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Message from Founder

[image: ]I am glad to Introduce Kumbal Support Initiative as a registered Non-governmental Organisation (NGO) which was long initiated as a family support. The organisation aims to enlighten and empower less privileged and disabled individuals especially vulnerable children and women in need with whatever little resource we may have.

Through our set mission we hope to deliver sustainable community development interventions that would make up a resilient community within the lake chad region which has been affected by crisis and climate change effects.

Myself and my humble confidants would strive by adopting and integrating policies, code of conduct and core values of the organization whenever through our operations and our partners’.

We cherish your generosity and ongoing support and we look forward to working and engaging with you.


Mairo B. Lawan
Founder (Board Chairwoman)
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[bookmark: _Toc104897876]LEGAL FORM 
KUMBAL SUPPORT INITIATIVE (KSi) is a Non-Governmental Organization (NGO) registered in the year 2016 (No CAC/IT/NO 93522) Registered on 28th December 2016 under COMPANIES AND ALLIED MATTERS ACT 1990 to provide for the incorporation of companies and incidental matters, registration of business names and the incorporation of trustees of certain committees, bodies and associations.

Registered with Federal Inland Revenue Service (FIRS) Under Companies and Income Tax Act of 2007 makes tax compliance mandatory for non governmental organisations (NGOs) registered under the Companies and Allied Matters Act.

Planning: KSi has moderate system of HR planning. Most of our HR planning focus on no of field staff and people in the middle management. 

Recruitment: KSI recruit mostly its staff through advertising in the local news papers its conducts written test and oral interview for selecting candidates. It has well laid out criteria for the qualifications and experiences. 

Deployment: All the new recruit are subject to rigorous training where they are told about the mission, vision, organizational structure processes and procedures. After that they are provided with job description. 


[bookmark: _Toc104897877]PERSONNEL POLICY 
[bookmark: _Toc104897878]Purpose
The purpose of the Personnel Policy is to set down the policies, conditions, rights and obligations of Kumbal Support Initiative (KSi) employees subject to their performing of the duties and responsibilities in their respective job descriptions. 

From the time of contract, each employee will have access to this policy, so that he/she can adhere to it with full knowledge and information. 

The policies described below may at any time be subject to modification if the Board of Members of KSi deems it necessary. In such cases, employees will be fully informed of the changes made. 

[bookmark: _Toc104897879]Categories of Personnel
All personnel working for KSi are classified into following types;

[bookmark: _Toc104897880]Employees
Employees designate salaried individuals are given ongoing assignments, either part-time or full-time, and are paid on monthly basis. They will be contracted on yearly basis subject to periodic evaluations and performance assessments. They will have the responsibility towards the day to day functioning and/or in any one of more ongoing/prospective projects of the organization.
All the employees of the organization are classified into Management Category, Professional Category and Support Categories.

[bookmark: _Toc104897881]Volunteers
Volunteers are individuals given stipends along with assignments, they are paid on monthly basis. They will be contracted on monthly basis subject to periodic evaluations and performance assessments. They will have the responsibility towards the day to day functioning and/or in any one of more ongoing/prospective projects of the organization.

[bookmark: _Toc104897882]Consultants
Consultants are professional experts hired by KSi on short-term basis only for the completion of specific tasks and assignments related to KSi or one or more of its projects. Separate and limited contracts, defining their job description, timeline, deliverables, reporting procedures and payment details will be issued to consultants. They will be paid on daily/monthly/weekly basis depending upon the nature of their assignment. They will not be considered as full-time or part-time employees of the organization.

[bookmark: _Toc104897883]Personnel Files 
The Organization maintains personal files for each employee. Personnel File are maintained for each employee of KSi Organization. These personnel files contain confidential documents and are managed and maintained by Human Resources staff 

[bookmark: _Toc104897884]Personal Records
KSi Maintains personal records of all employees. During appointment of the employee the photo copies of qualifications and experience are collected along with their joining report and they will be kept in their files. 

[bookmark: _Toc104897885]Job Description
The Human Resource Generalist manages the day-to-day operations of the Human Resource office. The HR Generalist manages the administration of the human resources policies, procedures and programs. The HR Generalist curries out responsibilities in the following functional areas: departmental development, Human Resource Information Systems (HRIS), employee relations, training and development, benefits, organizational development. and employment. 

