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                  1.  Philosophy for the Preparation of this Policy Methodology of Preparation 

                       GUS (later on will be mentioned as (GUS) Human Resource and Administration Management Policy has been         

                       prepared on its  experience and values. Through the participation of all levels staff of the organization and external   

                       experts it has been revised. Then In 40'" Board of GUS (BOT) Meeting, it has-been discussed thoroughly and       

                        Mst. Anjumonowara (member) and Md. Mosarof hosen (Vice-Chair Person) have been requested to check the    

                        Policy. Then in 41" board meeting on 20 July, 2020 it has been approved and made effective on the same date for       

                        Implementation.  

 

                  Philosophy 

1. Making of industrious, knowledgeable, simple, disciplined Development workers who will be the example to 

others and they will assist in the overall development (material and im material). 

                  ii. Creating the learning environment and continuous and diversified assistance so that staffs personal and professional    

                       skill will be developed and through this way in the longrun organization will be sustainable. 

                 iii. Different types of assistance to be ensured for the female staff so that they can bear and take care of their children   

                      with keeping their respect in the workplace. 

                 Iv. Transparent, supportive and decentralized m anagement should be established so that decision can be made In one   

                       step and accountability can be ensured. 

                 v. To increase longterm commitment of staff attractive facilities have to be provided rather than short term facili ties. 

                 2. Authority, Explanation, Acknowledgement and Revision of the policy 

                 2.1Authority. 

                 ii. Chairperson of Executive Committee (EC) will be the authority of the policy. On request of Executive Director,        

                     Chairperson can revise the existing policy but the revision should finally be approved in the meeting of EC. I f EC    

                     disagrees to the revision then that/those will be null and void. 

                  iii. Assistant Director -Human Resource Management (AD•HRM) wi ll be responsible for the implementation of this           

                     policy. 

                  iv. In case of any obscure, the explanations of EC Chair wi ll be final. Explanation In case of any misunderstanding of   

                   this policy then according to the policy signed by the Chairperson and Executive Director that is the original Bangla    

                   version copy will be the base of clarification. Be informed  In any recruitment process this policy should be described    

                   briefly to the participants. On the other hand in the foundation training course this policy will be the integral part of    

                    the course curriculum and the participant will be questioned either they are clear or not about the policy. Not only       

                   that every staff with his/her interest will get the knowledge of the all clauses of  the  policy. If necessary the human    

                   Resource management section will arrange the training on the policy. 

  

 Revision 

a. Every five years this policy will be revised. But on the basis of necessity it can be revised before five year time. 
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a. Assistant Director -Human Resource Management will revise the policy through ensuring the 

Participation of all the levels. Discussion with Director, the draft policy will be submitted to Executive Director 

b. Then that will be effective through the approval in an EC meeting. 

c. For the organizational interests, through the instructions of the Executive Director, Director can issue any circular 

related to management These circular will become effective up to next revision of the policy. And then these issues 

wi ll be included in the next revision of the policy. 

 

1. Level of Position 

 

                           Expected experience standard as per the position level 

For the demand of the growth of the organization the following table have been developed. This table will assist for the 

preparation of terms of reference of a position, selection of the position, work 

Appraisal. On the other hand these tables also acts to motivate staff for self-learning for the promotions. 
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Level of the position Expected skill Possible indicators 

Credit and Development 

Officer/ Program Organizer 

a. Can be able to prepare one month 

advance plan. 

b. Will be able to explain the social 

Indicators/elements. 

c. Can be able to be the facilitator of a 

training course. 

d. Able to inter –group communication. 

e. WIii be able for keeping accounts of 

the groups. 

a. Academic background should be at 

least HSC./BA 

b. Aware in social cultural and 

Political aspects. 

c. Have simple accounts knowledge. 

d. Have confidence and acceptability to the 

groups. 

e. Good health and simple. 

d. Honesty and devoutness 

Branch Manager a. Will be able to prepare two months 

advance plan. 

b. Can be able to use the social 

indicators/events. 

C. Can be able to lead the staff. 

d. Can be able to monitoring and 

continuous support to the 

colleague’s 

e. Able to coordination among the 

staff. 

f. Can be able to organize training. 

g. Skilled in communication in the 

Inter-group and mass people. 

h. Will be able to accounts keeping of 

branch and preparation of all kinds 

of reports. 

a. Academic background Is Graduate. 

But in case of experience and 

commitment to the organization the 

academic quail fication should be 

relaxed. 

b. At least six months experience in  the 

organization. 

C. Capacity of advance thinking on 

economy  and social aspects. 

d. Able to increase the group 

dynamism. 

e. Characteristics capacity in team 

Building. 

f. Have gained the training of 

trainers. 

g. Have confidence and acceptability 

·in the local community. 

h. Leadership quality and able to take

 decision. 

i. Futuristic for the sustainability 

Gaining of the branch. 

j. Honesty and devoutness. 

 
 
Assistant 

Manager/ Manager 

, 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Academicquali ficationwillbe 

Graduate to Masters and 2 year

.

s

,

 

working experience 
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level of the position Expected skill Possible indicators 

 Structure In spite of existing social 

indicators. 

c. Supervision on the basis of 

monitoring and revised plan. 

d. Can be able to staff supervision. 

e. Can be able organizing training and 

gained skill for staff training. 

f. Can be able to coordinate with the 

different levels of people. 

g. Skill on budget preparation. 

b. Experienced In economic, social and 

cultural program 

Implementation. 

c. Have ability to conduct meeting. 

d. Having experience of trainer. 

e. Able to give the motivation and 

direction to the staff. 

f. Can be able to accounts keeping 

and can take the responsibilities of 

Coordinator. 

 
g. Work as the guide of external 

partners/guest. 

h. Can be able to coordinate with the 

stakeholder at Upazila level. 

I. Personal honesty, team spirit and able 

for verbal and written 
communication. 

Area Manager/ Assistant 

Coordinator/Coordinator 

a. Can be able prepare advance plan for 

 the six months. 

b. Can analyze the social indicators and 

elements. 

c. Can be able to monitoring and 

supervision. 

d. Can be able to staff development. 

e. Can work as traini g manager. 

f. Can influence the stakeholders for the

 interest of the organization. 

g. Have good knowledge in English. 

h. Have the self-learning attitude. 

a. Academic qualification is masters in any 

subject but in case of experience and 

commitment to the 

 organization can relax the 

qualification. 

b. At least two years' experience in 

development field. 

c. Can be able to give the alternative 

solutions after situational analysis 

of the fact. 

d. Can be able to team building and 

dynamics. 

e. Can be able to give the different types 

of training to the staff. 

f. Have capacity to preside over any local 

level meeting/seminar. 

g. Have learning attitude for English 

and Bangla writing. 

h. Can be able to wri te issue based 

reports and can analyze the 

different types of data. 

Head/ Assistant Director 

/ Deputy Director 

a. Can be able to prepare at least three years 

advance plan. 

b. Able to social analysis, to prepare 

strategies and project proposal. 

c. Can be able to evaluation and 

prepare next plan of action. 

d. Can be able to staff supervision, staff 

development plan and implementation 

capacity. 

e. Training Manager. 

a. Masters with honors and no third 

division in any examination. 

b. Development experience of 7 years 

in the organization and 4 years in the 

other organization. 

C.  Analytical report writing and 

preparation of project proposal. 

d. Preparation of terms of reference of 

evaluation team and can be 

able to lead the evaluation team. 

 



 

 

 

level of the position Expected skill Possible indicators 

 f. Have communication and influencing skill 

in the national and international level. 

g. Publication in English. 

h. Planning for the self development and 

training. 

i. Preparation and implementation of 

budget, finance and audit and 

monitoring. 

f. Training organizes for the 

managers. 

g. Communication and international 

representation for the 

organization. 

h. Publication in English and Bangla. 

i. Can be able to create learning 

environment for the staff, 

preparation of audit plan and their 

implementation. 

j. Can be able to Influence locally and 

nationally. 

k. Can be able to strategic direct ion o f 

the organization for the next five 

years and  can be able to analyze the 

national and international political 

situation. 

Director/ Execu tive 

Director 

a. Can be able to prepare 10 years 

advance plan for the organization and 5 

years for the own •self. 

b. Social analysis, preparation of 

strategic planning and project 

proposal. 

C. Evaluation and preparation of next 

project proposal. 

d. Staff supervision, staff development plan 

and their implementation. 

e. Training manager. 

f. Can be able to influence nationally and 

internationally. 

g. Publication in English. 

h. Planning for self-learning process. 

i. Preparation and planning of budget, 

finance and audit and their 

Implementation skill. 

j. All kinds of communication with the 

donors. 

a. Masters with honors or equivalent 

or four year honors degree and no 

third division in any examination. 

b. Analytical report wri ting and 

preparation of project proposal. 

c. Preparation of terms of reference 

of evaluation team and can be able to 

lead the evaluation team. 

d. Training organize for the 

managers. 

e. Experience of managers 

supervision 

f. Communication and international 

representation for the organization. 

g. Publication in English. 

h. Can be able to create learning 

environment for the staff, 

preparation of audit plan and their 

implementation. 

i. Can be able to influence 

nationally. 

j. ·Introduction wi th donors and 

influencing capacity to them. 

k. Setting standard for the program 

and management. 

I. Can be able to strategic direction 

of the organization for the next ten 

years and can be able to analyze the 

international political situation. 
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Terms of Reference 

a. To increase the accountability and responsibilities for the new staff as per above expected performance standard the 

b.  l " supervisor prepare the terms of references through participatory way of their colleague (s.) Before drafting the 

terms of reference, supervisor will discuss with the respective staff. After that the terms of reference will be 

finalized. The terms of reference should be in one page, 10 points font size and in Bangla/English. 

 

c. The table of terms of reference as per following way. 

1. The name of position 

2. Objectives of the position 

3. Specific responsibilities and expected standard of performance 

 

Example: In case of conduction of Shomity (Group) meeting the expected standard will beat least 80% member 

participation and conclusion of meeting by 1 and half an hour. 

4. Planning and Accountability 

 

d. The objectives of preparation of draft terms and reference the supervisor will make learning the  colleagues and 

the colleagues will also be learnt. 

e. All the terms of references will be approved by Director. The terms of reference of Director and Executive 

Director will be approved by Executive Director and EC Chairperson respectively. 

 

 

2. Recruitment 

 

               Recruitment Authority 

Executive Director will be the authority of all kinds of recruitments. But In case of necessity some approvals have been delegated 

to Director and Assistant Director -Human Resource Management. In  that case if it seems to Executive Director that the recruitment 

was not fair then s/he can cancel the whole process or postponed of the recruitment and the disciplinary action can be taken against 

the recruitment committee. The EC is the fin al authority in case of recruitment of Executive Director. 

 

       Types of Recruitment 

 

 Regular Employment 

 

The employment which wills exist up to the need of the organization will be considered as regular employment.  For the 

regular basis employment this policy willbeapplicable. A regular employee cannot be involved in any position of other 

organization or any profitable non-profitable activities In the organization. 

 

       Contractual Appointment 

a. The contractual appointment will before a specific job, consolidated salary and for a period of time. According to 

the recommendations from AD-HRM, up to Assistant Coordinator Director will define the salary and benefits and 

for the upper positions Executive Director will define 

b. The AD-HRM will issue the appointment letters of all contractual positions. 

c. For project staff and volunteer staff this policy will also be applicable. 
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Daily Basis Appointment 

 
For the special necessity of the organization, daily basis appointment can be done. Their daily allowance will be paid through 

master roll. The office chief can appoint the daily basis staff subjects to the availability of    budget. 

 

 

                  Recruitment Process 

 

a. Proceeding of recruitment 

 

Sector Coordinators and Managers will give the list of vacant positions to Human Resource Management Section. 

Head•HRM will give the written report to AD-HRM and as per the recommendation of AD·HRM t he recritm 

ent process will be proceeded For the recruitment of micro finance program staff Regional Program Coordinator 

will discuss with Head•HRMand can start the recruitment process. 

 

b. Advertisement 

 

i. For the regular employment the advertisement should be published in the local or national daily 

newspaper(s) or online firm. The grow the centre of respect inventions can be distributed leaflet for the 

advertisement 

ii. From the applicant the organization can ask to deposit BDT100-500 (Non-refundable) as interview fee. 

iii. The age of the applicant at least22 years and maximum 40 years. 

iv. The HRM section will finalize the advertisement through discussion with Executive Director. 

v. Preferences of women and marginal people will be mentioned in the advertisement. 

Smokers drunker or any kind of alcohol consumes and any lobbying indicates the unfitness will also be 

mentioned in the advertisement. 

 

C. Staff Selection Process: 

 

i. Though the applicant profiles are called in any means but during the interview day the applicant with a profile 

can part icipate directly in a walk-in-interview. After passing  the all steps the eligible applicant can be selected 

primarily. Whereas application requesting for Executive Director post (If applicable) and in that cases the process 

must be received by EC or nominated person or committee by EC.Subjects to the approval of EC, the Executive 

Director position can be filled through the promotion system within the organization. 

 

ii. There will be three committees-for selection process. As like-Committee -1, Committee-2 and Committee-3. 

Each committee will be consisting of two or three members. Same person cannot be member more than one 

committee.  

                            iii.  Commitee1 will perform the following steps:  

                          (1)  Determination or Body Mass Index (BMI) 

 

(2)   Testing ration of height and weight blood pressure 
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                     (4) I f the applicant fail to meet up the BMI thins/he will not be allowed for written test. 

 

iii. The committee-2 will follow the following process: 

 

l . Manage sitting arrangement for all participants and fillip the staff selection format -I (June, 2018) and reject who 

are disqualified applicants. 

2. Inform briefly the about the organization, specific post, other facilities to the participants. 

3. Bio data have to be collected accordingly to the staff select format-2 {Jun,e participants. 

4. Taking sign in attendance sheet on staff select format -3 {June, 2018) 

2018) from the 

5. Question have to be prepared based on staff select format-4 (June, 2018) and taking written test mark on 60 and 

examine the answer sheet accordingly. 

6. In writen test who achieve minimum 15, will be eligible for viva voce test and make a list of them. 

 

iv. Committee - 3 will follow the following process: 

(1) Among the primarily selected participant by committee -2, as per staff selection format-6 (June, 2018) 

the viva voce will be conducted 

(2) Small group containing 4-6 participants will be formed. 

(3) For each group would be given a topic on development matter for the group discussion. 

(4) At the time of their discussion the follow matters must follow: (4).1 

Attitude and expression 

{4).2 Motivating to others by expression. 

(4).3 Agreed to others through by logic. (4).4 Voice 

(4).5 Depth of his/her knowledge. 

(5) On the basis of performance of '(4)' mark will be given from lowest one to highest five maintaining 

staff selection format-5 {June, 2018) . 

(6) later on committee-I  and 2 will calculate and primarily finalize the part icipant by following the staff 

selection format-7 (June, 2018). 

(7) The result of the interview will not be published on the same day of interview. After approval from 

central HRM, the result will  be declared and then the Primary Selection Letter can be issued. 

i. Assistant Coordinator to upper positions, Director wlfl form the committee through discuss on 

with  Executive Director and for other position the AD•HRM will form the committee through 

discussion with Director. If any relative of staff will participate in the interview thins/he will 

not been the committee. In this case, the applicant will declare that/he has the relative in the 

organization and it will be needed to prior approval from the Executive Director . 

ii. Committee members cannot receive any call from within and outside of organization except AD-

HRM , Director and Executive Director during the interview process. 

iii. For the recruitment, advertisement can be published in national and local newspapers and also 

in online. Within the organization to recruit the relevant position/positions can be filled through 

intern al circular. Recruitment process will be completed as per circular from Assistant Director-

Human Resources Management. One committee will complete all recruitment process to recruit 

employee within the organization. 
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iv. Any relative of staff cannot participate in the recruitment exam who eats in same household. In 

any exception, by submitting appropriate reasons, Executive Director can approve it. In case or 

relative and household staff, conflict of interest will have to be declared. In this case the relatives 

(brother/ sister, cousins, niece/ nephew, brother/ sister-in-law and uncle and aunty) will declare the 

conflict of interest related to relatives. 

v. At least 50% woman staff have to be recruited in all staff selection process, as the 

organization can establish male-female equity within short time. 

vi. As the same wa, y  the  effort has to be recruited at least 30% staff from religious and 

ethnic minority communities to establish diversity. 

vii. From support staff to Credit  and Development Officer or equivalent to these positions, all 

process of recruitments will be complete by Region al Program Coordinator/Regional Team 

Leader. In th is case, a representative from Principal Office will be presenting the recruitment 

process. All the recruitment minutes will be approved Executive Director. 

 

 

ix. 

viii.  Subjects to the approval from Executive Director, recruitment can be conducted through one to one 

interview. 

The recruitment fee will be deposited during receiving the Primary Selection Letter as per 

following table· 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c.           Conditions of Appointment 

          The following terms and conditions will be applicable for the regular and contractual appointment.    

          The Human Resource Management Section will ensure either the conditions are followed or not. • 

                                 i. 

                                 ii. 

                                Iii. 

 

 

 

 

iv. 

V. 

Bio-database per the supplied format by Human Resource Management Section. Three recent 

passport size color photos. 

All original academic certificates will be submitted to the organization (these certificates will be 

preserved In the organization, if any damage occur, organization will take the responsibility and 

certificates will be returned if staff leave the organization as per rules) during receiving the Primary 

Selection Letter. The copy of each certificate will be kept in personnel file aher attesting by RPC/RTLor 

any senior staff. 

Copies of color National 10 card of own, legal guardian and witnesses. 

An undated blank bank cheaque will be submitted who will directly be involved. If the staff will be 

involved with the misappropriation then this cheaque will be used for filing case. If the staff will leave 

the organization through following rules and regulations then the cheaque will be returned to the staff. 

It is mentioned here that without receiving the blank cheaque, responsibilities will not be shouldered 

to that staff. 
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SI Name of Position Recruitment fee (BOT) 

1 Credit and Development Officer/ Branch 

Accountant/Paramedics 

1500/· 

2 Branch Ma nager/Front Line Officer/Field 
Officer 

20-00/· 

3 Area Manager/Program Officer 3000/· 

4 RPC/PM/PC/Coordinator 5000/· 
5 Head 6000/· 

6 Assistant Director  to Deputy Director 70-00/- 

7 Di rector 10000/· 
8 Executive Director 12000/· 

 



vi. Acknowledgement from staff mentioning that all the information provided are true. 

vii. Original citizen certificate 

viii. Clearance certificate fr om the p previous organization (if any). 

ix. The legal guardian of the staff will submit the Angikarnama (agreement) in prescribed format.1r 
the legal guardian will die, then the respective staff will send again new 

Agreement to the central HRM section within 15 days with his/her own responsibility. Otherwise, it 

will be considered as mis-conduct. The legal guardian will sign the Angikarnama in GUS office. 

x. The applicant will submit the Motor Cycle Driving License from Bangladesh Road Transport 

Authority (BRTA) in case of upper position of Credit Development Officer/ Program Organizer 

or equivalent positions. 

xi. Credit and Development Officer/Program Organizer or the equivalent posit ions may Join  with bi -

cycle. 

xii. Security related information checking: On the basis of information given by staff in the bio­ data, 

all data will be checked by a prescribed format and then if there will be found any lake 

information or staff hide any Information then it will betreatedasm is conduct and s/he will be 

dismissed without notice or the legal actions will be taken against the him/ her. 

