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1.01
Objectives and Administration of the SJCDO staff training Programme

PART 1

 ORGANIZATION BACKGROUND
1.01 INTRODUCTION: 
Social Justice and Capacity Development Organization (SJCDO) is Independent non-allied, non-political, non-profitable, non-governmental civil society organization. SJCDO is a technical, humanitarian-oriented organization has a goal to take active part in humanitarian activities regarding the Social Justice and Development activities. The human rights violations in Afghanistan are increasing day by days and the Social Justice and Capacity Development Organization struggle to prevent such violations against women, children, men and minority in Afghanistan and provide for them the development programmers. Social Justice, Human rights refer to the "basic rights and freedoms to which all humans are entitled.” Examples of rights and freedoms which have come to be commonly thought of as human rights include civil and political rights, such as the right to life and liberty, freedom of expression, and equality before the law; and social, cultural and economic rights, including the right to participate in culture, the right to food, the right to work, and the right to education. 

Equal Opportunity concentrates on treating all people equally and providing people with equal rights. Basically, it is about giving everyone a 'fair go'. However, since inequality still exists in society treating everyone the same does not necessarily mean fairness of treatment. The provision of equality of opportunity must be combined with social justice principles to provide substantive equality to marginalized groups. Social justice provides equitable outcomes to marginalized groups by recognizing past disadvantage and existence of structural barriers embedded in the social, economic and political system that perpetuate systemic discrimination. 

Furthermore, beside the social Justice, the individual needs the development and safety. Development means meeting basic needs, reducing poverty, inequality and unemployment, raising living standards, improving access to education, , health, social services, water supply and sanitation, food aid, raising life expectancy, expanding economic and social choice (ie ends) through appropriate economic growth.
1.02 GOAL:

To promote and defend Social Justice and Capacity Development Organization, and prevent Human Rights violations and abuses by:
Establishing structures, and processes for Human Rights and Justice; 

· Establishing structures, and processes for Social Justice, Human Rights and Development; 

· Working for gender equality; 

· Attaining justice through indemnification for human rights victims and abuse; 

· Protecting environment and developing sustainable development strategies; 

· Working for peace based on justice for all social Justice and development activities.

· Providing the development Programmes to decrease the poverty.
1.03 VISION:

SJCDO envisions a just, democratic, and peaceful Afghan founded on Human rights culture. Social justice and development activities.  It envisions a society where there is gender equity, recognition of multiculturalism, environmental protection, and sustainable development.  As such, all individuals and peoples are able to fully realize their potentials, participate and contribute in the economic, political, social, development and cultural life of society, and share equitably in the benefits of economic progress.

1.04 MISSION

To achieve its vision, SJCDO commits itself to the development of a strong, progressive, dynamic, and pluralist human rights and Justice Movement that engages the state to comply with its human rights obligations and non-state actors to fulfill their human rights responsibilities.  To do this, SJCDO constitutes itself as a campaign and advocacy center and develops an education, trainings and information center in partnership with its member organizations and other civil society organizations, and individual members, and in the government at all levels for social justice and development activities.
105. OBJECTIVES:

The objectives of the SJCDO are;

· To represent Afghanistan on the basis of norms and principles of the universal declaration of Human Rights and according to the United Nations mandates, decision, guidelines and proposals in accordance with the constitution law of Afghanistan.

· To upgrade and enlarge its speculations in regard to social Justice, human rights and development.

· To provide social justice Programmes via media and development trainings.

· To persuade individuals and communities to respect human rights and not withhold any risk to achieve this end.

· To assist and support all those national groups and international organizations that endeavor for protection and promoting human rights and developments.

· To participate in national and international meetings and conferences on Social Justice, Human Rights and Development issues.

· To cooperate with and legally assist victims of Social Justice, Human Rights violation and Development, to speculate into their cases, to submit accurate and detailed information and appropriate advice to relevant organizations.
· To increase availability and improvements in the distribution of food, shelter, health, protection, etc 

·  To improve ‘levels of living,’ including higher incomes, more jobs, better education, etc. 

·  To expand range of economic and social choices available to individuals and nations

 1.06 ORGANIZATION STRUCTURE
The Board of Directors of SJCDO is the strategic Apex of the organization. The roles and functions of Directors Board have been explicitly defined in the constitution of the organization.

The organization is headed by a full time country Director who is the chief executive and fully responsible for financial, technical, personnel, operational matters and entire administration of SJCDO and shall report to the Executive board  SJCDO is a gender sensitive organization, therefore all position are open for men and women.
SJCDO operates in a decentralized manner and therefore, all its projects, Programs and activities shall be functioning in accordance with the personnel policy as well as the terms and conditions agreed upon by SJCDO with the Sponsors / Donors, in the project documents and contract agreements.
1.07 CORRESPONDENCE
The CD and / or any staff member authorized by him in writing or verbally, shall have the authority to enter into correspondence with organization heads of other Agencies / projects / donors. The project managers, operations, finance and other heads of departments and units are authorized to correspond with other staff of SJCDO but with information to CD and their line managers.
Staff members shall communicate replies to any correspondence addressed to them with information to their line managers.
Information regarding visits / inspections to the field / sites by the external agencies or SJCDO staff should be communicated to CD and relevant line managers in writing or verbally.

