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SECTION ONE:
1.1 ORGANIZATIONAL HISTORY

Community links and human empowerment initiative (CLHEI) is a non-political,
non-religious and non- governmental organisation founded in 2005 with the vision
to totally empower all groups to explore their inner resources, with an aim of
realising their full potentials holistically. The organisation is incorporated by

corporate affairs commission with registration number 41255.

1.2 OUR MISSION, VISION, CORE VALUES & MOTTO

Mission statement

e To work with the vulnerable towards advancing, exploring and maximizing
their ability and capabilities for sustainable self-reliance.

Vision Statement:

e A self-reliant society where individuals and groups explore their inner
resources, realizing their innate potentials for total well-being and a just
society.

Values:

o Timeliness: we are committed to being punctual with agreed timelines, and

prompt in responding to requests.

e Equality: we believe all human beings, notwithstanding status, ethnic,
religion, political affiliation, sex and orientation should be treated equally

with dignity and love.

Integrity: we remain upright, open, transparent and accountable in our

dealings internally and externally.

Excellence: we priotise excellent delivery of our work in responding to and

meeting the needs of the people we serve.

Motto: Planting Hope, changing lives



1.3 PURPOSE OF THE POLICY

This Policy aims to provide CLHEI with a useful guide which is standardized and
equitable for management of the personnel working for the Organization.
CLHED’s goal is to define working conditions that are recognized as impartial and
that encourage staff to demonstrate a sincere sense of interest and pride in the
Organization and its work program, and to use their best skill sets to fulfill the role
assigned to them. In this regard, this policy has a binding force on all board

members, staff and volunteers/Interns of CLHEL
1.4 HUMAN RESOURCE GUIDELINES.
Human Resources Policy and General Procedures

Introduction to the HR Policy and General Procedures; CLHEI considers its
members of staff to be its most important asset. The attitude taken by the personnel
working for CLHEL is fundamental to the organization achieving its mission. The
people who work for CLHEI are respected and valued, and appropriately received.
The effectiveness and success of CLHEI in achieving its mission is dependent on
the contribution of every staff member regardless of whether they are an
employee, a collaborator, an intern or a volunteer. For this reason, CLHEI has
been working for years to ensure that its Policies and procedures enable the full

application of international standards of efficiency and transparency in the

management of its human resources.

The policies and practices in the management of human resources summarize a

single set of guidelines that organically protect and promote human resources as

an integral and fundamental part of CLHEI’s Mission.

The Human Resources Policy and general procedures applies to all CLHEI board

members, staff, volunteers, and interns.



1.5 HUMAN RESOURCES STRATEGY

Human resources are an integral part of our operational and strategic plans. Our
human resources strategy, whether applied to expatriates or local staff, is at the
core of our organizational strategy; it is long term and encompasses all the
different components of the organization. Our policies guarantee the effectiveness
of our actions, the quality of life in the workplace and high ethical standards. The
well-being of our staff, understood as a condition for professional and personal

satisfaction, is an integral part of our human resources strategy.
1.6 STAFF POLICIES AND PRACTICES

Our human resources policies aim to be effective, coherent, fair, non-
discriminatory and transparent. Our policies guarantee effective actions, a good
quality of life in the workplace and strong ethical standards; they go above and
beyond simple compliance with the minimum legal and working requirements and
meet the expectations of both donors and beneficiaries. International labour

protection standards are both recognized and accepted.



SECTION 2 RECRUITMENT PROCESS

2.1 RECRUITMENT

CLHEI recognizes a robust and professional approach to recruitment and
selection. The Executive director is the head of employment team that employs /
recruits’ staff for the organization. The recruitment policy in CLHEI is based
purely on merit, qualification, and abilities which conforms to statutory regulation
and agreed best practices. CLHEI shall fill existing staff so promoted or replace

as the case may be to meet the requirement for the new position.

Community links and human empowerment initiative (CLHEI) shall make
advertisement for a vacant position only when the management is satisfied that
there is no suitable staff within the organization qualified for the position.
Volunteers shall be recruited and interviewed systematically the same way paid

staff are recruited.

