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27. O pres CnHaEsd CEraTena:asEnD

Annex 1: Specimen Service Contract for Fixed Term Contract
Annex 2: Performance Agreement
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Annex 5: Specimen Service Extension for Fixed Term Contract
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(LPEOTED)EDT

2005 (P60 [Lpsg) 6160160810 SbesuoTondsdelle) iluensliL et Glumidl euBD HiTeus B mieeotonetg)
2011860 CLHOGHTEHIL SlULBHA L SHGISHEIDAITE UGTTIITETT UL WIETIEMULLD SHEOT60TT616UISEMETLLD
NI, gL le BITeVS BMmeeTeHer CHISEBIGET ML aisNE, Blevsuthg Uswnhmb
(PEOMEDLGHENIT 2(HEUTES!, STl gy, HIAL (B, CLDUEGSH eUBHGIM.

2011 (pa60 2019 cuenTLITET SHTELILEGH HHMISHCISHTEOIL LITL HISEHEHE HeML6UTa, LIETTlLITer

veoL wiensllleot (workforce) eflsventgdmevestud (efficiency) eflevendmeveound (effectiveness)
CuuSH 2musHG Hmevert (productivity) HsNg@d CHGaemer LsTluwiTeTassT UaElLTMHMILD
UetsTlGredhped TS HLmaISISHa|D CHmple Hmidew (job satisfaction) eupriseisiagtsa b
AleoLowsGeuemiblld 61601 CHISHGHDS BevmGanm, HTevd Hmeuet JbEhens Feou, e 6U6T 2U G
AbAweuMNeoTTe0, LETTTILITENTEH6IT, (PHTEIDS G, HESTeTieeuTd6iT 2 UL UelGeum STLdevTidsemest
H(HSFSHOEL QunmId Qamleurent FL L migselt LHMID CEHTLHETENW et MiFHeets (professional
ethics) &BSAN CaTemI(lLd QEmECLLTaTg 2AHANSH I L G) .

L EHEDSH F6oL

EiTevas (B mieeotid
28.09.2019



EOFHBUI L960T GHTEHGLD, LGS, |(LPEUTEHEHLD

GHr&eLD

&G 19601 CHISSHD Blb&He &L 19601 CHISHLD KT8 HMRIETSHHET UESLUTETISEnHE Hall&Heng)
SO, 2\ 6ODSHHIT, FIDHS6T, GBI LTSS CGsauret JbaemubbSIU L aUPSTLLeve
UPEIGHEUG) DbELD.

LILLIGDTITSH6TT

®  LeodUIT6TEHelT

o §ievd Hmieest SbEmens Semu

® NG 66T 2U G

®  SETEIIEIENGHEI
D|(LPOVTEHELD

BEosEUE WG HetdHla BBha), Uasliuteiasst QG iuret (Poeaiblesle (PeH
QFNH G DTS LWESTLEIGHSILBILD. LeosuwIerighelt QL e mreusddlet @ Ay

Q6T SHSHEHL T (LPIerotLn(b SteoubUlL SHe Blemat 96 2661 CSIaTnSS (PaTefeno
Qumyd.

BEss a0 et adlgg), dlambid IHnE Blebie Ghigst ustlilemet CNGETHTET HetSg)
UesTlumeigserd Casoor L@ misst. Caasilaser Qimliler, Slareamigsar CHemel 6lle) 2ABIGET
(PSTEOLLITETED] GLAHTL L CHTETEHEIE6T. BTSN UTASG UUDIL L Uigald 2migel Lenswiment Gamiiey
CarssLILLD.

OHCLMH (o@D Had
01.10.2019



BTV LGOI &6l QL iumeot @leuds@ et

GITUSD 6 Fepd Bmeuetd. G e (perordlfl B meetorss e elmoyHem.

GHI(LPSHLOTET, GHEPSHLOTET, AHUBHOHTHEUT 2HACFAID LTS ¢dlpemey [T6VS Bl mieueotid
BLOUADG.

BV  (PHTEODSHHOIHEIGGD  UTILTTTSHEBHHGHD  SHEOTEITIOITSHEHHEGHD  LILETTSHEHHEGHD
Blevt G meumeot 2me @6t BHILG HeKILDTET S

RGQTHHOSIHAT HNHS OGO HHSSHmeL UM, Qe LBt aupmis,
QurmiussHeet  eiblludeT 2o (&G HIevd  Bmeueiddar  QuMBLMIGEETE  FopsHd
(PWeLWITE QUDMIS GETET6T (g |id.

