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	[bookmark: _Toc513223257]Section 1:  About the Organization



RUPAYAAN is committed to provide a better and safe work environment, where everyone treated with dignity and respect. RUPAYAAN believes in equal opportunities policy, where there is no space for discrimination on any ground. It believes in the policy of staff development through training and skill development so that everyone is learning for her professional and personal development. Person belonging to socially vulnerable categories would be given space to work for their community. It pledges to provide a non-discriminatory environment for all its staff members, volunteers, interns, visitors, supporters and members of the community for whom it is working.  

Vision:
A just society where everyone irrespective of their background enjoys their fullest rights and living with dignity

Mission:
To work with the most vulnerable and excluded communities including Dalit, Tribal, Women, Children, Urban Poor, Elderly and Destitute with an integrated approach to achieve immediate and lasting change in their lives. 
Core Values:
· Transparency
· Accountability
· Non Violence 
· Gender Equity
· Integrity
· Collaboration
· Participatory Action and Decision Making






______________________________________






	[bookmark: _Toc513223258]Section 2:  Employment



[bookmark: _Toc513223259]2.1. Orientation Process

A. PHILOSOPHY
Orientation shapes the employee's attitudes toward, the job and co-workers.  By systematically providing new employees with information about and their jobs, we also provide the basis for their knowledge, commitment and engagement.

B. POLICY
Within the first three months of employment, each new employee will participate in an orientation program organised to meet four basic objectives:
I. To acquaint new employees with the culture and value of RUPAYAAN;
II. To acquaint new employees with necessary guidelines;
III. To acquaint new employees with specific job requirements; and
IV. To acquaint new employees with co-workers and the physical layout of the organisation.

C. PROCEDURE
The orientation program has two key aspects, (1) wide orientation and (2) sector or unit-specific orientation.  The program is implemented in the following four steps:
I. Orientation with the employee’s direct supervisor.
II. A meeting with the Office of Human Resources to complete paperwork and obtain initial information.
III. Match new employee with a current employee companion.
IV. A centralized program conducted by the Office of Human Resources to address policies and procedures.

[bookmark: _Toc513223260]2.2. The Introductory / probation Period

A. POLICY
I. Employees who are newly hired, transferred or rehired are considered to be in an introductory period for the first 90 days in their position.  Use of an introductory period in no way alters the at-will employment relationship between and each employee, whereby either party may terminate the employment relationship at any time, with or without cause and with or without notice.
II. During the introductory period, the employee learns the job duties and functions, and their supervisor determines whether or not the employee can effectively perform the assigned job duties.

III. Upon completion of the introductory period, the employee may be placed in continuing status.  A supervisor in consultation with the Office of Human Resources may extend the introductory period for no more than 60 days.  Successful completion of the introductory period will not result in salary increase or promotion.

[bookmark: _Toc513223261]2.3. Equal Employment Opportunity

A. POLICY
I. RUPAYAAN is committed to providing equal employment opportunity for all employees and applicants in compliance with applicable law.  No personnel decisions concerning any term or condition of employment shall be unlawfully based upon race, color, religion, sex, national origin, age, marital status, veteran status, disability and any other protected class protected by law.

If an employee believes that an incident of discrimination with the categories mentioned above has occurred, the employee should contact the Office of Human Resources within two weeks from the date of notice.

[bookmark: _Toc513223262]2.4. Employment of Relatives

A.  POLICY
I. Applicants for open positions will be evaluated solely on the basis of their qualifications.  However, in order to eliminate situations of real or perceived favoritism, will exercise careful judgment in the hiring and placement of relatives by blood or marriage.
II. As such, prohibits the employment of relatives in continuing positions where they would supervise or be subject to the supervision of a relative, direct or control the work of the other, or have any review or sign-off relationship with the other.  The manager of Human Resources will review the hiring and placement of relatives on a case-by-case basis.  Any exceptions must be approved by the chief of the organization.
III. Two employees in a reporting relationship who become related while working for may not continue the reporting relationship.  In such instances, when possible, will attempt to find a suitable transfer opportunity for the parties involved.  When a transfer opportunity is possible, the related individuals will have 30 days to decide who will transfer.  If the related parties cannot decide who will transfer, reserves the right to decide which party will transfer if requested by.  In the event that a transfer opportunity is not available, one party must either go on an unpaid leave of absence, or resign.  In such case, the parties involved will have 60 days to decide who will either go on unpaid leave or resign.
IV. In cases where there is no reporting relationship, but relatives working together create conflict or other disruption to normal operations, reserves the right to reassign or transfer such employees as it deems necessary. In cases where such disruptions exist and there are no transfer/reassignment opportunities, the employees will be given 30 days to demonstrate that they can work together without disruption.  Related employees who cannot work together without conflict or disruption are subject to disciplinary action, up to and including termination of employment.
V. It is allowed for both husband and wife to work together without violation of RUPAYAAN’s working culture but they need to get prior permission from the chief functionary of the organization within 30 number working days, failing which it will be considered as either husband or wife will continue. In respect to this; both husband and wife should deposit a signed written application along with two witnesses regarding the continuity of any one person.          
                                           