2.2 RECRUITMENT PROCESS OF NEW EMPLOYEE

The process of recruiting new staff into (CLHEI) shall commence with the
placement of

e Internal advert within the organization

e External advert

2.3 VACANCY IDENTIFICATION

A vacancy can be identified after an employee has left/or will leave the job or new
tasks for the organization arise which require a new post. The need for filling such
vacancies can be discussed in the monthly management meetings. In such a
meeting of which minutes need to be taken, issues need to be discussed like
expectations of the post, recruitment planning, internal recruitment if applicable,
mode of vacancy announcement, type of contract etc. If the planned recruitment
procedure differs notably from the above described procedure this has to be

approved by the board of trustees of the organization before recruitment starts.



2.4 JOB EXPECTATIONS

All employees to be recruited by the organization will have explicit job
descriptions that form part of the employment contract whether permanent or
temporary contract. Job descriptions should make clear the tasks to be performed,
the level of responsibility of the job, the knowledge and the skill level required to
do the job productively. For most cases job descriptions are standard. In some
cases, job descriptions may be custom made, for instance if people will combine
two or more of the standard functions or if new functions are created for which no
standard job description exist. For all jobs at management level the job

descriptions must be approved by the Board of Trustees.

2.5INTERNAL RECRUITMENT

The organization shall undertake to advertise suitable vacancies internally, but
reserves the right to recruit externally only if it has valid reasons. Valid reasons
could for instance be that the existing employees can’t be missed in their

respective sections, or that they lack the required skills for the existing vacancy.

If the organization decides to advertise internally, it is done by an announcement
on office notice board to the employees. Brief details of the minimum
requirements for the application and the job are given. The employee who wishes
to be considered for the position will contact the Human Resource Officer and
submit his /her application. The HR is to inform the Head of the section in which
the employee at that moment works about the application. At the same time, it will

be used as an official application for the job.

If the Head of the section in which the employee at that moment works disapproves
the internal application, he will inform the HR Officer about his judgment
including the reasons. The Human Resource Officer will then send a disapproval
to the candidate unless he has strong reservations regarding the judgment of the

Section Head, in this last case he will ask the judgment of the Executive Director.



[f the relevant Section Head approves the internal application the employee shall

be interviewed for the position.

2.6 EXTERNAL RECRUITMENT

If the internal recruitment round has not yielded any positive results or if the
organization has decided to recruit externally only, the recruitment procedure

continues with an external vacancy announcement.

An external vacancy announcement should be done by cost-effective advertising,
for instance by using local announcement district notice boards, local radio
announcements etc. Sometimes the post is of such nature that the vacancy needs
to be advertised nationally in the national newspaper(s) or on national radio. Every

announcement should clearly indicate the application procedure and closing date.

The selected candidates will be invited to attend an interview. The Human

resource officer will send regret mails to all not selected candidates.

For vacancies at management level the selection of candidates is done by the
Executive director, the HR and at least one of the members of the Board of

Trustees. They will receive all filled-in application for the vacant post from the
HR officer.

2.7 INTERVIEWS

The function of an interview is to assess whether a candidate is sufficiently capable
for a vacant position. Motivation, judgment, qualifications and experience on the
job are part of the issues to be considered. Interview can be written test, oral
interview or both. The
interview panel for vacancies below management level shall comprise of the ED,
Human resource Officer, the relevant Section Head. The relevant Section Head
will chair the interviewing panel. The members of this panel will decide on the

procedure to use in conducting the interviews and recommend the suitable

candidate after 1 or 2 rounds.



The panel for management level positions shall comprise of the Executive director,
the HR Officer and at least one of the members of the Board of Trustees. For
positions on management level one or two interview rounds are held. If a post is
very specialized an expert can be asked to join the interviewing panel

After each round of interviews all candidates are discussed and the decision is
taken by vote among the interview panel members. Successful applicants will
receive a job offer including an invitation to discuss the terms and conditions of
employment.

SECOND ROUND OF INTERVIEWS

If during the first round of interviews no definite selection was made, a second
round of interviews with a limited number of the candidates will be held. A second
round of interviews is always required in case the vacant post is at management
level, requiring a more in-depth assessment of the candidates. If no suitable
candidate is found after two interview rounds the recruitment process starts again.