610G USILITOIG6T  BIOUSHHOT (PHEW UBIGSHSTIiST beut.  euiseler el L
euetig SudeId, leuigeedt Fopal UBIGEAIAMID EHTs HMRISSIHGE PSHEOTEOD HbHOmn
26001(0).

BIVBHHOT Ao Hg UBIGHHHMISHEHD T tdSwmer enme, Wan& 2er 1gh GDU L 6%
wiTeus Bl meueot’s uesoiun eoL (Organizational culture) 2meundas (iguid eretmy HOUSGILD.

B Ameeisdegn, S0P Cuabd Fupsnsalargld eaemidfldg U sellest
26116\, (LPeTEeaTBILGSHET, HEDEEIOSHGIEUD HeuAUID DG LD.

BT Bmeetd QSTPNENID SELEIILEOTTOD Felpd 2606 |D CIEHTE0TL. LETTILITETTSHEm6Td:
Qe BUILDS QlassTsd QT g).

Bevs Bmeseisder Heoerdhg CFununbeend G dgfwmer Gubur’ (Bd@d, SNneIeEGLD
a2 L Lemey, GeuslUILenL SHetenoem Gl Hmuemey.

Bevs  Ameetd em; Snme  Bmeeions  eemmds  Gum, 6wg SnnaEaet  AbES
SHEOUPEONHGS HLGd Ueslteniaset Lkl et ingg).



1. AL Q6(HHHID LT SHHLOTHHEID

ooy adunigd e goulame gisiu’ @, HNHeaieaiu G Bnes Caemibld. Hbs
aIAUBIGSSTeT Ul elufliyDd QEwndnot Blas@send 2manssiu’ 6L ustlasigiubeart. Ul
Uiy Oesteumd Slugmiseen 26Ten_SHWHTS QEeGh: (1) adubigd L amwsesd, (2) Ul
Badgasdr, (3) sedssd, (4) ANsomaia eurig (reporting line) (5) 2erdluipd AbSmumiEnHD
(salary and benefits).

B AmessHar  LElSYPSHTOLESR CETEmSdd owarns Ul asldrl L aid
UTSEISHYD  (POTETSSILGILD.  ussslwimert  Selou'L  Carlysset  epasGasmiiad
QuouR&ICaINeD CusTTTILEILD. g DleTTaHEIETEINEDM 26T6ITL EEHLD.

angMiy - Resume

uesTl 6AUMOY - Job Description

el epUuGaHD - Employment Agreement

seslpul uessilg; S LD - Individual Workplan

Qewmdmest wesmmlie udeser - Performance Review Records
umé& udley - Training Record

PUBIGEEN Yo’ e - Disciplinary Record

o O 0 O O O O

2. uetl 6RUILIGSLD

wies Bmevet usslwrenigser (Noolaham Foundation Staff) dleveteu@ma@id 2w uesll eplUBEHD
(Contract) uelled Ga@d Guirgy eupBIGILL Cawmibld. Bleve BlSHILLSdnlgw LT 6UUGSLONES
(Fixed Term Contract), s mflevev eplutaions (Piece Work), bCanasfens uselwns (Consultant)
Aevevgy Lideyieottt Hemev (Intern alias Junior Professional) eudlumisng {emowipigud.

3. AMpat tdpS (Orientation)

el UHans Lale@s CamL CULE), eIBEHE BIVSHIOT T, CeTamabHTsE, Ll B,
Crrsams, (DB, BT daomad G ut®, 2emfur osGW®, QFUNH L BigT, UL,
AbEHend IS L WBIGT G iures Cghsaural LNH eupmIGIUELD.

