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1. INTRODUCTION

The purpose of this Human Resource Manual and accompanying forms is to offer guidelines,
standard procedures and templates to facilitate the effective Human Resource Management
(HRM) of the Rural Access Programme Phase 3 (RAP3). This manual has been prepared by the
Programme Manager (PM) specifically for the RAP 3 and it is important that all personnel
understand the content of the manual. This employee handbook is a summary of policies,
procedures and practices related to HRM at RAP 3.

The Manual is the official policy covering current employment practices for RAP 3 staff. The
manual is not intended to deal with every aspect of the human resource management but offers
guidance for key processes. The supervisors, line managers and staff must apply common sense
and judgement in the execution of their roles and responsibilities in accordance with their job
descriptions.

The PM is accountable for an effective staff team and is thereby responsible for the development
and implementation of the policies outlined in this manual. Line managers are responsible for
human resource management within their own staff teams and should reference this manual to
ensure organisational consistency in the application of these practices. However, Head of
Human Resource and Admin (HHRA) is overall responsible for maintaining the procedures and
systems which support human resource management and is available to answer any questions
or provide clarification on any content of this manual.

This manual is effective from 15" of April 2016. All previous RAP Programme Management
Manual, other documents as well as practices will be superseded by this document from that
date.

1.1. EMPLOYMENT EQUITY

RAP 3 is an equal opportunity employer and employs personnel without regard to race, religion,
colour, ethnic origin, language, faith, gender, sexual orientation, marital status and social and
culture backgrounds. However, a person convicted in a corruption case is barred from
employment by RAP 3. While remaining alert and sensitive to the issue of fair and equitable
treatment for all, RAP 3 has a special concern with the participation of local communities.

1.2. BASIC PREMISE FOR HUMAN RESOURCE MANAGEMENT

RAP3 implements its programmes with funds provided by UKAiId managed DFID. Consequently,
the tenure of RAP’s staff of any type depends on the continuity of financial support from the
donor. Given this context, RAP 3 will position itself as an agency with a time-bound mission and
not as a permanent employer. The staff classification and grading system, particularly in relation
to job nature and tenure is designated to avoid raising staff expectations regarding permanent
employment.

RAP 3 staff members are contracted to provide their best services in achieving the mission of the
programme effectively, in a timely manner and with reasonable flexibility. All RAP 3 staff are
governed by the contractual agreements between them and RAP 3. These contractual
agreements are set within the legal framework of IMC and as per applicable law of Nepal.

1.3. STRUCTURE OF THE DOCUMENT

The Manualis divided into HRM procedures and components. This document refers solely to the
Human Resource (HR) management system and includes practises relating to the following sub-
components: There are a series of forms and templates that should be used in conjunction with
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the procedures described in this document. They are referred in heading and are included in
various Annexure.

This manual also includes information about the mechanisms for managing and protecting staff
members, the HR processes and systems that are in place, and the behaviour and conduct that
is expected. However, HR issues are taken very seriously and all matters will be treated in the
strictest of confidence.

1.4. INTERPRETATION AND AMENDMENT

Any provision in this manual is subject to periodic review and amendment based on changes in
national and international contexts. In cases of contradictory understandings and interpretations
of any of the clauses of the manual, the PM will consult with the Strategic Management Team
(SMT) and HHRA if needed. The verdict of PM will be final, and if necessary will lead to
amendment of the relevant clauses or texts in the manual. The need for such an amendment can
be identified by any RAP 3 staff or SMT and brought to the notice of HHRA. HHRA will
coordinate and facilitate the amendment process.

Usually, this Manual will be reviewed every year to keep it relevant and aligned to changes, in
the local context and internal need. The HHRA is responsible for coordinating the review
process. The HHRA will identify the need or issue for consideration. HHRA will then forward the
issue to the SMT for their opinion. The SMT will consult with relevant staff if necessary prior to
the finalisation of amendments to this Manual. The SMT will finally arrive at decision and
recommend to the PM for amendments with a copy to HHRA. Based on the suggestion received
the PM will make final decision and notify the effective date for the newly amended provision(s)
to be operational. Such amendments of manual can be change any time as and when required.

2. CONTRACT OF EMPLOYMENT

All new staff will be issued a contract of employment prior to commencement of work, as per the
standard format. This document details but is not limited to:

1 The effective date of employment,

End date of employment (where applicable)
Position title and job classification,

Place of hire and place of assignment,

The unit or department of assignment,

Line manager

The salary and other benefits,

Other relevant terms of employment as required.

=A =4 =4 =4 =4 -4 -9

However, current job description will be attached as part of the Employment Contract. The
contract becomes valid only after signature by the staff candidate and designated appointment
authority.

2.1. TYPE OF CONTRACT

All staff will have a written contract (Employment Contract) and a job description. Contracts
include Probationary, Fixed-Term (one year) and Short Term which primarily required for a
particular assignment. The length of the contract will depend on the length of expected need for
that post to be filled, and the availability of fund. Contracts for staff are given as follows:
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2.2. PROBATIONARY

Contract have 3 months probationary period that will be converted into one year contracts
depending on the acceptable performance of the staff and based on the written recommendation
for his/her line manager. During the probationary period, the new employee is expected to
demonstrate the ability to perform duties as described in the job description and meet standards
for the position. After three months a review meeting will take place between the post holder and
the line manager to discuss progress. At the end of the probationary period, and subject to a
satisfactory written report by the line manager, employees will be notified in writing that they have
successfully completed their probationary period. The probationary period can be extended by a
further three months should the individual’s line manager consider this appropriate.

Before the end of three months, the immediate supervisor will prepare a written assessment of
the employee’s performance. If the immediate supervisor, determines thatthe employee has not
performed the job up to standard, the immediate supervisor will contact HHRA regarding the
extension of another three months under the probationary period or termination procedure, which
includes discussion with the employee.

If the immediate supervisor recommends to extend the employee’s probationary period, he/she
must obtain approval from the PM. With their consent, the employee’s immediate supervisor
should contact HHRA for probationary extension procedure and process and the extension can
be stretched up to another three months or more. At the end of the extended probationary
period, the immediate supervisor is required to evaluate the employee’s performance again. If
the employee does not improve, the immediate supervisor, with approval from the PM will
immediately contact HHRA regarding the termination procedure and process. Employees who
successfully complete the probationary period according to performance assessment system will
continue their employment with RAP 3 for the remaining one year contract period.

2.3. FIXED TERM (ONE YEAR)

Usually staff who completed three months with RAP 3 will receive Fixed Term Contract not
exceeding a year. Before the end of the each year, annual assessment will be done and
confirmation of appointmentis given if his/her performance and attitude are found satisfactory. A
full-time regular employee is a locally hired employee who has been engaged as a staff member
on regular status by RAP 3. This person will usually serve as long as the service is required,
there are funds available, the job is needed and performance is satisfactory. Fixed term staff are
entitled for all benefits which are described in this manual.

A fixed term contract for a staff member will not be given ending later than the 58th birthday
(completion of 58 years) of that staff member. However, as per the need of the programme such
staff will continue work at central level with one year contracts. However, physical & mental
fitness, field deliveries and the last year’s performance should be considered when providing an
extension contract to the staff after reaching the age limitation.

2.4, SHORT TERM CONSULTANT

A short term consultant is defined as a full-time or part-time temporary staff for a specified and
limited time period on a contract basis. This may be to meet needs that cannot be handled by
regular employees. A short term consultant is not an employee but is independently engaged to
provide services on a short-term or irregular basis. He/she is generally paid either hourly, daily,
per piece or per job for work performed.

The terms and conditions of the contract as agreed between RAP 3 and the staff, such as scope
of work, working period, contract duration, hire rate/salary, benefits, holidays, line manager etc.
must be clearly stated in the contract. Short term staff are eligible only for Injury/Death on Official
Duty Insurance. No other benefits will be provided under this contract category. Therefore, short

Page 3



RAP 2

Human Resources Manual RURAL ACCESS
PROGRAMME 3

term consultants are not eligible for any fringe benefits, annual leave, sick leave and also other
benefits described in this manual. Short term consultant should report to his/her line manager
which is mentioned in the Employment Contract and submit a Time Sheet after approval from the
line manager on monthly basis to the Finance Department.

2.5. INTERNS

RAP 3 provides internship opportunities to individual students. The purpose of the programme is
to provide interns with the opportunity to apply academic knowledge and skills in a professional
environment and participate in various development activities. The duration of the internship
period will be a maximum of one year. However, interns are entitled only for salary, 4 round trips,
insurance, festival allowance, snow preparedness allowance (depending on the district as per
section 7.14) and communication allowance. Under this category, staff are not entitled to other
benefits such as PF, accommodation allowance and hardship allowance. Allowances and
benefits are paid on a pro rata basis for the working period with RAP 3.

To be considered as intern by RAP3, the intern must meet the eligibility criteria set for the
required internship, and they must follow the appropriate placement process. RAP 3 will not
negotiate academic credit with the placement institution on an intern’s behalf. Any conferring of
academic credit is solely the business of the academic institution or individuals. Upon request,
RAP 3 may provide written documentation of the work experience to support his/her work
experience with RAP3. For details see RAP’s Internship Operational Guidelines.

2.6. CONTRACT RENEWAL

Due to the nature of the RAP3 contract with the DFID, all employment contracts are tied to the
Gregorian (English) Calendar year which runs from 1st January to 31st December each year.
Employment contracts will only be renewed if the position is still required to meet the subsequent
year’s implementation targets, and if the employee has performed to an acceptable standard
during the previous year. In order to assess whether each employee has performed to an
acceptable standard an annual appraisal system has been developed.

3. WORKING PRACTICES AND BEHAVIOUR

Staff management will be done by the concerned line-manger in accordance with the agreed
policies and practices. This includes working hours, staff plan, discipline, code of conduct and
conflict of interest.

3.1. EMPLOYMENT YEAR

The employment year begins from 1st of January. All calculations regarding salary, allowances,
leave and other benefits are based on the year 1st January to 31st December. Starting from
October 2015, RAP 3 has decided to change the employment year so from October 2015 to end
of December 2016 all benefits and leave (including annual, compulsory and optional) will be
provided to staff on a pro-rata basis. Any contract beginning or finishing during a particular year
will entitle the staff member to the benefits of employment pro-rata according to the proportion of
the year for which they were employed.

3.2. WORKING HOURS SCHEDULE

The office hours described in the following sections cover most technical and administrative staff.
Special conditions apply to certain positions to reflect the different nature of their work. The
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positions affected by these special conditions and the standard working hours to be observed for
these positions are listed in Figure 1.

Figure 1
Position Base Station Normal Working Normal Working Total working
Days Hours WELELS
Technical _ 08.00t0 17.30 45 hours
: Managementor  Mondayto Friday _
Driver Coordination e — Y2 hour lunch See section 7.12
Office 9 hr working day - overtime
09.30t017.30
) . i Sunday to Friday 45 hours
Driver District Offices _ Y2 hour lunch See section 7.12-
6 day working week . . '
7Y hr workingday | overtime
Support staff : 08.00to 17.00
(cleaner Technical Monday to Friday
’ Management ) Y hour lunch 42% hours
gardenerand e 5 day working week _
catering) 8% hr working day

Technical Management Office (TMO)
The RAP 3 TMO s in Ekantakuna, Jawalakhel, Lalitpur. Normal office opening hours are 8.30am
to 17.00pm, Monday to Friday with half an hour for lunch. For the health and safety purpose a

‘register’ is maintained at the main gate of this office. All staff and visitors must sign in on arrival
and out on departure. No overtime payments apply.

District Offices

Normal office opening hours for all district offices are 10.00am to 17.00pm, Sunday to Friday with
% hour lunch. District technical staff will be expected to work beyond these normal hours as
required for routine site visits. No overtime payments apply.

3.3. WORK FROM HOME/ BANDH

RAP 3 has provided for working from home by staff during emergencies and special
circumstances including Bandh (strike). Prior approval from the staff member’s supervisor is
required. Such arrangements should be informed to DTL/ Human Resource Department (HRD)
for the record.

Normally all staff are expected to work on any day when a Bandh (local or national strike) has
been called. If in the opinion of the line manager the opening of an office or work place will cause
a threat to the safety of staff or premises, they may be allowed to work a different day of the
week, or in some other way make up time lost by not being at work that day. The rules for
attending work on Bandh days are as follows:

1 Bandh days are regarded as normal working days and the office will remain open;

9 Staff within walking distance of the office are expected to attend;

9 Staff who live too far away to attend should plan to take work home where practical and
get prior approval (phone/email) from his/her line manager;

9 Should staff choose not to work Bandh days this will be considered as annual leave.
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3.4. ABSENCE FROM DUTY

If staffare unable to report to work they should attempt to inform their supervisors as quickly as
possible, on the same day. It is the duty of the concerned supervisor to inform the staff absence
to DTL/HRD. Absence from duty shall require the submission of a leave application form on the
first day of returning to duty. Absence from duty shall require reasonable explanation and
approval from the supervisor on the leave application form.

