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‘PRADEEPAN’NGO INTRODUCTION is a registered society that works to protect children
‘frovnrl;l‘l form of exploitation, abuse and ensures education for all. Some of the core activity of
PRADEEPAN includes:

1. As a grassroot people’s initiatives to prevention of exploitation of children
including from Child Labour, Child Trafficking, any form of physical and sexual
exploitation, Slavery or practices similar to slavery.

3. Ensuring holistic and overall development of children by providing them
with meaningful, compulsory and quality education.

4, Working towards a robust policy and institutional environment for child protection.

Vision:
‘PRADEEPAN’VISION ' Curbing the growth barriers for women in the society like
discrimination, violence, trafficking, atrocities against women. To promote gender equality in the

society band to ensure dignity, empowerment of women. To create a child friendly society,

where all children are free from exploitation and receive free and quality education.

Mission:
‘PRADEEPAN’ MISSION :

community,

Ensuring gender equality, spreading awareness about it in the
education about women’s rights, building and developing capacity of women and create

equality, ensure dignity and empower women and girls in social, educational, economic, political and
psychological,manner.
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C'ore Values

‘PRAﬁEEPANCOIiEVALUES The Organisation is founded in compassion that drives the
val’ues" of: |
5 Justice
ot . Freedom
i  Courage
~ « Integrity
Thematic areas of intervention & geography spread:

Water and Hygiene Sanitation, Health

.

. Women rEmpowerment :

Agriculture, Livelihood & Ecology
_Education
‘Human Rights & Child right.

- Disaster Management.

T I

: ‘PRADEEPAN i Pnnclples of the Organization are: /Orgamzatlon Objectwes -

o) T enable overall empowerment of weaker sections of the socnety by providing viable. sources of

L hvehhood through basic services,

e Management control and protectlon of local natural resources by the local commumty

Estabhshmg a sense of good governance for sustainable: development by strengthemng local“ S

i 1nst1tut10ns

o Creatmg a cadre of skllled women groups to ensure long term sustamable development
- Followmg the Mlllenmum Goal makmg efforts for the development and protectlon of the mterests of

i the weaker sectlons of the soclety




3. PURPOSE OF THE HUMAN RESOURCES POLICY

This Pohcy applies to all associates (any person hired in any capacity by the Orgamsatlon

through a full-time engagement, with specific terms and conditions) of the “PRADEEPAN B
(referred to henceforth as the “Organisation”).

We believe that Organisation’s vision, mission, core values and guiding principles as -
promulgated, will be understood, passionately believed in, and acted upon by all our

associates. This Policy has been drafted based on the same values and principles. We as an

e Organisation are committed to support new associates to build this shared understanding.

- The purpose of this policy is to enable a stable, well-motivated and highly skilled work
force to perform its duties and respon51b111t1es fostering collaborative team work and

workmg in a safe, non-dlscnmmatory environment where efforts are recognized.

: Disolaimer: In case of any inconsistency with a law or w1th any government policy, such law v
or government policy shall have an overriding effect on the ‘PRADEEPAN’s HR Manual

and the Organisation shall forthwith take steps to remove any such inconsistency.




" 4. CATEGORIES OF ASSOCIATES

Based on the kind of contmctual artangement, associates of the Orgamsatron are categonzed

as detailed below. All agreements/contracts may be renewed at the sole discretion of the

Organisation.

Permanent/Regular Associntes
Associates hired by ‘PRADEEPAN’ for core positions are considered as permanent or

regular full time staff of the Organisation. They are entitled to all benefits as specified in the

HR manual and in their contractual arrangement.

‘ Project-based Appointments

All associates hired under specific project/programme budget(s) shall be in employment until
such term as stipulated in the agreement or until the termination of the said project. They are

full time associates of the Organisation as long as their contracts are valid.

Part-time Associates

Part-time associates may be hired or appointed for a stipulated task or for specified hours of

- work in a day which is less than the normal hours of work (as defined later).

o Consultants

~ Part-time/full-time personnel hlred for a functional specnahzatlon/experrence/ expertise for a

~ specific task and/or specific duratlon They receive benefits as stlpulated in the terms of
‘agreement. :

- Volunteers and Interns

St ‘PRADEEPAN’ encourages 1nd1v1duals mterested in volunteermg, mtemmg or trarmng
- :w1th the Organisation. - : |

Volunteers. Those persons who volunteer their services for the Orgamsatlon for a

specrﬂc task or duratlon shall also be govemed by this Pollcy unless stated otherwxse in.
= therr terms of agreement ) : e




Interns' Assomates workmg for a stlpulated tlme w1th or wuhout a stlpend or

% remuneratlon for a partlcular task

,.f.TrameeS° Tramees may be lnred for a max1mum penod of Six months from reputed

- «Instltuhons Tramees are ehglble for a monthly stipend as in the case of Interns.




