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(P 6UTED)| 60T

2005 (P &6V [FLPGH G 6TEUUIGHITILD Y, QUGTUTLOMTESHE016D SIFLILIGTTLILIL 65T QUIRI&) e (HLD
16L& HMIEUETLOM6ITH| 2011 @60 GLMHEOSTEIIL OTU| SHSSHIL_L &HISHHMLDEITE
LIGTNUIITNT] LI6HL_WLIGTTEnUILILD &60T6uTTTEUETHEMETUILD HENETL LG, euevIQL g
60 & HMIQIeETSH Sl6oT CHITEHSMRISEMET SleML_UFHME Qen6uuThH&| LITTNILITHMILD
(LPEMMEMLDEEMET 2_(H6UTEHS, SHeusTenT&H G, LHUIL E, Cowbubh S
QU(HH6TM ).

2011 (Lp 6L 2019 QUEHITLITEN STELLILIGH6L HMHMISCISHTEHUIL LITL RIS Eh&HE
SI6MLOEUTS, LIGTTIWLITET LismLUl6wnuear (workforce) 6X168)601%HSHMEM6BTUILD (efficiency)
allemeanHIMmemeaTLd (effectiveness) GCLOLUG G S 2 MLSH S SlMemen (productivity)
185 &GLD CHCaUmET LIGTHNLITETTSH6T LIWNUITMHMILD LI6TT & & LD6L

S, CITHAUILDTETSHTHALD QHTLHIL Sl LIS (job satisfaction)
QULPMISHEULEVSTHALD HMLDWIGEUGEI(HLD 6T60TM CHTSHEHSHMmS HlemmGeumm,
HT60& HMIE6TT @560 F6mL, LO6TG eueT 2 LI G(L) pFlweummieenmev,
LIGTNUITENTT &6, (LPSHTEMLDS SI6), SEST6OIMIEU6VTSH6IT 2 L LI LieLGoum)
STUN6TT&H6M6T &(1HSHGHHHEMaTLl QUOMILD CGTLAGOMeNT] FL_LhI&6T LoMHMILD
QISTLAEITEMLD €2(LD&HELMMIFHEMENS (professional ethics) &(HGSHIM C1&MeoT(HLD

@ &mBCUILTEETH| 2 (HeUTSHSLILILL &) .

3, Eh6008 F60L

HIT60& HiMIQIETLD
28.09.2019



60 &GUIL_Lg 60T CIHTSHSHLD, LILIGTTTSHENT, 3i(LPEVTSHELD

CBTHSLD

0&HCUIL_1q.65T CHTESLD Qh&H& 0&HGUIL g 63T CHITEHSLD HT6LS HMI6L6DTS S6oT
LI6TNILITEN] & h&@E SHOUTSH6NTE| HL6MLOG6IT, 2_[fl6NLD&HE, F6VIEN&HEHET, QGHTL LTSS
Qg afleumss gy alaLILEGESSUILLL QULNSTLL M6V QPRGNS ShELD.

LILI6DTIT S61T

o LIGEUNWITEATIT&6IT

o [T6VS HMICUETT Y Eh6MS F6mL
o OGN EUOT 2 LI G(LD

o  S60I6TIMTITEUGVIT &6

S (LPELITHSLD

Q&maCILE SPLTGLD SlerTdHeL @\(HbH&I, LIGTTNILITENT&6T G1&TL [JLIT6sT
WI3C6UEEHSH606L (PSHHIL 2 &5 GI6eMEUTLITSLI LILI6TLI(H S S LIL(BLD.
LIGENLITE&eT QHMLJLN6L HTev& s Slet JCHBILD LNM CI&IT6IT60 &8 (Erh L 63T
W yesorUm(p SremlL@GLOIL & 560 Q\&HmEBGIILIG.60 2 6116 QSITETE0 8861
(peareniflemin CQUmLD.

Ab&S MEHCUIL g em6nT UTEIHGI, aeMhS IHMEG QWIS &hiS6IT LIGuuT T 6v6or
CLMQSTETET 6065168 LIGTNLITETSEHLD GoueiL LGS MII&eT. Caennailsern

@ (wLIN60T, NeM&ESMIGET GCHem6L 6T60116L 2_RIGEIT (LD STEMLOUITATEN CIGTL L
QBTETEpMRIGET. [BHRIG6T eUTHS G UILILOIL L Ligaild 2 MmigeT Lessnuimeny GCamLiLed
GC&I5s5UL®MRLD.

&CUIE SI(PLTGLD &
01.10.2019



HITEVGLI LIGWTIWLITETTSH6T GG TLJUITEST @)60& &S 61

BITELSLD 6( &L BIMIGU6TLD. BHITLD 62 (LP6ITLOTSF HimieeTLONS:S SlsLD
e (HLLYSCMIMLD.

CHIFLPSLDITET, SeLPSLOMET, R(HUBSHOST([HEU]T 2 HMNCFUIU|D LS
&LP6M6L [ITLS HimialeTd ell(hLOLSME).

1|3V (P STENLD & G615 §)&HGLD LIGTUNLITETTIT & @15 (@G LD
H6OTETMTEUNTHEHHGLD LIIGTISHE@HSHGSD Q6w G  [HEVLDTETT 2 M6 56N
@ @®LILG| SIeUSILILDTETG).

RHRUTHSESTHOUT  SHDHS LEIGHIL 6T  SHSHHSHSHeeL  Lflomm),
NeSTEML L RiGemen allphi&l, QUTmILiL&seneT eT(BLILIG6 261_T&HGe HTeLs
Bmieverg Slest QUMICLMISEMETE FELPSLD (LP(LHEOLOWITSL QUMHMIS QS merTer
(Plg ujLb.

610G LIWNITOTISH6T  HIVSHSHS60T (PSS  LRIGSHSTTISHET 6l
6] &6NT6dT SeoflL L eaj&F&luTlevid, Sl6UJSereor FeLpsLl
URISeNUNeILD HITLS HMICIETHSHIHE (LD SHESTENLD &HHmM 2 65 (h.

[TV &SH6T Sen6sTHGIL LIRGSHSTISHEHLD QML J&FHILITET MMV, LUNmE
261_m&% GLOLDLL L 62(h HIT6L& [Himiaeurll LIGIILITL 6L (organizational culture)
2 (H6UTSHS (LPIg.U|LD 6T6sTM) BLOLHGHTLD.

HTe0s Himeearshengid, SO CuHDd FepsmisaiearGd euajFSHSG
uestwimenjsefledt 2 6mef(B&6T,  (WP6TCOT(HLILSS6T,  SHENELEMLDS GIAILD
SIQUSILD Y GLD.

HTe0& Himieuestd CQSTHOHMEMID HeOL DIDU|ETITEYD FCLPS 2 6U0TJeLD
QSBMEHIIL LITNUITETTSHemend G&meuulg. (HLLMSE Qe0&H&THS CI&TEHIL &).

BTev&  HMiQuTsSHer  Slemeandd  QFLOUTHSE@HD  CGTLJEFSLITe
CuUT.(HéGD, SHONIGGLD 2 L UL L me, CleueilLILIEnL &5 60T6mLD6mLL
Gamifl HimhLem6.

BTe0& HmieeTd e@h SOMeL HMaleTons alemjFH UMD, 6T
SOMEL&HMET  S(H5HH HMLWMMESHS &HLHG  Lesunwmenysenlest
LRSI @emMulenLOUITSHS).



