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About the Manual
Congratulations on your appointment and welcome to the team at DIGITAL
EMPOWERMENT FOUNDATION! We are excited that you have decided to join us and
look forward to a long, happy and successful partnership together. You have been hired
because we believe you can help us deliver best results to fulfill our vision and mission.
This handbook is designed to acquaint you with DIGITAL EMPOWERMENT FOUNDATION
(DEF) and to provide you with information about working conditions, employee benefits
and organizational policies affecting your employment. It describes many of your
responsibilities as an employee and outlines the policies, rules & guidelines developed by
DEF to benefit employees and ensure a healthy, safe and equitable work environment that
is conducive to both personal and professional growth.
It is mandatory for all employees to read, understand and comply with all provisions &
policies of the handbook. Any employee who violates any policy is subject to disciplinary
action, as deemed fit by the Management Committee of the organization.
No employee handbook can anticipate every circumstance or question about policies.
As DEF continues to grow, the need may arise and DEF reserves the right to revise,
supplement or rescind any policy/policies or portion of the handbook from time to time as
it deems appropriate in its sole and absolute discretion. You will be notified of any changes
as they occur. If you have any questions about the content please do not hesitate to
contact Human Resource Department (HR Dept.).

Reviewed and Modified On

: 01-04-2016

Next Review Date		

: 31-03-2018
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Organization History
The increasing and fruitful use of Information & Communications Technologies (ICTs) is
being recognized and acknowledged world over. That ICT is a great tool for development
and empowerment is being realized by its various stakeholders. Countries of the world
are resorting to use of ICT to better their socio-cultural and economic landscapes in ways
feasible and sustainable depending on their respective situations in underprivileged and
underserved areas.
It is more than a decade that ICT has seen its vertical as well as horizontal growth in
various domains of interventions be it education, health, livelihood, trade and commerce
and governance. Both public and private projects and programs have been initiated at
the behest of Governments, CSOs, Corporate bodies and individuals using ICT. No doubt
such gigantic exercises using ICT for development and empowerment have borne mixed
outputs.
There are reports emanating from states in India like Kerala, Tamil Nadu, Uttarakhand
and Delhi where ICT has been used in the most utilitarian and qualitative perspectives.
Instances are reported of how individuals and local communities are being empowered
and sustained using various ICT tools like Internet, Personal Computers (PCs), Community
Radio and other media. Projects like National e-Governance Plan (NeGP), Mission 2007,
Common Services Centers (CSCs), Information Kiosks run by various bodies and agencies
are all leading to an accelerated use of ICT for all round holistic growth and development
of India.
Despite all these, the bug of digital divide haunts India. There are cases where ICT has
been pumped into those hands and heads wherein the existing environment is either
healthier or better as compared to those areas where even the basic services of ICT are
still being deprived in terms of telecom facilities along with power non-availability, no PC
penetration, no trace of internet, no means of traditional technology and so on.
With these, the information gap is hurting the community development in the holistic
sense. The rich-poor divide is seen to have its reflection in this information and ICT maps
as well. With this a huge gap is created for quality and timely interventions of ICT in
those inaccessible, unreachable, alienated lands and communities for their upliftment
and empowerment.
It is here that Digital Empowerment Foundation could find its ICT interventions
justified and timely. Digital Empowerment Foundation, the Delhi based not-for-profit
organization was registered on December 16, 2002, under the Societies Registration Act
XXI of 1860, to find solutions to bridge the digital divide. With no political affiliations, it
was founded by Mr. Osama Manzar to uplift the downtrodden and to create economic
and commercial viability using Information & Communications Technologies as means.
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Mission & Vision Statement
3.1 Our Vision
To end economic poverty and social backwardness through the simple expedient of ending
information poverty by empowering marginalized and information-dark communities with
digital literacy, access to digital tools and information-rich knowledge society ushered in
by the Internet and the digital revolution.

3.2 Our Mission
To adopt a seven-fold path for constantly empowering people, especially marginalized and
information-dark communities, with the power of information and knowledge using digital
tools. Our seven-fold path is:
1.

Access & Infrastructure: Providing people access to the Internet and making
them digitally literate

2.

Governance & Entitlements: Raising awareness about their rights and

entitlements and giving them the voice to demand better governance, better
delivery of government services and better protection of their basic human rights
using digital literacy and digital tools

3.

Education & Empowerment: Enabling people to access better health,

education, skill and livelihood opportunities using digital literacy and digital tools

4.

Social Sector & CSOs: Empowering grassroots-level civil society organizations
working in the developmental sector with online presence and digital literacy
and digitally ensuring protection of people’s culture, heritage, environment and
natural resources

5.

Markets & Enterprise: Digitally empowering micro-enterprises and
communities by training them to use digital tools and enabling them to access
new markets through website presence and e-commerce

6.

Knowledge Hub & Database: Creating a knowledge network of digital
practitioners and database of effective ICT for Development (ICTD) innovations
and interventions so that these innovations and interventions can be scaled
up and partnerships can be forged for using them according to specific socioeconomic developmental needs

7.

Advocacy & Research: Advocacy and activism to ensure access for all to the
Internet as a basic human right and more extensive use of ICT and digital tools for
development
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Attendance Policy
Attendance Rules and Regulations described in this section have to be strictly
followed by all employees across all official work locations of DEF throughout India.
It is important to note that the number of working days, working hours, timings,
attendance rules and guidelines can be modified by the Management Committee
at any point in time as deemed necessary to suit current work requirements. Staff
members falling under the purview of these rules & regulations will be duly informed
of the same. Also, any exceptions to the rules will be suitably informed to the
respective staff.

4.1 Working Days and Timings
1.

The number of Working Days, Weekly Working Hours and Work Timings
for each employee are defined in their Duty Roster by their Reporting
Managers (RMs) or the Management Committee (MC) of DEF as per the work
requirements.
2. As per work requirements, different work locations in the organization may
have a work week of 5 days or 5.5 days or 6 days.
3. Typically, all work locations have 8 working hours per day with an additional
hour for lunch break.
4. For any full-time employee, the maximum number of working hours per
week is 48. For a part-time employee, the maximum number of working
hours per week is 33. Depending on job requirements, working hours can also
be less than this.

4.2 Methods for Capturing Attendance
Three methods are currently being used in DEF for capturing attendance:
1.

Biometric Device Based Attendance Monitoring System (BBAMS)

All employees for whom BBAMS is applicable are required to provide thumb/
finger impression in the Biometric device at the entrance of their office for
checking in and out of the office. Staff members can check in and check out
multiple times during the day to mark their office time and field work time.
The first finger impression for the day would be considered as the check-in
time and the last finger impression would be the check-out time. The number
of working hours for that particular day will be calculated based on these two
timings.
2.

Web Check-In

This is a method to mark attendance online via the Human Resources
Management System (HRMS) software application. The “check-in” and “checkout” buttons in the “Web Check-In Module” in HRMS can be clicked to mark the
Start & End Time for daily work. More details can be found in the HRMS User
Manual.
3.

Attendance Registers

In some work locations, a hard copy spreadsheet-based Attendance Sheet is
maintained by all staff. At the end of the month, as per HR rules, the attendance
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sheet has to be filled and signed by the employee and his/her Immediate Supervisor has to
provide signed approval. The scanned copy as well as the excel sheet have to be sent to the
HR Dept.

4.3 Guidelines for Capturing Attendance
To capture attendance, the following priority has to be given to the three methods mentioned
above: BBAMS > Web Check-In > Attendance Register

4.4 Attendance Rules
It is important to note the following additional rules about attendance.
1.

BBAMS:
a.

2.

In all work locations with 10 or more employees, the Management is planning to
gradually introduce BBAMS.

Web Check-In:

In work locations with less than 10 employees, the Biometric device will not be installed.

3.

4.

5.
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a.

These employees need to mark their attendance through Web-based Check-In via the
HRMS system.

b.

Also, employees who have been given “Work from Home” permission use this
method for marking their attendance.

Attendance Register:
a.

For newly opened or even older office locations or centers, where Biometric device or
Web-based Check-in has not yet been implemented, an Attendance Register is to be
maintained by all staff to mark attendance.

b.

Employees from Grade Level E14 to E17 are exempted from marking their attendance
by any of the above three methods. For all other employees, it is mandatory to mark
their attendance by the method prescribed to them.

c.

Employees should note that the data captured in the Biometric Device will not be
used for any other purpose except for maintaining employee attendance records
during his/her tenure at the organization. The data will be deleted once the tenure
ends and/or the employee contract is officially terminated.

Attendance Calculation:
a.

Attendance for a month is calculated from the first day to the last day of the Calendar
month.

b.

Salaries are paid as per the attendance captured during this month.

Attendance Grace Period:
a.

A specific duration (15 minutes) is defined as the “Grace Period” for all employees to
accommodate any unforeseen eventualities or reasons for getting late to office or
leaving office early.

b.

The Management Committee can extend or shorten this Grace Period at any point in
time as per work requirement.

c.

If an employee gets late or leaves early by the duration mentioned in Grace Period,
then he/she is excused for a limited number of times, as defined by the Management
Committee. The HR Dept. can be contacted for the current information on this.
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6.

Rules for Coming Late or Leaving Early:
a.

On a particular day, if an employee gets late by 90 minutes or less, including the
Grace Period, then he/she is “Marked as Coming Late” on that day.

b.

Similarly, at the end of the day, if the employee leaves early by 90 minutes or less
including the Grace Period, then he/she is “Marked as Leaving Early” on that day.

E.g. Suppose office timings are 9.30 am to 6.30 pm and the Grace Period is 15 minutes. If an
employee comes between 9.30 am and 9.45 am or leaves between 6.15 pm to 6.30 pm, then he/
she is excused for coming late / going early, for a limited number of occasions, say 3.
If the employee comes between 9.30 am and 11.00 am, excluding these two timings (i.e. 90
minutes after the start time of 9.30 am), then he/she is “Marked as Coming Late” after the 3rd
such instance. If he/she leaves between 5.00 pm and 6.30 pm, excluding these two timings then
he/she is “Marked as Leaving Early” after the 3rd such instance.
7.

Rules for Half-Day Loss of Pay:

Under the following circumstances, employees qualify for “Half-Day” attendance with Loss
of Pay (LOP):

8.

a.

Coming to office late by 90 minutes or more from the Office Start Time, as defined
in their Duty Roster and working for 4 hours or more on a particular day.

b.

Leaving office early by 90 minutes or more before the Office End Time, as defined in
their Duty Roster and having worked for 4 hours or more on a particular day.

c.

Coming late or leaving early by less than or equal to 90 minutes on more than 3
occasions every month. Up to 3 occurrences will be excused. From the fourth such
occurrence, the attendance is marked as “Half Day”. Each occasion of coming late or
leaving early is counted as one occurrence, even if they happen on the same day.

d.

Applying for a Half-Day Leave on a particular day and the number of hours worked
on that day is less than 4.

e.

Applying for a Half Day Official Duty (OD) and number of hours worked in the other
half is less than 4.

Rules for Absence From Duty:
a.

Coming to office late or leaving early, by 90 minutes or more, as per Duty Roster
timings of that day, without applying for a Leave or Official Duty (OD) and with
number of hours worked on that day less than 4; the employee will qualify for a Full
Day Absence From Duty.

b.

If an employee is absent from duty without prior leave approval or proper intimation
under certain unavoidable circumstances, then he/she is considered as being
“Absent From Duty”.

c.

The days of absence will be treated under Loss of Pay.

d.

The employee has to report to his/her Immediate Superior on rejoining the duty
after Absence and provide valid reasons for Absence in writing before taking up
work again.

e.

If an employee is absent from duty continuously for more than 10 days (including
any National / Festival / Declared / Weekly Off days which may fall in-between), an
official correspondence from the HR department will be sent to him/her asking to
report to duty and to provide explanation for his/her absence. Based on the enquiry,
an action deemed fit would be taken by the Management Committee based on the
Disciplinary Conduct Policy.

f.

If there is no response from the employee within 30 days of sending the first official
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correspondence, it would be assumed that the employee has withdrawn his service
from the organization on his own accord and action will be taken accordingly.
9.

Rules for Loss of Pay:
a.

If an employee takes a leave after all available leaves have lapsed for the given period
of time, then it results in Loss of Pay (LOP).

b.

When an employee is on leave with “Loss of Pay”, he/she is not entitled for any pay or
allowance.

c.

A maximum of 3 months of leaves can be availed with “Loss of Pay” on approval of
the Management Committee under special circumstances such as Childbirth, Serious
Illness etc.

d.

If the employee fails to report to duty on the specified date after the sanctioned leave
has lapsed, it is deemed that the employee has abandoned service with the company
on his/her own accord.

e.

LOP can be implicated on disciplinary grounds with regards to attendance by the
Management Committee regardless of the availability of other types of leave.

10. Work From Home:
a. “Work from Home” is applicable in scenarios where an employee has been on a long
travel or there is a personal emergency and the employee needs to be present at
home and also be connected to work.
a.

Only Full-Time Permanent Employees who have served the organization for 2 years
are entitled to apply for Work From Home facility.

a.

The approval for the same is purely at the discretion of the Management Committee.
Prior written sanction has to be taken by the employee to Work from Home.

a.

Approved employee working from home has to mark attendance via Web Check-In as
mentioned previously.

11. Attendance Flexibility:
a. For staff members working on projects and travelling frequently, office timings can be
made flexible and may be modified on a case to case basis or on a regular basis as per
the sole discretion of the Management Committee.
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b.

Such information must be shared with the HR Dept. by the staff and/or their reporting
manager(s) to avoid unnecessary salary deductions.

c.

Two types of working shifts are used for attendance flexibility:
i.

Custom Shift: Shift timings can be changed for a limited period of time for any
requesting employee on need basis, at the sole discretion of the Management
Committee. All attendance rules, without any modifications, are applicable to
the Custom Shift.

ii.

Relaxation Shift: On a particular day, if office timings need to be reduced for a
particular reason, then the Check-in time, Check-out time and Grace Period will
be redefined as required by the Management Committee. The usual rules for
coming late and leaving early will not be applicable in this scenario.
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Leave Policy
Leaves are granted to employees with the intention of providing rest, recuperation of
health and for fulfilling personal and social obligations. Taking enough rest and personal
care is necessary to maintain high work productivity.
The following chapter describes in details all types of leaves, holidays and weekly offs for
which employees are eligible, entitlements as per employee category & grade, the rules
and regulations for application, cancellation, extension of leaves and more.
It is important to note that if the Leave Policy is revised from a particular date, then the
policy will be applicable even for current employees who joined the organization prior
to this date. The policy changes will however not be applicable to employees who have
already left the organization.

5.1 Types of Leaves
The types of leaves applicable in the organization are:
1.
2.
3.
4.
5.

Casual Leave (CL)
Sick Leave (SL)
Earned Leave (EL)
Compensatory Leave (COFF)
Maternity Leave (ML) (including Maternity, Abortion/Miscarriage & Adoption
Leave)
6. Paternity Leave (PL)
7. Special Disability Leave/ Hospital Leave (SDL)

5.2 Leave Rules
The following section describes rules for applying all types of leaves for which employees
of the organization are entitled.

5.2.1 Casual Leave Rules
1.

Casual leave is not a recognized form of leave. Technically, therefore an employee
on CL is not treated as “Absent from Duty”.
2. An employee may be granted Casual Leaves of not more than 8 days in a
calendar year, credited half-yearly, on the first day of January and July of that
calendar year.
3. Essentially intended for short periods, it should not normally be granted for more
than 5 days at a time except under special circumstances.
4. Sundays or closed holidays falling at the beginning or at the end or in between
the days on which an employee is on Casual Leave, shall not count towards Casual
Leave.
5. Sundays/ Festival Holidays/ Restricted Holidays/ Weekly Offs can be prefixed/
suffixed to a Casual Leave.
6. Casual Leave can be taken while on tour but no daily allowance will be admissible
for the period. Leave Travel Compensation (LTC) can also be availed on Casual
Leave.
7. Casual Leave can be taken for half a day also.
8. Unspent Casual Leaves shall not be carried forward to the next calendar year.
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9. Individuals appointed and joining duty during the middle of a Calendar year may be
granted Casual Leaves proportionately or to the full extent at the discretion of the
Management Committee.

5.2.2 Sick Leave Rules
An employee may be granted Sick Leaves of not more than 10 days in a calendar year, credited
half-yearly, on the first day of January and July of that calendar year.
1.
2.

3.