1.08 DECISION MAKING 
The Board of Directors shall be the strategic Apex of the organization, having a strategic decision making role as laid down in the SJCDO constitution and subsequently delegated to CD by the executive board.
The CD shall prepare Annual plan and Budget and present it to board of directors for approval. He will also present Annual progress report and any changes / amendments in policies, procedure and other important matters of strategic nature, to board of directors for approval.

The CD, being the chief executive, shall make all decisions necessary for the smooth functioning of the organization in accordance with the, rules, regulations, procedures and constitution of SJCDO.

1.08 SECURITY:
SJCDO takes security of its staff and other assets very seriously. SJCDO has hired security guards for protection and safeguarding its personnel and assets in the main office as well as in its projects and sites from all potential dangers and losses.

SJCDO has issued clear instructions to the staff regarding safety and security during the field activities and in case of any hazards and crises. The road clearance and mission clearances are the top priority of the organization against the staff member. The staff members have the organization ID and he/she has the rights to participate on 
1.10   PRINCIPLES:

This staff manual shall be valid for one year and shall modify all previous policies and procedures. This manual shall be reviewed every year and a new copy shall be issued to all projects and sections.
The rules laid down hereinafter, shall not contain any article, clause, paragraph or sentence that is in contradiction to the legal framework of the Islamic Republic of Afghanistan, or Law of natural justice or Human Rights Convention or constitution

Of the organization, All such clauses / rules shall be removed by board of Directors..
Actions taken under removed clauses before the date and time of removal, shall be dealt with as legitimate and justified actions and thus shall stand indemnified unless specified otherwise by the CD and approved by the BOARD OF DIRECTORS.

PART2
POLICY AMENDMENTS:
1.01 MANGEMENT RULES
Only in emergency situation, the CD in consultation with the heads of program and Finance departments can amend the Staff Manual. The amendments will be documented and shared with the project managers and head of sections.

The Organization reserves to itself the right to modify, cancel or amend all or any of these rules and or supplementary rules issued in connection with these rules as may be considered necessary and appropriate by the Organization from time to time, with the prior approval of the executive board and directors.
1) The Organization reserves to itself the right of interpreting finally the meaning and purport of these and/or any amendments, modifications of these rules, subject to the decision of the board and country Director.
2) The competent authority may, in relation to staff under special circumstances, in deserving and otherwise fully justified, in the interest of the Organization and for reasons to be recorded in writing, allow relaxation of rules shall be reported to the board of directors in its first meeting following such relaxation.

3) The CD may, from time to time, in consultation with the senior staff members, consistent with the principles set out here, issue amendments, additions, elaborations or office instructions as necessary to expand the provisions of these rules. For this purpose, guidance may be sought from staff rules of similar Organizations, if necessary.
4) Amendments, modifications or supplements to these rules, issued by the CD, shall remain provisional until approved by the body of directors.
5) The full text of the provisional rules shall be reported bi-annually to the BOARD OF DIRECTORS if BOARD OF DIRECTORS finds that a provisional rule is inconsistent with the intent and purpose of these rules, it may direct that the rule or amendment be withdrawn or modified.

6) The provisional rules and amendments reported by the CD taking into account such modifications and/ or deletions, which may be directed by the BOARD OF DIRECTORS, shall enter into full force on a date in which the rule is approved by the BOARD OF DIRECTORS.
7) The BOARD OF DIRECTORS shall have the full power to make any amendment, addition or alteration in these rules, from time to time as may be necessary, provided that at least two third of the existing members of the BOARD OF DIRECTORS Approve such amendments, additions. The approved revision of the rules 

       Shall be deemed effective from the date, the said amendment, addition or 
       Alteration is approved. However, the BOARD OF DIRECTORS will take  

       into account the Reviews of the members of the staff.

8)   The rules will be interpreted in the light of broader rules, regulations,                                                   

       Enactment of the Government Registration Act under which the 

       Organization is registered. 

PART 3
  CODE OF CONDUCT

3.01      TRUST:

    The organization has complete trust in its team. On the basis of this trust, all the 
     actions and decisions pertaining to the organization and its functioning shall be

     carried out in a transparent manner. The SJCDO team members shall extend full 

     support to this transparency and shall keep the organizational matters 

     Confidential by not sharing unauthorized information with outsiders. The organizations documents are confidential and should be put in place with the organization, goal, vision, mission and objectives.
 3.02      GENDER SENITIVITY:
     SJCDO is a gender sensitive organization and it therefore considers gender

     sensitive in policies, behavior and practices. All the employees are encouraged   

     to understand, practice and promote gender sensitive behavior within and 
      outside the organization and respect the social justice and human rights for all.