1. LT HHVILD LITTTHSHLDITE & 6ILD

6UCIQIM(IH USILMIGLD Y Ehe0& FenLullermed gmsLULUL (Y, HHesssLul (b
AQ1&ES Geucni(Hd. SiHG UHURIGSSTeoT  Ueon  eNufluyn  QFuwmEHmedst
QeVEGSE@HLD 2 (HUTEHSLILLGL L6wN&sLIgLILHeu. Lewn eNufliiy 1Nese [hLd
QIUPRISEN6T 2 66N SSHISTSH Q(HSHGLD: (1) USLRIGLD SHLMLDSEHLD, (2) LI6woN
QeVEHGH6T, (3) HGHH6, (4) AMSHMSBUIL 6D r@@rﬁl@ (reporting line) (5)
2 GILI(LPLD S SHMUIMRIEHLD (salary and benefits).

HTe0& HimiasSSl6tr LD6sTSH (LD STEMDG GO CSTETEMNSHHE SMLDEUTS LIGTNUITEN]
SITNETLLILD LITN&ESOISHHVID (LP6dTCl6ar(hS&HLIL(RLD. LIGTNUITeNT &evflLiLi L
GCaMILSGSHeT  cpeu&GCHTUINID  CQIUBSFCHTUNIL  GueLUBLL. G
763162 (I, 616TTEUMEMM 2_6TANTL_SHGLD.

SHGMILIL - Resume

L6osn eNuflLiL - Job Description

LI6weT) 2LILIHGLD - Employment Agreement

G6vfiBLIT L6wNg HILL LD - Individual Workplan

QEwm&mest Wermie Ll L&eyser - Performance Review Records
LUNmH& LGley - Training Record

@(PLRIGEBN LML LSE - Disciplinary Record

o O O O O O O

2. U6waT L1LIH&LD

16L& HimieuentLl LissNImej&eT (Noolaham Foundation Staff) Siemested (&G 2 flil
6w epliLbh&LD (Contract) LsstNuileL G&(HLD CUTG) eupMmISLILL. Gouani(Hd. @emnel
By &EUUL &8alqul L6  eLUILbBSLONSE (Fixed Term  Contract), gamIblémev
@UUbHSLONG (Piece Work), SGeomgshlemey UGaNUITS (Consultant) I6L6VE)
Lufleyleurj Hlémev (Intern alias Junior Professional) QU&ILIRIGTS SIeMLOLI(LPIGU|LD.

3. MW &L LUNME (Orientation)

RG] UHsTE UmNsEGE Ce@mL Cumg, UGG glrre\)&,g@m Qe
Q&MemeLCHTSHG, UGN @QeV6HEG, CHTSHSHMIGET, eﬂ@Lﬁ]u_lrmaam [H63TEOTL_5 6005 5
Gemun@®, ey ensGui(y, QFWMHSILL RIS, SLL DL, B Eh0s &Ll
QL WRI&ET QML JuUms CgeTNeunsl LUNDHE uLpRmISLILIELD.

[TLSLD S0 FUS Hmieuewrd as&rumg; amrn'j,&,g,JLb e6vIT6uuTLD @\hG LI LIUNM & Ser
SIEMLOW|LD. LIGTNITEN&EhSHGLD, g,mmrrljeumljaa@as@m gmmj 2 flwpemnmuied
SIMWSEH  CEFuwwudeur. sled] L6 L LD 600G (WU
QFIWSEFalql (P& GMHH QFHefNeyl L LUGLL.  uflhGHlmrssiubhib



S, LETUTTRIG6T:

An Intr ion to Noolaham Foundation
16L& HimieuestLl Liswnimeny en&sGul(h
24,621600ILOITHGH6016V ,6)16001LOTSHSH6V
PPP Manual

NF Processes

4. QUEILMIEG 6T LDMMILD LITTILITONTT &6

{605 Hmieuesrs Sled LIGweTIuITerTiy LI6O)L_ ULI6TTUIT6DT )| Ny meorLoms
Aeausmaslu@d. Hmelarddler QuisSssHHEE CHmalluEd LGablanevdern
"olig LILleML.  eUELUMIGSH6T” (Core  Positions) gteoreyld  QEWMMIL L MIS6TeL
2 enMeUMAISLIUGEL  ugselbleneussst "GFWMMILL  eUHURIGS6T” (Project Based
Position) 6T68TE)LD SIEDLOSHSLILI(HLD.

Sllq.LIemL EUEILIMI(S &61T 3 €560 &:F 6MLILITEL &i7omesN&sLL@LD.
QEWmMIL L MGeT6T  &H6iTenSCHOL, SllgLILIEML LML WIETNUITED  SLILIGHN
CmGsTerar (WDigWITHNL &I, CFWMMILL UHLRIGSHET @560 FnLILITED
2 (HUTEHSULBLD. g QFWMmMILL &Teuld eueniy GLewILILI(HLD.

Level | Category | Position | salary Range

A Core Staff

C1 Executive Grade 1 | Chief Operating Officer 50,000-
90,000

C2 Executive Grade 2 35,000~
70,000

C3 Manager Grade 1 | Digital Preservation & Library Manager 20,000-50,000

Program Manager

C4 Officer Grade 1 Finance and Administrative Sector Lead 17000- 40,000
Communications Sector Lead
Technology Sector Lead

C5 Officer Grade 2 Digital Library Officer (Quality Assurance) 15,000-30,000
Digital Library Officer (Metata data)

Digital Library Officer (Rights Management)
Junior IT Professional

C6 Officer Grade 3 Digitization Preservation Officer 15,000-
25,000

B Project Based Position
P3 Manager Grade 1 | Senior Project Manager | 18,000-50,000



http://www.noolahamfoundation.org/documents/introductions/IntrodocNoolaham.pdf
https://docs.google.com/document/d/18RLgCuTlvEwNOQWIsvFr3wnPaDTQs9fgdwnKb0WsA5o/edit#heading=h.aczyuw2yex2w
http://www.noolahamfoundation.org/documents/introductions/PP_Manual_NF_2015.pdf
https://docs.google.com/spreadsheets/d/1uzD1t51iG7-8qe2zQxCJlWJt4o9WnRIu3v0Ni34zke0/edit#gid=311308107

P4 Officer Grade 1 Field Researcher 17000- 40,000
Collections Specialist
Academic Researcher
Project Coordinator
Software Developer
P5 Officer Grade 2 Digital Library Officer (Metata data) 15,000-30,000
P6 Officer Grade 3 Digitization Preservation Officer 15,000-
Junior IT Professional 25,000

5. LIGETIWITETIT 62160)8 8 61T

LeONITeTng 2 emeumhisLLBUeU] (WGBTS S6060F UGS ChILOTS
L6N&G 6T(HSHSLILIL6VMD. Q&SI L6iTeU(HLD 6UENSUTN6TIT 2_6iTErTL hiG 6.

1. (W GnILU ussnwimerniy (Core Positions, Project Based Positions, Sponsored Positions)
2. UGS GBI uewsnwimerny (Part time)

Coemauullest  QuUTBL(BLU  usienwl  BenmCoummieusm&ns  LTeTel(hHLD
QUMEHEHEMNEL  LGNLITaTISHMETLD, HCEOMTFSHTHMETLD  LIUTIEVI6UTTSHemarTu|LDd
9_6T6UMRIS(LPLG. ULLD.

