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SARVANGIN VIKAS SAMITI (SVS)

HUMAN RESOURCE POLICY 

OBJECTIVE OF THE POLICY WITH DEFINITION  
Definition: - The policy is the pillar of management of any organization to arrange overall system internally towards achieving the goal because the success depends upon the management of human resources.
OBJECTIVE – 
· To provide a chartered to the system (the management & the employee) toward the process, rights, duty, role, responsibility and accountability in transparent manners.
· To define work culture, terms & condition, distribution of assignments & activities as per the norms of the organization.

· To act accordingly with the aims, objective and direction of the organization heads.

· To ensure the quality in services of employees, working with the organization in planning, implementation and monitoring of the programs. 

· To improve mutual understanding among the employees through participatory method.
· To ensure best performance, co-ordination and progressive environment in the system.
· To promote system to insure the welfare of the employees, working with the organization.

The ORGANIZATION
The SVS has always been tried to establish a progressive environment and developed working culture in the system. The SVS has its own views towards the employees and their welfare strategies with a vision to get best performances and adequate result oriented workmanship from them. 

THE EMPLOYEES OF SVS
Regular/ permanent employee
Those who has been working with the organization for at least one year & maintained the code of conduct, discipline and at par with the mission/ vision of the organization. The service rule will be applied on these types of employees.  
PART TIME EMPLOYEE
Those, who associated with the organization on part time basis for a particular work and limited period to execute any assignment / activities. The service rule are not applied with these type of employees.

CONTRACT EMPLOYEES
Those who are appointed in the organization for a limited period/ fix period of the assignment and fixed pay scale.
PROJECT EMPLOYEE 
Those, who are appointed in the organization for any particular project on agreement to execute any project.
PROBATIONERS/TRAINEES
Those, who are provisionally appointed, may be kept under probation period for at least 3 months  from the date of joining to observe their performance and technicality in the work assigned. The period of probation may be extended to 1 year if required in the eye of management. 

RECRUITMENT 
The organization prepares and submit the requisition of vacant post to the EC/GB for approval/ prior approval. Then the selection process will be started through internal planning, receiving of applications, advertisement in different feasible terms. Then, the selection process done by the expert committee/selection committee, already constituted by the organization. The selected candidates will be informed by the letter to join. The work description will be provided during the joining along with the policy and norms documents to the employees. The new candidate will be oriented by the organization before the assignment of work in terms of capacity building. The  selection /expert committee will also authorized to appraise and access  the performance along with the recommendation  for suspension / termination and promotion.
PERFORMANCE APPRAISAL 
The system of performance appraisal is a participatory process which may be conducted twice in a year or at least one on yearly basis, it may be done through the appraisal of individual employee basis as per under noted terms. 
Personal appraisal

Appraisal by support staff

Appraisal by concerning head

Appraisal by the chief functionary

Appraisal by the target community in the case of field staff

FACILITIES
The permanent employees of the organization will be able to get insurance, medical, house rent, TA/DA, and daily allowance facilities as per the norms of the organization & based on the direction of the project guidelines. In case of project employees, it will be totally based on the guidelines prescribed by the support agencies in the project agreement. In special cases, it may be decided as per the need and requirement, assessment as approved by executive committee. 

WORKING HOUR      
Generally the working hour of the office is treated as a 10 AM to 5 PM but in special cases, it will be raised as per the requirement & situation of the time. We follow six days week in hour working calendar. 

LEAVE ARRANGEMENT 
The general leave rules will be followed to grant the leave of the employees. It may be treated as the discretion of competent authority/ Chief Functionary of the organization. The minimum and maximum span of the leave will be fixed in the meeting of governing body as per established practices and norms of the organization. Generally the SVS follow a process to grant the leave as casual, earn and medical leave along with maternity and paternity.

TA/DA
The employees will be able to avail travel facilities with boarding & lodging during the tours for the office or project purposes as assigned by the competent authorities. The TA slabs will be payable as per the category of the employees, which are already divided in three type of slabs. The prior approval of competent authority will be mandatory in any type of tour facility.
DISCIPLINARY RULES
The whole employee will be bound to maintain rule of discipline in the office as well as the field & act as per the norms of organization.

Violation of any norms will be treated as a act of indiscipline/ misconduct.


In the case of above act, the competent authority/chief functionary is authorized to take action against the employee as per the norms of organization.   
MONITORING, EVALUATION & REPORTING
The organization will developed a monitoring system as per the assignment fixed in the work planning. It will be systemized as per under noted process.

i. Chief Functionary 
He Will be liable to monitor overall activity & programmes either the head quarter or in the field on monthly basis and report to the EC/GB.
ii. Project Director 
He will be liable to monitor the functions of HR along with the projects running in the field on monthly basis through the personal visit and interaction with the employees. He will report to the chief functionary. 
iii. State Programme Manager 
He will be liable to monitor entire projects, it’s planning, implementation, impact and assessment of the activities along with staff management once in a month through the meetings and regular co-ordination with the concerned employees. He will also liable to visit requisite project once in a month through his personal visits & report to the P.D/Chief Functionary. He may also be liable to represent the organization as per the direction of chief functionary.
iv. Account Officer

He will be liable to furnish entire A/Cs on daily basis with a proper co-ordination of project team of the organization & will report to the chief functionary. He will also be responsible for book keeping, timely settlement of the accounts as well as manage the audit & filing the return at annual basis.
v. Project Co-ordinator 
He wills the liable to look after the entire activities of assigned project in terms of planning, implementation and follow up, reporting and documentation. He will be liable to report to state programme manager at least on weekly basis. 

vi. Field Co-ordinator 
He will be liable to implement whole activities as assigned by the P.C as per work plan of the concern project & report to the PC on daily basis. He will also be liable to develop close co-ordination with the target group as well as the community during the project period.
vii. Gender policy- 
The SVS having its own views regarding the balance of gender, equal opportunity and provisions are same to the men & women either in the office or in the field in terms of employees, workers or target groups. However, we strictly follow the rules based on the equal opportunity to all.
viii. Policy on sexual abuse 
The SVS has constituted a three men committee in the organization to take care and do the needful against the incidents found towards the sexual abuses/ harassment at the office or the field level. This committee will be able to take any disciplinary/ lawful decision against any of the people, if found guilty in the eyes of the committee. 
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