                                                         Na m e o f staff · Designation· 

 SI Points to be checked Filed by 

staff 

Checked by 

organizational 

staff 

Yes No 

l. Father/ husband name of the applicant     

2. Name of mother of applicant     

3. Permanent address of applic.ant     

4. Present address o f applicant     

5. All cert ifi cates attested by RTl/RPC or any 

senior staff 

    

6. Applicant submitted all original academic 

certificates 

    

7. Address Is correct given in the bio data     

8. Citizens hip is correct     

9. Character certificate i s correct     

10 His/ her name is in the primary school where s/he 

studied 

    

11 His/her name is in the high school whe re s/he 

studied 

    

12 His/her name is in the college where s/he 

studied 

    

13 Applicant married/ unmarried     

14 If married then husband/wife name and mobile nos 

are correct 

    

15 Applicant is involved with direct politics     

16 If applicant is in involved politics then which party     

17 Applicant is involved wi th corruption or 

terrorism 
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18 Applicant has political influence In the 

community 

19 Applicant is value oriented and out of criticism with 

family status 

20 Applicant plays card or gambling in the 

community 

21 Academic qualification is correct and the 

certificates are h is/ her own 

22 Case filed is was filed against him/ her ors/he was 
sentenced bv the court 

23 Either applicant was in GUS if yes was there any money 

misappropriation against 

24 Joined wi th bi -cycle (If applicable) 

25 Any relative of applicant is involved wi th 

politics 

26 Smoker , taking tobacco related products or drunker 

27 Good relation with other family members 

28 Applicant is still student 

29 Applicant has need of job 

30 No negative Impression of applicant in the 

community 

31 Applicant has the loan in bank or in community people 

32 Mobile no. of the applicant is correct 

33 NID is same as per submitted NID 

34 Guarantor put signature In Angikarnama in 

office 

35 Picture of guarantor is correct 

36 Address and mobile no. of guarantor are correct 

37 Signature of guarantor is correct 

38 NIDis same as per submit  NID of guarantor 

39 Address and mobile no. of identifier of 

•guarantor are correct 

40 Relation of applicant with guarantor is  correct 

41 Guarantor has the ability to be the guarantor 

42 Mobile no. of guarantor is correct 

43 Witness 1: Signature, mobile no. and address are 

correct 

44 Witness 2: Signature, mobile no. and address 

are correct 

45 Signature of identifier of guarantor incorrect 

46 Mobile no. of identifier of guarantor Incorrect 

47 Position of identifier of guarantor is correct 
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49 Signature and mobile no. of Class 1 

Magistrate/Upazilla NirbahiOfficer/ 1" class    Gazette 

Officer 

    

so Job can be offer to the applicant     

 

so Specimen signatures of Guarantor, witness and identifier 

will betaken 

Signatures 

a Specimen signatures of Guarantor  

b Specimen signatures of wi tness:1  

C Specimen signatures of wi tness:2  

e Specimen signatures of identifier  

 

Manager-Admin or Area Manager will ensure the spot check of above mentioned information. If all 

points are OK then s/he will recommend that the applicant can be eligible for giving job with signature 

seal and date and will send directly to central HRM section. Then AO-HRM will check through 

telephone at least 25% and put signature, sealant date. After that, if any information will be found fake 

then the verifier and AD-HRM will be made liable. 

 

(13) Deputy Director-Admin & SR will issue organizational10 card for all staff while his/her card will be 

issued by Director . Except these, issued the cards by any other staff will be treated as illegal. Identify 

card no. will be the no. of respective personnel file. 

 

              Health check up of new staff: 

a. New staff will be under medical check up in a designated pathos logy centre by the organization. 

b. Staff those are suffering by Hb, + skin di sea,se STD and other non-curable diseases wi ll not be 

recruited . 

c. After appointment, if these disease are diagnosed then three months wi thought pay leave will be 

approved and after three months if s/he cures thins/he can be allowed for joining. If not thens/he 

willbeseparated with three month basic salary. 

d. Registered doctor certificate mentioning fit for the field work willberequired along with the 

Pathologyreport. 

 

s. Staff Appraisal Policy 

a. Probationary period for all the regular positions willbe6months. If the staff performance will be 

satisfactory through the two way appraisal within six months then 1" supervisor of the staff will 

recommend to the HRM Section for the confirmation. 

b. AD·HRM will Issue confirmation letters up to Head subjects to approval of all necessary documents and 

from Assistant Director 10 upper position, Executive Director will issue the confirmation letter and the 

Ch air-ECwill issue the confirmation letter of Executive Director. 

c. First three months willbeextendedIf during six months the staff performance can ot reach to the 

satisfactory level. After nine months the performance will be satisfactory level then the staff will 

be separated by seven days salary or seven days prior notice. 

d.  If any un-adjustment during probationary between staff and organization then both parties can settle 

the separation for 15 day's notice or 1s·day' s salary. 

 

 Annual Appraisal 

a. On the basis of two way appraisal the next development steps willbeidentified. On the other hand the 

annual increment willbeconsidered on the basis of last year performance. But it is noted here that, 

there is no relation between appraisal and increment. On the basis of increment letter due date the 

appraisal will be conducted at least one month before. 
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b. HRM Section will declare the policy of appraisal i f needed the section will arrange the staff training. 
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etwo-wayrather than one way. 1" supervisor will conduct the appraisal through a prescribed 

format getting the opinions from junior, peer and senior positions of the staff. 

b. As the development organization the service depends on the grass root staff so the opinions of the 

junior staff will be given emphasized. 

c. For staff appraisal the prescribed format will be supplied by HRM Section. 

d. For the improvement of the staff the senior colleagues can conduct the special and two-way 

appraisal apart from annual appraisal if necessary. 

c. AD•HRMwillprovide increment letter up lo heads subjects to the approval of all documents from 

Director. Executive Director will issue increment letter up to Deputy Director. The Chairperson-EC 

will issue the increment letters of Director and Executive Director. 

f. It ls mandatory to take approval from Executive Director in case of increment of two or more 

than two steps. 

g. I f the performance of any staff is not satisfactory after increment then his/her grade and step 

may reduced. 

 

6. Promotion 

a. GUS believes that if any staff will show the better performance in the exiting position then that 

staff should be considered for the promotion to next position. So that If any upper position will 

be vacant then promotion process will be arranged 

b. Promotion can be given on opinion and recommendation of supervisor based on skill of staff. 

c. To prepare the promotion panel the HRM Section will issue a circular to all the offices 

mentioning that the place of interview, date and time, name of the position and eligibility for the 

participation in interview. 

d. After discussion with Director, AD·HRM will form committee consisting three members where 

one senior coordinator/ coordinator will thecommitteechief.The committee chief will prepare 

the question paper confidentially. 

e. The committee will prepare minutes about the interview process and place to AO-HRM. 

Then s/he will submit the minutes to Director then Director will arrange the promotion 

or will prepare a promotion panel through discussion with Executive Director 

f. One on One training must be completed before promotion process. If any staff will be placed in 

In-Charge 10 the upper position temporarily then one on one training will also be 

necessary. 

g. Up to head level AD-HRM will issue the promotion letter. Executive Director will issue 

the promotion letter to the other positions. 

h. Except promotion interview or analysis of performance no promotions will be completed 

 

7. Pri nipples of Supportive Supervision for Managers 

 

a. As a manager the basic responsibility is to get the job done as per standard and quality by the colleagues under 

appropriate supervision. Always manager should think that the organizational interest and values will begot the 

superiority rather than personal interest or emotion . The principles to colleagues not only should be supervised them 

but manager thinks if manager will assist them then the rights of manager will be supposed to supervise the colleagues. 

  B.    As a 1" supervisors/he will sit with his/her colleagues in a week for the discussion of their terms of reference. The    

         discussion should be face to face if not possible i t should be through telephone. hrough this way manager will give the     

                direction for the solution of problems of the colleagues.  
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a. This discussion should be documented in a minutes. Up to Coordinator level the minutes should be sent to Director 

by 3 days after discussion. 

b.   During the discussion meeting if any work is planned then it should be a date line so that this will the indicator of 

accountability for the completion of the work(s). There willed passive learning process in every work . Last of all 

the organizational maintenance and development as well as professional development o f colleagues should be 

ensured. 

c.   Before taking disciplinary action against the colleagues manager should be sure that the colleagues were trained or 

warned earlier. For taking disciplinary action manager will never be emotional. At any means in presence of 

other or through phone manager will not blame or show any sentiment to the colleagues. But to keep the 

discipline nothing willbeuntouchedand in this case the Zero Tolerance Principle will be foll owed. 

d.   Manager willgive the assignment to his/her colleagues ands/he will observe that colleagues are taking this 

assignment as the self training process or not . How they will train themselvesalways manager will suggest them 

ands/he will examine that either they are following his/her suggestions or not. 2ndly manager will arrange for 

them One to One Training Process. 3rdly manager will advise them to wr ite an issue based report ands/he will assist 

so that they can be Improved in the report wri tingskill. After completion of these three processes if needed than 

manager willrefer them for the class room training. Finally manager's success willbe justified on the basis of 

how many colleagues have been trained by him/her supervision not on the basis how many colleagues have been 

ruled by him/her. Though this is the integral part of staff development so managershould take the disciplinary 

action often. 

e.   Manager willnotbe reactive rather willbeproacitve. Here ' reactive' means manager will do his/her work after 

getting order from others and 'proactive' means s/he will do the work through his/her own attempt. 

f.   Manager willgive the importance to the organizational loyalty of the colleagues. Manager will also consider that 

personally how they practice the social values.S/he will alwayscheck colleagues eithe r they are following the 

professional standard or not. 

g.   Manager believesthat the mentality and personality of each individual are separate and according to that the 

behavior will not be same for all the colleagues. Manager willnot neglect the family and health problems of the 

colleagues. 

 

8. Organizational Professional Standards 

 

i. Sound Health Fresh Mind 

It is needed to take light exercise, balance diet and maintainingbalanceof physical and mental works for 

keepingsound health. Making the work delightful for refreshing the mind and that can integrate between 

organizational and self-plan. 

 

ii. Universal Knowledge and Continuous learning 

Though working in a specific area but keeping updated the knowledge in science and technology in the global 

perspective and it should kept ourselvesin the learning process. 

 

iii. Review everyday and planning 

Everyday sitting in the quiet environment and reviewing the whole day's work and from those work The learning 

will be defined. Then it will be easy to make plan for the next day. 

 

iv. Courtesy and Personality 

The personality will berenected through showingcurtsey to others, kindconsideration to emotion of others, 

knowledge, cleanlinessand neat and clean dress. 

v. Advance information and preparation 

To get appointment of others it should be given information earlier. Not only that when participation any discussion 

or meeting then it should be prepared for the participation. 

 

vi. Supportive Supervision and Training to Colleagues 

All times it Is needed to ensure the supportive supervision to the colleagues. The success should depend on the success 

of  the colleagues. Maintaining a passive training process for  the colleagues should be a continuing process. 

vii. Communication skill 

Asper ability one will try tomaintain the communication with the family, friends and other relatives. Nevertheless it should 

not limit the communication If anyone is not very much busy. 
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       ENVIRO NMENT AND DIVERSITY 

GUS believes in ecological perseverance and balance. Therefore, it gives due importance to the local knowledge of culture and tradition. 

As it wants to keep those diversities in fact for the next generation, it thinks globally and acts locally in this context. 

9. Safeguardingpolicy for children andvulnerable adult 

10.1Introduction 

As a right basedorganization, GUS Tbelieves that each and every child as well as vulnerable and disadvantaged 

people have right to live. It is, therefore, the responsibili ty of GUS to take necessary ini tiat ives within the organization and communi 

ties. Every place under the organi zation willbesafe and secured for children as wellasall vulnerable and disadvantaged people. Every 

personnel of GUS are supposed to be the pathfinder to build a safe and secured society for them. GUS does believe that every staffs 

moraland professional responsibilitiesare to protect them with ensuring digni ty for the vulnerablegroupsin every tire of the society. 

 

      Principles 

This Safeguarding Policy is prepared based on Keeping Childre n Safe Intern ational SafeguardingStandards; the Convention on the 

Rights of Persons wi th Di sabilit ies(UN CRPD) and its related UN conventions; the Convention on the Elimination of All Forms of 

Discrimination against Women (CEDAW), adopted in 1979, the UN Convention on the Rights  of  the  Child, 1989 (and it's optional 

protocols); the UN Statement for the Elimination of Sexual Abuse   and Exploitation andall child-related UN conventions; the national 

child protection and vulnerable adults legislation of Banglad ern ational good humanitarian practice. 

 

• All children and vulnerable adults have equal rights to protection from harm. 

• All have a duty of care to children,vulnerableadul ts with whom they work, are In contact with, or who are affected by 

their work and operations. 

• The partners of the organization will also follow this policy. 

• All the programs will betaken keeping in mind the protection of children and vulnerable adults. 

 

  10.4. Objectives of the policy 

• To protect the children and vulnerable from any physical, menta l and other types harassments at all level of the 

organization. 

• To create awareness and inspiration among the staff of the organi zation on the safety, security and dignity of children and 

vulnerable groups of the society. 

• To create awarenessand inspiration among all the participants of different programs about thi s. 

 

 10.S Definitions and Terms 

 

10.S.l Saf egu arding:Safeguarding is the responsibility that organization has to make sure their staff, operations, and 

programs do no harm to children and vulnerable adults in any way for now and in future. If harmful issuesoccur then 

the organi zation takes over this and solve it. 

10.s.2 Child: According to the UN Convention on the Rights of the child, any person below the age of 18, wil t'be treated 

aschild. 

10.S.3 Vulnerable Adult/ Adult at risk:Any person aged 18 or over, and iF 

 The adult hasparticular care, support or special needs and as a resul t abuse occurs when a vulnerable adul t/ 

adult like man, women, under taking care at risk Is mistreated, neglected or harmed by another person who 

holds a position of trust and/or 

 At a specific si tuation if anybody does not enjoy the rights {like securi ty, shelter, water, food and others) or 

dependable on ot her person or institution like: 

a. If li vesin refugee camps or under the rehabilitation program of NGOs and due to no ability to control the 

situation then they are under exploitation and misbehavior and/or 

b. An adult lives in unknown country or placeand/or 

c. If the adult due to work or social relationor due to agreement are controlled, forced to do, exploited or 

influenced by an agency 
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    10 .6 Definition of harmfulness 

 

 Physical Assault: Physical harmfulness by any accused persons, children or adults. These are hit, assaulting, using 

  poison, killi ng through keeping under water  setting fire in the body. These are also physical assault if parents or  

 attendants prolong any diseases or symptoms or due to ill interest prolong the sickness will kingly. 

 Sexual abuse: Forcing or enticing a child or vulnerable adult to take part in sexualactivi ties that s/he does not fully 

understand and has little choice in consenting to. This may include, e but is not limited to, rape, oral sex, penetration, 

or no-n penetrative acts such as masturbation, ki ssing, rubbing and touching, It may also include involving 

children in looking at, or producing sexual images, watching sexual activities and encouraging children to 

behave in sexually Inappropriate ate ways. 

10.6.3-S al exploitation: A form of sexual abuse that involves children or vulnerable adults being enged in any 

sexual activity in exchange for money, gifts, food, accommodation, affection, 

st us, or anything else that they or their family needs. It happens by forcing or using the children. 

Like making friendship with the children, vulnerable adults and beneficiaries, gettingconfidence of them and in 

a stage they are forced to involved with drug. In this situation an imbalance power avails among affected 

population and accused persons where the willingness or unwillingness of them are limited. It is one kind of 

exploitation of gambling and they also forget that to do these there needs to take their opinions. The sexual 

exploitation occurs different ways. Accused persons can do it through giving money, using emotions or by physical 

controlling or giving force among 

the staff or in a team i t may occur. It happens in a community are adjacent community. Sometimes It happens also 

by a gang or accused group specially who are involved with the human trafficking. 

 Sexual Harassment: Unwelcome, dual advances, requests for sexual favors, and other verbal or physical conduct of 

a sexual nature where a unexpected or attacking working atmosphere exists. Through this behavior the females 

are sexually harassed by men. But in different country laws agrees tha t the exploitation can be by men or 

women. 

 Neglect and negligent behavior: Allowing for context, resources and circumstances to show neglect and 

negligent treatment to a child, inability for meeting the basic physical and mental rights of the children 

continuously, which tends to a child for stunted of the physical growth along with mental and ethicalgrowths.It is 

not ensured the appropriate supervision, protection from the harm fullness, nutrition and shelter, safe life and safe 

working environment . Taking drug or alcohol which affects the child who has not yet born, not good treatment 

of differently able children or being indifferent to the children are under neglected behaviors to the children 

 Mental abuse: Persistent emotional mal treatment that impact son mental wellbeing and mental health. Emote 

ion ally abusive acts include restriction of movement, degrading, humiliating, bullying (including cyber bullying) 

and threatening, scaring, discriminating, ridiculing or other non-physical forms of hostile or rejecting treatment. 

 Commercial exploitation: Exploiting a child or a vulnerable adult in work or other activities for the benefit of 

others resulting stunting the physical and mental growth, ethical and social growth. It Includes cheating, 

exploitation and forced labor. 

               Employee s: All staff from local and national level, volunteer and interns. 

 Staff are: 

• All local and national staff 

• All volunteers and probationary staff 

 Associates: 

• Vendors and consultant 

• EC/GC members 

• All partners and community people 

• Guests and vi si tors 

 

     
             Prevention 

 
 Risk assessment/risk mitigation : A risk assessment of all GUS Trust operations, programs and project activities will 

be conducted (e.g. health risk, security risk, negative impact etc.). Risk mitigation strategies will 

bedeveloped,which minimize the risk to children, and vulnerable adults and incorporated into the design, delivery 

and evaluation of programs. operations and activities which involver impact upon children. 

          Safe recruitment : GUS w i ll ensure that it applies the highest standards in its recruitment and vetting policies across      

          the organization. Candidates are checked for the ir suitability for working with children and their understanding of     

          safeguarding. 
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 Safety check: Protection checks, such as disclosure of previous convictions or police checks (i f disclosure is 

unavailable), forms an important part of our recruitment policy and covers all those representatives that we have an 

employment relationship with. If police checks are impossible, other checks are to practice and noted. Checking 

evidence of identity and the authenticity of qualifications, Requesting self- declarations about previous convictions, 

and a minimum requirement of at least two reference scarce arrived out In all cases. Education/ training: All staff 

and associates receive safeguarding policy and training to help them understand why It is necessary to safeguard and 

protect children and vulnerable adults. Children and families willbeinformed on GUS commitment to safeguarding 

and what to do if they have concerns about a child. 

