SEARCH
(Social Educational Activ
Activity for Rural ¢ ikt Health Development Society)

EMPLOYEE HANDBOOK /HR MANUAL 2018

Index

1 INTRODUCTION

2 PREAMBLE

3 RECRUITMENT PROCESS -~ 2A.\.3

4 CONDITIONS OF SERVICE

3 HEALTH AND SAFETY AT WORK

& GRIVIENCE REDRESSAL MECHANISM

7 LEAVE SYSTEMSANDPOUICY = 3.\ 2 (.
8 LATENESS MONITORING & ABSENTISUM

9 TRAVELAND OTHERALLOWANCES — ", \ §

10 GUIDELINES ON THE USE OF THE ORGANIZATION'S FACILITIES
11 INDUCTION FOR NEW STAFF

12 SALARY GRADES

13 APPRAISAL SYSTEM

14 EMPLOYEE TRAINING STRUCTURE

13 EXIT INTERVIEW AND SYSTEM

Scanned with CamScanner




a non profit organization registered under Society A, 19 :
. in 6 talukas. search has also been working tqo o
23 years. Search has formed over 400 k.

yroups training them on tailoring, embroidery and ﬂ‘"""_c"l nmm‘lfmlm ing. We “l‘s" traj the
:‘n m;lmngiug llll‘vir bank accounts. We help arrange 'W‘”kimfj c"'?::gl,m:r[,r:?:, lt(;‘lq Ban,,
NABARD. Over 1500 families have become ccnnnmlc-ﬁl“y in CP‘* TR p“i i :‘:e sch I;}
Furlher, we Fin ai orphanage and adoption centre foir children llllt)I (. :z: h.a:] ¢ Lr'e' Chilly
who have been surrendered by their parents, those abandoned f".u ;(:‘5(;. 4(51 1d0f- t (()lrmp
our orphanage. 72 children are under our care and prO(;clcgl(())(l)lo h Sical; dir:acbl [)isag
Livelihood Program: As per the 2015 survey ‘lhcrc are ifr()ll" o p{o); disa{)lca ed yo' thy
in Bagalkot district. Search works to provide vocational tmmmg. on oo }lfoulh 1
between 18 to 35 years. This program is supported hy'Thc ASS";’“ (;(())IO e OP;: With,
Disability (APD) Bangalore. Since 2015 we have assessed 2000 youths. of them have fy g
employment in BPO, horticultural and hospital

ity sectors in Bangalore. In addition, through Apy
we are providing Job Readiness Training (JrRP

) for the disabled youths - we have trained 2y
disabled youth and 175 have found employment in Bangalore. ~

VISION: Women empowerment, every child allai‘ns the right 'to su.rvwall, prolectlnn.:
development and participation. An inclusive society [ree from discrimination where persopg

with disabilities become contributing members, living with dignity and respecl.

INTRODUCTION: SEARCH is
head quartered in Bagalkot and operate

: s (or the last
women through self help groups for the I

equality, to which end we focus our efforts on 1

promoting the social, educational, econonical, and political developmeit of Rural woinen,

Advancing Disabled 18 To 35 of Age capacities and leadership skills, promoting then'.

participation in the decisions that affect their lives, To empower visually impaired, dlsa'bled and
underprivileged people through developmental initiatives focusing on educational, social, ;
economic, cultural and technological aspects. Care and protection of Orphan Children Sheltering

and Free for Adoption 0 to 18 of years.

MISSION: Our mission is to attain gender-

OUR VALUES: We value integrity, honesty and recognise our unique contribution

o We welcome all equally not to hurt to another with Co Operation, Safety first,

No compromise
We value accountability and promote quality through continued reflection and

improvement

II. PREAMBLE: SEARCH HR Policy defines the management of human resource and their work
safety in the organization. This policy is to ensure the transparency in management and provide
well facilitated work experience to the employees of the SEARCH Organization. All employees
and the organization are abided to follow the rules of this policy.

ITI. RECRUITMENT PROCESS: SEARCH HR recruitment process is as follows below:

1. JOB REQUISITION: When an Administrator/Project Head finds there is a need to hire a new
employee, whether to replace a terminating employee or because of an increase or change in
workload or for a new project, the first step will be to complete a Job Requisition form and
forward it to the Executive Director for approval. The purpose of this form is to establish a valid
need for the new position, indicate that funding and space are available, and provide a sourc
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document for posting the pogity
’ sttion, A joh
( T "
job description, detailing all essential position functions,

n.quin‘d education and ex P

pirector the Position R""":ﬂilii.l,,"“\;i;hm'm be written clearly. Upon approval by the Executive

The special duties described are be forwarded to Human Resource Manager to assess that

education and experience Slm_“:"'"f"‘-‘iisu-m with the position description and grade The
1ed are consistent with the position description and level.