1. FamIUl Li6woN epLILIh&LI LiswNuImenj&en (Piece work )
2. (WP(WPGHY LuTNevleory (Intern Known as Junior Professional)
3. g Geumashlemev LGNS (Consultants )

Type Description EPF/" | Budget Monthly Salary
ETF | Type
1 W (LGmY QULDMRISLILIL L Yes | Operational | Yes
Sllq LILI6nL SL6MLOLI UL Iguledm@ Budget
Li6wonul ey SO FILPMLDGE 45
(Core Workers- full | LD6BUT & SILITEVMIS6IT
Time) LI6STT LiflLIeT &6
2 LGS CHI oo GMiLILImeT Yes | Operational | Yes
LIGBNITeny (Part | &IeMM&ATEL 9i6L6VE) Budget
time ) QULDMRISLILILL
SL6MLOLI LI 1q u16edM &
SIENLDOUI KILPEMLDE S 45
LD6BTT| & SILITEVRIS Eh
&@& G6mmeUrest GHyLD
LI6uN YrflLeu&er.



https://docs.google.com/document/d/14Xtb-d_xouRIscwvdHsDZgst9IBPJ5HyPJJBCU3ey-k/edit

QEWMmHLL € (I GmILILIT6T Yes | Project Yes
eLILIMHGLI CQEFEWMSIL_L SHev Funds or
LIGUSTILLITEYTIy eLILUhHG
(Project Based Sl LILenL_ulleL L6wo
Positions ) HiflLeuy&er.
QEUDALLLb (g b5
LN6ITL] SIUTSHEHEHS
605G GV Li6ud
SIML (LD 6TTLSMG
o mIHUUTh @evsnev.
Sponsored SIED)| & T 6TT Yes Sponsor Yes
Employee W19 b 6ot Funds
LI6utTl €L ILIH & LD
WP 5EG UL
W wGHy BTeV &S S6dT Licuil No Sponsor No
LIuITeyI 60Ty Lifleug 6ot a1L_m& Funds LI6oN
(Intern) LUNM& WOHMILD Liswe Q&ML JUTS
SlgyILIeILD JMHU(BLD
QUDICISMSITeDT Q&evalen
B 6m6uTHS LIGTUTIUITENI]. MhI&6IT
QULPRISLILEG
LD
Fa MLl Li6woT) G&mlLLmest No Project No
eLIUBSLI S|6ML_ 6|5 (E1h & SHIT6oT Funds
LIGSNLITaTIS6T | 2a1GIUILD
(piece work ) QULPMRISLILIGLICUT ST
9, Gevmg s1h 08 Himieucg et | No Project @ 6euImISLIL
6060 LIGES6IT &6M6)U I6LEVG) Funds/ L
(Consultants ) QEWmMILL Regular UUHS 5 G
CHMOUGEHSHH TS Funds 5
9, COLMESHTHENTS (Conditions
LIGOLDL_ L_Mi&6fleniLd agreed
uwbﬂwmlj’&;g;@m.um. between the
consultant or
%(Smrr&&,m&,nmmm Firm and
60T (Consultant Noolaham
Procurment) é?@ Foundation)
(WP 6TQeT(H &S LU LD. SI6MLOWI
918 QewimiSLILIHLD CUIOUMIS
QBTMSHSHGLD HIT6L erfleor
SI6T6Y, E6TOIRIGLILIL L DL 655
CQUMICILIM] & @ &&H60LD smLWIGeuT
W eUILIBGLD GO L



https://docs.google.com/document/d/1Ni5jGe3L85qACroaJ8EuzkJIlEguu-gf9I6wv2BftXA/edit
https://docs.google.com/document/d/1Ni5jGe3L85qACroaJ8EuzkJIlEguu-gf9I6wv2BftXA/edit
https://docs.google.com/document/d/14Xtb-d_xouRIscwvdHsDZgst9IBPJ5HyPJJBCU3ey-k/edit

Gum@&mememiL(hLb &TeLIq LI

snL_uNGeor
QI6MILOULD.
8 | upeued Brevs Himieue$ i@ |No | Sponsor No

Q&L L 2 _§6MLD CL6TUI6UIILD covers their | LIGutT
LIGOTTILLITETTIy HLOG| LIGTNLITONTJ &6l time Q&TLJuUTs
GBI (Donated | CHIHMG egJmU(HLD
Staff Time) HMIQIETHRIGET L|J66L Q&eualen

QFUIWI (LpLgULD. RGN

@\hG LI LIGTUTILITITS6IT QULPRISLILI(G

G&MILLITETT QFUIOTES LD

SV 60T Qem6uTIh)|

UGSl &

QEFUICUMTS6N.

URISeNUys CQ&uwiu|L

ChISHSeL HTevs

Aiesm

Q& TaTen&HemeaniLd,

QFUI(LPEMMSHEM6TULD,

Q&ML LML M6V LD

SIMSENSUWIL M6V U|LD

NesTLMM) Li6weN

Q&wIgHe0 Geuetur(hLD.

5.1 UesoTwImerny/Leusniutmeny GBIJLD Ly6u6L

S, S76) LENLITeL], S, TeueNSSLILILL. LIUTIe|6uTT&eT, LjJeued Glauwiuliir L
LiewNLITer&eT CHILD &L (LPemMS6TIeL LIGTTILITAT&HEM6T 36060 E)
Lesnimenj&eflest CHI%Hems HIT6L& HMIeIETSHGIHE HETCSHTENL QULDMIS (LDIgU|LD.
SlhG LI LIGTNITET &6/ gy 63T &erllesT [{ITeLSHLD FMTHSLI LI &HerNeD LTeuevTsel
Heneoui(h QFUIWS Fal MG QY GLWD. GOILUTE RHTeusL L Chs S0 Ceum)
Geusmeu gert CIFIIWI HITLIHS 5SS Fal_MG).

GLOGYILD, L|T6UEVT&EIT & 66UV THETEH Q(HSH@GLD LIL&FHH6L FHLOG)| H6V
(WPJewISemaT SIMNeNGH G, LENTaT&HeT FOLBSLILGLD QFLIEVTSHSMS6T60
Process/Project mentorship [hlqLIRIG&Hemen SIJLILG| euFGCaumsLUbEmEI.

6. &GS SHM6UI HIMELLD (Probationary Period)

&GS HITEU HT6VLD - 4 LDMTHRIGEI - C4, C5
&GS ST HTEULD - 6 LDTGH RIS - (LPHTENLDS GI6M BlgLIKIGSET (C1, C2, C3)



7. Qg memeveIlL_LI Li6uo

Q& memeVaL L1 LI6wN&G 616018 6§ FleyQEFuuIiLL L LIGsNWITenJSeT Q& meneoaTL Ll
LIsueTIUT6m6sT (LP6ITGI60T(H5HS (LPIGULILD. S, 60TTED SHEUTEHET GG erNlevmest

Sl UL &Falg Ul §60&HG&HM6N (L6sTeneUdH G| LM Ceuesor(hd. 6ThH%
6Th& HITL&EM6L SIVIUEVSSHEH6L FeL&LD6aTES Cereuti(hLD 6T6ITLIN S
(W6t g G 61(pSHeL QUDMIS CsmeTer Gaustor(BLd. GBIl WIMSL LhiSaN&s
WIS FHSTLLS S, QOWIBST QULAILITS (&S FHHILILSSMNED &He0hS)
Qameneud| SeuSILIDTeTH. MSMSBUIL6m6L Staff Reporting Sheet @emeutLl
LwesTU(h&H GCmGsmerter Geusir(BLD.

8. LOM&MHG, GCLoeL&H&LI LieuoN, Faml Ceuenev ardluld

1. (PSMHSLL DTS, SMEMHG LIGTNLITATISHEHD QST &5 2ahuid e6ommleL
A@hg QSTLRIGeUTTSH. SleufsHeailent CaFameal WOHMID CFLNHMDIHS
SlMLDWI 261U 2 U6 QULPRISLILIGLD.

