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SECTION I: INTRODUCTION

Meaningful well-being of the community (MWOK is a non-governmental, non-profit that joined other development partners to provide humanitarian response in Uganda. It was registered and operationalized in 15th July, 2016. The organization not only worked for poverty alleviation through providing basic assistance but also promoting communities and institutional capacity building, life-saving services, working and supporting good governance. This manual is to provide guidance to both the employees and the MWOK managements regarding introduction, maintenance and exit of employees. 
OUR VISION: We envisioned resilient communities that is healthy, productive and empowered for sustainable well-being and development.  
OUR MISSION STATEMENT: To work with communities and district local governments in disaster prone areas for building resilience for sustainable development.
OUR GOAL: The overarching strategic goal of MWOK is to combat climate change, extreme hunger and poverty; improve social service delivery and to bring positive change to communities through knowledge transformation to enhance local capacity towards building community resilience for long lasting/sustainable well-being and development.
OUR CORE VALUES: We at MWOK our core values include:  Integrity, inclusiveness and diversity, effectiveness, innovativeness, transparency and accountability, and results oriented. We remain at all times committed to these values, and to our mission statement and vision.
OBJECTIVE OF HR MANUAL:
The Human Resource Manual set out clear “Service Rules and Regulations” act as a ready reference to all employees of MWOK of the rules and regulations that govern service in the organization. It also provides a guide for management of the policies and procedures that are based on the core values, vision and mission of the MWOK. The Rules and Regulations are in effect as of Jan 1st 2021
SECTION II: EMPLOYMENT POLICY
A. Employee Classification: 

MWOK follows the Country's recruitment policy to employ personnel of the following categories:

1. Regular Contract: having an open-ended contract, enrolled into the payroll system, and entitled to organizational benefits. They must complete a probation period of three months before they are considered ‘regular contract’. 
2. Temporary Contract: having a fixed term contract for a maximum period of six months.

3. Interns/Trainee: Short term contract, opportunity to learn and develop skills/ competencies.
4. Casual worker: employed for a short period and specific work, not an employee of MWOK contracted through procurement.

5. Consultant: employed for specific period and outcome, not an employee of MWOK contracted through procurement.

6. Except for Regular Contract employees who have completed a successful probation period, no other category of employees are entitled to MWOK.

B. Work and Attendance at Sudan:

1. The MWOK work schedule is 40 hours per week, except for those who are entitled to overtime.

2. All drivers, guard, office helpers, guest house keepers are required to work 48 hours per week with the provision of at least one full day as weekly holiday.

3. All employees who are required to work 48 hours are entitled to overtime for working excess hours.

4. Friday and Saturdays are off days (weekend) for MWOK. Staff members are not expected to work unless there is an emergency situation or urgent need, and they are called by their supervisor.

5. Office hours are from 8:30 am to 4:30 pm, except during Ramadan during when it is reduced by one hour.

6. The daily working hour is one hour less for lactating mothers once they return from maternity leave until the child is two years old.
7. All employees of MWOK are required to submit approved Personnel Activity Report (PAR) by 5th of each month. Failure to submit PAR for two consecutive months may result in the withholding of the employee's salary.

8. If an employee is unable to report for duty, the office must be notified within 24 hours. Failure to notify an absence of more than 7 days will result in disciplinary action, including termination of contract.  (this doesn’t sound right)
9. MWOK staff can enjoy a maximum of 15 days of public holidays a year. The holidays will be circulated by HR department at the beginning of each year.

C. Employee Responsibilities

1. All Employees must have a job description signed by the employee and his/her supervisor which will define the employee's role and responsibilities.
2. All Employees are to follow and comply with organizational policies and procedures

3. The Core Values of MWOK - Respect, Integrity, Commitment and Excellence are to be demonstrated through the employee's behavior and conduct.
4. Employees are to take responsibility for the organization’s resources and demonstrate accountability at their respective positions.

5. Staff members are expected to promote Gender Equity and Diversity in all aspects of their work and their relationships. 
6. Staff members should contribute to the creation and maintenance of an enabling environment for learning and empowerment.

7. Timely attendance and Self Discipline are to be observed by all staff members of MWOK.

SECTION III: COMPENSATION AND BENEFITS

1. All Regular employees of MWOK are placed in a Grade structure and remunerated according to the organization's salary scale.
2. Salary is paid on a monthly basis with the necessary deductions (e.g. income tax, social insurance contribution) and a pay slip is provided to all Regular employees.

