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MWOK HO is a fully registration National Non-Governmental Organization with registration number 12200. It is non-political, non-denominational and not-for-profit established in 2015 and obtained a full registration with NGO Board of Uganda, Ministry of Internal Affairs on 16th July, 2016 and its operation license is for 60months (5years) from the date of issue.  We work both in emergencies and development through empowerment of vulnerable communities for sustainable well-being.

Uganda is still facing crucial challenges: High population growth, which reduces the economic growth, regional instability which leads to massive refugee flows as well as low productivity, extensive corruption and high and rising inequalities. In spite of substantial gain in reducing extreme poverty, the country is faced with very high youth unemployment and widening poverty among rural women. Disasters related to climate change and variability are increasingly intense and tends to occur frequently, which affects the lives and livelihood of affected populations. Common natural and human induced disasters such as drought, floods including flash floods, landslide/mudslides, epidemics, land/environmental degradation and lost of ecosystem are become frequent eroding the local capabilities to cope with the stress. The refugee crisis in Uganda has impacted on the social-service delivery, affected food and health systems and environment. Therefore, MWOK HO as indigenous NGO would like to contribute to fighting of poverty and extreme hunger, improving social service delivery and community based DRR interventions to bring positive change to communities through knowledge transformation to enhance local capacity towards building community resilience for sustainable well-being and development.
VISION

We envision resilient communities that are healthy, productive, and empowered for sustainable well-being
MISSION STATEMENT

Our mission is to build and strengthen local capacity for enhancing community resilience for socio-economic transformation and sustainable development
CORE VALUES

We at MWOK-HO value competency and transparency, integrity and accountability, cultural sensitivity and diversity and result focused. We remain at all times committed to these values, and to our mission statement and vision.

The HR committee of the Board of Directors and MWOK HO Team undertake to provide an enabling working environment that will permit staff to achieve the highest level of organization and individual performance. It seeks at all times to:

a) Ensure that all staff management systems are transparent and geared towards achieving optimal staffing solutions

b) Ensure that decision making with regards to staff management is objective and fact based

c) Provide fair and equitable treatment of staff

d) Discourage, in any form, discrimination in employment because of race, colour, marital status, ethnicity, religion, gender, nationality, and disability or HIV status.

e) Provide opportunities for advancement

f) Provide secure and well-equipped working spaces

g) Encourage and provide opportunity for staff communication and involvement in matters of their concern.
MWOK Organization affords the Board of Directors the following powers relating to staff matters:

a) Determine the relevant policies for the operation of the organization 

b) Establish and adopt rules and regulations for the general governance of the organization.

c) Implement the policies established by the Board of Directors

d) Be responsible for the operation and management of the organization.

e) The Executive Director delegates the role of human resource development and management to his designates within the MWOK HO management structure.

f) The HR function has the responsibility to facilitate the application and use of HR policies and procedures set out in this document within that structure.


The Executive Director is responsible for the appointment of national employees, locally hired non-Ugandan staff and International recruited staff in compliance with the terms and conditions of the “MWOK HO  Human Resources Policy and Procedures”.

The Executive Director may delegate responsibilities to, HR, Directors of Programmes, Finance, Operations or any other staff as need arises through written Memos.  
 
In accepting appointment for MWOK HO, with its terms, conditions, guarantees and emoluments, staff members agree to abide by MWOK policies, procedures, rules and regulation and accept the responsibilities set forth below.
On appointment, staff members shall be required to provide whatever information may be necessary for the purpose of determin​ing their status under the staff policies or of completing administrative arrangements in connection with their appointments. The information required shall include; information and certification as to age, nationality, passport, marital status, dependents, medical records and designation of beneficiary and home base. They shall be responsible also for promptly notifying the Human Resources Office in writing of any subsequent changes affecting their status under this policy.

Staff members, who intend to acquire permanent residence status in any country other than that of their nationality, or other than that of their country of permanent domicile as established for administrative purposes, shall notify the Executive Director or his/her designate of this intention before the change in residence status or in nationality becomes final. 
A staff member who is arrested, charged with an offence other than a minor traffic violation, summoned before a court of law as a defend​ant in a criminal proceeding, or convicted or imprisoned for any offence other than a minor traffic violation shall immediately report the fact to the Executive Director or his/her designate.

Staff members may at any time be required by the Executive Director or his/her designate to supply information concerning the facts anterior to their appointment and relevant to their suitability or concerning facts relevant to their integrity, conduct, and service as staff members (the MWOK HO Board Chair will handle the issue in the case of the Executive Director).





These HR Policies and Procedures shall be read and interpreted in the context of:

Uganda Country Agreement

The applicable laws of the country where the employee is based

The MWOK HO values and principles as stated in the MWOK HO corporate document also incorporated in this document as part of this Section.1.2. 

Unless specifically permitted in the policy description, entitlements set forth in this document may not be accumulated, converted to another entitlement or paid in cash or kind. An entitlement not used, as set forth in the policy statement is therefore lost and cannot be reclaimed. 

The corporate HR office is responsible for policy dissemination and ensuring comprehensive understanding. Questions from employees on policy interpretation, application and procedures should be addressed to the Human Resources Manager through the relevant HR offices.

1.9.1 The MWOK HO Guiding Values and Principles

An organization is identified by its individual corporate character and image. Embedded in the corporate image are certain values and principles, which guide management, governance and behavior of staff in pursuit of the organization’s mission. These values and princi​ples influence operations and relationships with clients and partners. MWOK HO  will be characterized by the following values and principles:

Focus on disadvantaged people: Empathy, rather than sympathy and paternalism, is the hallmark of true concern. Community participa​tion and empowerment of the most disadvantaged function much better than handouts to improve people’s health and living conditions. Disadvantaged, implies the existence of conditions that place the individual at increased risk. Such risk can only be removed or reduced effectively if the disadvantaged participate fully at all stages of interventions.

Empowerment and sustainability: Empowerment should be viewed as an enabling process that lifts the individual and community from dependency to the point where they have the confidence to identify their own problems and begin to do something about them. Empow​erment is the basic prerequisite for improving individual and community health. Empowered communities become self-reliant and self-respecting and are therefore in a position to demand assistance and services. It is an essential ingredient for impact and sustainability of initiatives.

Health/gender equity: Health is a basic human right. Inequities do not just occur but are created through practices and systematic neglect of human rights, including the right to health. Gender inequities, likewise, are socially constructed. Addressing inequities, therefore, im​plies a conscious effort to remove unfair practices and to promote the well-being of every individual.

Evidence-based practice: Generating evidence of successful innovations and interventions is the first step in convincing others that adop​tion of new practices is to their advantage. Such evidence, knowledge, information, documentation and dissemination are not accidental; they require planning and programming. Such evidence promises multiple rewards for the organization and its beneficiaries, including the attraction of additional resources and also promotes replication of best practices to other future projects.
Partnership: True partnership consists of shared roles, responsibilities and decision-making powers, from problem formulation to the de​sign of solutions. Partnership, therefore, implies participation and involvement. There is no domination in a partnership; rather, partners complement each other for the best possible results. MWOK HO  will aim for the type of partnership, which allows communities to prioritize their basic needs as well as design, implement and monitor interventions. 

Transparency and accountability: Transparency is best demonstrated in practice through honest communication and open sharing of information. Participatory development is not possible without absolute openness and accountable use of influence, power and funds. Transparency is the first step in accountability, and one is not possible without the other.

Leadership: The most important reason for seeking leadership should be dissemination of successful interventions that would impact positively on the population at all levels: regional, national or local. Leadership by an organization is created by the sum total of individual behavior and actions. Exercising leadership means obtaining consensus but accepting alternative viewpoints. Leadership in any sphere of human and professional life requires planning, resources and systematic development at both individual and institutional levels.

Commitment to ethics, teamwork, human resource development and a common goal: Commitment implies a singular determination to achieve set objectives, including professional ethical standards, which is the sum of actions that will improve life of community. Teamwork is the cornerstone for achieving common health goals and requires recognition of the individual contri​butions of all team members. Roles may differ, but all partners are important in contributing towards the achievement of a common goal. Further development of each team member’s talents is an essential ingredient of team building. 


a. MWOK HO Board: MWOK Board of Directors 

b. MWOK By-laws: Rules and regulations governing the running of the MWOK  Board 

c. MWOK Client/Customer: Any external/internal party seeking an MWOK defined service or collaboration. This will include various stakeholders, service providers and partners. 

d. MWOK Comparators: Other organizations that MWOK compares/competes with within the labor market 

e. Beneficiary:  Employee’s assigned legal heir/s to his/her final dues in the event of his/her death 

f. Budget Holder: A position assigned responsibility for executing a budget related to a particular function or assignment/project within MWOK. 

g. Dependent Children:  Biological offspring or legally adopted children under 18 years of age who are wholly dependent on the employee. Children under 21 may be considered as dependants if they are fulltime students at a recognized learning institute. 

h. Duty Station: Geographic location where an employee is assigned to work. 

i. Emergency Contact:  Person you would prefer MWOK to contact in case of an emergency 

j. Expatriate Staff:  Staff who are not nationals or permanent residents of the host country. 

k. Home Country: Expatriate’s country of origin.

l. HRC: (Human Resources Committee) to the MWOK Board  

m. Immediate Family: Employee’s spouse, child, parent, parent-in-law and siblings. 

n. Induction:  Orientation of new employees to MWOK 

o. National Staff: Staff who are nationals of Uganda. 

p. Next of Kin:  Assigned contact who takes legal charge of an employee’s affairs in the event of the employee’s death. 

q. Per Diem: Payment for accommodation, meals and out-of-pocket costs incurred while travelling on official duty and spending night (s) in the field. 
r. Daily Safari Allowance: Payment of meal and refreshment while travelling on official duty but without spending a night.
s. Remuneration Package: An employee’s basic salary, which includes other cash and non-cash benefits 

t. Service Agreement: Terms of employment between the employee and MWOK HO  (also be referred to as employment contract).

u. SMT: Senior Management Team. This can be defined both at corporate and country levels. 

v. Spouse: One legal wife or husband. 

w. Statutory Regulations:  Legal country specific requirements 

x. Travel Advance: All costs stipulated by to cater for accommodation, movement and authorized communication needs (to be fully accounted for) while travelling on official duty. 




This manual contains agreed Human Resources Development and Management Policies for MWOK HO. The HR Policy will act as a reference document for the Board, Management, and Employees of MWOK HO. It forms the basis upon which MWOK HO’s working culture and environment will develop. 
Sections or clauses in the HR Policy may be updated from time to time as need arises. Any changes to the policies contained in this manual will require authorization of the MWOK Board. As the policies herein are subject to the regulations, laws, and customs of the many governments, MWOK management works in and at the guidance of MWOK Board and reserves the right to modify, revoke, suspend, or terminate any or all of these policies, based on changing conditions and/or other considerations, either in full or in part, at any time, with or without notice. Such actions are subject to the approval of the Human Resources Committee (HRC) to the Board. The Executive Director will from time to time evaluate financial limits set in various policies and procedures and approve changes. However, where financial adjustments may have significant financial implications, the CD will seek approval from the board prior to implementation. 
All instructions issued which affect or change the policies and/or interpretation of any policies and procedures contained in this manual must be retained in original form as an addendum to this manual until the relevant section of the manual is amended. 

This Human Resource Manual is consistent with the NGO management Act 2016 and Labor Acts of Uganda.  It shall at all times be subject to any statutory laws including amendments to the said laws of Uganda. The “MWOK HO Human Resources Policy and Procedures”, embodies the conditions of service and the basic rights, duties, and obligations of employees recruited and appointed by MWOK (“the Employer”). 
  
 
 
 
 
 
                                                                             

MWOK HO is committed to recruiting and hiring individuals best capable of delivering both its short- and long-term strategy and objectives. MWOK is an equal opportunity employer. Gender and cultural equality are corporate values that are deeply embedded in MWOK’s recruitment and selection systems.
The design principles for the recruitment structures and processes aim to ensure that:
A. MWOK recruits competitively and awards the job to the most competent and suitable candidate

B. There is facilitation of optimal fact-based decision making in the recruitment process

C. Consistent standards are applied when recruiting.

As a national organization, MWOK will source its staffing for technical expertise and senior management from both national and international market but will also take cognizance of availability of skills in the local market and source locally where applicable. It will source locally all other positions that can be adequately sourced within its country/region of operation and only source internationally/regionally as necessitated by non-availability of labour in the local market.


Employment authority for all staff rests with the Executive Director but may be delegated to senior management. 

The recruitment process provides a clear guideline to managers on the actual process of recruitment. This aims at achieving clarity, consistency and quality recruitment as well as facilitates planning and provision of the service to all managers. The recruitment process applies to all types of recruitment i.e. regular contract and short-term /consultancy contracts. 
  

2.4.1 Planning 

Every annual Work Plan and budget should state the human resource requirements of each department/unit/Area Offices of MWOK HO. The Human Resource Department shall endeavor to work with other units within the National Office to provide advice on any and all labor-related information that informs budgeting for recruitment during Annual Operation Planning. 

2.4.2 Requisitioning for Staff

 
A Department Head may initiate a requisition. The requisition should be completed in full and sent to the department of Human Resource Office at National Office.  It should include the essential functions of the position, the minimum qualifications, the skills, and the experience required and budget allocation.  If the plan/requisition is for a new position, for which a generic job description does not exist, the requisition must contain an adequate description of the position to allow the assignment of a pay grade and title. If the requisition is for an existing position where requirements or duties are to change significantly, then the same information must be provided. If a position requires overtime, on-call or other scheduling arrangements, this should be noted in the requisition as a requirement of employment.  

In cases where candidates have to travel from outside the city/country where the interview is taking place, MWOK HO will not reimburse travel and/or accommodation expenses. The candidates/applicants in question will be responsible for his/her travel, accommodation and any other expenses incurred during this process.

MWOK HO does not require a pre-employment medical examination, however, all regular contract appointees will be required to undergo a basic medical examination at a medical facility of MWOK HO’s choice and at the expense of the employee on joining MWOK HO. The purpose of the medical examination will be to establish fitness to work. MWOK HO may use the findings of a medical examination to support the staff in management of pre-existing conditions through relevant support programmes. Medical results will remain confidential to MWOK HO.