2. 2anflully ep(meuifles eardlul 2 wije] NesTeUBLD FomISHEner &(hSSHM 0 sesun(h
Soresslu@L.  ep@meuflest  QEFWeLEMeT  (performance),  €(H6UIT
(5SS TEIL  QUTMILILSS6T, (LD6TGesT(HLILSSET (responsibilities and
Initiatives) @GN [IVESHHGHG CFWLS(EHSHS Falgll LRSaNLL

(contributions).

3. SlUISET HWEHEG 2 HESTeT NG UPMMESELSHE GCeons 61(H&STeL
SIO0G 1(GES Goustiy QBHSTL Sbs ChHy NHHEMSESHSEES JOM
LOT&I (pro rata) iUl FLOLIOMLD GNMSSLILIL (B euPRISLILIL. Geuein(hLD.

4. Gevdls GrIL LewN&eT GMmESTeTeT LTS (LDS&TMLDSSI6),
3LV G| NG GeeVEUNTEL CHMILILIL 6VMD. S6UMTMITE FLOWIMISH6T6L
SleuSlld  eTeofledT 2 Ml LUTHSMTILUD  QUFHSEHLD  (LPSTHHI6UHHTEL
QULDMIGLILIL VLD,

CLO6vH& BITL &6, 9606V CLOLSHGGHILD Lieutn Liflis Geuevorlg.udl(hLILN6dT,
SIHMG MM F6OIDMEIID QUPRISLILGLLD. Slevevg LNMCST(IH SHevrsdlev
a@LY T(hH&HISHOSTTEHLD 1S Slaf&HSULHLD.

Cevdld Chrsd Qam@EpLuene| C5, C6, P6 DL L §Hen(h&CH aIpRISLILIELD.
G  sleurseaier  WLIGHLST(HUUGONL  @Q@hhE  NesTalhLomm)
60N SSLILI(HLD.

Cev & sCHISHEST(HLILIEEEY (62(1H LO6WN) = MSHMHHS Q&T(HLILI6TE|/ (45 X4)



JEn6sTLl DL L SHH60T(h&@G (C1-C4, P4) (b BITafleL 4 LGNS STV HSHI5HE
GemMWIMOEL GCevdls CrIw U6y flhHTeL eDIHT6T 2en&Hui(pLd 8
DEMNGHHULTLSHHIHEG GOOWMDEL GCevdsd Chiw  Ueyflbsmed
/e sarHipld  Slebeog  LINGETH  Herggled el
(h5HGIHCHMeNERD  UFSHW D SefGsLUUEBD.  QamEHLLeTe] 666
NesTelHLOMM)] SHemN&SLILIELD.

@@ Brefled 8 WaMHHIWTORSELSHEG GCwed Cedls GCHrd
Uy fihsmed BrEndGHlw Cueuds Crhrs Q&m(HLUuse) = LISTHES
Qam(hLLesTEY/ 22

@@ Brefled 4 WEMHGHWTORSELSHEG GCwed Cedls GBI
uesyfihsmed Sieny BrEnsGHlw Cweods Chrs Qsmuusie] =
LOMTHMHSHS CST(HLILIEITEY/ 44.

Cevdd Cry Geausmeudailed CLMESTETOTLLULL. DL 6 &6 GMGHHI
GMHS (LPSTEOILTETHESG SIMNSmSHUINL 6L Calssur(hLD.

9. FIMSHHEI

sar ] Gaeomu K& - Employee Provident Fund - EPF: 12% [himjeueutid, 8%
LGSO LT eIy - GLoev§s 556605605 UMI&&.
http://www.epf.lk/assets/library/employeehandbook.pdf

2a1 All] BLOLNGHEMS K& - Employee Trust Fund - ETF: 3% Himje6utid
seoal/UNHAGSTeE 2 HANGHCHTMS -  [HIVS  HimieueusSHeor
QLEGHEHG URGaNGSH6aI0060 Quigvend a(B55%5@& WG emum
50,000 6UENFITET QHTeMS QULNMRIGLILIL 60MLD. @G| ,6001(H S M6 GUIVI6LD
UTSLenL U QUTMISHID eanfluifler URSONUMUS SHSHD Q&MeoHLD
SiyomesNssLu@LD.

MGLIAUMTRISEL HSLDE eIV EHS L CIGTEHuIL_TL_L LD.

VUV ESHHEL CH6tTT Q1B Cousmean i(hHSeVTLD.

(WP6TCETDM UI6S Fol L MG EHSS LOSIL 2 60016) ULDMISLILIL 6VMLD.

GeuflpLIy LN SIL_L §&15@ (individual work plan) Jmu LeseTwimeny Gobum(y

(staff/professional development).


http://www.epf.lk/assets/library/employeehandbook.pdf

10. L6weTl GBHILD

eTLeLm (Y GCBY 2wHUITHEHLD, P&S GMDHHSH 45 L6  GHIHISET
@alQeur@ &Spenwuld Ul Ul Ceueii(Bd.  epeuGleum(p LiesTImenT(hLD
@albleum(p, WLIGUPL @ FaNsEpmwngEer UameEE e  Gealsu(hib.
geoN&HEPMLESEGFW Ul  CeHsChrs QsTHUUMTOSGT LRSS
gaflsHemD  SiialLsd (WPGCHILDL QUIRIGLULG Q& HHMHE pemmuiled
BLSGLD.

o 3lVIaUELS GHIJLD: 8:30 (LU - 5:00 LN
o LWHW AemL_Ceusmer: 30 HILOIL MIGeN

LeNGCHIGSHeL 10 HIOILMiGen QBEILDE| SHILLIL6OMD. STUH VIQIVS
2HJDOLGCH

Jomest 8.30 LNesTaU(hLD 261U, STV HTOGHLOTEH 6U(IHLD CHIGHMS VOIS
Wiqu|b CHI&HHHE CeLSHSTE LaNmmm (WDigujd. @& 10 HILOIL hsEr5HE
CMUL MDD Qh&Es Gauu(Rd. TRGHSETL (B &HTenev 8.39 e(bLD 281l
b6l 5.09 eusoy Lsooflfli Geusvor(BLD. 8.35 6u(BLD 2an Pl 5.05 66T
ueooilLyifliieomn.  8.40 LieT 6M(BLD 2l "SMOGLONS  6UBS6U)”  6T60TS
&600718 &S LILI(H 6T .

@ 2aAlul]  SMOSHOTE  UHSTL  6LEVF) GMsH& bmefled 8
LEMSHUTLSHSHSGS GEMDEUTSHEL  (SL60TL Ml LDENS STV S &HIHS
SH&10M%) LTNYHHHBHSTL SiG 0.25 BreT NBLPsMHDITSS (2 hour Leave)
SaEUNGSLILEL. 6  EUNSHSHILTVESHHGS  GODEUTSH  h6oIMeL 4
LOGUIN S HIUITEL S G16E NS HLOMEsTLI LisseTILflb (6 LIL6dT 0.5 BHTe el(h (LD 6MMUITEHS
&6 SSLILI(HLD.