B.  DEFINITION
For purposes of this policy, "immediate family member" is defined as: spouse, parents, children, brothers, sisters, in-laws, or any person related by blood or marriage and/or residing in the employee's household.  

[bookmark: _Toc513223263]2.5. Job Posting and Selection

A. POLICY
I. RUPAYAAN strives to maintain a self-nomination and position posting system whereby open positions are advertised both internally and externally to meet the talent needs of the Organization.  RUPAYAAN reserves the right to mandate selection decisions that are in the best interest of the Organisation.
II. Vacant positions will typically be posted for a minimum of 90 days.
a. Selection will be based on applicant’s qualifications, skills and abilities. Selection Procedure: Written will be based on relevant fields (The questions will focus on objective, subjective, mental ability and fundamental English followed by group discussion and panel interview) 
b. A Position Action Form, Position Recruitment Form, and New Hire Funding Form (when applicable) are completed and must be signed by the appropriate individuals and returned to the Office of Human Resources.
c. A Human Resources representative is available to consult with search committees regarding best practices and the hiring process.
III. The search committee develops a résumé review form, interview questions and interview review form.
a. The Office of Human Resources posts the position and collects all application materials.
b. Application materials are given to the search committee which utilizes the résumé review form to select candidates for interview.
c. The search committee chair recommends candidates to the Office of Human Resources, which will then decide whether to make a verbal offer.  If the position is an hourly / some day’s position, approval is granted by the Office of Human Resources and a verbal offer is made by the Office of Human Resources.  If the position is salaried, approval is granted by the chief of the organization or immediate subordinate of chief functionary.  

IV. Applicants who are not selected will be notified by the Office of Human Resources and also intimate to the candidates.

[bookmark: _Toc513223264]2.6. Job Descriptions

A.  POLICY
I. Each authorized and approved position should have a job description. The recommended practice is for job descriptions to be reviewed and revised annually as part of the performance review process to ensure they are accurate.

B.  PROCEDURE
II. Job description information will include: title; department; immediate supervisor and position title; a summary statement and/or essential functions; and qualifications required for the job.  The Department of Human Resources will review the job description for clarity and content. A copy of the job description should be maintained by department of Human Resources.

[bookmark: _Toc513223265]2.7. Position Classification

The organization also maintains a system of job classifications for non-exempt (hourly) employees and may be obtained in the Department of Human Resources.

A. EMPLOYMENT CLASSIFICATIONS
a) Exempt (salaried) occupations are those which includes; executive, administrative and professionals.  Salaried employees are paid base salary as per the responsibilities which are assigned to them; they are not paid an hourly rate or overtime pay.

b) Non-Exempts (hourly) are generally those positions which are not executive, administrative and professional oriented.  Non-exempt employees are paid on an hourly / days/ monthly basis, including overtime pay (If applicable; will be decided by the chief functionary of the organization by proper coordination with the concern departments personnel).

c) Full-time continuing employees are those employees who work a regular schedule of at least 40 hours each week.  Full-time continuing employees are eligible for all benefits.

d) Part-time continuing employees are defined as those employees who work less than 40 hours per week.  Part-time employees are eligible for certain benefits depending on circumstances. These category employees will not demand to access similar benefits as like as salaried employees.

e) Temporary employees are employees hired into non-continuing positions for a specified period of time and are not under benefit eligible except honorarium.