Sick Leave can be taken for half a day also.
After taking 2 Full Day Sick Leaves in a calendar year (in any combination, like 1-day Sick
leave twice, 2-day Sick leave once etc.), it is mandatory to produce a Medical Certificate
from an authorized medial officer while applying for Sick Leaves from the 3rd instance.
Unspent Sick Leaves shall not be carried forward to the next calendar year.

5.2.3 Earned Leave Rules
1.

2.

Details of Entitlement of Staff:
b.

Every Full Time Permanent staff member is entitled for 15 days Earned Leaves
during a calendar year.

c.

Staff members on probation are not entitled for Earned Leaves during their
probation period.

d.

However, the period of probation starting from the Date of Joining will be taken into
account for calculation of Earned Leaves after confirmation.

e.

Earned Leaves cannot be availed by Trainees or Interns.

f.

Earned Leaves should not ordinarily be denied to any employee, especially in the
last 10 years of service.

g.

Earned Leaves can also be taken up to 150 days as leave preparatory to retirement.

Earned Leaves Credit:
a.

3.

An employee is entitled to earn 1.25 leaves on a monthly basis and those will be
credited to his/her Earned Leave balance monthly.

Accumulation of Earned Leaves:
a.

The Earned Leave credits of an employee at the close of the previous year will be
carried forward to the next year subject to the condition that leaves so carried
forward plus the credit for the current month does not exceed the maximum limit of
150 days.

b.

When adding credit under the above method, fractions of a day will be rounded
off to the nearest day ONLY at the time the employee officially exits the

organization.
c.

Leaves can be carried forward for a period of 10 years during service with the
organization.

5.2.4 Compensatory Leave Rules
1.

Entitlement

An employee of Grade W01to W07, Grade S01 to S10 and Grade E01 to E03 required to
perform official duties on a non-working Saturday, Sunday or on closed holiday(s) may be
given Compensatory Off for the corresponding number of days provided that he/she will not
be entitled to draw any Overtime Allowance admissible to him/her for those days.
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2.

COFF Credit & Validity:
a.

An employee can earn a maximum of 15 days Compensatory Off half-yearly.

b.

A Compensatory Off is valid up to 6 months only.

c.

From the COFFs earned from 1 Jan to 30 June of the Calendar year, only 5 leaves will
be carried forward to the next 6 months. From the COFFs earned from 1 July to 31
Dec of the Calendar year, only 5 leaves will be carried forward to the next 6 months.

d.

As proof of work done on a non-working day, the employee must either mark
attendance in office or apply for Official Duty (OD).

e.

To get COFF Credit for half-day, an employee needs to work for a minimum of 3 hours
on a non-working day.

f.

To get COFF Credit for full-day, an employee needs to work for a minimum of 6 hours
on a non-working day.

g.

If an employee is on OD on a non-working day, then a half-day COFF can be earned
against an approved half-day OD application and a full-day COFF can be earned
against an approved full-day OD application.

5.2.5 Maternity Leave Rules
1.

2.

3.

Maternity Leave
a.

Maternity Leave for a period not exceeding 90 days from the date of its
commencement may be granted to a married female employee of the organization
with less than two surviving children.

b.

The grant of leave should be so regulated that the Date of Confinement (i.e. Date of
Expected Delivery) falls within the period of this leave.

c.

Maternity Leave includes holidays and weekly off days.

d.

An employee is entitled to this benefit subject to her having worked 80 days in the
organization in the 12 months preceding her Date of Expected Delivery.

e.

It is granted on full pay and counts as service for annual performance reviews,
appraisals and increments.

f.

It may be combined with any other kind of leave.

g.

In special cases, a leave of absence without pay may be granted at the discretion of
the Management Committee.

Miscarriage/Abortion (Induced or Otherwise) Leave:
a.

In a female employee’s entire service in the organization, 45 days of miscarriage/
abortion leave is admissible irrespective of the number of surviving children.

b.

It may be granted in cases of miscarriage and abortion, including the abortion
induced under the Medical Termination of Pregnancy Act 1971 subject to the
condition that the leave does not exceed 2 weeks from the date of miscarriage
including abortion and the application for leave is supported by a medical certificate
from the Authorized Medical Officer.

c.

This leave is not admissible for threatened abortion.

Adoption Leave:
a. For a female employee, on adoption of a child, Adoption Leave is due and admissible
for a period up to one year or till such time the child is one year old, whichever is
earlier.
b.

However, this facility will not be admissible in case she is already having two surviving
children at the time of adoption.
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c.

The leave will not be admissible unless the Adoption Certificate is submitted within
30 days of adoption.

5.2.6 Paternity Leave Rules
1.
2.
3.

Male employees with less than two surviving children are eligible for this leave.
It may be combined with any kind of leave.
It may not normally be refused under any circumstances.

5.2.7 Special Disability Leave Rules
1.

2.

Entitlement Rules:
a.

It is admissible to an employee of the organization in the case of injury sustained in
the course of official duties including journeys undertaken for special purposes.

b.

Only Full Time Permanent employees having served the organization for a minimum
of 2 years are eligible to apply for this leave.

c.

It may be granted more than once if the disability is aggravated or recurs in similar
circumstances at a later date, but the maximum leave in consequence of any one
disability should not exceed 4 months.

d.

SDL may be combined with any kind of leave.

Salary/ Benefit Rules:
a.

SDL is granted on full pay up to 60 days.

b.

If the employee is entitled to any benefit under the Group Insurance Act etc., the
amount of leave salary will be reduced by the amount of benefit payable under the
above Act.

5.3 Leave Entitlement
Following is the leave entitlement based on employee category & grade:
1.

Casual Leave (CL): Granted to Part-Time Probation, Part-Time, Full-Time Probation,
Full Time Contract and Full Time Permanent Employees.

2.

Sick Leave (SL): Granted to Part-Time Probation, Part-Time, Full-Time Probation, Full
Time Contract and Full Time Permanent Employees.

Earned Leave (EL): Admissible for Full Time Permanent Employees.
4. Compensatory Leave (COFF): Admissible for Part-Time Probation, Part-Time, Full-

3.

Time Probation, Full Time Contract and Full Time Permanent (Grade W01to W07, Grade
S01 to S10 and Grade E01 to Grade E03) Employees

Maternity Leave (ML): Admissible for Full Time Permanent Employees.
6. Paternity Leave (PL): Admissible for Full Time Permanent Employees.
7. Special Disability Leave (SDL): Admissible for Full Time Permanent Employees who

5.

have served for 2 years with the organization.

Please note the additional rules of leave entitlement:
1.
2.
3.
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An employee is entitled to the said number of leaves in a calendar year from 1st January
to 31st December.
Employees whose Date of Joining falls between the 1st to the 15th of a month only are
entitled to get the Leave Credits for that month.
If an employee exits the organization on any day between the 1st to 15th of a month,
then he/she is not entitled for leaves due for that month. However, if an employee
exits the organization on any day between 16th to the end of the month then he/she is
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entitled for leaves due for that month.

5.4 Leave Application Procedure
This section describes the general rules to apply leaves and specific application rules for each
type of leave described previously.

5.4.1 General Rules
1.
2.

3.

It is mandatory for all employees to submit a leave application online or offline to avail
any leaves.
Employees who use the HRMS system need to apply for a leave online through the
HRMS. The leave can be approved/ rejected/ cancelled/ sent back for clarification by the
Reporting Manager(s) of the employee.
Employees who have not been inducted to the HRMS need to submit a hard copy
application to the HR Dept. as per rules. The application form can be found in the

ANNEXURE HR-I .
4. A Long Leave (of more than 7 days) is meant to be availed on a planned basis in the
interest of smooth and uninterrupted working. The employee is therefore advised to
consult with his/her Reporting Manager(s) in the vacation planning exercise at least 15
days in advance of the Vacation Start Date.
5.

Sandwiched Leaves: If any employee takes a leave on a working Friday as well as
working Monday, then Saturday and Sunday will also be counted as leaves.

5.4.2 Application Procedure – Casual Leave
1.

Application must be filed within 5 days after taking a Casual Leave (CL). Back-dated
application is allowed.
2. Application can also be submitted in advance from the Current Date up to the end of the
Calendar Year.
3. The minimum number of CLs which can be availed is half a day.
4. The maximum number of CLs which can be availed at a stretch is 5 days.

5.4.3 Application Procedure – Sick Leave
1.

A Sick Leave (SL) can be applied on the same date and must be applied within 5 days
after taking the SL. Back-dated application is allowed.
2. Sick Leave cannot be applied in advance.
3. After taking two full-day sick leaves at a stretch or in separate instances, submitting a
valid Medical Certificate is mandatory from the next Leave Application onwards.
4. The minimum number of SLs which can be availed is half a day.
5. The maximum number of SLs which can be availed at a stretch is 10 Days.

5.4.4 Application Procedure – Earned Leave
1.
2.
3.

Earned Leaves (EL) must be applied at least 15 days in advance. Back-dated EL
application is not allowed.
The minimum number of ELs which can be availed is 1 Day.
The maximum number of ELs which can be availed at a stretch is 30 Days.

5.4.5 Application Procedure – Compensatory Leave
1.

Application has to be filed at least 3 days in advance. Back-dated leave application is not
allowed.
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2.
3.

The minimum number of Comp-Offs that can be availed is half a day.
The maximum number of Comp-Offs that can be availed at a stretch is 10 days.

5.4.6 Application Procedure – Maternity Leave
1.

Application has to be filed within 15 days from the Start Date of the Maternity Leave.
Back-dated leave application is allowed.
2. Application can also be submitted in advance from the Current Date up to the end of the
Calendar Year.
3. It is mandatory to submit a valid Medical Certificate to avail this leave.
4. The minimum number of Leaves that can be availed is 15 Days.
5. The maximum number of Leaves that can be availed is 90 Days..

5.4.7 Application Procedure – Abortion/Miscarriage Leave
1.

Application has to be filed within 15 days from the Start Date of the Abortion/
Miscarriage Leave. Back-dated leave application is allowed.
2. Application can also be submitted in advance from the Current Date up to the end of the
Calendar Year.
3. It is mandatory to submit a valid Medical Certificate to avail this leave.
4. The minimum number of Leaves that can be availed is 1 Day.
5. The maximum number of Leaves that can be availed is 45 Days.

5.4.8 Application Procedure – Adoption Leave
1.

Application has to be filed within 15 days from the Start Date of the Adoption Leave.
Back-dated leave application is allowed.
2. Application can also be submitted in advance from the Current Date up to the end of the
Calendar Year.
3. It is mandatory to submit valid Adoption Certificate while applying for the leave.
4. The minimum number of Leaves that can be availed is 7 Days.
5.

The maximum number of Leaves that can be availed is 30 Days.

5.4.9 Application Procedure – Paternity Leave
1.

Application has to be filed within 15 days from the Start Date of the Leave. Back-dated
leave application is allowed.
2. Application can also be submitted in advance from the Current Date up to the end of the
Calendar Year.
3. It is mandatory to submit a valid Medical Certificate while applying for the leave.
4. The minimum number of Leaves that can be availed is 1 Day.
5. The maximum number of Leaves that can be availed is 10 Days during wife’s
confinement.

5.4.10 Application Procedure – Special Disability Leave
1.

Leave application must be filed within 30 days from the Start Date of the Special
Disability Leave. Back-dated application is allowed.
2. This leave cannot be applied in advance.
3. It is mandatory to submit a valid Medical Certificate to avail this leave.
4. The minimum number of leaves that can be availed is 1 Day.
5. The maximum number of leaves that can be availed at a stretch is 60 Days.

Page 36

Human Resources Policy Manual

5.5 Leave Rules at a Glance
Max. Days of
Back-dated
application

Min. Days in
Advance for
Application2

Minimum Days that
can be availed at a
stretch

Maximum
Days that can
be availed at a
stretch

Casual Leave

5

0

0.5

5

Sick Leave

5

NA3

0.5

10

Earned Leave

0

15*

1

30

Compensatory Off

0

3*

0.5

10

Maternity Leave

15

0

15

90

Abortion/
Miscarriage Leave

15

0

1

45

Adoption Leave

15

0

7

30

Paternity Leave

15

0

1

10

Special Disability
Leave

30

NA

1

60

Type Of Leave

5.6 Leave Rules related to Employee Exit
The following leave rules are applicable during and after resignation or retirement or termination
of an employee and while the employee is serving his/her notice period with the organization prior
to leaving.
1.

Notice Period Rules:
a.

b.

Rules for Resignation/ Retirement:
i.

Once an employee resigns or retires, he/she is expected to serve a notice period
of one month.

ii.

However, the resignation can be accepted with immediate effect or within any
number of days up to one month as per the sole discretion of the Management
Committee. Salary will be paid only for the number of days the employee serves
the organization, once the resignation is accepted.

Rules for Termination:
i.

If the organization decides to terminate any employee, the notice period to
be served by the employee is determined based on the reason for termination
including but not limited to Disciplinary Conduct Policy violations or
unsatisfactory performance.

ii.

If the employee is terminated with immediate effect, then he/she is paid one
month salary as compensation.

iii.

If the employee is asked to serve a notice period of certain duration, then salary
will be paid only for that duration.
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c.

2.

Leave Rules:
i.

During the notice period, all accumulated leaves are lapsed except Earned
Leaves.

ii.

During this notice period, no leaves can be applied by or granted to the
employee except Weekly Offs, National Holidays and Restricted Holidays.

iii.

If the employee takes a leave during this period, it will result in Loss of Pay.
Also, depending on the number of leaves taken, the notice period can be
extended by the Reporting Manager(s) or the Management Committee, if
deemed necessary.

Earned Leaves Rules:
a.

Earned Leaves of the employee will be calculated for the days he/she worked from
the Date of Joining till the Date of Relieving.

b.

Payment for Earned Leaves not utilized will be made during the final settlement,
provided he/she fulfills the EL eligibility criteria.

5.7 Leave Cancellation
1.
2.
3.

The Immediate Superior can cancel the sanctioned leave on situational / need basis.
If an employee proceeds to avail the cancelled leave, then those days will be treated as
“Absence From Duty” and the rules pertaining to Absence From Duty will be applied.
An employee can cancel or request cancellation of leave application partly or fully before
or after the Leave Start Date but only till the Leave End Date and not later.

5.8 Leave Modification
1.

An employee has to get prior approval from Reporting Manager(s) for modification of
leave dates.
2. Leave Start and End Dates can be modified under the condition that the new Leave
Start Date must lie between the previous Start and End Dates.
3. If the new Start and End dates are approved by the Reporting Manager(s), then leave
rules will be applicable to the new application as per Leave Policy.
4. In case an employee overstays an extended leave without informing the Reporting
Manager(s) by phone, the unsanctioned leave availed will be treated as Absence from
Duty.

5.9 Types of Holidays
There are two types of holidays in the organization:
1.
2.

National Holidays / Gazetted Holidays / Statutory Holidays
Restricted Holidays / Optional Leaves

5.9.1 Holiday Rules
3.

All employees in the organization are eligible for National Holidays and Restricted (or

2 If Min. Days in Advance for Application = 0, it implies that the leave can be applied from Today’s date
up to the end of the Calendar Year
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3

NA - Not Applicable

*

Mandatory
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Optional) Holidays as decided by the Management Committee.
4. The “Holiday List” of National & Restricted Holidays is published and circulated by the
organization at the beginning of every Calendar Year. The Holiday List for the current

year is attached in the ANNEXURE HR-II.
5.

From the list of Restricted Holidays, employees can optionally avail any two holidays
annually.

5.10 Weekly Offs
All employees in the organization are eligible for Weekly Off days as defined in their respective
Duty Rosters. Sundays are weekly offs for all employees and Saturdays can be half-days or holidays
or alternate days off depending on work requirements.
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Chapter 6
Rules for Travel & Tour Expenses
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06

Rules for Travel & Tour Expenses
6.1 Objective & Scope
The objective of this policy is to lay down the guidelines for entitlements of various expenses
incurred by the employees while travelling on official work within or outside India. The
purpose of this policy is to set standard guidelines and rules with entitlement details and
responsibilities of the organization and employees for travel expenses and allowances
therein that the organization will reimburse to the employees.
The policy applies to all employees of Digital Empowerment Foundation.

6.2 Expense Categories
Lodging, Travel, Local Conveyance, Daily Allowance and other expenses are reimbursed by
the organization on Actuals4 . Whenever expenses are claimed on Actuals, original bills must
be attached along with the Tour Expense Statement (attached in ANNEXURE HR-III).
The expenses broadly fall under the following categories:
1.

2.

3.

Travel:
a.