11. SIVI6U6VS GBI NHlaNeV &G &6 (Flexibility Schedule)

WPSELIDTEST BUITWILDTEST STIWIMISEHSHTEH eVI6UeVs CHISHHSHES ILILITEL
LIGEOT & 60 61T G meeus) (P STENLD & &|6)5 &T6L UfFe0S&LULELD.
Uewnwimenyaen Lew Gom@amerer Geuetorg ! (W CHI&HleL LmOMLD @eLemev.
SHEVMEL (TLQOUT(LDG OHTLRIGEUG] (LPlgLILG] QFTLTUTS (LPSTEOLOSGI6SHTEL
1PSHHL  aNHaNlevsGaen  (LPSHWIOTET  HILITUILOTET  STJ6UONRISELSSMS
QULDMIGLILIL VLD,

12. (R emm SHleThige MHMID GOV &S igVIaIeVs

GBIyLI LI6uoN el

BTevs  BimeuedSlen LeNgem (WEHUITE SaFQFumHUTRSHET N (Lpamnm
Senmigen WOMID CoeLHS gvialewd ChIMmGeNeL CFLILIGaI6mIG U SeUHUILD



gOUBL ULESHSH6L Sieng CLOMESTETEUSH HHMGSHIW LIGTNUITOT&Her6 &L 60L0
AGD. Q& SHG UAURIGE LN LilHe&sTear CaHemel WG, Sisueumm)
Leutl LUl (PG ILITHEUTSHET SihS USLRIGSaTNeL QFTLT (LPgImgl. Qeueumm)
w6t Yl UL&SHSH0 UJEHE@SHE SSMES Qeneonuns eN(BLy LS

CevSH&CHI&E&T(HLILIETTE| QULPRISLILIEBLD.

+

13. (B (LM ST

aN(R W emm

SHIT6LLD

e GIILILD

WAy
TR &S0

&MLy &er

QuUITg)

(B Wwemm
856TT

&

NGy
&Hoerl

W (WRGHT
LI6uoTILITerTIy

GHU§J§>5> LDLTJQW)

QuIrgION(H (LD MM E6m6TT
& &(HhHH MO &M (B,
S6001(H LG Fleb
BTV SHIMI66UTLD QLIS
Qﬂ@@mm&,m 6T606)
6160TLIM G MGG LD.

Casual Leave

7 BITL_G6IT

SHLd

W (WPGHT
LI6ooTILIT6YTIY

LiswenuNesr 21D oy 6v01(h
SmeuLILGSUIleL
QBHCES Q&FVIMS
HMLSHGLD. (LPFH6L
QUBL S Hlemmeymm
LTSS SIS SenHT6r
61601 HE0TSSILLILI(H'LD.
SIBTUS] (LpFEL

600TLq.60 6 [HITL_&6IT

Gwemm 61(H&&6VMD

NG UPMDEES (L6
SIDILDF)

QuMULIL Geuesur(hLD.
JMHMISCISHTETETLILIL L
Qv Hlneaiiied

261 _&IRIG6IT CLP6L (LPLD
QUOMISCSTETET(LDIG U]
LD.

Annual Leave

14 BTSN

LD

WWeBr
LI6TOTILLIT6YTI]

LiGweTIUu60T 21D o4 6v01(h
SITeLLILIG HU6L

QGHEH QEFVIMS
HMLE@GLD. (LPGH6L




QUBL-SEL Henmeymhm
LOT$$ 815G Hlevmeymm
LTSS SIS 1.16 Hel
G0 S6U0THELLILIL
Geuetor(h'Lb.

4 ELOEOLOES (L6
24,6001(5 (B (DM SEIT
03(1@5@1 (Vh

souteouLINSSLILIL (B
(LD SITEDLOUWITENITITEL
SWILOESSLILL g (558
Geuevor(hLD

Sick Leave

7 IBITL_&6IT

WWeBr
LI6TOTILLIT6YTI}

LiGweTIu60T 21D o4 6001(h
SITELLILIG SHUN6L
QBHGESH Q&FVINS
SHMLSHGLD. (LPFH6L
QUBL S Hlemmeymm
LDTH$SIHES ADYBITET
6T60T S6001SH&EIL_LIL(HLD.

On the day notification,
doctor’s note required if 3
days or more.

Bereavement
leave

3 BT &6

SyLd

W (RGBT
LI6ooTILLIT6YTIY

Compassionate Leave

In the event of the death of
an immediate family member
of an employee (his/her
parents, spouse, child,
sibling) the employee shall
be entitled to compassionate
leave for a period of 3
working days.

HR Subcommittee shall
approve more days (not
exceeding 2 weeks) on cases
by case basis.

Maternity
Leave

84 HTL_&6I

QLD (6/7th of
wages)

WWeBr
Li6voriulmeny

LI6ooT

QUS|
N emm

N/A

As per Workers

Compensation
Ordience

All workers

Only for work related injuries
during the work time.



http://repository.kln.ac.lk/bitstream/handle/123456789/16129/31-43.pdf?sequence=1&isAllowed=y
http://repository.kln.ac.lk/bitstream/handle/123456789/16129/31-43.pdf?sequence=1&isAllowed=y
http://repository.kln.ac.lk/bitstream/handle/123456789/16129/31-43.pdf?sequence=1&isAllowed=y

e |leave Form
If employee takes consecutive leave without prior approval, he or she will face disciplinary
action.

o SenLWenL L BT &6 GCumeTmened eX(H(LD6MM BHITLSH6IT SH6V6V.

14. (LPMIG (P EOMSE@HLD FTGH6URISEHLD (Protocols and
Instruments)
HTevsHmIeUeD ¢ CUMMILILenaT Himiaeurid 6160 QUenSHUTI6L LITNGHS SHeot

Gurg  ueNwmerglest  UTGSTUOL 2 MIHUUGSSHID  (PSLOTE LI
W 6TGeTHUM (B SHEMENILLD Cl&FUL6T(LPEDMSBEMETUILD SI(LPELLIBSSHILD.

1. SMGEUMEVEE CFELQID LIGTNILITET Movement Register @60 LSHQQFUIG)
2 Ml SIMILSIU|L 65T ClF6L6V6D.

2. UL $5HIHS UBUSHSG (PT  SHTCalmensS Q&6L6LGMHIfl 60T
GMIHSHHEUL CLHEVLD SILEVG JHMISCISTETATLILL L. QGTLFUTL 6D CLH6VLD
(SMS/ Email) 2_ifll (LD STeOLOWITET(H 5@ SIMNaNSSLILL 60Gev6w(HLD.

3. &eMGeUmMeLSE@ CFTMLI6 SIVISESHSHISHS UTTaIllqel HaTGEUmMED

(P HSHEUL 6T S G&H6U6L 2 [l (PSHTHLTT([HSHE GSMIHSHHEUD CLPCVLD
SI6L6VG)| JOHMISCBTETETLLL L QHTLFUTL 6L eLpeuld SiMieN&aGeauesu(hLD.

4. Manager - Administration and Finance 4,60 Movement Register GU6SIILILI(HLD.

5. ‘NE__LIVE'  6Tg@IlD  Online Spead sheet Sy6urg GuUeILIL(RL. @&
B0 &HMI66TTH H6TIMTEL HBIDHSSHLILIL L 6)JH6T 6THGHI(LOLD LimFemeuuilL
Sl SLIaTNEGLD.

a. NF LIVE @60 LN6tTex(HLD eIL WIRIGET 2 6oL &&LILI(HLD.
i. 16L& HMIEUETSHSHTEL JMISHFSLLLL QUITHIONH (LD EDMSET

i.  GHesniuLL (b LIGSOTIULTeTTI] e6HuT6uoILILN G &
SENHANGUMMSEHL  (PT ol ly  eNaualiNgs
Nme(h (LM &6

i. GMss HeargHed QEWmOUTPSISHAMNQID (HTEDEL  LOTEEV)
3V &G lev QLG SHerGeausmevuiled (LG

iv.  SIMIBITET, (L BTel, &&afs allR(penmuiled @wLUGUIT)

v. [HIVS  IIIQIVESHIL 2 6Tem  FHeOTEUTI6UEV]  LDMHMILD
S UIUTET(H&H&HTS REISHSLILILL Gen&uilev
QU(H 60 & HH Gl eTTeTevIfl6or LINRIG6NT. QSMLFEFAWITS


https://drive.google.com/drive/folders/0BzHt81v0HsgAVjhNSFRJTEJXTm8
https://docs.google.com/spreadsheets/d/1yUp2WrWtve9H_erWJFmvIJjBQW-mgj0JePHmO2Ht6v0/edit?ts=5d8b987a#gid=0

QU(BLIUT&ET (LDMH5HHIHG 5 (PMM&ES GCGLEL  eu(BHLIE))
Howurs @menmLiu(hésULLD.
b. NF LIVE &}6018! 9.00 LD6WON 1.30 LD6UYT 3.00 LOGHUT &Il & (Ih 6U0TMhRIS6rTI60
@menmL(h&SHLILIL VLD,

c. CPE, Manager- Administration and Finance, Manager- Digital Preservation

SECUTHES @DmMULMRSSHID SIWISHSLD QULPRISLILILD.