3. Overtime is paid only to those employees who are required to work 48 hours per week, for example, guards, drivers, office helpers and guest house keepers. 
· Overtime is paid for every hour worked in excess of 48 hours per week on the basis of the following calculation:

[Monthly gross salary X overtime hours worked]
            [240 hours (per month)]
· Overtime shall be made ONLY when authorization has been received in writing from the employee’s immediate supervisor in advance of overtime work being carried out. 

4. Social Insurance Fund: MWOK contributes 17% of employee's gross salary to the Government Social Insurance Fund.

5. Medical Allowance: All employees receive an amount of SDG 100 with their monthly salary as a medical allowance. 
6. Hospitalization: Employees can claim 80% reimbursement, not exceeding an amount of SDG 6,000, upon submission of valid documents. A maximum of two hospital reimbursements can be claimed in a year.
7. Maternity benefit: For female employees and the dependent spouse of male employees. A maximum amount of SDG 5,000 for each birth over the employment life with MWOK.
8. Catastrophic Illness Fund: For Employees and dependents (as mentioned in employee data form) affected by HIV/AIDS, Tuberculosis, Cancer or Hemorrhagic Malaria. A maximum amount of USD 1000 per year can be reimbursed upon submission of valid documents.

9. Cost of Living Adjustment: All Regular employees will receive a percentage increase in the salary on Jan 1st each year as an adjustment to the cost of living. COLA estimates follow a regressive percentage from lower to higher grades in the salary matrix. Grade A to C is adjusted to 100%, Grade D up to 75% and Grade E up to 50%. In case of budgetary constraints,MWOK management may decide to delay, reduce or cancel COLA. 
10. Annual Bonus: All national employees are entitled to one annual bonus each fiscal year to one month's basic salary. The bonuses are awarded in January each year.

11. Acting Allowance: An employee who is given an Acting assignment for more than 30 days is entitled for Acting Allowance, which is 20% increase on his/her current basic salary and cease to occur with the termination of the Acting assignment.

12. Severance Benefit: One month of the current basic salary is provided, for each year of employment and one month COLA for each full year of employment, or prorated amount for partial period work

13. Group Accident Benefit: To be implemented after agreement with Insurance Company

14. Group Life Insurance Benefit: To be implemented after agreement with Insurance Company

SECTION IV: LEAVE AND HOLIDAYS

MWOK observes the official Public Holidays announced by the Government of Sudan up to a maximum number of 15 days per year. The holiday list will be circulated by HR department at the beginning of each year. Except for public holidays, all employees are required to submit and obtain approval for any kind of absence from duty.MWOK offers the following leave:

1. Annual leave: All regular employees ofMWOK are entitled to Annual leave in the following manner:

· Service length of 3 months and less than 3 years : 
20 days

· Service length of 3 years and less than 7 years :
23 days

· Service length of 7 years and less than 15 years : 
25 days

· Service length of 15 years and more:


30 days.

A maximum number of 7 (seven) days of Annual Leave can be carried over to the following year. The annual leave balance is en-cashed at the time of separation on a prorated basis. 
Except for Annual Leave, No other leave can be carried over or en-cashed.
2. Sick Leave: Sick leave is entitled after three months of continuous service with MWOK. An employee must submit a leave application requesting sick leave on the first day of his/her return to work.
 A written certificate from physician shall be required for sick leave requests exceeding 3 (three) days. 
 A maximum of 15 days of sick leave can be taken annually unless the employee is suffering from a certifiable illness.
 As per the labor law, employees with at least three months of service who are eligible for extraordinary leave because of a certifiable illness for reason not due to his/her own negligence or misconduct. The employee will be entitled to wages for all the days of continued illness as follows:

· First three months with full salary.

· Following three months on half salary.

· Following and final three months on quarter salary.

· Employee will be considered on sick leave with reduced pay after exhausting all his/her accrued leaves.

3. Maternity Leave: Can be taken by a Regular female employee for a period of 12 calendar weeks and up to two births during their employment tenure with MWOK.

4. Paternity Leave: Can be taken by a Regular male employee for a period of 5 days to a maximum of two births during employment tenure with MWOK. Paternity leave should be taken within the first 6 months of the birth of the child. 
5. Emergency Leave: Employees with one year or more continuous service are entitled to 10 days emergency leave per year.  Examples of emergency leave are for the illness of a spouse, parent or child, legal issues requiring settlement

6. Pilgrimage Leave: Employees with three years or more continuous service length are entitled to 15 days pilgrimage leave to perform Hajj for the first time.