Conveyance by Taxi/Car should be supported by proper bills.

b.

Original Train Tickets must be enclosed with the expense statements. Bus
tickets should be enclosed if available. Air Travel tickets with boarding passes
must be enclosed.

c.

The Tour Expense Statement should be submitted to the Accounts Department
preferably within 7 days after the trip completion after getting the approval
from your Reporting Manager.

d.

In order to avoid late submission of Tour Expense Statements when on frequent
back-to-back tours, the employees can fill the Tour Expense Statement by hand
(in legible handwriting) or fill the soft copy and mail it to his/her Reporting
Manager for approval.

Boarding/Lodging:
a.

Boarding and Lodging expenses are inclusive of all taxes. Original bills must be
enclosed with the Tour Expense Statement.

b.

In case, the hotel bill amount is above the allowance limit, a valid reason must
be given in writing to the Reporting Manager(s) and approval must be taken
from the Immediate Supervisor and provided to the Accounts Department.

Local Conveyance (Incurred while on tour):

Following are the expenses which can be claimed for local conveyance for official travel only.

4

a.

Two Wheeler: Petrol allowance of Rs 2.5/- per km for field staff. No additional
expenses will be allowed for maintenance or any other incidental expenses.

b.

Four Wheeler: For self-owned cars, Rs 7/- per km will be allowed when used

Actuals – actual expense incurred
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for official purpose. No additional expenses will be allowed for maintenance or any
other incidental expenses.
c.

Public Transport Expenses: Public transport and Auto-rickshaw expenses for the
official purpose can be claimed on Actuals.

Miscellaneous Expenses:

4.

a.

Any other expenses such as porter (coolie), telephone5, fax etc. for official purpose
will be allowed.

b.

Personal expenses will not be allowed.

6.3 Classification of Cities
Class

Cities

A

Mumbai, Kolkata, Delhi, Chennai

B

Bengaluru, Hyderabad, Cochin, Ahmedabad, Pune, Indore, Chandigarh
North: Lucknow, Jaipur, Agra, Allahabad, Ambala, Amritsar, Jammu,
Srinagar, Kanpur, Ludhiana, Shimla, Meerut, Udaipur
East & North-East: Patna, Cuttack, Bhubaneshwar, Imphal, Jamshedpur,
Ranchi, Kohima, Gangtok, Guwahati, Shillong, Agartala

C

West: Gwalior, Bhopal, Gandhinagar, Rajkot, Baroda, Jabalpur, Aurangabad,
Nagpur, Nasik, Panjim, Surat
South: Belgaum, Mangalore, Mysore, Coimbatore, Madurai, Tiruchirappalli,
Thiruvananthapuram, Vijaywada, Vishakhapatnam, all other State capitals
South: Belgaum, Mangalore, Mysore, Coimbatore, Madurai, Tiruchirappalli,
Thiruvananthapuram, Vijaywada, Vishakhapatnam, all other State capitals

D

All other cities not mentioned above

E

At Municipal Corporations, Block and Village level

5 Telephone expenses will only be applicable during the official travel period and
reimbursement for miscellaneous expenses will be applicable as per rules defined in the
Manual.
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6.4 Classification of Grades & Designations
Grade

Designation

E17

Executive Director

E16

Senior Director

E15

Deputy Director

E14

Asst. Director

E13

General Manager

E12

Addl. General Manager

E11

Dy. General Manager

E10

Asst. General Manager

E9

Sr. Manager

E8

Manager

E7

Dy. Managr

E6

Asst. Manager

E5

Sr. Officer

E4

Officer

E3

Sr. Executive

E2

Executive

E1

Assistant

Grade

Designation

S10

Regional Manager

S9

District Manager

S8

Block Manager

S7

Block Coordinator

S6

Centre Coordinator

S5

Coordinator

S4

Master Trainer

S3

Trainer

S2

Office Assistant

S1

Field Assistant
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Grade

Designation

T3

Trainee

T2

Intern

T1

Volunteer

Grade

Designation

W7

Caretaker

W6

Driver

W5

Cook

W4

Electrician

W3

Watchman/ Chowkidar

W2

Office Boy

W1

Sweeper
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6.5 Rates of Daily Allowance
The rates of Lodging Allowance, Daily Allowance, and Travel & Local Conveyance within
India as per Employee Grades are as indicated below:

E14 to
E17

E9 to E13

Daily Allowance (Meals/Food)
(Inclusive of all Taxes)

Lodging Allowance (Excluding Taxes)

Grade
A

B

C

D

E

A

B

C

5500

4500

3500

2500

2000

2750

2250

Up to or
Actuals6

Up to or
Actuals

Up to or
Actuals

Up to or
Actuals

Up to or
Actuals

Up to or
Actuals

Up to or
Actuals

3500

3000

2500

2000

1000

1750

1500

1250

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

1750

Up to or
Actuals

6 Up to or Actuals – For employees from grade E14 to E17, the maximum limits for Lodging
Allowance & Daily Allowance and Travel & Local Conveyance on official duty are mentioned in the
table. However, they are eligible to be reimbursed the actual amount paid by them even if the actual
paid amount is more than the maximum limits as indicated in the table. The maximum limits are
useful to calculate the reimbursement amount when original/proper bills cannot be furnished.
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Mode of Distant Travel
D

Mode of Local Conveyance

E

Priority for Mode of Travel:

550

500

Up to

Up to

Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC
6. Train - 3rd AC
7. Train - 2nd AC
8. Train - 1st AC
9. Air Ticket (Economy)
10. Self-owned cars
Actuals

Priority for Mode of Travel:

500

500

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC
6. Train - 3rd AC
7. Train - 2nd AC
8. Self-owned Car

Up to
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Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
6. Radio Taxi like Meru
7. Indigo or Equivalent Taxi
8. Innova or Equivalent Taxi
9. Self-owned Car
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
6. Radio Taxi like Meru
7. Indigo or Equivalent Taxi
8. Self-owned cars
Actuals

Page

49

E6 to E8

E3 to E5

E1 & E2

T1 to T3
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Daily Allowance (Meals/Food)
(Inclusive of all Taxes)

Lodging Allowance (Excluding Taxes)

Grade
A

B

C

D

E

A

B

C

2000

1500

1000

800

700

1000

700

600

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

1000

800

700

600

500

600

600

500

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

800

700

600

500

400

500

500

400

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

700

600

500

400

300

400

400

300

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to
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Mode of Distant Travel
D

Mode of Local Conveyance

E

Priority for Mode of Travel:

550

500

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC
6. Train - 3rd AC
7. Self-owned Car

Up to

Actuals

Priority for Mode of Travel:

500

500

Up to

Up to

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC
6. Train - 3rd AC

Actuals

Priority for Mode of Travel:

400

400

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC

Up to

Actuals

Priority for Mode of Travel:

300

300

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC

Up to
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Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Auto Rickshaw
4. Cabs like Uber, Ola etc.
6. Radio Taxi like Meru
6. Indigo or Equivalent Taxi
7. Self-owned Car
8. Self-owned Two Wheeler
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
6. Radio Taxi like Meru
7. Indigo or Equivalent Taxi
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
6. Self-owned Two Wheeler
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
Actuals
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Grade

S7 to S10

S4 to S6

S1 to S3

W1 to W7
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Daily Allowance (Meals/Food)
(Inclusive of all Taxes)

Lodging Allowance (Excluding Taxes)
A

B

C

D

E

A

B

C

800

700

600

500

400

500

500

400

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

700

600

500

400

300

300

300

250

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

600

400

300

250

200

300

300

250

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

500

350

250

200

150

300

300

250

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Up to

Human Resources Policy Manual

Mode of Distant Travel
D

Mode of Local Conveyance

E

Priority for Mode of Travel:

400

400

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car
5. Train - Chair Car AC

Up to

Actuals

Priority for Mode of Travel:
250

250

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car

Up to

Actuals

Priority for Mode of Travel:
250

250

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car

Up to

Actuals

Priority for Mode of Travel:
250

250

1. Public Transport Bus
2. Bus - AC
3. Train - Sleeper
4. Train - Chair Car

Up to
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Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
5. Cabs like Uber, Ola etc.
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
4. Auto Rickshaw
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
Actuals

Priority for Mode of Local
Conveyance:
1. Public Transport Bus
2. Metro/ Local Train
3. Self-owned Two-Wheeler
Actuals
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6.6 Reimbursement Rules
1.

All employees of the organization eligible to draw Lodging Allowance & Daily Allowance
and use Travel & Local Conveyance on official duty shall get reimbursed the actual
amount paid by them subject to the maximum limits as indicated in the previous section.
2. Employees from grade E14 to E17 are eligible to draw Lodging Allowance & Daily
Allowance and use Travel & Local Conveyance on official duty and shall get reimbursed
the actual amount paid by them even if the actual paid amount is more than the
maximum limits as indicated in the previous section.
3. All DEF employees can travel by any mode of transport with prior approval (especially
with regards to air or train (AC coaches)) and appropriate justification from their
Reporting Manager/Project Head and MC/Executive Director even if that mode of
transport do not fall under their Grade’s Allowance.
4. All employees entitled to travel by Train - Sleeper Class are allowed 3rd AC Train ticket if
the duration of train travel is equal to or more than 24 hours.
5. Daily Allowance (Meals/Food) as above shall be subject to production of bills. In case
original/proper bills are not produced, Daily Allowance (Meals/Food) @ 70% of the rates
prescribed above will be paid on submission of voucher-based expense details (Attached

in ANNEXURE HR-IV).
6. Miscellaneous Expenses on a daily basis shall not be more than 15% of the Daily
Allowance subject to the maximum limits as indicated above.
7. Miscellaneous Expenses as below shall be subject to production of bills. In case original/
proper bills are not produced, Miscellaneous Expenses @ 10% of the rates prescribed
above to cover the Miscellaneous Expenses will be paid.

6.7 Important Points
1.

All expenses incurred on telephones, fax, Internet etc. for organization’s work will be
reimbursed on Actuals. Official receipt for the same must be submitted along with the
Tour Expense Statement.
2. An employee should plan and undertake a journey in such a manner as would entail
minimum expenditure to the organization.
3. In case of submission of false bills, the employee shall be liable for disciplinary action
as deemed fit by the Management Committee. Any such repeated offense can lead to
termination from service.
4. A tour should be undertaken with the prior sanction of the Reporting Manager / Project
Head with a Field Travel Authorization Form (attached in the ANNEXURE HR-V).
5. Employees while on tour are required, in their own interest, to safeguard their belongings.
The organization shall, in no way, be held responsible for any loss of belongings /personal
property of the employee while on tour. Official belongings or items lost during a travel
shall be at the risk and responsibility of the traveler and the organization has to be
compensated for the loss.
6. Ticket cancellation / modification charges should be avoided as far as possible. Under
unavoidable circumstances, the ticket should be cancelled more than 24 hours before
the journey to avoid excessive penalty for cancellation. In case the cancellation cannot be
done before 24 hours, proper justification needs to be given to qualify for reimbursement
for the cancellation charges.
7. If two or more employees go on tour to the same destination, it is mandatory for them
to share a single room (on a double occupancy basis), if they are of the same gender, to
reduce the expenses.
8. If three or more employees go on tour to the same destination, then it is advised to share
a single room (on a triple occupancy basis) if the hotel/lodge permits so with/without
extra charges.
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6.8 Foreign Tour & Travel Policy
The expenses to be reimbursed / met by the organization for a pre-approved official tour outside
India broadly fall under the following categories:
1.

2.

Travel:
a.

The air travel will be arranged by the organization.

b.

After returning from the tour, the air tickets & boarding passes should be submitted
to the Accounts Department within 7 days.

Foreign Exchange:
a.

3.

4.

5.

The amount of Foreign Exchange that an employee can carry will be decided and
arranged by the organization. On completion of the travel, the unspent Foreign
Exchange must be submitted to the Accounts Department along with the Expense
Statement with signature from the Management Committee or the Executive
Director.

Boarding/Lodging:
a.

Reimbursement will be made only on Actuals. Original bills must be enclosed with
the Expense Statement.

b.

Boarding and Lodging expenses are inclusive of all taxes. Only expenses for
Boarding/Lodging (for official purpose) will be allowed.

c.

Personal expenses will not be allowed.

Local Conveyance (used while on tour):
a.

Local conveyance reimbursement will be provided on Actuals for travel for an official
purpose.

b.

Public transport should be used wherever possible. The original ticket(s) need to be
enclosed with the Expense Statement.

c.

Personal expenses will not be allowed.

Miscellaneous Expenses:
a.

Any other expenses for official purpose such as porter, telephone7 , fax etc. will be
allowed.

b.

Personal expenses will not be allowed.

c.

There shall be no Visa processing fee payable to the agents while going on a foreign
tour. The traveler has to do the needful himself/herself.

The Tour Expense Statement must be submitted to the Accounts Department after taking the
approval of the Management Committee or Executive Director within 7 days after return from
tour.
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General Terms of Employment
This chapter comprises of information which all new employees need to be aware of
regarding basic employment guidelines, like offer letter, appointment letter, probation
period, categories of employment and the procedures to be followed during employee
induction. By being aware of this information, a newly joined employee can understand
whether employment procedures are being followed as per the HR policy and whether all
required information, guidelines and benefits are being rightfully delivered to them after
joining the organization.

7.1 Offer Letter
A representative from the HR Dept. will prepare an employment contract and issue an
Offer Letter to all persons employed by DEF. A revised letter may be issued as necessary.
This letter sets out the general contractual obligations which are legally binding between
DEF and each individual employee. All employees are required to read and sign the Offer
Letter and send a scanned copy to the HR Dept. of DEF, in case they decide to accept the
organization’s offer. All material alterations to the Offer Letter require the signatures of
both parties unless otherwise stated.
The Offer Letter may contain the following information:
1.
2.
3.
4.
5.
6.
7.
8.

Position
Date of Hiring
Date of Joining (as expected by organization)
Remuneration Details
Duties and Obligations
Terms and Conditions
Probation Period Details
Notice Period and Termination of Employment.

7.2 Police Verification
Once a candidate accepts the employment offer and before he/she is expected to join the
organization, it is mandatory to complete the police verification of the employee.
It is advised that all candidates need to complete the police verification process
themselves and submit the verification form/report under the guidance of the HR Dept.
of DEF. For candidates residing in Delhi/NCR region, DEF can help with the verification
process if necessary. If the verification report is negative, the employment will be
nullified.
It is mandatory for all employees to have a clean police record/ criminal record. Police
verification will be gradually completed by the HR Dept. for all existing employees of the
organization.
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7.3 Appointment Letter
Every direct appointment shall take effect from the date the employee reports on duty. This date
will be mentioned as the Date of Joining in the Appointment Letter. This letter is issued to the
employee on the day of joining.
It is mandatory for the employee and Signing Authority of DEF to sign on the letter and keep one
copy with the HR Dept. and provide one to the employee.

7.4 Probation Period
All new employees joining the organization have to serve a probation period of three months
unless otherwise stated in the Joining Letter. Any new employee is made aware of probation
through the interview process and the Offer Letter.
It is a period of adjustment and adaptation of the employee at both the personal level and the
professional level and to get acquainted with the work culture, organizational policies, work
procedures and job duties. The employee is expected to meet or exceed the initial demands of the
position during this period.
If during this period the employee fails to adapt successfully to the requirements of the position,
for example, fails to abide by the Disciplinary Conduct Policy or fails to perform duties as per
set targets, the probation period may be further extended or the employee may be terminated.
Discussion and counseling will be employed before termination is recommended.

7.5 Categories of Employment
Every position at the DEF is designated into different forms of employment classification, which
in turn determines how human resource policies are applied to that position. Therefore, every
Director/ Manager/Officer/Executive should be clear regarding the kinds of classification that apply
to the position held by employees working under them. The classification of positions is as follows:
1.

Full-Time Probation: A newly employed person will be on a probation period of three

months, unless otherwise stated in the Offer Letter. After completing the probation
period, if the performance is positive then the employee’s appointment is modified to
Full-Time Contract. The contract is valid for 1 year and can be extended up to 2 years
and not more as deemed fit by the Management Committee (MC). If the performance
is unsatisfactory, then the probation period might be extended if the MC expects the
performance to improve with time. However if the performance is negative, then the
employee is given a termination notice of 1 month to complete all formalities and leave.
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2.

Full-Time Contract: Any employee can be hired on a Contract of 1 year with 3 months
of probation at the beginning. After completion of 1 year, based on performance, the
contract can either be extended for 1 year, or terminated or the employee can be made
Full-Time Permanent for exceptional performance.