6. U6l GCHIHHHES SIIUTEL &ermll LNITDHMIEUS 6T6TMIT6L  &§EM6V6MLD
QEwMUTL (H S1eI6UVE(H&HG HMaNSG SIS ClLm Geuesu(hLD.

15. SIVIQUVEHF & LDV

seorg  Geng, Seutlerll, WOMID SVIOILEEF FKHMO &HHLOTSHELD,
RRGUESSLD euSHHLLG HMeTdHgl LenilmenjsHafles &L en Sy GLD.
Q& FBTELETNEHMET (PRISTE AHESGSUSL QBHG GSLMLSMET SAHDHMICIS),
gMf  SOLLUUG,  SINQULSHMSUID  FHLOMEOW|D  FILLUFTUTSHEG6USI
GuTesTHOIMENM 2_61TaML SHUIFH Y GLD.

16. GIF6V6Y GHIMI6L (Reimbursement of Expenses)

HT6evs Himieueorl LiesNudlesr GCUITE) BhigeT sTHTCSTETEHLD DI ULPMISLILIL L
(authorized) G&HemeuIITenT ClF6LE &M HTELS HMIEU6ETLD JMHMIS CIHTETEHLD. 62(1h
Qgevemer Bruger GCMCASTeTeT (LP6T [HIVS HE WLOHMID  Hijeurs
VUG HIL LD Q(bH& ShGHEF CFevey S(HLNG SIULHLOM 616N 2 MISOFUIG)
Qameneld BTl 61.&M Sell Uswnuilesr Gug gOUBLD LWIeuE ClFeue]ser,
2_LISJ6IIE QF6V6Y 6T GUTeTMemeU LB6T SieM&sLILIL 6VMLD.

Prusem UHmIE FlemLujld, Qseve] CaHMIMeL 6(h HLPMD&GGET FLOINGS
Couan(hLd. 2 MSEHHS AH(HES el SleL CFeve| Sl HTULELD.

17. QWM& meot LIS (Performance Appraisal)

uemNwmeny&edlest Ul  elemerdHment  QHTLUTeRT  LNGTEHITL L G0
vesNwimenflest  ChOlg  (PSTEMLDWITETT  QULDEMLOUIEST  FHEHLILISSeMNEL  KPI
Sl LILIENL WSS QHMeI(h 6ULPMIS (LPIGULD. (LPEMMILITEN 62(1h KPI WemmiiieaNenso
e26UGIUM(h CLESTM)] MG (LD GLomGlsmerner Geuesur(hLb.

PEQaTE HIIGD D) WEE LODID RENE QS AFWHSeT
LSUNGS6T QUL Geussr(hd. GChiJlg (DESTEMLOWITENT] HeLVF| &6M6VEMLD
QewOur(h  Ieues] QFWMHHMeT WWHUSLIgener  CLMESTETETEVMLD.
(WPSTEDLDGGI6N LITNITETTSEh&HSMen CFWmEHM ST Lq6m6uT LD6BNS eueaT 2 L
&(p GpLsmerer Gl Ld.


https://drive.google.com/drive/folders/19MTJFM13jpqTOKisPQl9Sya9WkguQqdK

GCoemeuwimenr GUTE Sien6nsH & Liesnmenjgheilesr QFwmHMIMen LOSINSTL Mesrg)
Cleuaflis HiLj6uony & (peumed GLOMESTETaTLILIL 6OMLD.

QEWMMIMeEdT G 1q 65T SilqLILemLUNeL, 6wt eLiLbhg Hlg.LiL| (Contract Extention)
21l 2 UIFe) (Salary Increment) 1606V €2(LPMIG LG SEDEEHET SIEMLOU|LD.

usse  eufliyw  QEwmHMeT FIHIMISEHD  QFWmHHmeT  LHUSL (H'ES
Slg LML &61T Y GLD. @HMG Standard Performance Evaluation Form LIWLIETLI(H&HSHLIL
Geueior(hLD.

Please see Annex 4

18. Uezonwlmenty GLOLWOUM(E (Professional Development)

Lewnuwimenj&eilest GWDUTL 6L [ILS HMieeTd &H6org DL &erileL
QREIDTHS SHGHHAMG. SbHG UMSHUIEL LITNTaTTSEh&HGL LUNMHEIS6, S
2,576, QUNSTLL L& 2 L LLL GFmeusHeneT alphis (WOUGEHDE. @I
Q&MU LIGWNITOTJSH6T SHesflLL L. Personal Development Plangd 2 (1h6UM&EGLD
CuTgl FHLOG (LPSTEMLDUITET(H6T @en6ouhg GLOGVID LJMIEOMD.  LIGNUITeN)
CUTE QAFHTLUTS LHe e bHGL usmnwmarilest LUNMHEL LgHeied (Training
Record) @60 @L IDCUM GCeuctor(pd. @& Qewmsmest WHLUSEH (Performance
Appraisal) GUIT&| &(H&H6L 61(H5HGIS GG mememliLI(hLD.

19. Usstnwimeny 2 eTaf(h, (PemMUNGHEL 6ULHI (LD MM &6

HTev& Himieussrd LssNmenysenL b @bhE L6l L hiGsner eugGeum&Hme!.
gngnyent CQEWmUTHEHaN6L 2 MiGeT LTl L hi&HenaT & LIGTTITeTs EhsGaHiT
3LV ) (LD STEOLOLLITENIT S M SHCSHIT SI6LEVG) Q&ML JLi6mL LI
SIS ELECHT  QULPMBIGHEVILD. 2 MIG6T LN L MRIGET 6LV
WpmDUIhEHET  SEsHeumeenel 616N BRIGET &H(HS6MeL BT  LNesTeuHLD
LigBlémev (LpemmuilemsoiLl Liflh&IenF&HSHGCmITLD.

o 2 MIG6T CHIlG (DE&TemWLWTeTFILLD (Wenmui®h QFUIg5H60

o Wafly auem 21 GUeILL wWenuwi Q&g - Qns (Waelf
P STEOLDWITaTS6T/Usnnmenjser  Haljss el  euer 2 LG
2_MILNEITSEF&HGF ClFELQYILD. - noolaham.hrsc@gmail.com

o SEHMS FOUUILLD (POMUIE CFULIHED - Y EHENS FenLUTleL 2 efen
6TIH % Gl (I 2_MILINesTemIu|Ld BhI&en SITD|&HEVMLD:
http://noolahamfoundation.org/web/en/our-volunteers


http://noolahamfoundation.org/web/en/our-volunteers

20. Lewnwimeny oMle &My Q& mTH &) ClSmeTend

BreugsHest Liewl ChosHev HIevsSHent Liewnuilest 261 & 2 (heUTHSLILIHLD
SIS AN6FTT CFTHHEHSHEHLD (intellectual property) [TV HIMI6LU6TTSH Hl6oT
2 LMD PG, @Flev a@,{r@, LIOGUTL & Y &HGHMIG6T, CILDESTCILIT (L &6l
SILRIGLD. gepd  Mmieuenoment  {HIevd  Hmieuenid @QBS  Sie &y
QEFTHHSHSHM6T CLTEH 2 emLemoulled (https://creativecommons.org/licenses/by-sa/4.0/)
QeueMIL HGHS HL6LIG&ENEESET 6T(HSHGSLD.