The effective date of appointment for each post is the first day of reporting to duty. 
a) The Human Resource office must carry out reference checks to ascertain the kind of person as regards suitability for the position with the previous employers and/or at least one referee on the professional and personal conduct for the intending employee.    
b)The CD may delegate this function under (a) to the HR Office which after approval of the recommended candidate is made, the HR Manager will then contact the chosen candidate to offer him/her a job.  
c) In the event that the applicant(s) turns down the offer the second ranking candidate shall be contacted and offered the job. 
d) The HR Office will then either telephone or write to all applicants interviewed, and inform them that they have not been successful.

The terms and conditions of service of a contract employee will be detailed in his/her service agreement. Both the service agreement and this manual constitute the contract of employment between the individual and MWOK HO Contracts for regular and short-term staff are renewable based on performance rating from the annual performance review reports of the preceding period/s.

Such reports will be based on the formal Performance Management System in MWOK HO for consistency and transparency. Other factors that may determine the renewal of contract include and not limited to funding, restructuring and redundancy. HR office will inform the employee and Manager/Supervisor three months before the end of contract so they can start the contract review process. This will provide enough time for both employee and Supervisor to conduct the performance review of the preceding contract period and for the Supervisor to advice HR Office accordingly.


               
The 9 types of staff contracts considered are:    
2.9.1 Fixed Contracts  
 
 
These are for regular contract staff forming the core of MWOK HO operations and majority of the  HO staffing establishment. Regular Contract staff will hold a one (1) year contract, renewable upon satisfactory performance. Monthly deductions on basic pay of PAYE and NSSF will be effected in compliance with the labor law of Uganda. In addition the organization will contribute 10% on monthly basis towards the NSSF scheme totaling to 15% of the basic pay to be saved by the employer in the bank. This shall be calculated and awarded to the staff at the end of his/her contract. 

Senior Management staff will hold 4-year renewable contract. Regular Contract staff are eligible for all MWOK benefits relevant to their grades. 

          2.9.2 Short-Term Contracts
These are staff on a short-term contract assignment for a period between 3-6 months and may not exceed 2 years. Terms of Reference for the short-term contracts will fall within specific work objective of the assigned office. Short-term contracts will be remunerated within the MWOK HO grading structure in line with their terms of reference and are not eligible for all MWOK HO benefits as relevant to their grades.
2.9.3 Temporary Staff

These are staff on a less than three months contract paid on a daily market rate for the position. Daily market rates will be managed by the country office and will not surpass the set entry salary for the grade. No benefits are payable to temporary staff. 
  2.9.4 Temporary/Contractual (Free-lance, Consultants) 

These are professional/technical experts recruited for a specific term, to accomplish a specific result-oriented assignment which may be carried out within or without MWOK HO Offices according to clearly set out terms of reference within a predetermined period. Consultant fees are set out in the terms of reference in line with MWOK’s consultancy policy guidelines or determined by management as deemed necessary.
2.9.5 Donor-Seconded Staff

These are staff on full employment with MWOK HO partners/donors and assigned to work for MWOK HO on a specific project as a donation in kind to MWOK under mutual agreement between MWOK HO and the donor. The donor must ensure that the seconded staff has both medical and accident cover which MWOK HO  may facilitate in its administration. The partner/donor will be expected to cover for all employee costs; including those expended by MWOK. HO  Staff in this category along with the partner/donor organization will be required to sign a letter of agreement with MWOK HO
2.9.6 Government-Seconded Staff


These are staff employed by the government in MWOK’s country of operation and officially seconded to work for MWOK on a specific project under mutual agreement between MWOK HO and the government. They and the ministry are required to sign a letter of agreement with MWOK HO. In the event that MWOK’s salary for their relevant grade is higher than the staff’s basic salary, MWOK HO will consider paying such staff an adjustment of the salary up to the entry point of the equivalent grade. MWOK HO will not provide any benefits to this category of staff.

              2.9.7 Intern/Trainees  
These interns are students or fresh graduates receiving practical training in working environment. The maximum period for this exposure is strictly 3 months and can only be extended up to 6 months. Interns are not entitled to salary or any benefits and reimbursement of any kind. Trainees are appointed for a period not exceeding three consecutive months in which they are offered training to a specific field of interest and capabilities are monitored. Before the end of the training period a decision will be made by the management regarding whether or not to offer them full employment. Employees on this temporary engagement must abide by the terms and conditions of service and this will be outlined in their employment contracts.  The Organization may pay the trainee a transport refund and/or lunch allowance (subject to existing organization policy) and honorarium at a rate specified in the contract. Interns/Trainees will also be required to sign a letter of agreement with MWOK. HO
2.9.8 Volunteers:  
A person who works with MWOK HO under this category is appointed for a period of 3-12 months in which they should handle certain areas of work as laid out in their appointment letters.  Such appointments CAN only be renewed once. The organization may pay a volunteer transport facilitation specified in the contract but a volunteer is not entitled to a salary and is NOT an employee of MWOK HO. 

2.9.9 Casual Laborers: 
The organization may employ casual labor for duties of semi-skilled and unskilled nature whose payment is calculated in piece-rate basis. Payments may be made on a daily basis or based on completion of a specific task. Casual laborers are not entitled to privileges and benefits of regular MWOK staff. 


Induction is a critical process that enables every new staff to not only understand the culture and norms of MWOK HO but also learn and appreciate policies and procedures that guide their working relationship with the organization. It further offers new employees the opportunity to learn and appreciate all aspects of our work and how the various business units are linked towards achieving the  MWOK HO mission. The Human Resources Office in collaboration with other business units of the organization shall ensure that all new employees are taken through a comprehensive induction process. 

i. On commencement of the Employment, a probation period of up to 3 (three) months will be undertaken by the new employee.  
ii. At the end of the probation period a performance evaluation will be used to determine employee’s satisfactory performance during the probation period. It shall conform to the performance guidelines and the outcome will be documented in writing. 
iii. Depending on the outcome of probation review: 1.) The employee will be confirmed in her/his job subject to satisfactory performance 2.)The probationary period may be extended by up to 6 months to give time for employee to improve on their performance gaps in which case a Performance Improvement Plan must be developed for the period, 3.) The employee’s contract shall be terminated based on poor performance as guided by the local labor law. 
iv. At any time within that probationary period the employee may be terminated with reason with 14 days payment of salary in lieu of notice. This is an extreme case in which it becomes clear within the probationary period that the employee is deemed by the Line Manager as inappropriate for the position.  
v.  Prior to the dismissal, the Executive Director must be briefed and give written approval for the dismissal by signing the dismissal letter. Likewise the employee can decide at any time during the probation period that they do not wish to continue with MWOK HO. They should give 14 days’ notice of their intention not to continue, failure to do so will result in the forfeiture of 14 days wages.  
vi. The employee is entitled to be advised in writing of the outcome of the performance review conducted at the end of the probation period within 2 weeks after the probation expiry date i.e. the decision about whether they will be retained in employment or not. There is no automatic guarantee of continued employment.  The employer has the right to decide whether or not to retain an employee. Equally the employee may also decide not to remain with the employer. 
 
An employee, who has accepted MWOK employment, will be issued an Identity Card and personal record form to fill in his or her personal information. The Identity Card must be returned upon termination of the appointment. The course of processing the Identity Card can begin immediately the employee submits in his/her acceptance.

 letter for employment.
 
The impact MWOK has on the communities and people it serves is a direct reflection on the individual performance of the staff of MWOK. MWOK’s strategic objectives and ensuing operating plans articulate how this impact is achieved. MWOK is committed to excellence in delivery of its strategic objectives and values and wishes to recognize the contributions of each staff member. Establishing clear lines of communication between a manager and staff is an important element in achieving this.
The goal of the organization performance management system (PMS) is to align individual work objectives, and performance levels with the objectives of MWOK. It aims to assist staff in the delivery of work by creating a systematic process for setting, monitoring and appraising work objectives which support MWOK’s goals and objectives.

 

Performance Management is an ongoing communication process that involves both the supervisor and the employee in:  
a) Identifying and describing essential job functions and relating them to the mission and goals of the organization
b) Developing realistic and appropriate Key Result Areas (KRAs) and performance standards

c) Giving and receiving feedback about performance

d) Writing and communicating constructive performance appraisals.

MWOK is committed to excellence in delivery of its strategic objectives and values and wishes to recognize the contributions of each staff member. Establishing clear lines of communication between a manager and staff is an important element in achieving this.
t

The Performance Management system (PMS) is focused on creating an environment where people understand what is expected of them in relation to the achievement of programme/project/unit plans, and is encouraged to grow in their jobs.

Guiding Principles

The following are MWOK’s guiding principles for Performance Management:

a. MWOK has the responsibility to communicate clear and time-bound expectations to staff so they understand what is expected of them.

b. All MWOK staff should be accorded a conducive environment to be successful and develop in their job.

c. Objectives set for staff MUST reflect the objectives of MWOK.

d. All MWOK staff are entitled to feedback on their performance, both through formal and informal mechanisms.

e. 
Core competencies are used to encourage openness and consistency in the way staff work.

f. MWOK staff are expected to take responsibility for the delivery of their work.

Therefore, MWOK is committed to ensuring staff:

a. Understand how they directly contribute to the achievement of MWOK’s mission and objectives.

b. Play a role in setting their performance plan, monitoring progress and reviewing performance.

c. Engage in regular dialogue with their manager/supervisor on performance against their performance plan.

d. Are provided with opportunities to grow and develop in their job.

The PMS aims to meet the interests of MWOK, individual staff, managers and supervisors. 

In attending to the interests of MWOK, the PMS specifically aims to:

i. Establish mechanisms to ensure the achievement of its mission and strategic objectives

ii. Ensure delivery of MWOK’s commitments to donors and stakeholders

iii. Establish an objective basis for making staffing decisions

In attending to the interests of staff the PMS specifically aims to:

i. Provide an environment which acknowledges and recognizes individual contributions

ii. Provide a framework for agreeing to performance expectations, encouraging regular dialogue, monitoring performance and discussing development needs

iii. Satisfy the needs of staff for role clarity, feedback, and career growth

iv. Support staff in achievement of their performance plans through regular dialogue and monitoring of progress

v. Allow staff to participate in setting their performance plans and monitoring of their performance.

vi. Provide a consistent means to ensure objectivity in monitoring and assessing staff member performance.

vii. Provide a structured mechanism for regular feedback, coaching and assessment

viii. Support a structured mechanism for programme monitoring and evaluation

ix. Lead the growth and development of relevant staff skills for increased performance.


The framework of the Performance Management System is a natural extension of MWOK’s planning processes. It ensures alignment to strategic priorities and objectives with the view that organization success can be achieved.
The annual programme/country planning process as indicated above provides the over-arching guidelines. From these, programme/project/unit goals and objectives are drawn and form the foundation for assigning responsibilities; either individual or shared, to create individual performance plans for each team member. The individual performance plan documents individual performance expectations for the period (quarter or year) and is the basis for monitoring, feedback and assessment.

The Performance Management System considers the needs of both MWOK management and staff in its design and includes the following elements:

I. There is a direct relationship to a programme/project/unit’s objectives, indicators and results and individual members’ performance plans

II. Each staff member plays an integral part in the setting of their performance plans objectives, indicators and targets

III. The feedback steps for monitoring and reviewing are two-way discussions where the staff member also provides input on their performance against their performance plan

IV. Performance plans are able to be adjusted to reflect changes to programme/project/unit objectives, indicators or targets

V. The end of year review focus is on individual achievements against their performance plan(s); and includes discussions on accomplishments and areas where objectives were not met and training and development needs that will support performance improvements training and development needs.
 
The typical performance management cycle constitutes the following activities: Setting Key Result Areas, carrying out performance Agreements/Contracts, personal development planning, performance, and performance review.     
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The key process steps in the Performance Management System involve staff and managers and supervisors. The process involves:

1. Determining responsibility (team and individual) at the beginning of a year/quarter for the achievement of programme/project/unit goals and objectives as described in the relevant operating plans. These are documented and agreed in an individual’s work plan.

2. Regular monitoring and performance feedback to ensure performance is on track to achieve objectives, including adjustments to work plans, discussing obstacles, coaching and agreeing priorities for next period (quarter/half year).

3. End of year review and evaluation of year achievements against individual work plan(s) and discussion on performance, strengths and opportunities for development for the next performance cycle.

A Performance Appraisal process shall obtain under the following circumstances:

a) Written performance evaluation will be conducted at the end of each year. A mid-year performance discussion must be held at half year (after the first six months) but does not have to be written. 
b) A week before the end of the probation period 
c) Before considering any change of employment status: 
i Promotion 
ii Salary Increment  
iii Training 
d) At any time deemed necessary to give guidance to the employee.  
The performance reports will contain candid comments on the employee’s work and conduct, including comments on career development. All staff are required to sign their performance review reports and, where rating is unacceptable, give their comments and reasons, in writing in the space provided on the form. 

In the event of a disagreement over performance issues that cannot be resolved, either party has the right to involve the HR Manager or the Executive Director and thereafter the procedures of grievance specified in this manual will be evoked  (Refer to Grievance Policy and Procedures Section 11) 

The capability procedure deals with poor performance. MWOK aims at ensuring that performance expectations and standards are defined, performance is monitored and employees are given appropriate feedback, training and support to meet these standards. 
 Procedure: 
I) If a Head of Department/Immediate Supervisor rates an employee’s performance as “requires improvement” or “unsuccessful”, a formal discussion will be held with the employee to try to establish the reason and to agree on the actions required to improve performance by the employee. 

