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FOREWORD
Managing Human resources is of great
importance in every organisation.
The TOCH Human resources manual
therefore has an objective of ensuring
that TOCH human resources are
managed in the most efficient and
effective

manner,

development

of

leading
the

to

the

organisation

and mindful of the development of
the individuals as well. Among the
interventions suggested, is the training
and capacity building of the staff of
TOCH.
South Sudan is an area that has
been characterised by war and political instabilities, causing social and economic
instabilities among the people. It is important for the staff and management of TOCH
to have enough motivation and courage to work in such an environment and cause
the change that we desire to see.
We would wish to give special thanks to all our partners and staff for the support
given to us in developing our human resources and building the capacity of the
people that we serve.
We would wish to encourage all our staff to adhere to the principles outlined in this
Human Resources manual for the good of the organisation and the team in general.

MARKO MADUT | Executive Director, Toch
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1. DEFINITION OF KEY TERMS
1. Senior Management Team- The committee whose core function is to monitor the day
to day activities of the Organization.
2. Casual Staff- Persons employed on a non-permanent/regular basis to undertake
specific tasks
3. Close relative- Any person with whom an employee has close linkage either through
blood, marriage or adoption
4. Conflict of Interest- A situation where an Employee has such a substantial personal
interest in a transaction that might reasonably affect the judgement of an Employee.
5. Contract- The terms and conditions under which an employee is hired by TOCH
6. Contract Staff- Employees who have completed the probation period and are
confirmed in their positions for which they were hired
7. Employee- A worker of TOCH on probation, contract or temporary service
8. Expatriate- A foreign national employed by TOCH other than local terms
9. Spouse- A man or woman married to TOCH Staff with in the laws of South Sudan
10. Training- Refers to planned process TOCH intended to provide the employee
with knowledge and skills or behaviour for effective performance of his/her duties or
responsibilities while working with TOCH
11. Staff development- This is consistent with plans and activities directed to
satisfaction of future needs of TOCH as an Organization as well as promoting career
growth of the employee.
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2. INTRODUCTION
The Organisation for Children Harmony (TOCH) is a South Sudanese National child focus
NGO established in 2008. The Organisation is legally registered with the Ministry
of Justice under this number (1115) and with South Sudan Relief and Rehabilitation
Commission (SSRRC) under this number (1,086-2017/2018)all the certificates are
renewed annually as required by government regulation. In compliance with the go
vernment policy, TOCH has registered with ministry of finance and economic planning
at the national level for remitting taxes. In addition, TOCH usually considers registration
at the state level with state Relief and Rehabilitation Commission (RRC) offices where
projects are being implemented so it obtains license. It also works with line ministries
and commissions for the purpose of coordination and collaborations.
TOCH has a mandate to operate in the entire Nation of South Sudan.TOCH has a
humanitarian mandate to respond to any emergency and step into developmental
activities, with all the flexibility we employed the best technical

people to implement

the projects funded by our funding partners. TOCH employs

people who are well

committed and professional to do a great job in the community. We are not supporting
any political party and our mission is to reach the most vulnerable communities in need,
communities that are unreached and build their capacity to be self-reliant.
The purpose of this guideline therefore is to inform the employees who join TOCH
of our culture and working ethnics. This policy provides obligations of TOCH as the
employer and obligations of the employees. This is important as people change job
from place to place coming with different attitudes, personality and habits, that require
careful understanding and observation and sometimes changing.

TOCH has two major categories of staff levels.
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-

Level one, Programme staff. These are more technical staff recruited based
on their qualification and experience and can be posted in any of TOCH’s
operation area.

-

Level two, Support staff. These are staff who support TOCH programs,
and they include; Drivers, cooks, Office Assistants, Security Guards among
others.
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This Human Resource policy/manual lays down the policy, guidelines, procedures, rules
and regulations for managing human resources within TOCH. It clarifies the rights,
privileges and obligations as well as conditions of service in TOCH. It aims at ensuring
that the Organization maintains best practices in human resources management for
recruitment, retention, development and exit of staff.