                       10.8.S Safe program design: Organization will design Its program keeping in mind that the programs/projects/activities will   

                       not put the children and vulnerable adults at risk. The aims of the organization will make the safe guard of the children and        

                                             vulnerable adults. The policy will bees the cross­ cutting issue of all the programs/projects.Communications - use of Images   

                      and children's information: In our use of information andvisual images, both photographci stills andvideo, our overridingprinciple   

                             is to maintain respect and dignity in our portrayal of children, families and communities. Our communications             

                      policy/guidelinesdetails our procedures. 

 Social media (if applicable): The organi zation has its own social media policy and there isclearly mentioned about 

not to post any status which is undignified others. 

 

 Responsibility 

It is approved by EC. 

 

 0 Partners 

Agreements with partners willincludea statement that partners who do not have a safeguarding policy will either abide by GUS 

policy or develop their own as a condit ion of  the partnership. 

 

 Reporting/responding to complaints 

GUS willreceive disclosures from chil dren with sensitivity and willstrive not to re- traumatizechil dren in their handl ing of 

complaints. If a child or young person informs they are being, or have been, abused: 

 

• Listen to and accept what the child or vulnerableadul t says but do not press for info rmation. 

• Let the child or vulnerable adul t know what we aregoing to do next and that we willlet themknow what happens. 

• Do not investigate and do not inform, question or confront the alleged abuser. 

• Record carefully what we have heard on the reporting form. 

 

Identifyinginformation about children or vulnerableadults willbeshared on a 'need to know' basis on ly. Delibera te 

false allegations are a serious discipli nary offence and will be investigated. If anybody comes to complaints then i t should be 

takenserious. • 

 
Compla inant and all witnesseswill assist the investigation commi ttee appointed by the organi zation. There 

willbeaguideline to guide the investigation process. 

 Effectivity, monitoring and revision 

Safeguard issuesare includedin the riskregister andalso quarterly and annual reporting process of the organization. The senior 

management and the EC will monitor the process that the safeguardingplicy is in place. 
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 Introduction: 

 

Since its inception, the GUS  has been workingrelentlessly to realize gender equality and to bringan end to gender discriminat 

ion inside the organization and at the same tim ein the community. It takes it as a crosscutt ing issue In every program and 

project. One of the major objectives of the organization is to ensure balanceand sustainable development for 

marginalizedpeople specially women and children living in the coastal areas. GUS therefore, has been working for 

developing a gender sensitive andwomen friendly working environment. 

The organization works to end discrimination among male and female colleagues and to end all sorts of gender based 

violence to ensure women empowerment. For continuing thi s practice, it has formulated 'Protection from Sexual 

Harassment,Exploitation and Abuse Policy' according to the Supreme Court' s directives delivered on May 14, 2009. 

 

              Rationale: 

 

To establishgender equity at all levels which was pointed out In different international laws and instruments including 

Convention on the Elimination of All Forms of Discrimination against Women (CEDAW), 

International Covenant on Economic, Social and Cultura l Rights. For this, there should have a system to establish equality 

amongmale and female In the society. But our society's culture and practice are that man andwomen aredifferent so their role 

and responsibilities are different. AndIt is happening traditionallyand historically. Therefore, women have been identified 

slowly but surely as subservient to men socially. Social custom, belief, inherit continuation, even the socio-economic, cultural 

and religiousnorms are cherishing the same things in same way. Hence,discrimination and inequality still exist between men 

and women in the society. In this circumstance, GUS has decided to formulate 'Protection from Sexual Harassment, Exploitation 

and Abuse Policy' to continue strengthening this practice as women fri endlyenvironment within the organization. It believes that 

the policy willhelpdecline women exploitatio,n  harassment and end violenceagainst women by implementing formulated 

policy which will also help women to get empowered. 

 

             Aim: 

 

The aimof this policy is to create equal dignity amongmen and women as well as to create anti• sexual harassment environ 

ment for women and beneficiaries. And it helps to establish such atmosphere by eliminating gender discrimination. 

Another goal of the policy is to create proper workplace where safety, securi ty and equal opportunity for women 

willbeensured. 

 

             Objectives: 

The core objective of the policy is to implement organization'sgender policy effectivelyand to ensure gender sensitive work 

environment within theorganization. Other objectivesof the policy are: 

11.4.1 

 

 

 

11.4.2 

11.4.3 

 

11.4.4 

 

11.4.S 

 

 

To create equal dignity and to create atmosphere congeni al for women Inside the organization, positive and protective 

working environment for women, friendly co-existence of men and women, awareness about sexual harassment 

among the men and women; 

To ensure female colleagues to get legalsupport under the policy 

To build awareness among the colleagues concerning women rights, dignity andgender equality as well 

Toensure equality amongmen and women wi thin the organization and to identi fy it asa cross cutting issue in each 

project and program which would be reflected 

To take necessary steps to establish women'sInvolvement at all levels inside the organization such as; makin plan of action and decision 

making proces  To apply zero tolerance to sexual harassment/torture To introduce two types of punishments-major and minor Tocreate 

awareness about punishment of sexual harassment 

Definition 

According to UN Secretariat' s message on discrimination, harassment, including sexual harassmen,t and abuse of 

authority, it defines "sexual harassmen"t as any unwelcome sexual advance, request for sexual favor, verbal or 

physical conduct or gesture of a sexual nature, or any other behavior of a sexual nature that might reasonably be 

expected or be perceived to  cause offence or humiliation to another, when such conduct interferes withwork, is 

made a condition of employment or creates an int imidat ing,hostile or offensive work environment. According 

to directives from Supreme Courte of Bangladesh Sexual Harassment women staff and target people includes- 
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11.5.1 Unwelcome sexually determined behavior (whether directly or by Implication) as physical 

cont act and advances; 

 

11.5.2. Attempts or efforts to establish physical relation having sexual implication by abuse of 

administrative,authoritative or professional power 

 

11.5.3. Verbal representationrelation to sexual exploitation and abuse;  

11.5.4. Demand or reque st for sexual favors;  

11.5.5 . Showing pornography;  

11.S.6. Sexually colored remark or gesture;  

11.5.7. Indecent gesture, teasing through abusive language,stalking, joking having sexual imp lication.  

11.5.8. Insult through lett ers, telephone calls, cell phone calls, SMS, pottering, notice, cartoon, writing on 

bench, chair, tab,le notice boards, and walls of office, factory, classroom, washroom having sexual implication; 

11.5.9. Taking still or video photographs for the purpose of blackmailing and character assassination; 

11 .5.1 0. Preventing participation in sports, cultural, organizational and academic activities on the ground of sex and/or 

for the purpose of sexual harassment; 

11.5.11. Making love proposal andexerting pressure or posing threats in case of refusal to love proposal; 

11.5.13. Attempt to establish sexual rel ation by intimidation, deception or false assuranc.e 

Such above ment ioned conducts can be humiliating and may constitute a health and safely problem at workplaces, it is 

discriminatory when the women staff/target people have reasonable grounds to believe that their complaints would be 

disadvantage them in connection with their employment/ workingin various ways or when i t creates a hostile environment at 

workplaces then these conducts willbetreated as discretionary behaviors to women . 

 Area: 

Employees and beneficiariesof the organization areincluded under the policy. 

 

 Implementation of the strategies: 

 

Taking different types of implementation strategiesto ensure women friendly and sexual harassment/torture free surroundin, -

wttkt bring the organi zation one step forward as well as women empowerment. Also takingsteps ag· nst the pdividuals 

accusf offences and to ensure exemplary punishment to offenders. 

 

                    The Implementation  strategies are given below: 

 

 To initiate/update organization'sall kinds of policy, strategic plan, directives/circulars that would be 

gender sensitive; 

 To fix responsibiliti esfor gender focal person and to empower her to discharge the responsibil 

ities; 

 To find out victims among female colleagues/target people by regular monitoring and evaluation system. And to 

ensure fear and free atmosphere for woman for submitting complaints and to give them solutions as well; 

 To aware employees abou t the policy and ensure its implementation at practice level; 

11.7.6 To take necessary steps according to the policy on investigation into any alleged Incidence  

11.7.7 To circulate widely the policy at all branches and project offices and also to aware the staff;  

11.7.8 To include the policy in organizations induction process for new employee; 

11.7.9 To discuss the policy in every monthly coordination meeting. 
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                     Concern Authority: 

Concerned Authority means an authority of any educational Institution or work place in both public and private sectors, which 

Is authorized under the relevant disciplinary rules to take action In caseo f misconduct. 

 

               Formation of Complaint Receiving Committee: 

               It will be formed according to the Supreme Court's directives delivered on May 14, 2009. 

                      It will have five members and majority of the members willbewomen. The head of the complaint committee   

                                 should be a woman; 

               It should haveat least two members from outside of the organization concerned, preferably from  organizations 

working on gender issues and sexual abuse; 

              Members of the committee are: 

                     One from holding the position of Head- Gender and Training in the organization (female) One from holding the   

                                        position of Regional Team Leader in the organization (female) 

                   One from holding the position of Assistant Director in the organization 

                    Two will come be from outside of the organizations working for stopping violence aganist women (female); 

11.9.S. The members willwork honorary basis and they willbegiven only conveyance allowance according to organization's policy when 

attending meeting. 

 

 Functioning procedure of complaint receiving committee 

 

 The Committee will sit regularly once a quarter; 

 Presence of at least head of the committe e and minimum2 other memberswould be consideredas quorum for the meeting; 

 Consideirng the importance and necessity of the complaints the committee will calli ts meeting In any time and will take measures; 

 The commi ttee takes the complaints into accou-ntthrough the organi zation' s regular gender relation review meetingand takes 

necessary measure; 

 The commi ttee investigates the complaintssubmitted to any membersof the committee, if found true, following the 

rules of the organization the committee will takemeasure within 30 working days; 6 In case of minor issue the 

committee will resolve the matter with the consent of both parties.For other casescom mi ttee 

willconductInvestigation over the issue; 

 The committ ee will send notice to both parties using registered postage. Moreover, the commi ttee is 

mandated to sending to the wi tnesses, conduct hearing of the complaints, gathering information and evidenceand to review the 

related papers. In such kind of complaintsin addition to the verbal evidence the situation would be given importance. The 

committ ee will decide- what kind of evidencewould be accepted; 

 The committ ee isaccountable to the executive director for such kind of actions. In case of complaints against executive director 

the committee will discuss with the chariperson of the executive board; 

 The committ ee willpublish annual report on implementationof the policy and submit to the government authority. 

 

 Mechanism of ReceivingComplaints 

According to the definition of sexual harassment if any woman staff/beneficiary became affected or victimized she will file 

thecomplaints to the authority in line with the following procedure: 

 Digital Process: after experiencingany harassment / violencethe victim (staff/beneficiary)can submit complaintsusing 

phone/fax/sms/e-mail to any member of the committee who is comfortable to the victim to communicate; 
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11.11.2. Verbal process: the complaintscould be placedto the supervisor, project head, gender focal person, assistant director 

(HRM),director and/or executive director, gender relation review meeting, central gender relation meeting by victim in perso n 

or lawyer on behalf of the victim; 

11.3 Writt en:The victim can send writtencomplaint to the committ ee through by hand, by currier, by post o ffice. 

All the complaint received by the above ways willbeaddressed. But to ensure the punishment f the accused per 

son(s),writtencompliant is mandatory. 

 Timeframe of complaints submission: 

In case of any sexual harassm ent/violence, the complaint has to be placed to the designated committ ee using any process as 

mentioned above within 30workingdays from the occurrence. But if there is any acceptable cause the complaintscould be 

accepted within more 15 working days later. 

 

 Protection and Privacy : 

                       The organi zation will ensure the full security of complainant. Without permission of complalnant(s) her/ their names            

                                               willnotbedisclosed.During Investigation proces.s,no any irrelevant questions will not beputbefore the complainant. 

                        If any complaint is proved false then the disciplinary actions willbetaken against the complainant(s).Due to complaint 

                        i f anybody is hindered for profe ssional growth or any other harmfulnessthen she can send complaint to Executive Director 

                        or Chair-EC.Not only that i f anybody assumes due to complaint(s) the professional growth washindered or any harmfulness 

                        then she can send complaint(s) to Executive Director or Chair-ECbefore finalsett lement with her after leaving the organization .  

                                In caseof member participantsthi s time willbe15 days. 

 

 Investigation Report: 

Under the leadership of the head of the committee, an investigation committ ee willbe formed consisting minimum three 

members after receivingcomplaint within 30 days. After the investigat ion, the committ ee will take/collect oral evidence 

from relevant personsand witnessesas written document.sThen the commi ttee will submit a report with the 

recommendations to concern authority (ExecutiveDirector) based on written speeches,relevant interrogations,observations 

and opinions by 30 working days. If any complaint is raised against the Execu· e Director, the report willb!!submi tted to 

chairperson o f the organization. The period of 30daysmay b exte ded up to 40 days if needs. If any question Is raisedabout 

impartiality, new investigation commi tte may tie forme d by following proper procedure for reinvestigation. 

If It is proved that a false complaint hasbeen filed intentionally then a report will besubmitted to the concerned 

author ity recommending appropriate action for the complainant/ s. Thecomplaint committee will take decisions on 

the basisof the view expressed by the majority of its members. 

              Punishment: 

The concerned aut hority may suspend tempo rarily the accused person on the receipt of the recommendaiton of the complaint 

committee. If the accused is found guilty of sexual harassment, the concerned authority shall treat i t as misconduct and take 

proper action according 10 the di sciplinary rules of the organization. The punitive measures will be takenin thisregard 

aregiven below: 

 If the committee finds the complains true, it willrecommend punishment according 10 the policy; 

              If the complaint is partially proved, necessary actions willbetaken according to the disciplinary rules of the organization such 

as show cause notice, Issuing warning notice,financial punishment, transfer etc. 

              If the accusation against a perso n is proved as serious off ence, he willbe terminated according to the disciplinary rules of 

the organizatio n. 

              If the complaint is found as an of fence under any penal law shall refer the matter to the appropriate court or tribuna;l 

              If the complaint is found false and the complaint was filedIntentionally, the complainant will be 

punishedaccordingly. Also he will behanded over to law and enforcement agency. 
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If It is proved that a false complaint hasbeen filed intentionally then a report will besubmitted to the concerned 

author ity recommending appropriate action for the complainant/ s. The complaint committee will take decisions on 

the basisof the view expressed by the majority of its members. 

Punishment: 

The concerned aut hority may suspend tempo rarily the accused person on the receipt of the recommendaiton of the complaint 

committee. If the accused is found guilty of sexual harassment, the concerned authority shall treat i t as misconduct and take 

proper action according 10 the di sciplinary rules of the organization. The punitive measures will be takenin thisregard 

aregiven below: 

                      If the committee finds the complains true, it willrecommend punishment according 10 the policy; 

               If the complaint is partially proved, necessary actions willbetaken according to the disciplinary rules of the organization 

such as show cause notice, Issuing warning notice,financial punishment, transfer etc. 

                If the accusation against a perso n is proved as serious off ence, he willbe terminated according to the disciplinary rules 

of the organizatio n. 

               If the complaint is found as an of fence under any penal law shall refer the matter to the appropriate court or tribuna;l 

               If the complaint is found false and the complaint was filedIntentionally, the complainant will be 

punishedaccordingly. Also he will behanded over to law and enforcement agency. 

               Conclusion 

               GUS is working to ensure the gender friendly work atmosphere in all the levels of the organization. To follow the zero     

               tolerance for gender violenceall the policies including Protection from Sexual Harassment,Exploitation and Abuse    

              Policywill take the active roles. Using this policy, the organi zational dignity willbe upheld. 

 

12. Communication Policy 

 

                     Objectives: The objectives of the communication policy of GUS developed for the staff and other stakeholders       

                         (particularly the partner organizations and beneficiaries) are as foll ows, 

a. Toemphasizeoral and in-personcommunication to increasemutual understanding. 

b. Toemphasize team building at all officesparticularly within respective pro jects and working area. 

c. To develop an effective and supportive supervision environment. 

d. Toenable the management and its governance rapid responsive. 

e. To discourage un necessary communication that createspressureand uncomfortable situation in the working relationship. 

 

             Open Communication but decisions through determi ned channel and supervisor 

a. All communicat ion mediumsare open for everyone to be able to communicate with anyone in the organization. However, 

decisions need to be made through supportivesupervision in order to ensure the r ight of the supervisors to express their 

opinion and to avoid biased decisions. This will train up the supervisorsand increaseself-realization. 

b. GUS hasits own Comp laint Response Mechanism and the Whistle Blowing Policy lO address the complaints and grievanceinside 

lhe organization. According to that all complaints are encouraged to submi t to the closest layerinstead of submitt ing to a 

high r layer. Dissatisfaction could be raised on any decision or judgment, but the closest layer should be given the opportunity 

to address the complaint first. 

c. Sometimes complaints are improperly shared through phone call, smsor anonymous lettersinsteadof proper 

submission. This type of communicationmight not be considered asa complaint. 

              Compl aint to Donor partner 

a. Any communication to the donor partner or other external organization as a complaint submission by any staff might by 

considered ascreating illegalpressure on the organization. 

b. The expected responsibility of the donor partner or external organization is to forward the complaint to the highest authority 

of the organization in case of this kind of communication received. 

c. Any third party investigation or evaluation without the organizat ion' s prior approval willnotbeaccepted. Government's 

law enforcing agendes wllf be exception. 

 

 Communication between Donor partner representaitve and PIU 

In some cases field level staff of donor partners closely work with the Project ImplementationUnit (PIU) of the 

organization. The following clauses are intended to Increasethe responsibility and accountability of the PIU staff: 

 

 

                                               GUS - Human Resource and Administration Management Policy page # 26

 

 



 

a. The communication between staffs of PIU and donor partners should be limi ted into theproject activitiesfor the sake of 

progress moni toring. 

b. Suggestions and advices from the donor partners are welcomeand it is expected to be limited within the project andgiven 

only to the respective Project Manager (PM). The PM has the right to expressa different opinion and in that case the donor 

partner should communicate with the focal person or a concern official verbally or in written if necessary. 

c. On behalf of the organization only the respective PM, Pr oject Accountant and Monitoring Officer areenti tled for oral or 

phone communication with thedonor partner. For any wr itten communication with the donor partners they must have a 

prior and proper written approval of the concerno fficial or Focal Person. 

 

12.S. No written communication in the same office, exceptions 

        For the sakeo f team building andgreater mutual understanding among the colleagues, the organization discourages written    

              communication in same office along with thecommunication via third or higher officials. The exceptionsinclude: 

a. Any different opinion, implementation of what might undermine the organization's interest. 

b. In case of greater disciplinary situation like monetary misappropriation.illegal relationshipbetween male and female colleague. 

violence against women and sexual harassment. 

 

 Written communication is the last step, no unnecessary cc 

a. The encourages (1) verbal communication on what is possible to resolved in-person, (2) phone communicationson the 

issues possible to resolve over phone, (3) written or email communicationsonly in the cases what are not possible to 

resolveIn verbal or phone communication. 

b. No cc to others in emails is encouragedif not firmly necessary to in form the i ssue. 

c. Written work instructions could be given by emails only when verbal and phone communication is not possible. 