7. 'Widow' Leave: Regular female employees are entitled to four months and 10 days leave in the event of the death of a husband. If the employee is pregnant, the leave extends to 8 weeks after the delivery of child.

8. Leave of Absence: Employees with three years or more continuous service are entitled to a leave of absence to a maximum period of 12 (twelve) months for completion of a professional degree approved by his/her supervisor. The employee is not paid during the period for Leave of Absence.
9. Compensatory Leave: Regular employee posted in a compensatory designated area is entitled to 4 (four) days of leave, including travel days, for every full month worked and it must be taken within the quarter.
10. Home Travel Leave: A regular employee is entitled to paid travel leave once a year for traveling to and from his/her home of record.

11. Leave without Pay: A regular employee with more than one year of service length can be granted, upon request, Leave without Pay, by his or her supervisor when Annual and Emergency Leave is exhausted. 

SECTION V: PERDIEM POLICY

MWOK employees who are required to travel for official business and spend the night away from their normal place of work (duty station), are entitled to travel expenses that include: Transportation, per diem and Lodging. All Travel related expenses are claimed through Travel Expense Report approved by direct supervisor.

1. Transportation: Actual cost incurred to and from the destination travelled.

2. Perdiem: Daily Perdiem rate for Khartoum is SDG 500.00 and for all other areas, SDG 300.00. Perdiem is claimed as follows:

· Breakfast 15%

· Lunch 25%

· Dinner 35%

· Incidental 25%

If any of the above is provided by MWOK, then the amount should be deducted from the daily rate.

3. At locations where MWOKGuest House is not available, employees are entitled for lodging expense up to a maximum amount of SDG 250 per night with receipt.

4. A travel advance can be taken for any travel that is more than 48 hours. The travel advance must be settled within 10 days of return.  No additional advance will be provided unless the previous advance is settled. 
SECTION VI: PERFORMANCE MANAGEMENT

The main objective of the Performance Management system is to promote growth and development of MWOK’ human resources resulting in the improvement of the organization as a whole. The following steps are necessary for the PM system:

1. Performance Planning: The Individual Operation Plan IOP) provides a clear and agreed upon action plan for the individual employee for a specific fiscal year (FY).  Planning takes place at the beginning of the FY and for new joining employees it begins after the first three months of service, when s/he is confirmed. Performance planning for short-term staff is not required unless otherwise guided by the supervisor.
2. Quarterly Review: All employees are required to have a quarterly review of the IOP and other job-related performance by the supervisor. It is essential for the supervisor to spend at least one hour with the employee to discuss and provide feedback during the review session. The Supervisor should also collect 360-degree feedback from relevant others regarding the individual's performance before having the review session.
3. Annual Performance Appraisal: All confirmed regular employees of MWOK are evaluated annually if they have completed a period of three months with the organization by July 15 of the year. The annual appraisal is conducted in terms of progress and results in relation to the IOP, fulfillment of primary job responsibilities and ability to fulfill key organizational competencies.
4. All Annual Appraisals must be submitted before or on 31st December every year. The CDs are responsible to see that all program and program support staff have submitted their APA on time.

5. Merit increment is awarded to individuals having satisfactory ratings on their APA as follows:

· Significantly Exceeds Requirements: 4% increment on basic

· Fully Meets Requirements: 3% increment on basic.

· Meets Most Requirements: 2% increment on basic

· Below Requirements: no increment

6. Any delay in the APA submission may result in a delay in the annual salary increment for the employee. Therefore, all supervisors are strongly requested to submit the appraisals on time. 
SECTION VII: STAFF CAPACITY BUILDING
MWOK invests in staff development initiatives aimed at developing and strengthening technical skills specific to the concerned project, as well as managerial skills and leadership skills that respond to its longer-term organizational needs.

1. Staff Development Training: All program and program support sections develop an annual training plan for its staff members and allocate budget to carry out the plan. The training plan is developed on the basis of a needs assessment and organizational priority to obtain certain skills and competencies.

