udAliy: 2019 eludl

IT6VS (Bl MIeVeoTL) Lo TWIT6TTT 6maB@LI(b)

gius Hadl: 28.09.2019
Ajyeansssd Hadl:01.10.2019

BneniuGgse: 6w 2020



(PSTE6O

BB 1pedT CETSHD, LIS, S(LPeUTaeHLD

CrrsaLd

LWLIGTIE 6T

S| (PeT&LD
1. %@ 3 L . m' o L .
2. vl UUBHD

3. sl uAPA (Orientation)
4. uALBIGSET MDD LESTULITETTEH6IT
5. UesTUITENTT EUEDEBSH6IT

5.1 uesstlwirertt/uessluwitertt GHBOLD LiT6ed
6. sgHanent sneud (Probationary Period)
7. QaneneusflL 1 Uessl
8. LngIhs, Cuadlall U, &1 Calne 2wl 1b
9. FQIEBSHE
10. use G
11. Slgiams 65y dBdasessr (Flexibility Schedule)
12. @ e Hemsser wHmLd Cadls aeaes GrIll Lesiast

13. @ permese
14. QUIEGPENaEHLD FTSHaEEEED (Protocols and Instruments)
15. {60 ¢gy.pe0

16. Qaeey Canged (Reimbursement of Expenses)

17. QawndHper wHrE (Performance Appraisal)

18. uesuwrent Goun(® (Staff/Professional Development)
19. uesiwirentt AesteTL L (O, (PermABBHD eUP)Lpermeser

20. uesurent SMeysmi Cansg Qateens

21. g (yewt (Conflict of Interest)

22. geys 261_s5& QBTG

N oo oo oo b



23. QgneaBus), Bevemug Qgm iy

24. @UEG BLalgdmase (Disciplinary Measures)

25, Lip(LIpUITET GX(LYEYS) [BL Qg SENHE6T

26. Uestl efleucsed

27. O pres CEHaEnd CETaTeana:asEnD

Annex 1: Specimen Service Contract for Fixed Term Contract
Annex 2: Performance Agreement

Annex 3: Specimen Individual Work Plan (IWP)

Annex 4: Specimen Performance Appraisal

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 CLHOHTEIIL SlULBHE L SHGISHEIDAITE USTTTIITETT UL WIETIEMULLD SHEOT60TT616UISEMETLLD
NI, gL le BITeVS BMmeeTeHer CHISEBIGET ML aisNE, Blevsuthg Uswnhmb
(PEOMEDLGHENIT 2(HEUTES!, STl gy, HIAL (B, CLDUEGSH eUBHGIM.

2011 (pse0 2019 euepTLITET SHTELILEGH HNHMISHCISHTEOIL LITL HISEHEHE HeML6UTas, LesTlLITer

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

CrI&aLD

QWL 1960t CHISSHD Qe &G 9T CHISHD KBTS HMeETSHE 6T LESTETISELSHE HaIissg)
BT, 26O, FIDSH6IT, QHILTUTSHS CdeTeuTet IbeusTILBIGSHILLL UPSHIL L 6060
QUPBIGHELG) b@LD.

LILLIGOTITSH6TT

o  UETIWLITEITIH6IT

o oS Hmeet JbEmens Feou

® NG U6l 2U G

®  SHREITRIISHET
D|(PeUrTEHSHLD

BEmsEUH YarG HetsHla BBha), Uasliuteiast QG iuret (Poeaiblesle (P
QFNHGIEDETOTLITSL LWESTLEIHSHILBILD. UeoswIterigelt Gt o) mreusddlet ef@sed Gy
QB6TIEOSHSHEHL T (PIerOTL( SteruBUDL SHe) BlemaGIL 196 2661 CSIETmSS (PaTefenn
Qumyd.

BEe86 @sCL ot aTElSE), SlaThidl NG Beohie Shigar Uasililemet CLHLETaTET HeeTss)
UeosTlwimeni &gt Geveootl LA miaser. Coaisilagst Q(HINeT, Slensanisser CHama 6Telle) RIS
(PSTEOLLITETED] GLAHL L CEHTETEHEBIE6T. FTRSH6T TS UUDIL L Ligald 2migel Lenswirent Gamiiey
CansslILbLD.

OHCLMH (erGHDd 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  Hmeeiedle  verlwrend sl wedlwnetg Ogsmeions Bl maeosiu®d. 6 meeorddler

BuIss5gI5E

Capemeulu@d usBlevassr "ol adunigsar” (Core Positions)  etestayd

Qawnil’ L Bisele 26eumsIubLD ussRloansst “Cawuni’ L adukigsst” (Project Based Position)
6T60TaLD AEPSHHILBILD.