     All the team members shall behave in a manner that promote positive and 

     Gender sensitive image of the organization, but at the community level all staff

      Shall respect the culture of the community. SJCDO team members shall not 

      Indulge in any activity that might bring bad name to the organization. SJCDO is   Equal opportunity employer and priority will be given to the women.
3.3    PARTICIPATION:

        SJCDO values participation and adheres to participatory and result-oriented

        Management. The SJCDO team believes that participation does not mean in- 

        Discipline, non-observance of organization culture, and putting organizational 
        Interests over personal interests. The team also believes that participation is 
        not necessarily physical presence in every event. SJCDO team is of firm 

        opinion that within the established guiding framework all should take

        initiative and ownership for their actions. During the process all the divergent 

        opinions shall be respected as “to differ is everybody’s and anybody’s right”. 

       The team members shall respect difference of opinion.

       The SJCDO management shall make maximum effort to take decisions with 

       Consensus on important issues. However, if consensus is not developed on 

       Certain issues, the CD’s decision shall be final and binding upon all. In

       Emergency and extraordinary cases, immediate decisions shall be taken by the 

       Management.
3.4 HUMAN DEVELOPMENT:
SJCDO believes that its human resource is an asset and Human Development is an integral part of its policies. SJCDO allocates reasonable amount in its annual budget for the training and development of its personnel to keep them motivated, update their knowledge and skills in order to improve their performance and contribute to their career development.

SJCDO management team shall give constructive feedback to each other so that they can share their experience and continue their learning and improvement in their job performance. Similarly, the team members shall accept feedback from management as well as peers in positive way.

SJCDO is a learning organization and learn from its past performance experience. It promotes action based as well as experiential learning.
3.5 PROFESSIONALISM: 

Professionalism is one of the virtues that SJCDO team shall adhere to. For the SJCDO team, professionalism is an attitude with little relevance to monetary reward. Professionalism calls for confidentiality, excellence in terms of skills, analytical ability, honesty, and confidence in team members as well as in one’s own self.
PART     4
      JOB    CREATION AND RECRUITMENT

PROCEDURES

4.01.   RECRUITMENT PROCEDURE AND CRITERIA
1.
The general principles followed by SJCDO in selecting its staff are those contained in the 

relevant provisions of the staff manual.
2.
Staff members are expected to be personally committed to the ideals set forth in the 

personnel manual and to the principles of the Social Justice and Development 

Programme. They should have a deeply sympathetic attitude towards the developing 

countries and a capacity to understand their problems, and should be free of prejudices 

based on race, sex or religion.



3.
SJCDO, for its part, endeavors to attract and retain staff who meets the highest standards of 

efficiency, competence and integrity. It also seeks to ensure a reasonable geographical 

balance among the staff, thus reflecting the international nature of the Programme.

4.
In keeping with SJCDO's commitment to the development of a career service, staff 

members are offered fair and competitive access to all posts within the framework of a 

sound career development policy. Accordingly, except in the case of internal each 

vacancy is advertised to staff members, with a job description, so that staff members who 

consider themselves suitably qualified may apply and be considered for any international 

post. A list of all eligible internal candidates, based on a careful review of serving staff in 

all categories, is presented to the appointment and promotion body or reassignment panel, 

as appropriate. 

5.
Due consideration is also given to applications from staff members of other organizations 

of the SJCDO system. 
6.
Recruitment of outside candidates is confined as far as possible to the junior level. When 

it is considered that outside recruitment is required in the interest of SJCDO, the country 

Director will be fully in the picture.
4.2 EMPLOYMENT OF WOMEN
Special attention is paid to equality of opportunities for women. SJCDO's recruitment policies take into account the proportion of vacant posts to be filled by the employment of women at all levels. Efforts to correct the general imbalance in the ratio of male-female staff in the professional category have been put in place. These efforts include:

· Recruitment exercises at the junior level to ensure that women candidates are given equal opportunities;

· Selected recruitment campaigns for women candidates through country and regional recruitment missions targeted at developing countries for senior and middle level professional positions; 

-
Favorable consideration for accelerated promotion for qualified women staff 
members in order to increase their numbers at the middle and senior level positions; and


-
The establishment of a roster of external women candidates.

4.03 EMPLOYMENT OF DISABLED PERSONS
It is SJCDO's policy to offer equal employment opportunities to persons having a physical or mental impairment when they are qualified and when a reasonable prognosis does not suggest a significant change in the person's capabilities and skills in the near future. To that end, every effort is made to modify the functional requirements of positions and the physical facilities associated with them, when that will facilitate the employment of qualified disabled persons.