2. Career Development: After one year of continuous service length, different initiatives are taken for the career development of MWOK employees, depending on opportunity and fund availability of the organization.

a) Development Plan: The employee with the supervisor develops a plan to move towards targeted positions or towards taking on higher responsibilities.

b) Exposure Visits: Opportunities to visit other Country Offices as a learning opportunity.
c) Temporary Duty Assignment (TDY): Taking a position at a different location within the country or in a different country for a short term period to both contribute and learn on-the-job.

d) Educational Opportunities: for higher professional degrees that is relevant to program or organizational needs. 
e) Will allow time and may approve for 75% reimbursement of the course fees (depending upon the nature of the course) for successful completion. The individual must work at least one year for MWOK after completion of the course.

3. Leave of Absence: for employees with continuous service length of 3 or more years may be granted time to complete a professional degree relevant to MWOK’ program or organizational need. The leave of absence is to be approved by the Country Director and for a maximum period of one year. The employee is not paid any salary or benefit during the leave of absence period. A maximum of two employees can be allowed a leave of absence in a given year.

SECTION VIII: CODE OF CONDUCT
All staffs are responsible for creating and maintaining an environment that prevents corruption or abuse of power and promotes the implementation of these Standards.  In addition, staffs are to ensure that any violation of the Standards are immediately reported to senior management, HR Manager or Sub/Field-Office HR Representative.

1. Violations of the Standards of Conduct may result in varying degrees of disciplinary action.  

2. Although the following list is not exhaustive, the following offences may constitute gross misconduct:
a) Misrepresentation or omission of facts in obtaining employment.

b) The making or permitting of false records to be made relating to project, human resource, financial or administrative activities.

c) Defacing, damaging, destroying, or unauthorized use of MWOK property to include but not limited to: furniture, fixtures, vehicles, equipment and telephones. 

d) Misuse of MWOK vehicles, e.g., carrying unauthorised passengers or permitting unauthorised non-MWOK employees to drive; driving without a valid driving license or authority to drive MWOK vehicles; using MWOK vehicles for personal or trips without proper authorisation; not using the seat belt while riding the vehicle, or negligent driving. 

e) Originating or spreading false statements concerning employees or MWOK.
f) Revealing, disclosing or making available any confidential or private MWOK information to any person who is not authorized or entitled to receive it.  Also, acting in a reckless, irresponsible or negligent manner that might make possible the unauthorized disclosure of confidential or private information.

g) Fighting or causing bodily injury to another; all other forms of disorderly or violent conduct.

h) Immoral or indecent conduct, including all forms of sexual harassment or exploitation, with program participants (beneficiary), partners, MWOK staff members or any one professionally related with MWOK.

i) Wilful insubordination or gross disobedience to any lawful and/or reasonable order of a supervisor.

j) Reporting to work or working under the influence of intoxicants, alcohol or unauthorized drugs or possessing unauthorized drugs during working hours.

k) Repeated tardiness or absence; failure to report or work without a satisfactory reason.

l) Theft or pilferage of MWOK property or other employee’s property. Theft or financial fraud of any nature, including falsifying expense reports.

m) Criminal or dishonest conduct. Intimidating, threatening or coercing another person.

n) Interacting with visitors, counterparts, governmental officials in such a manner to reflect adversely on MWOK.
o) Participating in the evaluation, selection, award or administration of a contract or other order for the purchase of goods or services from an entity if a conflict of interest is, or would be involved.  Such a conflict would arise when the employee, any member of his or her family, his or her partner, or any entity which employs any of the parties indicated herein, has a financial or other interest in the entity selected for the award.

p) Participating in the evaluation or selection of an employee for hire if a conflict of interest is, or would be involved.  Such a conflict would arise when the MWOK employee is involved in the evaluation or selection of any member of his or her family, his or her partner or any person in which they have a personal interest.

q) Violation of the MWOK policies on conflict of the interest or sexual harassment and exploitation.

r) Habitual negligence or neglect of work resulting in serious mismanagement.

s) Involvement in criminal behaviour on or off the workplace, and/or inciting others.  

t) Use of MWOK resources for personal gain

SECTION IX: PREVENTION OF SEXUAL HARASSMENT AND EXPLOITATION

It is the policy of MWOK - Uganda to prohibit any form of sexual abuse, sexual harassment, sexual exploitation or sexual and gender-based violence against women, men and children to include, but not limited to, any unwelcome sexual advance, request for sexual favors, or any verbal or physical behavior of a sexual nature. 