If the employee does not report for work and RAP 3 is not notified of his/her status, it will be
assumed after seven consecutive days of absence that the employee has breached the contract
of employment. Failure to contact the line manager may lead to disciplinary action. Employees
who are absent without authorised leave for two weeks (14 consecutive days) or more may be
subject to termination. The date of termination of contract will be taken as the first day of
unapproved absence.

Unauthorised absence will be documented as absence without leave, and pay will be forfeited for
the entire period of such absence. If the employee can offer a satisfactory explanation, the line
manager may alter the leave to annual, sick leave or leave without pay as the circumstance
warrants. If the employee is unable to justify an absence, the charge to absence without leave
will remain. In such cases, disciplinary action may be taken against the employee (Refer to
Disciplinary Action 3.14).

3.5. TIME SHEET

The procedures for completing and submitting time sheets are as follows:

1 All RAP 3 staff are required to complete monthly timesheets. Without the monthly time
sheet salary will not be transferred into their bank account and cash payments will not be
made against the monthly salary;

1 HRD will issue template timesheets to all staff before month end,

1 By the 25th days of the month, Individual staff are to complete timesheets for the running
month. It should be approved by the line manager before submitting it to OM at TMO
level. For the district based staff, approval should be obtain from the DTL.

I The Office Manager (OM) at Technical Management Office (TMO) checks the totals and
days against leave sheets and district visit roster and passes then to the Programme
Manager for approval;

1 The PM signs and returns to the OM for entry into timesheets database;

i OM records district staff leave and reconciles leave sheets against time sheets and
submit to FD ;

1 Atthe end of December, district should submit leave details of the staff to OM at TMO.

1 At TMO level, OM reconciles annually in January the district leave sheets against
timesheet records.

1 Refer to Annexure 1 for the template of Time Sheet.

3.6. STAFF PLANNER

On the programme intranet and in the shared server a monthly staff planner is maintained by the
Human Resource Department (HRD) at central level. District staff should submit their plan
through District Team Leader (DTL) while TMO employees should submit their monthly plan
direct to HRD. The staff planner will also record travel period, annual leave and public holidays.
Refer to Annexure 2 for Staff Planner.
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3.7. STAFF BANK ACCOUNT

For staff appointed at TMO Kathmandu, TMO will arrange to open an individual saving bank
account at the Standard Chartered Bank, Lalitpur Branch or other bank as agreed with the FD
and the net salary will be transferred to staff’s individual bank account on a monthly basis. For
staff appointed at district level, if necessary bank accounts will be opened in the same bank used
by RAP3. However, DTL should get prior approval from the Head of Finance (HoF) at TMO
regarding the selection of the bank.

3.8. CODE OF CONDUCT

Staff are obliged to comply with policies, procedures, work rules, other standards and codes of
practice adopted by RAP/IMC. RAP 3 is committed to honesty, integrity, transparency and non-
discriminatory behaviour in all its dealings. Therefore, it is essential that all staff conduct
themselvesin the highest standard possible. The personal interest of a staff member, political or
public pressure must never influence her/his conduct. Refer to_Annexure 3 for Code of Conduct.

By accepting an appointment with RAP 3, the staff member agrees to work in a responsible,
disciplined, harmonious and productive manner, and to act in a manner conducive to the
accomplishment of RAP’s mission. The staff abide by the rules and regulations of RAP 3 as
stated in this manual. Each employee shall be required to sign RAP 3 Code of Conduct
document. The original signed statement will be kept in the TMO employee file.

RAP 3 staff who violate the code of conduct and appropriate personal behaviour face disciplinary
actions according to the type of misconduct. Any act of misconduct shall be dealt with according
to the disciplinary guidelines stated under the Discipline Sections 3.14 below.

3.9. CONFLICT OF INTEREST

Under the Code of Conduct, all employees shall abide by a strict rule of honesty in all their
interactions with RAP 3 and those with whom s/he deals. This policy prohibits accepting gifts,
favours or hospitality that might influence RAP 3 decisions; actual or pending employment that
conflicts with the organisation’s interests; and actual or pending investment or contract or other
fiduciary relationship that might involve a conflict with RAP 3 interests. Likewise, RAP 3 staff
should not accept any position with local Non-Government Organisation (NGO), consulting firms
and suppliers with whom RAP 3 is working and implementing the programme activities.

3.10. DISCLOSURE IN CONFLICT SITUATIONS

In the event an actual or perceived conflict of interest arising foreseen, you must disclose such
interest or relationship to your immediate supervisor. You must refrain from participating in the
decision-making relating to the affected RAP 3 transaction (s), absent yourself from the room
while the decision is taken and refrain from attempting to exert any influence on RAP 3 to affect
its decision.

It is required that all staff (including short terms and interns) will put the organisation’s interests
before any other commitments. In cases where such conflicting commitments exist, the staff
must inform the line manager in order to determine if the commitment constitutes an actual or
potential "Conflict of Interest". In order to comply with RAP’s zero tolerance policy, all staff need
to declare any conflicting commitment within three working days when such situations arises.

3.11. POOR PERFORMANCE

Wherever possible the Performance Management System should be used to manage employee
performance. However, there may be times when performance, conduct or employee attitude
need to be addressed immediately. If employees fall below required performance standards and
performance management processes have not addressed the issue they must be personally
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counselled and then given written confirmation of their deficiencies in performance (a written
warning). Such written warnings must clearly define the deficiency, the expected standard, by
when it should be achieved, how the line manager will help the employee achieve the
improvement required and the consequences of failing to do so. A record of all meetings and a
witnessed summary of discussions must be kept by the manager concerned and a copy placed
on the employee’s personnel file at TMO. If an employee consistently fails to meet agreed
standards, s/he has been counselled and appropriate support has been offered, then further
action is required. If all these processes have been followed and the employee’s performance
still has not improved, then the employee may be dismissed. However, the staff has right to
make an appeal against the decision through his/her line manager.

3.12. MISCONDUCT

Immediate (instant) dismissal for gross or very serious misconductis possible (depending on the
facts involved) for the following: drunkenness, dishonesty, assault, deliberately endangering the
safety of others, commission of a criminal offence and sexual harassment.

MINOR FORM OF MISCONDUCT

An employee who is guilty of one of the following, or similar forms of misconduct, may be given a
verbal warning at the first occurrence. Subsequent warnings may be given or alternative forms of
disciplinary action taken for misconduct depending on the evidence, circumstances and
seriousness of each situation. Repeated minor forms of misconduct may result in dismissal. Each
transgression will be dealt with on own merit in all instances.

The following are examples of such misconduct;

Absence from work without permission or without reasonable cause (section 3.4);
Making long or numerous private telephone calls;

Making excessive amounts of personal emails / internet;

Using office equipment and stationary for personal use;

Removal of RAP3 property from the premises without permission;

Not dressing in a manner suitable for the workplace;

Objectionable language;

1 Unauthorised use of another employee’s electronic password of any nature whatsoever;

MAJOR FORM OF MISCONDUCT

At the occurrence of any of the following forms of misconduct, or others of a similar nature, an
employee may receive a written warning, or face dismissal, depending on the evidence,
circumstances and seriousness of each situation.

=2 =4 =8 = -8 -8

The following are examples of major misconduct;

Failure to comply with the terms of the their employment;

Negligence in the performance of your duties or functions;

Intimidation, threatening behaviour or assault;

Addressing abusive language at a fellow employee, management personnel, client, or in
a client's presence;

Fraudulent or dishonest claims;

Wilful damage to company property or to the property of partners or the client;

Loss or damage property through malice, carelessness or negligence;

Wilful misrepresentation of RAP3 or its clients to other parties;

Insubordination or disrespect to the management team or the client;

=A =4 =4 =4
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9 Disregarding or breaching the employer's safety rules and regulations or standard safety
practices;

9 Consumption of alcohol, smoking, taking drugs, or gambling on programme property;

1 Immoral conduct or indecency on office premises and/or whilst on duty and/or whilst
representing the programme;

9 Behaviour or actions that would in any way jeopardise the safety or well-being of other
employees;

In the above circumstances, line managers must, however, consult with HHRA prior to taking any
discipline action. A verbal warning should be given to an employee for minor misconduct. A
record of the warning must be kept by the manager and should be signed by the employee and
witnessed. If the unacceptable behaviour continues or in case of a serious matter, a written
warning will be issued, and signed by the employee as being received and understood with the
opportunity for staff to respond and witnessed. A second written warning should be given to an
employee if s/he requires further discipline for the same or a related issue, and also signed by
the employee as being received and understood and witnessed. Employees who have been
disciplined three times are subject to immediate dismissal. Details of disciplinary actions should
be recorded on the employee’s personnel file and removed after 12 months if further disciplinary
action is not required.

At any stage in the above proceeding, the employee may appeal through the line manager for
dismissal or change of the disciplinary action. The line manager may ask HHRA for the
assistance and the PM will make a final decision about the disciplinary action. No further appeals
will be permitted. Refer to dismissal (section 13.4), grievances (section 14) and discipline
(section 15).

3.13. HARASSMENT

RAP 3 compels to provide a harassment-free (including sexual harassment) environment for its
employees. Mutual respect, along with cooperation and understanding, must be the basis of
interaction between members and staff. RAP 3 will neither tolerate nor condone behaviour that
is likely to undermine the dignity or self-esteemof an individual, or create an intimidating, hostile
or offensive environment.

RAP 3 does not condone, nor will it tolerate harassment or discrimination on account of race,
age, sex, religion, national origin, sexual orientation, or disability of any employee by another
person in the workplace.

An employee’s report (verbal or written) should include the date(s), place(s), and a full
description of the actions or omissions that the employee believes comprise the harassing or
discriminatory conduct, as well as names of participants and witnesses (if applicable) to the
alleged conduct. Complaints about sexual harassment, exploitation and abuse require extreme
confidentiality and reassurance for an employee to take the bold step of articulating a grievance.
In some cases, disciplinary action may involve immediate suspension, pending the completion of
the investigation.

The details of suspension are in section 13.3 below. If the complaint is subsequently found to be
without merit, the suspended employee will be reinstated to his/her prior position and will be
compensated for all suspended salary and benefits due. If RAP 3 has determined that an
employee has wilfully provided false information regarding a complaint, disciplinary action may
be taken against that employee.

3.14. DISCIPLINE

Discipline is used to maintain the standards of conduct and work required in the organisation. It is
only used when the breach of the standards expected is very serious, or when encouragement,
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discussion, and warning have failed to resolve less serious matters. If the nature of the alleged
matter is very serious and may impact on organisation image staff may be dismissed. The
intention of discipline is to change conduct as far as this is possible. Any disciplinary process will
be carried out fairly and as rapidly as is consistent with fairness. All records of a disciplinary
process will be kept in the staff member’s personal file and will be destroyed if s/he is cleared of
the charge. The details of dismissal are in section 13.4 below.

3.15. BASIC OPERATING GUIDELINE

RAP3 is funded by UKaid which is a signatory to the Basic Operating Guidelines (BOG) for all
development and if necessary humanitarian assistance in Nepal. These state amongst others
that

1. We provide assistance to poor and marginalised people in Nepal, regardless of where
they live and who they are. Priorities for assistance are based on need alone and not on
any political, ethnic or religious agenda.

2. We do not accept our assistance being used for any military, political or sectarian
purposes.

3. We do not make contributions to political parties and do not make any forced
contributions in cash or kind.

4. Our equipment, supplies and facilities are not used for purposes other than those stated
in our programme objectives. Our vehicles are not used to transport persons or goods
that have no direct connection with the development programme. Our vehicles do not
carry armed or uniformed personnel.

RAP3 staff are bound by these operating guidelines and as representatives of the programme in
both the districts and in Kathmandu must conduct themselves in a politically neutral manner and
ensure that RAP3 is not compromised by party activism on the part of its employees. Nor should
staff show any favour to any political party or its members in any aspect of their work.

3.16. CONFIDENTIALITY

During the course of employment, an employee may have access to confidential information.
Such information may include financial data, computer programs, proposals, documents,
procedures and information at a formative stage. This information shall be the property of RAP 3
and employees are prohibited from disclosing such information. Disclosing such information may
lead to disciplinary action.

4. RECRUITMENT AND SELECTION

4.1. APPROVAL OF HIRING

Recruitment of staff requires approval from PM and is based on the approved positions for
regular and current staff levels. After approval from PM, HHRA will start the recruitment and
selection process with the consultation of the concerned department head or line manager. All
posts will have an agreed Job Description (JD). The department head or line manager will take
the lead with at least a three member panel who are appointed by the PM for the entire
recruitment and selection process. However, recruitment should be done in as short a time as
possible to avoid delays in work.

4.2. MINIMUM AGE REQUIREMENT

The minimum age for employment with RAP 3 is eighteen years on the date of hire. The age will
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be verified with the official documents such as birth certificate, citizenship or other proof during
the submission of application or during the final stage of staff selection.

4.3. GOVERNMENT EMPLOYEES

RAP 3 will not hire people currently in the service of the Nepal Government. A government
employee can join RAP 3 only after providing a proof of acceptance of separation from the
government service or a letter with the decision of leave approved.