Al AUBIGSHT  IbEHEOSFOULTD  SUOMEIHSIUED.  CFunil’« GiseMer  HoTemSHEHML,
AgluenL el wesslwime uesll  CopGlseter (PowTHell &g, QEFuDM L ahluniGasst Jbepeott
FOULITE 2SS IIELD. |G CFwmil L sreud eueny GueTTiL(BILD.

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
Ccé 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
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



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

P6

Officer Grade 3

Digitization Preservation Officer
Junior IT Professional

15,000-
25,000

5. UetTULIT6ITIT 61I600FHF6IT

UeTsTIWLIT TS 26TeummisLu@lueu (LppGEILne e LG CEILons usildg 61(bldaLIuL L.
Blaeia1) OeteumHD eenauletd 266 Bigei .

1. ey usstwrerd (Core Positions, Project Based Positions, Sponsored Positions)
2. uedHCryl ussslwment (Part time)

Capemeulent  Quim (B UeTTlenw @@g@mg}@m@g&ﬂ&; OesteuBd  eImSSH6M6  UTTIIUITETTSE06IILLD,
BT HIHD LTS IETTTSHEETULD 26TOUTBIS(LPLpULD.
1. goml uedl elutsl ussswmeiser (Piece work )
2. »Wlsy ulsyer (Intern Known as Junior Professional)
3. ACanasReven ugselssr (Consultants )
Type Description EPF/’ | Budget Monthly Salary
ETF | Type
1 YWeHET Agluev | eupmIGBLILLL &L enioL) Yes | Operational | Yes
vessluwientt (Core oWl {emows Budget
Workers- full Sipeowdg 45
Time) L6 EIITEIBIGH6IT Ll
UueT el
2 UGHCHY ueTlwiten | Hev @G MULTeT Gleonmes(ile Yes | Operational | Yes
(Part time ) 6060 CULPBIBLILL L SHL6DLoL) Budget
U o Wisllig D{emLows
Syeodg 45
D6 ENUITEIBIGHEThHES,
GemeuTest GEILD Ul
Uiueurigsett.
3 Qrwundl L UuBsU | 6, @Muumest Yes Project Yes
uesstwirertt (Project | Qawndll L sdle epluts Funds or
Based Positions ) | SpliueoL iled uewil
uflueuiset. GEwmdl L
P Qe AeuleEhsE
GTEGHH60 Letsl QL (B
SIIUSNG 2 M IUT(H
Slevemev.



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

Sponsored Aeysgevet (Lighaleot Yes | Sponsor Yes

Employee UeTTepUUBELD (Pl 6U(HLD Funds

PWeHEr Lleyjeort BTeESHeT Ut L{leugeot No Sponsor No

(Intern) a1 LM HMID UeweTl Funds UeosTl QT iunas
Aleuend QUM IGMETET e Mu(BILD
Blevemotbg LsssTuTer. QaueilleoTmIgaIT

QPBISILGILD

Ga MU Uell UGS | @GMiuTer vl eyHendatet | NO Project No

UeOSTIWLITETIT 61T 2ar D UPBISUILEILCTSHE . Funds

(piece work )

AL,CaunF&HHemen HIes B meetsder Coeme | NO Project Bleotmieiu L

UG6I 6Tl 3Aevevgy GaFwmm L Funds/ SUUGHEHHHEG

(Consultants ) CHE06UBEHBHHNH Regular (Conditions
2 Caungaigennas Funds agreed
UL L BIG6lTley)D between the
USTLLLDE GG (Plo WD, Blevey consultant or
2 Caur g G\GT6TTE60TE 60T Firm and
(Consultant Procurment) Noolaham
&Y (PTGt OSHSILGBILD. Foundation)
g BewotmisiLbILD AlemLows
QHTOHHGID H16v 6rte, QuMGUM 66T
Qe L DEDL_6)(E-S6DLOILI
QUMIGUMIGETHSEDLO Geurt @M L
SUUBHLD GomlmeTeniILBILD S0 16 L

Geurr D{eoLow|Lb.

ureued Qawiu’c | mrevs Hmeetsgisg 2g5aub | No Sponsor No

Uesstltentt GEyLD ELETOTETOILD GHLOG) covers their | uesl Q&L iuns

(Donated Staff UesslLITeigset CHIGHS time eI MUBLD

Time) 1B mieeTmIGE6IT LT6ue) Qe i QFevsiluTmIgs6TT
Wewd. Ble0 uelwiigel QUPBIFLILHILD

GMlunet CQawends
Aestluy_eor Qleveotisg)
UBIGEMUILE Qe ITTEs6T.
UBIGEMILE QLD Crrddle
miTevss K mieest
GUBTEITEnEHEMSTIILLD,

QLY LPEOMEBESTILLD,
QLU 6meuL LD
ML sveud Oeotumi
Uessll QEFige0 Cereot(HLD.