21. [H6VL (LPIJ63DT (Conflict of Interest)

o BRuGET QetmQr@m Qs MHeL Q& Ceustig QBHSHTEL, Hriser
SIBMETE Sl Fleml 61(LpSGI CLeVLD ClUm Geuettr(RLd. 2 MmIGafled DM
uewi [Hrevs Hmieusoill UewNGwIT® (wren UBWLTS QHHSTEL SihS
SIS DMISSLILIL6VMLD.

o Geouemev CpIHH6L BMIGET [TLS HMIeUETD FTITSH €[ CoUMELEMIL
Q&L (LG WIT).

o MMV HMIQIEIHMS 2 MG GelULL eNalbUIhSEh&HSES LV
(6Tl IMISHH6L & EhSG LI LILITL(RSHSH6L ShEM).

o NMV& HimeuergHlent oL meHl CQUDUULL  QSHTLIUSDET 6LV
2_LISJE0uTRIS6men &evflll LIWLIGTUTL (h&@ LuleTL(BRSHH6L Fal 1.

o SepSL LN et HMNHTES FEHUBUSTS Q[HHSHTEL LITeUTUIN606mEV,
SLETTTEL 1G] 2 MRIGET QULNEMLOILITEIT HITELSLI LIS &HEN6T LTS &S5 Fal_TE).

22. P& 24L& GISTETenS

o QenLCGeouemenr HalljHg, Ut CHIMSaNL &ps 261 ShiGHEnenL
LWeTURSGIUmSS SHaNTESD. QHTLIUTLE s QeHMHS
N AN [NE:AC S

o [H6VS HMICUETLD &FMTTUTE &FeS 2a1L HRIGAT6 BHRgeT QT UT(heus)
61607160, SIGHMBMEU (L 63T HMILDSHUNem6oTLI CIUMMIS CSmeTenea]Lb.

23. QG TemeLLIGUE, @emeuuriid Cl&TL [JL

Q& TemeLCLE, Qemeuuiis QHTLJL p&Hl6sT LiewT QG ML jUmeT L WIhSEh&HE
LG Swhg UweaTURSHSHIS. SeollUULL el IWhSEhSGL LuleTLG S S S
SH58.



24. @(LPMIG BHL6LIQ &E0& ST (Disciplinary Measures)

LesNwImern ep(beuy &L QLD SMTGUUIRISET 2 L LI L SRS Eh&SSTS ¢(LDhG
BL6IG &HN&HHE 2L LI(HSHSHLILL 6VMLD.

QMLFFHWITS LNHS) 62(1HSH6L

SINANSHSMDEL LIwT&HG UFTLO6L @) (hSH 560

(R (PMMSEHSHG SLILITEL LGNS G eUFTLD60 @\(hSH 560

Heug| LesuTluTlement GLOMECISTETOTTLOEL @)\(1HS &6V

(P SHTEOLOUITETHET eULNSTL L 6m6V LN6TUMMITLOCL @)\([h& & 6L

HOLIGTIILISHET 3I6L6VG] HeTTHL Hen&&eT LNerUmmMT&Hev (not following code of
conduct)

QEwmSHmeot CUTHTLO6L @\ (h&HH6L (lack of performance)

o HMIUATSSHMHGHIL 2 LSFOIMIGET, SMUTLMRISGET LOMHMID  J6M6uTiL

QFTSHHI&HSH6 sTUDmMMCUIMID Couctr(heeml/ SMHEI/ SHereuruieLons
QB TemeL&H G0/ CFFHLILIRGHH6L/ LNeMLPUITHES 60)&UITENSH 6L
[T60S Q& TETenSHHmanT LoH& &l HL SSHMDEL @\([HSHG6L (breach of policy)

25. Lliq LILIq UIT6DT €2 (LDMRI@) [HL6Iq &H6M&&6N

LLq. LILILG UIT6DT @@rﬁj@ HL_6)Iq H6m&G6T  (progressive discipline) 6T(R&SLILIL 6VMLD.
QeueuGouml (P& LBMEL&ET Lilg.LILig U6t @Q.grr'ﬂ@ L6 S0 &SNS CoHITIf)
Boseomd. Gy LIHHwTeT 61p&s WBMHELEEHD g LLIGWITET e(LPRIG
BLAUGEMSSHEHEG QLBHEF CF6eL6OMLD. 6TELEVIT  EUMBIITE  R(LPRIG
BL 6 SHMSHEHLD 62(LPMRIG HL6UIGEHMS CFIILIUTTEL Lsstilwimeny GCamemeuuiled
(Personal File) G&J&aLILL. Geuetor(hLD.

QUMUIQLTLA (LD 63T 6T&&Ifl&6m& - Verbal Caution

QUMUGILDTLY 61§ &f1&6m8 - Verbal Warning

If the disciplinary action is related to performance, then she/he should be given a
Performance Improvement Plan by their direct supervisor

6T(LPEHSICLO6L 61§&fIHemS - Written Warning

QenL 5&8LD - Suspension - @HMG LO6WNG 66 2 LIGPaN6T gmL CHeme.
Wig 6y TH&GW aNB(LPemm - Decision Making Leave - Q&M@ LO6UNG 66
2 LG a6 gmL C&eme.

LenNellev&aLD - Termination - Q&M b E@HeNS & (LPel6d gFmL CHemew.

CevHl& aULNISTL L emev QIRICSH SITEUTeVILD.


http://www.elinfonet.com/pickedpol/45

26. L1601 62116V &6V

seeN(BLUSHer Cuifled 2anfluly usmluNled @Q@hGH eNevsd elpLbermGeor

SI6LEVG| HTEVS HMIEUETD ONVSGUSNG (b LOMG 6T(LPHG €6 MLl
Q&I Geuesor(pLb.

CuMHG@SOIUINLL G wIHF SNl UPRIGINLL T 6(h MG 2a1HliGng
HIVE55I5G WHer enswesEs Ceoucni(hd. @Q6eng [0S HMIEUSTLD &g
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Annex 1: Specimen Service Contract for Fixed Term Contract

Appointment No: [Personal File No] Date: [Date]

[Name]
[Address]

Dear Sir/Madam
Appointment to the Post of [Position] [Level]

I am pleased to inform you that you are appointed to the post of [Position] [Level] with effect
from [Effective Date]. Accordingly, you are hereby informed to report to [Competent Authority]
of Noolaham Foundation at 8.30 a. m. on the above date and assume duties, subject to terms
and conditions mentioned below signing a Performance Agreement.

01. DURATION OF CONTRACT

Your appointment will be on contract basis from [Effective Date] for a period of one year which
can be extended by Noolaham Foundation for another term on the basis of satisfactory
performance in accordance with the Human Resource Handbook dated 28.09.2019 (Hereafter
NF HR Handbook) approved by Noolaham Foundation and above stated Performance Agreement
& requirement of the position and availability of fund.