2. JOB SPECIFICATION: Then a stat

required for satisfactory performa -‘-\ Cn?unl of employee characteristics and qualifications

o function is filled In Sl)t“cilim[in;,l;m. which defines duties and tasks comprising a specific job

& Administrative Officer along wi orm and submitted to the Executive Director/ Chief Finance
g with Job Requisition form for approval. It includes Education &

I’Y(\r\ﬂll.ll (.”lll"‘.\lllIIC(u;' /

3.JOB POSTING: Job posting wi

B aress ncmrdinlg :)lll:[., will be published in local papers of the Organization and its

8% came will be posted | C\I’.mgram executing areas as prescribed in job requisition form.
sted in official Face book Page and LinkedIn page of SEARCH

4, RESUME SHO " e

i tive Dircct(?: :;L‘qi:fl’::?r;fnhf’rtgilsllng.pljoccss. will be done at higher management level by

BiRlect Coordinator. Job S cc'tr LC_ Admln.lstratlvc Officer, Program Officer and concerned

Boess is completed op .l lCatlorT form is referred for short listing the resumes. Once the
p , we decide the interview schedule according to the work calendar of the

Organization.

5. LN(;FERVIEW .PROCESS.: After the finalization of short listing of resumes, we contact the
candi 3“35_ via call/ email for informing them about interview schedule. Interview usually
scheduled in week days except office Holidays at our office . Interview schedule is of 2 steps that

are: Group Discussion and Personal Interview. Every individual candidate has to go through

both the steps.

conducting the interview for
Candidate resume and
w scoring sheets.

6. INTERVIEW SCORING SYSTEM: A scoring sheet is used while
every individual. The sources for scoring are the Job Specification form,
their performance. Second level short listing is done by evaluating the intervie
Higher management of SEARCH will decide the final list and it will be given to the concerned

department for next procedure.

TMENT LETTER: Selected candidate
their appointment date and time to collect their offer letter.
letter and joins the organization on time mentioned in the offer le
nt letter will be issued to the new joiner.

s are informed via call/ email with
if the candidate accepts the offer
tter then an official copy of

7. OFFER AND OPPOIN

appointme
d to the new employee, which

tually agreed and signed by the
ir reference and another

description copy will be issue
nd responsibilities. 2 copies are mu
be given to the employee for the

g, JOB DESCRIPTION: Job
describes their work naturc a
employee and employer. One copy will

to their personal file for the Organization.

IV. CONDITIONS OF SERVICE:

% Work Timings: 10:00 AM to 6:00 PM
& Working days: Monday to Saturday.
% Weekly Off: Sunday.
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k).

y M (1 Hour brea

+ time: 1.45 PM to 245 P :

Lunch time ay at office.

. is must.

P ol W‘().rk; Juter System & use their User login only.

; /l‘;"v::ninu he/she must turn off the systems prope

1t:c the last person leaving the (_)m.cci o

‘d yn the notice hoard for all employees reference,
(

Tea will be served twice a d
Wearing Lapel pin and IDca
One has to login to their resp
Once leaving the Office at Afternoon

and close the windows, doors il they
SEARCH Holiday Calendar is displaye

ecliv

L

o
V. HEALTH AND SAFETY AT WORK rovide a safe and healthful work environment for

It is the policy of the organization 1o p S oIl kinds of visitordl

permanent, temporary, and contract employees an aE = paoneive sffort 8 L

L3 v X g .

development, implementation, and evaluation of pOI.le -Tlhnaessez and death from work-relate,
i event injuries, 1 ’ . e

employee and management in order to pr ] - tiom contained in ki pohcys

. inform
causes and minimize losses of material resources. The info

. : : ibilities of ensuring.
be used to assist employees and supervisors in carrying out their responsib ":»
safe and healthful working environment.

-

1. Hazard Reporting and Incident Investigation Worksheet is made available for the

employees to address their safety measure.