5.1 Recruitment and Selection

Thls provision p10v1des guidelines on hmng the right candidate for the right job and
within the least possible time. This is applicable to all associates of ‘PRADEEPAN’. Efforts _
are made to maintain complete transparency and accountability through this process.

= All vacancies are generally to be proposed by the HOD in consultation with HR &

Finance and approved by the Vi

e The approving process of recruitment (for any new position/replacement) must be
completed within a maximum of three working days, including position requisition,
approval/disapproval and forwarding of requisition to HR in order to initiate the hiring

process.

= The selection of associate for any vacant position will be done either from external and/or

internal sources.

e There are defined formats for all forms related to engagement and recruitment: Position

Requisition, Application, Interview Assessment, Reference Check

Kindly refer to Annexure 1 for details of the Engagement and Recruitment Processes and

Forms, including details for records and documentation

Relocation allowance may be provided to candidates for full-time positions, in exceptional -
circumstances, if hired from outside the location of Central Office. Relocation allowance;
not exceeding the following limit, shall be reimbursed to all levels of associates hired 'to} :

cover travel, lodging, boarding & transportation of personal effects:-

» Travel for self and 1mmed1ate family throug,h least cost carriers preferred, as per travel
e _pohcy, : '

Transportatlon cost of goods (assocnate to obtain three quotes for submlssmn to the 5
‘Orgamsatlon) up to a max1mum limit of Rupees One Lakh (Rs. 1 ,00, 000 only) shall be'i

relmbursed agamst ‘the expendlture of relocatlon whlch shall include accommodatlon for "
a max1mum of seven days




5.3 Probation and Confirmation

« A new joinee is employed for an initial probation period of Six months during which
span the ability of the joinee to fulfil all her/his job requirements, and compatibility with
the Organisation is assessed.

e Upon completion of probation, the probationer is given feedback and the HOD shares

her/his recommendation of confirmation/termination/extension of probation to the ED
through the HR Unit.

5.4 Induction Process
Each associate is taken through a specific and structured induction process that includes
familiarization with the following:

* History of the Organisation and Structure of the Satyarthi Movement for Children

* Organizational Values and Culture

= Domain Knowledge

* Organizational Policies and processes

5.5 Transfers

The Organization encourages lateral transfers to broaden one’s skill base, knowledge and
exposure while offering excellent career development opportunities. The Organization reserves
its right at any time to transfer any associate to other teams (intra-departmental), inter-
department, other locations, or within the family of organisations, as it may deem necessary.

HR and the Supervisor/HOD may decide whether a salary adjustment is required as a result of
this change in duties.



Performance management at [NGO NAME] follows an annual appraisal system that is based on

Performance Planning, Performance Monitoring, and Performance Review, to be carried out by
Supervisors/HOD.

Performance Planning (Key Result Areas)

»  Establishes an action plan and frame of reference for setting expectations,

reviewing, and evaluating performance throughout a performance period.

* Leads to the formulation of Individual Annual Performance Objectives and Key

Result Areas (KRAs) based on the associate's job description (JD) and Annual Operating
Objectives for a Department or Unit's Annual Operating Plan.

Performance Monitoring (Monthly Reviews)

Once performance plans have been established, the focus shifts to observing, communicating
with, and developing his/her associates. At PRADEEPAN, continuous feedback (on a monthly

review basis) and coaching builds trust and motivates associates to achieve Organizational,
unit/team, and individual objectives.

Performance Review (Annual Assessment)

The Policy affirms the importance of performance reviews. It guides PRADEEPAN’S
willingness and commitment to focus on improving performance at the level of the
individual. The Organisation follows an Annual Performance Appraisal System. The appraisal

cycle shall be from April to March of the following year and the appraisal guidelines are:
* Innovation and initiative

Domain knowledge and its effective application
» Skills enhancement

* Team spirit

Organizational discipline



‘PRADEEPAN’ is comm1tted to be an equal opportunity employer. We do not tolerate
dlscnmmatlon agamst any individual based on gender, age, sexual orientation, race, caste, color,

'natlonahty, ethnicity, rehglon and disability. The Organization strives to maintain a work

envuonment that is free from any harassment based on above con31derat10ns.