1. Sexual Abuse is actual or threatened physical actions of a sexual nature, by force or under unequal or coercive conditions, and includes inappropriate touching.

2. Sexual Harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual.  Sexual harassment may be directed at members of the same or opposite sex and includes harassment based on sexual orientation.  It can occur between any one or more individual, employee or beneficiary, regardless of their work relationship.

3. Sexual Exploitation is similar to sexual coercion or manipulation.  It includes all situations where a person in a position of power, authority or in control of resources seeks or accepts to provide protection, assistance or service in exchange for sexual acts or favors.  Sexual exploitation also includes taking advantage of a position of vulnerability, including beneficiaries, or trust for sexual purposes.  Irrespective of authority, position, influence or trust, sexual exploitation can also occur through pressure, force or manipulation.    

4. Sexual and Gender Based Violence includes actual or threatened physical, sexual and psychological violence occurring in the family or community.  It may take the form of battery, sexual abuse, dowry-related violence, marital rape, female genital mutilation and other traditional practices harmful to women, spousal or non-spousal violence, violence related to exploitation, sexual harassment and intimidation at work, in educational institutions and elsewhere, and trafficking in women and forced prostitution.

5. Employees of MWOK must maintain the highest standards of gender sensitive behaviors to include:

a) Showing respect for women and men equally.

b) Being fair to men and women equally, and appreciating assertiveness in both women and men.

c) Showing equal treatment to all men and women.

d) Taking initiatives to promote gender equality.

e) Reporting instances of gender-insensitive behaviors. Respect and promote the fundamental human rights of all, without discrimination of any kind and irrespective of social status, race, ethnicity, color, religion, gender, sexual orientation, age, marital status, national origin, political affiliation or disability.   

f) Treating all persons fairly and with respect, courtesy and dignity according to the laws of Sudan, international human rights legislation and be sensitive to local customs.

g) Never commit any act or form of harassment that could result in physical, sexual or psychological harm or suffering to individuals, especially women and children. 

h) Never exploit the vulnerability of beneficiaries, especially women and children, or allow them to be put into compromising situations.

i) Never engage in any sexual activity with persons under the age of 18, regardless of what the age of majority or consent locally may otherwise be.  It shall not be a defense that one was mistaken as to the age of the child concerned.

j) Never engage in sexual exploitation or abuse of beneficiaries under any circumstances.

6. Employee behaviors that are not tolerated and may result in disciplinary action include, but are not limited, to the following:  

a) Sexist language both written and spoken.

b) Undermining abilities based on sex, not work performance. 

c) Taking unfair credit for work or not giving credit where it is due based on sex.

d) Discarding work, based on sex, even if it is of good quality.

e) Making jokes that depend on sexist stereotyping.

f) Using gestures, looks or remarks that are overtly sexual or making sexist comments. Unsolicited gestures, looks or remarks that are overtly sexual.

g) Harassing women or men by threatening their jobs or performance appraisals if they do not comply with sexual demands.

h) Using screen savers that exhibit nude bodies or stereotypical images. 

i) Viewing pornography in the work place. 
j) Abusing authority, position or influence by withholding protection, humanitarian assistance and services to beneficiaries, or giving preferential treatment in order to solicit sexual favors, gifts, payments of any kind, or any other advantage. 
7. The procedures for reporting sexual abuse, sexual harassment, sexual exploitation or Sexual and Gender Based Violence by an employee is as follows:

a) Any employee who believes that these policies are being violated should report it to their supervisor immediately.  If the employee is uncomfortable in discussing the issue with their supervisor, the employee should report such circumstances to the Head Office HR Manager, Sub-Office HR Manager, Project Manager, DCD or Country Director.

b) Any employee in a supervisory role who is informed of an alleged violation of these policies must, in consultation and conjunction with HR Manager, Sub-Office HR Representative, Project Manager, DCD and/or CD, take immediate and appropriate action, beginning with a thorough and confidential investigation of the circumstances. The investigation must be documented and submitted to the Country Director.

c) If sexual harassment activity is found to have occurred, such activity will not be tolerated and disciplinary action, up to and including dismissal of an employee who violates this policy, will occur.