2.8 APPOINTMENT PROCEDURE.

After final selection of a candidate, the HR Officer will prepare and sign a job
offer letter. The job offer letter will clarify the requirements for accepting the job
and reporting on duty. The candidate will have to react to the job offer letter within

two weeks or as agreed by both parties.

2.9 STARTING ON THE JOB

On the first working day the targets for the probation period are discussed with the
probationer by the HR. This includes a clear explanation about what is expected
of the employee. The probationer is introduced to the organization. He/she will

receive from the HR Officer the employee handbook.

For each probationer a supervisor is appointed. Usually this is someone with ample
experience in the organization, capable to supervise the probationer and train
him/her into the relevant tasks he/she will have to fulfil. In most cases the

supervisor will be the person placed one place above the probationer’s position in

the organization hierarchy, but this is not necessarily so.



The supervisor is appointed by the HR Officer in conjunction with the relevant

Section Head and if required with the ED.

2.10 PROBATION PERIOD

The goal of a probation period is:
a) To test the ability of the probationer to perform well on the job
b) To test the suitability of the probationer’s character to fit into the organization

Beside training and supporting the probationer, the probationer’s supervisor also
monitors the probationer during the probation period and fills in the Probation

Monitoring Form on a monthly basis.

The first month of probation is meant to familiarize the probationer with the
organization and also to help him/her to settle down and understand the

organization’s operations.

After one month the supervisor and the probationer assess together whether the
work progresses well and where improvements are needed. The supervisor reports
about the outcome of this assessment in the Probation Monitoring Form of the
probationer and discusses the results with the HR Officer, the relevant Section
Head, and the Executive director. If the first month was unsuccessful and there are
no positive prospects for performance to be improved, at this stage the probationer
can be dismissed after approval by the HR Officer and the ED. Other possibilities
are to demote the person to his/her former position in case of an internal

probationer, to transfer the person to another position, or to continue the probation

period in the current position.

If it is decided to continue the probation period, a panel consisting of the ED, HR
Officer, the relevant Section Head, evaluates the performance of the probationer
four months after. During the evaluation the Probation Monitoring Form and the
observations of the panel members are used as a basis for the recommendation of

the panel to confirm the employment of the probationer, to extend the probation
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period, to dismiss the probationer, or to transfer him/her to another position in the
organization either his/her former position in case of an internal probationer or to
another position. After approval by the ED the recommendation becomes a
decision of the organization. The decision is notified to the probationer during a

probation evaluation meeting.

In case it concerns a position at management level always a member of the Board
of Trustees should be part of the evaluation panel. In such case any
recommendation of the panel should be approved by the Board of Trustees to

become a decision of the organization.

2.11 NOTICE OF TERMINATION OF CONTRACT OR RESIGNATION

Written notice to terminate employment, by the organization to the employee or

by employee to the organization must be done as follows:

¢ During probation: 7 days in advance
o Employees up to one year employed: 14 days in advance.

e Employees longer than 1 year employed: 30 days in advance.

The organization may revoke these conditions on the basis of:

1. Provisions within disciplinary procedures. Inmediate dismissal can be given
in case of insubordination, absenteeism, lack of performance, lack of co-
operation and theft.

2. The employee has been certified permanently unable to work by a medical
practitioner.

3. The employee has been imprisoned or convicted of an offense.

2.12 RE-EMPLOYMENT

Former employees who have left the organization whether being under
casual/temporary or permanent employment by resignation of their own accord or
who have had their employment terminated for any reason connected with their
performance or conduct will in principle not be re-employed. However, the ED

may use his/her discretion to modify this policy where he/she considers that it may
9



be of mutual benefit to the individual and the organization. The general exception
to this rule will be where an employee has left the organization as a result of
redundancy in which case the ED will not need to be sought for re-employment.
However, for this case of re-employment, the person would have to apply through

the formal application procedures during recruitment round.
SECTION 3: JOB DESCRIPTIONS

3.1 EXECUTIVE DIRECTOR.

In an NGO, the executive director is crucial in terms of leadership and
management and holds many responsibilities that are essenti al in maintaining the
sustainability of the organization. It is important that the executive director
possess strong overall knowledge and personal skills in many different areas in

order to be a successful and efficient leader.