BIOHD @ Fepd Bmeeld 6ouod 260MSGED  eeoemoid Qhel wn&sst  Heooub.
UeosTULITEITTSB(EIHEGHLD, HETEOTTEUUTSHEHHGD leut 2wy peomided AM(paeh Qewiu@eumd. et
A6t LD eveug (Peomh QLS I (PN &Nl Caslay L U@,  UNGHTSHSEILGELD
L EUETOTIRIGH6T :

e An Introduction to Noolaham Foundation
o s Bmeveots uesTlwimertt ew&GWH

o Lo IEILIIGHIHED) L6 ETTLONSHT60



http://www.noolahamfoundation.org/documents/introductions/IntrodocNoolaham.pdf
https://docs.google.com/document/d/18RLgCuTlvEwNOQWIsvFr3wnPaDTQs9fgdwnKb0WsA5o/edit#heading=h.aczyuw2yex2w

e PPP Manual

e NF Processes

4. QIEAUBIGHHAT MM LeSSTULITEITT 60T

BIes  Bmeetsde  verlumend  UsoLweslwneg Orstenond Bl maemas iuGLD.
BuIss5gI5E

6T60TaLD AEPSHHILBILD.

Al AUBIGSHT  IbEHEOSFOULTD  SUOMEIHSIUED.  CFunil’« GiseMer  HoTemSHEHML,
AgluenL el wesslwime uesll  CopGlseter (PowTHell &g, QEFuDM L ahluniGasst Jbepeott

Capemeulu@d usRevamst “luemL  audurigseat” (Core Positions)
Qawnil’ L Bisele 26eumsIubLD ussRloansst “Cawuni’ L adukigsst” (Project Based Position)

FOULITE 2SS IIELD. |G CFwmil L sreud eueny GueTTiL(BILD.

Level | Category | Position | Salary Range
A Core Staff
C1 Executive Grade 1 | Chief Program Executive 50,000- 90,000
C2 Executive Grade 2 | Chief Operating Officer 35,000- 70,000
C3 Manager Grade 1 | Manager - Finance and Administration 18,000-50,000
Manager - Digital Preservation
Manager - Collections Development
Manager - Digital Collections & Metadata
Librarian - Digital Library & Archive (Grade
1)
Manager - Technology
Manager - Communications
Researcher
C4 Officer Grade 1 Field Researcher 17000- 40,000
Liaison Librarian - Special Collections
Librarian - Digital Library & Archive (Grade
2)
C5 Officer Grade 2 Quality Assurance & Metadata Officer 15,000-30,000
Communications Officer
Cé6 Officer Grade 3 Digitization Technician 15,000- 25,000
Junior IT Professional
B Project Based Position
P3 Manager Grade 1 | Senior Project Manager 18,000-50,000
P4 Officer Grade 1 Field Researcher 17000- 40,000
Liaison Librarian - Special Collections

B memsHar
6T60TELD



http://www.noolahamfoundation.org/documents/introductions/PP_Manual_NF_2015.pdf
https://docs.google.com/spreadsheets/d/1uzD1t51iG7-8qe2zQxCJlWJt4o9WnRIu3v0Ni34zke0/edit#gid=311308107

Manager - Special Collections
Academic Researcher
Project Coordinator

Software Developer

P5 Officer Grade 2 Quality Assurance Officer 15,000-30,000

P6 Officer Grade 3 Digitization Technician 15,000- 25,000
Junior IT Professional

5. UstTUWLIT6ITT 616DFH6IT

UeosIWLIT6TTTas 26iTeummisLiulueut (LpGEILne eeg L CELons uslag 61(bleaLuL L.
Baare) Qataimd et 266 Bigei.

1. ey usstwrertd (Core Positions, Project Based Positions, Sponsored Positions)
2. ugHECH" vesslwrent (Part time)

Caevaudet Qurm (1 uelleow  HeomGanmesneis QeateumD  aEDSH6Ne  USILITETISOEILD,
ABeTEF SISO LLGYIETTSHEDEITLLD 26ITEUMTBIS( LWL LD,

1. gomi uell eplutels veswmenigser (Piece work )
2. pWesr uleyet (Intern Known as Junior Professional)
3. AGangsheme ugssst (Consultants )

Type Description EPF/’ | Budget Monthly Salary
ETF | Type
1 PWeHT gl QUPBIGUILL L &L 6DL0LI Yes Operational | Yes
vessluwientt (Core U owiel g {emows Budget
Workers- full Speodg 45
Time) LOESTLHHLITEBIHGIT LGl
Uueuigselt.
2 UGHCEY ueTslwitert | Hev @MUt Gleonoeiie Yes | Operational | Yes
(Part time ) 6060 CULPBIBLILL L SL6DLoL) Budget
oWl ig {emows
Syeodg 45
D6 EIITEIBIGHETHEHS

Geomeutert GEILD L6l
Uue e,



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

QAUNAL L UGB | 6@ @ MUument Yes | Project Yes

ueoslwrend (Project | Qruwupdll L sdHled epluts Funds or

Based Positions ) | Slgpueo 1360 el
uflueuieat. Gawmdl L b
Plotb Qi HHaUIBETHHE
BITVSHEHEH0 Ul Gl (Lo
SIIUSNG 2MEAIUT(H
@levemen.