[bookmark: _Toc513223266]2.8. Position Reclassification

A.  POLICY
I. To the extent feasible, all new positions at RUPAYAAN will be reviewed by the Office of Human Resources and will be placed into salary schedules as appropriate.
II. RUPAYAAN acknowledges that position responsibilities may change so dramatically that the position should be reviewed for possible reclassification.
III. Reclassification review will take place on an as-needed or as-requested basis during reorganization, or when a vacant position is posted.

B.  PROCEDURE
a) New Position
I. When a new position is approved, the supervisor will complete a job description and submit it to the Department of Human Resources.
II. The Department of Human Resources will evaluate the position and determine if it is exempt or non-exempt.  Positions determined to be non-exempt will be classified according to the level of expertise, problem solving and accountability required. The Department of Human Resources will notify the supervisor of the determined classification level.
b) Reclassification
I. At any time of the year, if a supervisor and employee determine there have been significant changes to a position’s responsibilities, they may elect to request the position be reviewed for possible reclassification.
II. The supervisor should submit to the Department of Human Resources the old job description, the new job description and a cover memorandum stating how the position responsibilities have changed including, identifying the significant changes in responsibilities and why the changes necessitate a reclassification.
III. The department of Human Resources will then follow the same classification process as it does for new positions.  The Department of Human Resources will then notify to Chief functionary of the organization for final decision.

[bookmark: _Toc513223267]2.8. Hours of Work

A. PHILOSOPHY
Work schedules are arranged by departmental supervisors to accommodate the work that needs to be done. The organization encourages the evaluation of flexible work arrangements as one approach to supporting staff and their work-life effectiveness, to improving morale and to recruiting and retaining a high-quality workforce.


B. POLICY
RUPAYAAN shall establish the standard workday, workweek, and starting and quitting times for employees on each shift, in each department, in consideration of current and anticipated workload and other relevant factors.
Flexible work schedule options may be adopted to include; Flex Time, Compressed Work Week, Part-time Employment.

C. PROCEDURE
I. The coordinator shall establish daily work schedules and for certain departments this may include evening hours, night hours, and weekends. No established schedule shall be constructed as a guarantee of work hours or as a restriction of RUPAYAAN’s right to restructure the workday or workweek.
II. An employee interested in an alternative/flexible work option should discuss specifics with their supervisor.
III. Coordinator should attempt to make scheduling changes in a fair and equitable manner.  They should also make every effort to develop work schedules that fairly balance the distribution of necessary weekend or holiday work among employees.
IV. Depending on departmental needs, the workday may exceed or be less than the normal working hours.
V. In a 24-hour, 7-day a week operation, employees may be required to work weekends or partial weekends on a scheduled basis. Coordinators are responsible for departmental weekend schedule structure.
VI. Coordinators will approve or deny employee work schedules.

[bookmark: _Toc513223268]2.9. Reporting Changes in Personal Contact Information

A.  PHILOSOPHY
For the protection of both employees and RUPAYAAN, employee personnel records must be confidentially maintained and kept current.  Changes affecting such records will be posted in the files promptly.

B.  POLICY
It is each employee's responsibility to report any change of personal information. An employee's failure to report changes in personal contact information may prevent that employee from obtaining or maintaining valuable employee benefits and/or services.  Notification shall be made, by the employee, in writing, to the Department of Human Resources.  

C.  DEFINITIONS
In case of changing in personal contact information, it shall include; Name change, Address change, Phone number change, marital status change.
D. PROCEDURE
Employees shall normally report personal contact information changes to the Department of Human Resources within three 7 days of such change.
Employees requesting access to their personnel record should refer to Policy.

[bookmark: _Toc513223269]2.10. Recording Time Worked

A. PHILOSOPHY
RUPAYAAN uses time records for keeping track of time worked in order to comply with state wage-hour laws, to document employee working hours, to account for the use of paid leave and to permit sound business decisions regarding staffing and organizational structure.

B. POLICY
Hourly employees are required to record all hours worked for RUPAYAAN. Time clocks, timesheets, and other types of records may be used by RUPAYAAN to document the hours worked by employees so wages can be determined. Failure to adhere to the reporting procedures adopted by RUPAYAAN may result in disciplinary action and loss of pay for the hours of work cannot verify.