4.4. EXPENSES FOR CANDIDATES OUTSIDE KATHMANDU

Candidates attending an interview will be reimbursed any reasonable expenses incurred if
coming from outside the Kathmandu valley. The organisation will provide out of pocket expenses
(bus fare included) with the maximum limit of NRs 4,000 for this purpose.

4.5. INTERNAL CANDIDATE

However, RAP 3 is keen to facilitate internal promotions wherever possible as development
opportunities for its staff. RAP 3 may, on occasion, decide to restrict advertisement to internal
candidates only. Furthermore, junior posts will always be verified internally in the first instance, to
provide continuous development of existing members of staff unless the management agrees
that this is not appropriate due to the specialist skills required for the post involved. Vacancies,
which are restricted to internal candidates only will be clearly indicated on the advertisement.

4.6. RE-EMPLOYMENT

Based on the relevant qualification, skills, experience and past performance, a former employee
can be considered for re-employment. The PM, in discussion with the respective line manager
and HHRA may approve recruitment in a vacant position for a maximum one year period.

4.7. RECRUITMENT PROCESS

All positions (regular and short term) will have the required minimum educational and other
gualifications defined as shown in JD. The specific competencies required for each role will be
further defined in the JD applicable to that position. Refer to Annexure 4 for a template of JD.

For all new positions or for existing positions that require new personnel, a competitive open
recruitment process will be followed. All vacancies will be advertised in more than one location
e.g. newspaper, notice board, as well as on the RAP 3 official website. In recruiting junior level
staff (e.g. runner), preference will be given to local candidates as far as practicable without
compromising the minimum competencies required for the position. For the recruitment purpose,
a standard Job Application Form will need to be filled in by the candidates while applying for the
job through RAP’s website ((www.rapnepal.com). Refer to Annexure 5 for Job Application Form.
Candidates for all posts will, be asked to complete the Form in order that they can be judged on
the basis of comparable information.

4.8. RECRUITMENT OF RELATIVES

Applicants will also be required to declare if they are related to any member of staff within RAP 3.
Canvassing of members of RAP 3 is not permitted. Therefore, no manager should be put into a
position where s/he is asked to interview a personto whom they are related. As a general policy,
RAP 3 does not encourage the employment of relatives of staff. However, relatives of staff can
be hired with the appointment authority’s approval provided that the relative is the most qualified
candidate among the applicants for the vacant position. This provision notwithstanding, relatives
will not be placed in supervisory roles in the same line of management as each other.
Irrespective of whether the relative of a staff is finally hired or not, it is the joint responsibility of
the concerned staff as well as the applicant to inform the appointment authority of their
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relationship before a selection decision takes place. Failure to do so will lead to disciplinary
action against the concerned staff.

4.9. SELECTION PROCESS

The short listing of candidates is done based on the competencies and the requirement for the
end of the process. A manageable shortlist of candidates will be prepared for each position, and
these candidates will be invited for in-depth assessment. The evaluation of applications will be
done transparently and fairly and will involve at least three assessors. All applications will be
rigorously assessed using the Candidate Assessment Form. Refer Annexure 6 for a template.

It is RAP’s policy not to communicate further with applicants other than those who are shortlisted.
All completed applications forms are private and confidential and available to HHRA and those
directly involved in the recruitment and selection process.

An assessment process will be organised for selecting the most appropriate candidate from the
list of shortlisted candidates. The assessment process (e.g. written test, interview, practical test
and presentation) will be decided by the recruitment panel. The exact types and number of tests,
and other details will be worked out by considering the specific needs of each vacancy.
Reasonable time will be allowed between the end of short-listing process and the in-depth
assessment process to ensure participation of all the prospective short-listed candidates in the
assessment.

Interviews will be held by a panel comprising of ideally three persons including department
head/line manager of the recruiting position. HHRA will be present on all interviews for posts
which will be recruited at central level. A set of questions will be agreed by the interview panel
which is based on the job description. The panel will each have a copy of the questions and will
score independently of each other during the interview. All interviewed candidates will be notified
of the outcome of the selection process as soon as possible, either by telephone or email by
HHRA. All unsuccessful candidates’ application forms and interview notes will be retained for one
year from the date of interviews taking place. After this date they will be destroyed.

At the end of the in-depth assessment, the candidates will be ranked and a decision taken by the
assessment team on whom to recommend for the role. The selection criteria should consist of
technical competencies for the position advertised but also whether a candidate fits the
organisational criteria and profile. Selection of staff for probationary and fixed term contracts will
be done as set under section 2. The person may be appointed on a lower than the post has been
at advertised if it is recommended by the recruitment panel.

For all external candidates selected for potential appointment to RAP 3, at least two referees
each will be contacted and requested to provide relevant professional and personal information
on their suitability for the position. RAP 3 might also ask the candidates to provide names of
referees other than the ones they have listed in case there is a need for that.

4.10. APPROVAL BY APPOINTING AUTHORITY

Based on the recommendations of the assessment team, the PM has the appointing authority to
give approval for a final selection decision irrespective of spine pay/ grades or any job category
of staff hire.

After receiving approval from PM, HHRA will offer a job to the selected candidate. The
information of salary, spine, major benefits, contract period and provision of probation status
should be mentioned during the communication process. After receiving an acceptance from the
candidate, HHRA will initiate the appointment process by preparing an Employment Contract.
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4.11. PERSONNEL FILE

RAP 3 collects personal information for inclusion in personnel files through Individual (Human
Resource Information System (HRIS) Form (Refer to Annexure 7). This information is available
to the employee, HHRA and the Programme Manager. This information is kept in a secure
location and HRIS software and is not shared with other staff members.

The HRD will operate HRIS to keep record of the staff's employment history for each regular,
intern & short term staff employed by RAP. HRIS must contain at least the following documents:

Contract of Employment

Current Job Description

Copies of Nepali Citizenship Certificate
Copies of all Certificates and Licences

Signed copy of Code of Conduct

Copies of all Annual Performance Appraisal
Copies of all Salary/Benefits adjustment letters
Disciplinary actions

Placement to a new position / place

Personal and professional certificates (copies)
Dependent beneficiary form

Life insurance premium receipt (if applicable)
Copies of all other relevant correspondence related to individual staff.
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A copy of all relevant official documents (as listed above) will be forwarded to HRD for record by
the DTL/concerned department or concerned staff. It is the staff's responsibility to inform HRD in
writing at the earliest as possible of any changes in personal situation that may affect information
contained in the files. Every year in the month of July, HRD will provide a summary of the all
these information to individual staff, so that any changes will be added in the HRIS. Only relevant
staff (HHRA and PM) will have accessto the HRIS. However, Auditors (internal and external) are
allowed to access the relevant information in personal files.

4.12. INDUCTION/ORIENTATION

RAP 3 will provide orientation for all new employees at district and TMO level depending upon
the place where the staff recruited. HRD will take the leading role at central level with the help of
senior technical staff as well as HoF while at district level, DTL is responsible for this task. The
induction/orientation sessions generally consist of three parts: TMO orientation, job specific
orientation and role at district level (if applicable).The duration of an orientation will depend on
the qualifications and experience and level of the new staff. During induction the HRD with the
assistance from concerned line manager/ department head will provide new staff with RAP’s
induction package together with relevant documents. This induction & orientation package
contains a brief overview of RAP 3.

5. HOLIDAYS AND LEAVE
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5.1. PUBLIC HOLIDAYS

Kathmandu based staff working to a 5 day working week are entitled to 15 days public holidays
per year. District and Regional based staff working to a 6 day working week are entitled to 18
days public holidays per year. Some public holidays will be compulsory to take as leave; others
will be optional. There may be exceptions/substitutions in certain districts to tie in with
appropriate district local holidays, as agreed with the PM. The list of public holidays applicable to
RAP 3 will be prepared in January of each year and posted on RAP 3 website. Out of these
public holidays some days will be allocated as compulsory holidays.

5.2. COMPULSORY DAYS

These are officially recognised public holidays that are observed by our clients and during which
the organisation will close its offices. All staff must take these days as compulsory public
holidays. If any of these days falls on a normal weekly day off (Saturday/ Sunday), staff will
receive day in lieu.

Holiday Name Count KTM Count

District
Dasain- Nabami 1 1
Dasain- Main day 1 1
Dasain- Ekadashi 1 1
Tihar- Laxmi Puja 1 1
Tihar- Gobardhan Puja 1 1
Tihar- Bhai Tika 1 1
Nepal New Year 1 1
Maha Shiv Ratri 1 1
Holi 1 1
9 9

5.3. OPTIONAL DAYS

Staff may choose from the following optional list the public holidays they wish to observe to use
up their remaining public holiday. The maximum limit of the optional holidays for TMO staff are 6
days while for districts staff 9 days in a year.

Holiday Name Number Holiday Name Number

of days of days
Dasain — Ghatasthapana 1 Chaitra Dasain 1
Dasain — Fulpati 1 Ram Navami 1
Dasain Purnima 1 Good Friday 1
Dasain — Astami 1 Easter Monday 1
Christmas Day 1 Gaura Parba 1
Boxing Day 1 International Labour Day 1
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Christmas day in Lieu 1 May Bank Holiday-UK 1
New Year (International) 1 Budha Jayanti 1
Makar Sangrati 1 Spring Bank Holiday-UK 1
Sonam Lhosar 1 Janai Purnima 1
Prajatantra Diwas (Democracy 1 Summer Bank Holiday-UK 1
Day)

Ghyalpo Lhosar 1 Krishna Janmastami 1
International Women’s Day 1 Teej 1
Gai-jatra 1 Rishi Panchaami 1
Indra Jatra 1 Udhauli Parb 1
Ghode Jatra 1 Tamu Lhosar 1
Republic Day 1 Chath Parba 1

5.4. UNSCHEDULED HOLIDAYS

If the Nepal Government announces a national holiday for any major national or international
reason staff will normally be granted as per decision of PM. However, holiday will not be given for
other religious, regional, tribal or ethnic occasions. Occasionally, if government gives holiday for
more than one day for very major matters concerning Nepali people, leave up to a maximum of 3
days may be given at the direction of the PM.

5.5. LEAVE ENTITLEMENT AND MANAGEMENT

RAP 3 staff (excluding Consultants/short terms) are entitled to all leave provisions. Staff under
probation shall be entitled to take annual leave on a pro-rata basis but not eligible for maternity,
paternity and mourning leave. All staff wishing to take leave must submit a prior written request
to their supervisor using the Leave Request Form. Referto Annexure 8 for Leave Request Form.

In planning and taking of leave, proper consultation should take place with supervisors, with due
consideration of organisational priorities. It is the responsibility of staff and his/her line manager
to make a proper plan of the leave so that staff will take all earned leave without compromising
work. Employees taking leave are required to return according to the dates agreed in the leave
forms. Otherwise the normal disciplinary penalties will apply including a formal written warning
and loss of pay for the days the employee is not present at work.

5.5.1. Annual Leave

Annual leave entitlement is in accordance with individual contracts of employment. Those
employees who work 5 days a week are granted 20 working days paid leave per year and district
employees who work 6 days a week are granted 24 days paid leave per year. If the employee
has worked for less than a year then the leave accrued shall be adjusted on a pro-rata basis.

Annual leave should be requested in writing to the line manager as follows:
U Half day to 2 days: One full working day in advance
U 3daysto 1 week: 3 days before it is due to start
U 8 days to 2 weeks: One week prior notice
U Over 2 weeks: One month before it is due to start.
Normally, annual leave requests must be submitted by staff to supervisors with a sufficient notice
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period before the planned commencement of the leave. In cases of emergency, the supervisor of
the concerned staff may accept a request for annual leave of up to five working days with only
one day’s verbal notice. In case of urgent annual leave requests for reasons beyond the control
of staff, they must notify the supervisor or OM (TMO) before office opening hours. Such requests
must be documented and approved by supervisor upon return of staff to the office. Fixed term
(one year) staff can take leave in advance not exceeding the leave entitlement of a current
calendar year.

Annual leave has to be used by end of December of the current working year. Up to 5 days of
leave can be carried forward depending upon the pressure of work. Any carried over leave must
be approved by a line manager. Such carried forward leave must be used within 3 months of the
current year otherwise it will automatically lapse. Under no circumstances shall any employee
receive monetary reimbursement for unused leave of any type.

Staff who were refused permission to take leave before the leave year ended because of
exceptional pressure of work or other requirements of the service, may be permitted to carry
forward a maximum of 10 days leave. However, his/her line manager should recommend to PM
for the approval with a copy to HHRA. Leave carried forward in these circumstances should be
taken within 3 months of the commencement of the year.