4.05 
EMPLOYMENT POLICY ON FAMILY RELATIONSHIP
1.
Except where another person equally well qualified cannot be recruited, appointment is not granted to a person who bears any of the following relationships to a staff member: father, mother, son, daughter, brother or sister. A staff member may not in any event be assigned to a post which is supervised or administered by the staff member to whom he/she is related.

2.
The spouse of a staff member may be appointed provided that he/she is fully qualified for the post for which he/she is being considered and is not given preference by virtue of the relationship. In no circumstances may either spouse be assigned to a post which is supervised or administered by the other.

3.
The marriage of one staff member to another should not affect the contractual status of either spouse but their entitlements and other benefits are modified a/. The same modification will apply when both spouses are staff members of SJCDO or in the case of a staff member whose spouse is a staff member of another organization participating in the SJCDO common activities.
4.06
JOB DESCRIPTION & JOB SPECIFICATION
All staff members shall have an update job description. The head of program and finance shall be responsible for updating and creation of the job descriptions. They shall consult all relevant project managers / line managers in development and updating of job description and job specifications of staff. 
These job description and specifications shall be approved by the CD and properly recorded in the relevant file. 

The procedure of job creation and recruitment is as follow:

4.07       NEEDS FOR NEW POSITIOINS 

In case of vacant position, the concerned project manager or head of section shall submit formal written request to the CD for initiation of recruitment process. The job description, advertisement, position already stands approved in the project document / Contract Agreement; budget provision must also accompany the formal request to the CD.
4.08    ADVERTISEMENT:

The relevant head of section or project manager shall prepare job advertisement.

This will be circulated externally and internally by the head of HR department with the approval of CD. Depending on the position and the urgency it may be decided to advertise in a newspaper or on a website or both. If the recruitment is less than one year, the recruitment should be done on the desk review basis from the roster.
4.09     PROMOTION:

Before a position is advertised, the relevant managers should explore the possibility of promotion of any existing deserving candidate within the SJCDO.
In case an exiting employee fulfils the required qualification, skills and experience 
for the post, the relevant manager / head of section shall prepare complete case along with seniority position and fitness for the vacant post.
The concerned manager / head of section shall put the case in proper file along with all documents and recommendation to the promotion committee for approval. The promotion and selection committee shall be headed by the CD and his decision shall be final. In case there are more than one nomination then the process of test and interview will be followed. The change memo will be approved by the country Director for the proposed position. The annual increment will be based for the permanent positions charged to the core fund of the organization.
4.10 SHORT LISTING
The received CVs and roster will be considered for short listing. The concerned supervisor along with the consultation with the technical staff shall screen all applications and CVs, and submit short list to the CD for approval. The concerned project manager / head of section shall be also members of shorting and recruitment committee.

4.11 INTERVIEW/ TEST
The short listed candidates shall be called for test and interview through telephone calls. Each interview shall consist of two parts: a written test and an oral interview with the interview panel. All written Tests shall be approved by CD and shall be conducted by the selection committee headed by CD. The interview panel shall comprise of Head of Program, Head of Finance, HR Manager, concerned head of section / project manager. The test matrix will be approved by the CD and interview will be conducted for the successful candidates, who have good scores in the test. 
4.12 FINAL SELECTION
The panel will submit their recommendations, along with their individual assessment sheets, in writing to the C.D for approval on the same day along with the interview report. 

4.13 OFFER LETTER AND CONTRACT:
Upon receipt of approval of the support documents, the human resource shall prepare an offer letter and contract agreement and get it signed by the CD. After the approval and signature of the CD, the HR section shall send these documents to the selected candidate. Upon the agreement and signature of the candidate, the condition of the contract articles will be briefed to the candidates. The educational documents, medical test will be done prior to the signing of the agreement with the SJCDO. Organization ID, email account etc.
4.14 JOINING
The HR department has the responsibility to inform the finance department and submit a copy of the offer and contract. The effective date depends on the acceptance date of the offer letter.
4.15 PERSONNEL FILE
The personnel file is a confidential document and should be maintained by HR Section under lock and key and shall be handled with great care only by the authorized officials. The CD shall have direct access to the personnel files. In case a manager needs to see personnel file of the relevant or concerned staff, he or she should get the approval of CD before getting the file from HR section.
Each personnel file shall contain copy of announcement, job description, CVs, National Identity card, interview report, education certificates, Annual performance appraisal reports, employment contract and all other related documents regarding transfers, postings, promotion, punishment, enquiries etc.