C. PROCEDURE
I. All hours worked by hourly employees must be recorded and reviewed by a coordinator prior to payroll completion. As part of the orientation process, employees will become familiar with the type of time record used for their position.
II. Employees in departments using time clocks are responsible to clock in when they start work and clock out when they stop work.  An employee who clocks in or out for another employee shall be subject to discipline.
III. Failing to report time worked, misrepresenting time worked, altering any time record, or allowing any time record to be altered by others may result in discipline up to and including termination or discharge.
IV. If an employee fails to clock in or out as required, they should notify their coordinator as soon as possible.





______________________________________




	[bookmark: _Toc513223270]Section 3:  Employment Ethics / Values



3.1. [bookmark: _Toc513223271]Conflict of Interest

A.  PHILOSOPHY
This policy is to protect RUPAYAAN. The broad objective of the organization is to enter into a transaction by ensuring that such transactions will not be adversely affected by any conflicting interest of the organization employee.

B.  POLICY
Organization employees must:
· Carry out their responsibilities to the organization with loyalty and in the best interest of the organization;
· Conduct their personal matter so as to avoid actual, potential or apparent conflict between self-interest and the interests of the organization. 
· Disclose to the organization; if any actual, potential or apparent conflicting of interests.

C.  PROCEDURE
Organization employees must:
· Timely disclose to her or his supervisor the nature and extent of any actual, potential or apparent conflicts of interest as they arise.
· From the date of joining the employee must have to submit their signed agreement of conflict of interest to the organization within seven days of joining.    

D.  DEFINITIONS
a)	Conflict of Interest
A conflict of interest exists when an employee’s commitments or obligations to the organization may be compromised by the employee’s other interests or commitments.  Although not all conflicting interests are impermissible, those involving self-gain by the employee or the employee’s family may serve to compromise the employee’s obligation to the organisation.  An actual or apparent conflict of interest exists where:
· An employee’s actions or activities involve both an advantage to the employee and any effect on the organisation’s interests; or
· An employee’s association or involvement with a third party prevents the employee from exercising care, skill or prudent judgment on behalf of the Organisation in performance of the employee’s assigned duties.

b) Employee
This policy applies to full and part-time employees of the organization.

3.2. [bookmark: _Toc513223272]Second Jobs (Outside Employment)

A.  POLICY
Employees of RUAYAAN should not engage in any activity that jeopardizes the interests or reputation of organization or compromises the employee's integrity or ability to fulfill the obligations of their employment at RUPAYAAN.

Employment by RUPAYAAN shall be considered an employee's primary occupation and take precedence over all other occupations, as it pertains to the employee's scheduled time. Full-time employees shall not have other employment that presents a "time conflict." Part-time employees are expected to work the agreed upon schedule.

No employee, regardless of employment status, shall have other employment that presents conflict of interest with the employee's position. 

In exceptional cases; secondary employment is allowed provided, the employee needs to intimate detail information about the assignments to the chief functionary of the organization. After proper verification by the chief functionary the employee may be allowed to do second assignment subject to not hampering anything to the organization’s work. 

3.3. [bookmark: _Toc513223273]Performance Reviews

A. POLICY
All RUPAYAAN staff members will participate in a review of their performance at the end of the Introductory Period and then annually.

Employees who transfer and/or are promoted to a new position will be reviewed three months after they begin their new position.  As with new employees, if expectations are not met during this period the employee may be terminated.

Review periods may be extended at the discretion of the supervisor in consultation with the Department of Human Resources.

B. PROCEDURE
Performance reviews are completed annually. In addition to the annual review, supervisors and employees are encouraged to meet semi-annually for a coaching session to discuss overall work performance and revisit established goals making adjustments as necessary.

Project activity review shall be conducted in every month by the concern department staffs along with managerial personnel. 

C. PROCESS
The employee performance review process is structured to facilitate dialogue between the supervisor and the employee.  The recommended practice is for the supervisor and employee to meet to review and discuss the employee’s performance, finalize the review form, and set goals for next year.

3.4. [bookmark: _Toc513223274]Conduct of Employee

A.  PHILOSOPHY
RUPAYAAN expects high standards of performance and conduct from its employees.  Therefore, policies and rules have been established as guidelines for employee conduct.  It is the responsibility of supervisors to 
a. Have knowledge of the organization's policies, rules and procedures; 
b. Ensure their employees have an understanding of the conduct, expectations, and rules;
c. Respond to violations of employee conduct in an appropriate, consistent and impartial manner in keeping with the guidelines outlined in this section.