Sponsored Aeysgevent (Ligha et Yes | Sponsor Yes

Employee Ut TepUUBELD (g 6U(HLD Funds

PWeHET Lleyjeort BITEVSHSHH T U6THT Lifledheot No Sponsor No

(Intern) a1 LM HMID UewtTl Funds UessTl QL unas
Algueid CUmeIEHETeoT e Mu(BILD
Bleveootbg LsssTuITer. QaueilleoTmigsaIT

PBISILGILD

Go M Uesl UUBEL | GMUuTeT ool Hepddset | No Project No

UeOSTLLITETTT 61T 2ar D UPBISUILBILCLTSHET . Funds

(piece work )

Ao Hemen B B meetsder Coemes | NO Project Bleuormigiu L

UG6I 6T 3Aevevg GaFwmd L Funds/ SUUGHHHHG

(Consultants ) CHE6UBEHBHHNH Regular (Conditions
2 Caurngaigenas Funds agreed
UsuLoL L BIG6TayID between the
LTSS (PloUD. Blevey consultant or
24, Geurta SO\ GHT6T6I6T61 60T Firm and
(Consultant Procurment) Noolaham
&Y (PtGlestOSHSILGBILD. Foundation)
g BewotmisiubILD SlemLoi
QHTOHHGID H16v J6rte, QuMGUMEET 6T
Qlewtmissiu L 60L_6)|SHSHEOLDILI
QUMIGUMISEBEHSELOW Geurr @M L
SUUBHLD GomlamaTeniLBID S0 16 LD

Geurr D{eorLow|Lb.

6. BsFHH Tt sreud (Probationary Period)

HGH S Siteuld - 4 wugmiget - C4, C5
HGHEHTET SHiTeULD - 6 LISHHIF6T - (ST Ge Founigssar (C1, C2, C3)


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

7. Q@rem6vsilLL1 Leosll

QemeusiL Lt LenTlahg, stentds Glafley@ain L ussswmetiae Garemevsill (1 Lesslulenest (PestEleT(bhlea
(Plow|id. Abeored Heutaselt QgsMeuent el UL S o) BleudGHEeT (PESTevaIGE) Lelthm
Goueoat(blLD. 6T 6THS HIL GH6iTle) HeYieUeuSSHH6) FeLpahioeilasd Ceusmt(hlLd 6T6TLENES (LpedTdn L oG 6T(LPSH60
Qumis Qaelten GeuetdiBID. CHEIWITES] UBIGENSES (PYIITSH FhBHTILGH 6, QUOIBRST aIPLITS (PHEIL
FHAISSM Hauhg) Canaiag afunemg. Neoai e Staff Reporting Sheet Gleveot
LWETUGE GLomGLETeTET GaeTT(HILD.

8. rHBS, Cedlal LT, g M) Calmen 2eTdluiD

1.

WSNG LS,  oeoisg —UlWIaisEnd e és 2aHub  eoifled  Blohs
Qo BiGanisd.  anselear Gy LMD QFUNEDEOIGEG e 2erHus  2uiie]
QUPBISILEILD.

oan Pluit epHeUfedT 2ol 2uite| DeTUHLD Fo MIGHE0ET HHHHDEBTEHIH  SHTLOTENSHILBILD.
el Gawadmeor  (performance), emar  AOGHGFCETEL  GQuImILSST,
pearQetiyssser (responsibilities and Initiatives) epmeaut mrevssg65@ QFALAGEHS Fuigws
umissefly (contributions).

Aeuizet HoeG 20HHner SEWPONHERGEG G ahiSHTe dang bHs Gy
Bpisne Ais Cry dlASFISESEE ain wrhf (pro rata) Hefler Sbustd GonesHI (b
aupBIGILL. Geusmot(blLD.

Guedla Grrl LeTlast CLHGSTETET UETTUITETISET (PSTOSHIIR, Heeg Heotls SHenaeUTiTe
GamyiuLeurd.  eeunmmest  FLWHIFH6MNO eudlid  etesledt  2fl  UTGHISIUYD  6UFHGHEHLD
(PHTSHICUHHITE) EUPBIGILL GVITLD.

