work as lntern to
PRAAN without any financial benefits. This Program allows the University
Graduates level students to get an off-campus job experience in relevant
developments fields. PRAAN will approve only those internships, which are relevant
to its programs/activities and will benefit the organization. During the internship
period, PRAAN can terminate the lnternship contract without assigning any reasons
or notice. However, in the event, an lntern wants to terminate his or her internship
contract, he/she must provide at least 7 days' notice to PRAAN.

ShrlniEd Ne.lorEl

oraon 29 ol 63

*.{\3f.a



Section 08 : SALARY AND BENEFITS

8.'l Policv Statement
innXU *lfi ue 

"orritted 
to maintaining salaries and beneflts that aIe fair to all

emotovees. The EC o'PRAAN will monitor changes in the economy and salary

.rit 
"iio "n"u'" 

tf,ut the overall compensation package of pRAAN is adequate to

utt?"t, i""rrit u"a r"tuin high quality staff within the financial capabilities of PRAAN

At all times the [,4anagement Team and EC of PRAAN will consider long term

impi:cat,ons ot cnangEs in employee compensation and also will not make any, 
.

drscri'nination, espe;ially due to genoer reasons while determining salary leveltor

existing staff.

Position, Grade and Salary Structure
PRAAN has a specified sal;ry strLclure/pay scale duly approved bythe EC of.

PRAAN. Al' Core slaff positions ;n PRAAN are defined unoer Nine (A to H' and an

otf drader orade classifications corresponding to the posilion's level of aulhority'

i".i"".iuiiit". and iob description. This Grade classification is the basis for PRAAN
-'lov;e s ;av sc;le and olher related factors such as staff recruilment' probation

oeriod. workino hours promotion etc. Each ofthe grades has twenty (1 to 20) steps

in rts salary raige. ln the event an employee is alleady in the last step of a grad e'

He/she wii reniin ;n the same unless or until there is any change of his/her glade

or the change of the organizations' salary structure or any special decision taken by

the management.

The Salary Structure with Grade and Steps are given below:

ahi'I Chrr.ts.r, lr.tN
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8.3

8.4

Review of Salary Structure
The Salary Structure may be reviewed after every three years to address the
change in market and adjust the inflation beginning of each year, and depending on

the organization's fund position. PRAAN wlll take into account the local market value
for each job / position in a grade and comparable organizations. The EC of PRAAN
at its discretion will initiate salary raise at any time if there is an extraordinary
infaton in the country

Once the EC approves the revised salary structure, PRAAN lt4anagement will adjust
the employee's salary ensuring that hls/her new salary shall not be less than the
current salaTy.

Remuneration and Benefit Package
8.4.1 : Salary

l. A I core and project staff of PRAAN, irrespective of probationary or
conflrmed, shall be compensated or remunerated monthly in retllrn to
their work for PRAAN, corresponding to their salary level as per the
prescribed Salary Structure/ pay scale or consolidated pay as
determined by the IVanagement. Staffs who are on temporary or short-
term contract status will receive salaries in accordance with their
respective terms and conditions.

ll. Tota l\.4onthly sa ary shall be directly transferred/ deposited into
employee s bank account on the last working day of every month.

lll. Payments of l\,4onthly Salary shall be made after deductions under
statutory provisions, such as Provident Fund, lncome Tax, olher
deductions as required by law from time to time and deduct ons for loan
repayment or oiher dues to the organization

lV. Temporary employees sha receive a consolidated monthly
remuneratron The terms and conditions of thelr remuneration sha I be
decided separalely jn each case.

V. Part t me employees sha be paid a consolidated monthly remunerat on.
The terms and condltions of their remuneration shall be decided
separately in each case.

Vl. PRAAN Salary Structure comprises the following depending on their
positlon, grade and employment status:
a. Basic salary (approved by the [ranagement)
b House rent, a certain percentage of basic salary (50%o on Basic)
c medical allowance, fixed for allgrades (All staff will get 10% on basic

per month)
d. Conveyance allowance, fixed in different grades (All staffwill get

10% on basic per month)

Other Benefits
a. Entertainment Allowancer Entertainment allowance shall bepaidto

senior staff members at an actual rate as and when necessary.
b. Mobile phone Allowance: Staff members wi I be allowed residential

telephone /Mobile phone (any one) if considered essential by
monthly rate but not exceeding the actual (Rate will be given by
CEO through Circula0

Overtime
There are no Overtime benefits in PRAAN

8.4.4 : Salary Oeduction

3 ^,*(

'#xm
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Deduction from errp oyee s salary will be made automatically for the
foilowing reasons:
. Provident Fund contributlon by the employee, only after conflImation
. ncome Tax payable by the employee
. Unauthorized absence or leave without pay from his/her basic pay,

payment of salary, allowances, benefits, loan/advance
. Monthly loan installment with interest if any loan taken from the

orqanization
. Damage to or loss of, materials expressly entrusted to the employee

for custody, or loss of money for which s/he is accountable, when
such damage or loss is d rectly attributable to his/her negligence or
default.

. llse of office faci ities on payrnent, such as, NWD/ISD phone calls,

fax transport etc. for persona reasons

8.4.5

8.4.6

8.4.7

Salary Advance
Advance salary is discouraged for the employees of PRAAN.
. ln extren]e situations, one-month gross sa ary may be glven as

advance to confirmed staff to be deducted from the salary
. The request will be in written form, which will be recommended by

head of department and approved by CEO.

Staff lncome Tax
All employees of PRAAN, if applicable, are liable to pay income tax as
per rules of Go!.t. of Bangladesh. PRAAN will deduct the amount of tax
payable on salary at source before payment and ensure deposition this
amount to GoB Treasury. Employees are eligible to receive a copy ofthe
deposit slip or certification from PRAAN authority.

Provident Fund
Provident Fund is a separate entity operated by the Ru es of PRAAN
Staff Prov dent Fund. The Board of Trustees of the Provident Fund is the
sole authority to maintain Provident Fund and is liable to the members
for any matters related to the Provident Fund PRAAN willmaintain a
separate prov dent fund account to which payment w ll be made every
month. PRAAN EC, if it thinks necessary can revise the Provident Fund
Rules.

Each employee of core and project position in PRAAN from the date of
his/her confirmation of seryice, when become a member ofthe fund, will
be credited the contributory provident fund as fol owing: - Employee's
10% of his/her basic salary in that month will be deducted (as the
employee's contribution) from his/her monthly salary. The organization
will make an equal amount of contribution ('10%) in the employee's
name

Refun ent of PF amount to the em e
Termination DismissalResignation /

Retrenched
PRAAN
Contributio
n with lnt.

PRAAN
Contributio
n with lnt.

Own
Contributio
n
with lnt.

PRAAN
Contributio
n with lnt.

Own
Contributio
n
with nt.

Length of
P,F
Mernbdrsh
p

Own
Contr buUo
n with lnt

Nit 100./" NitBeow2
years

100'/o Nil 140%
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2-3 years 100% 50% 100% 25% 100% Nit

Above 3
years

100% 100% 1laa/" 50% 140% Nit

8.4.8 Festival Allowance
. A confirmed employee of PRAAN will be paid a sum equivalent to

his/her one month's basic salary each (based on last drawn salary)
for tlvo major festivals to be payable at least len days before the
festival.

. For a l\,4uslim employee one month's basic salary during Eid - Ul-Fitr
and one rronth's basic salary durinq Eid - Ul Azha.

. For a Hindu employee one month's basic salary dllr ng Durga Puja
and one month's basic salary during Kali Puia

. For a Christian employee one month's basic salary during Christmas
and one month's basic salary during Easter

. For a Buddhist employee one month's basic salary during Buddha
Purnima and one monlh salary during Probarona Purnima.

Transport Facilities
The CEO is enlitled to a full-lime vehicLe with driver and fuel. The staff
members wi be allowed to use PRAAN vehic e subject to the availab lity
on the follow ng circumstances:
a. Employees n Grade-G and above are entltled to tlse the veh cle for

official purpose within the city.
b. When employees workrng ate hour or on weekends/ holidays can

avail transport facility on prior requisition to the Administration during
the normal office hour. ln thrs case fema e employees will get the
priority.

c. Any personal use of official vehicle is discouraged but under special
circumstances thls may be done as per Vehicle Policy.