5.5.2. Leave in Lieu

Every staff member should normally have at least one week day off per week. No one should
work or be paid overtime on their weekly day off. If itis necessary for staff to work 7 days without
a break they should be given one day off in lieu. However, staff are generally expected to
manage their workload so that there is no need to work at weekends or public holidays. Working
on non-working days must be approved in advance by the line-manager, whether leave in lieu is
to be granted or not. The line manager may only authorise Leave in Lieu under the following
conditions and limits;

1 Working on a non-working day is necessary to avoid a non-recoverable delay to the
programme;

1 A prior approval shall be required from the line manager in case of staff plan to work
during the weekend/holidays;

1 No employee may work for more than 13 days continuously under any circumstances;

1 Leave in lieu days earned must be taken at the earliest opportunity, ideally within the
month they were earned;

T A maximum of two days earned but not yet taken leave in lieu may be carried over into
the following month;

1 Maximum two days leave in lieu will be approved with annual leave.

T A maximum of 3 days earned but not yet taken leave in lieu is allowed at any time.

9 For more than 3 days it should refer to HHRA through the line manager.

5.5.3. Leave without Pay

Leave Without Pay (LWOP) will only be granted in exceptional cases to employees who have
been employed with the organisation fora minimum 1 year. The leave should fit into the planning
of the organisation which can replace the employee. The leave should be requested to PM in
advance through the line-manager. It is up to the line manager to ensure that LWOP does not
severely disrupt work schedules. Therefore, the line manager will recommend the leave request
only if it is deemed to have no negative impact on the programme’s activities. Copies of records
of LWOP should be sent to the HRD for necessary actions.

LWOP may be granted to employees up on justification and agreement with the PM on a case-
by-case basis. Leave without pay cannot exceed three months on the recommendation of his/her
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immediate supervisor, and will be granted only after all unused annual leave has been
exhausted. Staff wishing to take LWOP up to 10 days can be approved by the supervisor and
LWOP of more than 10 days requires the PM’s approval. LWOP for more than 30 calendar days
requires a written request at least one month in advance. This type of leave is unpaid and does
not qualify for the payment of PF or any other financial benefits. Holidays which occur within a
period of leave without pay will be charged as leave without pay. But an employee is still covered
under insurance scheme during leave without pay period.

5.5.4. Sick Leave

Staff who are ill should inform the office as soon as possible, ideally before 9am, of their inability
to attend, and their expected return date. The Front Desk Officer in Kathmandu and Office
Manager in District Offices will inform to respective line manager/DTL. Using sick leave for any
other purpose will be a disciplinary offence and subject to disciplinary procedures.

There is no provision for yearly sick leave limit. For more than three days sick leave a medical
certificate from a certified medical practitioner registered under the Medical Council (NMC) needs
to be produced in order to qualify for the sick leave provision. Such certificates should indicate
the cause of the incapacity and the probable duration of the illness. No such certificate is
required for sick leave less than three days. If no medical certificate is provided, absences of
more than three days will be considered as annual leave. In case of seriousillness and a medical
certificate from the registered medical practitioner, PM can authorise the first month as a paid
leave while second and third month will be treated as half paid and unpaid leave respectively. At
the end of third month, if staff are unable to join the organisation s/he will be terminated from the
post.

Request for sick leave must be approved by the line manager. For cases where this is
impossible due to severe illness/emergency circumstances, the employee is required to notify
their supervisor as soon as possible. If the employee is too ill to telephone their supervisor, a
friend or family member must contact the supervisor/OM on their behalf. However, an application
for leave form should be completed after the employee returns to work. Failure to do so may
result in the time being charged to annual leave or leave without pay.

5.5.5. Compassionate Leave

Compassionate leave for performing the rituals as per individuals’ religion will be granted at the
discretion of the line-manager. A verbal request to the supervisor shall be accepted in advance of
taking mourning leave, but staff are required to submit a leave application form. The DTL/ HRD
manager must be notified by the line manager for such leave. Compassionate leave for RAP 3
employed staff will be 15 days at a time (including travel time, weekends and holidays). The staff
are entitled for compassionate leave in the event of the death of a father, mother, father in-law,
mother in-law, wife, husband, grandfather, grandmother, son or daughter. Compassionate leave
on death of other relatives will be dealt with on a case-by-case basis and a maximum of 5 days
(including weekends and holidays) leave will be granted. In the event of a death of father,
mother, son, daughter, wife or husband NRs 10,000 will be provided to the staff or his/her family
member as a funeral (including cremation) expenses.

5.5.6. Maternity Leave

Female staff are entitled to 60 days (including weekends and holidays) of paid maternity leave for
each delivery. 15 days of these 60 days may be taken before delivery. Leave beyond this
maximum is chargeable to annual leave, sick leave (with appropriate medical documentation) or
leave without pay. While on maternity leave, RAP 3 shall pay the employee salary and benefits.
During the maternity leave period, the normal benefits and entitlements of the employee
including her contractual rights and accumulation of seniority, shall continue uninterrupted and
her period of employment shall not be considered to have been interrupted, reduced or broken.
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During the full period of leave (first 60 days), annual leave shall continue to accumulate and staff
retain coverage under the insurance scheme.

In the event of illness, certified by a registered practitioner, arising out of pregnancy or
confinement, affecting the employee or her child, the organisation shall grant the additional leave
as required according to the situation. This will be given as LWOP (section 5.5.3) up to the
maximum three months.

5.5.7. Paternity Leave

A male staff member is entitled to 15 days (including weekly days off and festival days within that
period) paid paternity leave on the birth of his baby. This should be taken within two weeks from
the birth of the baby. Leave should be takenin one go within a month of the baby's delivery. Staff
shall be entitled to a maximum of two paternity leaves during their term of employment with RAP.

5.5.8. Leave Records

HRD will ensure that all staff have a leave record, which monitors all types of leave taken, and
leave due. OMs are responsible for preparing monthly leave reports for the staff and provide
reports to DTL on a monthly basis. Copies of these reports will be submitted quarterly to the
HRD. The minimum leave period is one- half of a day. Calculation of leave records will be based
on the calendar year. All leave records should be closed at the end of December.

6. SALARY

6.1. SALARY PROVISIONS

RAP 3 will maintain a compensation package (salary, benefits and allowances) that is
comparable and competitive with other similar organisations. RAP 3 will review its salary and
compensation package normally every two years’ time. The HRD will be responsible for
conducting the review. Necessary amendments in the compensation packages, based on the
outcomes of the review, might then be made and enforced. These amendments will be enforced
only after an approval from the PM. In relation to the monthly salary, all staff will receive basic
salary and other allowances at the end of last week of the month only after submission of Time
Sheet to respective line-manager.

6.2. INCOME TAX DEDUCTION

RAP 3 is required by the Government law to deduct income tax at source on the total
remuneration paid by the organisation. Income tax deductions will be made from staff's
remuneration each month, based on the existing Income Tax Act and Rules. The OM (Logistics
Manager at TMO), on request from staff, will provide a statement of income tax deductions. Staff
requiring "tax clearance certificates" should approach the concerned tax office of the government
and get the clearance letter from the tax office while necessary support will be provided from the
organisation.

7. BENEFITS AND ALLOWANCES

7.1. PROVIDENT FUND

As per the contract agreement, employees become members of the PF scheme, TMO will
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arrange to open individual staff accounts in the Citizen Investment Trust (CIT). Each month 10%
of an employee’s basic salary will be deducted and deposit into the staff individual CIT account.
This payment will be matched by a similar contribution from RAP 3, set at 10% of basic salary,
even if the employee makes additional contributions. However, the maximum celling under this
provision is 33% of the total salary package which includes 10% contribution from the individual
staff. On the expiry of contract or on resignation, the employee shall be entitled to the amount
accrued including interest, in his/her CIT account. However, in the case of renewal of contract
the employee shall not be entitled to the encashment of his/her CIT, which will continue to
operate until the end of his/her employment with the organisation.

7.2. FESTIVAL ALLOWANCE

All employees shall be eligible to receive an annual festival allowance, which will be calculated
on one month basic salary. A payment of currentbasic salary (no allowances) or stipend (intern)
amount is paid once a year with the salary of October/ November to all staff. If a staff member
has worked only a portion of the calendar year, the allowance shall be adjusted on pro-rated
basis. The allowance shall be paid 15 days before the Dashain Festival.

7.3. HARDSHIP / ADDITIONAL FOOD COST ALLOWANCE

RAP 3 will provide hardship allowances based on the geographical locations to which staff are
assigned. Hardship allowance is also paid to local staff and working in the home district.
However, such staff are not eligible for additional food cost (NRs 3,000) allowance. The hardship
allowance will be applicable only when staffs are located at their assigned working district/office.

The hardship allowance will not be paid for days of unpaid leave. If staff spends more than 30
days outside the assigned district s/he will receive only 25% of the hardship allowance. Staff who
are officially transferred/placed from one workstation to another or on temporary assignments
shall receive the hardship allowance once s/he joins the new assigned location. Districts are
classified according to their hardship in Allowances Schedule under Annex A.

7.4. ACCOMMODATION ALLOWANCE

Staff are entitled to receive accommodation allowance on a monthly basis. Apart from
Kathmandu based staff all other district based employee are entitled to receive per month NRs
5,000. However, staff are who staying in the district RAP 3 Office, Nepalgunj Guest House, or
hired at local level are not entitled to the allowance. Similarly in the case of local hired staff, apart
from technical staff, other employees are not entitled for this allowance.

7.5. FIELD ACCOMMODATION ESTABLISHMENT ALLOWANCE

Field Accommodation Establishment Allowance (FAEA) shall be applied to mobilisation of staff
first time in the district and outside the TMO. This allowance can be taken in two years’ time or
through partial payments. Local hired staff are not entitled to this allowance. In addition to this,
staff will receive maximum 7 days hotel allowance and DSA to find a rented house in the
assigned district/site. The FAEA under this category is described in Allowances Schedule under
Annex A.

7.6. FIELD RE-ALLOCATION ALLOWANCE

Field Re-allocation Allowance (FRA) is usually applicable as per the re- allocation policy where
field staff will be transferred to another district for a short period. However, where staff are
reallocated to another district before completing two years in the current assigned district, s/he
will be entitled to receive half of the amount as FRA and as per the above table (FAEA) which is
described under the Section 7.5.
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7.7. STAFF TRAVEL

If staff are required to travel away from their home/primary base as part of their work they need
to complete a Travel Planning Form. This will be agreed by the concerned line manager in
advance. The travel planning form must be approved before the actual commencement of travel.
For district based staff, travel to Kathmandu on official duty needs prior approval from his/her line
manager or an official invitation from TMO. All air travel for central and district staff are to be
arranged through the OM. The traveller should notify OM of travel requirements at least one
week in advance.

Employees who go on an official trip and return to their duty station on the same day are not
entitled to per diem for that trip. The staff should submit a Travel Report within 7 working days
upon returnto his/her office from the trip. It is the responsibility of the staff to clear any advances
received against this travel expense claim. If the travel advance is not settled within 30 days of
the completion of the trip, the outstanding advances will be adjusted through monthly salary.

7.8. NEPALGUNJ GUEST HOUSE

All staff transiting through Nepalgunj will pay NRs 2,000 to stay at the Nepalgunj Guest House.
Staff will receive a receipt for this to reclaim the amount in their duty stations. Staff will also be
given NRs 1,000 as a subsistence allowance and the amount will be paid to the guest house to
cover food and refreshments.

Guest House support staff living on the premises will not be entitled to the accommodation
allowance. If they choose to live outside, this will be at their own cost. As with all other staff, they
will be responsible for paying their own food costs.

7.9. OUT OF STATION SUBSISTENCE ALLOWANCE

Staff who are required to make overnight trips for official purposes are entitled NRs 1,000 per
night to claim Out of Station Subsistence Allowance (OSSA). The allowance is paid to cover the
food expense during such travel. Staff are entitled to claim reimbursement for actual travel
related expenses incurred on official duty including that for out-of-station travel. The Travel
Planning Form (Refer to Annexure 9) has to be approved by a supervisor for any travel within
and outside of the duty station.

In case of allowance in Kathmandu, staff will be required to declare their home base and whether
they have family / friends in Kathmandu with whom they would stay while visiting Kathmandu.
The allowance while in Kathmandu will be calculated on the following basis.

a. Home outside of Kathmandu and no family / friends in Kathmandu — Hotel up to NRs
2,000 against receipts plus subsistence of NRs 1,000

b. Home outside of Kathmandu but stay with relatives (nhot immediate family members) /
friends in Kathmandu — Subsistence of NRs 1,000 but no hotel allowance.

c. Home in Kathmandu — no allowances.

These allowances will only be paid for official visits to KTM that have been authorised by the
relevant District Coordinator or above. For general visits, i.e. not associated with workshops or
training events, the allowances will be paid for a maximum of 5 days per visit. If, for any reason,
longer visits are required, these must be discussed and revised rates negotiated with the
Programme Manager.

7.10. HOTEL IN DISTRICTS OUT OF BASE STATION AND HOTEL OUTSIDE THE BASE
STATION

If an employee, in the course of duty has to spend one or more nights outside of his/her duty
station, s/he will receive a per diem payment to cover expenses incurred whilst away from their
duty station. Staff will receive the allowance as described in the Allowances Schedule under
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Annex A.