B.  POLICY
Violation of any RUPAYAAN policy or rule can subject an employee to disciplinary action.  The following are a few examples of behaviors that may result in disciplinary actions; but this list is not all inclusive:
· 3 Days Absence Without Notice
· Discrimination based upon policy or federal/state laws Endangerment of Others
· Poor performance including excessive absence or tardiness
· Failure of Good Behavior
· Gross Negligence
· Weapon Possession
· Violation due to drug and alcohol.

C. PROCEDURE
RUPAYAAN policy stresses that supervisor’s efforts should focus, when appropriate, on preventing serious personnel problems rather than disciplining employees for misconduct.  But whenever disciplinary actions are taken, it is essential that:
a. Each problem be investigated thoroughly so that the facts of the situation are known.
b. Any action taken be primarily corrective and appropriate to the offense.

3.5. [bookmark: _Toc513223275]Progressive Discipline Policy

A.  PHILOSOPHY
RUPAYAAN uses this discipline policy as a guide for the uniform administration of discipline. Except in the case of more serious infractions, RUPAYAAN believes in a progressive disciplinary procedure that will promote fairness and equality in the workplace and serve to guide and improve an employee's behavior.

B.  POLICY
In the event of a violation of RUPAYAAN and/or department rules, regulations, policies or procedures, any one of the following actions may be used at any time according to the seriousness of the offense:
· Verbal Warning
· Written Warning
· Final Written Warning
· Suspension
· Discharge

The final warning should make it clear that, unless there is significant improvement, discharge will result.  When a final warning is given, a copy should be forwarded to the Office of Human Resources.  Compliance with any corrective action will not change the at-will nature of the employee’s employment.

C.  PROCEDURE
The following principles shall apply:
· Each offense shall be dealt with as objectively and privately as possible.
· Policy infractions shall be dealt with as soon as possible.
· Discipline shall usually be progressive, but depending on the severity of the offense, certain levels in the process may be omitted and immediate discharge could be required.
· Discipline may be administered by the chief functionary or immediate subordinates or three members nominated by the chief functionary; at least one member from department of human resources.

Supervisors should adhere to the following procedures, when appropriate, with respect to taking disciplinary action:
· Secure the necessary facts related to the misconduct. Obtain verifiable information by interviewing witnesses and obtaining all necessary supporting documentation.
· Discuss the alleged misconduct with the employee by seeking the employee’s side of the story.
· Analyze the facts that have been obtained, including those presented by the employee. Determine if sufficient facts exist to support disciplinary action.
· If appropriate to the situation, determine corrective action. Consider the severity of discipline, and when appropriate, apply principles of progressive discipline.
· Inform the employee of the disciplinary decision, including documentation of any disciplinary action that is being taken.
· A Human Resource representative should be present when an employee termination is performed.

An employee has the right to request the presence of a support person during an investigative interview that may result in disciplinary action against the employee. The support person attends in an observatory role.
3.6. [bookmark: _Toc513223276]Grievance & Appeals

A. PHILOSOPHY
RUPAYAAN recognizes that problems will arise in the workplace that are, at times, difficult for an employee to resolve.  If these concerns are not adequately addressed, they may evolve into much greater problems that can become increasingly more difficulty to alleviate.

B. POLICY
Normally, questions or complaints should be handled informally by the immediate supervisor.  Some complaints may involve a judgment by the employee that the supervisor has acted outside RUPAYAAN policy or the law. Depending upon the severity of the issue, steps in the grievance procedure may be omitted.  Such complaints or grievances are handled under the following procedures outlined as follows.

C. PROCEDURE
Step I: An employee who believes he/she has a grievance must first discuss the problems with his/her immediate supervisor within five working days after the grievable incident or the grievant’s knowledge of the incident.  The supervisor shall provide an answer within five working days of the initial discussion. Extensions of the time frames in this and other steps may be amended only by mutual consent.  Every effort should be made to resolve the grievance at this Step.  It is the responsibility of both parties to document that this meeting took place.

Step II: If the grievance is not resolved as a result of Step I, the employee must put the grievance in writing, in consultation with the department of Human Resources, and request an interview with the supervisor within three working days of receiving the supervisor’s response.  Copies of the grievance should also be provided to the supervisor and the Department of Human Resources.  The supervisor must respond by setting up a meeting within five working days of receiving the written documents.  Any evidence or witnesses to the alleged complaint must be presented by the parties at this meeting.  Witnesses are to understand that their involvement is voluntary and cannot be used for disciplinary purposes at a later date. The supervisor must respond in writing within five working days of the meeting. Copies of his/her response should go to the Department of Human Resources.