8.4.10 Gratuity
a. Eligibility: All confirmed employees of core and long{eIm project

(more than 2 years) pos t on and who have completed a minimum of
one yeaas continuous serv ce with PRAAN, shall be eligible for a
gratuity upon cessatlon of their employment for any reason other
than d smissal. No gratuity shall be paid to the temporary employees
or employees on a short term contract or provision s not made for
the staff members.

b. Rate of Payment : The rate ofgratuity payment shall be one
month's basic pay based on employee's last salary drawn for each
completed year of service. For a fractional period ofwork after
completed year(s) a propoftionate amount of gratuity will be added
for the time.

4.4.11 Loan and Advance
PRAAN will not grant any loan to its staff. However, in special
circumstances, an advance not exceeding the sum equivalent to 01
(one) month's gross salary can be allowed to a confirmed staff only and
considering/calculating his/her salary and benefits which is under the
discretion ofthe CEO. Such advances should be repaid within a
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8_4.',t2

8.4.13

Annual lncrement
An employee is entitled to an increment at the end of his/ her completion
of one year service or successfully completion of probation period

subject to satisfactory performance and fulfilling the criteria as stated in

the relevant section of Peformance Appraisal of this manual.

Special Reward for Outstanding Performance
An employee wlll be awarded special reward for his/her outstanding
performance as approved by the CEO in consultation with his/her
supervisor.
a. Special increment: A staff may be awarded special increment for

his/ her outstanding performance (only for excellent rating) subject
to fulfilling the criteria as stated in the relevant section ofthe
Performance AppIaisa, of this ma,luaL.

b. Promolion to a higher post : A staff may be promoted for his/ he.
outstanding performance, subject to availability of fund, there is a

vacant position and he/she fulfills the competencies as stated in the
relevant section of the Performance Appraisal of this manual. ln
such cases the staff shall be assigned with the higher grade (but not
more than one grade). For a promotion to higher grade, staffwill be
placed in a step of the grade in such a way that he/she receives an
increased salary not less than his/hertwo- step increment atthe
current grade.

,<d\e4a
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Section 09 : LEAVE POLICY

9.'t Genera
9.1 .1

I 1.2
PRAAN employees are encouraged to avail leave in a planned manner
Lt is believed that enjoying p anned leave wil promote employee's work-
life balances in great deal.
Employee may apply for leave forjustfied reasons. Usually leave
applied forjustified reasons are approved however, consideling urgency
of work, leave may be disapproved or even approved leave may be

cance ed
Al leave requests will be carefully scrutlnized and accordingly be

communicated with the emPloyees.

\$6i,,.

General Leave Policies
g 2 1 : Availing leave is considered as a priv lege and it s not a right PRAAN

may approve or refuse any type of eave except medical, maternity or
patern ty eave.

I2.2 : f situation demands then the number of already approved or requested
leave days can be reduced bv supervisor.

I 2.3 : An employee may request for an extens on of eave for valid reasons
before the expiry of leave n writing. t is not that the cases that leave
extension w ll automatically be approved. The Ieasons for leave
cancellation or disapproval will be written and be kept in ernployee' s
leave file.

9.2.4 : All authorlzed leaves will be wth full pay except leave without pay
(LWP).

9.2.5 : Leave wlll be allowed in the form offull day or half day.
9.2 6 : A I leave requests will be submitted ln prescribed leave form. The leave

form wil mention type of leave; leave days, reason for eave employees
address contact phone number

927 : Al eavewill be recommended by immediate su pervisor and be
approved by the Unit Head, CEO or concerned line Management.

9.2 B : Usually leave request should come at least one day before prior to going
on eave Leave requests for 3 days wil! be subm tted to supervisor al
least 1 week before and for more than 3 days, it should come 2 weeks
before.

9.2 9 : Absence from duty without proper authorization s not accepted For any
unauthorized leave, PRAAN may take action as deemed appropriate.

9.2.10 : lf an employee remains unauthorized absent for 10 calendar days at any
time or after the expiry of approved leave, he/she may be suspended for
a period not exceeding 7 days from the date of his/her return. During the
suspension period, the employee will get half of basic pay.

9.2.11 r Eraployee go ng for leave will hand over charges to leave reliever as
advised by supervisor. Relieveas signature can be inserted into the
Leave application form.

9.2.12 : Only working days are counted for calculating earned leave, casual
leave and sick leave while for maternity, paternity and unauthorized
leave calendar days are counted.

9.2.13: All approved leave forms will besenttoF&O Department. HRwil
calculate al eave accruals and maintain eave records for all employees
of PRAAN.

9.2.14 Leaves cannot be requested or granted if the emp oyee does not have
such leave in his/her that month except the sick leave, wh ch is stated ln

section 9 2
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Sick leave
. The core and project employees of PRAAN are eligible for Sick leave only

when s/he is sick and unable to continLle work or unable to attend work An
employee appointed on a core or project status will be entitled to a maximLlm of
'14 days sick leave per calendar year. Sick leave can be granted in advance for
that calendar year only and shall be adjusted accordingly- Balance of sick leave,
if any, cannot be carried forward to the succeeding year.

' lf confirmed employee requires leave due to sickness beyond his/her accrued
annual balance of Sick leave, he/she will apply for the earned leave or the
supervisor can recommend earned leave to cover that sick period. For
prolonged illness beyond earned leave, the CEO has the discretion to grant
special sick leave with Basic salary only up to two calendar months A staff
member can be declared unfit for rendering services on medical grounds upon
confirmation by PRAAN nominated Doctor, and in such case s/he will be entitled
to discharge on medical grounds benefits as per the Service rule.

9.6 : Maternity Leave
a Any fernale employee in a core/ project position, who is confirmed and has

served PRAAN for a minimum period of one year shall be entitied to materniv
,eave with pay for a period of total 120 calendar days consecutively before and

after child birth i.e., 30 days maternity leave before delivery and 90 days after
delivery as agreed to by the mother, her Doctor and the CEO of PRAAN. The
ernployee can request PRAAN at her own accord to shiil some days from pre

delivery period entitlement to the post delivery period (to be added to the post

PRAAN willcalculate casual leave Earned leave, Sick leave, leave
without pay based on the working days.
The followinq categories of leave may be admissible to core and project

staff of PRAAN in the calendar year depending on employment stalus,
confirmation and as specified in the concerned section:
. Casual Leave
. Farned leave
. Sick leave
. Maternity leave
' Paternity leave
. Leave wlthout pay

9.3 : Casual Leave {Core and Project Staff)
. Casual leave is taken due to unforeseen circumstances, emergency fanily

needs or urgent personal reasons. This is not a planned leave.
. An employee may take 10 days casual leave per annum.

' Casua leave will be lapsed on January 1 if not availed within the previous year.

' Normally a maximum of three days casual leave can be enjoyed at a time.
However exceptional cases, Chairman/ CEO may make exception.

9.4: Earned Leave
. A core and long term project employee is enUtled to 20 days' Earned leave

(at the rate of 1 day per 1B days) per year.
. Employee may carry forward maximum 10 days per year to next year if available A

maximum of 45 days will be cred ted throughoul the employmenl life
. A payment of maximum of45 days unused Earned leave will be made to

confirmed staff at the time of separaUon.
. Records of earned leave for each emp oyee wi I be kept and updated ona

regular basis by the HR & Administration sect on. However, a statement of
Ieave status will be prepared half yearly basis for lnformation and notificat,on

9.5
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de ivery period entitlement) provided that she is fit for her work during such pre

dellvery period and ce(ified by Registered N,4edjcal Practitioner. ln special
situation emp oyee may availtwo months (60 days) Leave with basic pay in

addition to 120 days with the approval ofthe CEO.
b. During probationary period maternity leave will be granted but without pay The

CEO will grant such leave.
c. During her service in PRAAN a female ernp oyee will be entitled to maternity

leave only br'r'ice.

d. f before joining PRAAN a female employee has one child she will be enutled to
maternity leave wlth pay only once. lf a female employee has tlvo or more
children before joining PRAAN she wil not be entitled to any maternity leave.

e. ln case the new mother (employee) or baby is at risk after the end of maternity
leave period and requests in writing for leave along with a doctor's certificate
indicating the special circumstances PRAAN l\4anagement may consider her
Leave without pay

f ln all cases while approving maternity leave the concerned Univ department wil
ensure the job of the employee (who will be on maternity leave) are done by

sharing among other co league(s) or deputation from other univdepartment or
external person s hired temporalily as substitute. This arrangement must be

consu ted with Administration in advance and must have the approval of the
CEO,

9.7 : Paternity Leave
A male employee of PRAAN core/ project position (if completed mlnimum one year

service with PRAAN and confirmed), for the reasons of fulltime care of the new born
chiid and/or wife, will be eligible for paternity leave of 7 calendar days (in case of his
wife's normal delivery) with pay.