2. Procedure:

A

A. Housekeeping:
All aisles and passageways in offices must be free and clear of obstructions. Proper layo

spacing, and arrangement of equipment, furniture, and machinery are essential.
All tripping hazards must be eliminated. Some common hazards are damaged carpetin

cords in walking areas, and projecting floor electrical outlet boxes.

Chairs, files, bookcases and desks must be maintained in a safe operating condition. Filing

cabinet drawers must always be kept closed when not in use.

**  Hazardous materials must be properly handled and disposed of. ]
E

bl

B. Electrical Safety:

Electrical cords must be examined on a routine basis for fraying and exposed wirin'
Particular attention should be paid to connections behind furniture, as files and bookcases
may be pushed tightly against electric outlets, severely bending the cord at the pl r,
Defective cords will be replaced or repaired as needed.

d:

% Electrical equipment and wiring must be approved and used in accordance with NECand

local requirements.
Non-business related small appliances, such as space heaters, are not permitted in the office

<

conjunction with small appliances if listed and labeled for such use
C Indoor Air Quality:

“ SEARCH has : i
- ::j ,’,', ::&; :duplul: al .‘uln’oke-h ce Workplace Policy that applies to all the employees,
-mbers, stakeholders, beneficiari 1g . Y VIS ine i "
inside the organee laries and all the visitors, Smoking is prohibited
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p. Noise:

& Sound levels must be considere
equipment.
& Providing proper maintenance of ¢

d duri o
uring the procurement and location or of any oftice

Quipment,

E. Hazard Communication Program;

& Every employee must be
! made a .
bitice. ware of all hazardous materials they may contact in the

F. First Aid:

& First Aid kits must be avai ;
available in every office. @ First aid kits will be readily accessible and

stored in a convenient area.
& The size of the kit wi .
\ kit will be determined by the number of employees in the office,

& First aid kits will be i
oo :e mfpe?ted at least quarterly and replenished as necessary. Any item
ed expiration date will be removed from the kit and replaced.

T T

3. VEHICULAR OPERATIONS:
Veh'lcles that are used for office work must to be operated in a safe manner either it is SEARCH's
vehicle ax the employees own, consistent with local, State and country laws. SEARCH usually
suggests _lts employees to us public transport as it is less cost, comparatively safe and also to
reduce air pollution. But using private vehicle is not prohibited. SEARCH has its own travel
policy. All the employees must follow and should be adhere to it.

T ——T

S

A. Employer Responsibilities:

Oversee maintenance and repair of organization’s vehicles.
Ensure that organization’s vehicles are equipped with a spare tire, jack, lug wrench, fire
extinguisher, first aid kit and General Service Administration (GSA) Motor Vehicle Accident
Reporting Kit.

s Ensure that vehicles are periodically inspected with regard to thei

o

| **
o

X

r outward appearance and

maintenance schedules

Provide defensive driving instruction as needed

Ensure that employees under his or her supervision who drive 0

possess a valid state driver’s license:

& Ensure employees will not operate any vehicles if fatigued or impaired by the consumption
of alcohol, prescription drugs, or over-the-counter medications.

& Providing insurance protection to field workers who travel on their own vehicle or other.

.
0..

rganization’s vehicles

°,
0.0

B. Employee Responsibilities:

Use the organization’s vehicle only for official purpose.

Carry a valid state driver’s license @ Ensure seat belt use for all occupants
Operate vehicle in a safe manner conforming to traffic laws & road conditions.

Ensure no smoking in all vehicles.
Not to use hand held cellular phone/ other device for calls/ texting

¢ Nol use pholographic devices wihile operatiiig Uie vehicle.

o,
e oe o3

while driving.

SR
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EEMPLOYEE ASSIN TANCE PROGRAM,

sy N3l 1
Phe BAR provides contidential comeltingy axeseanent ‘|“"| ';“:::l'n‘v'llh"‘u':l'cl:l'lyl?i lm“-m ]
destmned o help employees deal with any personal or '“‘"" Juars ' " " o \ Urons lln‘t' l:fe ;
Aempavees periormance andor conduct at waorlg inclading lH-:' “"l -‘;m..‘-'l"m L “lh“. 1]
relatst probiems and concerns. Bncouragingg and supporting emp "‘y' ‘ ||"" "!" m"""‘ fith
wWhen an emplovee experiending personal problems which ts tmpacting the worlcon ron

VEGREVIENCE REDRESSAL MECHANISM:

Atvonding to Intermational Labour Organdzation (1LO) "A prievance s a “""I""‘lfl of on
e workers with respect to wages and allowances, conditions Ql worle and '““’"I"’Uta i§
TR s dion covering such areas as overtime, leave, transter, promotion, senior Vi |
Asslgnment and termination of service”

A PROCEDURE OF REDRESSAL MECHANISM:

Step 1 Agprteved Bimplovee to ralse the fssue with his/her supervisor verbally. Supervisor g
respond within 48 hours (< warking days),

Step 21 When not satistied employee has to provide a written complaint within 3 worklng. if
to the Supervisor, A formal mecting with Supervisor to happen within 5 working days, If |

srievance is not redressed, within 3 working days the employee has to approach the next lev
for grievance redressal,

Step 3: When supervisor couldn't resolve the issue, employee can move to the next level §

Middle management within 3 working days, It has to be a written complaint, If organization

a Grievance committee then the matter is referred 1o them, SUlL i the employee is not satisfie

he / she can move to the Top Management of the orpanization within 3 working days,

Step & Top Management (usually CEO / ED / Board) takes the Issue and addresses it within 1
working davs. Employee even then not satistied with the

decision of top management of th
amanization can demand for an arbitrator,

Step 5: Management and employee mutually decide whether to h

ave assingle individual or a
panel of three as arbitrator(s).

< Both the parties have the privilege of presenting their cases with Arbitrator.
* Decision of Arbiteator is final and binding on both the parties,

B.DO'S AND DON'TS WHILE HANDLING GRIEVANCES:

1. Do's:
< Investigate and handle cach case very promptly,
< Talk with the employee, give the person a full hearing,
< Comply with the contractual time limits for handling the prievance.
% Visit the work area of the gricvance,
% Determine whether there were any witnesses,
e

* Examine the grievant personal record,
2 Fully examine PHOT prievance records.
Hold your grievance discussions privately,

Fully inform Yourown superiors,
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2. Don'ts:
% ac A i

) Hnld.h.uk the remedy if o institution is wro

& Admit to the binding effec : "

‘ . B ellect of a past practice

& Settle grievances based op w nste:
Bargain over items Now coy
Give long written Brievance

IR

hatis f;

Lis fair, Inst cad, stick to the labour agreement.
ered by the contract,
answers,

rade a grievance <ea
J PRl ievance selllement fop a grievaince withdrawal

o) Mulat - N o

eny grievances because of Management pressures
Agree to informal amendments ip the contract k

b B

VIL LEAVE SYSTEMS AND poLicy

<+ SEARCH hasa Lea i .
the sarme. ve policy approved by its Board and every employee is required to adhere

<+ The Leaves Approved are as follows below.

Y —
SI. No. | Type of Leave No ofLeaves
1 Casuadl Leave 1 Day/ Month
'**i’ == Medical Leave 6 Days/ Year
; Lm:iy As Decided by Higher Authorities
Maternity Leave Working Days Including Before & After i
z Delivery
Compensatory off As Decided by Higher Authorities A4
6 Administrative Leave As Decided by Higher Authorities '

VIII. LATENESS MONITORING & ABSENTISUM

« Late login and Early Logout will be monitored by CC TV cameras installed in the office and
necessary action will be taken if repeated frequently.

% One has to report to their respective reporting managers before any sudden changes in login
or logout timings.

% Ifthe employee is absent to work more than 3 days without informing the Reporting
Manager/ Higher Authority he/she will be considered as absconded. Continuous contact
will be made in possible ways to make sure about their absence if no response found then

he/she will be terminated immediately from the job.

IX. TRAVEL AND OTHER ALLOWANCES

% SEARCh has its Travel policy in place and every employee should adhere to the same.

o

% Travel allowances are paid to the employee according to the project/ program they are
assigned to. @ Proper bill proof with signature is must for applying the travel allowance.
On or before 31st of every month end it should be submitted to the accounts department by

completing the Travel allowance format with required receipts.
* If the records provided are not sufficient then Account department can ask for more proofs

-,
DO

before releasing the TA amount.

X. GUIDELINES ON THE USE OF THE ORGANIZATION’S FACILITIES

J ol N o
% Computer and Hardware's assigned to the employees are Lo be maintained as per

Organization norms.
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user login assigned to th,
he Organization Head ap, .

d informt
e laptop with

hei ;
Jead for carrying th

.