 
  And if: 
a) It is agreed that the established standards cannot reasonably be attained, they will then be reviewed. 
b) If it is established that the performance problems are related to the employee’s personal life, the discussion will revolve around the employee’s plans regarding how to deal with those problems affecting work performance. Support will be provided where possible but two consecutive ratings of “requires improvement‟ will result in termination of employment. 
c) If it is established that the poor performance emanates from a change in MWOK’s standards, the standards will be explained to the employee and help will be offered to obtain conformity with the standards. 
d) If it is apparent that the poor performance constitutes misconduct; the disciplinary procedure (Under Section 10)  will be evoked (But after First offering a Warning Letter) 
II) If an employee has received a rating of “requires improvement”, the HR Manager must attend the next performance appraisal meeting – this may be held within a month of the original performance appraisal meeting if no improvement or a deterioration in performance is noted by the supervisor.  

                          During this second meeting the aim is to: 
a) Explain clearly the shortfall between the employee’s performance and the required standards. 
b) Identify the causes of unsatisfactory performance and to determine whether any support or training can be given. 
c) Obtain employees commitment to meet the standards. 
d) Agree on a reasonable period for the employee to meet the required standard and agree on a monitoring system during that period 
e) Inform the employee of what will happen if the standards continue not to be met 
f) The outcome of the meeting is the final warning letter which will be given to the employee and another copy kept in the personal file.
 III)   At the end of the review period, a further formal interview will be held, at which time: 
a) If the required improvement has been made, the employee will be informed and be encouraged to maintain the improvement. 
b) If there is no discernable improvement or insufficient improvement, Management will move for termination of the contract or dismissal of the employee. 
c) Whether or not terminal benefits are due and payable, depends on whether the poor performance is deemed to constitute gross misconduct or not. In the event of gross misconduct, summary dismissal rather than termination or dismissal will be carried out. Upon summary dismissal terminal benefits are neither due nor payable. 
Seeking permission for staff termination

Termination of an employees work with MWOK HO will be in accordance with the terms and conditions of employment and the Labor Laws of Uganda. 
 
 
MWOK recognizes that Human Resource Planning, Learning and Development is an important organizational activity, and as a positive step towards improving staff skills to function and perform their duties better and to prepare staff for increased responsibilities. Realization of this policy ensures improved quality of staff as well as effecting promotion within the serving personnel. The Human Resource Department is responsible for the overall programming and coordination of the Learning and Development activities of the organization and will facilitate the annual training programme. 

The HR Department implements the policy and strategy for learning throughout the organization – within each country or between countries as required. Mechanisms for effective staff development involve identifying, implementing and evaluating group and individual staff development. As part of the Annual Appraisal Process, and at other appropriate times, Managers should submit the learning and development needs of each staff member under their supervision, bearing in mind their present needs and also their possible future transfers and/or promotion. 
Group staff development needs will emanate from organizational focus and priorities for instance new innovations, change in systems, etc. Where applicable, a staff training committee consisting of senior staff should be set up to prioritize the focus of training on an ongoing basis.


Staff training and development can be segmented in the following ways:

a. Organizational Needs: These include inducting new staff; promoting useful links between staff in different areas; preparing staff for change; training staff for new duties and positions; leadership and team building skills development; informing staff of new policies, systems and processes; and preparing staff to carry out more complex levels of responsibility within the organization.
b. Occupational/Technical Needs: These include skills and knowledge connected with performing the duties of specific positions and with maintaining expertise in the relevant occupation or discipline. This training is targeted at specific groups and/or individuals to ensure maintenance or enhancement of technical skills.

c. Individual Needs: These are primarily for job satisfaction, skills development and career paths as determined by the individual and/or supervisor usually through the PMS. Such needs are targeted at improving job performance.

The guiding principles for staff training and development policy are:

I. MWOK shall only recruit staff who meet all the required professional and educational qualifications as well as relevant experience in their prospective positions
II. Training shall be undertaken with a view to improving the effective managerial and technical skills of the staff at all levels in performance of their duties at MWOK; specifically focus will be given to organizational and occupational/technical needs.

III. Training shall be encouraged for short courses. Full-time long-term courses shall not be supported.
IV. Principle courses (courses leading to professional certificates, diplomas, or degrees) will be sponsored by MWOK only if they can be undertaken with continued ability to perform one’s duties.
V. Any staff who proceeds on a full-time training course longer than 6 months will be considered under sabbatical/study leave approval.

VI. All staff sponsored on personal career/professional development programmes shall be required, after completion of the course to be bonded to serve the organization for a period double that of the duration of the course attended.

VII. Any staff resigning from the organization’s employment on his/her own accord while still considered under bond shall be called upon to refund all the training expenses to the organization incurred as a result of the training undergone a prorated basis.

VIII. If for any reason MWOK is unable to provide employment after the training, then the bonding is rescinded.

a. A staff Development and Training Evaluation Form will be completed after every training activity. This form elicits details of how the training will impact in the individuals work and aligns training to MWOK specific core competency building. 

b. Staff development aimed at addressing the needs stated above may be conducted either for individuals or for groups and covers a range of formal and informal activities.

c. In specific areas where learning impacts the larger population, staff may be asked and facilitated by the supervisor to give a presentation, or conduct a workshop to help disseminate learning.

d. The immediate supervisor will also work with the employee to ensure training skills learned are incorporated into the work practice.

4.5.1
On-the-Job Development Programmes


MWOK has a structured induction programme whose aim is to provide all employees with an initial orientation of MWOK, its aims and objectives, organization structure, activities and services, geographical scope of operation and his/her job. The immediate supervisor in collaboration with the HR office will coordinate the new employee’s orientation during the probation period. See section 2.10 for further details on induction.
As part of a learning organization most training and development should be part of the work of MWOK. Partnering of support staff with senior staff on technical activities and assignments to attend and deliver papers at professional conferences are examples of cost-effective approaches to staff training and development.
Other on-the-job development programmes will include training on systems updates, regular programme briefings, and introduction of specific skills training e.g. in IT.


4.5.2
Short-Term Skills Improvement

Short-term skills improvement courses will focus on developing MWOK’s identified core competence, management leadership and support gaps either through MWOK’s own programme training or through identified programme or management leadership or management support trainers. MWOK will promote in-house training such as workshops, seminars and courses based on training needs identified in 4.3 above. Such training will include specifically identified skills; areas directly linked to work objectives that can be met by short-term courses or training programmes. By prioritizing on in-house training programmes we hope to gain clear benefits such as economies of scale in improved performance across the targeted group and attaining common thinking and attitudes towards work.
The corporate HR office and the offices in each country will be responsible for developing formal in-house training plans. Where in-house training is not plausible, staff will be referred to local workshops and courses.

4.5.3
Personal Career/Professional Development at Local Level


Staff wishing to pursue studies through local educational institutions may apply for assistance and  MWOK may consider meeting the costs of the course fees, provided the area of study is relevant to MWOK and all proposals for financial support are endorsed by local HR office and approved by Senior Management Teams. Such proposals must be an integral part of the country programme and the Human Resources Development (HRD) plan for all staff. This is determined during the performance management process. Such proposals are within the guiding principles of 4.4 above.
4.5.4
Personal Career/Professional Development at International Level


This will take the form of attending courses, workshops, seminars and others out of one’s own country subject to the following conditions:

1. Priority shall be given to courses not available locally

2. Due to the high involved, international training shall largely be limited to cases where external funding is secured

3. MWOK will consider meeting the costs of course fees through the training fund but travel and subsistence should be budgeted in the programme/project budgets
4. All proposals for financial support for overseas studies must be endorsed by the local HR unit, approved by the Country Management Teams and sent to Corporate Human Resources Manager for final approval
5. Such proposals must be an integral part of a country programme HRD plan for all staff and determined during the annual plan and budget and performance management processes

6. The Corporate Human Resources Manager will approve application as part of the annual HR Plan and Budget provided:

a) No local institution offers no similar training

b) The training institution offering overseas training is of recognized repute, reasonably priced and delivers value for money

c) Such proposals are within the guiding principles set in 4.4
4.5.5
Full-Time Training

When a staff member is granted training support by MWOK for a full-time training opportunity longer than three months, the following will apply:

A. A staff attending full-time training of a duration over ninety days shall earn 80% of their salary

B. Clear work allocation has to be done and approved by the supervisor and relevant manager.

The true test of training effectiveness and development must be reflected in job performance. It is, therefore, imperative that both the participant and his/her immediate supervisor are in agreement on action plan with precise measurable visible performance criteria. This shall be enabled by completion of the post-course debrief and joint action plan formulation, which will then be periodically discussed. Impact on performance must be incorporated in the Annual Performance Appraisal discussion. 
 
MWOK will support employees undertaking work-related studies by providing a range of assistance options that: 
i) Make study/further education more feasible. 
ii) Reduce the financial burden of study 
iii) Meet the organizational Business Needs as identified in the employee’s training needs. 
Study assistance option includes part or full sponsorship. An employee is eligible for assistance to continue their education when: 
i) They meet all the approval criteria listed below, and  
ii) They have discussed the proposed study with their Supervisor/ Manager and it is specified in their identified training needs or  
iii) Study is included in their performance evaluation contract. 
 
a) Length of Service: The applicant should have worked for at least 2 years. 
b) Type of Course: The course is either a specialist vocational or university course relevant to the business/operations of MWOK. 
c) Business Need: 
i) The content of the course is relevant to the needs of the business Strategy of MWOK. 
ii) The content of the course corresponds with the applicant’s development needs (as specified in their training needs) 
iii) The applicant’s training needs cannot be met by internal training and development program. 
iv) The cost of the course is affordable. 
d) Performance: 

For vocational/under and post graduate courses, the employee has achieved 2 consecutive ratings of above average performance.   



Study leave may be granted as: A) unpaid study leave for a given period; B) partially sponsored study leave; C) Fully sponsored leave under which the employee will be taken back into the organization
upon completion into the same or similar position. 

The responsibility of training and development programmes belongs to line management, the individual employee and HR Unit. Measuring the effectiveness of applied learning in the work situation ultimately assesses the value of the development programme
. 




MWOK will maintain up-to-date record of employees’ skills and training courses attended. After each completed training programme, the employee will be required to update a Staff Training Record. The HR Unit will be responsible for maintaining a profile of each employee’s skills and qualifications.


 
Every effort will be made to fill vacancies by transfers and promotions of qualified staff members. This will be accomplished by internal job vacancy postings before external advertising is deemed necessary. 

5.2.1 Transfer Procedures: 
a) MWOK may initiate transfers at any time in response to the needs of the organization and/or the needs of staff members.  Transfers will be made after careful consideration as to the need for MWOK’s activities and the effect on the interest of employees and that at no time will it create a surplus of employees. 
b) Transfer may be initiated by MWOK for the following reasons: 1) more efficient use of employees 2) to avoid new recruitment 3) occupational rotation and other administrative reasons. 
c) Staff members could initiate transfers to another position/place. All staff members must have been in their present position for a minimum of six months before they are eligible for self-initiated transfer. Exceptions are made in collaboration with responsible supervisor and the Executive Director.  
d) If two staff members initiate for interchangeable transfers, the decision to allow it must be approved by the Executive Director in consultation with the concerned Head of Department. 
e) Transfers may be requested for by employees for the following reasons: Health problems substantiated by a doctor’s certificate; proximity to institutions of higher learning or other substantiated personal reasons of great importance to the employee provided that it is acceptable to MWOK. 

5.2.2 
Transfer Cost Contribution:  
When MWOK requests the transfer, a transfer contribution determined from time to time shall be paid to assist in movement of personal effects or other transfer costs.

Resettlement Allowance: This allowance will be paid to staff who have been transferred from one location to another. The amount of the allowance will be communicated by the ED from time to time. Please note that the amount is subject to the prevailing income Tax law of Uganda.  

All staff on transfer shall be issued with a Transition Plan such that they smoothly implement the planned activities as scheduled. To cater for any eventualities during the first one week (7 days) of settling into the new location, accommodation and a per diem will be provided for 7 days in addition to the resettlement allowance. 
New Hires: Newly hired staff will be facilitated with per diem and accommodation for 7 days if the post is a different location from the previous job. 


5.3.1 
Procedures:  
a) Opportunities for promotion in MWOK are open to all employees who have obtained two consecutive “above average‟ performance ratings depending on availability of the position and one’s competency, job skill-set and suitability for the job. Management reserves the right to decide essential skills and qualities needed including leadership, management ability, among others.  
b) Staff promotions are competitive in nature and performance appraisals may be used as the basis for promotion where no apparent competition exists. Where two or more eligible employees have similar abilities, interviews will be held to ascertain who is best to be offered the promotion. 
c) An employee promoted will undergo a probationary period of 3 months during which he/she will hold the appointment in an acting capacity. 

5.3.2 
Promotion Approval: 
Following interviews and/or recommendation of the appropriate candidate for promotion, all promotions shall be approved by the Executive Director in consultation with Management team and Human Resource Office.  
When the approval is finalized, the Human Resource Office will compile a report on the basis of promotion - a copy of which will be placed in the employee’s personal file. A letter of appointment including details of the promotion will be prepared by Human Resource Office and signed by the Executive Director. 


MWOKs remuneration policy is aimed at ensuring that the organization attracts, motivates and retains committed and competent employees required to accomplish its mission.

Each position in MWOK will have a salary scale showing a range from minimum, midpoint and maximum salary payable for that grade. The employee is entitled to a monthly gross salary in accordance with the structure and scales approved by MWOK based on routine surveys of similar organizational norms and developed in consultation with MWOK Senior Management. The salary scale aims to provide and maintain parity in remuneration. The scale therefore aims to give a guideline for pegging new staff in the first half of the grade’s scale depending on the staff’s experience and qualifications and managing any growth while in position. This should be comparable to the requirements and placements of other existing positions in the grade. 

Salaries will be paid monthly in arrears or in accordance with established practice the country of operation and organization. The salary shall be in accordance of the approved job and salary scale for the respective position within each country specific labor market.
All salaries for locally recruited staff will be paid according to the local labor market and in the local currency.

All salaries of internationally recruited staff will be pegged to dollar rates and their salaries paid in dollars or local currency as they may prefer. This however, will be set and effected upon employment. Staff will be informed of all payroll changes before they are effected except as stipulated in item 6.5 of this policy.