Copying othe rs should be avoided on the first placeasit creates pressure on others. 

d. Copying others in confidential written communication, particularly mentioning failures in copied mails is 

equivalent to defaming by what a staff could be mentally upset. 

 

 When general comments are unexpected, be confirmed before documentation or prove 

a. Some staffs pursue general comments in the meetingswithout providing evidential and confirmed information. No writt en 

communication should pursued nor any decision taken on this kind of general comments unless it is Inquired and proved. 

Negative issues should be properly inquired and confirmed and if necessary it should be solved by Complaint Response 

Mechanism of the organization. Providing description ments or rumor willbeconsidered as disciplinary issue. 

 Oefaming andImaginary persuasionaredisciplinary Issues 

a. Some staffs talk negative things about colleagues derived from jealousy and doubt and some of them are rumor and 

imaginary that defame them. Any staff seeing this isgoing against the organization 's interest should flag this throughany 

medium of communication towards higher authority. It should be taken to even higher level if not addressed by the lower 

level. 

b. Disciplinary actions could be taken against anyone spreading the rumor instead of making proper communication. 

Because lett ing the rumo r spread or provoking them is considered as defam ing and disciplinary issues. 

c. Termination might take place i f any Involvementin this purpose is found. 

 

 Complaint and negative wri ting: Why patienceis needed? 

a. Hold back for at least3 hours before writing your complaint. Keep patie nce, reconsider the issue, take some advice from 

colleagues and uphold the organization's interest during this period of 3 hours. 

b. It is advised not to write negative and instant reaction. Take at least one day or enough time to be stable to reply thiskind of 

communication. 

c. Pleaseremember, your complaint or pursuing should be rational. If possible make verbal communication directly with the 

concerned person and remove the tension. 
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 Courtesy in phon e calls 

a. Duringphone conversation, first inquire i f the respondent has time to talk. I f not, call later. 

b. In case of the higher officials, make an appointment first by sms or phone call. 

13. Filing M anagementPolicy 

 

a. In or exit file 

No file will be opened as 'in' or ‘exit' file. If there will such type of files and all the external and internal 

relation letters willbeIn thesame file and as a result i f any letter willhave to be found out then it will take time. 

b. Subject wise file 

File willbeopened according to the different subjects.In those files the subject wise document will bepreserved. There will have 

to maintain maximum 20 files. 

c. Repor,ts books and magazine 

Reports, books and magazine should be preserved in a box according to the issues. 

d. Paper on the table 

There willnotbe kept any letter of paper on the desk. The desk should always be clean. Other should be di 

scouragedto keep the paper on the desk because it willhamper the concentration of present table. 

e. IncomaindPending Tray 

Everyone will use two trays in his/Mr desk. One willbeincomingtray and another will be pending tray. In the 

incoming tray there willbeletters coming from othersan,d in the pending tray therewill bepapers which action 

stillhave pending. For long term pending work or on going work a separate A-4 size folder can be used. In the folder 

on the above corner of right side the subject can be writte n. 

 

f. File list 

The file list will behanged in the notice board. File list andsubject will be mentioned. 

 

 

g. System offiling 

After completion of any pending task the letter or document will bepreserved in the respective file. 

Unnecessary papers will bekeptin waste paper basket and if one page is unused then it will be preserved for 

reu sed. 

 

h. Cleaning once In a week 

At any day of the week all the unnecessary papers will becleanout. Thismay be in the afternoon of Thursday. 

 

I. Letter identificationandtakingsteps 

If any letters come from outside then administration section willopen the let ter and will use the 

'received seal' and will give the signatu re. Then those will be sent to Director. Deputy Director will mark the 

letter through red pen and will send to respective staff, section or project. If the letter will belate to reach to 

the respective person then the message will betransmitted through phone or radio. In case or ext ern al l ett er, 

the enve lop will beattached with the letter. In case of In terna l letter the envelop will bepreserved for further 

use. 

 

j. Neat and clean desk 

All desks should be neat and clean. Anybody cannot leave the officekeeping the paper or letter on the desk. 

A neat andcleandesk creates the work environment and it will influence the mental condition. On the other 

hand, unclean desk influence negatively on the mind and concentration . 

 

k. When it should not to write letters 

No letter will bewritten except financial or admini stration issues. The assignment should be completed 

through discu ssion or short note. Within the organization the note can be wri tten in Bangla. 

 

I. Note file for decision making 

Every section or office will keep note file for financial and administrative related issues and these no te files 

will be maintained by the office or section head. 
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                  14. Complaint and Response Mechanism Policy 

 

a. Anyone has the right to raise or submit complaint against GUS  m anagem en t, activit ies or its employees from any strata. The organi 

zation, GUS is committed to accept, respond to and do the needful of those complaints. " GUS Complaints and Response 

Mechanism Polic " is a description of procedures on how the organizati on will respond to those complaints. The complainl s can 

be submit ted through any channel; wri tt en, over telephone,ema, ilverbally or by using complaint boxes that aresetup at the field 

offices. Complaintscan also be submitted to against any office head. Addresses of all Board of Trustee (BOT) members, Executive 

Director (ED) and employees are available in every office, should anyone wish to submit a complaint. BoT will only receive 

complaints against ED through email only. 

C,  A complaint should be responded and re olved wit hin Seven (7) days or the complainant will let know the 

date of settlement otherwise. It, however, should not be taken more than 30days. 

d. Any complaint should not be left without responding and identi ty of the complainant should be kept anonymity. 

e. According to this policy, complaints are the followi ng- quality of GUS work and servic,es implm7pattern,behavior 

of staff, a breachof the GUS policies, guidelines, manuals and code of conduct during implementation, organization's vision, 

system of holding accountable to the beneficiary and stakeholders,etc. 

 

   Complaint could include the following: 

 A violation of the GUS policies, guidelines, manuals and code of conduct. A concern about the behavior of staff or the quality of 

the program Implementation.Staff members involvesIn any cheating or abusing of power, corruption and misusing of financial or 

recourses of the organization for any personal gain.Any service imp lementation that has a direct impact to the people affected by 

crisis. 

14.1.S  Any activity that has a direct impact to the people affectedby crisi sor environment. 

 Sexual harassment or provide any assistancein exchangeof any sexual acts. 

 Bribery. 

 

              The complainant cannot apply to GUS i f th eir complai nts are subjected to curr ent investigation by any legal authority of the     

              state. Such issues willbedealt with under the relevant regulatory regime. And, any dispute related to contractual job will not be   

considered ascomplaint. 

             Who can complain: Individualprogram participantsor a community with whom we work, people's 

organi zations, local civil society, local government body, government, offici,al other development partners and any   

organizational staff. 

              Branch Manager willbe theprimary responsible for disposal compl aint locally. Regiona l Team l eader is 

 responsible for his/her region and Assistant Director - A&SR for cen tr al management. Complaint s relating to Assistant Director- 

A&SR should be fallenwith theDirector and complaints relating to the Executive Director should be fallen wi th the Chairperson 

of BoT through email only. 

             Sensitive and alarming complaints: The complaint s related to sexual harassmen,t exploitation or abuse and financial corru ption 

wou ld be deal t by the Assi stant Director- A& SRaccompanyingwith the Assistant Director- Gender and Training. Identity of 

the complainant should be kept anonymity. 

              If it isprovedany remissness of staff at any stage in dealing complaints,s/h e will be brought under disciplinary 

action, even i t could lead to dismissal. 

             The safety and confidentiality of the complai nt and source willbemaintained except if it is not required by the state law and 

order authorit y, and i f it hampersthe organi zational dignity then we willrefraindisclo sing the source of the complaint after 

having the approval from the Executive Director. 

              If an employeecomplaintsagainst any employee, s/he has to identi fy him/herself. If anyone remai ns anonymous and use 

fake email ID and address, the organi zation is not bound to respond to that complaint. If i t is identified later on that the 

anonymous Is an employeeof thisorgani zation, s/he will be brought under disciplinary action. 

              If anyone outside the organization complainsanonymous, the organization is not bound to respondto that complaint too. 
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                                 If the complainant does not feel happyabout the result of the disposal, then s/he/ they can appeal directly to the        

                                                                  Director or the ExecutiveDirect or. If the complaint is about the Executive Director, then it willbefallen to the EC     

                                                                 Chairperson.Complaints that do not fallwithin thescope of the organization could be referred to. However, The   

                                                               organization could respondto. a compla int submitt ed by a benefi ciary that does fallwith other organziatio n. 

                                      2 The responsible person of GUS w i ll record the complaint in the registerthen inform the relevant organization    

                                          about the complaint received. The person will also let the complainant know about the latest progress of the                  

                                 complaint s/he/ they made.If the ot her organization, that we referred to the complaint , does not respond to   

                                          accordingly, then we will come to a decision of not communicating again with the organization after obtaining an 

                                 approval form the Executive Direc1or in !hisregard. We will let the complainant know about our decision. 

          Protection and confidentiality: 

 Here It Is noted that the organization shall ensure full protection of the complainant. By no means the name of the 

complainant shall be disclosed but could do it only taking the approval from the complainant. While discuss,never 

squeeze the complainant in a way that pretend to defame or harass him/ her . 

 If any complaint is proved false, fabricated or intentionally registered then administrative action shall be taken against 

the complainant under the HR Polley Manual, 2019. 

 If the complainant encounter any professional, personal or any other loss for submitting a complaint, 

according to the Complaint and Response Mechanism (CRM) policy, s/he too could Inform or write the matter to 

1he Executive Director or ExecutiveBoard for a remedy. 

14.1 2.4 After leaving thisorgani zation, if a staff feels s/he has been a victim professionally or otherwise for submill ing a 

complaint related to Sexual Exploitation and Abuse (SEA), according to Complaint and Response Mechanism (CRM) 

policy, s/he 100 could inform or write thematter to the Executive Director or Executive Board for a remedy. But it 

must be done before his/her settlemenl of final payment. If the person is a program participant, member or 

stakeholder, s/he should do it within15 days of his/her victimization. 

15. Anti -Corruption Policy 

 Obfectives 

a. To reslrict thescopes and opportunities of corrupli on in different sectors, all programs and aclivities of 

GUS.This policy will cover all GUS offices including the Principal Office, all branches, program -project 

offices. 

b. To ensure honesly and morality in all GUS ac1ivlties. GUS practices Zero Tolerance regarding corruption 

and ii has strong position against corruption . 

c. GUS respects all the government laws,policies, rules-regulations on bribery and corruption. GUS 

is committed 10 guide, obey by the existing government laws. 

 Definitin 

Corruption: Any administrative or financial activities just for personal gain and gain implan1ed/done violatingorganization 

rules and policies willbetreated ascorruption. Providing any unlawful benefit,s providing any scopes-opportunities to gain 

benefits to any individual,organizations for personal interest, which is also violation of organizations rules and policies, is also 

corr uption . Intention , initia1iveof such activities will also be treated ascorruption. Nepotism, biasness just for personal 

intere,st activities enveloped with personal intentions , discrimination to anyone or to any organization just for personal 

consideration of benefits, ego will also be treated corruption. Creating an environment in favor of corruption, where the scopes, 

opportunities and risks of corruption can be created,where nepotism, discrimination, biasness can take place is also corruption. 

Individuals, groups and organizations implementing activities with GUS support will also be covered with this same policy. 

 

 So far identified organizational activities vulnerable to corruption 

a. Purchasable ting commodities and services and providing grants from and to individuals and organizations 

c. Receiving and providing gifts fromand to individualsand organizations 

d. Collecting savings and loan installments and providing loans 
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                      Initiative to address these vulnerabilities 

                           Introduction of this Anti -Corruption   Policy 

a. Organizing a workshop to identify other serious risks 

b. Organizing special training for senior staff 

15.S Scope of this policy 

This policy is applicable to all regular, contractual temporary staff, volunteer, honorary staff. 

 

 Hospitalities and Gifts 

Providing hospitalities and gifts to anyone or to any organizations receiving hospitalities and gifts from anyone or 

from any organizations wi th a pure and honest intention will not become under this policy. The following activities 

will not be treated corruption: 

a. Receiving or providing gilts to anyone or to any organization with the approval of the supervisor, but giving or 

receiving cash money will not get exemption. 

b. Receiving or providing certificates or gifts for attending any meeting, training, seminar etc. 

 

 Prohibited Activities 

a. Making any transaction, providing gift or hospitalities and giving commitment of doing against 

which there are possibilities of getting immoral, illegal personal benefits. 

b. Receiving gifts, service or anything against commitment of providing him or them illegal facilities or 

services. 

c. Receiving cash or gifts from any vendor, or any person-organization with whom/which GUS has 

monetary relation. 

d. Providing special facilities to any colleague taking bribe, cash or gifts 

e. Any activities that breach this policy 

 

 Duties and Responsibilities of Staff 

a. All staff must read this policy, they should have clear understanding on thi s. They have to abide by this. 

b. If there is any corruption happened, i f any environment for corruption is happened, if any 

space is created for corruption, if there is any doubt of corruption, staff should Immediately inform 

management. Hiding any information about corruption even knowing that is also a corruption and it 

willbetreated as violation of this  policy. 

c. Management action can be taken against those who vi olate this. 

 

 Collection and Preservation of Information 

a. Information and documentation of all transaction, bills-vouchers should be collect and preserve 

properly 

b. Information of gift received from outside should be preserved 

c. Counts, bi-ll vouchers, information of professional communication should be preserved. 

                                    Reducing risks of corruption 

d. Any staff or any stakeholder can inform management about any incidence of corrupt ion. If any 

environment for corruption is happened, if any space is created for corruption, if there is any doubt of 

corruption, GUS staff or stakeholder can communicate directly with management. 

e. To communicate with GUS e-mail, telephone or any other communications can be used. 

f. GUS complaint response mechanism policy, Right to Information policy can be used for smooth 

implementarlon of this policy. 
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               Protection and confidentiality of whistle blowers Here i t is noted that theorganzi ation shall ensure full proteciton of thecomplainnat. By no           

            means the name of the complainantshall be disclosed but could do it only taking the approval from the complainant. While discuss, never     

               squeeze the complainant in a way that pretend to defame or harass him/her.If any complaint is proved false, fabricated or Intentionally      

                             registered then administrative action shall be taken against the complainant under the HR po licy manual.If the complainant encounter any    

                                                       professiona,l personal or any other loss for submitt ing a complaint, according to the Complani t and Response M echanism (CRM} policy, S/he too   

              could infor m or write the matter to the Executive Director or Executive Board for a remedy.After leaving this organization, if astaff feelss/he   

                           has been avictim professionally or otherwise for submitting a complaint related to Sexual Exploitation and Abuse (SEA}, according to    

              Complaint and Response Mechanism (CRM} policy, s/he 100 could inform or write thematter to the Executive Director or Executive Board for   

                   a remedy.But it must be done before his/her settlement of final payment. If the person is a program participant, member or stakeholder, s/he      

                   should do it within 15 days of his/her victimization. 

 

16. Dress and Cleaning Policy 

 

 Every staff has to wear elegant, comfortable and cultured dress as your dress evaluate where you work and your organization as 

well. 

a. It is better to not wearing glossy,morecolorful dress, 

b. Is the dress sustainable, appropriate for wearing in office and is the dresspresent you perfectly, these should 

consider duringpurchasni g, 

c. You have to present wearing dress as your subordinate colleagues thi nk you leader. 

d. When you participate in a meeting outside, you have to wear clean, cultured and tidy dress so I hat others people 

consider you and GUS positive. You have to wearing full sleeve shirt with in-mode especially when you 

participate in a meeting at DC Office UNO and other government and non­ government offices. 

 It is forbidden to wear looseT-shirt and Jerkin in offi ce. This is also forbidden to come office the dress usually you 

wear in residence even not for Sumitl meeting. 

 Those who are staying in office residence, willhave 3 set of shirts, pants and under wears. Excess 

dress increase the expense andconsume more time for cleaning. 

 Types/nature of dress: 

c. Wearing good quality of sweater, muffler andcap during winter season. Because work speedcould be down if the 

wearing dress cannot prevent you from cold. 

d. Female staffcan wear Salower Kamij or Sarri. But Salower Kamijis better than Sarrl for field work. 

 

16.1 Male staff can wear shoes or sandal having belt back side and cover front side. Besides, they can wear keds but 

using sponge sandel is prohibited in office. 

 Female staffcan use flat or 1 to 1.15 inches heel (bottom of sandel willbeplane/flat). But using high 

heel is prohibited. 

 Care of dress and shoes: 

a. The dresses must be ironed as needed, this is prohibited to wear crumpled dress in office. 

b. Clean regularly of using dresses, shoes and socks.Ink shoes twice in a month. 

c. Each dress you cannot be used not more than two consecutivedays. 
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              17. Security M anagement Policy and Neutral to Party Politics 

 

17.1Objectives 

 To ensure security of all offices, assets and for the staff. 

 Staff can be free from all sorts of political engagement. 

 

17.2 Office Security 

 

17.2.1 

 

 

17.2.2 

 

 

17.2.3 

 

17.2.4 

 

 

17.2.S 

 

17.2.6 

 

 

17.2.7 

17.2.8 

 

17.2.9 

Without official purpose no visitor can be entered at office. Any strangeror any member of any organization are 

strongly prohibited to enter the office along with the belongings like luggage,any bags, carton box etc. 

In case of emergency purpose, the relatives or friends of any staff is allowed to visit office subject to the proper needs 

and justifications. In that case, the visitors' belongings have to be checked before entering the office and has to be taken 

prior permission with positive approach for its checking. 

Before leaving of fice, everybody hasto be ensured switchingoff all electronic devices like light, fan, computer, air condition, 

etc properly. 

Before leaving the office, the last person/staff of the office willmake sure that the door and windows of all rooms are 

properly closed and locked and also ensure the security of the vehicleslike four wheel cars, motorcycle, bi-cycle and 

others. 

A per financial policy, two persons of the organization willgo jointly to the bank for withdrawing large quantity of 

money. 

All offices willbeensured the updated (non-expired)fire extinguisher machine. There will be two kinds of machine 

for puttingout fire,one is for general fireand other one for electric shirt circuit fire. Every staff has to be well aware 

about the usage of the fire extinguishermachine. 

All offices willbeensured fixing CC camera for its safety and security. 

Emergency phone no of police station and fire brigade off ice will be hanged at notice boardof every 

office. 

If any accident is happened due the lack of responsibilities of the security guard, then he/she willbe responsilbe for 

bearing the cost of all the losses anddamages. 

 

 Staff Security: 

 It is mandatory to wear helmet both rider and pillion for riding motorcycle. Without valid driving license it is 

prohibited to ride motorcycle. If any staff drives motorcycle without valid drivinglicense and hereby fallon police 

case then the driver will be responsible for this and office willnot take any responsibility in this regard. The 

maximum speed limit of themotorcycle will be40km/hr. 