The Human Resources generalist is responsible for all or part of these areas: 
Recruiting and staffing logistics, organizational and space planning performance management and Improvementsystems,organization development, employment and compliance to regulatory concerns and reporting, employee orientation, development and training, employee relations, employee safety, welfare, wellness and health, Employee services and counseling. 

The Human Resources Generalist originates and leads Human Resources practices and objectives that will provide an employee- oriented. high performance culture that emphasizes empowerment, quality. productivity and standards, goal attainment, recruitment and ongoing development of a superior workforce. 

The Human Resources Generalist coordinates implementation of services, policies, and programs through Human Resources staff: reports to the Human Resources Director and assists and advices the organization about I Human Resources issues

[bookmark: _Toc104897886]Job Candidate Evaluation Form 
This form enables our staff members, who are participating in the interview process with selected candidate, to assess the individual's qualifications. The format provides a method for comparing the interviewers' impressions of various candidates. 

The questions also provide guidance about the type of skills mid potential contributions the interviewers should be assessing in each candidate they interview. This format allows us to customize the questionnaire with any additional assessments which are necessary for the pertinent position. 

We will develop customized questions for every position you commonly fill. Even in the short term, provide some guidance to the Managers or Officers and other interviewers about which questions each interviewer is responsible for asking. 

By sharing questions and responsibility across interviewers, we will learn more about the candidate, discover whether the candidate "fits" for the organization, hence after interviews we would follow up with a review meeting to discuss each candidates experience and knowledge. 

[bookmark: _Toc104897887]Appointment Letter and Staff Orientation 
[bookmark: _Toc104897888]Appointment Letter 
Any personnel employed with KSi will be issued an appointment letter prior to his/her employment by KSi. The appointment letter will officially announce his/her position within the organization, the place of assignment and the effective date of employment. The appointment letter will carry annexes, specifying the employee’s job description, terms of reference, salary and benefits and other relevant terms of employment.

[bookmark: _Toc104897889]Probationary Period 
A probation period of three months shall apply to all new employees from the date of hire. Exceptionally, the probation period may be extended to six months. In case, if a new employee fails to perform in accordance to expectations of KSi staff/board, he/she will be given a notice, terminating the contract at the end of the probationary period. 
[bookmark: _Toc104897890]Staff orientation 
All new employees will get an orientation about the organization’s mission and strategies, its structure and the staff within it, the policies and conditions of employment, the internal rules and regulations, etc. 

[bookmark: _Toc104897891]Remuneration 
KSi believes in attracting and retaining a qualified and effective workforce through a system of payment that is both appealing and fair. All employees of KSi are entitled to salary or Stipends depending upon their skills, qualification, experience and as per the guidelines of funding agencies. salary or Stipends will be mentioned in the appointment letter. 

[bookmark: _Toc104897892]Working Days and Hours 
Working Days 
KSi will follow 5 days a week working schedule from Monday to Friday and Saturday and Sunday are considered non-working day. 

Unless otherwise specified, KSi will observe the same public holidays as those prescribed by the Government not exceeding 20 days a year. The HR Officer will prepare a calendar of public holidays not exceeding 20 calendar days at the beginning of each fiscal year and circulate it to all staff. 

Office Hours 
The office shall open from 09.00 am in the morning till 04.30 in the evening. All employees are expected to complete 8 working hours daily. There will be one hour lunch-break. 


[bookmark: _Toc104897893]Travel Rules & Regulations 
Travel 
Staff members may be asked to travel away from their usual workplaces on authorized missions only. The policy on payment of travel allowances adopted KSi applies to all employees regardless of job category or status. It also applies to the consultants, when mentioned in their agreement. 

After reimbursable expenses are made, the person making an expense claim shall use the appropriate forms available. 

The expenses will not be reimbursed if proper justifying documents (original receipts) are not attached except for per diem. Eligible expenses include: 

Mode of Transport 
KSi will pay any transport as far as reasonably possible, i.e., Train/bus/Keke/Flight Etc. If any individual is using personal vehicle for KSi related work, they can be reimbursed the actual fuel cost based upon the mileage. Some maintenance will also be awarded if required. However, the private transport must be shared by more than one KSi member or employee. 

[bookmark: _Toc104897894]Leave and Holidays 
Leave 
All employees of KSi are entitled to 25 working days off, as paid leave per year. This leave is accured monthly at the rate of 2.1 working days. 