Statement

The Ofganization is committed to providing equal opportunities without any discrimination on the
grounds of age, color, disability, origin, nationality, religion, race, gender, or sexual orientation

and will not engage in any kind of verbal or physical harassment based on any of the above or any

other reason. To this end, the Organization undertakes to:

7.1 Ensure that recruitment, selection, promotion, transfgr, performance reviews are based solely

~on merit. This ensure that designations and job profiles assigned are based on skill,

knowledge; qualifications and experience (including community experience) relevant to the
job or situation;

7.2 Ensure compliance with the Rights of Persons with Disabilities Act, 2016 and rules
thereunder, by providing necessary facilities, infrastructures and amenities for persons with
disabilities, including making necessary modifications and to enable them to effectively
discharge their duties;

7.3 Provide a safe working environment and ensure that no transgender person is discriminated in .
‘any matter relating to employment including, but not limited to, infrastructure adjustments
recrultment employment benefits, promotion and other related i issues;

7.4 The Orgamzatlon w111 not tolerate harassment, behavior that is discriminatory or behavior that

i v1ct1mlzes any mdmdqal or group at workplace. Appropriate actions basis investigation will .
be taken if\ Assobiates breach this Policy either through discrimination, harassment, bull'yingv
or v1ct1mlzmg other Assomates or by making false claims. If an Assoc1ate feels he/she is '

bemg subjected to discrimination, harassment, bullying or v1ct1mlzatlon he/she can escalate

the same W1th the HR department All grlevances ‘and complamts wﬂl be taken senously and :
o treated w1th sensmwty and falmess.




: ThJS Gnevance Redressal Policy axms to reinforce ‘PRADEEPAN’ commitment towards S

prov1dmg falr and equltable work opportumtles to all Associates. Below are the objectives of thJS' .
_ Pohcy it

Y : Tb provi}deefﬁcient and effective grievance redressal mechanism for all Associates of the
. Organisation and lay down the procedure thereof; - P
- o - To create and promote a culture of fairness, trust and justice w1th1n the Organization;
5 : Estabhsh the protocol to enable the Organisation resolve Associate grievances effectively;

X To promote collaboratlon among Associates by addressmg and resolving associate
discontent

8.1 Grievance Redressal Procedure

Any grievance among the Associate should be first discussed verbally with immediate |
supervisor;

If grievénce is with the supervisor itself and Associate is not comfortable to connect with
supervisor, in such cases Associate should connect directly with Human Resource Manager;

Human Resource Manager will first set up informal meeting with both the involved parties

to discuss, understand and resolve the grievance through conciliation within 5 working days
of reporting thereof. :

8.2 Guiding Principles

‘Whenever the grievance procedure is being followed, the following elements shall be considered
while dealing with the issues fairly:

1.  Associates should always try to resolve problems in the work place amicably, at the earliest

- possible opportunity and usually with the least poss1ble formality;

All efforts shall be put to address matters before they reach the stage of becommg a formal
grievance issue. '

S ThlS Progresswe Correctlve DlSClpllne Pollcy aims  that all associates are expected to meet

: {performance standards and behave approprlately at ‘Pi H'DEEP

2 Vprocl: 'sns f commumcatlng -with the assoc1ate to 1mprove behav1or or. performance

Correctlve actlon 1s a ‘. G



"Prog‘ressi'Ve discipline is the process of gradually enhancing measures when an Aésoéiate fails to
: ‘1mprove performance and address the issues of misconduct, after bemg given a reasonab]e
= opportumty to do so =

~The underlying prinCiple of sound progressive discipline is to use the least severe action that
i Organization believes is necessary to correct the undesirable situation. This Policy outlines the
steps Orgamzatlon will initiate to address an Associate’s misconduct or improve performance.

" The corrective actions will be progresswe, beginning with the lowest severe action, before

deploy_ing actions of enhanced severlty.