9,8 Leave Without Pay
ln addition to the above leave provisions; leave without pay will be granted (or

charged) to an employee in the follow ng special situations
. To granuadjust the excess leave when no other admissible leave (as per the

servrce rule) is avaiable in his/her credit;
. Charging for unauthorized absence;
. When an emplovee needs and applies for p anned leave withotrt pay for justified

reasons then it wi be granted

9.9 : Procedure for Applying lor and Availing of Leave
i. An employee who desires leave shall apply to the competent authority through

proper channel in the Leave request form wlth his/ her full address while on

eave,
ii. lfthe leave s refLrsed or postponed, the HR & Adminlstration shall record and

intimate the reasons thereof in writinq to the employee.
iii. For any planned leave an ernployee shall apply at least one week in advance n

case of sickness or emergency the approval will be obtained afterward.
iv. Application for extension of leave shall be submitted by the employee to the

competent authority before the expiry of the granted leave
v. A certificate from any eg timate medical doctor shall support an applicaUon for

Sick leave if required for three days or more.
An employee who remains absent for more than 10 (ten) days wjthout
authorization in excess to the period of leave granted shall be liable to
disciplinary action unless s/he is able to explain his/her overstay in a manner
satisfactory to the competent autho.ity.
For calculation of leave, salary deduction or payment purpose the standard
working days in a month will be considered 20 days for those staffwho work 5

oraon
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Special Note:
1 lf PRAAN provldes Food & Accommodatlon to the PRAAN staff then staff will be

entitled only lnc denta cost per day, and actual Conveyance for attending such

event. Like; from Office to Venue to Office/Local Residence by following the grade

entit ement.
2 lf PRAAN provide Food for Breakfasulunch/ Dinner then the above-mentioned

amount (applicable for BreakfasvLunch/ Dinner) will be deducted from staff daily
Perd em.

3. Addilional 50% benefts on Perdiem of District Town / Other places will be entitled
by al stafffor Capital/ Divislonal Town/ High Expensive City (like; Cox's Bazar).

4. ln case of enterta nment required w th donors or other stakeholders for PRAAN
future cooperation and support, Grade A and Grade B will be the entitled for bearing
entetainment cost on behalf of PRAAN with actual Bill submlssion.

5. For exceptional case for accommodation, rate ofaccommodation may be extended
with proper juslification but subject to provide actual bl l.

6 For Overseas Travel and Accommodat on, the actual bill sha I be submitted by the
travelers (Employee/ benefciary/ Stakeholders). However, Perdiem Rate for

Table

b)

days in a week. 23 days fort those staff who work 6 days a week and 30 days
who work 7 days a week.

Overseas travel for different Grades will be the followi

Calculation of Perdiem will be followed under the iven percentage of each day

The members ofthe EC, Advisors and Consultants shal be entitled to dlaw actual

Transport cost and food and accommodation by providing bill and vouchers.

'*ri[\A{
sh;nrrd N..lortr
CldjD.ttc., tRlN

DinnerLunch & SnacksGrade Breakfast & Snacks
$ 15.00 $ 25.00Complementary/

$500
$ 25.00Complementary/

$ 5.00
$ 15.00B

$ 15.00 $ 25.00Complementary/
$ 5.00

c

$ 15.00 $ 25.00D Complementary/
$s00

Houis
25%a) 0 to '12 hours
50ak'12+ to 18 Hours
1000/"18 to 24 hours
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Section 1O : STAFF TRAVEL, ACCOMoDATION and PERDIEM

10.1 :

10.2: Travel Accommodation and Peride.m

Policy Statement
Staff of PRAAN, due to the job reasons, will be required to travel outside their
office/posting place within or outside the country for field visit, training, exposure
visit, meeting, and workshop or for any other offlcial business. While making a

visivtrip a female employee shou,d be given maximum available information
regarding the official arrangements provided (e.9. mode oJ transport,
accommodation etc.) in order to assure the family members about her safe ty /
security. Unless it is such emergency or there is no alternative, staff in the
organization will be discouraged to travel (within country) in the nights. lf any
employee wishes to travel in the night, then he/she shall do it at his/ her own

responsibility.
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'10.3 i Phone calls/Mobile Phone Use
PRAAN lllanagement will ensure l\,4obile phone bill for all program and finance staff
through circular by mentioning rate / month of mobile bill. ln case offoreign visit, all
staff member are entitled to make two phone calls to the office and one/two phone
call only for the family considering the travel days. The total time of both calls will not
exceed 10 minutes. The cost will be reimbursed by providing actual phone bill.

PocketAllowance
An employee when traveling outside ofthe country shall receive Daily pocket
Allowance as per following classification for each completed day (24 hours to be

10.4

calculated from the tirne of de rture on overseas tri

Note: ]f the host arganizer provides faod and accommodation, the paiicipants would be

allowed a Pocket Allowance @ USA 1A pet day to meet the cantingencies. Travel

nslirat)ce, visa fees and seNice charge will be coverecl where applicable.

South Asia
40Eurooean lJnion 50

50 40North & Latin America
50 40Japan Australia and New

Zealand
40 30Rest of the World
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10.5 Travel Procedure
1O 5.1 : Whenever an employee intends to undertake any official trlp, he/she must

fill up the Travel Authorization Form specifying purpose, destination' and

time/date of departure and expected time/date of return/arrival with hls/her

signature. The proposed travel/trlp should have the approval ofthe
respective authority. A Movement Register will be f lled up by the
concerned employee by mentioning date and time of departure,
destination(s), purpose and expected date of return after obtainlng of due

approvalfrom the authority (Travel Form required)
10.52 For overseas traveL, the concerned staffwlll informtheHR&

Administration well in advance with relevant documents and the CEO's
approval/consenl for processing the commitment letter/agreement (if any)
and settle other olllcial matters. The person visiting abroad will be

responsible for arrangement of his/her Vlsa, Tickets, Passport renewal etc.

PRAAN appreciates sponsors providing all logistic support for any
overseas visit.

Travel & Per Oiem Advance and lt's Reporting
PRAAN will qive travel advances thorough the approval of CEo for local or overseas
travel. The advance has to be adjusted within 7 calendar days of returning from the
visit. Upon returning to office, employees are required to submit trip expenses report

of official expenses (along with ihe vouchers/ bills, if applicable) using Prescribed
Form to the Accounts section with approval ' of the competent authority. ln case of
fully sponsored overseas travel PRAAN will not bear per diem/PER DlEt4 and any
other associated costs thereto. ln special circumstances the office might bear such
expenses but it must be supported by proper iustificatio n -
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Section l1 : Disciplinary Manners

1't.1

1't.2

11.3

11.4'.

Disciplinary Action
a By acceptlng an appointment with PRAAN all employees agree to work in a

responsible, disciplined, harmonious and productive manner, to be loyal to the
organization and to act in a manner conducive to the accomplishment ofthe
organizaUonal objectives.

b. The ma n oblective of disciplining is to punish the wrong doers and he p

employees to implove their behavior that led to lmproved performances and not
to a enate him/her from the organ zation.

c The objective of discipl nary action should be to motivate the employee to the
extent possible to improve performance. Disciplinary actions are not taken just
to a enate the employee frorn the organization.

Termination
11.2 1 : PRAAN mayterminate anyemployeewithout assigning any reason by

giv ng 4 (four) months' notice or payment of a sum equal to the four
months basic in lieLr of notice at anytime.

11 2.2 i The terminated employee will receive legal dues at separation.
1 1 .2.3 : TerminaUon letter will be issued by the CEO through prior notice.

l\4isconducted Defined
The followinq acts on the part of an employee shall be considered as misconduct:
1 1 .3.1 : Wi lf!l insubordination or disobedience to any lau'ful order of the

supervisor(s)
11 3.2 : Theft, fraud or dishonesty ln connection with PRAAN business and

property.
11.3.3 : Taking or giv ng bribes or any illegal gratification in connection with

his/her work.
11.3.4 : Habitual "Absence wlthout Leave" or absence without authorlzed leave.
11.3.5 : Habitual ate attendance.
1 1 .3.6 : Breach of any terms and conditions of service rltles or employment or any

rules applicable to PRAAN or any ru es made thereunder.
11.3.7 : Tamperlng with records and registers of PRAAN.
11.3.8 : Unauthorized remova of records and registers of PRAAN.
1 1 .3.9 : Drug abuse.
1 .3.10 : Disclose of confidential information publicly which may destroy image of

PRAAN,
11.3.11: Sexual harassment
'11.3.12: Threat by using lT or from any Cyber Cafe

Show Cause
11.4.1 When a corrplaint is Ieceived against an employee that is serious in

nature and that falls under misconduct as defined in th s l\,4anua , a

charge sheet will be prepared and a show cause letter will be issued
against the accused emPloyee.