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

5.1 uesstlwirerttt/uesstlwimentt GmrILD Lgeed

Abgye| ueslwimeut, SbgHTeseaEILL L LlaeTidsel, LFeue) GQeruiu’ L ueswmeniset GHID bl
(PEOME6iTle0 UETSTIITETTSHEMET D606V LTTLITETias6Mest CHISHens HiT6Vs Bl MIeeTd GG BHETESBTemL
QUPEIG (Plgw|D. {HSHL LesLTETT 6T/ eTTEH6M60T [BT6VEHLD FIihdHL Ul eled LTeueuTahel Hemeu (bl
Qalug gL 1g) AbG. GHIUTs Kres usdl Cryadle Cam Casmadst Qau RiuGHGHS Gnl 1.

GLogyId, LgeueIE6lT Settentiieueuiasg QB U FHH6 Sog) B (Prenidet HNsls g,
UsssTluwiertiaselt FUBSIUELD QFwanssnissile Process/Project mentorship mousigsemst seliliug
oy CeunsULEENG).

6. sgHanent sreud (Probationary Period)

HGH S Siteuld - 4 wngmiget - C4, C5
HGHEHTET SHiTeULD - 6 LISHHIFH6T - (SIS Ge Bounigsssar (C1, C2, C3)

7. Qremeveil L1 et

QaevevellL Ui Leoslag; eteotas GlafleyQaiiuiul L ussslwiteriaset Gigmensueill i Leoslilemest (erGleat(Bldha
(Plow|d. Abeored Heutaselt Qgseuent el IUL S o) BledHGHHEeT (PESTevaIcE) Lerlhm
GeuemT(HID. 6T 61D HIL SH6iMle) IS HH60 FolpdLoelldsd GeuemT(BID 6T63TLENG (LT L oG 6T(LHSHEH 60
QuDms Qaeter GeuemdiBID. CHEIITS) URIGENSS (PYIITSH FhBHTILGH ), QUOIBRST QIPNLITS (PSS
FHEASSM SHauhg) Caneiag afunmemg. Neoa e Staff Reporting Sheet Qleveott)
LWETUHGE GLoHGLETeTET GalTT(HlLD.

8. sk, Cendlal L, g M) Galemey 2eTduwiD

1. Yals Lons, oaidg —Ulwiaisend Oanés 2ahub  eofla  Blohs
Qe BiGanisd. ool Cgevey LMD QFUNANOIGEG eoww 2erHus  2uiie]
QPBIGILHILD.

2. osmPlun et 2l ouiie] QeTEUBD Fo MG HHHHNESTEOI(H HHOIEISSILGLD.
ool  Gaweadmeor  (performance), emanr  AOGHGFCETEL  GQuImILSSET,
yeaQellysset (responsibilities and Initiatives) smout Gliossg165G QFAUA(HEHHS G g
umissefly (contributions).

3. deuiset HeG 2MHaM6ar dOWPONHERGE Cans abhloste dang beHs Gy
Bpiane AHis Cry dlASFIGESEE ain wrhf (pro rata) Hafer Sbustd GonesIu (b
aupmIEIUL GouerT(BlD.



4.

Guedla Grrl LeTaT CLHGSTETET LETTUITETTISET (PHTOSHIIR, Heg Heotls SHevaeUTiTe)
GamyluLeurd.  eeunmuest  FLWBIH6N eudlid  etesledt oMl UTGSIIYD  6UFHGEHLD
(PHTSHGIOUHHITE) EUPBIGILL GUITLD.

Cuevdls Bl ST, deeg CLaHsCEID Ul ywd CoaswioulHller, BN gy SFeOToTeoD
PEIBIUELD. stengy ANGCETH HethHe 6l O SSHFHOSTETEHD eusFdl eMHsILBILD.

Cuedls Crys GanGluete; C5, C6, P6 w'LsHarmats aupmsiu@md. g eurssmet
LIeSHESIH LTS B\(Bhg OeTeumTm SHatlea ILELD.

B aCrrsesTBllUTe| (6@ W) = LIEThEeHs CanGlluste|/ (45 x4)

geveny LU LRGeS (C1-C4, P4) e Brele 4 welsHmas s G Cuadls
Cryd uelyNBHTN eogmTer 2erfuypd 8 WEMGHALTNSSHHG GomuToe Guads CEHIb
UetsILMBSTe) (Lppmet 2srhluypd eveugy ANOHTH HedHed B 61(b\SSHISHOHTETEHLD
uFAD eMeSIUELD. C&rEIIueTe| 61es6oT (leTeUHLOT ) HertleHEILMHLD.

@0 Hrele 8 werlaHinaunsersd Cwa Cuads Crrn umLNBEHTN HrEhHSNL Cads
Crys Qar®luete] = WISIGHS Canbluctel/ 22

®n Hreled 4 weeHnaunseEndsd Goa Guadks GEID UEUNGSHTO 0T HrEHHSIIL
Cuadla Crys Ganhliuete| = wIEThHd Qan@lucme/ 44.