3.

Full-Time Permanent: Any employee who has completed 1-2 years in DEF on a
Full-Time Contract has to be made Permanent. A candidate with good track record and
work experience can be hired directly for the Full-Time Permanent position at the sole
discretion of the Management Committee (MC) of DEF. In such exceptional cases, the
employee will not have to serve a probation period of 3 months. A Permanent employee
is expected to work normal working hours as defined in the Attendance Policy and is
entitled to benefits provided by the organization.

4.

Contractual Consultant: A candidate hired for a specific task or purpose for a specific
duration is a Contractual Consultant. Once the contract period is over, the employment
is terminated unless extension is required. A Contractual Consultant is not entitled to
employee benefits.
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5.

Part-Time Probation: Any employee who is required to work for 5 or less working
hours is employed on a Part-time basis. Every part-time employee has to serve a
probation period of 3 months in the beginning of their employment.

6.

Part-Time: Any employee appointed on part-time probation and successfully

completing the probation with a positive performance review is made Part-Time. This
category can include trainees, interns, fellows or volunteers.

7.6 New Employee Induction
Once a successful candidate has accepted the offer, the Employee Induction is planned on his/
her Joining Date. The following tasks should be completed during the Induction. The following
sample time plan may be followed.
yy

Document Submission

yy

Creation of Official Email ID

10.30 am - 11.30 am

yy

Official Welcome & Employee Orientation

11.30 am - 12.30 pm

yy

HRMS Official Procedure

yy

Providing Official Laptop & Other Equipment

yy

Seating Arrangement

yy

HRMS Induction

yy

IT System Induction

yy

Bank Account Opening for Salary

yy

Provident Fund/ Health Insurance Application

4.30 pm - 5.30 pm

yy

Introduction to Staff

5.30 pm - 6.00 pm

yy

Induction Feedback

10.00 am - 10.30 am

12.30 pm - 1.00 pm

2.00 pm - 3.00 pm

3.00 pm - 4.30 pm
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7.6.1 Document Submission
When an employee comes to the office on the joining date, he/she should submit all necessary
documents to the HR Dept. as mentioned below:
1.
2.
3.
4.

5.
6.

Hard copy of Offer Letter duly signed
Copies of the current Resume and relevant academic & professional certificates,
relieving letter from previous employer (optional)
Three passport-size color photographs of the employee
Originals and copies of relevant statutory documents such as Identity Proof (Aadhar
card, voter ID card, ration card, driving license, passport, as per availability) and Address
Proof
Bank Account details
Police Verification report duly signed by the joinee

7.6.2 Creation of Official Email ID
After or alongside the Document Submission, the assigned person in Information Technology (IT)
Team will create an official email ID for the employee.

7.6.3 Official Welcome & Employee Orientation
The HR Person will send out an Official Welcome Email to all Staff to introduce the newly joined
employee. A Welcome Kit comprising of all necessary policy and procedural documents will be
handed over to the new joinee.
The Welcome Kit will contain:
1.

Manuals
a.
b.
c.

4.

DEF Policy Documents
a.
b.
c.
d.
e.

6.

b.

Department-wise Staff Contact List (Mobile number and/or Desk Phone Extension
Number)
Annual Holiday List

After giving the Welcome Kit, the HR Person will brief the new joinee about:
a.
b.
c.
d.
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Conflict of Interest Disclosure Statement (attached in ANNEXURE HR-VI)
Non-Disclosure Agreement (separate for employees, individual contractors and
volunteers) (attached in ANNEXURE HR-VII)

Lists
a.

3.

Equal Employment Opportunity and Anti-Discrimination Policy
Gender Committee Policy
Anti-Bribery & Anti-Corruption Policy
Child Protection Policy
Information Technology (IT) Policy

Other documents
a.
b.

3.

Human Resource (HR) Manual
Human Resource Management System (HRMS) User Manual
Finance & Accounts Manual

the organization’s history, mission and vision
the organizational structure & where exactly the new joinee fits in
how various departments function
and the work culture of DEF
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The HR Person will also ensure that the employee has clarity about most important
information, policies & operating procedures like:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Salary Breakup and Net salary calculations
Timings, Attendance & Leave Policy
General Rules & Regulations
Human Resource Policy
Rules for Travel & Tour Expenses Allowance & Reimbursement
Annual Performance Review
Grievance Policy & Guidelines
IT Policy
Employee Exit Policy

7.6.4 HRMS Official Procedure
An assigned team member from the IT Department will create the official Employment ID in HRMS
System for the new joinee. He/she will then help the new joinee complete the following formalities
on the Official HRMS System.
1.
2.
3.
4.
5.

Upload all documents in HRMS
Capture & Save Thumb Impression in the Biometric device
Accept all Organizational Policies
Fill all necessary details in Profile Page & upload photograph
Take a print of the Profile page and submit to HR Dept. after signing on it

7.6.5 Providing Official Laptop & Other Equipment
When the employee is completing HRMS formalities, the HR Person will arrange for an official
laptop for the employee. If the employee requests & the reporting manager approves, an external
keyboard and mouse can also be arranged. Once the employee completes HRMS formalities, he/
she will be handed over the official laptop.

7.6.6 Seating Arrangement
The employee’s seating arrangement will be fixed in consultation with his/her reporting manager.
After all official work is completed, the employee can be showed his assigned seat.

7.6.7 HRMS Induction
The employee has already been introduced to the HRMS System. The HR Person will now explain
how to use the system for day-to-day office work like:
1.
2.
3.
4.
5.

Applying/ Viewing Attendance
Managing Leaves
Managing Official Duty
Managing Comp-Off Credit
Editing Profile etc.
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7.6.8 IT Policy Induction
The employee will be informed about all rules & procedures defined in the IT Policy regarding the
acceptable usage, maintenance, security and safety of personal computer, peripheral devices,
equipment, software, telephone, Internet and other technological assets and services provided by
the organization for official purposes.
Next, the employee will be explained the procedure of getting IT Team Support for Laptop,
Internet and other technical queries. The email ID and desk phone number of the concerned
person(s) in the IT Team will be informed. A demo of the IT Support Ticket System will be given
explaining its purpose.

7.6.9 Bank Account Opening for Salary
If possible, the employee will be asked 2-3 days before joining, whether they want to open a new
bank account for salary deposits or they want to use an existing account. If the employee wants
a new account, then the Bank Agent can be invited on the joining day to conduct the required
procedures.

7.6.10 Provident Fund/ Health Insurance Application
An assigned person from the HR Dept. will help the employee fill the Provident Fund and Health
Insurance application.

7.6.11 Introduction to Staff
After all official procedures have been completed, the HR Person will introduce the employee to all
staff members present in the office. If some important members like the Reporting manager, direct
team members, Deputy Directors or Director are not present, another introduction can be planned
for them.
1.

Introduction to Manager and the Team

The Reporting Manager’s appointment will be taken beforehand for a quick introduction
of the new joinee. Another time should be fixed by the manager to discuss the employee’s
responsibilities and assign work & team. Once the first introduction is done, the employee will
be introduced to the team members of the project or department to which he/she belongs.
2.

Introduction to Support Departments

3.

The Support Departments in DEF include:
d.
e.
f.
g.
h.

Human Resources (HR) Dept.
Accounts Dept.
Procurement Dept.
Administration Dept.
Media & Communications Dept.

The employee will be introduced to the Head of each Dept. so that he/she knows whom to
approach for any work or queries concerned with that Dept.
4.

Introduction to Other Staff

Once the direct team and supporting staff are introduced, the new joinee will also be
introduced to all other employees present in the office.
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7.6.12 Induction Feedback
At the end of the Induction Program, the new joinee will be asked to fill up a feedback form to
mention feedback & suggestions to improve the Induction Procedure. The Induction Feedback

Form can be found in the ANNEXURE HR-VIII .
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Compensation
8.1 Salary Policy
DEF aims to provide employment which offers fair and equitable remuneration in relation
to responsibility and performance. The salary policy of DEF is designed to attract,
motivate and retain a high-caliber workforce. This policy sets out the guidelines for salary
administration in DEF. It should be noted that while the Human Resources Department
oversees the salary administration, it is primarily the responsibility of Heads of Program/
Department to execute the policy in accordance with the principles set out.

8.2 Procedure for Salary Payment
Salary is calculated from the first day to the last day of every month. Monthly salary is paid
to employees in the first week of every month through any of the following means:
1.
2.
3.

Cheque-based transfer
Online transfer
Cash payment (as per Law), only in exceptional circumstances, if the salary is less
than or equal to Rs. 20000/- per month

Following are the components of the Cost to Organization (CTO):
1.
2.
3.
4.
5.
6.
7.

Basic Salary
House Rent Allowance (HRA)
Conveyance Allowance
Provident Fund (PF) contribution of employer (optional)
Gratuity as per the Payment of Gratuity Act, 1972
Medical Insurance
Life Insurance (optional)

Please note the following:
1.

It is mandatory for the organization to provide Provident Fund benefits to all
employees with salary less than Rs. 15,000/- For an employee will salary above Rs.
15,000/-, a declaration form needs to be filled and submitted to the HR Dept. if
they want to forgo Provident Fund benefits.
2. The distribution of the Overall CTO amount into different components will be
governed by the compensation structure in force from time to time.
3. Also, the Employee is responsible for statutory payments (including shortfall
thereof, if any). The organization will not be liable for such payments and the
same would be adjusted from the CTO.
4. No additional/ special allowances are included in the salary. Such allowances
are subject to the approval of the Management Committee based on work
requirement.
5. The salary breakup is the same for all employees except fellows and interns from
whose salary PF is not deducted.

8.3 Deductions
Deductions from monthly salary are as follows. For more details, the Accounts Dept. can
be contacted.
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1.
2.

Income tax as applicable and subject to Investment Declaration by employee
12% of Basic salary is deducted as Provident Fund per month. However, if basic salary is
greater than or equal to Rs. 15000 per month, then PF amount deducted would be fixed
at Rs. 1800.
3. Advance (if applicable)
4. Salary-based loans (if applicable)
It is necessary to note that:
1.

2.
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The Investment Declaration form must be filled and submitted to the Accounts Dept. by
April month of every calendar year and the proofs have to be submitted by December of
the same year. The tax adjustments will be done in January, February and March of the
next calendar year.
Tax Liabilities are deducted from an employee’s account on a monthly basis unless an
official request is put up by the employee with the Accounts Dept.
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Training and Development Policy
9.1 Introduction
DEF strongly believes that a well-trained and efficient workforce is crucial for the
development and growth of any institution. To this end, the organization always strives to
attract and retain employees of the highest caliber. After their engagement, DEF further
provides them with opportunities to advance skills and professional expertise as well as
give them adequate exposure as per work requirements.

9.2 Avenues for Training and Development
1.

Employee Induction:

A general orientation and organizational policy training is conducted for all new
employees during the Employee Induction as explained in the Chapter titled “General
Terms of Employment”.
2.

4.

Probation Period Orientation:
a.

During the probation period of three months, all new employees are
expected to undergo the standard orientation program to get a better
understanding of the organization’s work, vision and mission.

b.

The employee will work with various relevant departments and projects
during this time. He/she will learn new skills, go on field visits and would be
guided to apply the skills gained in practical work scenarios.

c.

By the end of the probation, the organization would have identified the
most suitable projects for an employee to work in and he/she would have
developed a strong understanding of the organization’s work.

Need-Based Training & Development:
a.

The organization makes arrangements for need-based training and skill
development of employees either in-house or externally, based on resource
availability.

b.

The skill development initiatives include but are not limited to offline
and online training courses, soft skills/ professional skill development,
certifications, field-based training, exposure visits, workshops, conferences
and other relevant events and programs.

c.

The finances for the training and development initiatives are taken care of
by the organization unless employee contribution is required in exceptional
circumstances. The final decision on this will be taken by the Management
Committee.

d.

Any employee interested in undertaking a training/ development program
should send a written request to his/her reporting manager. The manager
in consultation with the Management Committee will decide the employee
eligibility and the work-based training requirement and make suitable
arrangements for the employee.

e.

DEF strives to ensure equal opportunity in training and development for all
categories of staff, within all departments and at all levels.
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Performance Management
System
10.1 Objectives & Scope
The objectives of employee performance review are multi-fold:
1.
2.
3.
4.
5.
6.
7.

Review performance for the current and past year or during the probation period
Document and highlight past accomplishments
Identify work goals and performance standards for the coming year
Identify areas of improvement and develop action plans for the coming year
Initiate professional development opportunities
Make decisions for salary increment, contract confirmation or extension,
promotion, termination and more
All part-time, full-time and contractual employees of the organization are
covered under the Performance Management System.

10.2 General Guidelines
1.

When to conduct a performance review:
a. For probationary employees, a performance review is conducted after the
probation period is completed.
b.

2.

For contractual or permanent employees, an annual performance review is
conducted.

General Procedural Guidelines:
a. The Project Management System (PMS) will be used as the baseline
performance evaluation tool after its implementation across the
organization. The quality of work, productivity, deadlines met, utilization of
weekly hours and other performance criteria will be measured using the PMS.
b.

Along with the PMS data, the Reporting Managers will evaluate performance
of their subordinates based on other soft skills like communication skills,
teamwork, supervision skills, reliability and resilience and give his/her
recommendations for appraisal. For more details on the Performance

Criteria, please check ANNEXURE HR-IX.

3.

c.

The PMS data and the performance evaluation sheet (attached in
ANNEXURE HR-IX) with recommendations will be forwarded by the Manager
to the Management Committee (MC).

d.

The MC may cross-verify the received information through suitable methods
including interviewing of the employee and take the final decision for salary
increment, contract confirmation or extension, promotion, termination and
more.

e.

If under exceptional circumstances, the management is unable to conduct
the formal annual performance review procedure, appraisal decisions will
be taken directly by the Management Committee in consultation with the
Reporting Managers of all employees.

Review Period:
a.
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The review period covers one year from April 1st of the previous year to
March 31st of the current year and should be completed by March 31st of the
current year.
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b.

Promotions and salary increments are applicable from April 1st of the current year in
which the performance review has been conducted.

c.

In exceptional situations that the performance review of all employees cannot be
completed by March 31st, promotions and salary increments are still applicable on a
back-dated basis from April 1st of the current year.

4. Performance Review based on Type of Employment:
a. The performance evaluation procedure varies based on the type of employment.
b.

Each process has been explained in a separate section below.

10.3 Performance Review of Employees - Part-Time
Probation/ Part-Time
Any Part-Time employee is first appointed on probation. After completing the probation period
of 3 months, a performance review is conducted.
1.

Positive Performance: If the performance is positive then the employee’s
appointment is modified to “Part-Time”.

2.

Unsatisfactory Performance: If the performance is unsatisfactory, then the

probation period might be extended if the Management Committee expects the
performance to improve with time.

3.

Negative Performance: However if the performance is negative, then the employee
is given a termination notice of 1 month or less to complete all formalities and leave.

For a Part-Time employee, the performance is reviewed annually.
1.

Satisfactory Performance: If the performance is satisfactory, then the salary may
be incremented as decided by the Management Committee in consultation with the
Reporting Manager of the employee.

2.

Negative Performance: If the performance is negative, then the termination notice
of 1 month or less is sent to complete all formalities and leave.

3.

Positive Performance: If the performance is positive, then the salary increment

decision will be taken by the MC in consultation with the Reporting Manager of the
employee.

10.4 Performance Review of Employees – Full-Time
Probation/Contract
Any Full-Time employee is first appointed on probation. After completing the probation period of
3 months, a performance review is done.
1.

Positive Performance: If the performance is positive then the employee’s
appointment is modified to “Full-Time Contract”. The contract is valid for 1 year and can
be extended up to 2 years and not more as deemed fit by the Management Committee.

2.

Unsatisfactory Performance: If the performance is unsatisfactory, then the

probation period might be extended if the MC expects the performance to improve with
time.

3.

Negative Performance: However if the performance is negative, then the employee
is given a termination notice of 1 month to complete all formalities and leave.

For an employee on Full-Time Contract, the performance is reviewed annually at the end of the
contract period.
1.
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Satisfactory Performance: If the performance is satisfactory, then the contract
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is renewed. Whether or not to increment the salary is decided based by the MC after
consulting the Reporting Manager.
2.

Negative Performance: If the performance is negative, then the termination notice of
1 month or less is sent to complete all formalities and leave.

3.

Positive Performance: If the performance is positive, then the employee appointment
can be changed to “Full-Time Permanent”. Any employee on contract for 2 years has to
be made Full-Time Permanent. The salary increment decision is taken by the MC after
consulting the Reporting Manager.