SECTION X: DISCIPLINARY ACTION
Employees who engage in misconduct are liable for disciplinary actions.  These actions may range from verbal reprimand to dismissal, depending upon the seriousness of the misconduct or violation.  

a) Verbal Correction:  In the event performance standards have not been met by an employee or an infraction of a relatively minor policy, procedure, rule, regulation or standard of conduct has occurred, it is the responsibility of the supervisor to meet with the employee and discuss the issue. The supervisor must explain to the employee the specific performance standard(s) that have not been met or the infraction of a rule or regulation that has been violated.  The supervisor should work with the employee to correct job performance or stop violations.

b) Advice letter: When an undesirable act has been repeated after verbal communication, it is advisable to document the next discussion in the form of "Advice Letter" by the supervisor. An employee can get no more than two Advice letter, the third time it becomes a "Warning Letter".

c)  Warning Letter:  If an employee’s performance standard is not to the expected level and the issue has been discussed with the employee previously, or the employee has violated a MWOK policy or procedure, or the employee is not adhering to the standards of conduct, a warning letter may be given to the employee.  It is the responsibility of the Manager to determine if a warning letter is warranted in consultation with HR Manager.  

i) The Manager must sign the warning letter and provide to the employee as soon as the problem has been identified.  A copy of the warning letter must be provided to the HR Manager and Sub-Office HR Representative for inclusion in the employee’s PCF.  All warning letters should be marked and kept confidential.

ii) In the event an employee disputes the content of the warning letter, the employee may present this dispute as a grievance letter to the Country Director, within 10 days of the receipt of the Warning Letter. 
d)  Dismissal: An employee may be dismissed from MWOK employment for gross misconduct, continued disciplinary infractions, poor work performance, sexual harassment or exploitation, refusal to transfer, or unauthorized leave.  Approval from the Labor Office is required in case of any dismissal. Following procedure is followed when handling a allegations of gross misconduct.
i) Allegations of gross misconduct must be made in writing and immediately brought to the attention of the HR Manager or HR Representative of Sub/Field Office, concerned Assistant Country Director and the Country Director.  

ii) The HR Manager will coordinate and facilitate a preliminary investigation of the allegation, after which the HR Manager will make a written recommendation to the CD within 10 working days. After reviewing the recommendation, the CD may advise to issue a show cause letter to the employee under investigation or close the matter. 
iii) If a show cause letter is provided, the employee is required to respond to the CD in writing within 10 working days of the receipt of the letter. If a response is not received within 10 working days, the employee may be dismissed from MWOK employ.
iv) After receipt of the employee’s response, the CD may, after consultation, do one of the following:
(1) Accepts the employee’s explanation, which closes the matter without prejudice to the employee.

(2) Accepts the employee’s explanation, and a solution is found to correct the offence.  In this instance, the employee’s status may change and/or a mutually agreed solution reached.

(3) Not accept the employee’s explanation.  In this instance, a Board of Inquiry will be convened and the employee may be placed under suspension pending the inquiry into the allegations.  

d) Suspension:

i) An employee may be suspended from work to enable an investigation into a serious misconduct issue: gross misconduct, continued disciplinary infractions, poor work performance, sexual harassment or exploitation.  No employee is to be suspended without prior approval by the CD. 

ii) To suspend an employee, a suspension letter is issued to the employee that takes effect immediately upon delivery.  The employee is to leave CI premises within a reasonable timeframe and must surrender all keys, CI equipment and documents.  

iii) The suspended employee will continue to earn all salaries, benefits and leave during the period under suspension.    

iv) An employee can be suspended for a maximum time period of 60 days unless the case is pending before any court recognizable under the laws of Sudan.

v) Board of Inquiry is formed by HR in consultation with CD:

· The HR Manager will coordinate and facilitate the Board selection, which must have at least three members of the Board, including a HR representative.  Members of the Board must have the knowledge, ability, judgement and authority to evaluate information and make good decisions.  

· The entire Board of Inquiry, including findings and recommendations, is to take a maximum of 12 working days, and the coordination and facilitation of the Board recommendations is the responsibility of the HR Manager.