7.11. ROUND TRIP FACILITY

District based staff are entitled to 4 personal trips (two ways) per year from their working station
to the hometown. However, staff should declare their base station (home town) for this facility. In
case of staff working less than a year, this provision will be provided on a pro-rata basis after
completing three months service with RAP 3. For DTL, EO, OM, graduate engineer, interns,
SMO and SEDO levels, travel by plane will be paid. For Drivers and other staff travel will be by
bus, except for those based in Humla and Mugu who will also be entitled to travel by plane. Air
ticket and boarding pass of air flight is a mandatory supporting documents for a claim.

Staff shall inform to line manager about the travelling routes, days and means of transportation.
In case of breaking the journey before reaching the final destination the trip will be treated as a
complete journey. Similarly, line managers will be responsible to ensure that the facility is not
misused or abused. In addition to travel expenses, staff are also entitled to receive hotel
allowances and per diem for the travelling day (s). The maximum travelling (transit) days for
districts staff are as follows;

Humla No limit
Accham, Bajura, Jumla, Kalikotand Mugu 2
Dadeldhura, Dailekh and Doti 1
Jhapa, Morang, Parbat, Sankuwasabha, None

Sindhuplachowk and Nepalgunj

7.12. OVERTIME

Only drivers are eligible to be paid for overtime if they work during the weekends or public
holidays. Prior approval is required from the line-managers for this purpose. However, per hour
NRs 150 will be paid with the limitation of 10 hours in a day. The decision on the payment of
overtime or leave in lieu will be made by the line manager. However, no employee may work for
more than 13 days continuously under any circumstances.

7.13. COMMUNICATION ALLOWANCES

Staff at TMO as well as district levels who need regular communication with their line manager or
TMO are entitled for the monthly communication allowance. The maximum monthly allowance for
various position are stated in Allowances Schedule under Annex A.

7.14. SNOW PREPAREDNESS ALLOWANCE

The organisation provides snow preparedness allowances to cover sleeping bags, shoes and
winter jackets for a 2 year period. Staff working in Humla, Kalikot, and Mugu are entitled to this
allowance with the maximum amount of NRs 16,000. If the staff transfer within these three
districts during the 2 years period, s/he will not entitle for the additional allowance. Staff are
entirely responsible for safety and good conditions of the equipment.

In case of other staff visits to these three district for official purpose snow preparedness items
(e.g. jacket, shoe) will be provided on case by case basis. Such request should send to Logistics
Manager at TMO and the appropriate amount will be approved by PM. However, such staff will
not receive the allowance in case of visiting district HQ only by air.
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7.15. ACTING / EXTRA RESPONSIBILITY

RAP 3 may appoint staff to a vacant one-level higher position temporarily in an acting capacity.
In order to do so, the line manager will recommend in writing to HHRA. The HHRA in
consultation with the concerned DC will review such cases and may recommend to PM for
approval. Acting appointment must not exceed one year, it should not be considered as
promotion but staff will receive all the benefits of one grade higher. However, it is an opportunity
for the staff to prove her/his competency and personal development.

Extra responsibility may be given to a suitable staff member by the Programme Manager if there
is extra work to be done at a higher level because of the absence of a higher post holder for
more than a month or because of a vacancy. The extra responsibility should be given in writing,
with its reason. An extra responsibility assignment may last up to maximum 3 months, by which
time the vacant post should be filled. However, in special circumstances it may be extended by
up to 6 months with the approval of the PM.

In case of acting or extra responsibility, the salary and allowance are to be paid equivalent to the
difference between the entry level salary of his/her current position and the entry level salary of
the one position higher. However, this will not include in other financial benefits including PF and
festival allowance.

7.16. MEDICAL CHECK UP

Staff are entitled for claim a maximum amount of NRs 4,000 in two years for general medical
check-up with a proper invoice from hospitals. This amount will not be carried forward if staff do
not use this within two year timeframe.

7.17. MEDICAL INSURANCE

The employer will insure staff under the group medical insurance policy maintained with the
insurance company with whom TMO assigns an annual insurance contract. The employer will
pay the premium for the employee every year. The employee is insured against accident and
medical treatment by a group insurance contract that is arranged and paid by TMO. It is the
responsibility the employee to initiate a claim and TMO will facilitate as necessary. TMO accepts
no liability for claims that are initiated incorrectly or late.

Under this scheme, all staff (excluding short termers and interns) will be covered by medical
insurance with a maximum limit of NRs 100,000 per year. Employees should submit medical
expenses claims within 30 days after completing treatment. In case of any false claim,
disciplinary action will be taken against the staff.

7.18. INJURY/ DEATH INSURANCE

RAP 3 staff are also covered by injury/death insurance while working or travelling to districts on
official business. The organisation will insure staff through a group insurance and pay the
premium of individual staff on annual basis. The maximum insurance amount is described in
Allowances Schedule under Annex A.

8. PROMOTION

In order to retain competent staff members, RAP 3 may promote existing high performance staff
to higher positions without going through formal recruitment processes. In order to do so, the line
manager will recommend through annual appraisal or in writing to the PM. Usually, on yearly
basis, the HHRA will review such requests and recommend to SMT for approval. The review will
be on the basis of identifying the competency, his/her most recent performance with RAP 3 and
supervisor's comments. Professional knowledge, technical skill, core and functional
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competencies are generally the factors in selecting employees for promotion. However, seniority
(years of service) is not a factor in considering employees for promotion.

9. TRANSFER

In order to facilitate work, staff member may be transferred to cover the work of another post or
into a post because it is vacant or the post holder is absent on leave. Usually, regarding
complete two years in the current working station, staff will be eligible for reallocation. After
consultation with the component team leader and HHRA at TMO the PM may transfer staff to
another working location. The PM should inform to HHRA about the decision of staff transfer and
HRD will issue a transfer letter to the concerned staff.

10. STAFF TRAINING AND DEVELOPMENT

RAP 3 senior management is responsible for the appraisal process, and he/she shall ensure that
employees are encouraged to take advantage of courses and training provided by RAP 3 for the
purposes of improving their ability to perform official responsibilities and developing their
management skills.

All supervisors, based on the outcomes of the regular and annual staff performance monitoring
and appraisal, will submit the development needs of staff to HRD. A consolidated annual training
needs assessment that comprises of both programme and individual will be prepared by the
HRD and submitted for discussion and approval by the PM. Following the approval of this staff
development programme, the HRD will provide support and assistance in identifying suitable
programmes that address the staff development requirements.

At present RAP 3 is providing on the job courses to staff in the engineering team. These staff
training opportunities are as follows:

10.1. CONTINUING PROFESSIONAL DEVELOPMENT

Continuing Professional Development (CPD) is defined as the systematic maintenance,
improvement, and broadening of knowledge and skills, and the development of personal
qualities, necessary for the execution of professional and technical duties throughout working life
of staff. For more details please refer to the Operational Guidelines for CPD Programme for Civil
Engineers.

The RAP 3 CPD Programme has three main components; the LRN Engineering Course and
Examination, On the Job Training and Self-Study. Each component is described in greater detail
below.

10.2. LRN ENGINEERING COURSE AND EXAMINATION

All members of the RAP 3 engineering team (RAP3 and SC staff) are required to participate in
the annual 6 days ‘LRN Engineering Course’ and pass the associated examination. Those
achieving a 'Distinction' may in future be transferred to a separate 'advanced' course but will still
need to sit the standard assessment. The ‘LRN Engineering Course’ covers all aspects of the
LRN annual programme cycle, under four main themes Planning, Design, Procurement, and
Implementation, and forms the basis for the RAP 3 CPD programme. The LRN Engineering
training materials can be found on the RAP 3 website http://www.rapnepal.com/Irn-engineering-
course-materials.There is an examination each year at the end of the 6 days of the training
course. All participants must sit the examination, and must pass in order to remain working for
RAP 3. Any participants that fail are provided with one opportunity to re-sit the exam. The
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percentage required to pass the exam will be set by the LRN team each year, as will the mark
required to achieve distinction. New engineering staff members will be required to review the
‘LRN Engineering Course’ materials and may be required to sit the assessment as part of their
induction and probation.

10.3. ON THE JOB TRAINING

Training sessions and exams under the ‘On the Job Training’” CPD component refresher training
sessions are delivered by the RAP 3 District Team Leaders (DTLs), or Engineering Officers
(EOs) in Districts where the DTL has a social background, before each work component starts on
the relevant modules from the ‘LRN Engineering Course’. The delivery of these sessions forms a
part of the District Training Days Schedule.

10.4. SELF STUDY

A maximum 6 days self-study must be completed annually to engineering staff. All details of self-
study completed must be recorded in the CPD log book, including mechanism for study, topics
covered, and duration. Delivery of training sessions can also be included in the self-study section
of the log book. All participants must ensure that they consult with their line manager regarding
their plans for self-study and secure RAP3 DTL sign-off for the planned use of the self-study
days. On completion of self-study days, CPD programme participants must provide their line
manager with a summary of what they have learned and how they will apply this in their work
before the self-study days can be signed off.

As part of the self-study component RAP3 will provide a CPD stipend, to all participants in the
CPD programme, of NRs 1,000 / day, up to a total of NRs 6,000. The CPD allowance must be
used to cover the costs associated with self-study, such as the purchase of books, attendance at
workshops or study tours, participation in e-learning courses, etc., and will be reimbursed on
presentation of receipts. The CPD stipend will be paid based on the number of self-study days
completed, i.e. if only 2 days of self-study are completed then only NRs 2,000 of the CPD stipend
can be paid out. However, a prior approval is required from the PM to cover all expense related
with the course.

11. STAFF SECURITY AND SAFETY

The health and safety of the staff is of paramountimportance. The organisation has opted for the
following procedures to ensure the health and safety of the employees. All offices and vehicles
are equipped with a first aid kit, which is to be checked and maintained by the OM on a monthly
basis. All medicines should be checked that they are within their “best by date” and that
equipment has not been tampered with in any way and is still suitable for the use it was intended
for.

11.1. EMERGENCY HEALTH, SAFETY AND SECURITY CONCERNS

In case of any emergency, the DTL must inform to Logistics Manager at TMO immediately by
telephone what the emergency is, any action that has been taken and the current situation. If the
Logistics Manager is not available then contact must be with the PM. TMO has a communication
guideline to deal with an emergency situations. Based on the existing TMO plan and guideline,
DTL should also prepare a plan for their staff including the Communication Tree. In addition to
the guideline, Emergency Plan — Nepal (last version March 2015) is also a reference document
for this purpose and available in cloud server of the organisation.
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11.2. ACCIDENTS

If an accident happens during a recognised period of work the injury should be reported
immediately to the line manager or most senior person on the site. In case of serious injury or if
an accident occurs in the field or on a journey, treatment may be obtained before reporting the
accident. It still must be reported as soon as reasonably possible. Provided that the staff member
involved has not been negligent and s/he followed instructions given, treatment costs will be paid
to the staff member on production of relevant bills and documentation, inpatient costs in
accordance with the same rules as for a medical insurance claim.

Treatment should be obtained from a doctor or medical facility and the line manager informed.
Time off work recommended by the treating doctor or other medical worker will not be counted as
sick leave but as work time for up to 1 month. Any recommendation for longer than 1 months and
up to 3 months shall be agreed by the PM. If staff need leave for more than 3 months the matter
will be forwarded to SMT. However, in such circumstances a written approval is required from
PM and a copy of such decision should send to HRD for the record.

In the case of inability to work due to an accident while on duty, the employee is entitled to
insurance benefits under the group insurance and medical policy covering accidents and/ or
disability. However, payment of salary may continue at the discretion of SMT, for maximum of 6
months.

11.3. SATELLITE PHONES

TMO provides satellite phones to DTL or assigned staff for emergency communication only. At
district level, DTL is responsible for handling satellite sets and communications with TMO and
other relevant entities as needed. All expenses related with operating satellite phone will be
covered by the organisations. RAP 3 encourages using this provision particular in emergency
situations and avoiding communication for personal matters.

12. PERFORMANCE APPRAISAL

Performance appraisals are conducted for all staff on an annual basis and will be conducted by
the immediate line manager or supervisor before the end of October. They will be used as a time
to praise staff for what they have done really well, as an objective setting session, to discuss
areas of past difficulty discuss ideas for the future of the staff member and any relevant training.
Unmet objectives and poor performance will be discussed and followed up by a further appraisal
every three months.

The performance review document will be a living document for each employee. Each employee
will be responsible for developing their respective work plan for the year. This plan will be
reviewed by the line manager and amended as necessary. At the time of the performance
appraisal, the employer and employee will review the objectives and the results achieved.
Employees should prepare for this meeting by completing Part | of the Annual Appraisal Form
(Referto Annexure 10) with work plan for the coming year. This meeting is to review successes
and challenges from the preceding year, and to establish the objectives for the coming year.
This would also be the opportunity for either party to identify and recommend professional
development opportunities which may assist the employee in their day to day work or to grow
within the organisation. Once Part Il complete by the line manager, both parties shall sign off on
the final document and refer to HHRA for remaining procedures including final approval from PM.
The Appraisal Form will be kept in the employee’s personnel file.