The progressive discipline process shall be invoked in the following scenarios (illustrative):

e  Absenteeism
e  Performance issues
" o Disregarding deadlines
e Minor offences (one-time) like on-the-job minor mistakes
® Serious misconduct/repeating an offense fdr which this Policy was already invoked
The following suggested instances/illegal behaviors are not subject to this Policy and the

Organization shall, immediately resort to legal remedies available, initiate disciplinary actions, up

to and including immediate termination/dismissal:

¢ possessing or consuming non-prescribed narcotics on company property
e reporting to work intoxicated/impaired

» instigating a fight on company property

e carrying a weapon without a purpose in organization property

e theft

 intentional harassment, including sexual harassment

e destruction of property

". misrepresentation of important facts in seeking employment
 violation of confidentiality obligations

o gambling on Organization’s facility

9.1 Pollcy Irnplementatlon

o Th1s Pohcy entanls the following steps initiated by reportmg manager in partnershlp with Human -
Resources Department '

; ,_'V-Step 1 Verbal Counsellmg

A verbal counselmg is mtended to be used by the reportmg manager to notify an Assocmte that g

1R{P aa o



~1mprovement is needed in the Assocrate s work performance agamst deﬁned goals and/or

2 behavror ThlS step is generally used for minor issues (e g. dlsregardlng tlmehnes once or twrce)

- The reportmg manager to meet the Assomate in-person in n order to discuss the i issue along with the
Human Resource (HR) representatlve

- Step 2 Written'»Wa'rning :
A written warning is generally the second step of progressive discipline. It provides notice to an
~Associate regarding continued work performance issues and/or inappropriate workplace behavior
that have not been resolved despite the verbal warning. This action may be used more than and a

meeting wherein a warning shall be issued may be held, in case of repeated discretions.

Prior to the end of the meeting, the Associate should be asked to sign a written warning indicating
that he/she has read and understands the warning. Alternatively, the warning letter should be

delivered to the Associate and a copy to be placed in his/her personal file. At the manager’s
discretion and depending on the nature of the issue, a second written warning may be given prior
to implementing a Performance Improvement Plan (PIP). (Refer to Annual Performance

Evaluation & Career Development Policy for details on PIP).

Step 3: Suspension Without Pay

A suspension may be the next step in progressive corrective action after written warning(s).

Suspension is not a punishment per-se. Typically, suspensions will prohibit an Associate to attend
work and requires him/her to leave without pay for one to ten working days, as specified in the
letter. An Associate may be placed under suspension in case he/she is alleged to have committed

amisconduct which, if established may lead to his/her dismissal from service.

“Depending upon the contract or personnel program the associate is covered by, a letter of intent to

- suspend may be required, which provides the associate with the right to appeal the intended action

to the next higher management level before the action is implemented.

 Step 4: Demotion to a Lower Job Grade

This action involves demotion of an Associate to a lower level position, and may be ‘temporary or

; permanent Demotion may be approprlate in cases of inadequate performance of responsrbllmes S

- at a particular level rather than violation of work rules. It should be based upon a reasonable 2

expectatlon that the Assocmte w111 perform successfully in the lower classrﬁed posrtron :

: Step 5 Recommendatlon for termmatlon of EmploymentlDlsmlssal

i Termlnatlon of employment is generally the last step of progressrve dlsmplme aﬂer an: assocrate

e has farled to. meet the requlrements of a Performance: Improvement Plan or a serious incident has He



Foceurred duﬁng the PIP period. £

: Termmatmn of employment can also oceur when an associate, who is not on a PIP, is involved in-

_a serious offense that' warrants 1mmediate termination (for example, an associate is caught

 stealing at the workplace).

IOrgaxlizatlon reserves the right to combine and skip steps depending on the circumstances of each
situation and nature of the offense Furthermore, associates may be terminated without prior

" notice or disciplinary action.

Recommendation to terminate employment must be unanimously approved by human resources .

(HR), reporting manager and Function head ‘Final approval is required from the Managing
Trustee.

10. LEARNING AND DEVELOPMENT

The Organisation endeavors to promote learning and the enhancement of skills and knowledge

related to the Organization’s sphere of work.

Job-related learning

To supplement any training arranged by the associate’s own workgroup (e.g. short external
courses), ‘PRADEEPAN’ offers a regular series of short training programmes which may be
relevant to associates’ job. Some of these training programmes are organized within the central

office, some in other locations in India. These are open to all ‘PRADEEPAN’ associates and
cover the various priority areas of ‘PRADEEPAN’

Part-time courses

If an associate wants to study in an area which is not needed for his/her current position but
which may be helpful for his/her future career, ‘PRADEEPAN’ may be able to help through its.
Individual Career Development Plan. The Plan may provide financial support for any part-time

course of study as long as it is likely to benefit both the Orgahisation and the associate

External Training Courses

7 Trammg programme are also orgamzed based on the trammg need gap 1dent1ﬁed by line S

managers If ‘any associate wants to apply for a course, he/she must ﬁrst seek the i
2 ¥ Superv1sor/HOD’s approval and then inform the HR Umt

o Any course sponsored by the Orgamsatlon with a course. fees above Rupees Twenty Thousand i

(Rs 20 000 only) shall bind the associate for a period of one year from the time of completion of '



: ']us/her trammg ln case the assocxate for any reason, leaves the serv1ces of the Orgamsatlon

 before the sald period of one year then he/she shall forthw1th return the course fee pald by the
7‘ Orgamsatxon.