Step III:  If the grievance is not resolved at Steps I and II, the grievant must file a written request for consideration with the Department of human resources within five working days of receiving the supervisor’s determination.  The Department of Human Resources must set up a meeting with both parties within five working days of receipt of the request and must inform the divisional leader of the meeting time. The Department of Human Resources will chair the meeting and direct its course. Within five working days of the meeting, the Department of Human Resources must send a written recommendation to the chief functionary of the organization. 



D.  CONFIDENTIALITY
Confidentiality among the committee members and all persons involved in the procedure shall be maintained.  The Department of Human Resources will serve as staff to the committee. All the information shall be reserve strictly confidentially. 

3.7. [bookmark: _Toc513223277]Separation of Employment

A.  POLICY
Employees may voluntarily resign/retire in good standing by submitting a written letter of resignation/retirement to their supervisor at least two weeks in advance of the separation.  Such written letter of resignation/retirement shall be a signed, dated statement indicating the desire to resign/retire and the effective date of separation. Once the reporting authority accepts the letter of resignation/retirement, it may not be revoked without permission from the concern authority.

B. PROCEDURE
The terminating employee provides a written letter of resignation/retirement to his/her supervisor.
The supervisor advises the Office of Human Resources by submitting the employee’s letter of resignation/retirement.

The Department of Human Resources will schedule a voluntary exit interview with the terminating employee on or preceding his/her last day of work, with the exception of those employees who provide less than two week notice or those who are discharged by RUPAYAAN.  The purpose of the exit interview is to learn more about the employee’s employment experience at RUPAYAAN. Employees will be asked for their opinion of RUPAYAAN, and any other information they would like to share about their employment. 

The following areas should be covered at the Exit Interview:
I. Discuss clearly with the employee to establish and record:
a. Effective date of the termination, the final pay period and last day worked;
b. Termination of insurance;
c. Status of any other applicable benefits; and
d. Actions taken regarding retirement, if applicable.
II. Inform the employee about his or her final paycheck. Upon an employee’s employment separation, the employee is entitled to pay for all hours actually worked, accrued, and unused vacation up to a maximum of 30 days.
III. Conduct an overall evaluation of the reasons related to the termination and an indication of any corrective action necessary.  Relevant areas of discussion include:
a. Reason for leaving;
b. Working conditions;
c. Compensation/Benefits;
d. Supervisor;
e. Training;
f. Co-workers;
g. Most and least liked aspect of employment at RUPAYAAN;
h. Changes needed;
i. Problem areas; and
j. Examples of support or non-support from Management.

A separation checklist needs to be completed for every employee prior to the effective date of separation.  The checklist assures that employees turn in keys, parking pass, equipment and any other RUPAYAAN property; that accrued vacation benefits are received and that insurance and retirement benefits are received, etc.

Upon separation of employment, all employees shall return all RUPAYAAN property to Office of RUPAYAAN on or before the employee’s last working day.  The organization reserves the right to withhold vacation payout until such property has been returned and all accounts have been settled.














______________________________________












	[bookmark: _Toc513223278]Section 4:  Employee Responsibilities



4.1. [bookmark: _Toc513223279]Personnel Records

A.  PHILOSOPHY
RUPAYAAN maintains personnel information for each employee as is necessary for business purposes.  Confidentiality of all personal information will be maintained.  Personnel records are the property of RUPAYAAN.

B.  POLICY
The Department of Human Resources will maintain complete and accurate personnel files.  These records shall include only that information which is directly related to the employee’s job duties, salary or wages, performance, and general employment history. Medical files, where applicable, must be maintained separately from other files.

Listed below, but not limited to, are types of documents, which, if they exist, are appropriate for retention in personnel files.
· Personal data;
· Employment application documents;
· References;
· Documentation pertaining to an employee’s change of status;
· Performance evaluations;
· Communications or disciplinary actions;
· Benefit information;
· Attendance and absence records; and, i.e   payroll records.
 