In the event that the performance assessment is unsatisfactory resulted in a “needs
improvement” performance rating, the employee and supervisor will discuss how to improve the
employee’s performance and the time frame (usually 3 months) for performance improvement,
documenting decisions in the Performance Improvement Plan Form (Refer to Annexure 11). In
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case of unsatisfactory performance, staff will receive only three months extension and a review
will be carried out after 3 months period. Upon the satisfactory assessment the staff will get
another extension for the remaining period of the current year.

If an employee changes positions within RAP 3 during a review period, his/her previous
supervisor will assist the new supervisor in providing feedback to ensure a thorough and
accurate performance assessment, representing the employee’s performance for the entire year.

12.1. SETTING PERFORMANCE GOALS

The supervisor will meet with every staff reporting to them in the month of October and discuss
mutual expectations (personal as well as professional) from each other. They will jointly set
performance goals, focusing on a maximum of five job-result areas, with specified indicators of
achievements for next one year. These achievements will include aspects about behaviour
change and work performance. They will also agree on the frequency and type of monitoring of
the performance. Normally the performance will be monitored once a year (year-end).

In order to assess whether each employee has performed to an acceptable standard a series of
indicators has been developed. The RAP 3 management team will consider the following points,
as appropriate:

Compliance with all conditions in their employment contract;

Fulfilment of all roles and responsibilities in accordance with the job description for their
main position;

Achievement of the annual component implementation plan;

Achievement of key M&E indicators;

Number of repeat non-conformances in their programme component;

Punctuality;

A positive approach to work and their colleagues

=A =8 =8 -89 =a =9

12.2. PROBATIONARY ASSESSMENT

Within two weeks of the appointment the line manager will meet with the probationary employee
and set targets for the first 3 months, so that performance appraisal of the probationary period
can be conducted and provide justification for appointment or extension of probation, It is the line
manager’s responsibility to carry out and follow up on appraisals.

Before the end of the initial three months of employment all employees shall receive a
probationary evaluation by their immediate supervisor. The evaluation will be done in writing and
will reflect the supervisor's opinion whether or not the employee will be able to make a
satisfactory long-term contribution to the RAP 3. Employees who meet expected performance or
above according to performance appraisal system will continue their employment with RAP 3 and
be confirmed as regular status. Employees who are rated below average on performance will be
provided with 30 days written notice of termination, or have their probationary period extended
for another 3 months. The completed probationary assessment report will be kept in the
employee’s personnel file.

13. STAFF SEPERATION

13.1. RETIREMENT

The retirement age for the staff is 58 years. HRD will give notice at least three months prior to the
date of retirement of staff who reaches the retirement age. The contract will end when regular
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staff reaches this age and employment beyond retirement age is discontinued. Similarly, staff will
retire if s/he is unable to perform her/his duty due to physical or medical problem even after
utilisation of the entire medical and leave related benefits provided by RAP3. Staff who retire
(because of age or medical/physical fithess grounds) shall be entitled to all accrued benefits due
to them.

However, on case by case basis an extension will be given to staff as per the requirement of
Programme. See more details under the section 2.3.

13.2. RESIGNATION

A staff member may resign from their post at any time with prior written notice of at least one
month. Even if the staff member has sufficient leave in hand to be absent during the period of
notice must be present for adequate time to hand over work to a replacement who begins work
before the end of that period of notice, and/or to finish off work in hand and give an adequate
hand over to the line manager. Failure to work out notice or to give a sufficient hand over will
result in one month’s salary and allowances being deducted from the final payment.

13.3. SUSPENSION

If a staff member is accused of a serious disciplinary offence, and if his/her presence in the work
place may affect the investigation of the charge, or be a danger to other staff, s’The may be
suspended by the line manage after receiving approval from PM. This suspension will be given in
writing. While suspended the staff member will not be allowed into his/her workplace except as
summoned by the manager in relation to the charge. The suspension must be immediately
reported to the HHRA. The disciplinary process will continue. If at the end s/he is cleared staff
will return to work and be paid in full for the period of suspension. If the disciplinary case is
upheld the penalty will include no pay for the period of suspension.

13.4. DISMISSAL

A staff member may be dismissed as the penalty given in a disciplinary process as detailed in
section 15. However if the dismissal is for gross misconduct or serious breach of standards or
terms of employment, the staff member may be dismissed immediately with no notice and
without salary in lieu of notice or benefits and any costs of damage or dishonesty will be
deducted before outstanding salary and other benefits are paid. The staff member may appeal,
using the grievance procedure through Section 14.

13.5. DEATH

In case of death of a staff, the contract is considered null and void from the date of death.
However, all legal/contractual obligations of the staff and RAP 3 to each other will be taken stock
of and appropriate actions will be taken to ensure that all matters are settled within one month of
submission of death registration certificate. The nominated beneficiary as mentioned in the
beneficiary nomination form will be entitled to all accrued benefits due to deceased staff. Refer to
Annexure 12 for the Beneficiary Nomination Form.

13.6. FINAL CLEARANCE

Any staff, who leave RAP 3, or nominated beneficiary in the case of death, will need to contact
FD for the final payment of benefits including PF, and other benefits. However, a clearance is
required from the concerned district as well as IT and HRD at TMO before proceeding for the
final payment. Any advances against the staff will be adjusted with the final payment. The FD will
process the claim within 15 days from the receipt of complete documents. The staff resigning
should complete a proper handover process. The final clearance will not be made unless the
relevant authority confirms (line managers or DTL) that handover has been done properly. HRD
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will maintain personal records of all ex-staff for up to five years from the effective date of
separation and after that all such records will be disposed of.

14. GRIEVANCE

RAP 3 supports the right of every employee to lodge a grievance with his/her manager if the
individual believes a decision, behaviour or action that affects their employment is unfair. The
organisation aim to resolve problems and grievances promptly and as close to the source as
possible with steps for further discussions and resolution at higher levels of authority as
necessary. Grievances should be actioned discreetly and promptly dealt with in an objective
manner.

An employee may have a legitimate grievance against a colleague, a manager or the
organisation. This for instance could be conditions of work, unreasonable instructions, poor co-
ordination, poor or inappropriate communication, undue financial benefits or other matters. The
employee is encouraged to feel free to seek settlement of problems, complaints and grievances
without fear of interference or dismissal. Any employee uncomfortable with RAP3 and is unable
to discuss the matter with their Line Manager, or accept his/her response, can send an email to
whistleblower@rapnepal.com. In such case the employee is, however, obliged to follow the
procedure mentioned below.

14.1. DIRECT REPORTING BY AFFECTED STAFF

If a staff member has a grievance about a matter affecting his or her employment, s/he should
first bring any of their grievance(s) to the attention of their immediate supervisor. The grievances
should come in writing, for being considered for further action. Individuals have a right to be
accompanied through grievance proceedings by a fellow employee or worker of their choice.
The request to be accompanied should be made at least 24 hours before proceedings
commence. Anonymous grievances or allegations will be ignored; therefore all grievances must
be signed. All grievances and the actions taken by the line manager will be sent to HRD.

14.2. PROCESS FOR RAISING GRIEVANCES

Stage 1

Employees should submit their grievance in writing to their immediate line manager. If this is
contested the manager will arrange a hearing in order to discuss the grievance and should inform
the worker of his right to accompaniment. The named Chairperson for the hearing would
normally be the immediate line manager (DTL) of the complainant. However, this could also be
someone at the same level as the Chairperson but who has had no involvement in the situation
to date. If the grievance is against the line manager or not solved at this stage then it may be
referred to Stage 2.

Stage 2

If the response is not satisfactory the grievance can be raised in writing to a higher level (for
district DC and TMO HHRA) of management. The named individual for this hearing would
normally be the immediate line manager of the Chairperson and a member from HRD. However,
this could also be someone at the same level as the Stage 1 Chairperson but who has had no
involvementin the situationto date. If the matter is not resolved at Stage 2, it may be referred to
Stage 3.

Stage 3

The next level of management will then hear the grievance, which should refer to PM. This stage
will take place within 14 working days of the request or as soon as is possible and will be the final
stage of the grievance procedure. There will be the same right of accompaniment and the
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employee will be able to present their case. The named individual for this hearing would
normally be the immediate line manager of the Stage 2 Chairperson, HHRA and a senior level
staff appointed by PM. This could also be someone at the same level as the Stage 2 Chairperson
but who has had no involvement in the situation to date.

However, grievances should be expressed through an appropriate channel and follow the
grievance handling process. If process is not followed and creates an unfavourable working
environment it may be considered as misconduct on the part of involved entities or individuals
and treated as a disciplinary action.

15. DISCIPLINARY ACTION

15.1. AUTHORITY TO TAKE DISCIPLINARY ACTIONS

Only the PM or Member Secretary of SMT can issue warning letters or a notice of dismissal. On
the basis of the written report from the investigation committee, the PM will take action for major
misconduct. The PM, at her/his discretion, will choose either to issue a warning or dismissal and
the decision will be treated as final decision.

15.2. GENERAL PROCEDURE RELATING TO DISCIPLINARY ACTION

The following procedures should be followed by the line manager.

1 Before issuing an order of disciplinary action to a staff, the management shall provide
staff with a reasonable opportunity to defend themselves stating the reasons for the
action.

1 Any charges must be clearly specified.

i The concerned staff shall submit his /her explanation within the given period (as
described in the warning letter).

1 If the concerned staff does not submit an explanation within the given period or the
explanation or submitted clarification is not found to be satisfactory the management
shall have to provide three days' period to such employee to submit proper justification.

1 The management shall make a decision based on the evidence available.

1 Notwithstanding anything contained elsewhere in this Manual, in the case of a staff who
absconds or where it is impossible to establish contactin writing, the proceedings of such
action may be initiated by giving one week’s period for submitting explanation by
publishing a public notice in a newspaper of national level.

15.3. APPEAL AGAINST DISCIPLINARY DECISIONS

The concerned staff will have a right to appeal against the disciplinary action. For staff working in
district level (but excluding DTL), RAP 3 will form an independent committee to oversee such
appeals and recommend appropriate actions. Normally, the committee will comprise of DTL, OM
and a representative from technical team. The committee’s decision will be final and binding on
all parties involved. If the appeal is heard and the case goes in favour of the staff, the action
taken against her/him will be considered null and void. For DTL and senior level staff at TMO, the
PM will form a committee for hearing and deciding on the appeals.

All actions from and after the first warning letter must be in writing and the written reply will be
submitted within two working days of receipt of the action notice. This written reply, if offered, will
be enclosed to the personal file at TMO. Particular attention should be paid to areas of
improvement, or indications that the warning was heeded and positive behavioural changes have
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occurred.

15.4. PROCEDURE TO DEAL WITH MINOR MISCONDUCT

Any staff or supervisor should report (verbally or in writing) the cases of minor misconduct to
her/his line manager, and the case should be discussed with HR. On being found responsible for
minor misconduct, staff members will be subject to:

15.4.1. Verbal Warning

On the first offence of a minor misconduct, the supervisor may issue a verbal warning to improve
the conduct of the staff. Such warning can be issued without consulting the PM or designate. A
note of such warning must be recorded with the signature of at least the supervisor (and
preferably also the employee concerned) and should state in brief the subject of the warning.
This documentation is to be recorded in the personnel file of the staff.

15.4.2. Warning Letter

Following the first instance of minor misconduct, if found guilty of a second offence, the staff
member will be issued a warning letter prepared by his or her supervisor in consultation with the
HHRA. This letter will describe the problem in detail with objective observations. A copy of this
Warning Letter will be placed in the staff's Personnel File.

15.4.3. Dismissal

If, after a Warning Letter has been issued, the misconduct is repeated, the staff member will be
dismissed. Refer to Section 13.4.

15.5. PROCEDURE TO DEAL WITH MAJOR MISCONDUCT

Staff shall be subject to the following investigation, on suspicion of major misconduct:

15.5.1. Inquiry

The suspicion will be reported immediately to the PM or SMT Member Secretary who will
commission the investigation committee. If sufficient grounds for an official inquiry are found, the
committee will recommend to the PM that such an official inquiry be initiated. Following this
recommendation, the PM may designate a person or persons to carry out the inquiry and
prepare a written report, or may take action to dismiss the staff. Furthermore, the PM may
request the staff to prepare a written explanation concerning the alleged offence(s).

15.5.2. Hearing by supervisor

On receipt of the inquiry report and the staff's explanation, the PM may hold a hearing of the
case. The following persons will be present at the hearing: the staff; the staff's supervisor(s),
HHRA and the PM or designate. Other persons may be asked to present evidence related to the
allegations. During the hearing process, the defendant will be provided with opportunities to
respond to the accusation.

15.5.3. Final Decision

The PM will write a letter to the staff with conclusions of the hearing, informing the staff member
about the decision regarding the action to be taken which may include one of the following

1. The staff may be issued a letter marked "Warning Letter". This Warning Letter can be
first or final depending upon the degree of offence and will be placed in the staff's
personal file in the HRD.
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2. The staff may be issued a notice of immediate dismissal from RAP 3.
In conjunction with either of the above, the staff may be required to settle the cost of
damages of properties or reimburse RAP 3 for any misappropriated funds.