2.1. TOCH Vision, mission and core values
TOCH is committed to working towards a just and peaceful society which
respects all of the rights of children. And its guiding vision is “Envisioning just,
prosperous and peaceful Communities”.
TOCH Mission
Empowering grassroots communities to protect, mitigate and resolve conflicts in a
peaceful and sustainable manner.

Core Values
.

We Care for Children and advocate for their Rights

.

We uphold Practice of Transparency and Accountability

.

We back Gender Equity and values girls and women in our programming

.

We Promote Non-violence Approach to Issues

.

We are Responsive
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3. The Objectives of the Human Resource Policy/Manual:
1. To establish a framework and put in place a strategy that will enable TOCH to
systematically plan, select and recruit staff.
2. To establish systems for staff retention which include Human Resource Development,
safe working environment, attractive remuneration, staff welfare and conflict resolution
within the Organization.
3. To establish systems that support smooth employee exit from TOCH.

4. PRINCIPLES UNDERLYING THE HUMAN RESOURCE POLICY
The following principles shall provide the basis for effective Human Resources
Management in TOCH:

a. TOCH is a Non-Government Organization (NGO) established to promote the
rights of children and other vulnerable groups in South Sudan and managed
in accordance with the laws that govern NGO operations in South Sudan and
principles of conduct that respect the Human rights principles of conduct and
behavior – as they are understood which TOCH employees are required to
respect and observe.

5. ACCESSIBILITY
This manual is an official document of TOCH that can be accessed at ease by the
Board of Trustees, Donors and development partners and all TOCH employees and
volunteers.

6. OPERATING PRINCIPLES
a) TOCH’s decisions and strategies are consistent with its beliefs, mission and
vision.
b) TOCH demonstrates respect for diversity, treating people with equality,
regardless of race, ethnicity, gender, or economic, political and religious
difference.
c) TOCH is active in civil society, engaging in appropriate and empowering
partnerships to identify, facilitate, and effect durable solutions to the needs of
children and vulnerable groups.
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d) TOCH Advocates for the basic rights of children and the people with whom it
works, empowering them for sustainability purposes.
e) TOCH conducts its operations and delivers its Programs with environmental
sensitivity.
f) TOCH documents and applies operational learning to enhance individual and
organizational effectiveness, innovation and growth.
g) TOCH maintains a work environment and systems that enable its staff and
volunteers to achieve professionalism and growth.
h) TOCH practices the highest principles of transparency, accountability
and integrity, adheres to professional standards and requirements, and
demonstrates fiscal and legal responsibility by implementing rigorous control
and compliance systems in all its operations as much as possible.
i) TOCH enlarges its resource base to meet the needs of children and other
vulnerable groups that it targets to serve in accordance with professional
managerial, technical and organizational capacities.
j)

TOCH is a learning organization that shares plans, information, and resources
among its staff and stakeholders in order to enhance flexibility effectiveness,
and efficiency.

7. ADMINISTRATION
a) The Human Resource Manager (HRM) or Executive Director (ED) in the
absence of the Human Resource Director shall administer this Policy on behalf
of the TOCH Board of Trustees (BOT).
b) The Board of Trustees shall approve this Policy and periodically review it as
deemed necessary.
c) Any member of staff or of the Board of Trustee or any member of the Senior
Management Team (SMT) may propose revisions or additions to the policy.
Such proposals shall be communicated in writing to the Executive Director
and / or Human Resource Manager, who shall forward them to the SMT for
consideration. The SMT shall then forward its recommendations to the BOT
for further consideration, discussion and finally approval.
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8. HUMAN RESOURCE AND ORGANIZATION STRUCTURE
Below is the organisational structure of TOCH
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Organization Structure and Creation of New Positions
a) The responsibility for the effective running and governance of the organization
lies with the Board of Trustees who are citizens of South Sudan.
b) The existing model provides for the existence of 6 top Offices who constitute the
SMT and these shall include;
i. The Executive Director (ED)
ii. The Programs Manager (PD)
iii. M&E Officer
iv. Finance Administration Manager
v. Human Resource Manager (FAM)
vi. Advocacy and Communication Officer
c) The ED, Heads of Departments (HOD), with the help of the Human Resource
Manager shall propose changes in the organizational structure and the creation
of new positions. The concerned HOD or the ED shall present the proposal with
full justification (including. job description, job grading result and proposed
salary scale) to the SMT for consideration after which the proposal shall be
forwarded to the Board of Trustees for approval.
d) An employee may be assigned to perform more than one function part-time
and may therefore report to different supervisors for the different functions
performed.
e) Any changes in the organization structure shall be subject to approval of the
TOCH Board of Trustees
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9. JOB DISCRIPTIONS AND GRADING
Managers/Coordinators and Heads of Departments, assisted by the ED shall be
responsible for drafting of proper job descriptions for all functions in their office/
Departments. The job descriptions for the ED and other Directors and all expatriate
workers shall be approved by the Board of Trustees. All other job descriptions shall be
approved by the SMT.