When determining starting salaries, the Human Resource Office in consultation with hiring Department/unit/Area Project Coordinator and the Finance Director will consider the salary grade structure, the applicant's prior experience and/or education directly related to the position, as well as current staff in comparable positions to ensure internal equity.  
Generally, the salary scale at entry level of MWOK staff is stipulated as follows:

A. Field Officer (Operational Level) – Salary Scale (USD$ 1,000)

B. Bachelors/Masters Degree Level with maximum experience of at least 3 years:

i. Middle Level – Salary Scale (USD$ 1,500)

ii. Senior Manager Level – Salary Scale (USD$ 2,500)

Starting salaries may exceed the base rate of the assigned grade with appropriate justification and documented approval of the Executive Director. 

All salaries will be paid to the employee on or before the 25th day of each month. Deductions for employee contribution to benefits and statutory deductions must be made. 


6.5.1 
Internationally Recruited Employees 
Internationally recruited employees who are offered a job at MWOK should ensure relevant clearance in their country of origin before leaving their country of origin. After arrival, the HR office shall process all relevant immigration paperwork for a work permit. All non-citizens should comply with all immigration requirements.

Home Country Taxes and Statutory Deductions: All internationally-recruited employees are responsible for their home-country taxes on any remuneration (basic salary, allowances, benefits, retirement etc) paid by MWOK. It is their responsibility to report income for taxes, to file required reports and to pay such taxes as are assessed unless specifically exempted by their government. MWOK accepts no responsibility for home-country taxes.

Host Country Taxes: MWOK’s agreement with some of its various host governments exempts internationally recruited staff from payment of taxes on MWOK income except in those instances where the member of staff is a permanent resident or citizen of the host country and therefore required to pay the normal taxes of the country. Where such exemption is not available, MWOK will make statutory tax deduction from the staff’s basic salary as in the case of local staff.

6.5.2 
Locally Recruited Employees 
Income Tax and Statutory Contributions: MWOK will make deductions and statutory contributions monthly from the basic salary and all taxable benefits and allowances of the employee and will pay these deductions to the income tax department of the government of the specific country. All deductions made in this regard will be in accordance with the Income Tax and statutory contribution requirements of each country and as amended from time to time.
6.5.3     Other Deductions 
Deductions may not be made outside the employee’s contract without the written authorization of the employee concerned.  MWOK shall make such other deductions for debts owed to MWOK by individuals as stipulated within this policy or as my by agreed upon for staff welfare, cooperative savings and similar funds.
The total revenue and operating costs of MWOK will be considered during the annual salary review process; hence it will be based on the approved budget of MWOK. The review will take into account a number of other factors. One major factor is the cost of living indicators in the various locations where MWOK works. MWOK’s competitive ability will also be reviewed with the aim of maintaining a competitive edge for MWOK in the labor market.
6.6.1 Cost of Living Adjustment (COLA)


COLA will be based on official economic indicators within MWOK countries of operations. The Executive Director through the HR Unit will give approval for cost of living adjustment on an annual basis. COLA will be implemented within the calendar year effective from January; following the budget approval of the financial year in question. COLA adjustments affect all staff as well as the salary scale.
6.6.2
Review of MWOK HO’s Competitive Ability


The Human Resources Unit will conduct bi-annual country specific remuneration surveys and provide information on changes in remuneration and terms of employment being offered by MWOK’s comparators. These may lead to salary scale adjustments depending on the Executive Director’s decision. Such kind of changes will be country-specific and will affect the salary scale but may not affect individual staff salaries unless they fall below suggested minimum range of their grade.

6.7.1 
MWOK will do its best to ensure that salaries offered are competitively sufficient to attract and retain qualified employees on the market. However, salary increases will only be initiated based on financial and budgetary ability by MWOK for one or all of the following grounds: 1) Market salary surveys 2) Performance evaluation results 3) Salary scale adjustments and Promotion. 
6.7.2 
Salary changes will occur to individuals if any of the following conditions and the resources available allow: 
1. Individuals are promoted, following successful completion of the probationary period where applicable. 
2. MWOK implements salary scale adjustments. 
3. Merit-based increments are implemented 
4. When staff have significant jobs roles and responsibilities added to their current jobs following restructuring or additional training/skills development. This will accrue requisite salary increment.  


MWOKoperates a staff account for each employee and it is directly linked to the payroll. The purpose of the account is to process all financial liabilities a staff member may have with MWOK, for example, advances for field travel, medical excesses, salary advance, and staff loan, personal telecommunications (trunk and international telephone calls and faxes).


Staff shall be notified in advance through writing regarding debts owed and deductions. Where a staff has requested for deductions, MWOK is under no obligation to inform the staff before the deductions are made. The deductions shall take priority over any other employee-related obligations incurred by the employee e.g. Staff Association dues, Staff Cooperative Savings and Credit Society shares of loans.


All staff claims against advances for official duty must be completed and sent to the Finance Unit within 10 days on return from the trip. Advances not accounted for will be automatically deducted from the staff account.


Staff will be given periodic (monthly or quarterly) updates of their staff accounts by the processing finance office.


Standard rates of pay will be based on 21 working days per month, while the standard hourly rate will be based on 7.5 hours per day as shown below:

Standard daily rate = monthly basic salary 21

Standard hourly rate = Standard daily rate 7.5



In as much as is possible, overtime should be avoided and managers should plan to minimize the incidence/frequency of overtime. Overtime will be given as Time Off in Lieu of excess hours worked (TOIL) to general support grades only.



TOIL will be taken at the following rates:

a. One and a half (1½) times the standard hourly rate for overtime worked during normal working days e.g. 5 hours overtime will be 5 x 1.5 = 7.5 hours (time off) and

b. Two times (2) the standard hourly rate for work done on weekends and designated public holidays e.g. 5 hours of work on the weekend and public holiday will equal to 5 x 2 = 10 hours (time off).

TOIL will be taken in units of one (1) complete hour. To qualify for TOIL, an employee must work continuously for a period of not less than half-hour in a single overtime session.

Approval of TOIL:
a. Budget holders will be responsible for approving overtime before it is incurred.

b. Employees claiming overtime must complete and Overtime Form. The form shows dates for which overtime is being claimed, nature of work, number of hours worked and authority. The form will be forwarded to the HR Unit for processing as TOIL.

c. The HR Unit will monitor the use of overtime. In cases of excessive overtime, the HR Unit together with the budget holder will review the work allocation and deployment of staff and make recommendations for alternative work arrangement methods.

d. As a rule, overtime for each employee is limited to 20 hours in any one month unless the respective Country Office of Executive Director with the concurrence of the HR Unit approves additional Hours.

e. Work that involves travelling or working over weekends or designated public holidays will be compensated by TOIL for each weekend or holiday worked or travelled. In such cases, all staff involved qualify for TOIL. 

f. TOIL must be approved and taken within one month of earning it and at a time agreed with the budget holder.



Some specific positions are required to work longer hours per day due to the nature of their work; for example drivers and 12-hr shift employees. In such cases, there will be a compensation of 20% increase in basic salary that will be clearly indicated in their letter of appointment. Any other overtime claims for such staff will only include special situations where they are called to work before 06:00hrs and after 20:00hrs.



All MWOK employees are eligible to apply for a salary advance provided that it does not leave the employee with less than 50% of the net pay after statutory deductions due within the same month.
A salary advance may be taken on either the 5th or the 15th day of each month; as advised by the finance office and will be recovered in one lump sum from the salary of the month in which the advance is taken.

In the event that an employment contract has to be terminated due to economic/financial factors, restructuring or redundancy, severance pay will be according to respective government rules and regulations.



MWOK’s benefit structure seeks to build a supportive and caring culture for the staff – ensuring sustenance in a competitive market but also recognizing the staff’s responsibilities to their immediate family. The responsibility of awarding staff benefits lies with the MWOK Board which may review the benefits from time to time. 

MWOK provides the following benefits to all regular contract employees upon employment. Where other types of staff are included, it will specifically be indicated. The benefits may change from time to time depending on the prevailing circumstances. Where a staff and his/her spouse are both employed by MWOK, benefits for their dependants will only be realized once. 

MWOK provides a non-contributory benefit to staff either in the form of a Provident Fund, Pension Scheme, or government-specific prescribed contribution. 
i. Computation: The organization will pay a total contribution equal to 17% of regular employees’ basic salary to a national or private provident/pension fund. This shall be part of the monthly basic pay for each month worked or part thereof and will be computed alongside the payroll.
ii. Pay Out: Payment for accumulated (accrued) benefits will be done at the end of the individual staff contract or at the time of separation in accordance with the existing national laws.

Employees can make a voluntary contribution to the scheme as they wish for private run schemes or up to the government’s allowed limits for a statutory pension scheme. Full details are available from the respective HR Office.

The payment of the 17% contribution will be administered in light of national statutory pension/gratuity scheme or accrued benefits requirements of MWOK’s countries of operation and will be accommodated in this fund where applicable.

For expatriate staff, membership to either the local scheme/fund on an international scheme/fund is open depending on access to international banking facilities or the ability to participate in national funds.


For all approved official travel, whether by air, water or land, employees shall be provided with reasonable economy class accommodation. Travel allowance caters for accommodation, and meals while on official travel. Out of pocket allowance applies where accommodation and meals are catered for during the official travel.

Reasonable costs will be claimed for transport on duty and official telephone.
All accommodation must be receipted and supported by bills/invoices.

Laundry may only be claimed (with receipts) on trips where it exceeds 4 nights stay outside from home; laundry may only be claimed once for the first 5 days of the trip and once for every subsequent 4 nights out depending on the length of the trip.
No staff member shall undertake to travel without authorization in writing from the Head of Department. In rare cases, a staff member may be authorized to travel on verbal orders. But such verbal authorization shall be confirmed in writing.

A staff member intending to travel shall obtain travel forms from the finance office; complete them and have them endorsed by the necessary authority before travel bookings are processed by the MWOK appointed travel agent.

Official travel shall in most cases be by route, mode and/or transportation commonly used by the organization. The organization considers the normal route for all official travel to be the most direct and economical. An alternative route may be approved if it happens to be the only one available and deemed to be in the best interest of MWOK.

Staff members who wish to make their own travel arrangements for personal convenience and comfort shall seek authorization in advance and pay any additional cost that may accrue.

Staff advance taken for travel will be debited to the staff travel advance account. Deadline for submission of claim forms on return from travel will be no more than 7 days from return of the travel, unless another travel by the same staff takes place within 7 days of return from the previous trip. Even then, only two successive travel advances can remain outstanding at any one time.

If a claim is submitted, any refund due either from staff or to staff should be settled within 3 days of the submission of the claim, otherwise the advance will be deducted in full from the next salary.


This allowance is meant for temporary accommodation as the relocating employee looks for suitable and more permanent accommodation. MWOK shall pay for reasonable accommodation expenses on presentation of invoices for a period of up to one month. Payment will be evaluated on a case-by-case basis based on economical and suitable accommodation for staff and his/her family.


The purpose of offering this allowance is to enable convenient settlement of staff members moving into new workstations. This shall apply to staff joining the organization on new appointment and to staff moving to new stations on transfer. Conditions relating to international and local relocations are different and therefore the allowances given will also differ. Reimbursement will be made against receipts. These expenses must be accounted for using the Claim/Surrender Form.

Relocation allowance includes economical travel by air or land for employee and dependents including spouse and children using the most convenient and economical route between the duty station and home base. Further, relocation allowance will include baggage shipment. 
Where both husband and wife are employees of MWOK  and each entitled to reimbursement of the cost of relocation, MWOK will reimburse one claim only.

Removal and shipment expenses are reimbursable only if the employee transports goods within three months of start or end (as appropriate) of his/her employment with MWOK. The Executive Director may extend this period under exceptional circumstances.

If the employee resigns from the service of MWOK before completing one contract period, relocation costs will be recovered from the employee based on the difference between the completed period of service and the outstanding months of service up to the end of the contract period.


A one-off Settling Allowance will be granted to internationally recruited members of staff on first appointment or to employees relocated to another country or town for the first time. The amount will be determined by the HR Unit and approved by the Executive Director and will be amended from time to time.

The allowance will be paid when the employee takes up his/her fixed place of residence in the country/region to which he/she has been appointed or relocated.

If an employee who receives a Settling Allowance leaves MWOK before completion of the contract period, he/she will be required to refund the allowance on a pro rata basis taking into account the time served.

Settling Allowance can be processed through the Claim Form in order to receive the allowance before the first pay, or through the first pay advice processed by HR Office for the staff.

An MWOK staff member can only be paid Settling Allowance once irrespective of the number of relocations.

Formal acting capacity is assumed when a position falls vacant, or when a position holder is away from office or incapacitated for a significant period of time; and a staff member is officially mandated to assume the responsibilities of that office in addition to executing the mandate of their own office.

Staff members acting in positions higher than their own shall be paid an acting allowance at the rate of 15% of their basic salary provided that the first 10 working days shall be professional responsibility for which no compensatory payment will be made.

Staff members acting in positions equal to or lower than their own by grade shall be paid an acting allowance at the rate of 10% of their basic salary provided that the first 10 working days shall be professional responsibility for which no compensatory payment will be made.


Employees whose projects are in locations considered to be hardship areas e.g. war-torn zones etc shall be given a hardship allowance of 5% of the basic salary on approval by the SMT. In some cases when thoroughly considered, housing with basic furnishings will be provided or hotel allowance shall be paid on reimbursement basis when no other accommodation is available. 


MWOK contributes 8% of the basic salary cost for each country operation or general accident, medical cover and life insurance. Benefits will be extended in accordance to the size of the fund.


7.9.1 Group Personal Accident Insurance

All MWOK staff under regular, short-term and consultancy contracts must be covered under a Group Personal Accident Insurance Scheme. The scheme will specify amounts that cover the following related incidences:
a. Death

b. Permanent Total Disablement

c. Temporary Total Disablement

d. Medical expenses which include surgical and evacuation expenses


The terms and conditions of the scheme vary in each Country Office. Details are available from the respective HR Offices.
7.9.2 Medical Cover

Medical Cover is a support scheme and will aim to provide medical care to regular contract staff and his/her dependants. Details are available from the respective HR Offices and will be provided to employees during orientation.

