Sirumalai Evergreen Multipurpose Community Development Society
(SIMCODESS)

SIMCODESS Staff Functional(HR) Policy

Introduction:

SIMCODESS always values the staff personal at work and their commitment. Being
the budding organization and though limited resources available, the staff welfare
and their development will be the primary concern. The staff functional policy aims
to improve the quality of the service delivered for the target group we work and the
possible welfare measures by the organization.

Staff recruitment and induction:

The most activities of the organization is field based and staff for the organization
will be recruited from the rural background who have enthusiasm to work for their
community. For the same the appointment of the staff will be conducted through...

¢ Inviting application

e (Conduct interviews

e Group discussion

e Previous work track records

Staff will be recruited and appointed based on the projects and vacancy available.

All staff who are appointed will take up the probationary period for three months
before getting into full time staff of the organization.

At the staff selection and appointment, preference will be given to the volunteers
who have already supported our grass root works and group formation.

All staff who are appointed will be provided appointment order based on the project
duration.

All staff will be given orientation at the time of appointment about the organization,
nature of work and organization’s policies.

Identify card will be provided with the display of their designation for a period of
one year.



Office work hours:

The projects officers of SIMCODESS will function from Monday to Saturday.
Sunday will be holiday

The project office will function from 09:30 AM to 05:30 PM

Lunch break will be from 01:30PM - 02:30PM

All working days will start at 09:30 AM with group prayer.

Major national holidays will be observed

Staff review meetings will be conducted weekly and monthly at the project
office.

Field Work:

Staff who are working in the field commence their field work at 04:00 PM till
07:PM

For the safety field staff combined work will be planned if the work takes long
hours in the evening.

Study center in the community function from 05:30 PM - 08:00PM

In case of staff plan their work on Sunday, they can avail compensated leave
in the following week.

All staff furnish their movement register recoding their time of leaving with
purpose.

Leave Procedure:
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All staff can avail one day off in a month upto 12 days in a year. Subsequent
leave days will not be considered.

12 days sick leave will be allowed

03 months maternity coverage will be sanctioned.

Any staff who plan to take leave should inform the Secretary in writing.
Unapproved leave result in loss of pay.

More than one day leave in a month lead to loss of pay.

Disciplinary procedure:

o Any staff who takes continuous leave and not reporting will be terminated

from the job with prior notice.

o Any staff who are not able to follow the organizational principle and unable to

carry out their role and responsibilities will subject to termination.



o Any staff who misbehave and involved in any financial mismanagement will
be terminated from their job.

Staff welfare:

1. One-month salary of the staff will be paid as bonus for the staff who complete
one year in their respective roles.

2. Staff appraisal will be conducted at the end of every year to review the
performance. The track records will be registered which would support for
their promotion in the future.

3. One tour programme will be arranged for the staff every year.

4. Staff will be guided and supported for their personal carrier development
such as continuation of studies, driving and learning computers.
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