15.5.4. Appeal by staff

On receipt of the inquiry report and the accused staff member's explanation, the staff has
authority to make an appeal. Thisissue will be dealt as per Section 14: Grievances (14.2- Stage
3) and shall hold a hearing of the case in the presence of both complainant and accused staff
member(s) and their supervisor(s). Other person(s) may be called to present evidence.

15.5.5. Documentation

It will be the responsibility of the SMT to keep proper documentation of all phases of an inquiry.
Confidentiality shall be maintained.
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ANNEX — A: ALLOWANCES SCHEDULE

Hardship / Additional Food Cost Allowance

Category District Hardship Food cost
allowance allowance
A Jhapa, Morang and Nepalgunj 15% 0
B Achham, Dadeldhura, Dailekh, Doti, 20% 0
Parbat, Sankuwshabha and
Sindhupalchowk
C Bajura, Jumla and Kalikot 25% NRs 3,000
D Humla and Mugu 30% NRs 3,000
E Kathmandu 0% 0
Field Accommodation Establishment Allowance
Position NRs
District Technical Professional (DTL, EO and SEDO, RE, ARE) 25,000
Graduate Engineer, SAME, IOW, SMO, STS, admin staff including drivers 15,000

Hotel in Districts Out Of Base Station and Hotel Outside The Base Station

Location Per days
allowance NRs
Metropolitan, sub-metropolitans and municipalities 2,000
District headquarters 2,000
Other locations with the district 1,000

Communication Allowances

Post Allowance-NRs
Team Leaders, DC, DTL 1,000
EO, SEDO, RE, ARE, OM, SMO 500
TMO LRN Engineering staff, audit team, department heads TMO 500
Interns, district based staff IOW, SAME, STS, SMO, messenger) 300
Drivers 350

Injury/ Death Insurance

Position Insurance-NRs
Central Technical Professional / District Technical Team (DTL, EO, 1,500,000
Graduate Engineer, SEDO,RE, ARE SAME,IOW,SMO, STS), Admin staff
of district and regional including drivers and Graduate Interns
Admin Professional staff TMO, TMO other admin staff including auxiliary 1,000,000

staff
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Annexure 1: RAP 3 Timesheet

Day Total
Location
Date 1 2 314 51| 6 7 9 (10| 11 | 12|13 (14|15 |16 |17 (18|19 (20|21 (22 | 23 24 25 [ 2627 (28 |29 |30 | 31
1Y
= Base 0
a]
x
5 Field 0
s
@ KTM Work 0
S
& [Travel to / from Base 0
©
S |sub-total 0
Q Weekend 0
@
3 Leave in Liu 0
o9
8 . ) ICompulsory 0
I3 Public Holiday
s Optional 0
ey
o
Sub-total 0
g
s IAnnual Leave 0
-
@ Sick 0
Q
© 0 .
9% |Compassion 0
Ei o
S Other 0
§ Sub-total 0
Month totall 0
Field Trips (W=within; O=outside assigned district)
Date From To Mode W/O Nights Earned in Liu days
Month No. of Days
Month/year Name Position
Leave in Liu "consumed"”
Base Signed IApprov ed Month No. of Days
Balance Days
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Annexure 2: Staff Monthly Plan (for district staff)

District:
For the Month of:
S.No. Name of Position Date

the staff

10| 11 (12 | 13 (14 |15 | 16 | 17 | 18 | 19 [ 20 | 21 | 22 | 23 | 24 | 25| 26 | 27 | 28 [ 29 | 30 | 31

1 DTL
2 EO
3 GE
4 OoM
5 SEDO

Page 3




Human Resources Manual

RAP 2

RURAL ACCESS
PROGRAMME 3

TMO
Name of the staff:
Month:
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Annexure 3: Code of Conduct

This code of conduct applies to all RAP3 employees and all staff engaged on RAP3 activities
through our delivery and implementation partners, including private sector and non-government
organisations.

Anti- Corruption:

RAP3 operates within the context of the UK’s Anti-Corruption and Bribery Act 2010. Compliance
with this anti-corruption code ensures compliance with this Act and current anti-corruption
legislation in Nepal.

We Will
V Act with impartiality and in the best interests of RAP3, DFID and the people of Nepal

V Advocate and adhere to local labour laws and core labour standards as outlined in the
ILO “Declaration on fundamental principles and rights at work” (1998)

V Adopt a zero tolerance approach to all forms of corruption

V Ensure compliance with all relevant UK, international and national anti-bribery and anti-
corruption legislation

V Engender a sense of trust and respect with all key stakeholders and implementation
partners

Perform all services with integrity and conduct ourselves with professionalism
Adhere to the principles of fair and transparent procurement and implementation

Apply due skill, care and diligence in performing our services

< < < <

Ensure all RAP3 staff and those engaged through our partner and implementation
organisations are provided with training materials on the RAP3 Anti-Corruption guidelines

V Ensure all staff understand and comply with the RAP3 procedures for anti-corruption,
including those for reporting potential or actually observed corrupt acts

V Cooperate fully with any legitimately constituted investigative body that inquiries into the
administration and management of RAP3

V Ensurethat the internal audit programme includes audits on compliance with RAP3 anti-
corruption procedures

We Will NOT

U Wilfully attempt, or otherwise sanction attempts, to influence any decision through
deliberate misrepresentation of information

U Carelessly or intentionally do anything to injure the reputation of a third party through
negative representation

U Become involved in any activity which will, or might, involve dishonesty or an act of
corruption

U Instruct or advise any person to act dishonestly or to knowingly commit an act of
corruption
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U Give or accept gifts, payments or other benefits (including exchange of favours) if the
intention is to improperly influence actions or decisions

U Attempt to have claims or payments approved in any way other than that defined in the
RAP3 manual or applicable procedures of relevant partners

U Dishonestly provide, conceal, or approve work, materials, equipment or services that do
not meet the requirements defined in relevant plans, standards or contracts.

Behaviour

The RAP3 team s a diverse group of people with different social and cultural backgrounds, age,
gender, religion, education and experience levels, etc. Different people have different
perceptions on whatis ‘normal’ behaviour — what is normal to one person may seem offensive or
unacceptable to others. This behaviour code tries to establish some basic guidelines to maintain
a sense of harmony within the team and ensure no-one feels discriminated against or harassed.

We Will

V Treat all members of the team with respect and fairness regardless of race, colour,
descent, national or ethnic origin, ethno-religious background, marital status, age, sex,
physical ability or appearance, sexual orientation.

V Respect people’s personal space and free time

V Tryto understand the behavioural norms and limits of acceptable behaviour of those we
work with on a day to day basis to ensure we do not inadvertently upset, offend or
intimidate them

V Reportany actual or suspected behaviour that may be considered unacceptable, whether
directed towards us or any other member of the team (including partners and
beneficiaries)

V Ensurethat any report that states or implies someone has not complied with this code is
investigated and appropriate action taken by senior management.

V Ensurethat any individual that identifies a behaviour that makes them feel discriminated
against, vulnerable or intimidated is listened to, without prejudice or judgement, in
confidence if requested, and is protected from any potential negative impacts that may
arise from reporting such a behaviour

We Will NOT

V Use aggressive, insulting, derogatory or inappropriately familiar language in spoken or
written communications

V Tease, ridicule, call people names or make someone the brunt of pranks or practical
jokes

V Use aggressive or abusive behaviour, including threats or actual violence or assault

V Come to the work place under the influence of behaviour affecting drugs, including
alcohol

V Engage in any form of bullying, harassment* or intimidation

V Engagein any form of unwelcome physical contact including that of an intimate, sexual or
threatening nature
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V Engage in malicious gossip or unfounded complaints

* Harassment can include:

. ver bal abuse or comments that put down or stereotype pe
of fend on the basis of stereotyped cuthaaspasters, letiess,teimails, « of f en
text messages, faxes, screen savers, websites) =+ offensive
communications e insults, taunting, name <calling, innuend
comments about an individual's personal l'ife <« wunwel come

activities that involve sexual, s e x i Bldanyerbal belaviosrtsucltobas ot her C
whistling, staring and leering ¢ uninvited sexual or physical cont act sucl
promises, propositions or threats in return for sexual f a
humiliating or intimidating =<« ldegriomgatand ocwatmems ;s ecabbdbefsir
|l anguage and racist behaviours; and ¢ mocking customs or c

The offensive behaviour does not have to take place a number of times: a single incident can constitute
harassment. What is important is how the behaviour affects the person it is directed against. Harassment can
occur even if the behaviour is not intended to offend. Staff should be aware that differing social and cultural
standards may mean that behaviour that is acceptable to some may be perceived as offensive by others. As a
guide, ask yourself: "would a reasonable person be intimidated, offended or humiliated by the
behaviour?"
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Annexure 4: Job Description — ......ceevvevernnnns (post)

Job Description

Duty Station:

Line Manager:

Liaise with:

Primary Responsibilities:

Grade

Minimum Qualification

Preferred Qualification

Experience, Training and
skills

Main Roles and Responsibilities

Additional Duties

Performance Assessment Criteria

Prepared by:

Date:
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Annexure 5: APPLICATION FORM

APPLICATION FOR THE POSITION OF:

PERSONAL INFROMATION
Name and surname

Date of birth (dd/mm/yy)
Gender

Nationality

Permanent address

Mailing addres

Email address

Telephone number (landline)

Mobile number

Are any of your relatives employed in RAP 3? If your answer is Yes, please provide the

following information.

Name Relationship

Current working location

A. QUALIFICATION

ONLY mentioned university or equivalent (in chronological order) of the educational
institutions you have attended and other specialized courses.

Qualification Name of college /
institution/university
and address

Title of degree
earned

Area of
specialization

Year
obtained
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B. RELEVANT TRAINING

Name of the training Conducted by (Agency/ Period (number Year
attended/course title Institution) and location of days/months)
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C. PROFESSIONAL EXPEREINCE

Starting with your current position, list in reverse order with every job you have had.

Post Title

Name of the
organisation and
address

Period (from-to) -
mm/yy

Major achievements

D. LANGUAGE

Languages — Start
with mother
tongue (Tick in the

Ability to read

Ability to write

Ability to speak

appropriate cell)

Excellent Good Basic

Excellent Good Basic

Excellent Good Basic

E. Summarisespecialjob-related experience/skills relevant to this position and explain
why you are appropriate for this position? - (Maximum 750 words)
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F. NAME OF REFERENCE
List two persons, who are familiar with your character, qualification and competence and
can be reached for your reference check.

Reference -1 Reference -2

Name

Position

Organisation and address

Telephone/mobile number

Email address

G. Date of availability:
H. Expected monthly gross salary (in NRs):

| certify that the statements made by me in answer to the above questions are true, complete and
correct to the best of my knowledge and belief. | understand that any misrepresentation or
material omission made in RAP 3 Application Form or other document requested by the
organisation render me liable to disqualification, termination or dismissal.

Name:

Signature:

Date:
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Annexure 6: Candidate Assessment Form

Preliminary Screening

Stage 1:
Preliminary Screening Date: Position:
No Criteria Applicant 1 | Applicant 2 | Applicant 3 | Applicant 4 | Applicant 5
As listed in the advert Insert Name Insert Name | Insert Name | Insert Name | Insert Name
A Documentation
0) Capability Statement
a) general qualifications
b) adequacy for post
C) personal experience
(i) Copies of Testimonials
(iii) Detailed CV
(iv) Current Salary
(V) Names of three referees
(vi) Postal address and day telephone contacts

Page 13
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B Person Specification
0) Post Graduate qualification
(i) Relevant Degree

a) registered engineer (if applicable)

b) eligible for registration (if applicable)

(iii) Equivalent Qualifications
(iv) Relevant Work Experience (years)
Stage 2:
Date: Position:
CV Evaluation (as example of LRN) Applicant No.: Assessor :
Weighting Grade
Criteriaas per the job description Max Points | Poor | Fair Good Very Good | Total
% 0-0.40 | 0.60 0.80 1.00
A | General Qualifications
Al | 1. Education and Experience in relation to Assignment
a) Education and training 7
b) Professional memberships
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c) Professional experience

d) Level of responsibility

e) Road sector experience

Subtotal for A

Adequacy for this Assignment

Bl

1. In service training record

B2

2. Organisations/firms served in relation to assignment and duration

a) Road administration/Govt/Consultancy (7, 8-9, >10 yrs)

10

b) Positions held in 2a) above

i) High level (<3, 4-6,>6 yrs) Manager

ii) Senior (<3, 4-6,>6 yrs) Senior Prof

B3

3. Nature of Work

a) Links with National Regional & International Research Organisations

b) Mainstreaming Research Data and Publications

c¢) Evaluation of Trials

d) Links to External Specialists and Experts

e) Scrutiny of consultant project designs and specifications

f) Development of standard designs

g) Evaluation of road pavement failures

h) Advising an Organisation on Technical Issues

i) Conducting Dissemination Workshops and Seminars

ol o o1 (o1 (O1 o1 o1 o1 (O

Subtotal for B

~
()]

GRAND TOTAL

100

0.00
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Stage 3: Aggregate CV Evaluation

Date:

Position:

Applicant No :

Assessor:

Criteriaas per the job description

ASSESSORS

MARKS

Max Points

1

2

AVERAGE

A

General Qualifications

Al

1. Education and Experience in relation to Assighment

a) Education and training

b) Professional memberships

c¢) Professional experience

d) Level of responsibility

e) Road sector experience

o (o |01 (W N

o |O |O |O |O

Subtotal for A

25

Adequacy for this Assignment

Bl

1. In service training record

B2

2. Organisations/firms served in Relation to Assignment and Duration

a) Road administration/Govt/Consultancy (7, 8-9, >10 yrs)

10

b) Positions held in 2a) above

i) High level (<3, 4-6,>6 yrs) Manager

ii) Senior (<3, 4-6,>6 yrs) Senior Prof

B3

3. Nature of Work

a) Links with National Regional & International Research Organisations

b) Mainstreaming Research Data and Publications
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c) Evaluation of Trials 5 0
d) Links to External Specialists and Experts 5 0
e) Scrutiny of consultant project designs and specifications 5 0
f) Development of standard designs 5 0
g) Evaluation of road pavement failures 5 0
h) Advising an Organisation on Technical Issues 5 0
i) Conducting Dissemination Workshops and Seminars 5 0
Subtotal for B 75
GRAND TOTAL 100
Stage 4. Interview Evaluation Date: Position:
Applicant No: Interviewer :
Criteria as per the job description Grade and Factor
Max Poor Fair | Good Very Total
Points Good
% 0-0.40 | 0.60 | 0.80 1.00
A| Pre Interview
a) Review & assessment of candidate capability 10
statement & CV
b) Start interview with any
guestions/clarifications arising from a)
Subtotal for A 10
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B| Interview - Ask four questions from the following plus supplementary guestions as needed.

challenges in making your team fully operational
and effective in the short to medium term?