11 4 2 : The show cause letter shall ask the employee to explain within 7 working
days why disciplinary action should nol be taken against him/her

1 1.4.3 : The show cause letter must mention the charges time, date and p ace
of the incident. The letter should be issued by Head of F&O or CEO n

cases where applicable.
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11.5 : Notice of Enquiry
11.5.1 Theaccusedwil beissued Noticeof Enquiry byHeadof F&Oin

consultation wth CEO if the explanation s not found satisfactory.
1 1 .5 2 : The notice of enquiry mentions the name of the enqulry officers, date,

venue their opportun ty to defend themselves before the enquiry
committee.

1't.6: lnvestigation
11 6.'1 : A forma enqulry under lnternaLAudit Commi(ee will be conducted to

conclude whether the accused is guilty or not.
1 1 .6.2 : The inquiry officer must be at least one grade h gher than accused

employee. The inqulry Committee must be constituted wlth neutral person
whereas supervisor will be excluded. The inquiry Team will collect all
information along with written statement from accused persons and other
witness. The jnquiry Team will obtain s gnature in each page of recorded
procedures by the concerned persons and prepare a written report for
I\,4anagement action. The Team may have 3-5 members with at least one
fema e

Dismissal
11.7.1 '.

11.7

1t.8:

11 .7 .2

11.7.3

Based on report ofthe enquiry comm ttee the CEO will decide whether
the accused will be dism ssed or not
Dismissal would take place when an employee is convicted of an offense
or is found guilty of misconduct. According to the section 18(1) of
Bangladesh Employment of Labor (Standing Order Act), 1965, no order
for discharge or dismissal of a worker shall be made unless-
a. The allegat on aqainst him/her are recorded in writing,
b. S/he is given a copy thereof and not less than 7 working days'time io
explain,
c. S/he is g ven personal hearing if such a prayer is made, and
d. The Chairman/CEO approves of such order.

Dismissal letter wil be issued by the CEO.

Procedure of Suspension
11 8.1 : An employee charged with m sconduct may be suspended pendlng an

enquiry into the charges aga nst him/her, but the period of such
suspension shal not exceed sixty (60) days unless the matter is pending
before any court recognizab e under the laws of Bangladesh

11.8.2 : Theemployee should be issued a Suspension Order, which shall take
effect immediately on del very The suspended emp oyee must be paid
50% of his/ her basic salary and ful house rent during the period of
suspension. This payrnent s not refundable, even if dismissal occurs.

1 '1 8.3: lf the employee is not found gul ty, he/she shall be deemed to have been
on duty for the period of suspension for enqlliry, and shall be entitled to
his/her unpaid balance of basic salary and other benefits (if applicable)
for the period of suspension.

1 1.8.4 : A suspended employee cannot attend the office or sign any offlcial
documents unless authorized to do so.

'11.8.5 : Suspended employee shallforthwjth handover charges to any other
employee as ordered by the competent authority

11 8.6 : Suspended emp oyee shall not be allowed to leave hls/her stat on
without approva of PRAAN i\,4anagement
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'11.9: GrievanceProcedures
1 1 .9.1 r Any employee may submit personal gr evances within 1 5 days of the

occurrence of the incident
1 1 .9 2 : Employees will submit written complaint to their immediate supervisor

who will investigate the matter and give the emp oyee personal hearing
and communicate the decision within '15 days

'1 1 .9 3 : f the employee disagrees to the response from the supervisor, the
employee should wrte to next level su pervisor within 15 days ofthe
responses received who shall enquire into the matter and inforrn the
employee of the decision.

1 1 I 4 : lf the employee is sti I not satisfied a written request for further review
may be submitted to CEO with copy to Head of F&A.

11 I 5 : All complaints must be in writing, signed and dated by the employee, if
they are to receive considelation.

11.10: ln Case of Non-Acceptance of any Official Letter
lf an employee refuses to accept any notice, letter, charge sheet, order or any
document addressed to her/him, it shall be deemed that such notice, letter, charge
sheet, order or the document has been delivered to him/her if a copy ofthe same
has been sent to the address ofthe employee as available in the office record, by
registered post and a copy ofthe same has been posted in the office notice board

11.11: Appeal
The affected employee will have the right to appeal to the EC within one month on
receipt of the order of punishment. The competent authority will decide and dispose
of the appeal n the manner it deems appropriate.

,$-ffin'
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12.1 : Resignation
An employee can resign from the services of PRAAN as follows:
. Confirmed employee on core or contract status can resign from services by

giving one months' notice or pay in lieu of notice.
. Probationary ernployee can resign from services at least 15 days prior notice

period
. Short term Contract, Consultant; Temporary employee can resign from services

with oa without notice period in accoldance with the terms of his/her
employment

. ln the event of failure to provide the required full notice period, an employee will

be subject to have a proportionate saiary deducuon for the calendar days
Io, lhe'ailL'e to 'lori! at dJe tine.

AlI resignauon letters shall be forwarded to the CEO thorough the respective Unit

manager and with a copy to Head of F&O. The authority will issue the acceptance of
resignation at an approprlate time Linless there are any major problems with the
employee The resignation shall not be accepted if he/she is being proceeded

agalnst for misconduct or corruption.

A coniirmed employee on core/ploject status when resigns shall be entitled to
following benefits in accordance wlth the service rule:
. l-lnpaid salary and allowances up to the last day of work (deduction will be made

if proper notice is not g ven as per policy);
. Employee's contribution to the provident fund and interest as applicable per

servlce rule
. Gratuity (only applicable for confirmed core/long{erm project employee and s/he

has completed minimum one year service).
. A probatronary employee when resigns will recelve only unpaid salary and

allowances up to ast day of work and encashment for unused balance
earned leave, if any.

. The resignation of any other type of employment will be dealt with in accordance
with the terms ofthe Employment.

12.2 Exit lnterview
PRAAN, with a view to establish a transparent cLl ture and for the organizational
review, will conduct Exit lnterview oi outgoing employees after he/she has served
their resignation notice. The purpose ofthe Exit interview would be to share
perceptions ofthe organization and lessons learned, to discuss the reasons for
tendering a resignation and to determine if there are issues, which have led to this
resignation that should be addressed. The Exit lnterview will conduct by F&O by
using the Exit lnterview Form.

Redundancy
ln cases when a position or number of positions are deemed unnecessary or
become redundant due to completion or, phase out ofthe project, reducing the
organizational activities or abolishing the position, staffwill be notified at least'l
month prior to the date from which redundancy will become effective or be paid in
lieu of notice thereof. ln case of redundancy of a confirmed employee, he/she will be

entitled to receive fo lowing benefits:
. Llnpaid salary and allowances up to the last day of work;
. Employee's contribution to the provident fund and interest as appllcable per

organizational policy;

46o
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12.4 | Discharge on medicalGrounds
An employee wil be discharged from service for reasons of physical or mental
incapacity or for continued il health or such reasons not arnounting to misconduct
provided that a medical board confirms such incapacity. A medical board comprising
of tlvo doctors (as nominated by PRAAN [,4anagement) must be formed to examine
and make recommendations.

Gratuity (only applicable for confirrred core/ long term project employee and
s/he has completed minimum one year service)
Payment of one month's basic salary in lieu of notice in case ofwthout notce by

the organization
ln the event PRAAN has such situatlon for probationary employee it is wise
to terminate his/her service without any notice period (not stating the reasons)

A discharged employee of confirmed stalus shall be entitled to the foliowing
benefits:
. '1 (one) month's basic salary;
. Unpaid sa ary and allowances up to the last day of workl
. Encashment for the unused balance earned leave, if any
. Employee's contribution to the provident fund and lnterest, as applicable per

service rule; Employers contribution to the provldent fund and interest as

applicable per service rule; Gralulty (only applicable for confirmed core/long
term project ernployee and s/he has completed minimum one year service)

Clearance Certificate and Final Statement
a. An employee prior to his/ her release from the organization thorough

resignation or separation by any mode, s/he must do a handover of his/her
responsibilities to his/ her successor or to a staff as nominated by the CEO.

b. An employee who resigns or is terminated, discharged, made redundant,
dismissed or retired must have a clearance certificate, as per, from the
conce.ned uniU project of PRAAN office and then submit to the Accounts section
for receiving final payment. The finance department will settle the final payment
within two weeks unless there is any pending issue.

c. The clearance certificates along with the sepa.ation letter and advice for
payment shall be kept in the employee's personnelfile.