7.9.3. Group Life Insurance

The scheme will cover all regular contract employees in the event of death while still in employment with MWOK. The amount is payable to the employee’s designated next of kin. The terms and conditions of the scheme vary in each Country Office. Details are available from the respective HR Offices.


MWOK is committed to responding to the HIV/AIDS epidemic by providing a healthy and safe work environment for all its employees. Refer to MWOK HIV/AIDS Work Place policy which aims to respond to the needs of staff employed by MWOK’s within the resources available to the organization. 

In the event of death of any MWOK employee while in employment, the organization will commit one month basic salary to meet the funeral expenses. Where an employee dies while at work or while travelling to work, MWOK will provide transportation of the body to the place of burial nominated by the next-of-kin of the deceased employee.  
In case of death of the employee’s immediate family member (children, spouse, parents), MWOK will provide a vehicle to transport mourners. In addition to transporting mourners, a vehicle will be provided for a day to facilitate the bereaved in burial arrangements.  
7.11.1 Outstanding Payments

The following outstanding payments, less any debts owing to MWOK, will be paid to the estate (next of kin) of an employee in the event of his/her death: 

i) Any unpaid salary or allowances: 

ii) Cash payment in respect of any outstanding Leave entitlement and any other entitlements as benefits on leaving the Organization. 



All regular contract employees are eligible to request one month’s basic pay as salary advance to be recovered directly from the staff salary within a three-month period. Such requests will be limited to twice a year per employee. Employees will only qualify for this advance in the context of maintaining a net pay roll salary of at least 50%.


MWOK will provide its Senior Management Staff (Grade 7 & 8s) with additional benefits to ensure its ability to attract, sustain and retain key programme leadership staff and ensure their delivery capability. These benefits will include housing, security and transport allowance. 

Senior Management:

a. Accommodation of not more than USD$ 500 per Month

b. Fuel

c. Overtime

d. Insurance Cover

e. Capacity Development

Other Managers/Officers:

a. Health Insurance

b. Accommodation not exceeding USD$ 300 per Month

c. Transport

d. Activity Allowance


a) Support to Nursing Mothers: Female staff with babies of up to one year old will be facilitated with accommodation and meals for the baby caregiver to enable them travel with the babies when they are traveling upcountry on duty. This will be on basis of actual amount spent on meals and accommodation. 
b) Repatriation: A repatriation package will be paid to staff on leaving the service of the organization on grounds of ill health, redundancy or retirement. The organization will pay public transport fare to the home district of the employee and his family within Uganda (This will be done according to Uganda standard rates). 
Repatriation package will not be paid upon staff resignation or separation on grounds of serious misconduct. For non-Ugandan employees, repatriation will be paid to the address in Uganda at the time of hiring. The package will be subjected to the prevailing Income Tax law.  


Most types of leave taken by staff will be scheduled in advance, with leave forms submitted at least two weeks before the commencement of leave, so that adequate arrangements can be put in place to cover these absences. This particularly applies to Annual Leave and Maternity Leave.  

 

(i) The employee is entitled to annual leave not exceeding 25 working days per full year (12 months of the calendar year i.e. January - December) of service. 
(ii) Annual leave entitlement shall be earned at the rate of 2.1 days per month. Specific labor laws will apply where more days are required. Employees are expected to accumulate leave entitlement before they apply for leave. However, they may utilize their leave entitlement for the year in advance provided the employee’s service is expected to continue for a period long enough to cover leave taken and with the approval of the Country  Director.
(iii) Leave entitlement is accrued on the basis of each completed year of service. In case of service of less than one year, leave will be calculated on a pro rata basis.

(iv) Leave will be taken subject to operational requirements and only with the prior approval of the Executive Director/Unit Manager. Each Unit Manager will circulate a leave schedule in January for employees to enter anticipated leave dates in order to allow proper planning and deployment of staff. 
(v) Any Unauthorized leave will be regarded as leave without pay and may lead to disciplinary measures and/or termination of the Employment Contract. 

(vi) New hires may start to take holidays after the first month of confirmed employment at a rate of 2.1 days per month worked. 

(vii) If a staff member is disallowed from taking his/her full annual leave entitlement by management due to work commitments, then a maximum of 10 days leave may be deferred from one year to the next.  Any balance in excess of 10 days will be forfeited. Deferred leave must be utilized within the first quarter of the subsequent year. 

(viii) Management may, having regard to the demands of the service, recall an employee from leave notwithstanding that the employees approved leave has not expired.  When an employee is recalled from leave prematurely, the reminder of her/his leave will be rescheduled at the first opportunity. 

(ix) If a staff member returns prematurely on his/her own, he/she must get authorization from his or her supervisor to reschedule the missed leave days. It is up to the supervisor to decide to allow or disallow this. 

(x) An employee who fails to return on the duty on the due date of the expiry of his/her leave is deemed absent from duty without permission and thereupon the provisions of disciplinary policies and procedures will apply.  

(xi) For purposes of continuity in operations, staff are encouraged to stagger their leave throughout the year, if possible. Heads of Departments will see that this is done. 

(xii) Annual leave credits do not accrue during the period of suspensions or when on leave without pay. They do accrue during annual leave breaks, and when staff are serving a separation notice. All unutilized leave credits are forfeited if a staff member is dismissed through gross misconduct, breach of contract or code of conduct. 
(xiii) Employees will be required to complete a Leave Application Form at least two weeks in advance. A staff member must submit receive his/her approval copy that serves a staff member authority to go on leave. Leave Application Form should be received by Human Resource Office before commencement of the leave.
(xiv) Employees on short-term contract of more than 3 months will earn one day of leave for each month worked.

(xv) The HR Unit will record and monitor the number of leave days used per employee.

(xvi) If upon termination of service, an employee has taken leave in excess of his/her entitlement, MWOK will make a deduction from the employee’s final dues calculated at the standard daily rate for each day taken. Leave dues on termination will be calculated as at the end of the last day of service.


An employee is entitled to a sick leave when she/ he is unable to work in case of injury or illnesses that needs immediate attention or rest. Also in case the employee must go for medical examinations that cannot be attended outside working hours, he/she may apply for the leave. 
All contract employees are eligible for sick leave of two months (60 calendar days) on full pay and a further two months (60 calendar days) on half pay per year. Thereafter a thorough medical review by an MWOK approved medical practitioner will be carried out with a view to determine employment status. In case of the need to rest, the doctor will need to certify that the employee needs to rest and give the amount of time needed. 
Absence due to illness must be reported to the immediate supervisor or HR Office as soon as possible, preferably by 10am on the first day of absence. Should an employee go for more than 3 days, he/she is expected to report back to duty with a medical certificate from a recognized medical practitioner explaining the absence, and whether he/she is or not able to work. The medical certificate will indicate the first day of illness and the date on which the employee is expected to return to work.
All sick leaves will be recorded and signed by the immediate supervisor at the end of the period of absence on the Leave Application Form with copies forwarded to the HR Unit for record-keeping and maintenance of sick leave entitlement.

The immediate supervisor will approve the sick leave. In case the supervisor finds no verification, the spent days will be deducted from the employee’s annual leave. 

Visits to the doctor will be deducted from sick leave entitlement.
Procedure: 
1. The employee should notify the line manager on the first day of the sickness if he/she cannot come to work preferably by 10am. 

2. The DOP or line manager will inform the HR for follow-ups. The HR and Administration will ensure that there is a call or a visit to the sick employee during the sick leave. 

3. If the employee does not communicate about the sickness and is absent from work, the situation will be taken as unauthorized absence from duty, and the DOP or line manager will follow procedures of absenteeism and neglect of duty. 

4. Upon return to work after three days, the employee will provide evidence of medical treatment and verification from the doctor that she has been sick and that he/she is fit to work again. 


a) All female employees will be entitles to Maternity leave with pay 60 calendar days according to the Country’s Labour Laws. Additional leave may be taken as unpaid leave whichever is favorable on child birth. Illness due to complications of pregnancy as reported by a qualified medical practitioner shall be considered as sick leave and it will be in addition to maternity leave.  

b) In case of complications during birth tragically result in the death of the child, four weeks of Compassionate Leave will be granted and maternity leave will cease. 

c) In case, extension of the maternity leave is required on medical grounds, the employee by means of a doctor’s certificate will give notification, and sick leave provisions as mentioned in clause 8.3 will apply. 
d) Notification: The employee will notify the employer of her delivery due date at least latest 3 (three) months prior to the anticipated date of delivery. This will allow time for planning for work coverage and completion of key assignments. Handover notes should be made ready a week before the expected date of proceeding on maternity leave in case of early delivery. 


A male employee whose recognized gives birth will be allowed 5 paid working days leave immediately following the day of birth in order to assist his wife with child and household care. Such leave is neither cumulative nor convertible to cash and shall be taken within one month from the child’s date of birth.


Both female and male employees who have legally adopted a child shall be entitled to paid leave of up to 5 days at the point or during the course of adoption.



Compassionate leave without reduction of salary or holidays entitlement shall be granted at the discretion of the employer and in accordance with the following: 

a) Death of immediate family members‟ (Spouse, children, father, mother)- maximum of   7 (seven) working days 

b) Death of any other family member 1 (one) working day on the funeral/burial day. 

c) Acute sickness of an immediate family member (Spouse, children, father, mother) -maximum of 5 (five) working days 

d) Marriage of an employee - maximum of 3 (three) working days compassionate leave shall not be accumulated. 


All expatriate employees are entitled to home leave after every two years of service. The organization will pay for the cost of a round trip (economy class only) airfare using the most direct route from the duty station to the employee’s home country. This will apply to the employee, spouse and dependants (under the age of 18). Children between 18-21 years old may be covered if there is evidence of full-time schooling. Home leave will be counted against the employee’s annual leave entitlement.


MWOK recognizes that employees may need to enhance their professional and operational competence. In such cases the Executive Director may approve Study Leave. The Executive Director together with the HR Manager will evaluate benefits for both MWOK and employee against both financial and opportunity cost implications, and advise the board accordingly. Depending on direct benefits of the study to MWOK, this may be part paid or unpaid leave. Study leave will not exceed a period of one calendar year. Annual leave entitlement and other benefits based on service will not accrue during periods of study leave.


Any MWOK employee who is absent from work for a maximum of 5 days without being granted official leave will be considered to have abandoned his/her work, which are grounds for immediate dismissal. All rights and benefits accruing to him/her will be forfeited. However, Management at its discretion may reverse this dismissal after consideration that such an employee had a valid reason, which could not have been communicated before and such days will be taken off from annual leave days.  


a) Leave-without-pay will be granted only in very exceptional circumstances. Only the Executive Director may approve it. 

b) Only staff with a minimum period of one (1) years of continuous service (inclusive of their period of probation) are eligible to apply for Leave-Without –Pay. 

c) Leave without pay is for a maximum of 3 months and on return, the employee must serve a minimum period of 1 year prior to being eligible to apply again for Leave Without-Pay. Under special circumstances, the CD may approve this for a longer period. 

d) Leave without pay is available on the assumption that the employee has exhausted all other leave earned in the same year. 

e) Leave-without-pay freezes employment in total, viz Salary, Benefits, Allowances, Annual Leave, staff seniority, etc for the entirety of its duration. 

f) Prior to commencement of the approved Leave-without-Pay, the applicant shall hand-over, in accordance with the MWOK HO procedure all MWOK assets, and provide handover notes.                                                            

g) An employee wishing to undertake  studies that require him or her to be a way from the job for an extended period of time (above 3 months) may be asked to resign the appointment with MWOK, and re-apply after studies, except where such studies have been sponsored by and/or for MWOK. 



a) To maintain a high level of consistency and public confidence, all employees of MWOK are guided by the principles of our Code of Conduct, including all MWOK core values. Each individual employee must comply with the code of conduct in their day-to-day work and must avoid any circumstance that might compromise these ideals. Should these core values be violated, severe reprimand or dismissal may result. 
b) The employee will observe political, religious and gender neutrality in voicing her/his opinions while performing duties for MWOK and beyond the obligations of her/his function or directives in his or her private dealings to avoid implication to MWOK. 
c) The employee will be obliged to fulfill her/his function; tasks, duties and assignments, and will observe the code of conduct and bear in mind the interest of  MWOK. 
d) The employer will act and conform to other relevant laws and by-laws of the respective country in which it operates. 

Employees will: 
a) Perform their duties and protect the organization’s interests to the best of their ability.                      
b) Devote their capabilities and experience to the promotion of the organization’s objectivities. 
c) Come to work at the time agreed for each employee and respect the working hours. 
d) Until the termination of his service as hereinafter provided, undertake to perform their duties in such capacities and at such places as they from time to time be directed by the organization. 

All employees are expected to devote the time and energies necessary to fulfill the requirements of their appointment. The MWOK work week consists of a maximum of 40 hours beginning from Monday to Friday with official working hours being 8:00am to 5:00pm with 1-hour lunch break. The lunch hour may be taken any time between 1:00 and 2:00 as mutually convenient to both the employee and the supervisor. However, all employees should be aware that they might be expected to work outside the official hours in order to enable MWOK to meet its objectives. Employees can work on a flexible time basis with prior approval of the Executive Director /Unit head.


All employees are to be smart, clean, and tidy in apparel and personal presentation, at all times.
MWOK uses two major criteria to establish its dress code:

Safety: The employee’s clothing, hairstyle and jewelry should not be the type that could interfere with the safe performance of duties. This rule is for the benefit of the employee.

Client Contact: Our clients judge MWOK not only by the quality of the products and services we provide, but also by the appearance of the people with whom they deal with. Employees whose duties involve such contact must maintain a suitable appearance.

9.4.1 Protective clothing and Uniforms

Certain categories of employees are required to wear an approved style of dress/protective clothing when on duty, the specifications of which will be outlined from time to time. These currently include: clinical staff, laboratory staff, drivers, office attendants, cleaners, mechanics and security personnel. Where applicable, it will also include gardeners and catering staff. The relevant Director will issue such staff with two new uniforms/protective clothing per year or as deemed necessary.