5 Other ways in whlch associates can be supported in learning & development are:
Coachmg by colleagues with specialized skills.

* Onthe job learning/cross functional learning opportunity/job shadowing.

* - Training videos and reference materials

11.1. Working Hours

The work week shall mean Monday to Saturday (subject to the associate’s contract), a minimum

of 8 Y2 (eight and a half) hours in a day. However, an associate may be required to attend work

as and when required by the Organisation/HOD/Supervisor.

e  The central office .shall remain open from at least 8 am to 7 pm on all working days

*  Core working hours for central office associates shall be from 10.30 am — 4.30 pm af
an associate is not on duty within the core working hours, it shall be treated as half day).

» - The flexibility of work hours is based on prior approval of HOD/Superv1sor

e . The working hours in any field/project office or for any other Associate shall be

ascertained on a case to case basis by the Organisation

. Lunch hour is 1 pmto 1.30 pm
11.2. Work from Home:

Assomates are entltled to ‘PRADDEPAN’ a maximum of two days of work from home in

amonth,

Bl 3, Hollday

- »Thns section is apphcable to all Assomates of the Organlsatlon

officiali{GoyernmentiofiInd clte/motifications. Of these three days are
- the natxonal holldays of 15lh August, 26‘h January and 2“d October. Two restncted hohdays :
: are allowed by ‘PRADEEPAN’ to the assoclate from the list, as per individual ch01ce

f'In the event of elections or cml unrest or any other. ex1gency, the Orgamsatlon may'
1 8 I l,decnde 10 grant specnal leave or declare a hollday for the local ofﬁce bl e



11.4. Leave
All staff shall be entitled to the following types of leave with pay for a financial year, subject to
the provisions under each category of leave. These are over and above the holidays declared

as per the Government of India. It may be noted that:

e  Leave, unless otherwise specified, will always be on full pay i.e. an associate will be paid

salary as if he/she were on duty.
e Leave is not a matter of “right” and all leave should be sanctioned by the

Supervisor/HOD.
. Any leave taken without approval shall be treated as leave without pay.

Types of Leave
Casual Leave (CL)

. CL cannot be combined with any other leave. However, Sundays/public
holidays/restricted holidays/weekly offs may be prefixed/suffixed to CL, and shall not be
counted towards CL.

e  CL can be taken while on tour but no allowance shall be admissible for the period.

e Unspent CL shall not be carried forward to the next financial year.

o  Individuals appointed and joining duty during the middle of a year may avail of CL

proportionately.
-  Associate shall take prior approval for CL from his/her superior. In case of an

emergency, approval shall be obtained over the phone, which shall be regularized upon

reporting back for duty.

Sick Leave (SL)
« An associate may be granted eight days of SL in a financial year, from the date of joining

- In case of SL exceeding three days, a medical and fitness certificate is required to be
submitted to the Supervisor/HOD and HR Unit upon resuming duties

» Application for SL may be submitted prior to proceeding on leave in case it is
possible (as in the case of an elective medical procedure or treatment), or on the date of

resumption of duty post-illness, along with medical and fitness certificate.



The number of PL allowed 1n a year 1s 15 for all assocxates

,_,PL can be avalled after completlon of probatlon period.

VVPL can only be avarled to a maximum of 10 workrng days at a stretch wrth prlor
approval of HOD/Superv1sor

: Sundays/pubhc holidays/restricted holrdays/weekly offs can be preﬁxed/sufﬁxed to PL.

~ PL shall be accrued and may be carried forward to the end of the next financial year,
- beyond which if unavailed, it shall lapse.

Associate shall take prior approval for PL from his/her Snpervisor.'

: -Compensatory Leave (Comp off)

Any assoc1ate if required to perform duties on Sunday or on a hohday, may avail
compensatory leave.

Compensatory leave must be availed within 30 days from the day of work on a

holiday/Sunday and shall not be carried forward to the next financial year.

If Support Staff and drivers (staff in grade D) are to work on Sundays or Holidays they
shall be paid overtime for their services.

Disability/Medical Leave

Special Disability leave can be availed for a life threatening disease/illness or a serious
communicable disease and accident related injuries requiring long term treatment

It may be granted more than once if the disability is aggravated or recurs in similar

circumstances at a later date, but the maximum leave in consequence of any one disability

should not exceed six months. It may be granted on full pay for up to 120 days.