The final settlement must have the Iecommendation of the Head of F&O and
approval of the CEO. The outgoing employee (nominees, in case of deceased
employee) shali sign the final settlement document indicating that s/he agrees with
settlement and nothing is due to him/her from PRAAN. The final settlement, upon
completion, shall be kept in the employee's personnel file. An employee who resigns
or is terminated discharged, retired, dismissed or made redundant, are entitled to a
Servioe Certificate siqned by the CEO.

12.5
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13.1

1X.21

13.3

13.4

13.5:

13.6

Section 13 : HUMAN RESOURCES DEVELOPMENT (HRD)

Procedures
bu;-n-s-thu pto"u"" of formulating HRD planning for PRAAN the following questions

shoLrld be considered:
i --ii 

itin rine wltn tne organization's annual plans and long term pelspectives?

Backoround of HRD in PRAAN
Fnan]l -ii O"""r"p fRD as it has taced rrany ups a'rd dowls learnt tom its
exnerience and l'as lr'ed to keep pace with lle ever_chalging needs ano emerglng

;;;i;;;;; i;;;";, io in'p,ove ir'e s,'rls or stat'and make space Ior Jpsrad'ns theil

i.r"":l ioap,"n"n.i* pollcy tor rlJ'nan Resources Deve opnent ls u'gently

required.

To Accelerate the HRD Poticy PRAAN aims to do the following

Collect relevant in'ormat'on about training al home and abroad:

13.2 '1 : .denlil lraining leeds and nomlnate as and when appropllale:

r:.i.r,prouiO"t""ilita-tingservicestostaffinallmattersrelatedtoHRDI\I
i5.z.l , f"irrf"t" 

" 
regu"lar plan for HRDM in accordance with PRAAN 's plan

and take necessary measures for staff evaluation/development;

HRD Policy Objectives
13.3 '1 : To ensure proper Lltilization of human resources;

ii i.i , ro 
"n.uru 

Lqual opportunity as possible for the slaff to participate in this

process;
'13.3.3 : io ensure gendel responsive mechanisms and processes;

13.3.4 : To develop spirit of Team building and Team cohesion'

HRD Policy lmPlications
rll.l 

-, ir,i" pori"V will cover the core and long{erm project staff of PRAAN;

Human Resources Development (HRD) in PRAAN

13.5.1 : Concept: Human ResoL.lrces Development (HRD) in an orga'lzatlon ls a

set of structured processes, which enhance individual and collective siaff

potential, improve their performance in organizational roles and ensure

Gt hr.un r""orr""" work optimally with other lesources to achieve lhe

organization's mission.

13.5.2 : Policy Statement: ll .s PRAAN policy lo support slaff develop'nent

in.tiatlves which meet the objecllves of developing and slrengthenlng

technical skills specific to the concerned project as well as developlng

and strengtnening managerial skills net\'/orking and advocacy skills'

communiiation aid language skills and responding to PRAAN's longer-

ierm organizational needs FRnnN recognizes thal upgradrng the skills

o' ts stiff contrrbr-[es lo increased organlzaional ettectiveness and

improved morale and confidence of the employees'

Human Resources Development Planning
HiD activities, witfr carefut planning, will be instlumental in bringing about

oigu";iio;"1 
"l',u"gu 

and development HRD planning in PRAAN will involve the

piicesi o' ioenriryirig rne corrpetency require'nents of the organlTat

!p""ifying tn" .e"nirism structures and resources for meeting those requkements

within a fixed time frame.

48 of 63

s,.#,

oraon



13,7 i

13.8:

ls it clearly stated withln the above plans what the shape ofthe organization wjll

oe ano w(at types anO levels of competencies will be needed at that time?

What are the strategies and methods to acquire and sharpen such

competencies?
wnat actrvi'es neea to be Llderlaken by whom' when and where?

what are the expected outcomes? Will they and do they in fact meet the

organization s needs for HRD?

HRD lnterventions
Jo'.""i]i," n""a ,nO address the HRD in PRAAN, the fo!lowing HRD interventions

(systems or approaches) can be used
. lnduction/Orientation
. Training
. Coaching and Mentoring

' Deputation
. Job Rotation
. Exposure/ Cross visit
. Meetlng and workshops
. Seminar and conferences
. Professionaldevelopmentcourses
oepeJir.q on tre organizarional neeo and resoulces available' PRAAN v1/ill adool

tnJ"Oou""UqO a"rn-ods/ mecf'anisms for its human resources development The

mosl iommonty useo process mechanisms e-g. lnduction/orientation and Training

ur" O.""tiOta ii 
""p"iate 

sections of the H RD policy while the others are stated in

lhe seclio.1 Career Developrrelt and Dlannlrg.

Activities for lmplementing for lmplementing HRO

ln order to tactlilate the srroolh tu'rcliol'ng and coord'natlon of va'ious HRD eTons'

il is necessary lo creale appropriale sl'uctures and lake on several aclivllles

13.8.1 : Activities:
The lManagement Team of PRAAN as far as possible' will perform the

fo.rowrno ;ctrv t,es wrth tne assislaice and col'abora|on ot F&O

' Preiare periodrcal/arnJa, frai,1ing /!lRD plar and budgettorslaff and

ensure all HRD activities are jn line wlth organizationalskategic
oLridelines.

. iacilitare trai"ing and HRD needs assessmenl for all level slaft'

. Provide support:nd assistance for setting up HRD system in PRAAN

and prepare annual plans and long-term perspective formulation

orocess vis_a-vls HRD activities.
. besrgn approoriately the HRD n'ecnanisms/intervert'ons foI the LIR

development in the organization.
. Adrninister and coordlnate in country and oLlt of country HRD activities

' Monitoring systematically to review the progress and level of

effectiven;s; ofthe system and to plan for its next step?
. N,4onitoring of activities and impact assessment of HRD activities in

consultation with Unit managers
, Reviewupdate Training Policy.
. I\,4aintain human resources and training information database

Shrrblid Ncaftl
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Section'14 : TRAINING AND EMPLOYEE DEVELOPMENT

14.'l : Policy Statement
a. PRAAN intends to bu d a cadre of staff who are able to understand the

complexities of Program work and able to transfer this understanding to a much
wider audience including members and civll society. lt is understood by PRAAN
that training is not meant only for the new staff but also necessary for the
existing staff for thejr career growth and contribution to the organization.
Resource persons can also be invited from olrtside to help PRAAN accomplish
its objectives.

b All staff irrespective of male or female, senior orjunior, will Lrndertake training
(also attend workshop) on gender issues at least once a year to develop an
understand ng of the relevance of gender to their work and organization's HR
policy as well as the application of gender analysis- All stafftraining in PRAAN
must be as per organizational need and within PRAAN budget prov sion unless
there is any specific organizational need and opportunity evolved and is
approved by approprlate authority.

14.2 The purpose of Training
14.2.1 To help the staff to earn how to perform their lob or do it better and help

the new slaff and partners to learn it.
14.2.2 : Io encowage staff to acquire new skils or to improve their existing skills

and increase their job knowledge, efficiency and attitude.
14.2.3 : To encowage staffto acquire and assimilate the core values of PRAAN

and improve the quality of performance.
14.2.4 : To identify the potential and suitable employees for other positions.
14 2.5 : To keep the staff abreast of developments in PRAAN'S operation.
14 2.6 : To help the staff to keep knowledgeab e of information on changes

occurring outside PRAAN wh ch can be incorporated within the
organizalion for quality performance of the staff and for the development
Of PRAAN

14.3 | Types of Training
a. ln-House Training : PRAAN w ll design, manage and provide training to staff by

using skills and experience of any senior staff or by an external
facilitator/consultant. There are severa approaches that PRAAN will choose
from when deciding how to address its staff deve oprrent. l\,4ostly used two of
such approaches are:
On-the job training: This category of HRD refers to a structured learn n g
thorough doing.
lnternally designed courses: These are courses designed specifica ly for or by
PRAAN. The organization itself or external consultant s will conducl them.
Refreshels Course: A continuous employee development initiative that ensures
continuous development of skills in the changed environment.

b. External Training : This is especially valuable if the external training can
provide expertise or sharing of experiences ihat are not available within PRAAN
For some employees, external training wjll be utilized to enhance, update or
develop specific skills. PRAAN staff, who will receive external training, will
subsequently orient their colleagues and counterparts. This includes in country
training, overseas training and long-term training or professional development.

ln country Training : lf the authority finds that the needed training facility is not
available within the organization but available within the country or if any

c
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14.4

14.5 Financial Support for the Staff Training
a. PRAAN will pay the fee for slaff tra n ng to the concerned organization institute,

if any.
b. The employee of PRAAN will be eligible for the fnancia support during training

period (inclusive of days of departure and return) as per approval of the CEO.