Holidays 
All employees are entitled to 25 days of paid leave due to public holidays. Public holidays are specified in advance by the HR officer in consultation with staff members.

Employees who are required to work on public holidays are entitled to compensatory day off. KSi will keep records of number of hours/days worked by its employees on public holidays. Request for compensatory leave shall be substantiated with this record and approved in advance by the HR Officer. 

[bookmark: _Toc104897895]Absences
1. An employee who is unable to come to the office is required to notify the office of the reason for his/her absence.
2. Unauthorized absences are grounds for disciplinary action. The following procedures shall apply:
An employee that has been absent for two consecutive working days without notice nor explanation shall be personally sought of by the HR Officer. He/she shall be asked to put in writing the reason(s) for his/her absence.
If, after seven consecutive days of absence, the employee continues to fail to give any explanation of the cause of his/her absence, the employee will be considered to have resigned from his/her position.
In cases where the employee cannot give any satisfactory answer to the cause of his/her absences, in the judgment of the HR Officer, the employee may be subjected to disciplinary action.

[bookmark: _Toc104897896]Staff Movement 
Assignments and Transfers 
According to project needs, any employee can be transferred temporarily or permanently to any location where KSi conducts its activities.

A permanent transfer to a new place of work that includes a new job mandate shall result in a contract renewal. 

Interim positions and promotions 
An employee may be called on to temporarily perform a job in a higher category. That does not automatically give him the right to the salary and benefits of this position. However, after a reasonable amount of time, KSi shall reclassify the employee in the category of the new job or return him/her to his/her former duties. 

An employee who receives a promotion can be required to complete a trial period in the new position. If the trial period is successfully concluded, the employee will be reclassified in the new job category and at a salary scale level higher than his former position. If the trial period is not satisfactorily completed, the employee will be reinstated in a position at the same level as his former position. 


[bookmark: _Toc104897897]Discipline (Progressive Discipline) 
Progressive discipline is a process for dealing with job-related behavior that does not meet expected and communicated performance standards. The primary purpose for progressive discipline is to assist the employee to understand that a performance problem or opportunity for improvement exists. 

The process features increasingly formal efforts to provide feedback to the employee so that he or she can correct the problem. The goal of progressive discipline is to improve employee performance. 

The process of progressive discipline is not intended as a punishment for an employee, but to assist the employee to overcome performance problems and satisfy job expectations. Progressive discipline is most successful when it assists an individual to become an effectively performing member of the organization. 

Failing that, progressive discipline enables the organization to fairly, and with substantial documentation, terminate the employment of employees who are ineffective and unwilling to improve,  Typical steps in a progressive discipline system may include these.

Counseling the employee about performance and ascertain his or her understanding of requirements. Ascertain whether there are any issues contributing lo the poor performance that are not immediately obvious to the supervisor. These issues are solved, if possible. 

The employee will be verbally reprimanded for poor performance. Written warning will be given to the employee, in an effort to improve employee performance. 

Providing an escalating number of days In which the employee is suspended from work. Start with one day and escalate to five. Ending the employment of an individual who refuses to improve. 


[bookmark: _Toc104897898]Employees Termination 
Conditions for Termination 
Employees shall lose their jobs under any of the following conditions:

I. Voluntary Resignation 
Personnel wishing to resign from post may do so by giving a resignation letter to the Executive Director stating the reasons for resignation and effective date of the same. Three months of prior notice is required for such resignations. ii. The date in which the resignation letter is received at the KSi office is considered the date on which notice of resignation is given. Failure to provide sufficient notice may be ground for forfeiture of all accrued employee benefits. 

The employee will be relived If they gets Government job, any other job for which they get more salary than what they are drawing now, If the health condition will not permit to work and on production of medical certificate, any other genuine cause the organization believes, if get married not willing to work. If they will not full fill the above conditions the employees will be relieved after repaying two months of salary to the organization. 

II. Redundancy of the Position 
Depending on the nature and volume of its operation, KSi may declare certain positions redundant. Persons occupying those positions will therefore be forced to be separated from KSi with proper notice. While doing so, KSi will give at least 2 months notice in advance. 

III. Termination with Cause Grounds for employee termination are the following: 
i. Continuing inefficiency and gross negligence of duty.
ii. Fund embezzlement.
iii. Misuse of office equipment, and other properties.
iv. Repeated unauthorized absences and leaves
v. Intoxication while on official business or within office premises 
vi. unauthorized disclosure of official information 
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