02. EMOLUMENTS AND REMUNERATION

You will receive a salary of [Amount] and other relevant allowances per month during the
contract period as per the NF HR Handbook.

03. THE RESPONSIBILITIES OF THE POST
Detail list of duties and responsibilities of the [Post] [Level] is attached hereto.
04. PERFORMANCE EVALUATION

Your performance will be evaluated annually by HR Subcommittee/ CPE of the Noolaham
Foundation.

05. TERMINATION OF EMPLOYMENT

Noolaham Foundation can rescind your contract considering your work performance giving one
calendar months’ notice in writing to that effect. Similarly, you can rescind the contract giving



one calendar months’ notice. On the termination of your services you will not be entitled to any
compensation or payment other than the salary earned by you.

06. TRUST FUND

The employee’s and employer’s contribution to the Employees’ Provident Fund (EPF) will be 8%
and 12% of the salary respectively and Employer’s contribution to Employees’ Trust Fund (ETF)
will be 3% of the salary.

07. HOURS OF WORK

(i) Your normal hours of work will be from Monday to Saturday as specified in the NF HR
Handbook

(i) You will be required to work long hours and on holidays when and where necessary.
(iii) You should be prepared to serve in any part of the Island when and where necessary.
08. SUSPENSION

The Noolaham Foundation shall have the right to suspend you from service with or without pay
either as a disciplinary measure or pending disciplinary proceedings.

09. CODE OF CONDUCT

You will be required to subscribe to and be bound by the NF HR Handbook, Guiding Principles
and other applicable Circulars issued by Noolaham Foundation in its present from and or
subsequent amendments which will be informed to you as and when the Handbook and the
other regulations are amended or changed.

You should be unreservedly loyal to Noolaham Foundation and you are bound to treat the duties
of your post in the strictest confidence.

10. LEAVE

Your leave entitlement will be determined by NF HR Handbook in line with the Shop and Office
(Regulation of employment & Remuneration) Act.

11. GENERAL

a. You will serve the Noolaham Foundation exclusively, faithfully and diligently, give your whole
time and attention to the duties and affairs of the Noolaham Foundation, observe and
perform all lawful directions whether or oral that may be given to you from time to time.

b. Whether during or outside working hours or whether at the workplace or otherwise, you
shall not conduct yourself in @ manner which may or is likely to cause or be calculated to
cause damage to the reputation and/ or duties of the Noolaham Foundation or its Associate
or institutions.



You shall not either directly or indirectly engage or be concerned in any other employment
or receive fees or pay from others for services rendered.

. You shall not receive or accept whether directly or indirectly any profit or commission or any
other gain arising out or from any business occupation enterprise, undertaking or any
contract in relation to Noolaham Foundation or its Associate institutions.

. You will be required to promptly notify Noolaham Foundation of any change of address,
change in your civil status and any other change in particulars regarding yourself which may
have a bearing on your employment in Noolaham Foundation.

All information requested from you in the application for Employment is relevant and
material to Noolaham Foundation and if it transpires that there has been any nondisclosure
of such information, incorrect or wrong disclosure of such information, or if the information
supplied by you is false, then, whether such is willful or otherwise you will be liable to

dismissal.

If you agree to accept this offer of employment subject to the above terms and condition,
please return the attached copy of this letter after placing your signature in the space provided
indicating your acceptance within seven days of the date of this letter.

Yours sincerely,

[Competent Authority]
[Position]
Noolaham Foundation

Cc:
) Manager - Admin and Finance
(iii) Personal file

conditions started therein.

Signature of the Employee

Date

accept the appointment and the terms and



Annex 2: Performance Agreement

[Name of the Employee]
[Address]
Dear Sir/Madam
Performance Agreement

As per the appointment letter No.[ personal file number] dated [ Date of the service
agreement] issued by the [ Position ] of Noolaham Foundation, you have been appointed as
the [ name of the position] for a period of one year commencing from [ effective date ] and
according you have assumed duties on [Date of commencing work].

As per the Terms and Conditions of the contract agreement and the Terms of Reference (ToR)
of your position you have to discharge your duties. , you are required to sign this performance
agreement. Your appointment shall be extended for another term based on your performance.

[Name of the authority]

[Position]
Noolaham Foundation

Date :

I hereby agreed to perform duties and responsibilities given in the Terms of Reference (ToR)
attached to the appointment letter. I understand that the extension of my period of contract
would be based on my successful performance.

[Name of the Employee]
[Position]

Date :



Annex 3: Specimen Individual Work Plan (IWP)

If an Employee join middle of the year, Individual Work Plan(IWP) should be developed for the
balance of the calender year with KPIs( Key Performance Indicators). For FIxed Term Contracts,
a performance appraisal is mandatory for confirmation. This shall be done end two weeks
before the end of probationary period.

According to the Job Description, appropriate IWP format with KPIs will be developed by the
Supervisor.

Annex 4: Specimen Performance Appraisal

It is mandatory to do Performance Appraisal on the 5th and 11th month of the Calender year.
For new recruits, it should be done two weeks prior to the end of probationary period. The
subsequent appraisal of the new recruits shall be decided considering the duration.

Noolaham Foundation
Employee Performance Appraisal

Section 1: Basic Information

Name

Position /Title

Contract Type

Personal File No

Duty Station

Reporting Period

Section 2: Plan of Work

According to my designation and position ( or Individual Work plan ) and KPI agreed, the major
tasks and Key Performance Indicators (if applicable) as follows;

[list the activities agreed for the reporting period]

1.



Section 3: Self- Assessment

Section 4: Rating by Supervisor

Rate the Employee’s Attribute (to be completed by the supervisor 6 weeks prior to contract
expiration)

Attributes Excellent | Very Good | Satisfactory | Requires Unsatisfactory
Improvement

Creativity

Quality of Work

Relationship
with Colleagues

Initiatives

Technical Skills

Teamwork

Communications
Skills

Partnering and
Networking

Overall
Performance
Rate




Section 5: Supervisor’s Overall Assessment

It is mandatory to have One to One Discussion with the Employee. Based on the evaluation
discussion, provide a brief narratives.

Section 6: Employee’s Final Commnet

Section 7:

Employee’s Signature
Name

Title

Date

Section 8: Recommendation

(recommendation and justification )

Supervisour’s Signature
Name

Date



Signed Copy of the Performance Appraisal shall be given to the Employee. In addition to this
performance appraisal, Noolaham Foundation will take into account the feedback from
Oversight In Charges or Panel nominated by Noolaham Foundation to decide
Extension/Separation, Promotion/Salary Increment and Provision of Training Plan etc




Annex 5: Specimen Service Extension for Fixed Term Contract

File No: [Personal File No] Date :

[ Name of the Employee]

[Position]

Sir/Madam
Extension of service as [ position]

This refers to the letter No. [personal file no] dated [ last appointment or extension renewal
date] issued by Noolaham Foundation, appointing you as [Position] of Noolaham Foundation for
the period from [Start date- End date].

Accordingly, I am pleased to inform you that your appointment as [Position]is hereby extended
from [new starting date- new end date]by Noolaham Foundation. You are required to sign a
performance agreement for the above period.

Terms and conditions in respect of the appointment stipulated in the letter dated [date of the
First Appointment Date] is applicable for this contract and your main duties and responsibilities
are same as the ToR attached to the appointment letter.

You will receive a salary of [ Salary] as per the Noolaham Foundation Human Resource Hand
Book dated 14.09.2019 and other relevant allowances per month during the contract period.

[Competent Officer]
[Position]

Cc:

(i). Personal File

(if). Manager - Administration and Finance