 

9.5.1 Telephone Use:

All employees should answer the telephone provided it is ringing even if it is not in their office or at their desk. Employees should be courteous, audible on the telephone and assist the caller to the best of their ability. If you are not able to respond to issues raised, then refer the caller to somebody who is in a position to help them or take a message and deliver it to the right recipient.

Telephone lines are to be kept free for official calls. Whenever possible, personal calls should be made only during lunch or work breaks. If it is necessary to make or receive a personal call during working hours, you should keep the call as short as possible. Employees may not make personal long distance (local or International) calls on MWOK lines. To place a long distance call, call through the telephone operator. Employees are expected to keep official telephone calls as brief as possible.

9.5.2 Email and Internet Use:

Computer information systems and networks are an integral part of business at MWOK. The policy on email and Internet use is available from the IT Unit. The policy aims to:

a) Protect this investment.

b) Safeguard the information contained within these systems.

c) Reduce business and legal risk.

d) Protect the good name of the organization.


MWOK respects the employee’s right to privacy at the work place; however it reserves the right to inspect all lockers, desks, packages, bags and purses brought into or taken out of or within MWOK’s premises for security control purposes. Employees refusing to allow an MWOK representative (including the appointed security firm) to conduct an inspection shall be subject to disciplinary action. Limits for search of employee shall be determined at country level. Company property may not be taken off the premises without a written property pass signed by the employee’s immediate supervisor or the manager responsible for security.

Negligence in the care and use of MWOK property will be cause for disciplinary action. Property issued to employees must be returned if employment with MWOK is terminated either voluntarily or involuntarily. If the property is not returned, the employee will be responsible for the value of the property. Removal or attempting to remove property without proper permission will result in disciplinary action up to and including summary dismissal.

Examples of MWOK property include: software, motor vehicles, equipment, manuals, proprietary information, including confidential literature, computer disks, tape and other storage media; and information designated as a trade secret.

9.7.1
Official Visitors

As MWOK  expands, the number of official visitors may increase and therefore, it is important that their stay is of maximum benefit to them and MWOK. When a visit is from a country representative such as an Ambassador, Executive Director and Director of Communications should be alerted so that a courtesy call can be made. The National Office involved should be informed of this visit and where practical, a brief of the visit and photographs should be supplied to them.

The Executive Director office and Director of Communications should be notified of a high-ranking government official visit. In addition, the Chairman of the local Board should be advised and invited to be present.

The relevant Director should inform all staff involved in the event about procedures to be adhered to so as to avoid misrepresentation.

It is helpful to keep a record of official visitors by having a visitor’s book. This can be a useful resource for the mailing list information.

9.7.2 Media (Photographers, film makers and radio interviewers)

The Director of communications and fundraising will be in charge of providing guidelines for dealing with media representatives either at corporate level or at country office level. Such guidelines are available from the Directorate of Communications.

9.7.3 General Visitors

All visitors are required to register and wear a pass issued at the reception point before they enter MWOKpremises. This policy is necessary to protect confidential information, to ensure the security of all employees as well as MWOK property, and to minimize disruption of operations.

Group visitors will need special coordination in the relevant office being visited and relevant planning should be taken into account. Authorized visitors should be accompanied while they are on MWOKpremises and should not be allowed to wander around on their own.

9.7.4 Visits by Suppliers

Suppliers should be directed to arrange for appointments in advance. Authorized visitors should be accompanied while they are on MWOK premises and should not be allowed to wander around on their own.

9.7.5 Personal Visitors

MWOK encourages personal visitors during work breaks and before or after working hours with the exception of emergency cases.

Our objective is to attract, serve better and keep clients happy. We are committed to giving quality service to all our clients. We are counting on all employees to support this commitment by preventing errors and doing things right the first time.

All employees represent MWOK to our clients and potential clients. When you respond to a client, you create impressions that build and affect our relationships with the people we value. The quality of our products and services, and their fair and accurate representation to the client are important elements in this relationship.

Our guidelines to good client service include:

Responsiveness – demonstrate a willingness to help and provide prompt value-added service;

Assurance – be courteous and honest to inspire trust;

Empathy – show that you value and respect clients; treat clients as you would expect to be treated;

Customer Service – project a positive, professional image on telephone, in face-to-face communication, in dress and in maintenance of the workplace.


To maintain the confidence of our customers, avoid conflicts of interest. A conflict of interest is a situation where your private interest or outside economic interest interferes with your duties and responsibilities to MWOK; and/or raises a reasonable question about such interference (the “appearance” of a conflict of interest may be as damaging to a client confidence as an “actual” conflict of interest, e.g., family relationships, ties to members of your household whether or not you are related but share external investments such as businesses, might have conflict of interest with our clients.

9.9.1 Sources of Conflict

Common sources of conflict of interest arise when an employee:

a) Accepts gifts of more than token value or nominal value from a potential or actual client, supplier or competitor; and/or

b) Has a significant direct or indirect financial interest in or relationship with an actual or potential client, supplier or competitor.

c) It is important that no employees transact any business as suppliers of services or materials for financial gain with MWOK. In the case of being offered gifts, staff should decline politely to ensure they do not offend an MWOK client.


Gifts and hospitality must not influence or appear to influence the recipients’ judgment to a business decision. “Hospitality” includes: meals, refreshments, entertainment and comforts provided in the normal course of business meetings and business related events.

“Gifts” include: anything of value other than hospitality.

Within the guidelines stated above, the following are the specific company policies for giving or accepting gifts and hospitality:

i. Cash gifts are prohibited;

ii. No employee may receive benefits, gifts or commissions from a supplier in return for advice or purchases by the Foundation or for any other activity of the supplier;

iii. No employee may accept any discount on any personal purchase of the supplier’s product if the discount can be construed as being offered because of the business relationship;

iv. Employees must avoid entering into any arrangements which inhibit the process of open competition;

v. Hospitality may be accepted if it does not exceed the hospitality that could be returned in the normal course of business entertainment or would be paid for by the Foundation as a reasonable business expense if a customer did not pay for it, e.g., your supervisor may approve the expense if you submitted a claim for reimbursement;

vi. Client or supplier offers of expense paid trips to client or vendor sites, seminars, exhibitions or other outings should be reviewed with the Executive Director before the offer is accepted. You may not participate in situations which may influence or appear to influence your judgment in dealing with clients or suppliers who may transact business with the Foundation;

vii. Any type of bribe is generally prohibited. The Executive Director or his/her designate must approve favors given to civil servants.

viii. Any social support given by the Foundation must be specific and approved by the Executive Director or his/her designate. This may be limited to schools, hospitals and/or religious institutions.


MWOK is committed to conducting business in an open and ethical manner. As part of our commitment, we inform our stakeholders and other concerned groups about our operations through annual reports and the media.

As a competitive business, MWOK is strict about the disclosure of information about its operations. Information that is not public is considered proprietary information, i.e., information that is the property of MWOK. This includes: any information that may be classified as confidential regarding MWOK’s core business, e.g., programme and financial performance, statements, proposals, or plans (if it has not been publicly announced), information on clients, employees, services and products, systems, strategies and costs.

As an MWOK employee, you must not:

1) Reveal any confidential information about MWOK or its employees, clients or suppliers to anyone except properly designated employees or organizations;

2) Use any proprietary or confidential information you have acquired at MWOK for the benefit of another organization; and/or

3) Seek to profit from confidential information on business opportunities that are available to you as a result of your position with MWOK
If you leave MWOK employment, you will not:

a. Use any proprietary information for your own or another’s gain; and/or

b. Keep any original documents or copies of notebooks, drawings, notes, reports, proposals, materials, tools, equipment or property belonging to MWOK without permission from MWOK
c. Disclose any confidential information that may or should have been in your possession.

9.11.1 Press Relations

To ensure that proprietary or confidential information is not released to the media, and to prevent inaccuracies and misstatements, all media contact must be coordinated by the Executive Director, Director of Communications & Fundraising for Headquarters and Executive Director and Communication and Fundraising Manager for Country Offices. If you receive a call or request for interview or information regardingMWOKfrom the media, please refer this request to either the Director of Communications & Fundraising or Communications and Fundraising Manager, Executive Director.

If you write an article about MWOK for publication outside the Foundation, it must first be reviewed and approved by the relevant office within this structure.

9.11.2 Privacy

Every employee is responsible for strictly guarding the privacy of records and other information concerning employees and clients. You may not use this information for personal advantage or reveal it to anyone outside MWOK.


9.12.1 Internal Communication

The official language of communication in MWOK is English. However, MWOK takes cognizance that within Africa there may be several official languages in an individual country.

In instances where the official country language is not English, all correspondence must be prepared in English and the primary official language of each respective country.

MWOK will communicate to staff through the most appropriate media depending on the nature of the message i.e. confidential or shared information, official or informal information and will include:

A. One-on-one meetings

B. General or group staff meetings

C. Official Memo

D. Email

E. MWOKIntranet or shared electronic files

F. MWOK  notice boards

G. Written documents including the MWOK HR policy documents

H. Staff newsletter

Notices relating to MWOK operations will be posted on bulletin boards at locations designated for that purpose.

9.12.2 External Literature

No one may distribute or post literature on company premises without written permission from the Director of Communication or HR manager. All requests for such activities will be in accordance with these standards:

a. Whether the activity will interfere with work performance or be offensive to other employees;

b. Whether the activity is governed or prohibited by law;

c. The relevance of the activity to employees as a whole; and/or

d. Whether the activity will affect the impression received by clients and visitors.

e. A section will be reserved for employees’ personal notices and advertisements. However, the Director of Communication or HR manager must approve all personal notices.

f. Managers are responsible for ensuring that bulletin boards located in their work areas are in compliance with this policy and for notifying the HR manager should any action be necessary.

g. The decision by management as to whether literature should be allowed to be distributed will be final and binding. Employees who violate this policy will be subject to disciplinary action up to and including termination.

h. The designated office will keep all general communications bulletin boards both electronic and physical up to date.


MWOK’s records are important corporate assets, which must be protected. Records include all documentation approved for managing MWOK operations. Such documents include but are not limited to, strategy documents, project/programme documents and data, financial statements and reports, documentation of transactions, tax returns, computer software and all employee-related documentation.

Consistent with applicable law, company records shall be retained for varying periods of time (some of which are of essentially unlimited duration) depending on the type of record, the applicable legal obligation as well as specific MWOK requirements.

Employees must ensure the retention of MWOK records for requisite retention periods and that such records are subject to timely destruction when the specified retention period expires. “Records” for these purposes include “hard copies” of documents, records on computers, electronic systems, microfiche and/or microfilm.

Each MWOK employee is responsible for compliance with MWOK’s records retention and destruction policy and procedures. Any questions should be referred to Information Technology Manager for consideration and advice before any contemplated action is taken.


Personal relationships will not be permitted where it interferes with performance of duties and in cases of direct reporting. Development of such relationships may result in termination of one or both staff members if no other practical option is possible.


Employees are: 

a) Expected to treat beneficiaries and colleagues with respect and courtesy. 

b) Forbidden to be under the influence of alcohol or drugs while acting on behalf of the organization. 

c) Expected to conduct themselves at all times with integrity and temperance. 

e) Expected to be smart and tidy in dress and personal grooming. 

f) Expected to refrain from associating themselves in acts or expressions with abusive/offensive language and disrespect. 

g) Expected to behave in a manner that reflects a good character and values. 


The following are deemed to be gross misuse of position and may be ground for summary dismissal: 

a) Canvassing, soliciting or accepting inducements, bribes, or kick-backs. These are strictly prohibited. An employee found to be involved in selling his or her influence in MWOK to potential suppliers, candidates for employment, or others will be summarily dismissed.  

b) Use of the organization’s assets like computers, telecommunications, vehicles, building, supplies, or other assets and equipment for personal business or on behalf of a third party without permission from Head of Department/ Executive Director. Such use is strictly prohibited.  


Fighting will not be tolerated on MWOK premises at any time for any reason. If a fight occurs, the immediate supervisor will liaise with the HR Manager and interview all witnesses to get the facts as to find out who started the fight and why. Employees will be expected to co-operate in any such investigation. Those found guilty of fighting will be subject to disciplinary action up to and including summary dismissal.


Refusal to comply with a legitimate instruction or use of obscene or otherwise objectionable language to a supervisor is termed as insubordination. It undermines the discipline and authority needed in the workplace and cannot go unchallenged. Insubordination will result in disciplinary action up to and including summary dismissal. Employees should follow any job-related instructions given by an immediate supervisor.


Theft creates a burden for all employees, the great majority of whom are honest. Therefore, the theft of any the Foundation’s property, including office supplies and equipment or embezzlement of funds will be dealt with severely.

Any employee found to have stolen company property, embezzled funds or assisted others in such activities, is subject to summary dismissal along with loss of separation benefits (except those governed by law such as pension). In addition, criminal prosecution will be instituted. All employees are expected to remain alert to the possibility of theft and report any suspicious activities to their immediate supervisor or HR Manager. Your anonymity will be respected and maintained.


MWOK prohibits the use, possession, distribution, purchase or sale of illegal drugs, narcotics, inhalants or other unlawful substances and materials, as well as the unauthorized use of alcohol on MWOK’s premises or while MWOK employees are engaged in the Foundation’s business.


Employees of the same family may be employed by MWOK provided they declare at the time of signing the Code of Conduct and Ethics as well as the acceptance of the offer of employment (Service Agreement). However:

I. One family member may not directly supervise another;

II. One family member may not process, review or audit the work of another, whether in the same or different accounting units; and/or

III. Employment of family members requires prior written authority by the HR Manager/relevant Director.


Solicitations of money for personal fundraising should be kept to a minimum because they often prove annoying or embarrassing to employees who cannot or do not wish to contribute.

Miscellaneous solicitations for contributions within a Directorate/Country or Field Office must be made with permission of the Director so long as the amount given by each individual employee remains undisclosed and solicitation is confined strictly to the Directorates/country or field offices.

No employee should ever be pressured to contribute.

Solicitation to clients or suppliers is prohibited during working hours.