Cuedls Gry Gomamsenes CNCETATEILLLL DL aH6l GHNdg GHNES (LPSHTELIITETHHES
AN FevaL 60 Ceert(ld.

9. FIEOBHIT

sar Pt Gaeunu Bl - Employee Provident Fund - EPF: 12% @ meueoid, 8% uesswmertd -
Buadla HaaasEnsE utiss. http://www.epf.lk/assets/library/employeehandbook.pdf

2er Pluit moAGHevas B - Employee Trust Fund - ETF: 3% Bmeueotd

S0l [UNNAGHTET 25SGOHIDS - B BNEEIHHE DOSGHEHHE UnGoSH6I660
Bugyeon  dBHHGEG wlED epur 50,000 easoguter Gatoms  eBGIULTD. Qg
A hlSanet Quusyemn ureL LU QuImGgd 2erPuifler UBEMIUS SHHBHHD Q&TeIbHID
SN SHHIBID.

OBOLMEIGEE HHL6| dleyeadsddle Glamemsi L.

AN ayesassdle) Caert Bl Calmen HHBSHeuD.

(e@eatim b6 Gl L BISHEHEG LA 26016 CULPBIGLILL 6UILD.


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

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

10. uewdl GryLd

steveuT (L Gy 2emPluiidHEHD, Ibdd GONhSS 45 el CrIRGT ekl Hpeooud Ul Yl
Gouerdt(BILD.  epenGleutp LEHTLTET(BLD 6ol WIGPD QBFaNSSpewae Ll e GelemibLd.
FelasAPeosGNu Ul CLaASEETS CEHTHILILBTAGGH | BISTS. FEISHPOD  {eIaIED
YWOEID Qurigibuy Qg sPHA (Peomle) BLEEGLD.

o Iayeueus @myd: 8:30 (ypu - 5:00 Au
o AW Blev Cosemer: 30 HUOL migselt

U@ rrSHe 10 Bl miset QrApe| SIiULeTD. amag) aees AgouGsrumet 8.30 Oetelmd
par P, &6y HILGOIE B CrISHmE Heyeens (b CrIHSIHE GLOIEHETS LETILITND (LpigwD.
Bg 10 AO Bisense Cuiunwe BlEeHs Caetioub. aGGGHGHI H Hiow 8.39 epd 2emfluid
eweut 5.09 evey LeolL il GeveootBld. 8.35 euwpd 2en it 5.05 eveoy vevolflwevmo. 8.40 Aeot eumLd
26m it “Gmodond] eutgeut” 616 GelldaULBIMT.

e 26 Pt HILHOTSH EHTE eed GHds Hrele 8 welhHTNGHFHGHS Gemnarsl (Sbetre
b wEGHLTNSHHG AHsns) usiyNEAGEST g 0.25 mrer sE\(ponurss (2 hour
Leave) oselsaiu@bd. 6 welSHUNNSSHGGGHS Gonals bomea 4  walleHILTNGHHE
A Hsormett) uessiyNGA BN 0.5 met slE\Lpeomunss SatlasaiublLD.

1. e Gy sflHlefleudgast (Flexibility Schedule)

(PSAWLDOTET BTG SITEIHRIGEHHHTSE A ees CHIsHeE e Ustlamet GntlaTsras)
(PHTOLSHGHUHHME UNFNSHHILOD.  Ueswrentaer Uswll GomnGlasmeter Gousmigws (P CrrsHHe
Ladmd Qleeven. Abeotted EILGUTYE CHILBIGNG (Pylug) CBILILLS (PSIOSEISHTE 61(PSHH
VS GHB6N (PSHELIDTET BILITUILOTEDT SHITEITBISEREHT LLPBISILL LD,

12. @ peom Hevtmidset LHMID Cevdla eyeiends GryL ueTdel

B B meetadler uesleet (PoHAWDns sandoawununbldsst elbpom Semeen wnmn Guadls
Aeyeenss CrumiFee CEiCaemiow deudwid gnueld U FHHN log CuNLsTsTag eEHESHL
UesLUMeTi&6ledt HLeon AbGD. Blg HbH arblundla Uasll LNSassTar Comar LG, Slaemnm)
uedl Uflw (Pownsarisdt ke aBURGSMa Qe g ewrg. Qewnm uedl yub u esdle
ANauiaEnsd NG Bt eI aag CoadsCrrstarbliuame| aipmgiubLD.

13. B\(Peomasei



Sl o\(Lpeom

ST6ULD

serHliLD

wrTet
61(HlEEH6UMLD

GMiyeit

Qurgy
6AE\Lpevmaselt

SHo&
6AE\Lpevmaset

PWGET

UeosTlwITeTTIT

USSP LLHMID
QUGB PP SHED6TTE
FHBHHANOHTEI(H), Ibewot(Bl
ALTASH KTeVHHE MeU6TD
Qurg 6NEYPEPDSHET 6T6v6
61601LEDS I MeASESLD.