The personnel file shall be dealt with as confidential documents and shall not be made available for perusal or copying to any unauthorized person.
PART 5
  STAFF BENEFITS

5.01 PERMENINT POSITIONS: 
All core staff other than assignment-based staff will have an annual employment contract covering January 01 to December 31. Renewal of contracts is subject to satisfactory annual performance appraisal, approved job position and funds availability.
5.02 SERVICE POSITONS:

The service contract positions depend on the donor fund and on-going activities. The service contact holders are the SJCDO staff members for a specific time. When the project completed and shut down, the employee’s contract will be ended too. The organization might keep a technical staff members till a period until the next grant arrives. The service contract could be given for if the project life time is for ONE year.
5.03 CONSULTANCY BASED POSITION:
In case of the need for a specific task/ assignment to be undertaken for the organization, the head of relevant department i.e. Program support sections in the head office or relevant project manager, shall prepare Terms of Reference (TORs) for the specific assignment and submit it to CD for consideration and approval. The TORs should contain description of purpose / objectives, activities, duration, compensation and reporting. Depending on the need the contract will not exceed three months. Exceptions in exceptional cases are allowed with approval of the CD the contract Agreement to this effect should be signed by the CD and the consultant. The consultant position should be hired on desk review panel members. There is no need for a long process due to the short term duration. This contract applies if the project life time is less than ONE year period.
5.04 RESOURCE PERSON:
The services of resource person can be acquired for the purposes of staff training program and module development or any other assignment. The relevant Manager will identify the needs and resource persons and prepare the TORs. A file containing TORs and list of recommended trainers / consultants should be put up to the CD for approval. After the approval of TORs and signature of CD on Contract Agreement, the trainer / consultant should be informed to sign the contract and start the assignment. TORs, contracts and reports of each assignment should be properly maintained in separate file and kept in record.

5.05 PROBATIONERY PERIOD:
The probation period is mandatory for all regular employees and will last for at least three months, but is extendable up to six months, depending upon the 

recommendation of his supervisor and satisfactory performance.
Before the end of the probation period the staff member in probation shall have a probation review meeting with the relevant head of section / manager to review the work plan and achievements during the probationary period. The concerned head of section / manager shall prepare a performance appraisal report to this effect and submit it to CD for consideration and approval. Upon the approval of the CD, the staff member will be regularized and office order shall be issued by the admin section. The performance appraisal report and office order shall be paced in the personal file of the employee and copy of the office order to be communicated to the concerned employee and concerned section / project.
5.06 CONTRACT TERMINATION

The organization has the rights to terminate the staff member contract due to the theft, sexual harassment, and unsatisfactory performance etc immediately. Due to the lack of budget, the notice should be given to the staff member one month in advance and the remaining period of the contract will be frozen.  The employee notice period is the same one month notice to the organization and leave will not be considered for the immediate leaving and counting with the notice period. The leave priod will be counted after one month working with the organization.

5.07 CATEGORY OF EMPLOYEE
 All regular employees fall into two categories:

· Operations staff 

· Program staff 

5.05.1 OPERATIONS STAFF
Operations staff includes Finance, HR, Administration, Procurement, Logistic, IT, Watchman, peons, drivers and cooks are considered support staff. Support staff is required to work for 6 days a week, i.e., Saturday to Thursday. However work on Friday will be compensated. Working hours for summer and winter are notified by the management.

5.05.2  PROGRAMME STAFF
Program staff is required to work for 6 days a week from Saturday to Thursday. Working hours are 8:00am to 4:00pm. working hours during Ramadan are reduced and are notified by the administration. Program staff shall be compensated for working on off days or official holidays as deemed appropriate by the CD. The Programme staff will be based in the field and also for sometime in the country office.
50.07 OVETIME
SJCDO employees are required to work for longer hours than stipulated due to its mission and mandate. SJCDO acknowledges the fact and appreciates the commitment of its staff to achieve its goals and targets in an efficient and effective manner. The management shall pay overtime to its employees,

Provided that the overtime has already been approved by the competent authority and funds in the relevant head of account is available. The overtime will be given only to the organization support staff such as cleaner, cook, guards, and drivers. The overtime depends on the availability of the organization budget.
5.08    ACCOMDATION: 

SJCDO staff is allowed to stay in the SJCDO guest house with the permission of the competent authority. Program staff is also allowed staying the night in SJCDO premises when they are unable to travel home due to strikes or any other incident.

All SJCDO officials on their official tour / mission shall stay at these premises and shall therefore, not be entitled for night stay anywhere else. The accommodation will be provided by the organization, but the food will be provided by him/her self during the staying period.
5.09   PICK AND DROP SERVICE:

Pick and drop is a facility or a privilege (and not a right), extended by SJCDO to its female staff with special reference to gender considerations. SJCDO will continue providing this facility, on the basis of availability of vehicles and other administrative considerations, to all staff residing within 25-km radius distance from the SJCDO offices.

Exclusive pick and drop shall not be provided to any staff member unless authorized by the CD under special circumstances.
CD shall have an official vehicle at his disposal.

5.10    ACCIDENTAL INSURANCE:

All employees while on duty are covered for accidental insurance.

5.11 SALARY ADVANCEMENT:

All regular employees are entitled for one-month salary advance, and if availed will not receive a regular salary in the same month.
5.012 ANUAL INCREMENT:

SJCDO shall allow annual increment in salaries of its regular staff as per the terms and conditions of each individual contract agreement. The annual increment shall be provided to the entitled staff, only after having notified satisfactory performance report and availability of funds in the relevant head of accounts.