a) All TOCH Job Description shall contain the following information:
i. Name of Position
ii. Relevant Office and Department
iii. Number of subordinates for the position
iv. The name of the position of the Supervisor (reporting to …)
v. A short description of the “Organization and Reporting Relationships”
vi. A short “Job Summary” description
vii. A detailed description of the duties and responsibilities of the position.
viii. A description of the required “Qualifications” for the position (professional,
experience, skills)
b) The Head of Department or ED shall maintain and regularly review – with the
Responsible Officers concerned – the TOCH portfolio of Job Descriptions.
c) The HRM or his/her designee shall supply a copy of the relevant job description
to each employee and shall also file a copy in the Personal File of the employee
concerned.
d) The job size of all positions for which a job description is available, shall be
assessed with the Job Grading Methodology that shall be in use in TOCH at
that time.
e) The job grading exercise shall be carried out by SMT irrespective of whether or
not one of them in slated for the post being graded.
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10. SALARY STRUCTURE
i.

“Salary” is defined as the totality of the package provided to the employees.

ii. The start and maximum salary shall be set or approved by the Board of
Trustees and may be adopted annually in January for inflation.
iii. Changes in the salary structure shall be subject to approval of the TOCH
Board of Trustees.

11. RECRUITMENT, APPOINTMENT, RENEWAL AND
TERMINATION
11.1. Introduction
TOCH being a professional organization strives to recruit, develop, train and retain staff
irrespective of their race, origin, religion and political affiliation to provide professional
services to its intended beneficiaries.
Recruitment of employees shall be carried out only for positions approved by the SMT
and the BOT, where the position is for an expatriate or Top Management Officers. The
application and selection process shall be competitive and carried out in an open and
transparent manner. Vacant positions shall be open to applicants both from within and
outside the organization.
Recruitment of immediate relatives such as spouses, partners, parents, parents-inlaw, children, brothers, sisters, brothers- in-law, sisters-in-law, uncles, aunts, nieces,
nephews or first cousins of existing TOCH employees shall be considered a conflict of
interest unless such recruitment is justified as the only competent resource within the
reach of TOCH.

11.2.

Recruitment Principles

a) TOCH shall draw up a recruitment plan to systematically guide recruitment as
per the approved Organogram.
b) Recruitment of staff shall be initiated to fill the positions on the approved
TOCH Organogram or get staff for any new approved project.
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c) TOCH shall provide Job Descriptions and Person specifications for all positions
on the approved Organogram.
d) TOCH shall ensure that recruitment is based on merit in as far as it is in
harmony with other relevant documents that guide the Organizational
operations.
e) TOCH shall consider internal capacities of staff to fill vacant positions and
where such capacity does not exist external recruitment shall be considered.
11.3.

Recruitment Procedures

a) Identifying Vacant Positions
i.

The Head of the relevant Department shall identify the need for filling the
vacant position and seek the approval of the SMT.

ii. Following the approval, the Secretary to the SMT shall notify the ED who shall
work together with the head of department with the assistance of the HRM to
recruit as per TOCH’s recruitment procedures.
b) Sourcing
i. All approved positions shall be advertised.
ii. Where appropriate vacancies will be advertised internally
iii. When deemed necessary, TOCH may engage consultants to support the
recruitment process.
iv. The SMT may recommend head hunting for applicants where other recruitment
processes have not yielded, or when there is a time constraint.
11.4.