10.5 Performance Review of Contractual Consultants
For a Contractual Consultant, the performance review takes place after completion of the contract
period.

Positive Performance: If the performance is positive, then the contract is renewed.
2. Negative Performance: However if it is negative, then the termination notice of 1

1.

month or less is send to complete all formalities and end the contract.

10.6 Performance Review of Employees – Full-Time
Permanent
For all Full-Time Permanent employees, it is mandatory to undergo an annual performance review.
1.

Negative Performance: If the performance is negative, a termination notice of 1
month or less is sent to complete all formalities and leave.

2.

Satisfactory Performance: If the performance is satisfactory, then the salary can be
incremented by the MC in consultation with the Reporting Manager.

3.

Positive Performance: If the performance is positive, then the employee might be
promoted based on the decision taken by the MC and the Reporting Manager

10.7 Managing Unsatisfactory Work Performance
The following guidelines should be considered when dealing with such cases involving substandard
or deteriorating work performance. An attempt should be made to resolve alleged poor work
performance by means of counseling the individual involved. Where the supervisor identifies poor
work performance, the following procedural action should be considered:
1.
2.

Investigate and identify the problem area(s).
Communicate this to the individual concerned, and jointly agree on the appropriate
plan of action in order to resolve the matter. If deemed necessary and relevant, norms
should be established by arranging appropriate task lists and the time duration allowed
for the completion of each task.
3. Consideration should be given to the appointment of a coach or mentor to assist the
employee to improve performance.
4. Accurately minute the agreed contents of any agreement put in place and provide the
Human Resources Officer with a copy for record keeping purposes.
5. Regularly evaluate and follow up on the agreed plan of action. Should counseling fail to
produce the desired improvement, alternative action should be considered in liaison with
the Dept./Project Head and/or the Reporting Manager.
6. Alternative action could include, but is not limited to demotion, a transfer to an
alternative position or termination of the employment contract on the grounds of
incapacity. The employee will be entitled to representation throughout this process.
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Recruitment Policy
DEF recognizes the value of culture and individual differences among employees. The
organization believes that these individual differences if properly nurtured will enable
all employees to work efficiently and effectively by creating a productive environment
where each employee feels valued and where everyone’s unique talents are fully utilized to
achieve the organization’s goals.
DEF is committed to the principles of Equal Employment Opportunity and endeavors to
provide fair & equitable opportunities to all applying candidates irrespective of gender,
race, caste, creed or marital status.
To ensure this, DEF has defined a comprehensive Recruitment Policy which encompasses
all aspects of the employment lifecycle of Recruitment, Induction, Performance Review
and Exit Process of an employee. The Recruitment Policy Manual is a separate sub-manual
of the Human Resources Policy Manual. Complete details of the above mentioned lifecycle
can be found in this sub-manual.
All Executive, Officer, Manager and Director level employees of the organization are
expected to know the Employment Lifecycle and the underlying policy guidelines and
procedures thoroughly.
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Information Technology Policy
DEF provides and maintains technological products, services and facilities like Personal
Computers (PCs), peripheral equipment, servers, telephones, Internet and application
software to its employees for official use. The Information Technology (IT) Policy of the
organization defines rules, regulations and guidelines for proper usage and maintenance
of these technological assets to ensure their ethical and acceptable use and assure
health, safety and security of data, products, facilities as well as the people using them. It
also provides guidelines for issues like compliance, IT support and grievance redressal of
the employees pertaining to technological assets and services used for office work.
The IT Policy Manual is a separate sub-manual of the Human Resources Policy Manual.
Details about compliances related to use of technology, IT Support and Training and
provided in this chapter. Complete details of the policy can be found in the IT Policy submanual.

12.1 Compliance
1.

2.
3.

All employees are expected to comply with the IT Policy rules and guidelines
while purchasing, using and maintaining any equipment or software purchased
or provided by the organization.
Any employee who notices misuse or improper use of equipment or software
within the organization must inform his/her Reporting Manager(s) immediately.
Inappropriate use of equipment and software by an employee will be subject
to disciplinary action as deemed fit by the Management Committee of the
organization.

12.2 Employee Training
1.

2.
3.
4.

5.

6.
7.

8.
9.

Basic IT training and guidance is provided to all new employees about using and
maintaining their Personal Computer (PC), peripheral devices and equipment
in the organization, accessing the organization network and using application
software.
Employees can request and/or the Management Committee can decide to
conduct an IT training on a regular or requirement basis. 12.3 IT Support
DEF uses an online Ticket System to provide IT Support to its employees and
clients. The URL for the same is http://support.defindia.org/
Employees may need hardware/software installations or may face technological
issues which cannot be resolved on their own. Employees are expected to get
help from the IT Dept. for such issues via the Ticket System or the IT Support
Email ID only.
Any IT Support work informed or assigned via emails sent on employee email
IDs, chats or any other media except the Ticket System or the IT Support Email
ID would be not entertained.
For the sake of quick understanding, employees are expected to provide details
of their issue or help required in the Ticket raised or Support Email sent.
For major issues like PC replacement, non-working equipment, installation of
application software and more, it is mandatory for all employees to inform the
IT Dept.
For any damage to Personal Computers, approval from Reporting Manager
would be required for PC replacements.
After raising a ticket in the Ticket System, employees should expect a reply
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from the IT Dept. within 1 working day. The IT Dept. may ask the employee to deposit
the problematic equipment to the IT Dept. for checking and will inform the timeline for
repair/maintenance/troubleshooting/installations or the required work.
10. If there is no response in 1 working day, then the IT Dept. Designated Staff should be
asked for an explanation for the delay. If no response is obtained in 3 working days, a
complaint can be raised through an email to the employee’s Reporting Manager and IT
Dept. Designated Staff.
11. Tickets will be resolved on a First-Come-First-Served basis. However, the priority can be
changed on request at the sole discretion of the designated team in IT Dept.
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13

Grievance Policy
13.1 Introduction
A grievance refers to the dissatisfaction of an employee based on his/her expectations
from the organization and its management and the interactions with co-workers.
Grievances may be real or imagined and they can be minor or major. In either case, it
is essential that the grievance is brought to light, discussed and the matter is resolved
to the satisfaction of all concerned. Failure to do so will only result in the grievance
becoming a worsening source of conflict and eventually ending in a far more serious
problem.
DEF regards it important that all its employees have sufficient knowledge of such
procedures and easy access to it. To this effect the organization has formulated a
Grievance Policy, which has as its main objective the speedy resolution of grievances and
thereby eliminating possible and unnecessary causes of conflict.

13.2 General Guidelines
1.

The Grievance Procedure is aimed at resolving work related grievances within
the organization as fairly and as swiftly as possible.
2. This Procedure is not used for appeals against disciplinary action. Such are to be
carried out in accordance with the Disciplinary Conduct Policy.
3. This procedure cannot be used for the resolution of collective grievances related
to wages, salaries or any other issues.
4. Employees may lodge grievances without fear of victimization.
5. Even the junior-most employees within the organization are entitled to
Grievance Redressal.
6. Employees lodging grievances have the right to be represented by fellow
employee(s) of his/her choice.
7. Records will be maintained for all statements and decisions.

13.3 Grievance Redressal Procedure for Individual
Employees
1.

2.

Step 1 – Contact the Reporting Manager(s)
a.

The employee must discuss his/her grievance with his/her Reporting
Manager or the latter’s superior in the event of a grievance against the
Reporting Manager.

b.

The Reporting Manager must endeavor to solve the problem at the earliest
possible and inform the employee.

c.

Should the employee not be satisfied with the outcome, he/she may
proceed to the next step.

Step 2 – Contact the Department/ Project Head
a.

Before contacting the Dept./Project Head, the employee needs to complete
the Grievance Form (attached in ANNEXURE HR-X) with all relevant
details. He/she may be assisted by the Human Resources Officer in
completing the form. The form is then handed to the Dept./Project Head.

b.

The Department/ Project Head shall endeavor to solve the problem at the

Human Resources Policy Manual

Page

91

earliest possible and inform the employee.
c.

3.
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Should the employee not be satisfied with the outcome, he may proceed to the next
step.

Step 3 - Grievance Hearing
a.

The matter is referred to the Management Committee by handing over to it the
Grievance Form together with any other further relevant written information and the
steps taken so far.

b.

The Management Committee shall convene a Grievance Hearing and attempt to
resolve the matter at the earliest possible. The decision of the Committee shall be
final.
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14

Disciplinary Conduct Policy
Discipline is a system designed to promote orderly conduct and cohesiveness in the
organization. A successful disciplinary system and climate is dependent on the good
judgment, understanding and consistent treatment of the parties involved in disciplinary
action. The Disciplinary Conduct Policy is a guide to all employees about the Code of
Conduct defined by the organization.

14.1 General Guideline
Here are some points which should be considered regarding Disciplinary Rules and
Actions.
1.

Disciplinary action should always be prompt, fair and firm. It should be
supported through investigation, reasonable evidence of wrongdoing and guilt
and careful consideration of the circumstances of each case before formal action
is taken.
2. Formal disciplinary action will be the final course of action in rectifying an
employee’s behavior.
3. Handling Exceptional Cases: While every attempt has been made to ensure that
this Code of Conduct is applicable to general disciplinary instances in DEF, the
requirement for use of discretion within the framework of and in accordance
with the spirit of the Code may be required.
4. Court Action: Where an employee has been criminally charged or legal action
has been instituted for an employment-related breach, DEF reserves the right to
take disciplinary action against the employee for the alleged offence, in terms of
this Code.

14.2 Classification of Offenses
Offenses can be classified into 7 major categories. The description of each sub-category
will be provided in the following sub-sections:
1.

2.

3.

Absenteeism
a.

Absenteeism

b.

Desertion/ Absconding

Offences related to Control at Work
a.

Poor time keeping and related offenses

b.

Sleeping on duty

c.

Negligent loss of organizational property

d.

Negligent driving

e.

Negligent damage to organizational property

f.

Misuse of organizational property

g.

Unsatisfactory work performance

Offences relating to indiscipline or disorderly behavior
a.

Disobedience and related offences

b.

Disorderly behavior
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4.

6.

6.

7.

c.

Threatening violence

d.

Fighting

e.

Riotous behavior

f.

Sexual harassment

g.

Discrimination

h.

Willful loss, damage or misuse of organizational property

i.

Alcohol and drug offences

j.

Interference with disciplinary and/or grievance investigations

Abuse and Related Offences
a.

Abusive or provocative language (when it is likely to cause a disturbance)

b.

Insubordination / Insolent behavior

c.

Abuse of electronic/data facilities

d.

Assault/attempted assault

e.

Any act of omission or commission which intentionally endangers the health or safety
of others, or is likely to cause damage to organization’s property

Offences Related to Dishonesty
a.

Breach of trust

b.

Bribery or Corruption

c.

False evidence

d.

Forgery and False Statements

e.

Theft/Unauthorized possession of organization’s property

Institutional Action
a.

Intimidation

b.

Sabotage

Offenses outside Normal Working Hours

14.2.1 Absenteeism
1.

2.

Absenteeism: Absenteeism in the disciplinary context means being absent from work
for more than 10 working days without the expressed permission from the reporting
manager. This rule can be ignored in exceptional circumstances for well justified reasons.
Desertion/ Absconding: Leaving the work place without intending ever to return;
abandoning work; leaving without authority or permission.

14.2.2 Offences Related to Control at Work
1.

2.

3.
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Poor time keeping and related offenses: Persistently committing any of the following:
Reporting late for work; Leaving work early; Extended or unauthorized breaks during
working hours
Sleeping on duty: Sleeping on duty, whether or not such an action constitutes a hazard
to the safety and health of the offender or others or leads to damage to organizational
property
Negligent use/Misuse of property:
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5.

a.

Negligent loss of organizational property: Any act whereby an employee, through
carelessness or negligence loses organizational property or is unable to account for
it satisfactorily

b.

Negligent driving: Driving an organization-owned or rented vehicle without due
care, whether such an act results in an accident or not

c.

Negligent damage to organizational property: Any act whereby an employee
through carelessness or negligence causes or allows organizational property to be
damaged

d.

Misuse of organizational property: Using organizational property for a purpose
other than that for which it was intended

Unsatisfactory work performance:
a. Carelessness: Performance of a task or duty without the exercise of due care or
attention
b.

Negligence: Failure to exercise proper care and regard to the manner of
discharging duty to the extent that tasks have to be repeated or equipment or
persons are at risk of damage or injury

c.

Inefficiency: Failure to carry out work (including supervision) at the required
standard; Failure to complete tasks within the given reasonable time limits, without
reasonable cause

d.

Loafing: Passing time idly or failing without reasonable cause to complete assigned
tasks.

14.2.3 Offences Related to Indiscipline or Disorderly
Behavior
1.

2.

Disobedience and related offences:
a.

Refusing to obey an instruction: Deliberate refusal to carry out a lawful and/or
reasonable instruction given by a person in authority and within the area of his/her
jurisdiction

b.

Failing to obey an instruction: Failure to obey a lawful instruction given by a person
in authority and within the framework of his/her jurisdiction

c.

Non-compliance with established procedure/standing instructions: Failure to follow
established procedures

d.

Abuse of Electronic/Data facilities: Excessive use/abuse of e-mail and
communication facilities; storage and/or transmission of material of
discriminatory nature; storage and/or transmission of pornographic material;
unauthorized monitoring and interception of electronic documentation.

Disorderly behavior:

Indulging in rough or unruly behavior or practical jokes, whether or not such behavior
endangers the safety or health or social acceptability by others or the smooth running of the
work place
3.

Threatening violence:

Threatening to do physical injury to any other person
4.

Fighting

Physical contact between two or more persons, engaging in, or inciting a group of persons to
indulge in disorderly behavior or to willfully damage organizational property
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5.

Riotous behavior:

Unruly behavior between two or more persons engaging in, or inciting a group of persons to
indulge in disorderly behavior or willfully to damage organizational property
6.

Sexual harassment:

Any unwanted or unwelcome sexual advances, requests for sexual favors and other verbal or
physical conduct of a sexual nature when submission to or rejection of this conduct explicitly
or implicitly affects an individual, causes unreasonable interference with an individual’s work
performance or creates an intimidating, hostile or offensive work environment
7.

Discrimination:

Any act whereby an employee discriminates against any other employee or group of
employees on the grounds of nationality, race, color, ethnic origin, sex, marital status,
religion, creed, political opinion, social or economic status, degree of physical or mental
ability, sexual orientation or culture
8.

Willful loss, damage or misuse of organizational property:
a.

Willful loss: Any act whereby an employee willfully or deliberately loses or causes
organizational property to be lost

b.

Willful damage: Any act whereby an employee willfully or deliberately damages, or
allows damage or causes damage to organizational property

c.

Willful misuse: Any act whereby an employee willfully or deliberately misuses
organizational property

9. Alcohol and drug offences: Consumption of alcohol/drugs or being in an inebriated
state during working hours
10. Interference with disciplinary and/or grievance investigations

14.2.4 Abuse and Related Offences
1.
2.
3.
4.

Abusive or provocative language (when it is likely to cause a disturbance)
Insubordination / Insolent behavior
Assault/attempted assault
Any act of omission or commission which intentionally endangers the health or safety of
others, or is likely to cause damage to organization’s property

14.2.5 Offences Related to Dishonesty
1.

Breach of trust: Infringement of trust of the organization, co-workers, clients or officially
related individuals/ organizations with regards to official work
2. Bribery or Corruption: Giving or receiving or attempting to give or receive any bribe or
inducing or attempting to induce any person to perform any corrupt act
3. False evidence: Deliberately giving untrue, erroneous or misleading information or
testimony, whether verbally or in writing
4. Forgery and False Statements: Falsifying or changing any documentation with
fraudulent intent or attempting to do so; Uttering or attempting to utter fraudulent or
false statements or documents
5. Theft/Unauthorized possession of organization’s property
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14.2.6 Institutional Action
1.

Intimidation: Any act by an employee, whether by himself or in concert with other

persons (whether or not such other persons are employees of DEF), to intimidate any
employee with the object of compelling him/her to take part in any strike or other action
which interferes with the normal operations of DEF. Intimidation is an offence even if all
the procedures for the settlement of the industrial disputes and grievances in the Law
have been exhausted.

2.

Sabotage: Any deliberate action by an employee that results in the interference

with the normal operations of DEF by damaging any machinery or equipment or by
interrupting any supplies of power or services necessary to the operations.