. Special Disability Leave shall be approved at the dlscretlon of the
ED/Management Committee in consultation with the HOD/Supervisor. ‘ ,
In the event of an associate (on probation or confirmed) of the Organisation

sustaining an injury in the course of official duty including out-station travel, the same
'category of leave may be availed.

“Matermty Leave

: Any female assoc:1ate who ‘has less than two survrvmg chrldren is entltled o

~ maternity leave with full pay and allowances for a perlod of 26 weeks

The maxrmum penod entrtled to" an assocrate havmg two - or more than two

o S“Wng chlldren shall be 26 weeks of' whrch not more than srx (6) weeks shall precede e

s the date of her expected delivery.



In the case of adoption or commissioning/undertaking Surro_gate motherhood, the associate
shall be entitled to full maternity benefit.

In the case where the nature of work assigried to an associate can be done from home, the
Orgatﬁsation may allow her to do so after availing the full maternity benefit and on

such conditions as the Management Committee and the associate may mutually agree.
Maternity leave cannot be combined with Annual leave in any circumstances.

Maternity leave may be availed by an associate in case of miscarriage and/or

~ abortion, provided it does not exceed forty two (42) days/ Six (6) weeks.

Paternity Leave

e Fifteen (15) days paternity leave can be availed by male associates to share parenting
responsibilities.

«  This may be availed twice in the entire service period.

«  This shall be availed in one block either one mionth prior or up to two (2) months after
delivery. ' :

Leave without pay

-  When the associate has exhausted the available leave credit then the

~ Organisation under its discretion may grant leave without pay to the associate.

The associate will submit the leave application to his/her Supervisor/HOD and the
Supervisor/HOD shall recommend to the ED/Manégement Committee either granting or

rejecting the application.

The number of days that can be granted as leave without pay cannot exceed thirty
(30) days in a financial year.

- Willful absence of duty i.e. leave taken without prior approval will also be

considered as leave without pay (exception — sick leave). Leave without pay taken .

without the approval may be also considered as break in service.

' “Bereavement Leave

In the unfortunate circumstance of an associate losing an immediate family member (parents,

: :grandparents siblings, spouse, children), the management may conmder approvmg a penod of

i absence of up to ten days on compass1onate grounds



If the associate uses public conveyance then he/she will be reimbursed actual charges

incurred by the following modes of travel:

: r ‘Grades

Entitlements
(mode of travel)

A&B Taxi (by registered vendors
only)/Ola/Uber/Other such similar
service, Auto/Metro/Bus

C&D Auto/Metro/Bus

Table 2: Table for Local Conveyance Entitlements

The claimant may submit

the conveyance

reimbursement  form to the

administration department within 15 working days.

Associates who are provided a company car cannot claim reimbursements for official

* travel when they use their company car.

If any female associate is required to travel alone after 8 P.M, the Organisation may

arrange for her conveyance to residence by company car.

- Domestic Travel

":‘_A‘_ssociates may be required to travel within the

country for official purposes. This policy.

- provides guidelines for such travel and to ensure that the associates have a comfortable and |
* safe travel and stay: This is applicable to all ‘PRADEEPAN’ associates. - ‘




- Table 3: Entitleme'nfs for Domestic Travel

. Associate must obtain prior approval from his/her HOD before proceeding on tour

= - Lodging entitlements are exclusive of applicable taxes.

e - In ‘case travel time by train exceeds 12 hours, associates may be entitled to travel by air
irrespective of their grade, dependant on the travel destination and other related factors,
with approval of the HOD. »

. During field visits all associates shall be entitled to use taxi services. '

. No expense related to alcohol/smoking/tobacco consumption shall be reimbursed.

. On the associate’s return from the trip a statement of expense detailing out the expenses

- incurred during the trip along with supporting bills/vouchers (except for per diem) should
be submitted to his/her superior for approval and reimbursement

. Advances for expected travel expenses can ~be requested -f'rom the accounts

department at least 48 hours prior to commencement of the tour.