RESPONSIBILITIES OF THE EXECUTIVE DIRECTOR.

Create a vision

e First and foremost, a successful executive director must create a clear vision
that is shared with others in order to provide unity within an organization.

e He/she should be able to anticipate where the organization is going and what
opportunities lie ahead. It is helpful to envision a goal and what the
organization needs to do in order to be proactive and attain that goal.

e The executive director must be deeply committed to the mission and the
context in which it operates. This is highly significant in guarding against
“mission drift”—when an organization begins to stray and get distracted

from its crucial programs and activities by partaking in activities that do not

directly fulfill its purpose.

Lead and manage
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e This part of the job includes outlining all the tasks that need to be fulfilled
in the organization and referring back to the vision in order to help complete
the tasks. It is important for the executive director to think about:

What tasks are being fulfilled now?
What tasks are not being fulfilled that need to be?
What new activities and tasks need to be redefined and changed.

e The role of executive director also entails hiring and managing the rest of
the staff (This excludes the board of directors who are above the executive
director and are responsible for hiring him/her).

e The Executive director should make sure that programs are being efficiently
run and that the staff is fulfilling their responsibilities, whether in teams or
individually. One way to ensure this is to prepare an organizational chart
that institutes lines of authority. This provides the executive director with
an understanding of to whom his/her employees should report when they
have fulfilled a task, or to whom they should talk to when they are having
problems with a person or responsibility, or whom to hold accountable for
failed responsibilities.

e He/she should motivate employees by being inspiring and remaining
optimistic even when challenges are being faced.

e Encouraging good performance and values.

e Allocating resources and supplies to the staff in order to make sure they
have the equipment to complete their responsibilities to the highest
potential.

e Making sure that programs and activities are being laid out efficiently and
as effectively as possible. Ensure that the activities implemented are of
good quality and relevant to the mission and vision of the organization.

e Advocating and embracing change

Being a leader by setting high standards and living by these standards,
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mentoring and instilling hope in coworkers and followers, and making hard
decisions and critical choices.

Engage the Community

e Engaging the external community is a core responsibility for an executive
director because it is crucial in building essential relationships for the NGO.
The director should be invested in building relationships with both the
outside community and with the population that the NGO is targeting.
Promoting awareness of the organization to the outside community is
essential in recruiting donors and volunteers in order to help assist the
organization. Furthermore, the population that the NGO intends to aid must
feel genuinely supported and connected with the people, vision, and mission
of the organization.

Manage Financial/Fundraising Affairs

While there will most likely be a comptroller or financial bookkeeper in the NGO,
the executive director is still responsible for making daily and monthly financial
decisions. He/she does not need to have all the skills that a book keeper would
have, but it is important to basically understand finances and accounting. It is also
crucial to understand how to manage finances and generate financial statements in
order to recognize what kind of financial situation the NGO is in. Basic financial
analysis is also beneficial in terms of monitoring cash flow and understanding

financial trends. The executive director should ensure that:

e Fundraising programs are carried out with high ethical standards.

e There are clear policies in regard to fundraising activities.

e Funds are being accepted and used responsibly through communication
with individual contributors and contributing organizations.

e He/she should identify fundraising strategies that benefit and complement

the mission and vision of the NGO.

e Donors are kept happy and are regularly informed about the organization.
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Support the Board of Directors

While the board of an NGO is essentially responsible for organizing itself, it
cannot effectively fulfil its job without information, help, and support from the
executive director. It is essential for the executive director to have a good
relationship with an NGO’s board members by supporting their operations and

administration. The following are responsibilities that the executive director has
to the board:

e Maintaining structure by sending out notices, providing agenda, and

coordinating meetings.

e Respecting them and facilitating discussion on important topics relevant to
meetings and structure of an NGO.

e Keeping them informed of decisions and changes.

e Making sure he/she is not dominating the board; letting the board do their
job effectively without too much intervention. An NGO cannot run
effectively and successfully without the role that the board of directors

plays and it is important that the executive director is aware and respectful

of this.
3.2 SENIOR PROGRAMME MANAGER

The Program manager oversees the coordination and administration of all aspects
of an ongoing program including planning, organizing, staffing, leading, and

controlling program activities.
PRIMARY DUTIES AND RESPONSIBILITIES

The Program Manager performs a wide range of duties including some or all of

the following:
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Plan the program

. Plan the delivery of the overall program and its activities in accordance with
the mission and the goals of the organization

« Develop new initiatives to support the strategic direction of the organization

. Develop and implement long-term goals and objectives to achieve the
successful outcome of programs.