14.2.7 Offenses Outside Normal Working Hours
DEF reserves the right to take any action it may deem appropriate against employees who are, in
the opinion of organization, guilty of gross misconduct not merely in their working situations or
during working hours. This is particularly so where the nature of the misconduct may affect
the employment relationship with a third party. Actions that directly relate to the nature of the
business are also liable for disciplinary action.

14.3 Classification of Penalties
Employees can be charged with the following types of penalties in the order mentioned based on
the offenses committed as per the list in the previous section.
1.
2.
3.
4.
5.
6.
7.
8.
9.

Verbal Warning
Recorded Warning
Severe Warning
Final Warning
Demotion
Transfer
Suspension
Dismissal
Alternative Penalty to Dismissal

14.3.1 Verbal Warning
1.

2.

3.

Any supervisor may, at any time and at his discretion, reprimand an employee without
completing a complaint form, in which case there will be no entry made on the
employee’s disciplinary record.
When a verbal warning is given, the supervisor must ensure that the employee being
reprimanded is made aware of the existence and function of the Disciplinary Code of
Conduct.

Application: A verbal warning is usually issued where the offence is of a minor nature.

14.3.2 Recorded Warning
1.

Application: This may be given for a repetition of an offence for which an unrecorded
warning has been given, or it may be given for a first offence.

2.

Validity Period: The employee must be informed that the warning will remain in force
for a period of six months.

14.3.3 Severe Warning
1.

Application: Given for a repetition of the same offence or similar offence during a period
when a recorded warning is still in effect, or for a first offence of a more serious nature.
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2.

Validity Period: The employee must be informed that the warning will remain in force
for a period of nine months.

14.3.4 Final Warning
1.

Application: Given for a repetition of the same offence or a similar offence during a

period when a severe warning is still in effect or depending on the nature thereof, for
a first offence of a serious nature. In the case of an employee being found guilty of an
offence of a dissimilar nature within the prescribed period, the hearing official may, at
his/her discretion, issue a comprehensive final warning on the understanding that if any
offence is committed within the next 12 months, it will render the employee liable for
dismissal.

2.

Validity Period: A final warning is effective for a period of 12 months. The employee is
advised in writing by the Official hearing the case of the period applicable and reminded
that a repetition of the offence or the committing of any similar serious offence within
the prescribed period will render him liable for dismissal. A copy of the notice shall be
forwarded to the Human Resources Department.

14.3.5 Demotion
Demotion is not an acceptable corrective action and is therefore, not used as a penalty for a
specific offence. It is used only where the employee is unable to meet the requirements of his
present job but is suitable for continued employment in a lower capacity. It can be used as a
disciplinary action only in exceptional circumstances.

14.3.6 Transfer
Transfer is not permitted as a tool for disciplining employees. Transfer, as the result of the
outcome of a disciplinary action, will be considered in special circumstances.

14.3.7 Suspension
An employee may be suspended from work immediately if he/she has allegedly committed
or is allegedly involved in any one of the following offences:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Assault/Attempted assault
Desertion
Sleeping on duty
Negligent or willful loss, damage or misuse of property
Theft/Unauthorized possession of organization’s property
Abuse of electronic/data facilities
Sexual harassment
Fighting
Riotous behavior
Alcohol and drug offences
Breach of trust
Offences related to dishonesty
Any act of omission or commission which intentionally endangers the health or safety of
others, or is likely to cause damage to organization’s property
14. Interference with disciplinary and/or grievance investigations
15. Abusive or provocative language (when it is likely to cause a disturbance)
16. Persistent refusal to obey instructions
In certain instances the Reporting Manager will recommend that the offender be removed
from the work place pending investigation of the case. He/she will take immediate steps to
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report the matter to his/her Immediate Supervisor, who will raise the matter with the Director.
Irrespective of the outcome, the employee will be paid for days he/she was suspended.
It is mandatory to liaise with the Human Resources Officer prior to suspending an employee in
order to ensure that the suspension is procedurally and substantively

14.3.8 Dismissal
Dismissal is the final sanction for any offense and should be used:
1.
2.
3.

When other forms of disciplinary action have failed
When an employee on a final warning commits a serious offence
When the offence committed is of such a serious nature that it amounts to a serious
breach or repudiation of the employee’s contractual obligations
4. In cases relating to dishonesty e.g. theft, fraud or corruption
5. In the case of any employee who is absent from work without permission for a period
of one month or more. In this case the employee will be dismissed as being “absent
or absconding” after one month if no reason for such absence is received. Should the
employee return to work after he has already been dismissed, he may request that
the case be re-opened.
Once an employee has been dismissed in accordance with the procedure contained in this
Code, under no circumstances will he be considered for re-employment should he re-apply at
a later stage. If it is discovered that a dismissed employee has obtained re-employment with
the Organization either inadvertently or through deception, his services will be terminated
immediately.

14.3.9 Alternative Penalty to Dismissal
A comprehensive final warning may be considered at the discretion of the Hearing Chairperson as
an alternative penalty to dismissal in instances where an employee is found guilty of an offence of
a dissimilar nature to a valid final warning on his personal record.
The sanctioning of a comprehensive final warning will only be considered in circumstances
warranting corrective action. Liaison between the Hearing Chairperson and the Human
Resources Officer is encouraged before such a penalty is imposed. A comprehensive final warning
will be valid for twelve months from the date of the imposed penalty.
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Whistleblower Policy
Through this policy, the organization provides a window to all employees to report to
the management any actual or possible violation of the Code of Conduct or an event he/
she becomes aware of that could affect the activities, business or reputation of DEF or
any other organization connected or associated with DEF. By the means of this policy,
irregularities may be brought to light, by individuals who may be interacting with and
observing the organization in the course of their business. The information provided
would be useful in making its processes and systems more robust and sustainable.
The policy helps to create an environment where individuals feel free and secure to raise
the alarm when and where they see a problem. There are provisions for protecting the
whistleblowers from retribution, whether within or outside the organization.

15.1 General Guidelines
1.

A whistleblower may be an individual employee, programme or project
partner, associate or a beneficiary of the organization, who makes a Protected
Disclosure, keeping the organization’s interests in mind. His/ her role is simply to
‘Raise the Alarm’.
2. Such disclosures should be only in relation to matters concerning the
organization and not anything to do with personal enmity or rivalry or any issues
concerning grievances arising out of employment terms and conditions.
3. DEF will be responsible for providing moral support and for arranging legal
advice and financial support for legal actions as required by the whistleblower in
terms of the concerned matter. An issue can be considered serious enough for
an alarm to be raised if it satisfies any of the following conditions:
a. Serious violation of any organization-level policy, indicating that certain
internal control points are weak
b.

The issue is likely to receive media or public attention adversely affecting
the image of the organization

c.

The organization is likely to be exposed to a significant monetary or nonmonetary liability

d.

Points towards any event which is the result of criminal action e.g.
Disappearance of cash/funds

e.

Actual /possible incident of sexual harassment at the workplace

f.

Indicates a significant threat to the health/safety of employees/community

15.2 Reporting Authority
1.

Where issues raised by the whistleblower relate to any staff or persons
associated with DEF, the issue will be reported to the Chief Executive Officer or
Director, initially by telephonic communication, followed by email or written
communication.
2. Where the issues relate to the Director, only such issues shall be reported to the
Ombudsman of the organization.
3. This protocol shall be followed strictly and any violation, including lines of
reporting and issues not related to the said policy shall be viewed seriously by
the Management.
4. Contact Details of the Reporting Authorities can be obtained from the HR Dept.
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Conflict of Interest Policy
The purpose of the policy is to define a Conflict of Interest, provide guidance in
identifying potential and actual conflicts of interest concerning the organization and
establish rules to manage them. In general, employees are obligated to avoid and
disclose ethical, legal, financial, personal or other conflicts of interest involving the
organization and remove themselves from a position of authority for decision making in
any such conflict situation.

16.1 What is Conflict of Interest
A ‘conflict of interest’ arises when an employee or any other member representing DEF
participates personally and substantially in an official capacity in any particular matter
in which, to his/her knowledge, he or she or an associated person or an associated
institution has a financial interest, if the particular matter will have a direct, predictable
and potential effect on that interest.

16.2 Who is an ‘Interested Person’ and What is
‘Financial Interest’
Any director, principal officer, or member of a committee with governing board
delegated powers, who has a direct or indirect financial interest, is an interested person.
A person has a financial interest if the person has, directly or indirectly, through business,
investment, or family has ownership interest in any entity with which DEF has a
transaction or arrangement.

16.3 What is ‘Compensation’
Compensation includes direct and indirect remuneration as well as gifts or favors that
are not insubstantial. This includes favors/gifts provided to any of the immediate family
members and/or close relatives.

16.4 ‘Close Relatives’
Close relatives include spouse, son, daughter, stepson, stepdaughter, step-parents,
stepbrothers and stepsisters of self and spouse.

16.5 Duty Where There is Conflict of Interest
Where conflict of interest exists, the concerned person is duty bound to:
1.
2.

Disclose the nature of such interest and benefits likely to be derived
Recuse themselves from any such meeting which decides on the appointment,
award or grant of any favor; however, they may make a presentation of the case
before the committee deciding on the issue.
3. The Committee in such a case, will take a decision whether the conflict of
interest exists
4. In any case, there shall be no actual or perceived conflict of interest in any
position or payment budgeted for any position.
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5.

If the Board or Executive Committee has reasonable cause to believe a member has
failed to disclose actual or possible conflicts of interest, it shall inform the member of
the basis for such belief and afford the member an opportunity to explain the alleged
failure to disclose.

If, after hearing the member’s response and after making further investigation as warranted
by the circumstances, the Board or Executive Committee determines the member has failed
to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and
corrective action. The discussions, findings and investigations shall be kept recorded by the
Board/Committee.
Where any external advisor(s) is engaged for arriving at any conclusion, it shall not absolve the
duties and liabilities of the Board.
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Employee Exit Policy
The policy explains the various reasons for an employee to exit the organization and the
procedures that need to be followed during the Exit including notice period to be served,
knowledge transfer to colleagues, formalities to be completed, salary and benefits
related processes, leave rules and more.

17.1 General Guidelines
1.

2.
3.

The policy applies to all employees of the following categories: full-time
probation, full-time contract, full-time permanent, part-time probation, parttime.
This policy applies to resignation, termination, absenteeism/abscondment and
retirement of DEF employees.
When an employee is separated from employment for any reason, the Manager
has the responsibility to communicate the separation to Human Resources and
other appropriate departments to ensure that the procedures of this policy are
followed.

17.2 Reasons for Employee Exit
There are four reasons for which an employee may exit the organization. The Exit Process
differs slightly based on the method of Exit. The sections below describe the process in
details for all methods.
1.
2.

He/she may resign on his/her own for various reasons including retirement
He/she may be terminated
a. for unsatisfactory performance
b.

for violating the Disciplinary Conduct Policy

c.

for absconding or being absent from work for a period of more than 30 days
without prior notice

17.2.1 Exit Procedure Based on Resignation
If an employee submits a resignation, the Reporting Manager and/or Management
Committee first talks with the employee to understand the reasons for leaving and
whether some immediate actions can be taken to retain the employee. If the employee
agrees with the Reporting Manager and/or Management Committee, then he/she is
asked to withdraw the resignation and continue working as before. If the employee
insists on leaving, then the resignation is formally accepted.
The following steps are taken once the resignation is made formal:
1.
2.

3.

The status of the employee is marked “ON HOLD” till the notice period of 1
month or less as decided by the Management Committee is served.
During this period, the employee completes all pending work, submits all work
responsibility and transfers knowledge to team members so that work can
continue smoothly.
All Exit formalities are completed on or before the last day of employment. (For
information on all formalities to be completed before the employee is relieved of
duties, please check the section “Cessation Process” below.)
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17.2.2 Exit Procedure Based on Performance Review
If the performance review of an employee is negative or unsatisfactory, he or she may be asked
to leave. Once the termination notice has been sent to the employee, the three steps in the exit
procedure as mentioned in the previous section (Exit Procedure for Resignation) are followed.

17.2.3 Exit Procedure Based on Violation of Code of Conduct
If an employee violates the Disciplinary Conduct Policy in any manner, action will be taken as per
the rules defined in the policy.
Dismissal is the final sanction for any offense and should be used:
1.
2.
3.

When other forms of disciplinary action have failed
When an employee on a final warning commits a serious offence
When the offence committed is of such a serious nature that it amounts to a serious
breach or repudiation of the employee’s contractual obligations
4. In cases relating to dishonesty e.g. theft, fraud or corruption

17.2.4 Exit Procedure Based on Absenteeism/Absconding
An employee can be terminated if he/she is absent from work without permission for a period of
one month or more. In such situations, the following steps are taken:
1.

After ten days of absenteeism, the First notice is sent via email and post to warn the
employee and ask him/her to return and complete the Exit Formalities.
2. If the employee does not respond to the First Notice within ten days of sending the
notice, a Second Notice is sent via email and post.
3. If the employee still does not respond within ten days of sending the second notice, then
the status of the employee is marked as “Absentee or Absconder” and he/she may be
terminated as per the sole discretion of the Management Committee.
4. Should the employee return to work after he has already been dismissed, he may
request that his/her employment may be reconsidered.

17.3 Notice Period Requirements
1.
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Rules for Resignation/ Retirement:

a.

Employees who resign from DEF are responsible for providing appropriate written
notice of their intent to resign.

b.

Once an employee resigns or retires, he/she is expected to serve a notice period of
one month excluding Weekly Offs and National Holidays, if any.

c.

However, the resignation can be accepted with immediate effect or within any
number of days up to one month as per the sole discretion of the Management
Committee.

d.

Salary will be paid only for the number of days the employee serves the organization,
once the resignation is accepted.

e.

If an employee fails to give prior notice or serve the complete notice period, he/she
may not be officially released from the organization. In such cases, one month salary
may be deducted, Provident Fund and Gratuity formalities may be kept on hold,
Experience Certificate may be kept on hold and any other action deemed fit by the
organization may be taken.

f.

Employees are also required to liquidate all loans with DEF (where applicable) before
their last month’s dues are paid to them.
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2.

3.

Rules for Termination:

a.

If the organization decides to terminate any employee, the notice period to be
served by the employee is determined based on the reason for termination including
but not limited to Code of Conduct violations or unsatisfactory performance.

b.

If the employee is terminated with immediate effect, then he/she is paid one month
salary as compensation.

c.

If the employee is asked to serve a notice period of certain duration, then salary will
be paid only for that duration.

d.

If an employee fails to serve the complete notice period, then the Provident Fund
release procedure may be put on hold, Experience Certificate may be kept on hold
and any other action deemed fit by the organization may be taken.

Leave Rules:

a.

The following leave rules are applicable during and after resignation/ retirement/
termination of an employee and while the employee is serving his/her notice period
with the organization prior to leaving.

b.

During the notice period, all accumulated leaves are lapsed except Earned Leaves.
No leaves can be applied by or granted to the employee except Weekly Offs,
National Holidays and Restricted Holidays.

c.

If the employee takes a leave during this period, it will result in Loss of Pay. Also,
depending on the number of leaves taken, the notice period can be extended by the
Reporting Manager(s) or the Management Committee, if deemed necessary.

17.4 Cessation Process
When an employee resigns/retires or is terminated, the Reporting Manager is responsible to
conduct the following Exit formalities on or before the last day of employment as required.
1.

Retrieve any DEF property such as: ID card, Internet dongle, credit cards, keys, uniforms,
computer equipment, cell phones, etc. and disallow employee WITH IMMEDIATE
EFFECT to carry any official asset to their home.
2. Ask employee to settle all Imprest, advances, travel bills and loans taken from DEF
immediately after his/her resignation is formally accepted.
3. Give a “No Dues” certificate signed by the Dept./Project Head to the employee which is
to be submitted to HR Dept.
4. Arrange for payment of all their dues from DEF to be paid within one month from the
last working day. The dues will include salary amount for Earned Leaves accumulated
from the Date of Joining till the Date of Relieving; accumulated Provident Fund,
reimbursements due, if any etc.
5. Cancel e-mail accounts and passwords given for common systems.
6. Arrange for removal of account or access information from Biometric Systems.
7. Cancel or exchange memberships and/or subscriptions as necessary.
8. Contact Accounts Dept. to remove signature authority.
9. Discuss and make arrangements with the employee for the disposal or collection of any
DEF information or DEF Licensed Software that they may have in their possession.
10. Schedule Exit Interview with HR Dept. in case of resignation/retirement. (Employee Exit
Interview Form is attached in ANNEXURE HR-XI).