Solicitation by employees is prohibited during working hours or in client or supplier service areas.


MWOK staff is expected to devote full time to MWOK’s interest during regular working hours and during any additional time that is required. The Foundation prohibits paid outside employment (including working as a consultant). However, community or charity work may be approved by the Executive Director or his/her designate, if it does not:

a. Involve a business activity that competes with MWOK;

b. Involve the use of MWOK’s equipment, supplies or facilities; and/or

c. Require sponsorship from MWOK.

d. Involve compensation and honorariums.

Professional staffs are required to arrange, in collaboration with HR office, statutory registration and insurance in countries where they are required to carry out their duties. Professional fees, permits/licenses as required by law or MWOK shall be borne by the Foundation.


All MWOK employees must make sure that their passports are kept up-to-date. It is the responsibility of staff to ensure they have a valid passport.

MWOK, through the HR office will process all work permits for regular contract staff and seconded staff. 
MWOK will also process travel visas for all types of staff on MWOK business.

All expatriate staff must ensure that their passports are kept up-to-date and that they contain valid entry and re-entry stamps. A re-entry permit is not the same as an entry permit (work or visitors) and is required for every expatriate staff.

In every event the government’s immigration department has to be provided with full particulars of each non-citizen when joining or leaving the employment of the Foundation. The HR office will facilitate this process.

The Foundation supplies a free laminated identification card to each member of staff on joining employment. Identification cards must be securely kept and maintained well. Any loss must be immediately reported to the HR office. This card must be surrendered to the HR office upon termination with the organization.


9.27.1 Certificates 

All employees must upon being offered a position with MWOK produce and make available photocopies and originals of academic transcripts/testimonials or professional certificates to the Human Resource Department. These documents will be checked and if found to be altered or forged the candidate will be disqualified and the job offer rescinded. 

9.27.2 Declaration of Age and Other Particulars. 
a) Every employee on first appointment is required to furnish particulars about him/herself, spouse, and children on a prescribed form which will be placed in a person file together with two recent photographs. 

b) An employee who knowingly makes a false declaration in respect of the particulars required herein is liable to summary dismissal upon discovery of the same. 

9.27.3 Notification of Change in Particulars. 
Every employee will, with minimum delay, notify the Human Resource Manager of the following: a) Change of Names b) Change of permanent home address c) Change of Marital Status including particulars and Birth or death of a child. 



Disciplinary policies and procedures for MWOK aim at encouraging staff to achieve and maintain high standards of behavior and performance. They also aim to ensure that disciplinary offences are dealt with fairly and consistently. The disciplinary actions are designed to protect employees from inappropriate behavior by their colleagues and to protect MWOK from the inappropriate behavior of its employees. 

Disciplinary rules and procedures are necessary for fairness and to maintain order within the Foundation. The disciplinary procedures apply to all MWOK employees whether or not they are seconded to work within the organization.


It is the policy of MWOK that if disciplinary action has to be taken against employees, it should: 

i. Be undertaken in only cases where good reason and clear evidence exists. 

ii. Be appropriate to the nature of the offence committed  

iii. Take place when employees are aware of the standards that are expected of them and the rules to which they are required to comply. 

iv. Allow the employee the right to be present with colleague(s) during any formal proceedings. 

v. Allow the employee to know exactly what charges are being made against them, by whom and to be able to respond to the charges. 

vi. Allow the employee the right to be given an explanation for any penalty imposed. 

vii. Allow the employee to appeal for leniency on any disciplinary action except in cases of Summary dismissal. Such appeals must follow the procedures specified in the grievance policy. 

viii. Ensure that except for gross misconduct no employee is dismissed or terminated for a first breach of discipline. 


There are three types of offences: minor, major and gross misconduct.
10.3.1 Minor Offence 
This is an isolated omission or commission of an act that may be a performance issue but does not put the organization and/or employees in disrepute, or cause immediate damage to achieving its goals. Some minor offences if repeated can turn into gross misconduct 

10.3.2 Major Offence 

This is regular omission or commission of an act that puts the organization and/or employees into disrepute or that leads to loss of funds or property or in any way causes long term damage to the achievement of MWOK’s mission and goals.

10.3.3 Gross Misconduct 

This is behavior, on the part of an employee, which is so bad that it destroys the employer/employee relationship, and can merit instant dismissal without notice or pay in lieu of notice.

In some cases, the boundary between these categories is not clearly defined and the Corporate Human Resources office may be asked for guidance. Any precedents established in this manner will be used to update the categorization of offences. The offences include and are not limited to the following:

Minor Offences; Major Offences; Gross Misconduct - Continued lateness to work or early departure, Repetition of similar minor offences, Repetition of similar major offences, Absence from duty for not more than two days without permission, Absence from work for a period of more than two days but not more than four days without permission, Absence from work for a period of more than five days without permission, Idling and loitering during working hours, Willful neglect to perform official duties or to carelessly and improperly perform any work which is in one’s line of duty, Willful neglect to perform official duties or to carelessly and improperly perform any work which is in one’s line of duty, Avoiding work on account of feigned sickness, Failure to obtain approval in writing before providing professional assistance in a private capacity, Writing or publishing any official information which has not been cleared for publication by the Director General, Breach of standing regulations, Insubordination, Unauthorized disclosure of confidential information, Misuse of information of confidential nature, Misuse of telephone, Misuse of company vehicles, Willful misuse/damage of MWOK’s property, Misappropriation and theft of MWOK property, Fraud, Forgery or deliberate falsification of records financial embarrassment soliciting, giving or accepting bribes or commissions; Causing unnecessary commotion in MWOK’s premises or in public places, Verbal assault Physical assault on other employees, customers or clients sexual harassment (Verbal, visual or persistent propositions of a sexual nature), sexual harassment (physical or sexual favors e.g. for promotion etc), poor performance of duties, no improvement of performance after 3 months, unable to meet set goals and targets, being under the influence of alcohol or illegal drugs while on duty, and criminal offences in cases where a member of staff has been convicted of a serious crime.


Penalties listed below may be imposed depending upon the gravity of the offence, the capability to make restitution and the staff member’s previous conduct.

Each offence will be dealt with as specified in these procedures:
(i) Minor Offences

An employee who commits a minor offence will be subject to disciplinary action ranging from verbal warning to written warning.

(ii) Major Offences

An employee who commits a major offence will be subject to disciplinary action ranging from written warning to disciplinary termination.

(iii) Gross Misconduct

An employee who commits a gross misconduct will be subject to disciplinary action ranging from severe reprimand, surcharge, suspension, to summary dismissal.

10.4.1 Verbal Warning

The employee will be interviewed by his/her Supervisor and informed of the nature of the offence. The employee will be given the opportunity to present their explanation of the matter and any mitigating circumstances. If appropriate, the employee will be given a verbal warning. A note of the warning will be placed in the employee’s file but will be disregarded for disciplinary purposes after six months, subject to satisfactory subsequent conduct and performance.

10.4.2 Written Warning

For a major offence, poor performance, or if there is no improvement following a verbal warning, the employee will be interviewed by his or her supervisor and a written warning issued if appropriate. The written warning will set out details of the misconduct or poor performance, the action required by the employee to remedy the situation, the period of review, and details of any training or support to be provided. A copy of the written warning will be placed in the employee’s file but will be disregarded for disciplinary purposes after one year, subject to satisfactory subsequent conduct and performance.

10.4.3 Final Written Warning

This stage will be implemented where the misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal or where there is no improvement following a written warning. The employee will be interviewed by the HR Manager and a member of the Senior Management Team and a final warning will be issued giving details of the offence and warning that dismissal will result if there is insufficient improvement. A copy of the final written warning will be kept in employees file for a period of two years subject to satisfactory subsequent conduct and performance.

10.4.4 Surcharge

This disciplinary action will be applied to minor, major or gross offences, which involve loss of MWOK property or money. The disciplinary panel may resolve to surcharge an employee, because of misappropriation of MWOK monies or property, and/or misuse of the same.

The committee may resolve to surcharge the employee in full or an amount proportionate to the offence.

In implementing the surcharge, the following provisions shall prevail:

a. Surcharge will be implemented in monthly installments that shall not exceed 1/3 or 33% of the employee’s monthly basic salary;

b. At termination or completion of contract, any outstanding surcharges will be settled in full where possible from the employee’s terminal dues; and/or

c. Employee will sign an agreement to any surcharges that will be outstanding on termination or completion of the contract. The agreement will remain even after the separation of the employee from the organization, until the full surcharge is paid.

10.4.5 Suspension

This formal disciplinary action will be applied to major or gross misconduct offences that call for an investigation. On suspension, the employee will not earn salary or get benefits from MWOK.

The employee will be required to leave his/her physical home address and telephone number with the HR Unit and immediate supervisor to enable them to communicate the disciplinary decision

Suspension cases shall be resolved in less than one month, except where police investigations are involved.

If the investigations results are proven against the employee this may lead to disciplinary termination or summary dismissal whichever is appropriate. If the investigations results are unfounded the employee will be reinstated with full pay and benefits.

10.4.6 Disciplinary Termination

This disciplinary action will be implemented with the approval of Ministry of Labour  in case of major or gross misconduct or where there has been insufficient improvement following a final written warning.

A panel composed of the relevant Director; Senior Management Team Member in the Directorate, employee’s Supervisor and the Human Resources Manager will interview the employee. The employee will be given the opportunity to defend his/her case and has a right to be accompanied by an MWOK colleague.

The panel will make the decision and communicate to the employee in writing.

In case of disciplinary termination of employment, an approval for termination shall be obtained from the Ministry of Labour and being informed immediately of the decision reached at. The employee will be entitled to the normal period of notice and termination benefits.

10.4.7 Summary Dismissal

Summary dismissal applies in case of a gross misconduct that entails the immediate separation from employment with loss of rights to any payment for the normal period of notice and termination benefits that the employee would have been paid under normal separation process. In this case the decision-making process for Disciplinary Termination (see above) will apply.


All employees charged under the above procedure may appeal to the Executive Director or his/her designate. This should be done within 21 days of the date of letter conveying disciplinary decision and be copied to the Corporate and Country Human Resources offices. A special appeal may be done after the 21-day limit in cases of new evidence.

The Executive Director will review the case and has the discretions to establish a review committee of staff, who may be peers of the appealing staff from different departments or country and make a ruling. However, for cases involving Directors and corporate Senior Management employees, the Executive Director will refer the case to the Board of Directors.


10.6.1 Policy Statement

MWOK has a policy of zero tolerance of sexual abuse and exploitation. MWOKwould like to ensure a collegial work environment in which everyone is treated with respect and dignity. Each person has the right to work in a professional atmosphere that promotes equal opportunities and prohibits discriminatory practices, including sexual harassment. At MWOK, sexual harassment, whether verbal, or physical, is unacceptable and will not be tolerated. Violation of this policy will lead to serious disciplinary action up to and including summary dismissal. Country Offices and Units who need assistance in understanding, interpreting, or applying the policy should contact Corporate Human Resources. Country law will apply where applicable.

10.6.2 Definition

For purposes of this policy, ‘’sexual harassment’’ is defined as unwelcome sexual advances, requests for sexual favors, and any other verbal, visual, or physical conduct of a sexual nature when:

Submission to or rejection of this conduct by a person is used as a factor in decisions affecting hiring, evaluation, retention, promotion, or other aspects of employment; or

Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creates an intimidating, hostile or offensive work environment

Examples of behavior encompassed by the above definition include, but are not limited to:

a. Threats or insinuations, which cause the victim to believe that sexual submission or rejection, will affect his/her reputation, employment and advancement.

b. Direct propositions of a sexual nature.

c. Comments of a sexual nature or sexually explicit statement, questions, jokes, or innuendos, and unnecessary touching, hugging, or brushing against a person’s body.

d. Indecent /provocative/ offensive body exposure which is contrary to the MWOK Dress Code Policy

e. Visual harassment, such as derogatory posters, cartoons, or drawings.

f. Physical harassment, such as assault, impeding or blocking movement, or any physical interference with normal work or movement, when directed at an individual.



Grievance is a dissatisfaction or a feeling of injustice on the part of the employee in connection with his/her work situation, management’s decision, policies and procedures, or disciplinary action against him or her. 


Every employee is entitled to have his/her grievances heard. HR Unit will act as mediator in the grievance process. MWOK encourages feedback from employees regarding any difficulties they may have whilst at the workplace. These difficulties may be as a result of many things including: organizational policy or lack thereof, departmental structure/management, job description, relations with supervisor or from fellow staff and disciplinary procedures. In the case of organization and department difficulties, the regular staff meetings and consultations should be effective enough to address any grievance a staff may have. This is usually the case because it normally affects more than one staff and therefore needing an involvement of a wider scope of staff.  

 

This grievance procedure specifically covers cases where particular staffs feels aggrieved personally by another staff person. All staff are expected to use existing avenues within the organization to address any work related grievances that they may have within the organization by first talking with the aggressor, if that fails, then reporting the issue to the supervisor, if the supervisor is not involved in the grievance. The grievance should be reported in writing within three working days and the supervisor will address the issue in writing within three working days, with copy to HR Unit.
For grievances escalated to the employee’s line manager that they cannot resolve, the grievance will go to the HR Unit to investigate and provide recommendations to the CD who makes a final determination on such grievances working with the HRM and line Manager.


The appeal mechanism may only be used on the basis of dispute of facts presented and not on personal dissatisfaction of the decision taken.

If the matter is not resolved to the satisfaction of the employee, the employee may appeal in writing to the Executive Director to intervene and to make a decision in writing.

The Executive Director is the final arbiter in all internal grievance cases with the exception of those staff reporting to the Country  Director.

Those reporting to the Executive Director may appeal to the Chairman of the Board. The decision of the Board is final.



It is MWOK’s policy to take all necessary steps to protect all staff and visitors to the premises against hazards arising from their employment or their links with the organization. MWOK aims at providing and maintaining a reasonably safe and healthy working environment that promotes and motivates staff to perform with healthy mind and body. However all employees have a duty to take reasonable care regarding the health and safety of themselves and their colleagues at work. 