« Develop an annual budget and operating plan to support the program

« Develop a program evaluation framework to assess the strengths of the
program and to identify areas for improvement.

« Develop funding proposals for the program to ensure the continuous

delivery of services.
Organize the program

« Ensure that program activities operate within the policies and procedures of

the organization

« Ensure that program activities comply with all relevant legislation and

professional standards
« Develop forms and records to document program activities
« Oversee the collection and maintenance of records on the clients of the

program for statistical purposes according to the confidentiality/privacy

policy of the organization

Staff the program

« In consultation with the Executive Director, recruit, interview and select

well-qualified program staff

« Implement the human resources policies, procedures and practices of the

organization

. Ensure that personnel files for the program are properly maintained and kept

confidential
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. Establish and implement a performance management process for all
program staff
« Engage volunteers for appropriate program activities using established

volunteer management practices.

Lead the program

. Ensure all staff members receive orientation and appropriate training in
accordance with organizational standards

« Supervise program staff by providing direction, input and feedback

. Communicate with clients and other stakeholders to gain community
support for the program and to solicit input to improve the program

. Liaise with other managers to ensure the effective and efficient program
delivery

. Coordinate the delivery of services among different program activities to

increase effectiveness and efficiency.
Control the program

. Write reports on the program for management and for funders

. Communicate with funders as outlined in funding agreements

« Ensure that the program operate within the approved budget

« Monitor and approve all budgeted program expenditures

. Monitor cash flow projections and report actual cash flow and variance to
the Executive Director on a regular basis (monthly/bimonthly)

. Manage all project funds according to established accounting policies and
procedures

. Ensure that all financial records for the program are up to date

. Ensure financial reports and supporting documentation for funders are

prepared as outlined in funding agreements
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« Provide required information to have invoices generated and submitted to
funders according to the established timelines

. Identify and evaluate the risks associated with program activities and take
appropriate action to control the risks

. Monitor the program activities on a regular basis and conduct an annual
evaluation according to the program evaluation framework

. Report evaluation findings to the Executive Director and recommend
changes to enhance the program, as appropriate

. Must have Knowledge of program management, Knowledge of client
groups and/or issues related to the program area.

« Shall perform any other duty as assigned by management of CLHEI
Qualifications

. University degree in a related subject
Knowledge, skills and abilities
He must be Proficient in the use of computers for:

« Word processing

« Simple accounting
« Databases

« Spreadsheets

o E-mail

o Internet

Personal characteristics

The Program Manager should demonstrate competence in some or all of the

following:
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Behave Ethically: Understand ethical behaviour and best business practices,
and ensure that own behaviour and the behaviour of others is consistent with
these standards and aligns with the values of the organization

Build Relationships: Establish and maintain positive working relationships
with others, both internally and externally, to achieve the goals of the
organization.

Communicate Effectively: Speak, listen and write in a clear, thorough and
timely manner using appropriate and effective communication tools and
techniques.

Creativity/Innovation: Develop new and unique ways to improve operations
of the organization and to create new opportunities.

Focus on Client Needs: Anticipate, understand, and respond to the needs of
internal and external clients to meet or exceed their expectations within the
organizational parameters.

Foster Teamwork: Work cooperatively and effectively with others to set
goals, resolve problems, and make decisions that enhance organizational
effectiveness.

Lead: Positively influence others to achieve results that are in the best
interest of the organization.

Make Decisions: Assess situations to determine the importance, urgency
and risks, and make clear decisions which are timely and in the best interests
of the organization.