One should Joginto!

ifa Laptop is assigne
i - SS

get the permission in the form of A

r office purposes. It

them for office work. o] and used only fo 1 ‘
& Office Storage jintain Ot informing the Sl

should not be
Manager/ gection Head. i
& Chargersand cables are to be connec'ted.and man; ofthem properly.
Sitting arrangements and should maintain the ql.J - hould be ot
« E ; loyee are give ing materials VHIE ¢ held responsible forit
& Everyem . 5 3
withr::ut I:sin):; them for no reason and if lost Stock Managter isno 9
ujremen E
hence they have ® 1 t g :ating/ Training essentials can be used by
& Other Office Assets like Projector, !
taking permission from Stock Manager and hasto hand

state of it. Lost/damage caused will be directly responst " the Organiza
& SEARCH Badge and ID card will be given to every employee 0 .

lost/damaged then the employee should inform the Stock Manager for news

the respective charge.
& Landline phones are given to each employee with fixed exte
used for Office communications only. )
& Color and black & white printers are utilized properly according to the requir
& Should use dust bin for dry waste dumping at their sitting arrangement and w

kitchen dustbin.
< Shoes/ Slippers sh

o
*!

.,
L Xd

Devices/ Disks

misplaced and han
ing up with the

ned without mess

tained and .K

heir own for
Camera and Me
tion and ifitis
et by paying

nsion number and it should béi

ement.
et waste at

ould be kept in the shoe stand only.

XI. INDUCTION OF NEW STAFF

uction system for newly appoint

ed employees. i
d as per HR direction an ly by the in charge’

d signed respectivel

d

We have a defined ind
induction check list is followe

person.
Induction will be con
All the rules, regulation an
Work nature and responsibilities are exp

h2S

.0

.0

ducted during their 1st month.
d facilities are explained to them.
lained and let them invo

Kl
0..

Ive by Znd week of their

7
..0

2
0.0

joining.

XII. SALARY GRADES

& Salary grades of permanent staffs of SEARCH are aligned as per the Organogram of the

Organization approved by Board.
& The project employees salary grading is done as per the Project/Program structure.

& Grading is approved in every Annual General Member held at the beginning on financial

year, revised if required.
VSFP 2
XIII. APPRAISAL SYSTEM: B

& At the beginning of financialyear appraisal will takes place to all SEARCH permanent

-

employees,
Executive Director of SEARCH i

SE is authoriz p iding i i
———— rized for providing increments to the organization

7
*
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& For the projea emplayees the
guideline, :

@ Apprabsal and hike will by,
a
Organlzation sed on the (

Appraisal and hives are done as per the project contra

Wiganogram and salary steucture of the

XIV. EMPLOYEE TRAINING STRUCTURE;

\i‘ ‘ SRA"L” ( '"”"’y(‘"‘ are ! 4 ,)’ [#34 ‘ Z Ll .}kﬂ e
. 1 "V‘dt’d Vl“h f" yar :

@ Once in year a perye
A facil 4 personality development and productivity improvement trainings will be
b adilitated by inviting an external resource person - ’

;- ¢ Onmonthly meetings half day vill be dedicated t 91l improvement tezining,

& The other subject oriented
ctted trainings are ; , i
the staff/ project. ngs are facilitated 2s and when depending on the nevds of

®  External training participation is encouraged among, staffs and opportunities are
communicated if any suitable is available for the employee.

XV.EXIT INTERVIEW AND SYSTEM

% Employee serving in probationary period if he/she is decided o quit the job then they wil
relieved without 1 month notice period.

% A personal meeting will be arranged for the employec who is willing to quit the job by
submitting the resignation Jetter,

% Once the reason is cdear and he/she is willing to just quit the job for their own reason Den

they need to serve 30days’ notice period from the day of resignation accepted by the Rigner
3 authority.
k- % If the resignation is given by the senior Management Employee then Organization Board wit

review the resignation letter and take the decision on it
@ Ifthe Board member is resigning the job then they have follow the Board norms defined in

the Societies registration Act
&  Exit interview check list is followed for the employee who is relieving from the job by their

- respective supervisor/ project coordinator and signed accordingly.
& On/ before their last working day an exit interview is conducted to collect their fredback

and presented to the higher management for improvement.
% Pyit interview is not done for the employee who is getting terminated from the organzation.

e -

Signature of Board President

- iy 0 SE T
- ("1(1;2 (0) - R;]*_,;'. (6
i Teried ess i é‘

Attachment: Holiday Calendar-2019
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