  

               17.3.3 

 

17.3.4 

 

17.3.5 

 

 

17.3.6 

 

 

17.3.7 

 

17.3.8 

In respect of driving jeep/car/micro bus, the driver must be used seat belt during driving. He/she have valid driving 

license. The maximum speed li mi t of the Jeep/ car/micro bus willbe60km/hr. The driver cannot speak or use mobile 

phone during driving. 

If any staff falls in a saviorssickness or accident then instantly he/she has to be taken to the hospital or clinic and has 

to be arranged an effective treatment for the patient and later on would be informed the office chief. 

In caseof taking fire at o ffice, it is mandatory to leave the office Immediately. Duringemergency leaving no one 

should try to take the personal belongings 

Before starting the travel, the concern staff will pre-inform the name and nature of transport to the respective 

supervisor even after arrival at the place/area. Pre-informationabout the weather condition has to be taken before 

starting the ferry (launch) journey during rainy season 

Do not run here and there during the time of earth quake. Take shelter under or beside the great beam of the building. 

Everybody has to be followed the govt.instructions or pr-e cautions 

during earth quake 

Female staff ca not be trave lled alone by bus, micro-bus, auto & CNG taxi etc.it is applicable for filed level staff 

All the time every staff must keep official ID card among with them 
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 Security of Foreign Guests: 

 If any foreign guest visit Bangladesh as a guest of GUS then GUS will ensure all sorts of security with a cooperation 

of the guest. 

 GUS willprovide an IDcard to the guest and will also brief him/her about the security policy. 

 A written Declaration of Commitment (DoC) has to be collected from the foreign guest(s) that he/she/they 

will not door engage any Illegal at1lvities accordnig to Bangladesh law and if it does then GUS will not take any 

responsibility of this even also not be liable for this. 

 

 Security of Property and Assets of Organization: 

1 7.5.l  The concern staff/user will ensure the safe-security of the devices or materials which willbegiven by the office for 

official use. If the devises or materials is hereby lost or theft then office willnot take its responsibility and the cost 

willbecovered by the concern staff. 

17.S.2         Office willnot provide any security of the personal belongings of any staff and guests. The concern staff or guest 

willhave to ensure the security especially for valuable materials and devices. 

 

 To be aware fromTerrorism 

 It has to be kept distanceand avoid those person(s) who does promote terrorism in the name of religion. 

 For every staff it Is mandatory to inform the Assistant Director-Admin & SR and a(so to the Executive Director if s/he 

founds someone is engagedor about to engage wit h the act ivity of terrorism and other Illegal activities. 

 

 To free from Party politics: 

 It has to be attentive and updated about the country andInternational politics. 

17 . 7.2 It is mandatory for not to engage directly with the party politics and any political activities by any 

17 .7.3 staff. Apart from keeping away from the politics, no one willbeengaged with any political conflict for any election 

and its activities. 

 

18.Social Media Using Policy 

 

 General Topics /  Announcements: With the spread of information and communication technology, the use 

and organizational levels. In Bangladesh,80%of internet users are reported to use social medi a. At  the same time, i t 

hasbeen observed that most of the employees or GUS are using this social media and at various times and they are 

posting or publishing information about different activities. In this context, it become import ant to formulate a 

policy to ensure the proper use of social media among the employees of the organization. 

 Definition 

There is some websites or mobile application using which we exchange inform action. Internet connection is needed to use all 

or these websites. Usually these websites or applications are called social media. 

Mentionable social media are: Facebook, Twitter, Skype, Vibes etc. 

 

 Objectives 

a. Ensuring effective use in organization 

b. Defining dos and don'ts in social media for employees 

c. Ensuring required security and confidentiality in social media 

 

            GUS  position on Social Media 

 GUS be lives that the use of social media is a personal matter for an employee. However, its publicity, 

especially on Facebook and Twitter, has had a huge impact on the public. For that reason, any posting may cause 

the organization to suffer. But since the GUS believes in continuous human resources development and regularly 

investing money, talent and labor on it, so GUS considers it 

import ant to advise its employees on the good and the bad. That is why GUS discourages the use of social 

media by damaging the personal, family and professional lives of its employees, especially Facebook. 
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        Pros and cons of Social Media 

Pros Cons 

a. Helps to keep in touch with relatives & 

friends 

b. GUS regularly conducts various awareness 

campaigns and advocacy activities. An employee 

of GUS can spread those values through social 

media. 

c. These mediums can play a helping role in the l 

earning on various subjects. 

a. Use of social media often becomes an addiction, becomes 

hard to abstain from it. Someone become obsessive with 

being populist. 

b. Tendency to raise thyself, propagate self-publicity 

starts. Then people forget about the time requirements 

for their personal/ professional and family 

development. 

c. Wastes work and rest time 

d. Creates risk of engaging in various immoral, unsafe, 

extremism. 

e. Decreases time spending time with family members. 

 GUS  believes that healthy person should divide his/her a 24 hours day as 8 hours of work, 8 hours or rest and left 8hours for 

family, recreation & developing self-knowledgebase. name also should be allotted for sociality. But it should be 

remembered that Internet based communication medium is not only one medium for communication, rather than face-

to-face conversation has the most important contribution in strengthening the relationship. If first or second supervisor 

of any employee sends fiend request in social media must be accepted. 

18.8 Do and don't as an employee of GUS 

 

Dos Don'ts 

a. Publish activities of 

organization with 

photos 

b. Communicate & idea 

sharing 

C.     Bring up social issues/ 

problems 

d. Promoting public 

awareness 

e. Changing password 

every month 

a. f. Know and 
maintain risk& 
security issues of 
social media use. 

a. No Face book using in office time 

b. Can' t be involved in a debate on a political facts, religious or ethnic group cultures. 

C. Nothing can be posted which goes against values, rules of organization. 

d. No subject or image can be published that hurts the religious sentiments or a 

community. 

e. No religious propaganda can be written or published. 

f. No political ideals, images or propaganda can be written or published. 

g. Nothing can be written or published that offends marginalized population. 

h. No gender discriminative or controversial content can be published. 

I. Nothing that can cause public discontent or unpleasant attitude can be published. 

j. No complaint or Indignation can be made against the organization or the 

management in social media. The organization has an international quality policy to deal 

with such complaints. 

k. No confidential information of the Company may be disclosed through social 

media. GUS Rokon information disclosure policy for publishing information . 

I. An employee cannot have more than one Facebook account 

m. If supervisor of any employee sends friend request in social media must be accepted and no 

colleague can be ungrounded in facebook. 

n. Official activities/ programs/ campaign ns can be posted during office hours but not more 

than one. Since this post will be  considered as the public post of the organization, one 

should be careful about it s language, pictures etc. Can consult with senior off icers should 

be if necessary. 

0.  One should' t spread Personal anger/ outrage/ hate should' t spread through social media. 

p. The restrictions imposed under the Government's Digital Security Act, 

2018will a
.
lso be covered. 
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                       Ensuring security is important 

Our accounts in Facebook or other medium can be hacked easily. Others can lakecontro l of our account with different tactics. 

Others can run dangerous or embarrassing g propaganda from our account by taking control   of our account. As a result, we can 

be in danger. In this case the following things must be considered by the GUS staff on an urgent basis: 

a. Should get a good idea about the security of facebook or any other media. 

b. Passwords must be changed regularly, this password cannot be given to anyone. 

c. You concept most anyone everything on Facebook, who can see your posts Facebook,who can write 

                         in your wall or who can tagyou with their post.Learning them, one must take action accordingly. 

d. linksprovidedby strangers or strange links should not be clicked. 

e. No stranger or unfai thful (whose behavior and character or detailsis completely unknown} shouldn't befriended. 

f. Computer & mobile antivirus should be updated regularly. 

 

                Circum ference of this policy 

a. This policy applies equally to all permanent, temporary, contractual, voluntary, unpaid employees of the GUS 

b. The company willnot beresponisble for any posts, comments or anything else on social media. 

c. If an employee violates this policy, disciplinary actions can be taken against him/her by the management 

 

         19. Information Disclosure Policy: 

a. GUS is to keep Information open to everyone and to provide information according to the Right to Information Act 

2009 

b.  The purpose of this policy is to Inform the beneficiaries of the organization, employees and the parties concerned to 

disclose the information of the organization. In order to publish information, provide 

information and get information, this policy will be helpful for all parties.Implementing the information disclosure policy 

means to follow the principles and standards of the HAP in compliance with the " Right to Information Act 2009 " and 

accountability . 

c.  Priority of policy: This policy will be prominently if any policies of the organization are contrary to the principles of 

this policy. Again, if there is any contradiction between " Right to Information Act 2009" with that policy, then the Right 

to Information Act 2009 willbeapplicable. 

d.  Anyone can apply to get  this information through any kind of media as oral, written, visiting or discussion with anyone of 

organization. Within 7 working days information will provide through which he/she want it. If with the required 

information there has fink with third party, then it will take 30 working days to provide the Information. For this, if need 

any expenditure, the person will carry the expenditure who want the information. The authority of GUS will fix the 

expenditure rate. Authority will let them know the fixed rate of expenditure, information providing time within 3 days. 

e.  Willingly published all type of information will have opened to all in website of www.gus.org.bd and in all offices. 

Those are: background of organization, statutory documents ( NGOAB, BIN and TIN and others ),aim of organization, 

structure of organization, worker and e-mail of Trusty Board member, Telephone number, explanation active structure, 

development plan in project area, under implement project proposal, contract deed, budget and yearly working plan, process 

of beneficiary selection and classification, advancement 

report against working plan, training calendar, content of meetings, meeting report, circular, economic 

report, publication Audit report, policy of complain management, policy of information publication, Human resources 

management policy, salary structure and advantages, account and observe policy, micro credit policy, operation manual, 

yearly report and the number and list of beneficiaries. 

f.  But the under trailer the personal information of worker willprovideonly to state if they want. Interview of worker 

andvisit activity related issues if It's notbeing"official" then the organization ls· not bound to provide those information . 

Information of member or third party which has been preserved in the 

organization, then the organization is not bound to provide those information to any one if the member or third party does not 

permit. 

g. The branch office, project office and regional offices will act as the Information unit and the office chief /he will also be the 

information officer of that office. Or information can be found and available directly to the 

Chief Information Officer of the Head Office. If any employee lingers to give information or not, then they will 

face disciplinary measures. 
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h. Each registering unit will have one register open so that a record of the information and information provided will be 

reserved and the head of the concerned office will send a monthly report directly to the Chief Information Officer. The 

Chief Information Officer will create an integrated data report for the organization and publish the report as self-

proclaimed information. 

i. If any discrepancy occurs at any stage, anyone who directs the Chief Information Officer/ Deputy Director 

Admin & SR 

 

20 . Green Policy 

 

 Objectives of Green Policy 

 

a. GUS believes in sustainable development. From this believe, this policy has been developed to reduce carbon footprint in 

the atmosphere. 

b. To reduce expenses through probable recycling system and utilization of resources at every level. 

c. To foster sustainable and environment friendly thought in all staff. 

 Conveyance/Communication 

a. All travelling will be economy for all staff of organization. 

b. To walk on foot task should complete without using any vehicle in Kurigram District. No fuel depended vehicle cannot be 

used wi thin 3 K.M at branch level. But it is not applicable in the case of banking. 

c. To organize meeting/ training In a venue where participants are more. 

 Accommodation 

a. We must use environment friendly hotel/guest house in case of staying outside at night. 

 Report/Circular sprinting 

a. No documents will not be printed without budget, administrative measures, donor report, salary sheet, bank transfer letter, 

external audit report and group (Shomity) collection sheet. Taking written approval from Director, if any other documents 

need to be printed. 

b. Official circular, policies, manuals (Electronic copy) will be preserved in the Desktop computer, laptop, pen drive etc. 

Besides that aforesaid document will be in GUS Website. 

c. All photocopy and printing will print both sides. 

d. Wri ting font size will be 11. For organization, English font will be Calibri and Bangla font will be RI nky M J. Single Line Space 

has to be used everywhere. Writing margin will be O.S at the page top, down, right and left. As per recommendation of donor, 

font size and margin has to be maintained. 

20.S Electricity gas and water savings 

a. Light should not keep on unnecessary in room . 

b. During out of room, fan, light, air condition’s switch should be off and must stop unnecessary use. 

c. Without necessity, printer, photocopier, desktop computer, laptop and ICTequipment have to be switched o ff. 

d. After using bathroom, light has to be switched off. It is being encouraged not to use electricity if light is available in the 

bathroom. 

e. Air condition has not be used from October to March and In rainy season. 

r. Gas stove has not be on unnecessary In kitchen room . 

g. . During generator connection, no more than one light could be used 

h. Water tap should be used ln necessary and stop it properly 

i. Car engine must be stopped during traffic jam and signal. 

j. It is being encouraged to use lift or escalator during overtop but stair should be used during get down. 

 Recycling 

a. Opposite page of using paper has to be used on drafting. 

b. Opposite page of upper has to be used on printing. 

                        Instruction will bestow candidate o write both side in page during written examination.  
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c. Any kind of wastage of office and kitchen room, using bottle, cane, packet, pen etc must be kept in bin. 

d. Fertilizer can be made through paper burning and other wastage like leaves. 

 

        Other Conditions 

a. No use of plastic bottle in office. 

b. Nobody carry and use poly begin office premise. It is being encouraged to use cloth and Jute bag during shopping. 

c. Every staff will use personal glass, plate. She/he will ensure cleaning these by own. 

d. II is being encouraged 10 use local product. Abstain from purchasing excess food or product. Use Chemical and pesticide free 

(Organic) food and abstain from wastage food. 

 

 

21. Whistle Blowing Policy 

 

       Objectives 

a. To build a good organization and this responsibility is not only down to the management or individual but also everyone. 

b. To develop employees with good ethics. 

c. The organization is not only responsible to uphold everyone's rights but also the employee. 

d. We should not only take our responsibility but also the organization. 

e. The employee should not be individualistic rat her pluralistic and will always believe in the principle, "Do the wellbeing for 

everybody, this will also bring wellbeing for you." This principle is applicable to all offices and groups. 

                  This policy shall only be applicable at the time when any incident happens or would be happened. Any whistle blowing 

statement shall not be accepted or responded if any employee says it after leaving the organization or says it in other 

branch offices. 

             This policy shall also be applicable to all in the office even i f the whistle blower might not have working relation with the 

person. 

21.1 If i t is found any employee doing the following things or about to do any suspicious things then the whistle blower shall 

inform directly to the Deputy Director-A&SR, AD-GT & CR, Director or the Executive Director using any suitable channel- 

a. If an employee does anything or about to do any suspicious activity that is against the organizational policy or hampers the 

organizational status or violate the zero-tolerance policy and perform anti -state andante-social activity as well. 

b. If an employee visits to other colleagues or stakeholders home regularly or engages in private or unethical relationship or 

builds extra-marital affairs or does any immoral activity. 

c. Does activity against the organizational policy. 

d. Does damage to office property or embezzlement of property. 

 

 If it is proved, an employee/ employee who was/were with the same employee/ group/of(ice and did not blow the whistle 

on the above-mentioned issues, the management shall consider, he/she/they knew but did not perform their duty. 

Disciplinary action will be taken for all In this regard. 

 

            Protection and confidentiality 

 Here it is noted that the organization shall ensure full protection of the complainant By no means the name of the 

complainant shall be disclosed but could do it only taking the approval from the complainant. While discuss, never 

squeeze the complainant in a way that pretend to defame or harass him/ her. If any complaint is proved false, 

fabricated or intentionally registered then administrative action shall be taken against the complainant under the HR 

Policy Manual 2019. 
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 If the complainant encounter any professional personal or any other loss for submitting a complaint, according to the 

Complaint and Response Mechanism (CRM) policy, s/he too could inform or write the matter to the Executive Director 

or Executive Board for a remedy. 

 After leaving this organization, if a staff feels s/he has been a victim professionally or otherwise for 

submitting a complaint related to Sexual Exploitation and Abuse (SEA), according to Complaint and Response Mechanism (CRM 

} policy, s/he too could inform or write the matter to the Executive Director or Executive Board for a remedy. But it must 

be done before his/her settlement of final payment. If the person is a program participant, member or stakeholder, s/he 

should do it within15 days of his/ her victimization. 

 

22. Policy on Personal Information Security Definition 

               In this policy 'Personal Information' will refer to the information of the member beneficiaries, employees, partners and other                   

              stakeholders  that is submitted to GUS through different forms, agreements, email or any other way during program or project   

              implementation, service delivery or other purpose and that is preserved by GUS in pri nted or electronic files or in other format. 

 

   Scope of Personal Information 

                Personal information is basically the Information by which an individual could be identified. This include: 

a. Name, address, phone number; 

b. Information about land and property, bank account, job or business Information i.e. salary, designation, income, tax 

Identification number, tax information; 

c. Photos 

d. Citizenship information i.e. National ID number, birth registration number, passport ; 

e. Political identity; 

f. Physical and health information i.e. age, height, blood group, description of diseases; 

g. Family information i.e. names of father, mother, children, guardian and their information; 

h. Education information; 

i. Digital information including email address, location data, IP address, any digital account ID and password; 

j. Any other information which is collected by form fill-up or during any service delivery, verbal or written ; and original 

and copies of them. 

 

       Information which are not used to identify an individual will not be considered as personal Information. For example, registration number of      

       business identity, web site address statistics of an area where Individuals are included. 

 

          Security of personal information 

Security of personal information will refer to taking initiatives to provide protection of the personal information from its careless or 

intentional use that could cause any financial or social damage of that individual. 

 

 Object.ive of this policy • 

a. To ensure the highest security of the personal information preserved at all branch, regional and principal office of the 

organization. 

b. To establish this security of personal information as a recognized human right and to practice it in the organization. 

c. To Inform all concerned through this policy that GUS is committed to ensure security of personal information. 

 

          Method of developing this policy 

                 The definition and scope is derived from analyzing-different national and international laws and practices. Member participants               

                           and steamed from different level of the organization are directly consulted with about the existing and potential harms of the   

                 Insecurity of the personal information. The types of personal information are identified and enlisted here. 
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                    Principal Pol icy 

              Cabinets or shelves with lock will bemused to preserve the printed copies of the personal information files while the digital 

information willbekept in computers or tabs with password.sPasswords and keys of the locks will be preserved by the office In 

charge and no outsider will have any access to those keys. GUS will establish facilities for long-term preservation of the printed 

copies of information. For example, facilities to keep the documents free from rats or insects and moist. For the digital copies 

the computers should be kept virus free and a copy will be preserved in an external drive for long term preservation 

Personal Information or any part of It will not be handed over to anyone except the owner. With the proper permission of  the 

owner a nominated person might have been given only the expected part of the information with a condition of its safe 

return to GUS office within a timeframe. In the case of minors, permission from their authorized guardians willbeneeded 

Personal information might have to be handed over to any designated authority by the order of the law enforcing agency or 

the court . In that case, GUS will inform the owner of the information beforehand. GUS will try to is not involved. Example 

organize the handover in presence of  the owner and not to provide information of other persons who: Not to handover everyone's 

information to a designated authority when only one person's Informant ion is asked for.  