1) What experience have you had in change 10 Have they been involved in
management and what were the lessons setting up a hnew
learned? organisation

2) What do you consider to be the major 10 What are the priorities for

your team

for money inthe maintenance and development
of the national road network?

3) What lessons from your experience can help 20 What do they know about
to ensure that your team operates best modern best practice

practice?

4) What ideas do you have for achieving value 10 What do they know about

value for money

5) What contribution can your team make to 10
improve the public image of the management of
the roads sector?

What ideas do they have
about improving the public
image of the Authority

6) How would you ensure that UNRA is seen to 10
maintain a high degree of responsiveness to
its customers' needs, as required by the
UNRA Act (2006)?

Ideas for getting public to
support the work of UNRA

7) How would you ensure that your workforce is 10
well motivated and feels valued?

Want to hear about team
work experience

Subtotal for B 80

C| Post interview - Evaluation of Managership Material

Assessment of personal characteristics

a) Demeanour - does applicant behave like a 2
Manager?
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b) Personality - does he/she have the 2
confidence to be a Manager?

c¢) Appearance - does he/she look like a 2
Manager?

d) Clarity of expression - does he/she 2

communicate well?

e) Charisma and leadership - would he/she 2
command respectin UNRA?

Subtotal for C 10

GRANDTOTAL 100
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Stage 4: Interview Evaluation Date: Position:

Applicant No : Interviewer :

Assessor Marks
Criteriaas per the job description Max Points | Assessor1l | Assessor?2 | Assessor3  AVERAGE
%
A | Pre Interview
a) Review & assessment of candidate capability statement & CV 10 0

b) Start interview with any questions/clarifications arising from a)

Subtotal for A 10
B | Interview - Ask four questions from the following plus
supplementary questions as needed
1) What experience have you had in change management and what were 10 0
the lessons learned?
2) What do you consider to be the major challenges in making your team 10 0

fully operational and effective in the short to medium term?

3) What lessons from your experience can help to ensure that your team 10 0
operates best modern practice?

4) What ideas do you have for achieving value for money in the 10 0
maintenance and development of the national road network?

5) What contribution can your team make to improve the public image of 10 0
the management of the roads sector?

6) How would you ensure that UNRA is seen to maintain a high degree of 10 0
responsiveness to its customers' needs, as required by the UNRA Act
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(2006)?
7) How would you ensure that your workforce is well motivated and feels 10
valued?

Subtotal for B 80

C | Post interview - Evaluation of Managership Material

Assessment of personal characteristics
a) Demeanour - does applicant behave like a Manager? 2 0
b) Personality - does he/she have the confidence to be a Manager? 2 0
c) Appearance - does he/she look like a Manager? 2 0
d) Clarity of expression - does he/she communicate well? 2 0
e) Charisma and leadership - would he/she command respect in UNRA? 2 0

Subtotal for C 10

GRAND TOTAL 100 0

D | Other Issues for consideration

a) Earliest date of assuming duties if selected

b) Anticipated minimum salary

c¢) Other basic terms and conditions of service
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Annexure 7: Individual Human Resource Information Form

A. Personal Information:

1. Name of the staff: Click here to enter text.
2 Sex: Male

3 Date of birth (dd-mm-yy) : 30/03/2016

4 Blood group:

5 Nepali Citizenship humber/District:

6 Permanent address:

7 Current address (if different with
' permanent address):

8. Telephone number (home):
9. Mobile number:
Email address
10. Official
Private

11. | Marital status (married/single)

B. Family details (husband, wife, son, daughter, mother, father, grandfather and
grandmother)

Name Relation Contract telephone/ mobile number
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C. Academic Qualification (chronological order)

Name of the course/degree Examination passed University/ College
year

D. Employment History (chronological order)

Name and address | Duration (from- | Place (name of the | RAP Phase (if = Position
of the employer to)-mm/dd/yy district) applicable)

E. Relevant Trainings

Name of the course Year Number of days Institution

F. Final designation for claiming Round Trips (place) applicable for districts only: Click here
to enter text.
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G. Other information:
1. | Registration with professional bodies (e.g. NEC, ICAN)
Name of the organisation:
Registration number:

Category (if applicable):

2. | Driving license number

Note: Please also provide a recent photo in JPG format and the following documents

Nepal Citizen Certificate

Qualification related certificate (highest level only)
Latest CV

Beneficiary Nomination Form

DSOow>
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Annexure 8: Leave Request Form

Name

From

Standard entitlement

Days carried over

Total entitlement

days
days
days

From

To

No. Of days Approved

Balance

Remarks

Optional Holidays: total ... days
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Annexure 9: Travel Planning Form

Name:

Destination:

Accompanied by:

Departure Date: Return Date:

Travel via:

Staying at:

Purpose of visit

Expected outcome

Duties in Kathmandu/District covered by:

Signed (Traveller):
Signed (PM/DPM/DTL):
Advance Taken:

Final Cost:

Air Fare:

Associatedtravel
costs:

Per Diem:
Hotel Cost:
Total:

Balance:

Signed (OM):

Received (Traveller):
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Annexure 10: Annual Appraisal Form

ANNUAL APPRAISAL FORM
RURAL ACCESS PROGRAMME 3
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PART A
PERSONNEL PERFORMANCE REVIEW MEETING

Self-Assessment

Name: ..o
Job Title: oo,

Location: ....ooveeiiii

Period under review: .........cooovviiiiiiiiiiiinnn... (0

Please note that your performance review interview has been arranged for:

Date: ..o, at................ with ... (name of the line-manager)

The purpose of this meeting with your supervisor is;

9 toreview your performance over the last year against the objective of your job, skills and
behaviour which are important for the job which you currently doing;

9 to consider the agreeing of new objectives/ targets/ work priorities for the coming year;
and

9 to identify ways in which your performance could be enhanced.
Arising from the discussion, any training and development needs you may should be identified.

This form is to help you prepare for a useful discussion during your interview for the appraisal.
You should complete the form and bring it with you for reference during the discussion with your
line-manager. It will not be placed on your file, unless you request it to be, but a separate record
for the discussion, which you can read and sign will be placed on your file.
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The objectives/priorities which were agreed between you and your supervisor at your last review
are attached.

1. How do you assess your own performance since your last appraisal (last year)? Briefly
describe your key achievements during this period.

2. What progress have you made towards meeting each of these objectives?

3. What factors, if any have affected the meeting of your objectives?

4. What do you regard as your own particular strengths and weakness?
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5. What areas of your work do you consider you should concentrate on over the next year?

6. Do you foresee anything which might hinder you in achieving these objectives and how
could it be overcome?

7. Are there any ways whereby you think your effectiveness could be enhanced? Is there
any training for the present job which you think could help you?
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PART B
STRICTLY PRIVATE AND CONFIDENTAIL

NamMe: .o

LOCatioN: ..

JOD Tl oo,

Date of previous appraisal: .........c.coooiiiiiii e

Number of years’ service with RAP: ... .

Date of appointment to present position: ...

Number of years on this position: .............oiiiiii

Performance review period: ..........ccoviiiiiiiiiiiiiias 10

LiNE MaNAGET: ..ttt

The purpose of this formis to review the job holder’s past performance, to agree new objectives/
work priorities for him/herself and to record ways to improve their performance. Prior to the
review you should remind yourself of the individual's Job Description and look back at previous
review record forms (if any) so that your attention is focused on the areas of work they have been
working on and the particular skills and behaviour necessary for their job.
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LOOKING BACK AT WHAT HAS THE JOB HOLDER BEEN DOING DURING THIS LAST
YEAR.

This is where you review the objectives/ work priorities which were agreed last year (if
applicable)

LAST YEAR'S OBJECTIVES/PRIORITIES COMMENTS ONACHIEVEMENT OF THESE
OBJECTIVES/ WORK PRIORITIES

Has it been satisfactory? If not, why not?
Was it a realistic target?
Has the individual had adequate support?

Is their work valued/ appreciated by the
community?
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CONDUCT

How has the behaviour at work been?

Any disciplinary action taken?

LOOKING FORWARD TO WHAT WILL THE JOB HOLDER BE DOING DURING THE NEXT

YEAR.

2 A. This section of the form should be used to record the areas of work which were agreed
during the interview as priority for the next year. They should be Specific — focusing on the
achievement of SMART goals;

|l

il
f
)l
1

Specific
Measurable
Achievable
Realistic
Time -bound

Does the Job Description need revision?

OBJECTIVES/WORK DATES (WHERE

PRIORITY APPROPRIATE)

COMMENTS
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LOOKING BACK AT HOW THE JOB HOLDEWR HAS CARRIED OUT THEIR JOB AND USED
THEIR SKILLS

3. List here the skills, knowledge and behaviour which are most important in this job. These may
come fromthe Job Description or other sources. Consider each carefully and then tick the level
of performance/ demonstration for each of these in discussion with the job holder.

Outstanding High Consistently Good Acceptable Needs
(0) (H) Good G) (A) Improvements
(CG) (NI
O H CG G A NI
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4. Strengths

Based on this assessment, what do you see as the job holder’s principal strengths?

5. Were any measures which were agreed last year to improve performance acted upon?

6. LOOKING FORWARD AT THE JOB HOLDER’S DEVELOPMENT NEEDS

Based on this assessment, what do you see as the job holders principal development needs?
How can these be meet? What skills/ knowledge does the job holder feel s/he lacks in order to
do their job?

7. Career Development
Refer here any career plans for within or outside the RAP, which were discussed.

8. What development action has it been agreed will be taken?
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9. Any other relevant information and general comments

Appraisee’s Comments

Appraiser’'s Comments

| declare that this is a true record of the Review Meeting held between myself and this reviewee
and have noted the comments that s/he has made about it.

Interviewed by: ...
(Printed name)

Signed: ... Date: ....cocvvviiiiiii,

JOD title: oo s

| declare this is a true record of the Review Meeting held between myself and the above reviewer
and | have noted the comments contained in it.

Signed by the Interviewee: ... Date: ..ooovvvviii,
Seen by the interviewer's Manager: ............c.cccoviiiiiiiinn, Date: ..oovviiiiiiiiie

(Please forward a copy of this complete and signed form to the Head of Human Resource and
Admin)
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Annexure 11: Performance Improvement Plan

Employee Name

Line Manager

Date
Outcome
Target Area Performance Expected Agreed Support Review date | Review notes | Dateto achieve
Concern standard of improvement expected
performance actions standard
Detail specific | Details specific Detail whatis Detail what Detail whathas | Next review Detail Expected
area where | dates and expected of the actions need to been agreedin | date improvement improvement/
performance example of employee in be taken to meet | terms of made and any outcome date
standards have | where the terms of their expected support future review
not been met standards have performancei.e. | standard of required to dates
not been met what does ‘good | performance achieve the
‘look like expected
standard of
performance
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Annexure 12: Beneficiary Nomination Form

EMPLOYEE NAME: POSITION:

LOCATION:

In the event of my death of incapacitation while serving with RAP 3, | hereby nominate the
following beneficiary to all benefits and monies due to me at the date of separation from RAP 3:

S.N. NAME OF BENEFICARY SEX ADDRESS RELATION To
Employee

Furthermore, | understand that it is solely my responsibility to inform the organisation in writing
should | wish to change the name of beneficiary nominee, and until that time this declaration
shall be the sole nomination of beneficiary respected by RAP 3.

Staff signature Date:

Verified by (DTL/PM)
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