 Domestic Travel and International Travei are subject to the following:-
. ‘. * The entitlement does not apply' if the associate is hosted by any sponsor’

* Per dxem shall be paid in all situations whether the tour is sponsored or not

ek - On the days of travel, associate shall be entitled to 50% of the dally allowance.; :




DEEPAN’ Dist. Betul (MP) aims at highest ethical and moral standards in th¢ '
professibhal- and perSonal life of all Associates. The Organization aspires to provide an

. environment of holistic development, freedom of exchange of ideas and thoughts; constant
| personal and professional growth;

Organization being an equal opportunity employer strives to provide an environment

where everyone feels secure, safe and free from any kind of harassment, sexual or
otherwise;

1212

1213 ‘PRADEEPAN’ commitment begins with the recognition and acknowledgment that
‘ sexual harassment and other types of discriminatory harassment are unlawful. ‘

: '12.1.4 This Anti-harassment Policy has been made and adopted in addition to; and not in

abrogation of any applicable law in place. The procedure under this Policy does not take
away the right of any individual to take recourse under any other law in the country.

12.2Prohibition of Harassment

Any improper and unwelcome conduct that might reasonably be expected or be perceived '
to cause offence or humiliation to another. Harassment includes - but is not limited to: -
12.2.1 Words, gestures or actions in verbal or physical conduct which tend to annoy, alarm,
; abuse, demean, intimidate, belittle or cause personal humiliation or embarrassment to
another; or that cause an intimidating, hostile or offensive work environment. ,
12.2.2 It includes harassment based on any grounds such as race, religion, color, creed, ethnic

origin, physical attributes, gender or sexual orientation. It can include a one-off incident or
a series of incidents. |

o 12'.3Rev'po"rting' of Harassment

B z 31 If;m Associate believes that they have experienced or witnessed any harassment, sexual or
oot ervg{se by any Associate of ‘PRADEEPAN’, they should report e ciderit 11

mee 1ately to their supervisor, HR or to the Managenient committee. Possible el
; "andaisért?;::sb);}?g};;icrisaﬁghbWh0mf‘)?ADE-ELPAN«’f has a relationship, including customers
.~ and.vendors, e reporte s S e S
T P }as soon‘ as pOSSIble_so_:that appropriate action can be




£ 1i,4ln§e$tigation :

5 12 41 PR/ 'DEEPAN’ will promptly and thoroughly mvest1gate all reports of harassment as
o d1screet1y and confidentially as practicable.
’12 4 2 Associates must cooperate and provide truthful information in an 1nvest1gat10n Upon

completion of the investigation, the Organization will inform the complainant of the
results of the investigation '

12.43 When found guilty, the Organization shall take strict disciplinary measures against the
s offendmg Associate, which shall be in addition to the other remedies available at law.

13.1. EmployeeS'Provident Fund

Provident Fund is a scheme of the Government of India which comprises_ of contributions made
" by the associate during the time he/she has worked along with equal contribution from the
employer. ‘PRADEEPAN’ strictly adheres to the rules laid down by the Government of India

- under the Employees Provident Fund and Miscellaneous Provisions Act, 1952.

13 2. Group Mediclaim Policy

‘The Orgamsatlon may provide a Group Medlclalm Policy (GMP) for all regular/full-time |
associates (Staff & Consultants) Group Mediclaim is a cover which takes care of medlcal

expenses following Hospitalization/Domiciliary Hospltahzatlon of the Insured in respect of the
followmg 51tuatlonS'

a) In the case of a sudden illness, b) In the case of an acc1dent and, c¢) In

the case of any Surgery which is requrred in respect of any disease which has ansen during the
< pollcy perlod

o v: 13. 3 Leave

' The Orgamsauon follows a llberal leave pohcy as detalled in Chapter 12




141 Dress Code

»»An assoclate s dress 1sa reﬂectlon of h1s/her professmnahsm and that of the Orgamsatlon All

Assocxates are encouraged to dress appropriately in ethnic Indian formals/business

’formals/casuals on duty and espec1ally during field visits. All assomates ‘are requested to

. use their ]udgment and discretion and  dress approprlately S0 as to maintain office
: decorum. 5 il |
142 Misconduct

Mlsconduct refers to behavior or any action that is not in line with Organizational policies or
- against the interest of the Orgamsatlon or national laws, which can have a detrimental effect on

the Orgamsatlon s mission and reputation, or on the reputatlon of an associate. Misconduct shaII '

refer to wrong and improper behavior, dlsobedlence insubordination or gross negligence.