14 6. Training Need Assessment
The primary purpose of the Training Needs Assessment (TNA) process is to ensure
that there is a need for tlaining and to identify the nature of the content ofthe
training program. Conducting an assessment is a way to collect information that can
be used to decide what type of development will be perceived as relevanl and
useful. Tlaining needs can be accessed thorough job evaluation, perfoamance
appraisal process and close monitoring ofthe work ofthe staff by his/her
supervisors. The Management based on the suggestion ofthe supervisors, will
assess the training needs ofthe staff. Training needs ofthe staff should be shared
with the Head of F&O for his/her information, input and record.

14.7i Staff Development & Training PIan
Training Need Assessment is a continuous process and Training Program review
will be conducted prior to formulation ofAnnual Staff development & Training Plan
That Staff Development & Training plan can be revised based on needs and'
circumstances. The Staff Development & Training plan (for a single employee or
Yearly plan) should include the following:

Staff (with number and name) proposed for development and training

organization/insttute agrees to bear the cost of training wholly or partly, a staff
wil be sent to the identified training.

d. Overseas Training : f the authority finds that the needed training facility is not
available within the country or if any organization/institute agrees to bear the
cost of training wholly or pa(ly, a staff w I be sent abroad for training. Such
haining and cost sharing will be determined and approved by PRAAN
l\,4anagement.

Em ployees' CommitmengAg reement for External Tlaining/ Course
PRAAN invests money and time for its staff development and strengthen its HRD

base so that such investment has a long term impact and benefit not only to the
employee for whom PRAAN has invested but also to PRAAN, its other employees,
partners and counterparts. To ensure such benefit ofthe o.ganization, PRAAN will
have the provision that its employees have to sign an agreement bond with PRAAN
that s/he will work at least for a certain period upon completion of training, which will
be any ofthe following as applicable: The commitmenvagreement shall clearly state
that the failure to continue work with PRAAN after returning from the training will
automatically make the employee liable to refund the money to PRAAN fully or
proportionately depending on the commifted time period the staffwill not work with
PRAAN,

14.7.1
14.7 2
14.7 3
14.7 4
14.7 5

Nature of training, development interventions with subject
In -country or overseas type
Duration of training/workshop/study tour/exposure visit
Name of lnstitute/organization for the training/workshop/study
tour/exposure visit (if already identified)
Budget provision - the amount and source
Justification and benefits to be achieved

14.7.6
14.7.7

^."(
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14.8: Selection of Employees for Training
It is the responsibility of the supervisor ln consultation with the Management Team
to decide who should receive training and the Chief ExecLltive will make
endorsement. Priority for stafftraining will be given to female employees on the
principle of affirmative action as PRAAN works toward gender equality and also for
the staff considered under career development plan.
The selectlon of staff for any external training, workshop, study tour or exposure visrt
must meet the following criteria.
fi-a-1 The training or development intervention must be considered necessary

for both the organization and the concerned staff based on his/ her
need assessment;

14.8.2 : The training or deve opment intervention shall be related 1o employee's
job, nature ofwork and the organization;

14 8.3 : A short llst shall be prepared when there are numbers of deserving
candidates according to their relative merit

14 8 4: Arrangement of staff tra ning should be made on rotatronal basis;
14.8 5: lf a staff rnember selected for tralning is unable to participate for personal

reasons h s/her name will remain on the panel and will be considered for
subsequenl appropriate training opportunities

The folowing matters to be considered prior to the selection of a stafffor
external training:

. lf a staff is given the opportunity to pa(icipate in an in
country/overseas training, the same person will not be sent for the
same type of in country/overseas training until others in the panel, if
available, get opportunity.

. ln case of overseas training or long term courses, a staff shall have
to give commitment to serve the organization at least for a certain
period as described in the policy of Employees'
commilrrenvagreement for external training/course.

. lf any staff wants to pa(icipate in any training, by his/her own
initiative, he/she will have to get approval from PRAAN
lvlanagement

Training Report
14 I 1 : Upon return from kain ng/exposure a staff will be requ red lo submit a

complete report using to their superv sor and a copy to Administralion
section. This includes part cipation in training (both short & ong term)
workshops, serninars, conferences, and inter-agency meetings on
specific subjects and special ln-house training etc. The conlent of this
report will include only the main points of the t raining.

14.9 2 : Any senior staffs who have participated in meeting, workshops,
discussion sesslons, wlll share the experience/outcome with all other staff
on return to his/her office.

'14.9.2 : All unitswiil provide data of their staff who have completed trainlng, on a
quarterly basis to the HR to update the Human Resource lnformation in
the data base.

,rG{W{'
ShrrDrod N.doflnl
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15.21

Policy Statement
Each and every organization has its own culture and practice that new employees
need to be oriented with them. lnduction is the guided adjustment of a new
employee to the organ zation and his/her work environment lt is the po icy of
PRAAN to orient all newly recr!ited staff of core and project status thoroLlgh
induction process at the time of joining the organization. PRAAN will ensure that all

new staff of core and project position to be exposed to PRAAN activities thorough
orientation and fleld programs within 3 months of his/her appointment.

Scope/Content of lnduction/Orientation Programme
The new comer will be oriented to the areas as mentioned below:
a Work group;
b. Organization;
c. Workplace;
d. Policies,rules/regulations
e. Job; and
f. other pads ofthe organization

'15. 3: Administration of lnduction Proqram
The lvlanagement unit will be responsible for administration ofthe orientation
Program in collabo.ation with other units. ln case of the special requirement of a
particular Program this induction/orientation Program will be initiated by any unit in
consultation with the Head of HRM.

15.4 Existing Staff Orientation
ln the event of any organizational changes or changes in strategies, policies,
procedures all staff should be informed in written form and should be discussed with
staffthrough meeting/workshop/conference. When staff are promoted or transfened
to a new position, the supervisor shall provide appropriate orientation on job specific
alea,
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Section 16 : STAFF PERFORMANCE APPRAISAL SYSTEM (SAS)

16.1 : Policy Statement
The Performance Appraisal System in PRAAN (called as Staff Appraisal System) is
a systematic and participatory process, by which an individual employee's
performance is monitored, guided, developed, evaluated and rewarded. lt provides a
tool for managing staff performance. The staff appraisal process should involve
employee and his/her supervisor work together to recognize the strengths and
weaknesses of the employee's performance, identify his/her training & development
needs and find ways of improving his/her effectiveness at work. lt should help
supervisors to identify and provide feedback to employees. Feedback may be given
in order to:. Remove performance gaps in current position,

' lmprove further for future groMh and challenges, and. Recognize and appreciate for outstanding performance

16.2: Pedormance Evaluation
For the purpose of fair eva{uation, the assessment will be done by the evaluator at
two levels - flrst evaluator and second evaluator that average will be considered for
Appra;sal. It is the responsibility of all evaluators to assess the employees'
performance in an unbiased, fair and accurate manner. lf any evaluator does a
biased or unfair assessment of his/her subordinate with a favor or disfavor, and if it
is proven, such evaluator will be subject to disciplinary action and that assessment
wil, be deemed void. ln such case the CEO will assign two senior staff, those who
are conversant about the employee's work and performance, for further
assessment. All assessment will be approved by the CEO-

16 3: Time for Performance Evaluation:
PRAAN I\,4anagement shall ensure that each of its core and project employees'
performance is evaluated at the appropriate time as mentioned below:
a. Annual evaluation - At the time of completion of employee's one year service in

PRAAN
b. Probationary emplovee's evaluatior - At the end of individual employee's

probationary period.
c. Staff evaluation for promotion or career develooment ' If any employee's

promotion or career development becomes justified at any time in the year
and necessary to place before the competent authority.

d. ln case of promotion, annual appraisal will be done on the basis of his/her
promotion date, while service length within the organization will be calculated
basis of his/herjoining date in the organization

16.5:

Basis for Performance Appraisal
The Performance of an employee will be assessed in the light of following
references
16.4 .1 : Employee s updated Job descripUon which states his/her roles,

responsibilities and tasks wthin the organization;
16.4.2 : Defined skills/competencies as required or expected for successful

performance of the employee's as mentioned in the job descript on;
16 4.3 : Agreed Job target and on tlme accomplishmenu delivery of output both at

inaividua and group level -a
16 4.4 : oersona' Characleristics " n"4)
16.4.5 : Personai qualities. #fl"11*,q*
Documents/lnlormation Required for staff ApDraisal Svstem souNfin, riA
For lle purpose of staft appraisal. rhe evaluatorisupe'visoiwill use lhe fo. owingfM
documents/information:

16 4i
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Annualwork plan
Unit plan
Group/Team assignment
lndividual assignment
Pe]formance Criteria
StaffAppraisal Form
Feedback from the l\,4anagement Team

16.6: PerformanceRating
While evaluating employee performances, PRAAN will use 4 performance rating
scale are as below:

16.7'. Appraisal Outcome. lncrement is not awarded automatically; it will be linked with performance
Concerned supervisor will make recommendation for performance
bonus/increment based on performance which will be reviewed and
recommended by the Head of HRI\4.. CEO will decide the issue following annual appraisal based on the
recommendation ofthe concerned supervisor and Head of F&O.