C.  PROCEDURE
Personnel Records are confidential and access is limited to protect employee privacy.  Access to these records is restricted to authorized Department of Human Resources personnel.
An employee may request to see his/her personnel records by appointment with a representative of the Department of Human Resources.  The employee may not remove his or her official record or any part of it from the Department of Human Resources. The employee may be permitted to take notes during the inspection and may obtain copies upon providing a signed release. A supervisor may, upon request to the Department of Human Resources, review an employee’s personnel record including documents related to hiring, position changes, performance reviews, etc.

Former employees may have access to his/her file up to three years after termination.  Copies of documents are provided at the former employee’s expense.

Disclosure of personal information by the Department of Human Resources will be made only under the following circumstances:
· Department of Human Resources staff authorized to release only dates of employment over the telephone.
· Representatives of employees requesting to obtain or review any personnel records must provide a written release from the employee requesting the record(s).
· In an emergency, upon independent verification.

4.2. [bookmark: _Toc513223280]Absenteeism

A.  PHILOSOPHY
Regular attendance of all employees is important to the planning, efficiency and provision of services required by RUPAYAAN.  Absenteeism increases the workload of other employees and affects the quality of services. Thus, it is vitally important that each employee be at work as per scheduled time frame.

B.  POLICY
It is the responsibility of employees to contact their supervisor in advance if they are unable to report to work scheduled.

If an employee is absent without notifying his/her supervisor or the Department of Human Resources for seven consecutive workdays, the employee will be considered to have terminated his or her employment without notice.

C.  PROCEDURE
I. Absent employees must contact his or her supervisor as soon as possible and prior to the employee's scheduled starting time on each day of absence or tardiness. 
II. Upon return to work, the employee shall report to his or her immediate supervisor to further explain the reason for the absence and to provide documentation, if any is needed, to substantiate the absence. 
III. Documentation must be completed and submitted on the employee's next scheduled workday.
IV. In the event of an absence, supervisors should speak with the employee to find out if the absence was a result of an illness or other emergency.  
V. In the event of an illness where a doctor’s certificate is required, the supervisor may ask for such documentation from the employee. 
VI. Whenever employee find himself or herself in a position where unscheduled absences could occur as a result of illness or other personal emergencies, the supervisor should ensure that the employee is using the proper type of leave, in accordance with RUPAYAAN’s policies and procedures.
VII. If an employee is unable to report to work, at his/her designated time, the employee should immediately notify their supervisor.  
VIII. In the event that an employee is unable to reach their respective supervisor, he/she should follow standard department practices for reporting absences. 
4.3. [bookmark: _Toc513223281]Drug free Workplace

A.  PHILOSOPHY
The issue of drug and alcohol abuse concerns the entire RUPAYAAN Community, as well as our surrounding neighborhoods.  The use of illicit drugs and misuse of alcohol contributes to unrecoverable loss of time, talent and lives. 

B.  POLICY
RUPAYAAN prohibits the illegal use, possession, sale, manufacture or distribution of drugs and alcohol by all employees on RUPAYAAN premises. The standard also applies to student-sponsored social activities or professional meetings attended by employees if such activities are considered to be RUPAYAAN sponsored. Any misuse of substances by RUPAYAAN students and employees that presents physical or psychological hazard to individuals also is prohibited.

The policy is applicable to all employees and any person who has access to students, or property, or who may perform work in conjunction with RUPAYAAN operations, whether as an employee, student, temporary affiliate, or an individual affiliated in any other capacity.

In addition to possible legal sanctions, any unlawful possession, use or distribution of illicit drugs and/or alcohol may result in any of the following disciplinary actions on the part of RUPAYAAN:
· Warning (verbal or written)
· Suspension
· Discharge






______________________________________











	[bookmark: _Toc513223282]Section 5:  Compensation & Benefits



5.1. [bookmark: _Toc513223283]Payment

A.  PHILOSOPHY
RUPAYAAN provides a compensation structure that is objective and equitable. Employees have the right to know their own pay range, within their respective classification.  The specifics regarding another employee’s pay are confidential and will not be shared with other employees.  

B.  POLICY
The compensation practices of RUPAYAAN shall be in accordance with applicable laws and regulations.  No decisions concerning compensation shall be unlawfully based upon race, color, religion, sex, national origin, age, marital status, veteran status or disability and any other protected class protected by law.

C.  PROCEDURE
I. All employees are encouraged to consider electronic transfer. If any employee changes or cancels an account, the Department of Human Resources must be notified immediately.
II. The employee’s first paycheck will be manually prepared so all account numbers can be confirmed before money is sent electronically.