Short listing of Candidates

After the closing date for receiving applications, the HRM together with the Head of
the responsible Department shall scrutinize the received applications and prepare a
shortlist in accordance with the set short recruitment procedure.

11.5.

Interviewing and Selection of Candidates

a) The shortlisted candidates shall be invited for the interviews by giving them
a notice of at least five (5) days. Candidates shall be notified of the interview
venue, time, date and any other specific requirements needed for the
interviews.
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b) An interviewing panel shall be constituted by the responsible department
together with the Human Resource Officer with guidance from the SMT. Its
composition shall be determined by the position to be filled.
c) The HRM with guidance from the responsible HOD shall develop all relevant
interview tools and train panel members to understand the application of the
tools before any interview is conducted.
d) The interview panel shall generate and sign the interview report.
e) The Human Resource Manager shall conduct reference/background checks on
the recommended candidates and prepare a comprehensive report, which shall
be presented to the relevant appointing authority along with the interview
panel report.
f) All members of the panel MUST declare conflict of interest in case they are
closely known or have a relationship with any of the members that have been
short listed for the interview.
11.6.

Appointment

a) Appointing Authority
i.

The TOCH Board of Trustees shall be the appointing Authority for the positions
of the Executive Director and all Heads of Departments.

ii. SMT shall appoint the Managers/Coordinators with approval of TOCH Board
of Trustees and this shall be evidenced by signed minutes from the meeting that
took the decision
iii. All other TOCH staff shall be appointed by the SMT
b) Types of Appointment
Appointments of employees into the service of TOCH shall be as follows:

i.