- 143 Disciplinary Action

7 The' ‘PRADEEPAN’ management may impose any one or more of the followmg

dlsc1p1mary action on an associate, if found guilty of the misconducts mentioned above:
= Censure or fine ' }
' Warning (written or oral)/Show cause notice

Recovery from pay of any pecumary loss caused to the Orgamsatlon by
negligence or break of order

Suspens1on W1thout any payment for a period not exceedmg 10 days
Wlthholdmg of Performance Llnked Increment

o Demotlon to a lower post and scale of pay
o Dlsmlssal from serv1ce




The Orgamsatlon and 1ts assocrate can sever their relat10nsh1p by g1vrng notice in wrltmg

’vfrom elther s1de as per the terms of contract/engagement Similarly, the Organisation reserves' '
: rl-‘vthe rlght to temnnate the contract of the associate by giving notice as mentioned in the terms

_and condrtlon of engagement Separatlon may happen either because of voluntary resrgnatron
eontract explry, redundancy/phase out, and termination.

f';‘E)ut Intemew i .
In all cases of separatlon except in the event of ‘the unfortunate death of an assocrate
ex1t mtemews should be conducted Just before the associate is relleved of his/her duties. This

- may be conducted by HR and one representatlve of senior management of the Organisation.

: The purpose of the exerc1se would be to gain critical feedback/suggest1on from the associate on

% areas whrch could be further 1mproved within the Organisation. ‘

~ Full and Fmal Settlement

‘ Assomate shall fill No Dues Form and get that approved from his/ her
' _ Supervrsor/HOD Finance & Accounts and HR.

On the basis of that, full and f'mal amount shall be. pald off in the form of :

cheque/account transfer or recovery made as the case may be

,, _'Expenence Certificate shall be issued by the HR Unit post ‘full and fmal
- settlement’ and servmg of notice penod

The Orgamsatlon reserves the right not to issue an experlence certlficate to those ’

: assoc1ates who have not followed proper exit procedure or those who have been reheved
s 'from duty due to gross mlsconduct or dlsc:lphnary actlons




EXternal:Source‘s for Recruitment include

a. Campus Recrultments

b. Advertlsements (Job Portals, Social Medra, HR Forums)

c Web postmg on Orgamsatlon s Careers page

i d. : Hmng Consultants (head hunters)

' | Internal Sources for Recruitment include

a. Internal Job Posting: Internal associates are free to respond to vacancy announcements as

and when they are made and seen as appropriate. For this purpose an Internal Job Postmg
email shall be circulated. Interested associates may respond, keeping their Supervisor

informed. Regular screening and selection processes shall apply.

b. Referral: Associates may refer suitable internal candidates for the vacant positions

to the HOD and the HR Unit. It i is encouraged that the Associate do so after a prehmmary
discussion with her/his supervisor.

Pre- Selection Process

: Jomtly by the respective deparlment heads and the HR department

% 'HR Department initiates the process of sourcing resumes

‘The Candldates may 80 through more than two rounds of mtemew process before o
5 bemg selected e : ;

Each potential position has a comprehensive job description with roles and

respon51b111t1es competenc1es and educational qualifications and the relevant experience
requxred

Candldates are evaluated based on certain pre-set criteria on. the basis of the

; 'reqmrements essential for the posntlon These criteria are deve]oped pnor to initiating the 5

recmltment process.

' All apphcatlons shall be accompanied by the curriculum vitae of the candldate.




The following records shall be maintained in the associates’
documents:- |

*

i A selectlon commlttee/lntewlew panel will be formed based'on the posmon fof
i Whlch the interview is to be conducted. ' e

p‘Po'st‘,— Selection Process

Once a candidate is selected the HR department carries out reference checks

: On recelvmg posmve referee feedback/successful clearance of reference check, a formal

offer letter along with salary structure is issued to the selected candidate.

 The Letter of Contract is handed over on the day of j Joining and will include

a. Salary Structure
~ b. Code of Conduct c.
‘ Conflict of Interest
d. Child Protection Polioy

* Records & Documentation

~ files as post joining

Application of the Candidate.

Curriculum Vitae.

‘Reference Check (if any).

Copy of educational qualification c_ertiﬁcates as indicated in the CV
Job Description ' |

Any previous Increment/extension letter.

Joining report (copy of PAN card/Aadhar card, passport) along with copy of proof of

1dent1ty, date of birth and proof of permanent resndence/address

“» ' Evaluation report (Interview assessment/panel recommendation)

- Details of next of kin, emergency contact number

‘Termination letter, Experience/ Relieving letter/ No dues certificate (Ir ‘lppllcable)
Full & final settlemcnt form. ’

Employee Provident Fund Form 11 & Form 2

Income tax declaration, Salary Account Openmg Form

,_Passport size Photo : i
i 29751??7
@iﬁ[_@/ W S

fmmaqam.a.i . Toraaon (Jeen Betul(MD)