5.013 TRANSFERS:

Transfer of an employee to another region or project will take effect after approval of CD and needs of the organization. The employee has to take over charge of new post within 7 days. The incumbent shall take the charge of new position, prepare and sign a proper taking over / handing over report, duly verified by the concerned project manager, and send it to CD with copy to Finance/ Admin /HR sections.
5.14
TRANSFER ALLOWANCES:

An employee is entitled to a transfer allowance, if the transfer is on the request of SJCDO. If an employee is transferred in the same position on employee’s request, then she / he will not be entitled for the transfer allowance.
If a transferred employee becomes a permanent resident of the area (shifted with the family permanently or get married in the same area), the employee will no longer be eligible for the transfer allowance. If an employee is transfer allowance. If an employee is transferred back, the transfer allowance shall not be payable thereafter. If an employee is transferred with promotion to a higher position then the employee shall not be entitled to transfer allowance.
5.15
FOOD EXPENSES DURING WORKSHOPS/MEETINGS:
SJCDO shall bear all food expenses incurred during its workshops / trainings etc. the food shall include two time tea and one meal. Staff attending one day meetings in other SJCDO offices will receive two times tea and one meal.

5.16
SALARY
Local salary scales are established on the basis of the best prevailing conditions of employment at the duty station.  The basis for the establishment and revision of local salary depends on the donor fund and also on the local salary survey for the core staff members of the SJCDO.
Please find Annex.
5.17
CURRENCY OF SALARY PAYMENT
2.01.
Salaries and allowances of personnel recruited locally shall be paid in the currency of the duty station. The foreign currency might be given to the staff members according to the government law.

2.02.
Requests for payment or partial payment in convertible currency or access to purchases in hard currency may be approved exceptionally by the country office senior management decision.

5.18 
DEDUCTIONS AND CONTRIBUTIONS
1.
At the end of each pay period the following deductions shall be made from the total payments due to the staff member for:


‑
Contributions to the SJCDO core fund contribution. 

-           Medical Insurance Plan premiums 

5.19
ATTENDANCE RECORD

1.
Attendance records are maintained and kept up‑to‑date in respect of each staff member.  The country Director designates the administrative officer or senior locally‑recruited staff member in charge of administration to be responsible for maintaining these records.  The staff member next in line is also trained to assume this responsibility when the designated official is absent.  Under no circumstances shall a staff member maintain his own attendance record card.  The resident representative himself checks frequently that these records are always kept up‑to‑date and that none of the entitlements of individual staff members has been exceeded.  The country Director approves and signs all Monthly Leave Reports of staff members.

2.
The designated official responsible for the maintenance of attendance records keeps a separate folder for each staff member which is filed in alphabetical order in a locked cabinet with all records complete and up‑to‑date.  Attendance records are kept for five years with all twelve completed and signed Monthly Leave Reports and all necessary supporting documents attached to the relevant year’s Attendance Record Card.

5.20
STAFF DEATH INFORMATION

1.
Upon the death of a staff member, the following information should be cabled to the Office of Human Resources:


 (i)
Name, functional title, post.


 (ii)
Date of death;

 (iii)      Place and cause of death and whether service‑incurred; and

              (iv)     The following documentation should be pouched immediately:



-
Three originals of the death certificate; and

-
Certified copies of birth certificates of surviving spouse and dependent children.

The above information will be referred to the insurance company and sometime in Afghanistan the above mentioned certificates might not be available.
5.21 Hazard Allowance

The hazard allowance is being given for the security purpose per day worked in country office and also in the field offices. The hazard is $5 USD per day worked and might be changed according to special circumstances and security conditions.
PART 6
   LEAVES AND HOLIDAYS
6.01 LEAVE:

All regular employees shall be entitled for 1.5 day leave per month or as agreed upon in the contract agreement of the employee. Thus in a calendar year, following leave shall be allowed subject to terms and conditions of the individual contract agreement:

a. Annual Leave                                                               18 days
b. Sick Leave                                                                   12 days.
The employees seeking leave shall be required to get the leave Application Form from admin section, fill it up, sign it and get recommendation of his / her in charge officer before submission to CD for approval.

Before proceeding on leave, it must be ensured that leave has been approved by the competent authority / CD and should not assume that it will be approved.

If casual leaves over and above the approved limit, requested and granted, will be adjusted against balance casual leaves. In case the casual leaves are exhausted the request will come to the CD for a decision on whether the leave should be with or without pay.

The remaining leave after one year will not be shifted to next year. The hazard will be given per day to the staff member and the hazard will be deducted against leave.
Administration section and all managers are responsible for the maintenance and correct administration of leaves.