Casual Leave

7wl &6l

PWCHT
U6 TIWLIT6ITIT

ussuQeor 200 Sbeot(Bl
sralLGHI BlHECS
BeFqms HELSELD. (PSH6
oIBLSF6) Hleomein
SGHGIHE HeOTHI6T 61607
FeooTHAL ILBILD. SHTeUG
PSs0 benigsd 6 B it
Al peom ETEEHBETLD

SEYPDNSE (Pt Henod)
CumiuL Geeot(HlD.

I M MIGOSBHT6TeT UL L
BleusHTele 2er_GHmigeT
QLPEU(LPLD

QN MISQGSTETET(LPLpLLD.

Annual Leave

14 mad a6t

PWGET

UeosTlwITeTTIT

uessTlileot 200 Sbeot(bl
SralLGHI BlKECS
Besnms HELSELD. (PSH6
LSS FHleomeidn
WISHSGHG Hevwaidn
WISHGFSG 1.16 Eren ors
FeotsEL UL Ceusot(plLD.

4 Hpeornsg (Peor Dbeot(hl
SO PN 61(LPHS) LPeUD
eemotenntUIN&&ILL (B
(PSHTELOWITETIITE)
E@IDHBHIU 19 ((HFHS
Geuemot(HILD

Sick Leave

7wl &6l

PWCHT
U6 TIWLIT6ITIT

UeosTliTleot 2D Sbeoot(b)

sl LGHI BlHECS
BeFqms HEL SELD. (PSH6
oIBLSE6) Hlevmeyin
DISHEHSIHG HeOUHETET 61607
SO ILBID.




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

Bereavement | 3 mul seit 3D PWCHT Compassionate Leave
leave UeosTlwTeTet 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 84 mil st 3Lib (6/7th of WPWCHT
Leave wages) UeosTlwiTerTet
et 65lUid G| N/A As per Workers | All workers Only for work related injuries
Sl(b\(peom Compensation during the work time.
Ordience
Leave Form

If employee takes consecutive leave without prior approval, he or she will face disciplinary
action.
o FELWLLY B &6t Guretmensy sA(bl(Lpeom HIL &6t Sevev.

14. eUmIGH(LpeonaEnD Fnageimidenn (Protocols and Instruments)

mesRmeed e, Qurmiyster Hmevetd e ewvsde vaiCrrodler Curg uswlwmenilest
UTGHSIUOU 2 MIHIUGEGSID (LPSLTES Ush (PeTETHLN(HEEETLLD ClEFLIET(LPEOMEBEITILLD (LPeILBISSHID.

1. saCarmasg CFagid usslwmert Movement Register @l uHla Qg 20w Heyiodu 6ot

Q. Fa06060.

2. UL SHGIHG UBUSNG (POT SHGedsG  CFaalrer GmboHoEe epsd Dleeg)
gomeLaEmeTeTiu L Qeaidumie  eped  (SMS/ Email)  oflw  (psremnten GG
MG U aGaemIH\ILD.



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
https://drive.google.com/drive/folders/0BzHt81v0HsgAVjhNSFRJTEJXTm8

3. oo CFatmiler e essais eIelipet o (LPyhoHal et HHoHen 20w
(PSTOLLTENGEG  (GHNHEHHE0  olpeud  Dleoeudy  FNMIGEST6TaTiu L GlaILium e  eyeud
3| MeSl B 5Ceerot(LLD.

4. Manager - Administration and Finance 3460 Movement Register Gussotiu(\p.

5. ‘NF_LIVE* eeyb Online Spead sheet 3ierg Cuemtu@id. Qg BrasHmeitsdlerme
DA S L a6l THGHI(LLD Ltiemeud {eodle@io.

a. NF LIVE @led (ledteumid Sl WIBIS6T 26TT6nL S&LulLD.
i ETes Boeestesne HmissRaiul L Qurgelblpernde
i, saliu'L e ueslwred eleoteldsd IbeotBEbY(LPEOMBEED (Pt &l ly
eNlewsterotU G Qe (bY(Lpeomaset
ii.  GNes Hagda BlEEUIYEEMaID (Siae wremea) Hayanssde Bmieurtd
senGsusvauley QmIGLTT
V.  Oleoyme, (P Bel, GoHaret slb(peomle Bl mliGurnd
V. GI60S De)eleusddled 26iTel eotentiiiedeul ommid SbIeUT6T(H ST eEHiSLILLL
Cuerdled  UHEOBHEIITETINDT  AUTHIHET.  QHILAFALNS  QUHUOITSHET
(L8585 5 (PN e aimuat) UDDULS BHoniuESSILGLD.
b. NF LIVE 3iergy 9.00 wel 1.30 wedl 3.00 wenl bhus  SHmemotmidheliled
B HeEnUEGEIUL6ULD.

c. CPE, Manager- Administration and Finance, Manager- Digital Preservation
AUACUNBESHEG BHonILESELD eSHHD eUBIGILMHID.