Cuadla HIL S6lt, Heeg CLadlarD Ul Lilws Ceuemrailklileor, eMG nm Felomeoid
aPEIBIUELD. eteugy QNGOG HeotsHe eI THHSHSHOSTETEHD ugFd IeMHHILBILD.

Cuedls Brgs GanGlluete; C5, C6, P6 w'LsHearmaCs aupmsiu@md. g Deurisslet
ISHSQSIBHILETEN Bl hhS) (leTaimHLOT M| Satlea (LD,

Cavds8rystsn®liueate| (e wadl) = LIFHTEHS CErbllueae/ (45 X4)

geveotw L sHenmEG (C1-C4, P4) e mrslled 4 wesebHALTSSHISHEG Gnunoe Goadlas
Gmyd UeLNBHTe eoumTet 20rHuipd 8 werldHnashgihd @sonumoe Guads G
UeILMGSTe) (Lppmet 2arhluyipd Heveugy ANCHTH Hetsdled b 61(hSSHISHOHTETEBLD
uFAWD eMBSIUELD. CEIEIILTe| 616860t (leTeHLOT ) SHertlSHEILMHILD.



@ Bee) 8 werleHmamisendg G Cuads Grrb umIuNEHTE BrEnHGRL Cuads
Crys Qar®luete| = WISHIGEHS Canbllucmtea|/ 22

@6 Gl 4 waledHinansersd e Cuads Gryb uauNEHTe ey HrEHHEGTIU
Cuadla Crys Ganhliuate = IHhHS Qan@lucme)/ 44.

Guedla Cmy Geuemeussiled CMGETETEATILLL LSl GHNSHg GNHDH (PHTEILITOTHHSG

2 MN&eoaul a0 Colemt(HlLd.

9. FYIOBSH6IT

o oanfluii Gzweuu AH - Employee Provident Fund - EPF: 12% @mieueotd, 8% uesswiment -
Gedla HHaeisEndE Utids. http://www.epf.lk/assets/library/employeehandbook.pdf

o s fuii mOdeos Bd - Employee Trust Fund - ETF: 3% @ mieueotid

o sl /UNAGETE 256050 HMDS - EHIVS HMEEISHOT QaS@HEneE UbENSHa660
Buggeon  dpeHsE w G emur 50,000 ewsvgwner Catoms  aupBGIULaID. Qg
eI HSHT6T Guigyeon LTS el QUIMGGID s Puwifet UBBElImUS SHHBHIN CeTetIbLD
SUOTGNHSHIBID.

o  OFGUMmSGN Nee| JannssdHle CaTestm L Lb.
o IyeassHa Caeort Qi Carsmen I mHaeuD.
o (YOG IS Gl L MIBEHEHE LOHILI 260016, CULPMHIGLILL EVITLD.

o galpul ueleA L Ggisg  (individual  work plan) gy veslwmend  Gobun(
(staff/professional development).

10. uewdTl GryLd

et (P Gy 2emPuiiasEnd, Asd Gonbod 45 el Crrmossr pablaunm Hipaowd sl yiw
Gouerdt(BLD.  epenGleutp LeKTWTeT(BLD 666 WIGWPD BBEFalSSpwse Ll e GelemiblD.
FHISHAPOLHGU Ul CahaCrrs QEIHEUUETSGEGIT L HBGIG). FalGHLPMD 66D
PWOEID Qurigibuy Blg sPHA (Pomle) BLEEGLD.

o Iayeueus Gmyd: 8:30 (yu - 5:00 Au
o AW Blev Cosemer: 30 HULOL migselr

vesiCrrsdled 10 Al miset Qe SITULeTD. ismeug) Aaees bhgoudniomet 8.30 Qeeumd
par Puit, &6y HILGOIE B CEISHmE eeens (LPuid CHISHSISE GLOEHSETS LETILITND (LpiguD.
Bg 10 BO BisEnse Cuiunwe BlBeHs Caetioub. aGGgGEGHI 6 Frwa 8.39 aypd 2empfluid


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

smeut 5.09 evsoy usoollLifli Geveorld. 8.35 e 2enpluut 5.05 eveony usvoflyfievmo. 8.40 feotr 6D
2an Pt "Smosondl eubsait” 616t GevlleaULbloU.