Contract Appointment
Contracts of employment shall ordinarily range from 6 months to 3 years
(depending on the length of the Project one is recruited to work for). A contract
may be renewed subject to satisfactory performance and availability of funds.
Staff shall request for renewal of their contracts in writing within a period of at
least 30 days before the expiry of their contracts.
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ii. Temporary Appointment
a) Staff shall be employed on temporary terms in the following instances:
i. Emergencies
ii. Increased work load
iii. Special leave e.g. maternity leave, study leave, sick leave and forced leave
iv. The Executive Director may approve the temporary appointment of staff in
consultation the SMT.
b) Unless specifically resolved by the SMT temporary appointments shall not be
entitled to regular service benefits such as annual leave, medical assistance,
loans and advances.
c) A temporary appointment shall not exceed six (6) consecutive months and can
be terminated by either party within 5 working days.
d) TOCH reserves the right to cancel a temporary employment contract without
notice on the basis of the operational situation, poor performance, disciplinary
problems, or other extenuating circumstances.
iii. Secondment
TOCH may take on staff, for a specified period of time, who have been employees
of a partner or Government line department and have been recommended to
the SMT by any senior member of the partner Organization and approved by
the Organization SMT.
iv. Volunteer Appointment
TOCH may appoint national or international volunteers on such terms and
conditions as the SMT may deem appropriate.
v. Consultants
Consultants may be engaged to provide technical support and/or back stopping
for a defined period of time, on terms as may be determined and approved by
SMT
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vi. Casual Employment
TOCH may from time to time require the services of casual workers. Such
casual workers shall be paid at a daily rate for each day’s work or piece rate
depending on the nature of work and the duration which shall not exceed six
(6) consecutive months.
a) Casual work shall be offered to eligible persons to undertake a specific task for
a limited period of time.
b) Heads of Department shall apply for (a) casual worker(s) in writing to the
Executive Director through the Administrative and HRM, who shall endorse
the application and seek SMT approval prior to engagement.
c) Heads of Department, together with the HRM shall identify the casual workers
as required at a time.
vii. Acting Appointments
Where a position is likely to remain vacant for more than twenty-one (21)
continuous working days, an appropriate staff shall be appointed to fill the unoccupied post in an acting capacity by the appointing authority which could be
the SMT or the Board of Trustees depending of the vacant position.
a) Only confirmed staff shall ordinarily be assigned acting appointments.
b) Acting appointments shall be made in writing and signed by the relevant
appointing authority.
c) The period of acting shall not exceed six (6) months.
d) Acting appointees shall be entitled to additional payment of 20% of their
current salary for that period.
viii. Internship
a) Opportunities shall be offered to students or graduates of relevant disciplines to
undertake industrial training, internship or other placements in TOCH.
b) Applications to undertake training or internship shall be made in writing to
the Human Resource Manager.
c) Permission granting a placement or training shall be in writing within one
HUMAN RESOURCES
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month of receipt of the application by the Human Resource Manager after
approval by the SMT.
d) Subject to availability of funds, interns shall be paid a monthly study and
transport allowance at the discretion of TOCH’s SMT
e) Interns and students on placement shall comply with the TOCH values and
observe all health, safety and environment standards, rules and regulations as
set by the Organization.
f) The interns and students are governed by third party liability clause. If there
is a requirement for additional coverage, these will be at the expense of the
interns/or students
11.7. Appointment Procedures
a) Successful candidate(s) shall be notified of offer of appointment in writing by
the Human Resource Manager as Directed by the SMT.
b) Candidate(s) shall be given an opportunity to discuss the job offer, intended
date of assumption of duty and terms and conditions of service.
c) The offer of appointment shall take effect only when it has been accepted in
writing by the candidate(s) within five (5) working days of the offer.
d) Upon acceptance of the offer, the HRM under the supervision of the ED shall
prepare a letter of appointment and contract as per the agreed upon terms and
conditions of service. The letter of appointment and contract shall specify the
following:
i. Job title and place of work/duty station. However, TOCH staff shall be
expected to serve wherever the Organization provides services.
ii. Duration of contract specifying date of appointment (and termination date
if applicable)
iii. Remuneration
iv. The length of probation period
v. Reference to the TOCH working policy.
vi. Policies and procedures to be attested to.
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vii. Job Description
viii. Any special conditions related to the particular job
ix. Signature and date by the appointing authority
x. Signature and date of acceptance of the contract by the appointee.
e) The new employee shall sign a contract within five (5) working days
acknowledging and accepting the terms and conditions set out in the
appointment letter and contract of service.
f) The new employee shall acknowledge, accept and attest to the conditions set out
in the Employee Code of Conduct, Conflict of Interest, and Whistle Blowing
Policy, child protection policyand any other policy as may be appropriate.
g) The new employee shall be required to provide recent passport size photographs,
copies of their updated detailed curriculum vitae, academic and professional
certificates and to complete theStaff Personal Information Sheet(Gives detailed
relevant Information about Staff) before assumption of duty.
h) All new employees shall be required to sign a confidentiality document
on matters that come to their knowledge as employees and not meant for
dissemination.
i) False information knowingly given by a newly recruited member of staff during
the recruitment process may lead to dismissal.
j)

Staff shall be required to declare in writing their next of kin, who can be
contacted in case of an emergency. The Staff shall reserve the right to change or
cancel the next of kin at any time but it must be done in writing.

k) The Human Resource Manager shall formally communicate new appointments
to the Finance Department for inclusion in the pay roll and where appropriate
– inclusion in the IT infrastructure.
l)

A member of staff shall be expected to serve TOCH wherever it provides
services and s/he she shall not refuse deployment in a given area except on
sound and reasonable grounds to be communicated in writing to the Office
Manager concerned.
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m) A successful candidate may be required to undergo medical examination
by a medical doctor recommended by the organization to determine his/her
fitness for the appointment before assumption of duty. The expenses of such an
examination, if any, shall be paid or refunded by the Organization.
Assumption of Duty
a) An appointment shall be deemed to have commenced from the date when
the appointee actually reports for work and assumes duty. Salary for the first
month shall be proportional to the days worked in that month.
b) All new employees shall have an induction coordinated by the Human Resource
Manager in liaison with the relevant department(s).
11.8.