5.2. [bookmark: _Toc513223284]Payroll Advances

A.  POLICY
I. Payroll advances are intended only for emergency situations.  It is expected that such requests for payroll advances would be rarely made and shall not exceed more than twice yearly. 
II. Advance requests should be made to the Office of Human Resources.

B.  PROCEDURE
Employees interested in receiving a payroll advance must contact the Department of Human Resources.  Payroll advance checks will be available within 30 working days. 

5.3. [bookmark: _Toc513223285]Holidays

A. Policy
RUPAYAAN will decide the number of holidays as per the Govt. and other local holidays of the State.




5.4. [bookmark: _Toc513223286]Sick Leave

A. PHILOSOPHY
The primary purpose of sick leave is to provide continued income if an illness or injury causes absence from work.  All employees are asked to use their sick leave responsibly.

B.  POLICY
Non-Exempt Staff
All continuing non-exempt staff earn 12 days sick leave per annum 

C.  PROCEDURE
Granting of leave is discretionary and the Supervisor/ Director will take the final decision. Employees will need to submit an application for leave, and a decision will be taken by the Supervisor within 7 working days. Employees taking leave without due permission and process will have it charged to their salary as a working day.

There are six types of leave which the employees can avail of:
I. Casual Leave: There are 20 days annually, and employees cannot take more than 4 consecutive days, inclusive of designated office holidays. This leave cannot be carried forward to the following year, and neither can it be encashed.
II. Sick Leave: There are 10 days annually. Employees will need to inform the office verbally or in writing when they take this leave and submit a medical certificate when they resume duties. This leave cannot be carried forward to the following year, and neither can it be encashed.
III. Compensatory Leave: This can be taken on the basis of employees working on holidays or weekly off days. This will not be granted in the case of employees attending training on holidays or organizational off days. Employees will need to submit a written request to avail of this with written approval from the Supervisor/ chief functionary of the organisation. Any compensatory leave will have to be taken within one month, and cannot be encashed.
IV. Denominational Holiday: Employees is entitled to take a maximum of 5 days off, either separately or together for religious or cultural purposes. They will need to submit a written application to avail of this with written approval from the Supervisor/ Director. This leave cannot be carried forward to the following year, and neither can it be encashed.
V. Weddings leave: Women employee can avail leave up to 10 days and male employee is allowed up to 7 days leave once in life. In case remarriage employee can’t claim for leave. In this case, all the leave earned by employee will be adjusted from monthly salary. 
VI. Maternity Leave: Women employees claiming leave for purpose of maternity, post or pre delivery or both, 120 consecutive days or lesser are allowed for entitlement under this category. While any excess of 120 days will not be paid for, the same has to be substantiated by a valid medical report.  Women employees members availing of maternity leave should send their application in advance if possible or immediately upon availing the leave. Such applications should reach the office within 15 days of availing leave. This leave shall be claimed up to two live issues. 
VII. Paternity Leave: Male employees can claim up to 15 days of leave for the purposes of childbirth, post or pre delivery or both. Employees availing of paternity leave should send their application in advance if possible or immediately upon availing the leave. Such applications should reach the office within 15 days of availing leave. This leave shall be claimed up to two live issues. 

5.5. [bookmark: _Toc513223287]Unpaid Leave

A.  PHILOSOPHY
RUPAYAAN recognizes that on rare occasions some employees may require an extended leave of absence for a variety of personal or health-related reasons.

B. POLICY
Supervisors may approve time off without pay to employees for situations such as the following:
a. Additional vacation time
b. Religious days
c. Weddings
d. Extended illness

C. PROCEDURE
I. Employees needing an extension of leave of absence should contact their supervisor to discuss and submit such request in writing.  However, unpaid leaves shall not extend beyond 6 months.
II. In leave of absence cases, the department supervisor should work in coordination with the Department of Human Resources to ensure that the affected employee is not adversely impacted by any changes to pay, benefits or other working conditions that may occur as a result of their leave of absence.





______________________________________








	[bookmark: _Toc513223288]Section 6: Procedure for Amendment



The Governing Body of RUPAYAAN has the power to amend the Human Resource Policy from time to time to ensure efficient and better performance of the staff members. 






			______________________________________
Page | 1 

Page | 4 

image1.png
Translating
Vision into Action

rupayaan