· The Board members conducts a private hearing to consider the allegations.  If there are witnesses, the Board members and the accused employee may ask questions of the witnesses. The statements of all witnesses are recorded in writing and signed by each Board member. Upon completion of the Inquiry, the minutes are signed by the Board members and the accused employee. The recommendations are signed by the Board members and then submitted to the CD. The CD will review the findings and recommendations and make a final decision in the matter.

e) Continued Disciplinary Infractions:  If an employee receives two warning letters within 12 month period, the employee may be dismissed from MWOK employ for Gross Misconduct with approval from the Labor office.
f) Poor Work Performance:  If an employee receives an Annual Performance Appraisal (APA) rating of Below Requirements, the employee may be dismissed from MWOK employ or allowed an observation period not more than six months, to show improvement. The employee is dismissed with approval from the Labour office if no improvement is observed at the end of the observation period.

g) Refusal to Transfer:  Any employee, who refuses to accept a transfer, is subject to dismissal with approval from Labour office for a refusal to transfer.

h) Unauthorized leave: Absence without reason and approval for more than 7 days leads to dismissal after the labour office approval.
SECTION XI: SEPARATION

An Employee of MWOK may be separated from the organization either by:

a) Voluntary Termination: not initiated by MWOK
b) Involuntary Termination: initiated by MWOK
1. Voluntary Termination

a) Resignation: The resignation of employment is at the discretion of the employee.  The employee has the responsibility to provide a written notification to their Manager one month prior to the resignation date with a copy to the HR Manager and, if appropriate, the Sub-Office HR representative.

b) Death:  Upon the death of an employee. 

2. The Human Resource Department and Finance Department are responsible for preparing a Quit Claim Form (QCF),, which notes the final payments that may be due to or from an employee:

a) Notice Period: In regards to Resignation only, a one month notice period is required from the employee and, if not provided, a deduction for the period of non-notice is made from final payment.

b) Annual Leave:  Payment in lieu of Annual Leave earned but not taken, or taken but not earned. For an employee who resigns, Annual Leave cannot be taken within one month of the departure date.

c) Fractional Month:  Payment for partial month worked, or not worked.

d) Severance Benefit:  Payable amount due to the employee through the last full month worked on prorated basis.

e) Other Deductions:  For outstanding advances and other liabilities, due from the employee at the time of departure.

f) For an employee that has resigned or retired, the HR Manager will provide, upon request, a Letter of Service that states the employee’s job title, length of service and general job responsibilities.

3. Prior to collecting final payment, all MWOK furniture, fixtures, equipment, materials and documents are to be returned to the head office or the Sub-Office.  The Manager that supervised the employee is responsible for sending a confirmation in the form of Turnover Report, to the HR Manager that the items or documents have been returned. This confirmation is attached to the Quit Claim Form. Failure to provide these items will result in non-payment until such time as documents or items are returned.

4. In the event of the death of an employee, the final payment is paid by cheque addressed to the court. The heir of the employee opens court file and summon the employer upon which MWOK will send the cheque to the court to distribute the money among the heirs according to the law. The beneficiary will sign the Quit Claim Form on behalf of the employee.

5. Involuntary Termination 

a) Project Closure, Stoppage or Reduction:  Termination of employment may occur as a result of a project’s closure, stoppage or reduction of activities, position elimination due to re-structure. All employees are subject to a termination of employment if a project closes, stops or reduces its operations, or elimination of position.  Also, an employee may have their employment terminated in the event that MWOK  - Uganda ceases operations due to reasons of war, riot, or government action.  Although MWOK - Uganda will make all reasonable efforts to transfer an employee to other operations, if that is not possible, then employment will be terminated.  Please note the following explanations for closure, stoppage or reduction. It is the responsibility of MWOK to provide a one month written notification to the employee.  If a notice period is not provided, one month’s salary in lieu of notification is provided to the employee. 
b) Disciplinary or Performance Related:  Termination of employment may occur as a result of gross misconduct, continued disciplinary infractions, poor work performance, unauthorized absence or refusal to transfer.  
2. The Human Resource Department and Finance Department are responsible for preparing a Quit Claim Form (QCF), which notes the final payments that may be due to or from an employee for Involuntary termination:

a) Notice Period: If an employee is leaving due to project closure, stoppage or reduction and notice period was not provided in writing to the employee, a one month payment equal to the employee’s gross salary is made.  For employee’s that are being dismissed for disciplinary or performance-related issues, no notice period is required.

b) Annual Leave:  Payment in lieu of Annual Leave earned but not taken.

c) Fractional Month:  Payment for partial month worked, or not worked.

d) Severance Benefit:  Payable amount due to the employee through the last full month worked.

e) Other Deductions:  For outstanding advances and other liabilities, due from the employee at the time of departure.

f) For an employee whose employment has been terminated for project closure, stoppage or reduction, the HR Manager will provide a Letter of Service that states the employee’s job title, length of service and general job responsibilities. 