 22.6 .5 GUS will betake necessary actions to ensure the personal information protection by complying with the applicable legislation 

of Bangladesh and wlll Inform the person prior to providing the information. GUS will also Inform the owner of the 

information that it is his/her right and GUS is committed to protect it. or member Personal Information will notbeincludedIn 

the organization’s Information Disclosure Pulley. That means, information disclosure will not mean disclosing the personal 

information. However, if it is necessary to disclose any personal information, GUS will disclose this through the appropriate 

authority. In this case the owner of the information will be notified and will basked to present in person. The HR 

department of the organization will be able to see and examine the personal file of the staff -participant for the 

operational purpose. Prior approval of the Executive Director or the Director in the absence of ED willbeneeded if other 

departments of the organization need access to personal information . In that case the owner of the information will be notified. 

              External organization (e.g. Audit farm) will beagle to access to the personal file for audit or regulatory purpose. However, 

they will not be allowed to copy any information without prior approval of the authority. Executive Director will be able to 

approve this after notifying the owner of the information The owner of the information will be able to access to his/her file 

and will be able to copy it at any time. S/he won't need any prior approval for this. S/he will be able to receive any of 

his/her own information by communicating with the in-charge of the office where his/her information is preserved. 

However, s/he o submit an undertaking that GUS will not  be responsible for protecting the information will need the approval 

of the designated person of the ifs/he wants to take the entire file away and s/he will  need any more once it is takeaway.            

GUS will take necessary action according to the HR policy if any staff or member-participant violates this policy. GUS wi ll go to 

law enforcing agency if it is violated by any outs der. 

 

23. Steps for team building and its dynamics 

 

a. No disrespect or humiliation any staff in front of others. 

b. Each team leader will conduct meeting with the team members and identifying problems and their 

c. Appraising if anybody can show his/her working competency in person. If it is openly then its effect can influence 

other staff negatively. On the other hand, team leader will not scold him/he r in person and It Is the duty of team 

leader 10 keep the dignity of all staff. 

d. Observing the improvement of staff after giving input and if the Improvement is not satisfactory then team leader 

will warn him/ her and for further Improvement the date line will be set. 

e. No any misbehave with staff before end of day, week end or any long leave so that his/her leave can be enjoyable to 

him/ her. 

f. Team leader will take information of all stall about his/her personal problems, physical and mental problem any 

family problems. If these will exist then the team leader will help them for solution. 

g. Cannot be stopped any one ifs/he will want 10 communicate with the Principal Office. 

h. If any problems with the staff then s/he firstly will inform his/her l" supervisor and then 2"" supervisor. 

I. Keeping in mind that, after a meeting the all the staff are delight f ul and motivated for re-energizing. 

j. To get two positive and negative points for programs and management, feedback will be taken through open 

secret method. Team leader will observe all things neutrally and giving priority to the organizational interest. 

k. II will be kept in mind that anybody can Inform anything to management but management will take the policy 

that "Open/Cross Communication but Line Decision" . If it is necessary to take decision by any supervisor thens/he 

will convince the line managers. 
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I. Any gift with an equivalent to BOT 2,500 .00 (Two thousand Five hundred) can be given for any family (marriage of 

staff or his/her son/daughter). This amount can be paid thro ugh cash. 

m. A crest made by organization will be given if job duration of any staff in the organization will be more than five 

years. Keeping in mind at the moment of giving crest that/ he was efficient in his/her job, sincere and committed to 

the organization. After primarily selected, it will be needed to take approval from Director or Executive Director 

for giving the crest. 

               24. Conditions of duty 

    Working hours and weekly leave 

                  a. Office time and Weekly holiday 

 

SI Office name Office time Weekend 

1 Branch Office 0800-1600 Friday and Saturday 

2 Kurigram GUS Training 

Centre or  any Project Implementation Unit 

0900-1700 Do 

3 UROC 0830-1630 Friday 

4 Principal l Office 0900-1700 Friday and Saturday 

b Lunch break willbefrom1300 to i400hours. 

c. If necessary without hampering the family affairs the staff can have to work for extra time. In this case 1st supervisor 

may arrange the compensation leave and this leave will not be deducted from the annual leave. 

      Working hours for support staff 

      a.  42 hours In every week 

                       b. Cleaner each roster 8 hours and three times changed in a day 

b. Driver As per management decision. 

c. If necessary without hampering the family affairs the staff can have to work for extra time. In this case 1" 

supervisor may arrange the compensation leave and this will leave will not be deducted from annual leave. 

Common Service Organizer will enjoy one week leave after every two months but this leave will not be 

deducted from annual leave. 

 Working hours in Ramadan 

The working hours of Ramadan will be settled by the management decision. 

             Security and Administrative Rules (If those are not followed then It will be treated as misconduct.) 

a. All the GUS office shave to be free from the betel-nut and betel leaf, aromatic tobacco, smoking, soft and hard 

drinks free zones. Nobody can smoke with in the office of the organization. 

b. No employee of the organization can play gambling or playing cards. 

c. Every staff must use helmet when s/he will drive motorbike. 2•• m an sitting on the running motorbike 

will also use helmet. During he use of jeep or micro the driver and passenger(s) will also use the seatbelt. The 

driver cannot talk through mobile phone during driving. 

d. Any unauthorized person will not be allowed at motorbike or jeep or micro as passenger Beside s, any 

male staff cannot take with any female staff and any female staff cannot take any male staff during riding motor bike. 

e. All the sector heads will ensure cleanliness of his/her and colleagues' working place and desks as per the GUS Filing 

Policy. 

f. All staff of GUS will wear elegant and acceptable dress. 

g. All the sector heads or office chief will ensure the papers preservation of his/her colleagues. 

h. Without any written approval of GUS management, nobody can use official asset personally. 

i. I f failing of date tine 

j. Deceiving others 

k. Opinion  build up against any decision(s) of the o organization 

I. Reading newspaper and using social media during office time 

m. Drafting of any staff by other staff 

n. Not submitting the declaration of conflict of interest related to relative(s) 

o. Not taking Tiffin in 11 am (if staying in office) and lunch will not be taken in office dining 

p. Organizing any farewell event when any project closes or any staff leaves the organization  

q. I f BMI is not at the standard level 

r. Not disconnecting the phone or intercom after two subsequent ringing 
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24. Organizational Structure, Salary, All owances, Benefits and leave 

 

                 Organizational Structure 

 
The organizational structure is changeable on the basis of duty and mobility. Human resources can be changed 

keeping the basic organizational structure for work plan to implement every year. Basically It depends on two 

aspects firstly type of work and 2ndly availability of the human resource. 

 

             Salary structure and determination of other benefits 

a. For the interest of the organizational development a specific salary structure will be defined. This structure 

will be changeable The salary structure will be reviewed time to time and on the basis of necessity and 

this reviewed structure will have to be approved by the Board of Trustee. 

b. Apart from the change of salary structure the staff will be under yearly increment process. 

c .  One day salary will be calculated gross monthly salary dividing by the number of days of respective 

month . 

d. Increment will be effective from the joining date or promotion date. 

e. No advance salary will be paid. 

 

 Festival Bonus, Gratuity, Provident Fund, Medical Allowance, Accidental Allowance, Child Care Taking allowance and 

Travelling allowance 

 

 .1 Festi val Bonus 

 

a. All regular staff willbeentitled100%of basic salary as festival bonus. During probationary period, festival 

bonus will be calculated on the basis of working days. Before 10 days of occasion, festival bonus will be given 

as one installment but Muslim staff will get 2 basics in two EIDs. 

b. In case contractual staff/project staff will be entitled the festival bonus subjects to the availability 

ln the project budget. 

 

 Gratuity 

 

a. The Gratuity calculation of all regular staff wiIl be done as per allow in table: 

 

 

 

 

 

 

 

 

 

 

a.            Every regular staff will get gratuity ifs/he leaves the organization . But if the job duration in the  

                                  organization will not be three years. Duration will be calculated from the joining date. 

b. In case of project staff, the calculation will be done on the basis of accumulated amount in 

each project. For these staff the above clause {b) will not be applicable. But before three years' job thens/he 

will not be entitled of the fund. 

c. Dismissed staff or if any staff will breach the agreement with the organization then the gratuity 

will not been titled. 

d. No loan will be entitled from this fund. 

e. In case of the staff who took gratuity fund already then their taken amount of gratuity will be adjusted with 

the received amount. Service life will be minimum 15 years. 

                Provident Fund 

a. The provident fund is an independent contributory fund. This fund will be led by a Board of Trustee. This trustee will 

be responsible for taking all the decisions related to fund. 

b. All the regular and confirmed staff willbeconsidered as the member of provident fund and from them 10% of basic salary 

will be deducted for depositing In provident fund and on the other hand organization will contribute 10% to this fund in 

favor of respective staff. 
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Job duration Gratuity calculation 

1. If the staff will eave the 

organization before three years 

1. No entitlement of gratuity 

2. I f any staff will leave by above 
three years and up to five years 

2. 1.5 basics of last salary with 

multiplying with the Job duration 

3. If any staff will leave by above five 

years and up to fifteen years 

3. 2 basics of last salary their 

multiplying with the job duration 

4. If any staff will leave by above 

fifteen vears 

4. 3 basi csof last salary t hrough 

mult iolving with thejobduration 

 



c. If any staff will leave the organization or will be separated thens/he will get the own and organizational portion. In 

this case, job duration will be 3years or more than 3 years GUS. 

d. If any staff w' be dismissed or will leave the organization before three years then s/he will only be entitled the own ar time 

duration will be based on the date of confirmation If any staff will breach the agreement with the organization then the 

organizational part will be forfeited. 

e. There will be a separate provident fund policy. 

f. After end of the year on the basis of annual audit report the profit will be distributed proportionately to all the 

members. 

g. The provident fund will not be entitled for contractual staff 

h. Loan from Provident Fund 

Any member of the fund may apply in prescribed format to the board for getting loan for the purpose of medical cost, land 

purchase, house building or repairing, education support for children and marriage of daughter. The member can be able to be 

entitled for loan the amount of 50%asper the balance of last month. Forgetting more than 50% it will be taken approval from 

the Executive Director. But all the loans will be approved by Executive Director. 

 

                   Medical All owances and accidental allowances 

 

f. The medical allowance willbeapplicable for own family. Here, family means husband/wife and children. The 

duration of entitlement will be calculated from January to December for each year. 

g. According to the position the medical allowance will be applicable as per following table: 

SI Position Med ical Facility (BOT) 

(For each year) 

1 Common Service organizer 5000 

2 Credit and Development Officer/Program 

Onzanizer/Paramedics 

6S00 

3 Assistant Manager/ Branch Accountant 6500 

4 Manager/Branch Manager 8000 

s Assistant Coordinator/Area Manager 10000 

6 Coordinator/RPC 15000 

7 Senior Coordinator 20000 

8 Head 25000 

9 Assistant Director 30000 

10 Deputy Director 35000 

11 Director 40000 

12 Executive Director 50000 

 

h. Any committee members or any staff can not recommend rather this amount. But the Executive Director can approve more 

amounts exceeding the entitled amount. 

i. The entitlement of allowance will not be same. In that case, the entitlement of the Common Service Organi zer, Credit 

and Development Officer above positions will be following: 

d. l (1) No medical allowance up to 6 month of job duration 

(2) 75% of entitlement with the Job duration of 6·12 months 

(3) Job duration more than 1 year, entitlement will be 100%. 

d. 2 The positions above Credit and Development Officer are recruited directly, then they will not be entitled themediical 

allowance before three years of job duration in the organization. After three years the staff can claim for 100% allowance.

 • 

j. The project staff will not be under this policy if there will be no budget In the project. 

f,  The photocopy of prescription and original copies of all invoices will be submitted. No bill is allowed in the raw papers. I 

f committee has the doubt in any invoice or the staff cannot give satisfactory answer then committee can deduct the 

claimed amount. 

g. Medical allowance will  be entitlement any kind of treatment or operation except the be ratification of body, face 
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h. If anybody sufferers from any no-n curable disease within one year of joining then s/he will not be entitled 

medical allowance. 

i. To settle the medical bills, there willed committee (comprising head to upper level), which will approve the medical bill. 

The committee will be reportable to the Director. The committee will check the bill and will arrange from payment. 

The staff will receive the allowance from that office in which his salary is paid. Every two years the committee will be 

changed and the Director will form the committee. 

J. The Branch accountant will verify the bills with signature and the through recommendation of respective 

supervisor the bills will be sent to the committee. If committee will need to check then they will do it and then the 

committee will approve the bills. 

k. Medicines for live saving and prolonged disease {like blood pressure, diabetics and asthma or breathing problems)will be 

received on by the staff but not other family members. In this case, the staff can take medicine with a one prescription 

for six months and after six months there will be necessary to visit doctor again. 

I. After checking by committee if there will be any discrepancy, then the bill receiver will return back 50% of received 

bill  and 25% of each 'checked by' and 'recommended by' professional 

m. The all bills for Principal Office staff will be checked and approved by committee. The Director will approve the 

bills of committee members. 

n. An amount of advance can be taken for serious operation within the entitlement subjects to the approval from Director. 

But no advance will be approved for treatment other diseases. 

o. The committee will register the bills record just after receiving. By 15 days of receiving the committee will resolve 

the claims. The bills of current year can be claimed by January of next year. After that no bill will be received for 

previous year. 

p. The committee will submit an analytical medical support report to the Director and they will also discuss in a meeting 

about the report. 

q. All the costs of medical support for on-duty accident will be beard by the organization. In this case director will 

approved for taking advance. 

r. A member of committee will keep record of medical support by staff in anxi sheet through a prescribed format. 

 

 Accident/ Death Allowance 

a. If any staff will lose the working ability through an accident thens/he can be entitled 5 year basic of last pay scale 

along with other admissible facilities. 

b. Due to normal death during the job, s/he can be entitled 5 year basic of last pay scale along with other admissible 

facilities. 

c. Any death by accident or by any person thens/he can be entitled 10 year basic of last pay scale along with other 

admissible facilities. 

 

               Child care taking allowance 

a. This allowance will be entitled only for widow or widower so that by this allowance a caretaker for children can 

be managed. 

b For each child Tk. 500/-per month will be allowed. At least two children and up to three years the allowance 

will  be entitled. 

c. The children must be under immunization program for getting this allowance and card will be submitted 

with application. 
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Traveling Allowance 

 Traveling allowance in the country 

  

Working area Breakfast lunch Night Condition s 

Inter district or 

out of working 

area 

200/- 350/- 350/ - - If any staff leaves the office after 8.30 

a.m. return the office before 7.00a.m. then s/he 

will not be entitlement for breakfast 

allowance. 

- If any staff leaves the office after 2.00 

p.m. return the office before 12.00 p.m. then 

s/he will not be entitlement for lunch 

allowance. 

- If any staff leaves the office after 9.00 

p.m. return the office before 7.300 p.m. 

then s/he will not be entitlement for dinner 

allowance. 

Any office of 

the 

organization 

Any staff must take food 

during staying in the office 

Office will bear food cost for guest as following rate 

Name of the office Breakfast lunch Dinner 

Branch 50/- 100/· 100/- 

Regional 

Office/CfMTC/CxMTC/Principal 

Office/PIU 

60/- 110/- 110/- 

For Principal Office 100/- 200/- 200/- 

 

b. In the case of project employee, respective employee will pay cash amount against the food cost to respective 

office and he will take amount from his/her base office through submitting food allowance (green copy) bill and 

proper approval. 

c. if senior staff (Senior Coordinator to Executive Director) of the organization entertains wit h another guest {like 

donor representative/MRA/ NGO Bureau /CDF/ other organization's officers), s/he will submit all original 

bill/vouchers including guest entertainment cost. In this cases/he will not be entitlement morning/lunch/dinner 

allowance. 

d. Food allowance will not be entitlement if organizer bears any kind of food cost for 

seminar/meeting/workshop/ training. 

e. Executive Director, Director or Deputy Director may take food along with branch staff during branch visit. Then the 

cost of food will be beard from the respective branch. 

f  Employee of branch will not be entitlement travel allowance within their base station. Branch's staff must use bi-

cycle. In the special case, management can take special arrangement and who are entitlement for motor cycle, they 

wi ll not get travel allowance in the base station. 

g. During travelling, accommodation cost will be maximum BOT. 750ashotel rent. If hotel rent above BOT. 1S00, 

approval must be taken from Director. Employee will submit original voucher ln all time. If anybody takes self-opport 

unity during traveling, then s/he will not under this facility. 

h. In the case of woman staff, i f she travels along with her baby (under age of 3 years) and caretaker, she will get 

travel, food and accommodation cost and also cost of caretaker. In this case, she will submit original bill/ 

vouchers. 

i. If woman member of EC/GC travels (member of group of the organization) along with husband/son for official 

purpose, she will get all travelling and other allowance along with her husband/son's expenditures. 

I. If any staff goes to out of base station for duty from leave or enjoy leave after duty thens/he will get 

one way facilities. 

k. Approval must be taken from Director/Executive Director for using air or micro bus. The jeep or car will follow 

its policy. 

I.            If daily allowance is equal to monthly salary or more than monthly salary or stay at outside more than 20 days in 

a month, management will re-define the decision in this regard 
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                      Allowance of outside of the country 

 

          (1).Daily food allowance (If organizer does not bear) 

a. For India and Nepal during the journey the daily allowance will be USD 25 (morning USD 5, noon and 

night USD10 respectively). 

b. Other country of South and East Asia, this allowance will be USD 35 (morning USD 5, noon  and night 

USD 15 respectively) apart from traveling cost. 

c. For Europe and America during the journey the daily allowance will be USD 50 (morning USD10, noon and 

night USD 20 respectively). 

         (2).Hotel Charge 

                                        If training or seminar is not residential, original bill must be submitted and hotel charge is as follows: 

a. In South and East Asia country, hotel charge will be maximum limit USD 60 for every night.   

b. In Europe and America, hotel charge will be maximum limit USD 200 for every night. 

 

         (3). Pocket allowance/Transit allowance: 

             If organizer bears all expenditure for training/meeting/seminar/workshop, pocket allowance/transit allowance will not                  

             Be applicable But pocket/transit allowance willbegiven as follows; 

 

c. In South and East Asia country, it will be limit USD 10 per day. 

d. In Europe and America, It will be limit USD is per d ay. 

 

        (4).local Conveyance: 

             Daily travel allowance can be charged submitting the original invoice as per planning of travel for the official and visiting the       

                 office of networking organization at locally. 

a. Travel allowance will be allowed USD 20 for traveler and for the Executive Director, it will be USD. 50 by 

the submission of actual travel bills in South and East Asia daily. 

b. Travel allowance will be allowed USD 40 for traveler and for the Executive Director, it will be USD. 80 

by the submission of actual travel bills in  Europe and America dally. 

        (5). Communication: 

              Bill can be submitted based on actual Invoices of internet and telephone bill following. 

a. In south and East Asia for one week or less than maximum limit will be USD. 10. 

b. In Europe and America for one week or less than, maximum limit will be USD. 20. 

c. Through approval from Executive Director, staff can use Rabi internet 

 

         (6).  Office will cover the cost of roaming bill subjects to the approval from Executive Director. 