6. uedll CEIGHGIHBG IuTed Hetl UsTNMeIG) 6l60ImTe) SHe0evemn GFwmuIt (B ee s HdHd
MG g eod Qum Caemt(bhlLd.

15. evieueusss edupel

Feigl Cevs, Seslell, LHMD NS GHDN SHSHBHOTHD, RURIGUOIGHLD abHHILG)
Aeveoidg UslwnemigeMet GLeow G Blg SIasoe UGS AOSHGH0 BHhg)
GLeoUBET AFHDMES), HTH G IUG), INSHOBID cFpaeud GUUTeIT@EGHeg CUITETIEINED
2616 SHAUIG bGLD.

16. Qgee| Csryen (Reimbursement of Expenses)

wiTeus Bl meueot’s ueosTlest GuTgy BTGl erehliGlatsiTend AHeod eupmisiu’L (authorized) Gsevewiment
QFeueFHemet HTeV5H Rmeetd me QaTeTEnD. e ClFaueme FTmidsar GLnbaTsTs (PeTy Ko B
oHmb Biens Hayewsii b Qehg AbHs Ggaa HHIs sriu@ion ety 2mHealig Cseag)
meoTm). 6.0 SHenl uesslidest GuIg UMD LWeooId CFeveselt, 2UHTETE ClFevaSeT GUITETMEME L0%IT
I sfMBaLIULeurLD.


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

EBIG6T UDME FUeml b, Cgee| CoHmreme e Hpemwd@er Files Caemibid. 2mGEnhHE AbdDH
serfligdHle) Qgeve| HGHDA SIULBID.

17. Qawndmert wHL-E (Performance Appraisal)

uesswirenigseiedt uensll slevetadmest QL iumest esteT L Hevd Lesslwinenest CEly (LpasTemLowiTer
aupevowett  FhAIUSHeMe) KPL dglueo wnsd Qamemi®l eupmis (pewd.  peomwrest 6@ KPI
e isilement epebleurT(T eLpedt )y LMD GomGlasmeiten Gausust(blD.

OOan® bt Heoy et wHMD et @md CQFundHmer wHAINGST Caiu
Goueott(Blld. Bl (PpSHTEvLOWITET 6060 Heveenld GeaFmun’ B Heyeueust CFLNHMEST HIL g 6veot
GLNOHTETETETD.  (PHTEIDHGH IR LTTILITETTSHEHHSHTOT QFAUNSD WA 1966t Wels el 2U G W
GomGlaeten Geuemwt(bld.

Capemauent Gugy eventdhg UeTmenigset QAUNMMET WAL t6eTg Gessug BT @G eTe
GLomGlaTeTeT UL 6urTLD.

Qewunfmer AL iger gluert ey, uesl eluts Bwly (Contract Extention) ,esrdflw ouwiiey
(Salary Increment) 2{e6ug) WBIG BL oY SHEDBHET Hemow|Ld.

Uesll 6D QEwNHmeT FUSHIBIGEED QEUNEDET DAL HSHG Aol Sl Ab@Gh. BHNS
Standard Performance Evaluation Form uwestu(gau Gosmt(®lo.

Please see Annex 4

18. uesstwmertt G (Professional Development)

veosTuwmertiaseMest GobLM 6oL HTeuss Bmeuentd Heig oL o s6led ReOIed HHHANG. bSH
QDS UssTTeTiaEhe@l LANAS6T, 606l baTe|, euPSIlLesr 2 Ul L CFemeudhenst cULmIS
YiuEHng. Qg Gariurs uawrass saniu’c Personal Development Plang omeund@id
GUIG) BLOG) (PSHTEOLITETHET Blevenihgl Gogyd Sbgrwetd. ueslwientd Gobur® QI TuTs LS g6t
Abe veslwrenfler LADAL udlefled (Training Record) @ Bl (bQuMm Coseot®id. Blg Qewme meor
wHI® (Performance Appraisal) Gurgy smdHHle 6ibdgid CaeTeniuLD.