3. For an employee who has been dismissed from MWOK employment for disciplinary or performance related issues, a letter is provided to the employee with the date the dismissal is effective.  Other information may be included depending upon the circumstances of the dismissal.  The letter is signed by the CD. The date of dismissal is the last date of employment and salary and benefits will cease with effect from that date.  

4. Prior to collecting final payment, all MWOK furniture, fixtures, equipment, materials and documents are to be returned to the head office or the Sub-Office.  The Manager that supervised the employee is responsible for sending a confirmation in the form of Turnover Report, to the HR Manager that the items or documents have been returned.  This confirmation is attached to the Quit Claim Form. Failure to provide these items will result in non-payment until such time as documents or items are returned.

SECTION XII: POLICY CHANGE PROCESS

1. The HR policies and procedures incorporated in this Service Rules and Regulations are subject to modifications and further development depending on the conditions of the Country Office. All changes will be recorded in the form of an official memo from the Country Director or DCD-PS so that all employees and supervisors are aware of the changes and will be formalized by revisions in this Service Rule.

2. Any revision of the Service Rules and Regulations will involve the participation of staff and the Senior Management Team and approval of the Country Director.   

3. The HR Service Rules and Regulations will be replaced by the Human Resource Manual of MWOK when completed and approved by the Labor Office of the Government of Uganda.
ANNEX 1

EMPLOYEE ACKNOWLEDGMENT OF THE HUMAN RESOURCES POLICY AND PROCEDURE GUIDELINES

I ………………...………………………………………………..have read and agree to adhere to MWOK’s Human Resource manual governing the workplace environment.  I understand that a violation of any of these rules and regulations may result in disciplinary action, including and up to termination, as well as civil or criminal legal action.   

Signed by____________________________________________ (Employee)   

Date________________________________________________

ANNEX 2

STAFF REQUISITION FORM

Please Note:  Recruitment will not begin without approval of Country Director 

	Prepare in triplicate 
	Date: 

	Department:
	Location: 

	Job Title: 
	Immediate Supervisor: 

	Date Requested: 


	Date Required: Level (if Approximate Applicable) Starting Salary  

	Please attach a Job Description and other relevant requirement e.g. any special qualifications required (e.g. education, training, experience and special skills and other added advantages) 

	PURPOSE OF REQUEST 

	Replacement for (Job Title) 
	Yes    □ 

No     □         
	Included in the budget           Yes    □   

                                               No    □          

	New position 
	Yes    □ 

No     □         
	                                                

	Final selection will be 

done by: (Signature) 

 
	Date: 
	Type of employment: 

New /contract Job   
     Yes     □ 

                                               No     □ 

Permanent                             Yes     □ 

                                               No     □ 

If temporary/contractual specify duration 


Requested By………………………………………….  Sign…………………. Date:……………….
Reviewed By:

Human Resources Department:………………………… Sign………………… Date:……………… 

Reviewed By:

Finance Department: ……………………………………Sign…………………Date……………….
Approved by the Country Director:……………………………...............................

Signature /stamped 
………………………………… Date…………………….……………… 

ANNEX 3
REFERENCE REQUEST FORM
	Applicants Name 
	Position:  

	Date:  
	Referee:  

	Referee Tel: 
	Referee position:  


(Introduce yourself and explain the position according to the JD that the applicant has applied for within MWOK and then seek permission to talk over the phone. If all is well then you proceed with the interview below): 

	What is your relationship to the applicant? i.e., direct line manager?   How long have you worked together? 

	What position and responsibilities did the applicant have in your organization?   

 

	Skills required to carry out the post (How did the candidate handle the post they held in that Organization): 

 

	Interpersonal Skills – working with team and working individually- (How many people did she/he work with?) 

(i.e. how did she/he relate with his/her colleague, how did she/he relate to his/her bosses, how did she/he relate to staff he managed – any complaints from external or internal people about his/her behavior etc information on the candidate themselves but discreet):- 

	Strength &  Improvement Area (what would you say were this person strength and weaknesses – can you give an example) 

	Strength and Weaknesses for MWOK Post as described (Given the job description would you trust this person to handle this job) 

	Have you observe the candidate in a stressful situation?  How did he/she handle the situation? 

	How are his/her time management skills e.g. prioritizing work and meeting deadlines 

	Would you rehire the candidate? Explain? 

	Any Other comments 

Remember to thank the referee for the time and responses. 
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