16.7 .2
16.7.3
16.7 .4
16.7 5
16.7 6
16.7 .7

@',
. Employees who will be rated as Outstanding may get 1 performance bonus

and 1 step salary rise equlvalent to one month basic salary. Outstanding ratlng
should not be exceeded 10 -15% ofthe total employees of any
uniUdepartmenvsister concerns.. Employees who will be rated as Very Good will get 1 step salary rise in the
upcom ng year.

Ensure that staff in this
category is shown
appreciation for the
excellent work they are
doing.

4) Exceeds
Expectations

Has consistently exceeded allthe
objectives in the Work plan and
performance are well above the level
expected from staff ofthe same grade.
This rating level is for truly exceptional
individuals. Performance at this level
contributes significantly to outcomes that
advance achievements of the team,
departmenl or the PRAAN as a whole.
Everyone within the work team can
recognize performance results in this
category as exceptional and clearly
exceedinq expectations.

Ensure that staff in this
category is shown
appreciation for their
work. Dialogue shoLrld
take place on future
development qoals.

3) [.,4eets all
expectations

Has fully satisfled all the objectives in
the workplace. Under this rating work is
consistently of high
quality. Furthermore, the staff member may
exceed expeclations for some objectives
whiie fully meetinq expectations for others.

Has met most ofthe objectives in the
workplace and has reached satisfactory
level of performance.

Overall performance is
satisfactory, although
further improvement may

be encouraged
thorouqh Pl\rs.

2) l\,4eets most
expectations

1) Falls below
expectations

Only a few objectives have been carried
out to completion and the contribution to
the department's work is insufficient when
compared to that of staff at the same
grade.
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. Employees who will be rated as good may get 1 step salary rise.

. Employees who will be rated as Fair will not get any sa ary rise and will be
trained / counseled for improvements in the identified areas. Their
performances will be strictly observed for six months period.

. Employees who will be rated as poor and unsatisfactory are recommended for
terminatron

16.8: Appraisal copy
. Appraisalforms will be retained by respective departments for records

monitoring of employee's performances.
. A copy of appraisal will be preserved in employee's personal fi e.

and

w .,,l{\3d"
Shrlnhd N..ldDt
Chalrycnoau PRIN
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Section 17 : SEXUAL HARASSMENT: GRIEVANCE HANDLING

#-"

17.1 Objectives
It is the policies of PRAAN to maintain an environment which is free from all forms of
harassment, intimidation and discrimination including sexual harassment. PRAAN is

committed to creating and maintaining a system in which all employees can work
together in an environment that is free from objectionable conduct of a sexual
nature. Employees have the right to enjoy a wo*place free from sexual harassment.
The authority strongly opposes to sexual harassment and is determined to take
stern action reqLrired to prevent, and if necessary, discipline employee behavior.

17. 2: Sexual Harassment Defined
Sexual harassment is defined as:
17.'1.1 : Unwelcome sexua advances, touching, requests for sexualfavors, and

other verbal or physical conduct of a sexual nature when submission to
such conduct is made a condition for changing employment terms or
decjsions or creating an intimidaUng or hostile working environment

17.1.2 : Formsof non-sexualverbalabuse

17. 3: Submission Process
1 7.3.1 : ln the event, an employee feels that he/she has been subject to sexual

harassment he/she should immediately report to his/her supervisor in
writing. The report should state circumstances of the alleged harassing
incident where date, time, place etc. must be clearly mentioned.

17.3.2 : The individual complainant may seek assistance from gender
representative or manager as he/she has chosen before filing complains.

17.3.3 : lf the supervisoristhe aggrieving party, then he/she shoud info rm to
next level manager or directly to CEO.

17.3 4 : An employee who th nks that he/she is a victirr of sexual nature should
consult with manager to be confirmed whether any particulal behav or
falls under the definition of sexual harassment or not.

17.3 5 : The submission should be made immediate and not laterthan 30 days
from the occurrence ofthe ncdent Unanmous ett er wr notgetany
cons deration by the authority.

17.4: Action
17.4 .1 The concerned supervisor or the next level manager will bring the matter

to the notice ofthe CEO. The alleged peEon will be issued a show cause
letter asking him to reply within 5 days why disciplinary actions will not be
taken against him / her.
Before show cause the authority may conduct immediate but prcliminary
investigation and record their primary finding. The primary investigation
records may be used at the time of formal enquiry.
ln the event the accused does not reply, the decision will be taken by
I\,4anagement. ln case the reply is not found satisfactory, formal
jnvestigation process will be initiated with a notice of enquiry.
The CEO along with at least one senior manager will formally investigate
the complaint by gathering pertinent information, interviewing the persons

17 .4.2

involved, and give the victim a personal hearlng.
The enquiry proceedings will be preserved and be signed by the
investigaUon board members, accLrsed, and the witnesses.
lf the complaint is found to be valid, action will be taken according to
PRAAN policies. ln such case no negotiation is permissible rather

17.4.3

17.4.4

17.4.5

17.4.6

depending on severity ofthe complaint appropriate disciplinary action will
be taken.
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17 .4.7

17.4.8

17 .4.9

During the course of investigation, maximum possible degree of
confidentiality w ll be maintained.
The following types of actions may be taken when sexual harassment is

reported and disciplinary action is warlanted:
. Warning(verbal/written)
. Suspenslon
r Discharge
. Dismissal
. Termination

ln case the alleged is found guilty of sexual harassment, he/she will
be dismissed immediately from PRAAN.

17. 5: Grievance Submission to HigherAuthority
17.5 1 : ln case the victim is not satisfied with the action taken, or he/she does not

feel comfortable to submit the complaint, then he/she may submit a
written appealto the CEO within 7 days after hearing. The CEO, within 20
days of appeal, will investigate the case further and give final hearing to
the appeal.

17.6 : Applicability ofthe Policies
17.6 1 : The above policy s also applicable n case a complaint is received from

Beneficiaries of PRAAN.

f r-<(1
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Section 18 WORKI NG CONDITIONS

appropriate
Il observe Govt. declared Public holidays and other holidays

18.2.4 PRAAN sha
as decided bY the Executive order of the Govt. unless otherwlse decided

by the competen iauthority to meet exjge ncies of circumstances'
r daily,

AllemPIoYees , except the CEo, willsign the Attendance Registe

unless they are on leave, on tour or ill, at the time they arrive in the office

Any employe e reporting to work after 15 minutes of the beginning of

normalolfice hour will be marked late, unless there is a genuine and

ustified reason 03 daYS frequent late attendance of a staff in a month

ould be inform ed bY HR to the respective unit Head ,or d iscussion with
sh
concerned staff and a verbal wa rn for future. Unless there are anY

improvement three Iate attendances in a month will result in one day's

deduction from his/her entitled Earned leave

18.2.7 Due to urgency and importance of the work, time to time employees will

be req uired to work extra $me during a work day, ;r on holidays and this

r extra time should be recorded in a systematic manner and be

recogn ized at the time of Perfo rmance aPPraisal

Pregnant women and lactating mothers, if necessary, will be allowed for

1A2.5

1A.2.6

18.2.8

1A.2.9

flexible working time as agreed with their supervisor

ln the event of any naturaldisaste r or civil commotion (for example

cyclone,
threat to
discretio
station-

mob violence , hartal etc.) which Poses a direct safety/se cu ri

an employee esPeclally lemaIe, the supervisor at his/her

n will allow necessary on in their timely attendance in duty
relaxati
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19.1 : Policy Staternent
Employees of PRAAN who act on its behalf have an obligation to avoid activities or
situations which may result in a conflict of interest or the appearance of conflict of
interest. Employees must not use their PRAAN affiliations or positions to influence,
directly or indirectly, outside organizations or individuals for the financial, personal or
professional benerit ofthemselves, members oftheir families or others with whom
there are personal relationships.