                Can be continued to bear the cost of Visa, travel tax etc. from the organizer. If needed, organizer will  not bear the cost, then          

                     Written information is required from organizer 

         (8). If organizer receives any kind of cost from participant, organization will bear only the actual cost. In this case original bill will    

              be collected from organizer and submitted to office. 

         (9). Dinner or refreshment cost can be spent for network/ relation development. Organization will bear the relevant expenditure by          

            Submitting  original bill/ vouchers. 

(10). Taking approval from Executive Director is mandatory if any staff has any abroad visit for official purpose. EC Chairperson will 

approve for the overseas visit of E. executive Director 

(11). A report must be submitted within 4 days after coming from abroad. bill will not be adjusted without report. 

 

Transfer allowance 

The transfer allow nee will  be beard by the organization. In that case the vehicle will  be normal  public transport. 

In of transfer along with family then the furniture and other material transportation cost will  be allowed. In case 

of t ransfer in -Upazillas the allowance will not be entitled. 

 

 Vouche rof the expenditure 

The bill vouchersof all expenses or travel ticket (more than tk. 500/·), hotel rent invoices willbesubmitted to the 

accounts section. If any voucher will not be attached then the amount of equivalent to voucher will not 

Be claim 
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              Allowance or any facility received from other organization 

a. If any staff will represent the organization to other organization In any 

meeting/ seminar/workshop/ training etc, or provide any technical support and then if that organization will give 

any daily allowance or any kind of allowance then after coming back to the office s/he wi ll inform about the 

allowance to his/her 1" supervisor. In case of abroad journey it will also be applicable. 

b. After getting Information it will be decided how much amount will be to the staff and how much will be to the 

organizational fund. 

c. If anybody will not inform the allowance and later on if it can be Informed then double amount of money will be 

fined and the disciplinary action will be taken against the staff. 

 

            Leave 

 Annual leave 

a. As per following table the annual leave for different level of staff. 

 

SL Office 

Name 

Annual leave (Day) 

Field level 

l 

Regional level Principal 

Office Own 

Upazila 

Own 

District 

Outside 

District 

Own  Own 

I 

Outside 

Upazila District  District 

1 Branch 
office 

15 18 30 Not applicable 

2 Regional 

Office/MTCs 

Not Applicable 15 118 124 
 

3 Principal 

Office 

Not applicable 24 

b. The probationary staff will get one day annual leave per month with pay. 

C. The annual leave will be earned after completion of respective month. 

d. After end of the year maximum 10 days balance day will be carried over to the next year annual leave. 

e. 1" supervisor can approve up to 6 days annual leave. For 7·10 days annual leave it will need to take wri tten 

permission from the Assistant Director-Human Resource Management. For11 days or more than 11 days annual 

leave it will have to be approved from Director. No annual leave will be approved if leave will not be earned. The 

leave will be without pay if not any balance of earned leave. Any advance leave cannot be enjoyed. 

f. Outside divisional staff can enjoy 8 days leave with pay for each two months. Friday and Saturday will be included in 

this type of leave. But supervisor will consider before approval that this leave will be before or after two months 

of festival vacation. 

g. The supervisor through discussion with focal will approve this leave. The respective supervisor will consider either 

there will be any dollar visit or date line of donor reports. These will not be deducted from annual leave but to be 

recorded in the leave register. 

h. Principal Office staff and the staff is residing office area with family, these leave will not be applicable for them. 

I. Human Resource Management section will declare the holiday list for next year before 15 days of ending the year 

j. if any staff will enjoy leave from Thursday to Sunday then the Friday and Saturday will not be treated as leave. 

But if any staff will enjoy the leave from Sunday to Thursday then the last Friday and Saturday willbetreated as 

leave. Furthermore if any staff will enjoy leave including with public holiday then the public holiday will be 

treated as leave. But any one will not enjoy leave keeping the public holiday In the middle of the leave. The above 

rules will not be applicable for leave without pay as per clause 25.4.3 

k. If any staff reports office after 0910 hours then for each three day late one day salary will be deducted from 

the salary of same month . 

I. Before taking leave the official works will be given priority. 

m. Adjacent to public holiday or long vacation of the organization, no annual leave will be allowed and for this any 

supervisor will not put the request. 
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n. During leave or weekend if any staff will not perform the assignment given by the supervisor then that will 

be under misconduct 

o. During leave or weekend if any staff will not respond and provide information asked by the 

stakeholders then that will be under misconduct. 

 

Medical leave 

c. Per year medical leave can be earned 14 days. 

d. During the medical leave if there will be organizational holiday, public holiday and Friday then those 

will also be treated as medical leave. 

e. 1st supervisor will approve two days of medical leave and more than two day sit will need the medical 

certificate. In this  case the 1" supervisor will approve the leave. 

f. In special case Director can approve medical leave. 

g. Taking leave over phone from home: 

1) Any staff cannot take sick leave over phone from residence. 

2)  If anybody does it, 3 days salary will be deducted for 1" time and 7 days salary will be deducted 

for 2nd times or deduction of salary for total absent days. 

leave without pay 

In case of without pay no salary will  be paid but other admissible benefits will  be applicalbe. One day leave 

will be calculated as per rule mentioned previously and salary will be deducted from monthly salary. The leave 

without pay can only be approved by Director. 

Maternity leave 

a. For a regular female staff when the job duration will be one year then maternity leave for 180 days and maximum two 

times will be approved with pay. If job duration is less than one year than maternity leave will be without pay. The 

following conditions will be applicable Maternity leave will be six months. Maternity leave will be first 3 

months fully with pay and next 3 months will be only one basic and house rent equal. After 3 months of maternity 

leave, staff may attend. In this case she will get all facilities. She must submit an application in favor of Assistant 

Director-Human Resources Management along fitness certificate of doctor. 

                      An example is as follows:  

                                                           First three months: 

Grade/ step Basic House Conveyance Entertainment Communication 

 
675 

Take home 

amount  

12154 
C-5 6752   1013  

 

2•• three months 

 

Grade/step Basic House Conveyance Entertainment Communication Take home 

amount 

C-5 6752 2701 Not entitled Not entitled Not entitled 9453 

 

b. Before three months of Expected Date of Delivery (EDD} along with doctor certificate the staff will apply to Asssi 

tant Director-HRM through the recommendations of 1" supervisor and Sector Heads/Regional Program 

Coordinator/Project Coordinator. Assistant Director-HRM will approve the leave after full verification of all 

information. 

c. If applicant will be Credit and Development Officer/Program Organizer then Branch Manager will arrange her 

groups so that she needs less time for meeting conduction than other staff. More than one year job duration the staff 

will get traveling allowance for last two months @BOT 500/- subjects to the submission o f actual traveling bill 

vouchers.This allowance is applicable only two times in the job duration. 

d. Less than one year job the maternity leave will be without pay. 

e. As per the decision of staff this maternity leave will be before or after delivery. 

f. After joining to the office after maternity leave the staff will get the following benefits for feeding her child. 

(1) Every day one hour willbegiven leave for feeding her child up to two year age of child. This time will 

be approved by 1• supervisor. 

(2) An attendant will be allowed with the child during office time and for food cost of attendant 

BOT 500/ - will be approved from office. Any staff can bring her child up to the age of 48 

Months 
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(3) In case of attending meeting, workshop, training this will be applicable and in that case the actual 

cost of attendant of traveling and daily allowance will  be beard by the organization. 

Toys for BOT 2000/ - willbegiven to the child and those toys will  be under the supervision of office. 

25.4. Paternity leave 

After one year job of any male staff will enjoy six days paternity leave with pay and two times during his job 

period. If less than one year job then this leave will be without pay. This leave will be approved by respective 

1" supervisor. With this leave no any annual leave will be allowed. 

                     Education leave 

a. For regular staff after 24 months of job period, the education leave will be entitled. The 

education leave will not be applicable for contractual staff. 

b. After 24 months of job and up to 36 month the leave will be without pay. 

c. If the job duration will be more than three years then the education leave will be with pay and for two 

times this leave willbeapplicable. The staff will perform an agreement After the adjustment of annual 

leave maximum thirty days will be approved. 

d. In case of female staff three times with the duration of thirty days will be allowed for education leave. 

e. After adjustment of annual leave with education leave then any annual leave will be without leave. 

f. After enjoying the education leave If any staff will leave the organization by three years then the salary of 

total days of education leave will be returned. For this the staff will perform an agreement with the 

organization. 

g. admin and SR w i ll approve the education leave. 

a. If the examination date will be postponed then the staff can join the office and salary will be given 

from the date of joining. 

                            Forced leave 

h. For serious misconduct of staff the forced leave is allowed for the rectification and can come to office 

with fresh mind. 

i. Through the discussion with Deputy Director and other related professional, Director will approve 

the forced leave. 

j. After completion of forced leave and if the post is vacant and the staff will be assumed rectified then the 

staff will be recruited again. If these are not possible then the staff willbeseparated from the 

organization. 

k. During the forced leave no other admissible benefits from the organization  will be  allowed. 

l. After force leave, the staff will submit an application and then through recommendations from respective 

supervisor and Director, the Executive Director give the approval. 

   26.Tax 

 As per the Tax Act of Bangladesh Government the tax will be deducted at source from the staff salaryif applicable. The 

organization will deposit the tax return to the bank 

            Condition in favor of gender equity 

27,1 Rationality 

a. GUS believes that the women are behind in the professional development due to the social and cultural 

attitude. In this situation to develop gender relation the steps should be included in the Human Resource 

Management Policy. 

b. The steps are described in the different section of the Human Resource Management Poli cy but for 

easy reference it should be a separate section. 

Recruitment and Promotion 

a. During the recruitment advertisement ii should be considered that how to attract female in the recruitment. 

In the advertisement female preference will be mentioned. 

b. In case of promotion female will also be given preference. In case of female the possible development 

indicators should be given more emphasis rather than experience of female staff. 

Acknowledgement about personal matter 

Female staff of any level will be teased by other staff or if she will be exploited or if she will think that she will not get 

justice in her senior supervisor then she will place the matter to Assistant Director--GT&CR and Executive Director and In 

case of Executive Director to the EC directly or verbally or by written. 
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Condition for staff appraisal 

It is mentioned in the appraisal format that 

c. Attitude to the gender sensitivity 

d. Behavior with the female colleagues. 

 

Salient points for training inclusion 

In every training, the inclusion of female staff will be the compulsory subject. For the Inclusion of female in the 

training the following points will be considered: 

                                    Derequity will be thesis’ entificallytrue. 

                                    Gender inequity is the result of the present violent society 

                        Way out the strategies to be self-sustained in the profession. 

c. Coping up of different unfavorable situation in the working place. 

 

              27.6. Assistance to professional life 

27.6.l Taking care of children 

A female staff will  be provided BOT 500/- per month for maximum two children so that she can  keep an 

attendant for her children. The allowance will start from three months and will end by 36 months age of 

children. If any staff will join with less than three years age of children then she will get this allowance up to 

the age of three years of the child. For the proof of age the immunization card for the children will have to be 

shown. 

 

Light work during sickness 

The supervisor will give light work to female staff if she suffers from female problem. If necessary the supervisor 

will arrange public transport on the basis of availability in spite of bi-cycle or motor cycle. 

 Traveling allowance of child attendant 

If any female staff will travel outside wi th her child then she can take an attendant for her child and the actual 

cost wi ll be beard by the organization. But this allowance will not be more than the allowance of the staff. For 

the evidence of the age of the child the photocopy of vaccination card will be attached with the bill. 

 Training and continuous education 

For the professional development of female staff of all levels the Human Resource Management Section will 

prepare a plan on priority basis. During the job in the organization the female staff will get one time more 

education leave than male staff. 

 Assistance for feeding to the child 

For feeding her child the female staff will get one hour time during working period so that the work cannot be 

hampered up to 2 year of child age. The 1" supervisor will approve this facility. For getting this facility no 

traveling allowance will be provided. 

 Central committee for development of gender relation 

Through leading the senior female colleagues and ensuring all level participation a gender development 

committee will be formed. This committee will conduct meeting regularly. This committee will ensure the 

personal matters of female staff, professional development and will provide advice to the Executive 

Director about their participation in the strategic level of the organization.  

Apart from this every four months there will be a meeting exclusively with the 

participation of female staff where the female staff related agenda will be discussed and the minutes 

will be sent to Executive Director directly. 

 Disciplinary action: Alternative of dismissal 

If any female staff is accused for any unlawful activities and if it will be proved then for her rectification she 

will be given three-months forced leave once during her Job period rather than dismissal process. After three 

months if it seems that she has been rectified then she will again be recruited in another position 

28. Training and Continuous Learning 

 Rationality and policy Basically GUS thinks that there are a lot of barriers for the development of the country. Not only that 

the national and International factors also affect situations. So the solution will also not easy and a prescribed model may not 

work for the development. For that why GUS looks for its destination as per its experience. In the colonial structure and 

patriotic society, the values, expectation , attitude of the educated development workers are related to people centered or not 

it is questionable. For the above two reasons GUS always wants to create a continuous learning environment for the staff. The 

strategies are 

a. Thinking/ Theory --Work  --Analysis of Experience---... Rethinking/Work and this way a 

continuous circle. 

b. Arrangement of meeting for the staff where the participants can get the chance to 

participate and debate. 
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c. Exchange of experience through visit other organization and participating in network. 

d. Arrangement of continuous education by the development related books and magazines. 

e. Scope of work, research, experiment on exceptional thinking either it will prove wrong. 

 

GUS also believes that if this continuous education will not be implemented then the organization will not be 

developed with new thinking and Initiatives and on the other hand new managers and coordinators will also 

not be developed. And this development will be essenital for the vertical and horizontal expansion of the 

organization. 

 

Responsibilities 

The Human Resource Management Section will be responsible for organizing the training and continuous education. It will 

be ensured that except foundation training any staff should be provided at least three types of training courses. The 

Research and Development Section will evaluation this system and analyze their impact in the organization. 

 

Foundation Training 

 After foundation course the staff will take responsibility. After joining in the organization every staff will be 

provided foundation training. The respective supervisor(s) will organize the foundation training course with the 

help of Human Resource Management Section. 

                The foundation course will in clued the following aspects: 

a. Objectives that are after training what will be the achievement about knowledge, skill and 

attitude. 

b. Study of important manuals and reports 

c. Getting knowledge on concern working strategies 

d. Field visit and night staling the field. 

e. Midterm and final reports as per training schedule. 

 On the basis of report the new staff will give interview with the supervisor(s) and Human Resource 

Management section. After analysis the training report will be submitted. Then after recommendation from 

Human Resource Management Section it willbegiven personnel file after review by Director and Executive 

Director .This will help for the future staff appraisal. 

                   Without receiving the foundation course, no staff will be shouldered the responsibilities. 

            Apart from this on the other topics the training courses will be organized inside or outside of the organization. In that             

            Case the following qualified staff will be selected. 

a. Have long term commitment to the organization. 

b. Past evidence for the risk taking tendency for the development of poor people. 

c. To be able to multiply training to other staff. 

                On the job training 

a. To overcome any problem to get special skill the supervisor can organize a training under another experienced staff 

with the assistance of Hum an Resource Management section. For this before starting the training a schedule will 

be developed and this schedule will be distributed to trainee, trainer and Human Resource Management 

section. 

b. For this training if the staff will have to go outside of base office then the food and accommodation charge 

will be beard by the respective staff. 

c. For getting training from other organization, the staff will perform an agreement with the organization and it 

will be done before participation to the course. 

d. After receiving if the staff will leave the organization then as per following table the costs will be 

deducet d from the final payment. The salary and other benefits will also be included with the costs. 

 

Time % of total cost for deduction 

To pay the organization o f total costs if leavin2 bv 6 months 75 

To pay the or2anizati on of total costs i f leaving by 12 months 50 

To pav the organization of to tal costs if leaving by 24 months 25 

To the o organization of total costs if leaving after 24 months 0 
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              Continuous education 

a. Human Resource Management section will send the study materials to the all level of staff. The staff will sit a 

monthly examination on these supplied study mater is. On the basis of these materials all the staff will sit for the 

test in each month. 

b. There will be marks system and 40$ will be the pass marks. If any staff will obtain below pass m arks then the 

disciplinary actions wi ll be taken as per following table: 

 

 

 

 

 

 

 

 

 

c. The obtained marks of each staff will be preserved in the respective personnel file so that those can be used for 

the annual appraisal. 

d. Every supervisor will ensure the continuous education of his/her staff. During the annual appraisal 

simultaneously the staff and the supervisor will be evaluated. The supervisor appraisal will basically depend 

on the development of the colleagues. 

Training Conditions 

             participants will training cost for each training because this training as can help the development of organizational     

              dimension on the other hand it can develop the staff For the external training an agreement may be performed between the   

             staff and the organization. If that staff will leave the    

                                          organization or will be dismissed or separated then the 

participant will return the training cost (Salary during training days, traveling and other cost) fully 

or partly on the basis of time duration. 

b. The agreement will also be performed If by the assistance of other organization the staff will join any 

workshop, education tour or education course in the country or abroad. 

c. If any staff will try to get scholarship from other organization for higher education then the staff 
will have to take prior approval from Executive Director. 

     Training Preservation and Multiplication 

After getting the training course and before joining to the office work a training report will be submitted to 

the training section as per following way 

a. Good hand writing in anA-4 size paper 

b. Should have margin in the edge of the paper 

c. Daily schedule in a one page 

d. Curriculum description as per the prescribed format 

(1) Session serial and tit le. 

(2) Objectives of the session. 

(3) M methodology as per sub point s. 

(4) Time as per the methodology. 

(S) Materials required for the session. 

(6) Special recommendation or instruction for each session. 

(7) Session guide for each session (Discussion points , materials, documentation, daily basis 

discussion and methodology) 

(8) All the supplied handout. 
 

e. The manual will be prepared so that way that through following this manual minimum 

knowledgeable staff can conduct the training. 

f. If the manual will not be submitted by a specific time of training course then the training bill or salary 

will be deducted or stopped. 
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SI. No of Exams Type of disciplinarian 

actions 

SI. No. of 

Exams 

Type of disciplinary an actions 

1n time Advice letter 5th time Salary deduction with the amount 

of BOT 2000 

2°d t ime Advice letter 6'"time Salary deduction with the 

amount of BOT 3000 

3rd time Warning letter 7"' time 

 i 

Degrading one step or decreasing 

salary 

4'"time Warning letter t m e Separation from the position 

 



 

 

g. Every external training or study tour will be developed on the basis of staff need and 

organizational strategic planning. So, before Joining to like this course how the skill can be mul 

tiplied i t should have a specific plan. 

h. It is considered that after getting any Internal training, workshop, orientation if any staff will leave 

the organization  then the costs will be deducted as per following  table (the costs Include event 

management, travel, salary of the davs for att ending training/ workshop/ orientation): 

Time % of costs for the event 

To pay the organization of t total costs if leaving 

by one year 

75 

To pay the organization of total costs if leaving 

by 2 yea r s 

So 

To pay the   organization of total costs if leaving 

bv 3 years 

25 

To pay the organization of total1:osts if leaving 

after 3 years 

0 

  

         Relation between staff appraisal and t raining 

The training will be emphasized for each appraisal for the staff. In that case the following points should 

be considered 

                              a. The staff can be able to train others or not. 