Human Resources Policy Manual

Page 115

Page 116

Human Resources Policy Manual

Chapter 18
Supplementary Policies
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18

Supplementary Policies
Other Supplementary Policies defined by the organization have been briefly described in
this chapter. The individual Policy manuals can be referred for more details.

18.1 Equal Employment Opportunity (EEO) and AntiDiscrimination Policy
Equal opportunity means that all staff experience fairness, impartiality and equal
access to all career initiatives in an organization. DEF is committed to promoting equal
employment opportunities and a workplace that is free of all forms of discrimination. DEF
commitment to equal opportunity promotes an inclusive work environment that values
and accepts the diverse cultural and social backgrounds of its staff.
The EEO and Anti-Discrimination Policy endeavors to capture the spirit of national and
international statutes in this regard and is underpinned by a set of values and key guiding
principles in the building of a community of all employees.
The objectives of the Equal Employment Opportunity (EEO) and Anti-Discrimination
Policy are to ensure that all:
1.

DEF employees or potential employees do not suffer unfair discrimination in the
workplace.
2. Individuals and groups within DEF work in an environment where all decisions
are free of discrimination, where they have equal opportunity based on relevant
abilities and merit.
3. Employees are encouraged to take positive action towards promoting equal
opportunity throughout the organization.
4. Personnel actions, such as compensation, benefits, transfers, layoffs, companysponsored training programs, and social and recreational programs, will be
administered on a non- discriminatory basis.
5. Application of labor laws to be uniformly applied in the organization.

18.2 Gender Committee Policy
Digital Empowerment Foundation (DEF) is committed to maintaining a positive climate
at work, in which individuals can work together in an environment free of all forms of
violence, harassment, and discrimination on the basis of gender. DEF strongly believes
and supports gender equality and opposes any form of gender discrimination and
violence at the workplace.
By the term ‘Gender Equality’, we mean the work-life balance, protection from any
kind of harassment and the right to work with dignity, which is a universally recognized
human right. DEF is committed to uphold the constitutional mandate ensuring the above
mentioned human rights of all those who fall within its jurisdiction.
The ‘Gender Committee’ in DEF acts as a primary body to address the issues against
Gender equality and harassment. The Policy note outlines the subject in details and
establishes the relevant mechanisms to address any issues.

18.3 Child Protection Policy
DEF Child protection policy derives its strength from several Legislations pertaining to
children. These include: The Child Labour (Prohibition and Regulation) Act, 1986, The
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Juvenile Justice (Care and Protection of Children) Act, 2000, The Immoral Traffic (Prevention)
Act, 1956, The Guardian and Wards Act, 1890, etc. DEF commits itself in letter and spirit to the
objectives laid down in legal and constitutional framework for child protection.
The Child Protection Policy provides a framework of principles, standards and guidelines on which
to base individual and organizational practice.
1.

DEF shall ensure that all organizations working with DEF in its social commitment of
digital empowerment of the society must conform to the laid out principles of child
protection and child rights.
2. All DEF workers and projects should strictly adhere to the following child protection
standards so that children are not exposed to exploitation or abuse at any level at any
time.
3. DEF will ensure that all communication about children will portray them as dignified
citizens of the country. No attempt will be made to portray them as victims
unwarrantedly; neither any communication will exaggerate or glamorize the poverty and
challenges faced by the child.
4. Any one (staff or community) suspected of child abuse or inappropriate behavior will
be dealt with severely, action that may include investigation as well as severance of
employment or relationship.
5. No corporal punishment shall be given to any child by any of DEF’s staff members

18.4 Anti-Bribery and Anti-Corruption Policy
The Anti-Corruption Policy of DEF has been developed in accordance with the Disciplinary Conduct
policy, charters, policies, rules and regulations adopted by DEF and in conformance with the legal
and statutory framework of Anti-Corruption Legislation prevalent in India.
The policy reflects the commitment of DEF and its management for high ethical standards in doing
open and fair business, following the best practices of corporate governance and enhancing the
organizational reputation at appropriate levels. The purpose of this policy is to establish controls to
ensure compliance with all applicable anti-bribery and corruption regulations, and to ensure that
the Organization’s business is conducted in a socially responsible manner.
The aims and objectives of the policy are:
1.

To initiate the steps to reduce the bribery and corruption risks to the business of the
organization by setting out clear guidelines.
2. To encourage all employees to be vigilant and to act diligently in good faith.
3. To monitor and investigate instances of alleged corruption.
4. To take firm and expeditious action against any individual(s) involved in corruption.
5. To minimize the risk of involvement of all employees and Directors in corruption related
activities;
6. To form a common understanding of all stakeholders that DEF prevents corruption in any
form;
7. To set responsibility for the employees of DEF to know and comply with the principles
and requirements of the policy, the key rules of the applicable anti-corruption laws, as
well as adequate procedures to prevent corruption.
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ANNEXURE HR-I

LEAVE APPLICATION FORM
LEAVE APPLICATION DETAILS
Date of Application (dd/mm/yy)

Nature of Leave

Name of Employee

Casual Leave (CL)

Paternity Leave (PL)

Sick Leave (SL)

Special Disability Leave (SDL)

Earned Leave (EL)

Compensatory Leave (COFF)

Maternity Leave (ML)

Optional Leave(OL)

Employee ID
Leave Details
Designation

Dept./ Project

No. of days leave required (Number)

Leave Required From (Date)

To: (Date) (dd/mm/yy)

Contact No.

Employee Signature

Details during Leave
Address

SANCTIONED BY: LEVEL-I REPORTING MANAGER
Name

Signature

Grade

Date (dd/mm/yy)

Designation

Comments

SANCTIONED BY: LEVEL-II REPORTING MANAGER
Name

Signature

Grade

Date (dd/mm/yy)

Designation

Comments

FOR USE OF ADMIN. AND HR DEPT.
Nature of Leave
CL

EL

ML

SDL

SL

COFF

PL

OL

Such Leave(s) Availed
Till Date

HR-I

Such Leaves Available
as of Date

ANNEXURE HR-II

LIST OF HOLIDAYS 2016
LEAVE APPLICATION DETAILS
S.N

HOLIDAY

DATE

DAY OF THE WEEK

1

NEW YEAR

01-Jan-2016

Friday

2

REPUBLIC DAY

26-Jan-2016

Tuesday

3

HOLI

24-Mar-2016

Thursday

4

EID-UL-FITR

08-Jul-2016

Friday

5

INDEPENDENCE DAY

15-Aug-2016

Monday

6

EID-UL-ZUHA

12-Sep-2016

Monday

7

GANDHI JAYANTI

02-Oct-2016

Sunday

8

DUSSEHRA

11-Oct-2016

Tuesday

9

DIWALI

30-Oct-2016

Sunday

10

CHRISTMAS

25-Dec-2016

Sunday

LIST OF RESTRICTED HOLIDAYS / OPTIONAL LEAVE
(One can take any two out of the holidays listed below)

S.N

HOLIDAY

DATE

DAY OF THE WEEK

1

Birth Day of Swami Vivekananda

12-Jan-16

Tuesday

2

Makar Sakranti

14-Jan-16

Thursday

3

Sankranti/Pongal

15-Jan-16

Friday

4

Uttarayana punya kala Sankranti
Festival

15-Jan-16

Friday

5

Guru Govind Singh's Birthday

16-Jan-16

Saturday

6

Birth Day of Netaji

23-Jan-16

Saturday

7

Saraswati Puja

12-Feb-16

Friday

8

Shree Panchami

13-Feb-16

Saturday

9

Chhatrapati Shivaji Maharaj
Jayanti

19-Feb-16

Friday

10

Guru Ravidas Ji Birthday

22-Feb-16

Monday

11

Maha Shivratri

07-Mar-16

Monday

12

Bihar Divash

22-Mar-16

Tuesday

13

Doljatra

23-Mar-16

Wednesday

14

Good Friday

25-Mar-16

Friday

15

Easter

27-Mar-16

Sunday

16

Babu Jagjivan Ram's Birthday

05-Apr-16

Tuesday

17

Chandramana Ugadi

08-Apr-16

Friday

18

Maha Visubha Sankranti

13-Apr-16

Wednesday

19

Birth Day of Dr. B. R. Ambedkar /
Bengali New Year's Day

14-Apr-16

Thursday

20

Ram Navmi

15-Apr-16

Friday

HR-II.A

21

Mahavir Jayanti

19-Apr-16

Tuesday

22

Garia Puja

20-Apr-16

Wednesday

23

Mohammad Hajarat Ali's Birthday

21-Apr-16

Thursday

24

Maharashtra Din

01-May-16

Sunday

25

May Day

01-May-16

Sunday

26

Birth Day of Guru Rabindra Nath
Tagore

08-May-16

Sunday

27

Sri Basava Jayanthi, Akshaya
Tritiya

09-May-16

Monday

28

Budh Purnima

21-May-16

Saturday

29

Maharana Pratap Jayanti

07-Jun-16

Tuesday

30

Martyrdom Day of Sri Guru Arjun
Dev Ji

08-Jun-16

Wednesday

31

Raja Sankranti

15-Jun-16

Wednesday

32

Ratha Yatra

06-Jul-16

Wednesday

33

Kharchi Puja

12-Jul-16

Tuesday

34

Ker Puja

26-Jul-16

Tuesday

35

Parsi New Year (Shahenshahi)

17-Aug-16

Wednesday

36

RakshaBandhan

18-Aug-16

Thursday

37

Janmasthami

25-Aug-16

Thursday

38

Ganesh Puja

05-Sep-16

Monday

39

Naukhai

06-Sep-16

Tuesday

40

First Onam

13-Sep-16

Tuesday

41

Thiruvonam

14-Sep-16

Wednsday

42

Sree Narayana Guru Jayanthi

16-Sep-16

Friday

43

Mahalaya Amavasye

30-Sep-16

Friday

44

Saptami, Durgapuja

08-Oct-16

Saturday

45

Durga Astami

09-Oct-16

Sunday

46

Durga Puja (Maha Navami)

10-Oct-16

Monday

47

Last Day of Moharam

12-Oct-16

Wednesday

48

Lakshmi Puja

15-Oct-16

Saturday

49

Maharishi Valmiki's Birthday

16-Oct-16

Sunday

50

Karaka Chaturthi (Karva Chouth)
(w)

19-Oct-16

Wednesday

51

Kali Puja

20-Oct-16

Saturday

52

Naraka Chaturdashi

29-Oct-16

Saturday

53

Govardhan Puja

31-Oct-16

Monday

54

Bhai Duj/Chitragupta Jayanti

01-Nov-16

Tuesday

55

Chhath Puja

06-Nov-16

Sunday

56

Guru Nanak's Birthday

14-Nov-16

Monday

57

Kanakadasa Jayanthi

17-Nov-16

Thursday

58

Eid Miladun Nabi

12-Dec-16

Monday

59

Id-e-Milad-Un-Nabi (Prophet
Mohammad's Birthday)

13-Dec-16

Tuesday
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ANNEXURE HR-III

TOUR EXPENSE STATEMENT
Project/Event

Budget Head

Employee Name

Dept./ Project

Designation

Grade

City/Place Visited

City Grade

Date(s)

Bus/ Train/ Air
Ticket

Hotel

Food

Local Conveyance

Total

Grand Total

Prepared By:

Advance from Office

Checked By:

Balance Receivable/ Payable

Approved By:

HR-III

Misc.

Any Other

ANNEXURE HR-IV

EXPENSE VOUCHER

IIIrd ﬂoor,44, Kalu Sarai, Delhi

TOTAL Rs.
CREDIT

RUPEES
Signature

TOTAL Rs.

HR-IV

p.

AMOUNT
Rs.
DEBIT

Rs.........................

Approved By
Prepared By

DATE ....................
VOUCHER NO. .......................

Received with thank from M/S.DIGITAL EMPOWERMENT FOUNDATION
THE SUM OF RUPEES................................................................................
on account of................................................................................................
by cash/cheque no........................................................................................

DIGITAL EMPOWERMENT FOUNDATION

ANNEXURE HR-V

FIELD TRAVEL AUTHORIZATION FORM
SECTION A: EMPLOYEE DETAILS
Employee Name

Department/Project

Employee ID

Designation

Work Location/ Branch

Grade

SECTION B: OFFICIAL DUTY DETAILS
Type of Official Duty

From Date (dd/mm/yy)

Half Day

To Date (dd/mm/yy)

Full Day

Purpose of Visit

No. of Days

Partial Days
Start Day only

End Day only

Start & End Day both

SECTION C: MEETING DETAILS
Date

From Time

To Time

City

HR-V.A

Place

Person Met

Meeting
Detials

TO BE MAINTAINED BY HR DEPT.

SECTION C: MEETING DETAILS

Action

Date

Done By

Official Duty Applied By

Pre-Official Duty Approved By

Meeting Details Added/ Modified By

Official Duty Final Approved By

HR-V.B

Signature

ANNEXURE HR-VI

CONFLICT OF INTEREST DISCLOSURE STATEMENT
I, __________________________________________________________________________________ (Name & Designation),
do hereby declare that, consequent to my joining Digital Empowerment Foundation (DEF), I have the following potential
conflict(s) of interest to report
A. I am related to the following employee(s).

S. N.

Name of the Employee

Designation of Employee

Details of Relationship

B. I have affiliations with the following organization(s) with which DEF has work relationship

S. N.

Name of the organization

Affiliation particulars, like
partnership, profit sharing, etc.

Details of relationship due to kith and kin

NOTE:
1.

2.

Declaration shall be made by all newly joined and existing officials and employees of the organization about:
a.

Details of affiliation with any vendor, supplier, or any other party providing or bidding for providing services/equipment
having a direct or indirect interest in any business transaction(s), agreement, investment

b.

Details of any business dealings or transaction with a vendor, supplier or any other party which could result in benefit to
the staff member.

c.

Details of relationship with any person who has decision making powers

It is necessary to elaborate on the potential conflict arising from the above situation with regards to the transaction concerned
(e.g. nature of service/transaction, if affiliated person involved, the identity of the affiliated person and your relationship with
that person)
I hereby confirm that the disclosure(s) made above is/are complete and correct to the best of my knowledge, information and
belief. I shall not be participating in the discussion and decision making of this matter. I agree that if I become aware of any
information that might indicate that this disclosure is inaccurate or that I have not complied with the Conflict of Interest Policy, I
will notify the Management immediately.
I will also assure to provide similar and relevant disclosure(s) as and when any other transaction and/or agreement with any
new vendor, staff or any other party takes place, in the future.
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APPLICANT DETAILS
Name

Comments

Grade

Designation

Date		

Signature
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ANNEXURE HR-VII

EMPLOYEE NON-DISCLOSURE
AGREEMENT
PART I: CONFIDENTIAL INFORMATION
i.

I acknowledge that Digital Empowerment Foundation (DEF) is the exclusive owner of its Confidential Information, which
includes all information regardless of its form:

ii.

All contacts information and databases, including, but not limited to information on partners, donors and sub-grantees of DEF names, addresses, telephone numbers, contact persons, and banking information.

iii.

Proprietary and financial information of DEF’s cash inflows, outflows, financial records, information about procurement
processes and other SOPs (Standard Operating Procedures), names of suppliers and vendors and terms of contracts and
MOUs with various parties.

iv.

DEF’s business methods, practices, strategies, reporting and monitoring procedures and related information including
marketing and advertising, indices, techniques, and data retention methodologies by which DEF maintains information
regarding its partners, donors and sub grantees.

v.

All information regarding DEF’s employees and its related human resources information, including the HR Manual and its
components.

vi.

Information received by DEF from third persons to whom it owes a duty of confidence.

vii. All secrets, trade secrets, know-how, Intellectual Property Rights, and processes of DEF.

PROPRIETARY RIGHT
1.

I acknowledge that all Confidential Information constitutes a proprietary right which DEF and its affiliated organizations are
entitled to protect.

NON-DISCLOSURE
1.

NON-DISCLOSURE: I agree that during my employment with DEF or at any time thereafter, I will not disclose any Confidential
Information to any person, including any competitor of DEF, or future employer of mine. I will not use the confidential
information for any purpose other than those permitted by DEF.

2.

SECURITY, DISTRIBUTION or TRANSMISSION CONTROL: I agree that during my employment with DEF or at any time
thereafter, I will comply with all security precautions and measures of DEF that are intended to maintain the confidentiality of its
Confidential Information and to limit its distribution to instances of a legitimate need-to-know basis that are intended to promote
the best interests of the Company.