Section '19 ; CONFICT OF INTEREST

19.2: Policy Purpose
To continue to foster the goals of PRAAN, all employees of PRAAN are accountab e

for their actions and expected to act in an honest and ethical manner at all times
The purpose ofthis policy is to set out the principles and standards ofconduct
required of al employees of PRAAN and to guide ernployees in identifying and
resolving issues of conflict of interest that may arise during the course of their
emp oyment.

't9.3 Conflicts of lnterest
19.3.1 : ln general a conflict of interest exists for employees who use their

posiUon at PRAAN to benefit themselves, friends, family or relatives.
1 9.3.2 : Employees must not place themselves in a position where they are, or

appear to be, under personal obligat on to any person who rnight benefit
or seek to gain special consideration or favor resulting from the
relationship.

19.3.3 : An employee shall avoid any situation in which there is, ot may appeat to
be, a potential conflictwhich could appear to interfere with the employee's
judgment in making decisions in the best interest of PRAAN.

19.3.4 : There are a variety of sjtuations that could give rise to a conflict of
interest. These include but are not limited to: accepting gifts
entertainment, favors or "kickbacks" from suppl;ers or other
organizations, close or family relationships with outside suppliers or other
organizations, Outside Remuneration, Outside Business Activltles,
Unauthorized uses of PRAAN assets. passing confidential information to
competitors or other interested pafties, or using confidential information
lnapproprlate)y.

19.4: Di.cloeure
19.4.1 : At the time of appointment or employment each individual employee must

disclose to the employee's workplace leader all interests and
relationships ofwhich the employee is aware which will or may give rise
to a conflict of rntelest or the perception of a conflict of interest.

'19.4.2 : Full disclosure enables employees to resolve unclear situations and
gives an oppo(unity to d spose of conflicting interests before any difflculty
can arise.

19.4.3 Where PRAAN receives a complaint of a conflict of interest, and the
substance of the complaint has not been disclosed according to
paragraph '19.11.3 above, the matter shall be assigned to the supervisor
(concerned supervisor) who shall consult with and follow the direction and
advice of the CEO/PC to resolve the matter and make a determination of
rea\ or potenlia\ conl\\ct 01\nlerest.

19.4.4 : lf it is determined that an employee has been involved in conflict-of-
interest activity, and/or has failed to disclose such activity, the sup
and the CEO, or shall make a recommendation to the appropriate
concerning a remedy
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19.4.5 Decisions that impact on employees who are parties to a collective
agreement may be grieved through the appropriate grievance process or,

where decisions impact on exempt or contracted employees, may be
appealed in accordance with the applicable policy.

'19.5: Breach of Policy
19.5.1 : Employees found to have breached hls/her duty by violating the

requirements of this policy may be subject to discipline, up to and
including termination, that will be addressed through relevant PRAAN
poLicies, collective agreements or terms of employment. lf a violatlon of
law is invoLved the matter may also be referred to the appropriate law
enforcement agency.

1 9.5.2 r Any supervisor who directs or approves of a violation of this policy, or
who fails to report a violation, of which he or she has knowledge, is also
in violation of this policy and is subject to disciplinary action, up to and
including termination of employment.

Strlmlrd N..lorBi
qsir!.non, PR tN
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Section 20 : MIScELLANEOUS

20.'l Access to Employees' Personal Files
Employees are eligible to access to her/his personnel files in presence of her/his
supervisors and HR personnel. Likewise, concerned supervisors, department heads
and the CEO have the access to employees' personnel files.

20.2: Drug Abuse
20 2.1 : PRAAN wl I take stern action whenever an employee is found to be

involved wth unlawful manufacture, dispensation, possession, use or
distribution of a controlled substance. Smoking ls prohibited in office
premises

20.2.2 : E.r,p oyees have strong role to play foI creating a conducive work
environment free from drug abuses otherwise strong d sc plinary action
will be taken for violat on of this policy

20.3: PersonalBelongings
Al employees of PRAAN are respons ble to keep their assigned belongings in
secured places. ln case of loss of any such items, the concerned employee will be
held responsible.

20.4: Personal/Office Safety and Security
All employees of PRAAN shall be responsible to ensure their safety and security
while on official duty. PRAAN will ensure sufficient supply of safety and security
equipmenvmaterials. ln case of any prediction ofdanger, the concerned employee
will immediately inform the same to l\,4anagement.

20.5: Personal and Office Vehicle
Concerned employees and the assigned drivers shall be responsible to safe keeping
and safe driving and proper maintenance ofthe official vehicle. Employees shall' assume full responsibilities while they bring their personal vehicle in the office.

20.6 Confidentiality and Copy R,ght
All employees of PRAAN shall maintain highest p.ofessional confldentiality in her/his
work. Any materials produced during the employment with PRAAN will be treated as
the property of PRAAN. Employees are not allowed to share any official document
without prior permission from Management. Violation of such policies will be skictly
handled.

20.7: PersonalVisitors
Personal visitors at the office are discouraged. lf for emergency reasons, a visitor
needs to entertain. the duration should be as short as possible.

20.8: Reserue Clause
The CEO has the discretionary authorty to make exception to any ofthe policies set
forth in this l\Ianual for the greater interest of the organization and its employees
based on his/ her own judgment in any particular situation.

Health and Safety
20.9.1 : PRAAN recogn zes that safe and hygienic atmosphere at work place is a

precondition to n:,otivate employees to work with PRAAN. ln order to
ensure this, PRAAN, to the best of its ability, will take all possible
measures to provide safe and hygienic upkeep ofihe offlce for the
employees especially for the female.

r"*0.
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20.9.2 PRAAN will have first aid kit in the office and vehicle with updated
emergency medicines for staff to us during worklng hour/travelwhen
necessary

20.10: Official Asset
Any official assets assigned to the ernployees are the propefty of PRAAN. The
employee wil be held responsible for the loss, damage or misuse of the official
asset. However it is [/]anagement s discretion to consider if the loss or damage
occurs by external force/circumstances, wh ch shall be strongly justified with
evidence

20.11: Visitors
Official Visitors are always welcome. The Security Guard should poltely ask any
unknown visilors in the office premises the reason for their presence. lnformation
shall be kept relating to a visitors

20.12: Vehicle Use
20.12.1: PRAAN vehicles shall be mainly used for official purposes. PRAAN

vehicle can be used for personal purpose occasionally subject to the
approval of CEO or I\,4anager (Flnance & Administration) ln absence of
the CEO. on payment basis as determined by the lvlanagement.

20 12.2 : Only the authorized drivers having valid driving licenses shal be allowed
to dr ve PRAAN vehic es. HoweveT, in exceptional cases due to
emergency and if situation compels, PRAAN officials with valid driving
license will be authorized to dr ve vehicles.

20.12 3 Alldrivers shalldnve in a responsib e, defensive manner and at
reasonable and safe speeds. Drivers shall obey allkaffic laws and rules
Any v olation of traffic aws by a driver is the responsibility of drivers and
not PRAAN. Driving under the influence of dr nk or drugs is considered as
major infraction and wiil be subject to disciplinary action.

2A 12.4 All Drivers and the rnotorcyc e riders shall strictly ma ntain og books of
PRAAN vehicles.

20 '12.5: ln case of personal use in outside Dhaka or other districts, prior approva
should be taken from the CEO

Shrrmlrd Nedornl
Outr?e,ron, PR/N
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20.13: Use of Support Staff
PRAAN has support staff to provide support to the whole office. As per theirlob
description they are subject to work for cleaning, minor repalrs, malntenance, safety
and security dlstribution of mails inside and outside the offlce, major
photocopying, purchasing/procurement of petty official materials, ticket purchasing,
visa, driving official vehicles cooking food & preparing tea for visitors. ln the
organization like PRAAN the number of support staff is minimum to make the
administratrve cost less and therefore every staff will work in a p anned way and not
to encourage overtime payment unless there is no other a ternatrve.

20.14: Approved and effective date
This policy has been modified and approved unanimously in the EC meeting held on
28 December 2020 and be effective from frst al January 2021

-rr\t\4(

63 of 63