Organize: Set priorities, develop a work schedule, monitor progress towards
goals, and track details, data, information and activities.

Plan: Determine strategies to move the organization forward, set goals,
create and implement actions plans, and evaluate the process and results.
Solve Problems: Assess problem situations to identify causes, gather and

process relevant information, generate possible solutions, and make

recommendations and/or resolve the problem.
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3.3 HUMAN RESOURCE MANAGER

Human resource management is the function performed in an organization that
facilitates the most effective use of employees to achieve organizational and

individual goals.

HR creates value by engaging in activities that produce the employee behaviors
the company needs to achieve its strategic goals. An effective non-profit manager
must try to get more out of the people he or she has. The yield from the human
resource really determines the organization's performance. And that's decided by
the basic people decisions, whom we hire and whom we fire; where we place
people, and whom we promote. The quality of these human decisions largely
determines whether the organization is being run seriously, whether its mission,
its values, and its objectives are real and meaningful to people rather than just

public relations and rhetoric.
The main responsibility of a Human Resource Manager includes:

. Assessing personnel needs

« Recruiting personnel

. Screening personnel

« Selecting and hiring personnel

« Orienting new employees to the organization

« Deciding compensation issues

Assessing organization needs
« Fill positions with people who are willing and able to take on the job.
. Providing accurate and realistic job and skill specifications for each position
helps ensure that it will be filled by someone capable of handling the
responsibilities associated with that position.

. communicating job expectations to employees.
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"The process of selecting a competent person for each position is best
accomplished through a systematic definition of the requirements for each job,
including the skills, knowledge and other qualifications that employees must

possess to perform each task.

To guarantee that personnel needs are adequately specified, he should

1) Conduct a job analysis.
2) Develop a written job description.
3) Prepare a job specification.

Recruiting, screening, and selecting organization work force

Recruiting
For many nonprofit organizations, publicizing its very existence is the most
important step that it can take in its efforts to recruit staff and volunteers alike.
This is especially true if one wishes to encourage volunteers to become involved.
Volunteers are the life-blood of countless nonprofit organizations, for they attend
to the basic tasks that need performing, from paperwork to transportation of goods
and/or services to maintenance. Volunteers supply valuable human resources

which, when properly engaged, can worth much in conserved personnel costs to

even the smallest organizations.

SCREENING AND SELECTION

The interviewing process is another essential component of successful staffing for
nonprofit groups. This holds true for volunteers as well as for officers, directors,
and paid staff. Volunteers should be recruited and interviewed systematically the
same way you would recruit paid staff. An orderly and professional approach to
volunteer management will pay off handsomely for your organization. What you
do in the recruitment phase of your work will set the standard for volunteer

performance. If you are disciplined and well organized, you will often attract more
qualified volunteers.
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The HR should do the following when engaged in the process of staffing,

screening and selection:

« Recognize that all personnel whether they are heading up your
organization's annual fundraising drive or lending a hand for a few hours
every other Saturday, have an impact on the group's performance. Certainly,
some positions are more important than others but countless nonprofit
managers can attest to the fact that an under-performing, unethical, or
unpleasant individual can have an enormously negative impact on
organization morale and/or organization reputation in the community. This
can be true of the occasional volunteer as well as the full-time staff member.

. Use an application form that covers all pertinent areas of the applicant's
background.

. Ensure that your screening process provides information about an
individual's skills, attitudes, and knowledge.

. Try to determine if the applicant or would-be volunteer is interested in the
organization for legitimate reasons (professional development and/or
advancement, genuine interest in your group's mission) or primarily for
reasons that may not advance your organization's cause (loneliness,
corporate burnout, etc.).

. Objectively evaluate prospective employees and volunteers based on
criteria established in the organization's job specifications.

. Be realistic in putting together your volunteer work force. "Managers cause
most of the problems with volunteers by making unreasonable assumptions
about their intentions and capabilities," wrote Kennedy. An organization
that sets the bar too high in its expectations of volunteers (in terms of
services provided, hours volunteered, etc.) may find itself with a severe
shortage of this potentially valuable resource.

« Recognizing that would-be volunteers and employees bring both assets and

negative attributes to your organization, you should be flexible in
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