6.02 PUBLIC HOLIDAYS:
SJCDO offices shall remain closed on all public holidays announced by government of Afghanistan and white city.
6.03 MATERNITY LEAVE:
SJCDO allows paid maternity leave for 50 days. Female employees intending to avail maternity leave are required to apply for leave on the prescribed leave application form to relevant Manager, 10 days in advance, leave can only be availed after formal approval by the competent authority / CD. 50% of the salary will be paid during the maternity leave period. 
6.04   COMPENSATORY LEAVE:

program staff shall be granted compensatory leave for working on off days or official holidays. The employees are required to fill up leave application from and get it recommended by his in charge officer / manager and avail leave only after the approval of the competent authority / CD The In-charge officer shall specify / nominate appropriate person to perform his duty during his absence and will ensure that the organization / project’s activities / operations run smoothly and un-interrupted. All the compensatory leaves shall be utilized within 30 days of it being due. The Admin/HR section shall maintain proper record of all types of leave including compensatory leave. The compensatory leave will be paid based on the support documents.
6.05    SPECIAL LEAVE:

The special leave will be given to the senior staff members without pay. The special leave period is two weeks per year. The round trip or one way cost will be charged by the employee. Organization is not liable for such expenses of the employee cost.
6.06
LEAVE BALANCES:
Any type of leave not availed by staff before 31st, of December will lapse.
6.07
LEAVE APPLICATIONS: 

All employees are required to plan their annual leave in advance. Leave will be approved if the work load permits. Employees are required to submit leave application on the required form (Annexure-A) duly recommended by his / her in charge officer / manager, up to three days in advance for annual leave.
In case of emergencies, an employee may inform the concerned SJCDO office latest by 10 a.m. on the day of availing of the first leave. However, upon return the employee shall submit a leave application form and get it recommended by his / her in change manager before submission to the competent authority.
PART 7
END OF SERVICE
7.01 RESIGNATION

SJCDO employees have the right to resign subject to adherence to conditions laid down as follows:

An employee intending to leave SJCDO must send a one month notice (without leave) of resignation to the CE through proper channel

Before leaving the organization, the employee shall obtain a clearance certificate from all sections. It is responsibility of the line manager to ensure that nothing is outstanding against the employee and the employee has handed over charge to the concerned line manager.

In the notice period the employee is entitled to the annul leave, but the employee should work for a full month. In case an employee wishes to leave before expiry of the notice period, the employee will have to deposit one month’s salary with the organization in lieu of the notice.

7.02 REDUCTION IN FORCE

Whenever circumstances require SJCDO to enforce reduction in force, the principle of last-come-first-go shall be observed due to special circumstances.
PART 8
 DISCIPLINARY ACTIONS

8.01
BRIEF SUMMARY
In case of breach of contract, ToRs, policy and procedure and code of conduct by an employee, disciplinary action shall be taken against her/his under the following policy.

The CD has the authority to take disciplinary action against the employee in consultation with the relevant line manager. The concerned line manager will communicate the unacceptable behavior of the employee after verification to their relevant line manager. The relevant line manager will analyze the case and verify further if necessary. After clarification the case will be brought forward to the CD.

Nobody shall be condemned unheard. The-employee shall be provided reasonable time and opportunity to explain her/his point of view, which shall be listened or read objectively and without any bias against any employee whatsoever the case may be.

Human dignity shall be preserved. Any proceedings of any disciplinary action shall not be used to degrade an individual, caste, color or creed. Access to documentary or verbal evidence provided to the organization shall be treated as the right of the employee, unless such evidence is deemed subversive to ethics, national interests, organizational, societal interests or interests of.

another individual. The disciplinary action against the employee will be confirmed in writing.

8.02 DISCIPLINARY ACTIONS ARTICLES
In case of the following behavior disciplinary action will be taken against the employee:

1. International and habitual gender insensitive behavior.
2. Disobedience to any lawful and reasonable order of a line manager and senior staff.

3. Theft, fraud or dishonesty in connection with the SJCDO’s business of property.

4. Taking or given bribes or any illegal gratification. 

5. Habitual late attendance and habitual absence without leave or without sufficient cause.

6. Habitual breach of any law applicable to the establishment.

7. Habitual negligence of work.

8. Sexual harassment 

9. Illegal undertaking of work either singly or with others in contravention of any statute, law, rule or enactment framed for time to time and for the time being in force.

10. Drunkenness, fighting, riotous, disorderly or indecent behavior.

11. Intoxicating within the SJCDO’s premises.

12. Leaving work without permission, disappearance from seat or place of work without permission/information.

13. Giving false information regarding name, age, father’s name, qualification or previous service or any thing relating to pervious service at the time of employment or after.


14.  Sabotage, wastage of SJCDO’s materials and stores while engaged on such work, which 

       calls for use of the organization’s material. Improper use and personal use of SJCDO’s 
        equipment, tools and any other article entrusted to a staff member.
15. Malingering, slowing down of work, undue delay in the performance of 
       duty, refusal or negligence to carry out a reasonable order of supervisors/immediate 
       officer.
16. Conviction in any Court of Law for any criminal offence including moral badness.