U 2an Pl SHIOGHONS UGEHTE g GNds FHrele 8 waMeHHILTNGHHGHD GHnaursd (Dbeorre
b WENGHLTNSHHG AHF0ns) UIUNEAGESTE g 0.25 mret 6E\(ponurss (2 hour
Leave) salssiuBld. 6  WEGHUTNSHGHGHS Gonans beoite) 4  eleHUTNHS5S
A Hasoret) usssiyNEA BT 0.5 mret sE\LpeomuTss SatleaiublLD.

1. daweens Gy sflHlefleudgsst (Flexibility Schedule)

(PSHAWLOTET BTG SHTETHRISEHHHTH AHeeed CrIsgcG e Usslamen GnGlasTsrad)
PHTOLSHGUHHTO UNF6ISHEILEW.  ueslwneriaset usel Gpbameter Gousmtgws (P CrysHdley
Ladmd Glesven. Abeoited QLIRS GBI BIGNG (Puiug) CBILILIS (PHIODGHGISHIE 61(LPSHH N
6 H\6NleuaGSB6IT (LPSHUILDTET HIUITUILDTET SHITEOTRIGEHEBSHIES CULPHIGBLILL L.

12. 0@ peom Hemidset LHMID Cedla Jayeiends GHIL U6l

BIeus Bmeuetadler Lasast (pohwnns sardbawunurblast sb\pon Hermssr wnmbn Cuadls
Aleyevends CrumiFeNed CFILGaemIow deuwid gNuEd U FSHHe g CuNLSTeTeg eENESL
Ueosllwimeni&seledt &L e @G, Blg AHbH arblundla uall UfsassTar CoHmea G, e
uedl Ul (ownearisdt Abe aEURGSMa Qe g Wewrng. Sewnm ussl yfubd u ede
Aol sNG Bevsmuns e dleag CoahsCrr&tanbliuemte| eipmsubLD.

13. lB\(peomasei

(peom SHIT6LD serefluid | witd 61(lEHEHeuLD GMOyasei

Qurtg Aye 3AbiD PWQ8HT UeosTlwTemTTT UTSHHSH HMID

6AE\Lpevmaset 6AE\Lpevmaset QUGB PP NSHE6TE
SGHANCSTEIE, b1l
AgASHHe {1605 MmieeTLd

Quirg 6AE(PEPDSHET 6T6v6)
6160TLEDS I MeSESLD.

Casual Leave | 7 mal &6t 3Lib PWCHT UstTlwirert ueosTluileot 210 bewot(pl
sralLGHIe BlHECs
BeFqms HEL SELD. (PSH6
B HED Beomelin
DISHHGIBEG eOTHT6I 61600
FeooTHAL ILBILD. SHTeUSG
(PS6) bewTiged 6 HIL &6l
AGeoD GBS .




SAEPODEHG (Pt Heod
GumiuL Geeot(HlD.

I M MIGOSBHT6TeT UL L
BleusHT6TlLe 2etl_GHmigeT
QLPEU(LPLD

QN MISSTETET(LPLpLD.

Annual Leave

14 mad &6t

LI

(P8HT UeosTlLITeNTTT

uessTlilett 200 Sbeot(pl
sralLGHI BlHECS
Besnims HeLSELD. (PSH6
UL SE FHeomeidn
WISHSGHG Hevwaidn
WISHGFSG 1.16 Eren arsw
FeoteEL UL Geusmot(p\LD.

4 Hpeorndg (Peor Dbeot(hl
SR PEODSET 61(LPHS) LPeuD
eemotentUIN&&ILL (B
(PSTELOWITETIITE)
EIDHBHIU 19 ((HHS
GeueoT(HILD

Sick Leave

7wl &6l

LIt

PWCHT UstsTlwirertt

ueosTluTeot 210 bewot(pl
sralLGHIe BlHECS
BeFams HELSELD. (PSH6
oIBLSF6) Hleomein
LOTSHBHEIGE HeDTHITE 61607
SO ILBID.

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

Bereavement
leave
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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.
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Leave (6/7th of
wages)
Leave Form
If employee takes consecutive leave without prior approval, he or she will face disciplinary
action.
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17. Qawundmert wHie (Performance Appraisal)
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Please see Annex 4
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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 a 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:
(i) 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