19. uensTwirent 2660, (POMABIGH LDl(LPePMEs6IT

BIT6S Bmeeid Usslwnenissil b @kos et L arGandng). Srsmest Qewnurbsele
omiFel (DT L BIGeT  F&H  UTTILTMTSHEHEHCHT g  (PHIEIDILTETIHEHHCHT Dl
QBT SHETETTTOUIHEHEHEHT  QUPRIGETD. 26T (AT LBIGHET VG  (PeOML(HS6T
Sl GHSEUTETE6Y 61601 1) FTBISET S(HERGTTeN HILD esteumHd LigBleven (Lpeomulemests UG Gie0TaHGmD.

o omiEel GHily (PSHTEWTETRLLD (LPeomur(®l Glelicen


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

o walls el 2u GUWEILLD (Weomurh Qe - Qs Yealfl (parawTsia /Uit
FeAisg NS euelt 2UGH W 2MUAETISHERHGF Ggayid. - noolaham.hrsc@gmail.com

o AEnera FoOULD Pomur® Calima - Abempmd Foule 26T6n absoeunm 2nUdeTeyud
Bt emyseunod: http://noolahamfoundation.org/web/en/our-volunteers

20. uemstuwitertt | Meyant QFnsHg) QSmeTens

BossHar Ul CrusHdHe HIeusdHar uaslider 2ot 1 2AHAMSHILGLD owetdg feed
Qensgsaesd (intellectual property) miovs HmesisHar 260 6w @b, BH 619&g), U &
UGEBIFAT, QUETOUIH &6l L BIGD.  Fepd Bmeeiorest EHIws Hmeid Blks AMesd
Qanggidaomer Gurg 26 ele (https://creativecommons.org/licenses/by-sa/4.0/) Qessflile
HGHSD BLONgFHOBHA 61(BHGD.

21. mev (pgevor (Conflict of Interest)

o rumEdl QaiGoneg Gonded Qe Goemiy BiHhaTe, FEHGH HHNeHer sl
WSS eeud GQum CeuemtBld. 2miselilet MM LT KTevss B meveot] UesIGWIT(®! (LpTesst LELOTES
BpEHTe bs and MSSILL ab.

Gousmey BHISHN FIRIGET HTeVS Bl Meetid ST e Gousmevsmit QL (LPUITg).
BVS BMEIHns 2mGaT HEIIUCL  leTDUIRIGEHSE {000  (LPeTes MIGHNHEHHEL
UWETUD S b G).

o s MAmeetdhder 2o 1s0 QUOULLL  QHILAUSET |G 2USHTEOIHRIGET  HeSTlL
uwetunt ((&(& UWLETUDIGSH Gn L TG

o Fusl Ul eafle ANsre rHUOLSTS BEherd uramleaame, beme g 26t
ULPEDLOLITEOT [5T6VEEL1 LTSI G606 LTRSS Gl TG

22. Fop& 261 FH Q\SHT6T60H

o [l Cawven HEligg), Ul CrImGaTle) Selpd 261 ShGO6L LWOTUOSGINI0SS SHlissalD.
QL TUT ) Hayeiesi QNG d1H6laugE.

o IS Bmeuetd Saiuns Fops 26 SHhiGele) FmeaT QT iunbeldy e, SN (Lot
Agdlilenet’s Qunmid QGTeiTaTalLD.

23. Qg ICLE, BlevstoLig Gl

Qarematus), Blosoug Genidy bdwer usdl O dutet 6l UBEEESE WO  SHUbS)
LWSSTUGEG G ST L L LIBISEHSHEG ULEBTUO\GI6I05S SH6lics.


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

24. emiS BLangSmset (Disciplinary Measures)

UedTmeltl  eBeul &Y 6UHLD  SITEOIHRIGET 2 UL SITOIBGEHSHIS QUBIH BLoloSHOBHE
o L(HGSLILL 6UITLD.

Qe igfuwns OpE emHSHe

AMelSasne UsTleE eI B\ Hes0

O PEONBEHEG AU LEKTEG, eUIToed Bl BSHSH6

&eoig) Uetllevent ComGlssaenine) B\ meee

(&tewTenfet e Leve MeTummimos) Bmege

BAUETTLSET eleng;| BeotHL devdaet Qetunmige (not following code of conduct)
QEwndmert Curgoa Bmesa (lack of performance)

B et SANGIL  2UGTEOIBIET, SHETUTLBIGET ONMILD 6606l QFTeHgIHHeT anameeLD
GouettBOwertmy/ MGG/ Soueroons  Osromassn/  CFsiubesa/  Oepunsd
OBLITEHSHE0

* LIS QHIETIDSHHmT HGE B S Blrsea (breach of policy)

25. LU UITENT 6(LMIG) L 6)lg SHEDFHB6IT

UeULpuITenT  6(mIE HLegdeamadet (progressive discipline) ehssiuiemd.  QeuaiGam esHs
LOCMEIGH6T LigUILIgUITENT 6B BL 6l Se0dSHemends Gl BMHEHeTD. 66r WIHLITET 6(ehd LM EHLD
UigUIUQUITEDT 63(IG) (Lo SH60BHEhGHG QI (HF QFeIRuID. 6T6UAIT IEDSUITET (LMBIG) BLa1ly SHE0SHHEHLD
RUBIS BLelpSd QFuagme usssiwrent Caoremauie (Personal File) GaidaiuL Gauewt(ld.

amiGwrf (et erdafsama - Verbal Caution
amuCwnf esefsaoms - Verbal Warning
If the disciplinary action is related to performance, then she/he should be given a
Performance Improvement Plan by their direct supervisor
WS Gkye sigafgema - Written Warning
Blev Bes&ib - Suspension - Blang, el e 2uGWelaT gy CoHee.
Yye| abSED db\eon - Decision Making Leave - Qang wels et 2u@ygsiet ey
Capemey.
o uadldlasasid - Termination - QleNg AbEwos Gt giy Comar.