12.1.1 Implementation of the Policy 

MWOK is committed to maintaining and improving the work environment so that it is safe and healthy for staff, contractors and visitors by: 

i) Complying with national Occupational Health and Safety legislation, relevant standards and codes of practice and Workers Compensation Legislation; 

ii) Providing adequate facilities and amenities for the welfare of employees at work; 

iii) Providing and maintaining first aid facilities; 

iv) Providing safe access and exit routes; 

v) Investigating all serious injuries and illnesses; 

vi) Isolating hazardous processes or substances so that workers do not come into contact with them; 

vii) Providing protective wear to employees exposed to hazardous risks; 

viii) Training workers to avoid risk; 

ix) Maintaining plant and equipment to eliminate the possibility of accidents, harmful emissions, controlling the use of toxic substances and eliminating radiation hazards; 

x) Good housekeeping to keep premises and machinery clean, in good repair and free from toxic substances; 

xi) Regular inspections to ensure that potential health risks are identified in good time; 

xii) Conducting risk assessments which identify hazards and assess risks attached to them; 

xiii)      Maintaining a smoke, drug and alcohol free workplace. Including (when possible) counseling and referral to professionals to encourage employees to break the habit.  

12.1.2 Employees’ Responsibilities 

i) Reporting potential hazards and unsafe environments to the Human Resource Office and taking care not to expose anyone in to danger; 

ii) Reporting all injuries and illnesses at work to their Supervisor or Human Resource Office. 

iii) Avoiding any risk resulting from neglect by observing laid down procedures of safety by the organization. 


The organization commits itself to safeguard the health and safety of its employees by emphasizing the following: 
a) That the safety of employees, visitors and the beneficiaries is of paramount importance. 

b) That safety takes precedence over expediency. 

c) That every effort will be made to involve all managers, team leaders and employees in the development and implementation of health and safety procedures. 

d) That health and safety legislation will be complied with in the spirit as well as the letter of the law 


MWOK  will ensure that its office premises are all secure by; 

a) Enclosing  its respective office premises thus limiting accessibility by unauthorized people 

b) Instituting Security procedures which must be strictly followed by all organization’s employees and non-employees. 

Additionally:
i. All efforts must be made to ensure un-authorized persons do not obtain access to the MWOK.

ii. All employees will be issued with employee identification badges/IDs, while all visitors to the premises will be issued with visitors’ badges at reception. Employees must return the identification badge/ID to the HR Unit on termination of employment.

iii. Badges/IDs must be displayed at all times on the premises. Employees should escort any person on the premises not displaying an identification badge back to the reception.

iv. Visitors will remain at the reception until the appropriate member of employee is available to escort them in and out of the office area.

v. Staff members will be provided with lockable drawer/locker to store personal belongings where possible. Staff will also be provided with a key to their office and will be held responsible for any losses incurred due to unsecured offices.

vi. MWOK will not accept liability for loss of employee’s belongings on the premises.





In the event of a fire on MWOK premises all those within the office environment should stop work and follow the Fire and evacuation Procedure. A general rule of thumb must be applied i.e. remain calm, do not run back to the office to collect personal belongings and use the stairs but not the elevators. All staff members should after exit converge at the designated assembly area where all employees will be accounted for and where further instruction will be issued. Do not go back to the building until clearance is given by administration office. The office of administration should ensure that safety precautions are in place and all employees are well aware of these including evacuation procedures. 

12.4.1 Fire drills and training

Evacuation exercises as a result of fire will be organized and carried out bi-annually by the Administration office in charge of the office facilities.

12.4.2 Fire Alarms

Fire alarms will be provided and installed at the office premises. Periodic testing of fire alarms will be carried out by the office of administration. A minimum of three days’ notice will be given before such testing takes place.


MWOK will ensure that first aid boxes and manuals are always or must be available in every office/conference room and that trained first aid personnel are available at all times within the office premises and can be reached by all staff easily. Those responsible for keeping First Aid box should ensure the first aid box is stocked/filled at all times with appropriate medication and other dry supplies in coordination with Human resource office.

MWOK will also ensure that all staff members are trained in First Aid management and that list of employees trained in first aid will be displayed on notice boards. In the event that a staff member is absent on duty or mission, an alternate staff member (s) trained in the First Aid will be posted. The staff member responsible for coordinating and managing Health and safety affairs in MWOK will be charged with regularly updating First Aid information. A list of contents of the First Aid box will be disseminated to all staff members. 

The HR office in coordination with Health and Safety Officer will be responsible for monitoring the training needs for the First Aid providers who may require refresher/orientation courses and further training.


A staff member involved in any work related accidents must report to the immediate supervisor and the HR/Administration office as soon as possible for the purposes of keeping record, establishing the cause of accident and prevention of recurrence of similar situation.  The Office should keep informed MWOK Directors as soon as possible. Employees should ensure that all elements of their workstations are adjusted to suit them and should also ensure that the workstation is tidy and free of tripping hazards like files, drawers, and cables. 

In case of injury, the HR office will need to be informed so as to process the general accident benefits and necessary treatment and care provided with shortest time possible.


MWOK as a health promoting organization is a smoke-free environment. Smoking is not allowed in MWOK office buildings/office. A staff member who smokes within the office premise will be reprimanded. 


a. All MWOK vehicles will have safety belts; and respective drivers will ensure that safety belts are in use while the vehicle is in motion.

b. All MWOK employees travelling on duty whether drivers or passengers will be required to use safety belts; those using individual cars are also encouraged to buckle up especially while travelling on official duties.

c. All MWOK employees will be required to use helmets when riding on motorbikes;

d. MWOK drivers are prohibited against substance/alcohol abuse while on duty;

e. All employees driving an MWOK vehicle will undergo training on defensive driving;

f. Relevant information on safe driving will be disseminated to all employees who drive;

g. It is not recommended for an MWOK staff on duty to travel after dark. All MWOK vehicles must be parked by 6:00 PM. 

h. All MWOK drivers will take a regular driving test every two years, and this should meet the required technical standards.

i. All MWOK vehicles should have emergency kits.

 
 
MWOK aims to retain and help develop the talents of staff and therefore looks at all options prior to invoking the termination policies and procedures described in this section. Separation from service by MWOK can be initiated by either party i.e. MWOK or employee. This will usually be included in the contract of service. The following is a general guide to causes of separation but is not exclusive.


13.2.1 Termination by Contract Terms

The employee or the employer may serve either party a notice to separate from the employment contract.

An employee who wishes to resign must give a written notice of 1 month or pay 1 months’ salary in lieu of notice. In the case of an employee still on probation, he/she may give 14 days’ notice or the equivalent basic salary.

The period of notice may be waived by mutual agreement between the Director and the employee.

The employer may wish to terminate a contract and is at liberty to do so by contractual terms and in accordance with the contractual laws of the respective country of operation. However, according to Ministry of Labor and Industrial Relations (Uganda) guidelines, no employer will be allowed to terminate any contract of an employee without prior approval from the labour office either at the state or national level. The Ministry further guides that terminal benefits being paid to retrenched staff will not be subjected to taxation.
13.2.2 Retirement

MWOK has no official mandatory retirement age. If performance is to the required standard and it is mutually agreed an employee may continue employment past the age of 60. Where an employee reaches the age of 60 and they do not wish to continue employment or it is felt that their performance is not to the required standard they will be officially retired and MWOK will serve a 2-month notice to staff for termination on retirement.

13.2.3 Medical Grounds

If in the course of employment, a staff member can no longer carry out assigned duties because of continuous illness or serious disability due to an accident, whether incurred before or during employment and after exhaustion of all sick and annual leave days and entitlement, MWOK may terminate the employee’s contract. Such a decision will be based on an examination and review of the employee by an MWOK approved medical doctor.

13.2.4 End of Contract

When an employment contract expires, notice will be given to the employee that the contract will or will not be renewed. This will be in accordance to the service agreement and the country labour laws. Employees will be notified of termination of employment by MWOK in writing. The HR Unit will sign notice of termination. Where full notice is not given, payment of basic salary will be made in lieu of the period of notice, which cannot be serviced.

13.2.5 Termination due to Disciplinary Action

An employment contract may be terminated for disciplinary reasons. In the case of disciplinary termination, the period of notice applicable for resignation will apply. In the case of summary dismissal, no notice of termination will be given, nor payment in lieu of notice or payment of any benefits other than those held under statutory regulations. Only the days worked by the dismissed employee will be paid.

13.2.6 Death

The employment contract will be terminated at the end of the month in which death occurs. Any pending benefits and payments will be made to the designated next of kin/beneficiary.
13.2.7 Redundancy
MWOK assumes responsibility for ensuring that its staff complement is at an optimum level at all times. Redundancies can, therefore, arise due to end of project, a decline in funding or activity, change in programme direction, organizational change, or any unforeseen circumstances before end of contract.

Every attempt will be made to eliminate or minimize the need for redundancies, and when faced with a potential redundancy situation, the HR Unit and Director, will review and take all possible measures to retain employees.

Should all attempts fail, MWOK will be obliged to declare redundancies. Redundancy termination refers to the Foundation bringing to an end an active contract due to no fault of the employee but because of closure or change of position.

MWOK will give advance warning of impending redundancies.

Rules for serving notice of termination in cases of redundancy are the same as the notice period for resignation.

Redundancy payments will be at the rate prescribed in the labour laws of each respective country and will be based on the employee’s current contract and salary which would have applied at the end of the notice period served.

Redundancy payments will be made only to employees who leave after notice of redundancy has been given.


All MWOK regular employees will undergo the separation clearing process on termination. This process ensures that the employee is cleared of any MWOK assets that they may have been issued during their tenure in MWOK, that they have handed over their work responsibilities fully to their immediate supervisor and that their staff account is duly processed including final dues by and to MWOK.

Final dues will only be paid once the process is complete and the employee has been signed off at the various key offices and signs consent to final dues as indicated in the clearance form.

The HR office will provide the employee with a clearing form at the time of communicating the termination notice/action. It is the employee’s responsibility to ensure the separation clearing process is complete.

13.3.1 Processing Leave Balance

In all cases of termination (except in cases of death and summary dismissal) leave must be taken as part of the notice period, except with the prior agreement from the Director.

In the event that an employee cannot take leave during the notice period, outstanding annual leave entitlement earned at the time of separation will be paid together with other termination benefits.

Any leave that may have been taken but not earned as at the end of the notice period will be deducted from final dues.

13.3.2 Processing Staff Debts

On termination of employment, any debt owed to MWOK will take priority of employee’s final dues. Such debts may emanate from loans, unaccounted for work floats, lost equipment etc.

13.3.3 Exit Interview

The HR office will facilitate voluntary exit interview on termination of employment. Exit interview information received will be used strictly for statistics in monitoring MWOK’s turnover, ability to recruit, sustain and motivate staff.


SAMPLE: EMPLOYEE ACKNOWLEDGMENT OF THE MWOK HO HUMAN RESOURCES POLICY AND PROCEDURE GUIDELINES  
I Mr./MS/Mrs/Dr/………………...………………………………………………..have read and agree to adhere to MWOK’s Human Resource Policy and Procedure Guidelines governing the workplace environment.  I understand that a violation of any of these policies may result in disciplinary action, including and up to termination, as well as civil or criminal legal action.   
Signed by____________________________________________ (Employee)   
Date________________________________________________
SAMPLE: REQUISITION FOR NEW EMPLOYEE
	REQUISITION FOR NEW EMPLOYEE 

	Prepare in triplicate 
	Date: 

	Department:
	Location: 

	Job Title: (number) 
	Immediate Supervisor: 

	Date Requested: 

	Date Required: Job 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……………………………………………………………………………..………... 

Signature 
…………………………………… 
Date…………………….……………… 
Reviewed By:
Human Resources Department:……………………………….......................................................................... 

Signature 
………………………………… 
Date……………………………….…… 
Reviewed By:
Finance Department: …………………………………………………………………………………… 

Signature 
………………………………… 
Date………………………………….…….. 
Approved by the Executive Director: ………………………………………………...............................

Signature 
………………………………… 
Date…………………….……………… 
NB: Recruitment will not begin without approval of National Director 

Copies:  
1.    Requesting Department 
2. Human Resources Department 
3. Finance Department 
           SAMPLE: 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): 
1. Professional: 
2. Technical 
3. Integrity issues (being truthful, accountable, honest and transparent)  4. Other 

	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. 


SAMPLE: EMERGENCY CONTACT LIST  
 
 
 
 
MWOK

EMPLOYEE NAME:  ____________________________________________________ 

JOB TITLE:  ___________________________________________________________ 
EMERGENCY CONTACT: 

Postal Address: 
 _________________________________________ 

Tel: 
___________________________________________________ 

Email:  
________________________________________________ 

PERMANENT ADDRESS 
 
 

Postal Address: 
 _________________________________________ 

 
 
 
__________________________________________ 

 
 
 
__________________________________________ 

Tel: 
 __________________________________________________ 
Email:  ________________________________________________
 
 
 
SAMPLE: DECLARATION OF CONFIDENTIALITY (SECRECY) 
 
 
I declare to the MANAGEMENT of MWOK, that I will faithfully and honestly keep secret the affairs and concerns of the organization. This includes all information about business transaction with customers, and the nature and particulars of the accounts of such customers. This agreement applies during my time of employment with this organization, and at all times thereafter. 
I confirm that I am aware that the highest standards of honesty, integrity and conduct are expected of me at all times. 
	Full Name: 
 
	Witnessed by: 
 

	Signed: 
	Signed: 
 

	HR Department signed: 
	Date: 
 

	Immediate Supervisor signed: 
	Date: 
 


I confirm that I have read „Employees Responsibilities” in the Human Resource Manual and fully understand my responsibilities in accordance with the Declaration of Secrecy that I have signed. 
Name: _____________________________________________________
Signature: ___________________________________________________

Date: ______________________________________________________
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� Core Competences include: Working with people; Drive for results; Applying technical expertise; Analyzing; Planning and organizing; Networking; Setting standards and monitoring work; Flexibility; Learning and researching; and Formulating strategies and concepts.
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