3.

NON-REPRODUCTION: I agree that during my employment with DEF or at any time thereafter, I will not make copies,
summaries, or extracts of Confidential Information, nor will I remove any Confidential Information from the place of business
unless authorised by DEF.

4.

DISCRETION IN COMMUNICATION: I agree that during my employment with DEF or at any time thereafter, I will not disclose
any Confidential Information concerning DEF or its affiliated corporations which could adversely affect the organization’s
image, reputation or value.

5.

REPORTING UNAUTHORISED DISCLOSURE, MISAPPROPRIATION OR MISUSE OF CONFIDENTIAL INFORMATION:
I shall immediately inform DEF of any unauthorized use or disclosure, misappropriation or misuse by any employee of any
Confidential Information, upon having notice or knowledge of the same.

FORMER EMPLOYER’S CONFIDENTIAL INFORMATION
1.

I agree that during my employment with DEF I will not improperly use or disclose any proprietary information of any former
or concurrent employer or other person or entity and I will not bring onto the premises of DEF any unpublished document or
proprietary information belonging to any such employer, person or entity unless consented to in writing by such employer,
person or entity.
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RETURN EMPLOYER’S PROPERTY
1.

I agree that on termination of my employment with DEF or at any time DEF may request, to promptly deliver all memoranda,
notes, records, reports, manuals, and any other hard copy documents or electronic data belonging to DEF, or containing
Confidential Information, including all copies of materials I may posses or have under my control.

EXIT INTERVIEW
1.

I agree that if my employment with DEF is terminated for any reason, unless DEF waives this requirement, I will, within one week of my leaving
DEF, review with the person designated for this purpose by DEF, the nature and type of Confidential Information to which I have had access
and I will sign an acknowledgement describing the nature and type of Confidential Information which I am duty bound not to use or disclose.

LIMITATIONS ON OBLIGATIONS
The obligations of the employee shall not apply, and the employee shall have no further obligations, with respect to any Confidential Information to
the extent that such Confidential Information:

ii.

is generally known to the public at the time of disclosure or becomes generally known through no wrongful act on the part
of the employee;

iii.

becomes known to the employee through disclosure by sources other than the DEF having the legal right to disclose such
Confidential Information;

iv.

is independently developed by the employee without reference to or reliance upon the Confidential Information; or

v.

is required to be disclosed by the employee to comply with applicable laws or governmental regulations, provided that the
employee provides prior written notice of such disclosure to DEF and takes reasonable and lawful actions to avoid and/or
minimize the extent of such disclosure.

PART II: MISCELLANEOUS

NECESSARY PROTECTIONS
I acknowledge that the restrictions contained in this Agreement are necessary for the protection and goodwill of DEF and I consider them to be
reasonable for that purpose. I therefore agree that any breach of the terms of this Agreement is likely to cause DEF substantial and irrevocable
damage and irreparable harm. In the event of any such breach, I agree that DEF, in addition to such other remedies which may be available, shall
be entitled to specific performance and other injunctive or equitable relief.

CONTINUING OBLIGATIONS
I agree that the provisions of this Schedule shall survive the termination of my employment relationship however it may arise.

SEVERABILITY
In the event that any provision of this Agreement or part thereof shall be deemed void, invalid, illegal or unenforceable in whole or in part, the
remaining provisions or parts shall remain in full force and effect.

JURISDICTION
The validity, construction and performance of this Agreement shall be governed and constructed in accordance with the laws of India. The courts/
tribunals in New Delhi, India shall have sole and exclusive jurisdiction over any dispute arising under terms of this agreement.

Signature of Employee

Name of Employee (please print)

Signature of Employer			

Name of Employer (please print)
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ANNEXURE HR-VIII

INDUCTION FEEDBACK FORM
Name of Employee

Grade

Employee Code

Department/ Project

Designation		

Date of Induction

*Note: Please provide honest feedback as far as possible. The organization ensures that your feedback will be used only for the purpose of
organization’s continual improvement. You or your work will not be evaluated or judged in any manner based on the feedback provided by you.

SECTION A: GENERAL FEEDBACK

S.N.

Question

Yes

1

Were you able to locate the Venue easily and reach the place on time?

2

Did the Human Resources (HR) and Supporting Staff welcome you
cordially?

3

Did the HR Staff appointed for your Induction collect necessary
documents from you?

4

Did you Appointed HR Person help you with the Official Procedure on
Online HRMS System?

5

Did you get introduced to your Reporting Manager?

6

Did you get introduced to your Dept. / Project team members?

7

Did you find the office atmosphere friendly and healthy?

8

Were the HR Staff and Trainers appointed for the Induction today
effective in giving you information, guidance, support and knowledge?

9

Did you find the overall Induction Program useful in getting oriented
towards the new job?

HR-VIII.A

Somewhat

No

`

SECTION B: OFFICIAL PROVISIONS

S.N.

1

2

3

4

Question

Yes

No

Did you get the Welcome Kit with all policy documents, manuals, etc.?
Did you get your Official Email ID?

Did you get your Official Laptop properly configured with Internet Setup?

Were you shown your seating arrangement?

`

5

Did you open a new Bank Account for salary deposits?

6

Did you fill & submit the Provident Fund application?

7

Did you fill & submit the Health Insurance application?

SECTION B: OFFICIAL PROVISIONS

S.N.

Organization’s history, vision, mission, values and work
culture?

1

Organization’s programs, project and activities

2

Organizational structure and where you fit in

3

Salary Breakup and Net salary calculations

4

Functioning of various departments and programs

5

Timings, Attendance & Leave Policy

6

Rules for Travel & Tour Expenses Allowance & Reimbursement

7

Annual Performance Review

8

Human Resource Policy

9

Grievance Policy & Guidelines

Very Clear

Somewhat Clear

Not Clear

`
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10

Exit Policy and the notice period for exit

11

How to use the Online HRMS System to apply leaves, official
duty, check attendance etc.

12

How to get IT Department Support, how & why to use Ticket
System etc.

PLEASE MENTION THE TOPICS WHICH WERE UNCLEAR OR NOT PROPERLY EXPLAINED.

PLEASE MENTION ANY OTHER FEEDBACK, SUGGESTIONS OR RECOMMENDATIONS YOU HAVE

Employee Signature

									Date
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ANNEXURE HR-IX

EMPLOYEE PERFORMANCE
APPRAISAL FORM
PART I: EMPLOYEE DETAILS
Instructions : The Employee Details need to be filled by the HR Dept. before handing over the form to the Employee

Employee Name

Type of Employment

Employee Code

Grade

Full-Time Probation

Part-Time

Full-Time Contract

Contractual Consultant

Full-Time Permanent

Department (Select only one option)

Designation

Joining Date (DD-MM-YY)

Project (if applicable)

Part-Time Probation

Human Resources

Media & Communication

Admin & Operations

Design & Creatives

Accounts

Research & Advocacy

Programs

Information Technology		

Probation Dates (Enter if employee on probation)
.Probation Start Date		

Work Location

Probation End Date

				
Contract Dates (Enter if employee on contract)

Current Salary

Level I Reporting Manager

Contract Start Date 			

Contract End Date

			
Assessment Period
From (DD-MM-YY)			

Level II Reporting Manager

HR-IX.A

To (DD-MM-YY)

PART II: SELF-APPRAISAL
Instruction: Apraisee is expected to complete this questionnaire before the Appraisal interview and submit it to his/her Appraiser before the official
submission date

Q1. What do you consider to be your most important achievements in the past year?

Q2. Have you contributed anything above what was expected of you?

Q3. In which area(s) would you like to improve? What action could be taken to improve your performance in your current
position by you and your Project Head / Dept. Head?

Q4. How could we use your talents and experience better?

Employee Signature
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PART III: EMPLOYEE PERFORMANCE RATING

Instructions :
1. This part has to be filled by the Level 1 and Level 2 Reporting Manager of the employee
2. Fill the numerical rating from a scale of 1-5 in the respective boxes as shown below

PERFORMANCE
CRITERIA
Job Knowledge

Quality of Work

Productivity

Communication Skills

Weightage
(%)

10

15

Overall Rating

Below
Average (2)

Poor(1)

Criteriawise Rating

15

Teamwork/ Relation with
Others

Resilience

Average (3)

10

10

Creativity & Innovation

Above
Average (4)

10

Problem Solving/
Analytical Skills

Reliability

Excellent
(5)

`

15

5

5

5
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PART IV: RESULT AND RECOMMENDATION
Instructions
1. This part has to be filled by the Level 1 and Level 2 Reporting Manager of the employee

Rating
5

4

3

2

1

Excellent

Above Average

Average

Below Average

Poor

Performance
Positive

Satisfactory

Negative

Recommendation
Promotion

Salary Increment

Send/ Renew Contract Confirmation Letter

Extend Probation

Send Termination

Letter to be issued
Part-Time Contract
Confirmation Letter

Full-Time Contract
Confirmation Letter

Probation Extension
Letter

Renew Contractual
Consultant Conf.
Letter

Full-Time
Permanent
Confirmation Letter

Appraised Salary in Rupees (if applicable)

LEVEL- I REPORTING MANAGER
Name							

Comments			

Designation

Grade

Date

Signature

HR-IX.D

Termination Letter

LEVEL- II REPORTING MANAGER
Name							

Comments			

Designation

Grade

Date

Signature

HR MANAGER
Name							

Comments			

Designation

Grade

Date

Signature

HR-IX.E

PART V: PERFORMANCE CRITERIA
Instructions
The following factors are to be considered while rating an employee for work performance.

PERFORMANCE CRITERIA

JOB KNOWLEDGE

QUALITY OF WORK

Description

Proper understanding of work to be done as per job description & manager’s instructions. In-depth
knowledge of work-related subjects. Ability & willingness to learn new skills to perform better.
Accurate and Timely work. Attention to Detail. Use of proper judgment to take well-informed & well-timed
decisions.

PRODUCTIVITY

Ability to finish work on or before assigned deadlines. Ability & willingness to do more work than assigned
or more work in less time than allotted. Can handle multiple responsibilities in an effective manner. Uses
work time productively. Self-motivated & focused.

COMMUNICATION SKILLS

Professional, polite & friendly behavior. Ability to articulate work-related thoughts, ideas and information
properly with peers, supervisors and juniors. Adequate business writing & oral communication skills as per
job requirement.

PROBLEM SOLVING/
ANALYTICAL SKILLS

Ability to approach problems at work with calm composure & have analytical skills to find suitable solutions
=as required.

TEAMWORK/ RELATION
WITH OTHERS

Ability to work amicably in a team environment, collaborating & cooperating with peers, subordinates &
supervisors as required to solve problems & complete work. Inclination to take help from others to improve
job knowledge & helping others in need. Maintaining positive atmosphere and cordial work relationships
with colleagues.

SUPERVISION/ PEOPLE
MANAGEMENT SKILLS

Ability or potential to manage a team to work towards a common goal with efficiency & high quality.
Knowledge & capability to plan, organize, train, delegate, manage & monitor work of subordinates. Ability
to maintain peaceful team environment. Negotiation & conflict resolution skills. Balanced & respectable
behavior. Ability to help team resolve issues & promote growth & development.

RELIABILITY

CREATIVITY & INNOVATION

RESILIENCE

Can be depended upon to complete assigned work on time with good quality. Needs minimal supervision to
understand and perform responsibilities and follow instructions.
Comes up with new project ideas, unique & useful solutions to problems and innovative ways of doing
work. Ability to think out-of-the-box.
Ability to handle tough situations & people. Willingness to face & overcome challenges at work. Ability to
travel in inconvenient or difficult work environments as frequently required for job.

HR-IX.F

ANNEXURE HR-X

EMPLOYEE GRIEVANCE FORM
Note: Before filing a grievance, an employee is expected to review the Grievance Policy in the Human Resources Policy Manual to understand the
rules and procedure for filing a grievance.

EMPLOYEE APPLICATION DETAILS (Details to be filled by the Employee)
Grievant Name

Contact Number(s)

Designation

Date of Application (DD/MM/YY)

Dept./Project

Date, Time, Place in which Grievance occurred

Work Location (City, Village etc.)

Names of persons involved (if any)

Complete Address

Grievance Details

STEP 1: GRIEVANCE REDRESSAL BY THE REPORTING MANAGER (RM) (Details to be filled by the Reporting
Manager(s))

Discussion Held With:
Level 1 Reporting
Manager

Supervisor of Level 1 Reporting
Manager

No. of Days taken to complete the discussion after
Application Filed

Outcome of Discussion

RM/Supervisor Name

Signature of RM/Supervisor

RM/Supervisor Designation

Employee Satisfied with outcome?

Date of Discussion (DD/MM/YY)

1. As per the Grievance Policy, the employee must discuss his grievance with his/her Level 1Reporting Manager (RM) or supervisor of Level 1 RM
in the event of a grievance against the Reporting Manager.
2. Proceed to Step 2 if employee is not satisfied with Step 1 outcome

HR-X.A

STEP 2: GRIEVANCE REDRESSAL BY THE DEPT./PROJECT HEAD
Discussion Held With:
Department Head

No. of Days taken to complete the discussion after
Application Filed

Project Head

Outcome of Discussion

Name of Head
Signature of Head

Designation of Head

Employee Satisfied with outcome?

Date of Discussion (DD/MM/YY)

Note: Proceed to Step 3 if employee is not satisfied with Step 2 outcome.

STEP 3: GRIEVANCE HEARING WITH MANAGEMENT COMMITTEE (MC) (Details to be filled by the Management
Committee Head/Representative)

Documents attached with application

Name of MC Head

1.
2.

Designation of MC Head

3.

Date of Hearing (DD/MM/YY)

Outcome of Hearing

No. of Days taken to resolve the matter after Application
Filed

Signature of Head

Signature of Employee

Employee Satisfied with outcome? (The decision of the MC is final)
Yes			No

HR-X.B

ANNEXURE HR-XI

EMPLOYEE EXIT INTERVIEW FORM
EMPLOYEE DETAILS
Employee Name

Joining Salary (INR)

Dept./ Project

Joining Date (DD/MM/YY)

Location

Resignation Date (DD/MM/YY)

Current Job Designation

Relieving Date (DD/MM/YY)

Current Grade

Total Length of Service (yrs.)

Current Salary (INR)

Reporting Manager Name

Joining Job Designation

Designation

Joining Grade

REASONS FOR LEAVING (TICK ALL APPLICABLE)
1

Got another/better job with promotion/ salary hike

2

Looking for change in job area/type

3

Planning for higher studies

4

Home/ Family/ Personal Needs

5

Health Reasons

6

Did not like the type of work I was involved in

7

Interested in more challenging/ interesting/ different kind of work

8

Unsuitable working conditions (timings, flexibility, leaves & holidays, travel, environment, commute, etc.)
Provide more details if ticked:

9

Location not suitable/ Need to relocate for personal reasons

10

Less satisfactory salary as per qualifications

11

Salary not enough to meet cost of living in area or personal needs

HR-XI.A

12

Dissatisfaction/ unable to work with supervisor

13

Dissatisfaction/ unable to work with team/ co-workers

14

Dissatisfaction/ Problems with other staff

15

Dissatisfaction with company benefits

16

Unable to adjust with organizational culture

17

Retirement

18

Any other reasons (please specify)

COULD ANYTHING HAVE BEEN DONE TO RETAIN YOU?

PLANS AFTER LEAVING (optional)

COMMENTS
What did you like most about your job?

What did you not like about your job?

HR-XI.B

FEEDBACK (Tick only one applicable option per row)

S.N

Very
Satisfied

Question

1

Opportunities to use your skills & abilities

2

Opportunities for learning, new skill
development & growth

3

Chance to work in new, challenging work
environments & projects

4

Recognition & Appreciation for work

5

Supervisor’s management methods

6

Relationship with Immediate Supervisor

7

Relationship with other colleagues/ staff/
teammates

8

Grievance redressal & opportunity to interact
with supervisor

9

Induction/ Orientation towards work culture, job
specifics, policies, projects etc.

10

Discipline, Rules & Regulations

11

Performance Review

12

Physical Working Conditions

Quite
Satisfied

Neutral

Little
dissatisfied

Very
Dissatisfied

Criteriawise
Rating

`

SUGGESTIONS (Tick only one applicable option per row)
1

For improvement in DEF working conditions,
culture, rules, policies etc.

2

For improvement in your job role functions,
opportunities etc.

3

For Immediate Supervisor

4

For Management Committee/ Board

Employee Signature			

`

		

Date		

HR-XI.C

Reporting Manager Signature
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