                                b. The staff has trained other or not 

a. The feedback from other colleagues about the skill for on t he job t raining, counseling to other staff. 

b. For the preservation of training the role of the staff 

c. The degree of change after getting training. 

d. The Human Resource Management section will review the appraisal format as per the above policy and the 

supervisor(s) will develop the staff. 

29. Communication and Decision Making Process 

20.l Communication 

a. Generally a staff can communicate with senior management through 1" supervisor or line manager. But in special 

cases the staff can directly communicate with Sr. coordinator, Director or Executive Director subjects to prior 

appointment. This crosscutting communication will create an experience exchange too l. 

b. All coordinators and upper position can communicate with other organization for the 

professional and organizational development but for this it will have to take prior approval from the 

supervisor. 

c. If female staff seems that her rights and dignity have been offended then she directly communicates 

with Assistant Director-GT&CR, Director or Executive Director and in case o f Executive Director with 

Chair-':by any means. Such letter will not be opened by other staff. 

 Decision Making Process 

a. During the decision making by any level of staff s/he will think 

i. The staff will be hampered by the decision for whom the decision will be taken. 

ii. Decision will  be implemented by whom. 

The decision maker will talk with the related staff and will feel their involvement and a wide participation will  

be ensured. But it does not mean that the decision maker will  must take participate of others. Maximum cases th is 

is the matter of accountability and expert and analysis. 

Meetings 

b. The meetings will be the place of implementation review, revised plan of action and experience sharing and so 

that way the meeting will be learning place for the staff and the development strategies can be identified 

through experience. 

c. With the participation of every supervisor, office/ area/sector heads and other professionals the team leader will 

organize the meeting regularly. The meeting schedule will be declared annually and it will be sent to all the 

offices. The declared meeting schedule can not be changed without the permission of Deputy Director or 

Executive Director. 
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d. If the decision will not be taker, by maximum participation and if the respective staff related to decision 

result then the decision may not be mandatory Implemented. In that case the decision willbeconsidered as 

proposals. 

                  Process   of Meeting Conduction 

a. As per the annual meeting schedule the supervisor and senior staff will act as meeting secretary. The main 

responsibilities of this secretary will be to inform the participants, the venue, date and time of the meeting, 

selection of moderator and documentation and preparation and distribution of minutes by 48 hours of meeting 

held. 

I every meeting rotationally all the participants will act as mode rotor and documentation respectively. 

Emendation will circulate the minutes by 48 hours of the meeting held. 

b. In every meeting the previous meeting minutes will be reviewed. Then the meeting agenda will be 

called for and discussion will start with priority basis. 

30. Charge hand over and taking responsibilities during absence 

 

a. If any staff will leave the office then through a written circular the responsibilities will be handed over 

to other colleague. 

b. Before giving the responsibilities, the staff will sit with the respective staff and will identify the list of 

activities during absence and one copy of this written document will be preserved. 

c. After coming the staff will get short brief from the In charge and will take the charge. 

d. In absence of the staff if there is no other direction, the in charge staff will take all kinds of decision 

described in the terms of reference of the staff except taking sciplinary action. But in that case after 

coming of the staff the process will be taken approval 

e. During absence if any staff will not give the responsibilities to other with written document then the 

disciplinary action will be taken against that staff. 

31. Staff f Separation and Disciplinary Action 

 Types and Separation 

 Resignation 

a. Any regular staff if no any other bindings hens/he will resign from the position one month 

resignation notice period. 

b. In case of contractual staff; Project Head, Assistant Project Coordinator , Accounts Officer, 

Monitoring & Evaluation/Documentation Officer the notice period will be one month and for other 

staff it will be 7 days. 

c. Except the staff who are involved with financial matters; Project Head, Assistant Project Coordinator, 

Accounts Officer, Monitoring & Evaluation/ Documentation Officer can be effective the resignation 

acceptance date with the adjustment of annual leave subjects to the approval from Executive Director . 

d. The resignation acceptance will be effective on the date of receiving the resignation letter by HRM 

Section. 

e. The resigned staff will get the salary and benefits up to the last working day subjects to the 

clearance of respective base office. 

f. Up to the position of manager Assistant Director-HRM, up to Coordinator Director and upper position 

Executive Director will accept the resignation letter respectively. The Chair-EC will accept the 

resignation of Executive Director. 

g. Before acceptance of resignation letter, the staff will be communicated through any means to know 

whys/he is going to leave the organization and this will be informed to Executive Director. 

h. Other Issues: 

(1) If any staff will leave the organization before the accepted date of resignation letter then the salary of 

that staff will best opted from the submission month of resignation. 

(2) Later on after settlement of all pending issues with the organization that staff will get all the dues. 

(3) For the leaving of the organization without maintaining rules and regulation and for this if the 

organization will be looser then the organization can file a case for recovery of loss and other money 

due to breach of agreement against the staff and the guarantor. 

(4) If any staff leaves the organization before accepting the resignation letter then the 

organization may lodge the case against the staff and guarantor. 
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(1) If any staff is transferred then within three months of transfer his/her resignation will not be 

acceptable. 

(2) During the suspension period, any staff will not submit resignation letter and his/her 

resignation letter will not be acceptable 

b. Up to the position of manager Assistant Director •HRM, up to Coordinator Director and upper position 

Executive Director will accept the resignation letter respectively. The Chair-EC will accept the 

resignation of Executive Director. 

c. If any staff will submit the resignation letter as per the Human Recourse Management Policy or as per 

the condition mentioned in the appointment letter then the salary of acceptance month will be given 

with the final payment or that staff. 

d. Up to the Assistant Director level the final payment will be approved by Director and for upper 

positions the final payment will be approved by Executive Director. 

I. All dues of final payment will be made through cross cheaque. 

m. The final payment will be made from Principal Office from Branch Manager to upper positions. 

n. Exit interview: During the receiving of final payment cheaque, the exit interview will be conducted. 

The Assistant Director -HRM will conduct exit interview for all positions. The accountant will arrange 

exit interview by phone of final payment from the field and by person of final payment from Principal 

Office. Assistant Director HRM will submit a month basis minutes of 

Exit interview to Director and Exe cu tive Director by 10•1of each month 

o. Before acceptance of the resignation letter If any staff leaves the organization then It will be treated 

as unauthorized leave and then the organization can take disciplinary actions for unauthorized l eave. 

          Excess/Redundancy 

a. If any project or program will be dissolved or squeezed and if no other suitable position of the 

staff of that program or project will not be vacant and if the potentiality will be lower than the 

staff will be redundant. 

b. For the regular staff three months prior notice or three months basic salary will be given. In case 

of contractual staff one month prior notice or one month salary will be provided. 

c. Redundant staff will be entitled all the benefits and dues subjects to the clearance report 

from the base office. 

d. This type of letter will be issued by the Executive Director. 

 

 Retirement 

a. The retirement year will be followed the rules of the government. But through the 

approval of EC the retirement age can be redefined for the need of the organization. 

b. The retirement benefits will be entitled with five year basic salary (attherate of last pay scale). 

In that case the job duration In the organization will be20years. In case of re­ appointment, the 

latest joining date will be considered to calculate the Job duration. 

    31.l.4 Termination 

a. If any staff will not be under any above clause and if that staff will be risky or no any output 

from that staff then Executive Director will terminate that staff with three months prior notice 

or three months basic salary. But for the contractual staff this time will be7- 

15day-noticeor giving salary of 7-15 days. 

b. Term inated staff will get all the benefits and dues up to the last working day. 

         Disciplinary Actions, Dismissal and Suspension Process 

 Accused for misconduct (no need to form committee) 

a. No need to form any investigation committee, if any staff have any misappropriation, talk and provide false 

Information , has any unethical and un accepted relationship between male and female, any Information 

that harms to the organization, known to the staff but does not inform the management, meeting conduction 

without approval from office chief. 

b. Deputy Director- Admin and SR will suspend and issue a showcase letter getting written report from first and 

second supervisors. 

c. Deputy Director-Admin & SR will take dismissal process directly after getting written report from third person 

(who is not in line of supervisor or accuser staff). 
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d. This  process have to be completed highest 21 working days. 

e. Breaching of rules and regulation of the organization or in case of misappropriation, then the staff will be call for 

audit hearing and if audit committee seems no satisfactory Improvement will be possible then through the 

recommendations of audit committee the Executive Director will dismiss the staff. The organization may not 

cover the costs for participating at the audit hearing. 

s.       For this if organization may take lawful actions against the staff. 

 

g. Dismissed staff will get the salary, suspension allowance and only provident fund own contribution up to 

last working date.  

Accused for misconduct (Need to be formed committee) 

For the following misconducts the suspension process willbeapplicable as per clause no .31.S. l 

 

f. Disobedient to the order of supervisor or upper management. 

g. Violation of any clause of this policy 

h. Habitude to join office lately or leaves office before the closing of office. 

i. Search another job and not to inform respective supervisor through written way. 

j. Oaring launch travelling, g male and female along stay in a cabin, if not relatives like, husband-wife, brothers and 

sisters. 

k. Stealing of resource of the organization or member participants, loss of official documents and money or 

dishonest behaviors or to be involved against the in tersest of the organization. 

l. Taking or receiving bribe for illegal activities, part ial behavior. 

m. Receiving/giving food, money (grant or bribe), commission, extort ion money, gifts or other benefits for 

giving the privilege the community or community member. 

I. Tendency to be absent from the office without taking leave or absence In office for seven days 

without approval. 

j. Unlawful any governmental or office act(s). 

k. Inconsistent behavior which tends to break discipline, quarrel or castigate with others. 

I. Taking any addicted materials or involvement of business with the illegal materials or illegal transfer of 

these material 

m. Indi ferrous to the duties or responsibilities. 

n. Giving wrong information, hiding Information, d-e shaping the Information, loosing of office 

documents or giving to outside. 

o. The organization will take legal action or hand over to the law enforcement agency if any staff will do any of 

clauses from 'g' to' n'. 

p. Proof of smoking, 

q. Telling a lie or giving false information 

r. Other misconducts mentioned in the clause no. 24.4 of this policy. 

 

 Unlawful or unsocial activities and disciplinary process 

Offence Disciplinary process 

a. Taking loan from other staff, target 

population, local community or other 

person. 

b. Regular visit to male or female residence or 

other local male or female residence beyond 

the official duties. 

C. Insulting or unaccepted behavior with the 

female colleagues or other female in the 

community 

a. Verbal warning in first time, final warning in 2"" time 

and proceeding starting for dismissal in 3rd time . 

b. Written warning in first time and proceeding 

starting for dismissal in 2nd time. 

C.  First time suspension and 2nd time proceeding starting 

for dismissal. 
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           General misconduct and disciplinary process: 

General Misconduct Disciplinary process 

a. Not giving important information to the 

management which was threat to the  

organization. 

b. Meeting conduction without taking 

approval from Office Chief. 

C- Cannot tell the professional standard, filing 

management, supportive supervision policy, 

GUS values. 

d. During the long vacation of the organizatio 

n or long leave taken by the  staff if the staff 

will depart the office avoiding rules. 

e. Leaving of station at the day of leave 

without the verbal approval of 

supervisor and without writing 

movement register. 

f. Not night stay or keeping residence in the 

working place. 

g. Not report submission or target 

achievement by the set date line of  both 

sides. 

h. Dishonor of staff in presence of others. 

I. Giving wrong information and losing the 

official documents. 

j. No t adjustment of advance by 48 hou rs  after 

completion of works and 96 hours for abroad 

travelling. 

k. Not writing of minutes by 48 hours of 

meeting held. 

a. In the clause of 'a'-'b' on the basis of importance of the 

news directly suspension process or firstly verbal 

warning and 2ndly suspension process. 

b.  In the clause of 'c'-'k' firstly verbal warning, 2ndly 

written warning letter, 3rdly seven days salary 

deduction and 4thly suspension process. 

                     Suspension, Investigation Committee and Compliant Resolution Suspension Process 

a. Regirogram Coordinator/Regional Team Leader/Project Coordinator/Project Manager/Branch Manager  suspen any staff of    

         his/her region/project/branch and Regional Program Coordinator or Regional Team Leader can form an investigation commi      

        ttee. After getting the investigation report with recommendation s/he will send the report to Deputy Director-Admin & SR.    

       Thens/he will take action against the accused staff through approval from Director. 

b. Other sectional staff can be suspended by Deputy Director-Admin& SR. 

c. U p to  p position of Head, Director can suspend the accused staff and s/he can form an Investigation committee. After getting the 

investigation report s/he will share with Executive Director and will take action. 

d. No any line management staff of accused person will be In the Investigation committee. 

e. During the suspension period, the staff will get 50%salary but  other facilities will  be continue ued.After that, if the 

suspension will be withdrawn then the rest 50% salary will be disbursed. On the other hand. if the complaint is proved 

thens/he will be dismissed then s/he will get 50% salary from the date of suspension to last date of job. But suspension due 

to money misappropriation, then s/he will not get any salary. 

f. During the suspension process the investigation committee will sit face to face interview with complainant and accused 

person and the committee will give the scope to defend him/ herself. The committee will issue the show cause letter and 

take the answer. They will study the answer. After completion the process the committee will give the report to Deputy 

Director-Admin & SR. The process willinclude: 

The committee will issue the show cause letter to the accused person by 1st week of suspension date, by 2"" 
week the accused person will reply the show cause letter and face to face discussion, by 3••week the committee will finalize 
the report and submit to Deputy Director-Admin & SR. The committee will complete 

the process by maximum 28 days. In case of money misappropriation, the investigation report will be submitted by 15 

days. I f this process will not be followed then the disciplinary actions will be taken against the investigation committee. 

g. Up to Assistant Coordinator • Deputy Director-Admin& SR (after approval of all processes from Director), up to Coordinator, 

Director (approval of all processes from Executive Director) and for upper positions Executive Director will sign the dismissal 

letter. 
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h. During the suspension period, if the accused person violates the rules and regulations of the organization, or hinders the official 

works, the non the basis of 1" and 2°•supervisor report s, Deputy Director-Admin & SR will issue the dismiss al letter after 

discussion with Director and Executive Director. 

             Separation 

a. In case of the probationary staff, the separation will be by 15 days pri or notice or immediate notice with 15 

days salary without any other admissible benefits. 

b. Up to Assistant Coordinator, Deputy Director-Admin& SR, up to Coordinator, Director and for the upper position 

Executive Director will issue the separation letter. 

 

 Authority for disciplinary action on the basis of level 

a. If any staff will be accused according to the clauses of 31.1 to 31.5.2 then respective 1" supervisor will take 

necessary action as per the directions mentioned in the clauses. 

b. If it is proved that l" supervisor hides the serious mistakes of colleague(s) ands/he does not take any disciplinary action 

then both staff and supervisor will be accused and will be under disciplinary actions. 

 

 Disciplinary actions for observation staff 

a. If any staff will continuously neglect hi s/her duty, thens/he will  be evaluated emergency basis and then s/he will 

be under observatory for 3 to 6 months. 

b. During this period the resignation letter will  not be acceptable. 

c. No taking loan from provident fund or staff welfare fund. 

d. If no improvement by 3 or 6 months then after getting the report from 1" and 2"" supervisor, Executive 

Director will dismiss him/her instantly. 

          Case and Suspension 

a. If the organization will suspend any staff{s) and the case will be in trial against any staff(s) then from the date or 

case filing to settlement of case the staff will be in forced leave. During this leave the staff will not be entitled any 

salary and benefits from the organization. 

b. Organization can claim compensation from accused staff i f honorable court provide verdict in favor of 

organization. If the verdict goes in favor of staff, then from the date of suspension to verdict, staff 

will get basic salary from the organization and withdraw the suspension letter. In this case r respective 

staff will not be eligible for other facilities. 

c. During suspension or legal procedure o f case, respective staff does job in other organization then s/he {they) will 

not get any benefits from the organization from the date of suspension. 

32. Engage with network and position of another organization 

a. Any staff cannot involve any position which is similar with GUS objectives and activities of any such organization with 

full or partial or without salary, and cannot establish this kind of organization that could be treated as conflict of interest 

during the job period. If any confusion arise, the definition from Executive Director will be considered as final. 

b. Any staff can be involved for the interest of the organization with any other networks it willbeneeded for taking 

approval from Executive Director. Executive Director will fix who will represent for the interest of organization and 

with whom. 

 

33. Agreement 

a. An agreement attached with fifty taka adhesive stamp with each staff will be performed. 

b. This agreement will have to be performed from the legal guardian of the staff who is able to be a guarantor. 

This agreement can be used as legal action against the respective staff and the guardian for the breach of discipline 

by the staff and recovery of money misappropriated by the staff. The eligible guardian who can sign the 

agreement is father/ husband/elder brother/uncle/maternal uncle/ father-i-n law (in case of female staff) 

c. The guarantor will put his signature in office by person in front of Coordinator to upper position. 

d. If any existing guarantor will die then within 15 days the agreement will be completed with other guarantor and will 

send to Principal Office by his/her own responsibility. In this case he will also come lo office in person for giving 

signature. If the respective staff will not do i t with his/her own responsibility then the disciplinary actions will be 

taken against him/ her and his/her supervisor{s.) 

e. This agreement will be used for serious breach of rules and regulations of the organization and  realizing the 

m is appropriated money if any. 

r. One duplicate copy of this agreement will be preserved in the duplicate personnel file kept in the Office. 
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34. Code of Conduct 

The staff and volunteer of the organization will sign the Code of Conduct during his/her joining in the organization ants/he 

will must obey the w les and regulations of the Code of Conduct. 

35. Application for  re-investigation 

In relation to dismissal matter the staff can apply to the Executive Director or EC-Chair for reinvest igation of the process. For 

initiating this reinvestigation from the level of positions money will be deposi ted in officer as per following table: 

SI No. Position Amount in BOT for 

application to Executive 

Director 

Amount in BOT for 

application on to EC-Chair 

B From Branch Manager to Coordinator or 

equivalent positions 

5000/- 10000/- 

C From Senior Coordinator to Header 

equivalent positions 

7500/- 1S000/- 

D Upper positions 10000/- 20000/- 

 

27. Experience Certificate 

The experience certificate will be signed by the Executive Director. After final clearance with the organi zation 

any start can apply for getting an experience certificate. The dismissal staff and the job duration below one year will 

not be applicable for getting the experience certificate . The fee for the allocation will be as per following table: 

Position Fee (BOT) 

Common Service Organizer/Su ort staff/Driver 1000/- 

Credit and Development Officer/ Program 

Or anizer/ Paramedics 

1500/- 

   Branch Accountant/ Asssitant Manager/Technical Officer 

Manaer/Branch Manaer/ Assistant Coordinator 

2000/- 

2500/- 

Project Coordinator/ Project Manager/Coordinator to Head 3000/- 

For upper positions 3500/- 
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The end 
 