Guadla afen’Lema QBiGs sreoteLD.

26. Ledl 616056V

el BIuGHE Culed 2emPuid usled QBHa eles eEblemGaur eeg Kilas B meed
VB GHUBNG 65 LIS 61PSH G eLpev DMefliy Glarin Gouert(bld.


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

CLAGAUA L g AN Afey aPBIGHI LT @ WIS 26THUGHDS BIOSHHHG W% OHUMNSHS
Gouerot(®ld. Blevs BiTavs Hmmetd &eorgy Can®lusIaBSse Bbhg S1&E6 CdeisTelD.

FHAMHSH (PN SITEOIRIGEITE 6 WIS STl MAHHH CFHThes (Pywnsalisar case by case
HIT160& (B MIeEOTLD GILOEOILD 61(HlEHSHEUILD.

PUBIG BLONSHOBHEHHG Ao EHTasH HOeeissne  lasasiubuatisendg Goiuly & nmo
QUIBHESHTG).

27. Om EBIevs QEBMEHEHD CHIETESHHEHD

BIOSHMRIETIONETG) S61g Blas@&aEnd@d eI G QrAsEnsE aowarnd amipd Qb fdemer
omSH  EOLPonILOSGHSNG. Loa  Ghss Oadleidr  Qemon  AuWaublHs
Aere0t& GiBIUAeTHLD SHLUun(bl 2601 Wi,

(i) e&.m.60/er 60 Qe dumenr ueiil & QETeTES

(i) undlent &GRS QBT6TENS

(i) ureBuwed T MIGHN QST TLTET CHTETEDS

BTV BMeUeId UsTmeTiadEhd@ Hoomet 6 UGSl  cdhlpeve) eupmis 2 MidlelEmemt(hereng).
UeOSTULITEIT 6T 610  eUEDEHILITET  LTe0e) GISTUMISEHNIHG WIgnad eHiGstsrer Crilld &nl 1g).
LTeDlwIsd GH60TL|MIHSH60 Gl Tund EiTevds Hmeuetd s sHlsaeatenw G g (zero tolerance).

UeOSTULITEITITR61T 6105 EUEDEILITEOT LITE0LIE) G601 MISHGHEm6V 6TERTOSHTEI0TL (160, B 2L 60TgUITd:
WSS el 2U G, bEHDFH Feou eleud IbEHd Feou 2MUARTIHEEGE WomLh GFiwe|D.
SHOTUMISSHN euHTeTHS AMBD (Permr g6t GLHGSITETET (Plgw|Ld.

BIRIGET 6(LSHGEI eeud (Lpeomir(bl Qs Gousmot(lld eTedtUg HeuluiDlelemen. 2L edTigU I 26iT6lTd D{6Veug;)
BapemeutiLl Led Gleusill/ungcsteveur eflarenenst GonGETaTETILL (Bl 6(EIG BL6lgSHend 61(HSEIUELD.

UTe0Ie)  GIESTLMISHBE0 6TEOLS) 6HOVED] FHRIBL NGBS Fnlolll 61hG CUEOSWITET LT Bl HEDDHBHEHD
A&, Aeummid Qe HeeT L BiGLD:

2L QU EHLITEDT GHIE0TL MIHSHEVH6T
o  anCaNsiu s 6k IEDSHILITET 2L 6 JHLITeT Gl HEISEHLD.
o uafer HeNiulL Geuslenw HSSHTEH QEunUT(hds.

IUQULOMD Gie0TL M6
* QAN CHINNGDD, IS, AHESHT PSS UNDIL S([HSHHHH.
o Ul FHBHHGISHF6IT, HOHH6I, Ul .
o Lrellent Hipueo TeTest S(hd Gl .


http://www.noolahamfoundation.org/documents/introductions/PP_Manual_NF_2015.pdf
http://www.noolahamfoundation.org/documents/introductions/PP_Manual_NF_2015.pdf%20%E0%AE%AA%E0%AE%95%E0%AF%8D%E0%AE%95%E0%AE%AE%E0%AF%8D%2043

o  GuNEIULTH eoplSael

amUGLTH 606Ut BL HEDSHHET
o el UL BIGEDET |e06ug;| LTl 26TT6ITL SHEHBIBHE06T Sl FUILEGHSHE
¢  CaNsILLTE LTI SloHBIGH6T, UL BIGO6T el ILide



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