17. Any breach of the SJCDO’s rules, standing orders, standing instructions, ect.

18. Threatening or intimidating any staff member within or outside the boundaries of the organization’s premises.

19. willfully giving low production or poor performance continuously.

20. Causing monetary, material or physical loss to colleague(s) because of negligence.
21. Willful concealment of official information from concerned managers.
22. Any other unacceptable behavior.

8.03 STAFF CONFLICT PROCEDURE

In case of any conflict the following steps should be followed:

· The matter will be discussed and solved with the concerned person.

· In case of no solution, the matter will be discussed and solved with the concerned line manager.

· In case of no solution, the matter will be discussed and solved by the line manage with their concerned line manager.

· In case of no solution, the concerned line manager or employee will bring up the matter to the CD.

· The decision of the CD will be considered as the final decision and have to be accepted by all parties.

PART 9
STAFF TRAVEL

9.01
TRAVEL OF STAFF MEMBERS AND ELIGIBLE FAMILY MEMBERS

1.
The circumstances under which staff members and their eligible family members are entitled to travel at SJCDO expense are described below.

2.
An authorization to travel is normally communicated by CD following a brief review of the staff member's situation in relation to the eligibility requirements for the travel.  The formal "Travel Authorization" document is then prepared and issued in the country office.

3.
Exceptions to the above-mentioned general procedure occur in the following cases:


 (i)
Security evacuations are authorized by the SJCDO management.
(ii) Medical evacuations are authorized by the country Director or the deputy 



Country Director.

 (iii)
Local and international official travel of country office staff which is provided for in the approved office budget, and official travel of country office internationally-recruited staff which is authorized by country office management do not involve any review or authorization by the field staff members.

 (iv)
In situations involving a split shipment of personal effects, Country Director both authorizes the travel and issues the travel authorization document;

4.
HR authorization to travel must be requested by the staff member in advance of the actual date of travel so that appropriate clearances may be obtained in a timely manner.  Detailed instructions for travel arrangements are reflected in the travel Manual.

5.
Staff members in travel status should inform the country Director in the country of travel (if applicable) of their whereabouts in that country.

6.
Staff members may select the lump sum option for travel on home leave rather than

 booking the flight for the staff members. This may happen for the international recruited 

staff.
9.02
TRAVELS ON INITIAL APPOINTMENT
1. The travel of staff members is paid by SJCDO from the place of recruitment to the duty 

       station, when this is different from the place of recruitment.

2. The travel cost will not be paid for the staff member guardian, husband, child etc, who are called for the service.

3. The DSA will not be paid for the staff member over stop on the way to the office inside the country, but might be paid for the international staff members according to the local DSA rate.

For further information, please refer to the staff travel manual.
PART 10
CPACITY BUILDING

10.01 OBJECTIVES AND ADMINISTRATION OF THE SJCDO    

            STAFF TRAINING PROGRAMME
1.0 Training definition, objectives and overall policy
1.
Training is a systematic way of acquiring or modifying knowledge and skills, in relation to a job function.  Effective training must be derived from the goals of the Organization.  These goals, as well as organizational structure and the distribution of functions, determine the nature of particular jobs.  Organizational training prepares staff for specific jobs so that they may perform according to established job standards.  Training should also seek to equip staff effectively to deal with the future needs of the Organization and to enable staff to acquire proficiency in more than one area of the Organization's activities.

2.
The training policy of SJCDO is based on the concept of coordinated staff development in which recruitment, assignment of functions, assignment to duty stations and progress to higher levels of responsibility are elements.   These elements, together with training, constitute good human resources management. Training is provided for all levels to the most senior.  While at all times giving priority to the Organization's requirements, SJCDO fully recognizes the staff members' genuine needs for professional and personal fulfillment.  This training policy is designed to provide staff members with:

                        -           Improved effectiveness in their job performance;

· Adequate preparation for present or future responsibilities through 
acquisition of new knowledge; and


‑
In the case of new staff members, adequate information on SJCDO policies, 
procedures and programmes for their orientation to the work of the Organization.

3.
The Staff Training Programme is central to SJCDO's organizational goal of change from a centralized administrative agency to a development resource for countries engaged in building capacity for sustainable human development.  SJCDO is a learning organization in which staff are constantly being developed.  The SJCDO Staff Training Programme permits staff to both adapt and upgrade their skills to meet the changing needs of the Organization.

4.
While formal training programmes are recognized as essential, the on-the‑job training approach is the primary method employed for developing staff.  Formal training can only be effective if complemented by on‑the‑job training.  

4. SJCDO provides the in-house trainings for the staff members and the international 

trainings and seminars depend on the donor budget and sponsor by other organizations.
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