Renewal of a Contract

a) The Human Resource Officer shall, through the immediate supervisor and
Head of Section of the concerned employee, initiate an end of contract appraisal
no later than a month before the contract expires. Expression of interest to
renew the contract shall be made at this stage.
b) The concerned Head of Department or Section / immediate supervisor shall:
carry out an end of contract appraisal interview; compile a report proposing
contract renewal or otherwise; have it endorsed by the relevant Head of
Department; and submit it to the HRM for on-ward transmission to the SMT
for consideration not later than 20 days before the contract is due to end.
c) The HRM shall inform the employee in writing about the result of the decision
through a letter signed by the ED no later than two weeks before the contract
is due to end.
d) Incase of contract renewal, the HRM shall prepare a new contract for that
employee.
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12. INDUCTION, PROBATION AND CONFIRMATION
12.1.

Induction Process

a) All new employees shall undertake a program of induction and orientation
to familiarize themselves with the vision, mission, values, objectives, policies,
structure, working relationships and work practices of the organization.
b) All new employees and serving employees on new appointments (appointees)
shall undergo a comprehensive induction process as appropriately determined
for at least one week.
c) The HRM in liaison with the relevant Department(s) shall prepare an
induction package which will include:
i. A planned induction schedule (IS) which shall include a list of areas
that should be covered, specific responsible person(s) to implement the process
and a time frame.
ii. TOCH’s Working Policy
iii. TOCH Strategic Plan and
iv. Any other relevant policies and documents
d) The relevant Department shall draw a detailed on-job induction Program. The
activities in the Induction Program shall include among others:
i. A discussion of the roles and responsibilities including key result areas of the
position, objectives and key result areas for the probation period;
ii. Being guided through the appropriate directorate documents (including
Project/Program documents);
iii. Agreeing on standards of performance; and
iv. Orientation on key working relationships within and outside TOCH.
12.2.

Probation

a) All newly recruited staff and existing staff taking up a new position shall serve
a probation period of three (3) to six (6) months depending of the length of
the project one is recruited to work, which shall start on commencement of
duty.
HUMAN RESOURCES
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b) During the probation, either party may terminate the contract by giving fifteen
(15) days’ notice in writing or paying fifteen (15) days in lieu of notice. In case
of termination of the contract, either party shall put it in writing which shall
be acknowledge by the intended recipient.
12.3.

Confirmation

a) One (1) month before the expiry of an employee’s probation period, a
performance appraisal shall be carried out by the immediate supervisor and a
report submitted to the ED through the HRM.
b) Approval of the confirmation shall be done by the SMT or the TOCH Board
of Trustees as the case may warrant and communicated to the employee in
writing.

13. ATTENDANCE POLICY
13.1.

Introduction

The Attendance Policy shall regulate reporting and departure times, hours of work and
conditions of absence from duty.

13.2.

Hours of Work

The working days and times are as follows:
Mondays to Fridays - from 8:00am to 5:00 pm, with a one (1) hour lunch break. Weekends
(Saturdays and Sundays) and gazetted Public holidays and they shall be non-working
days. But the working hours may be changed at the discretion of the Organization as
long as the changes shall remain within the limits of the employment act of the republic
of South Sudan.

a) In some circumstances, an employee may be required by his/her immediate
supervisor to work beyond the normal working hours.
b) There shall be a routine monitoring of employee attendance by the Head of
Departments through the HRM using the most appropriate method determined
by SMT to enable effective time management.

20

HUMAN RESOURCES
POLICIES AND PROCEDURE MANUAL

2018

13.3.

Flexi-Time

a) Where applicable, TOCH employees may be granted a flexible time schedule
(that is reporting and departing outside the organization’s official time schedule
as long as the required hours are attained) for a specified period of time under
circumstances defined here below:
b) Flexi-time shall be encouraged where an employee’s performance may be
affected if such is not granted. Such time shall be granted in instances where an
employee has a sick member of his/her family, or in the case of nursing mothers
or when an employee is experiencing critical challenges that may warrant time
off to enable him/her to cope.
c) Flexi –time shall be approved by the immediate supervisor in consultation
with the Head of Department and shall not exceed two (2) working hours per
day.
d) In instances where a staff may require more than two (2) hours of flexi-time a
day he/she shall be advised to apply for the appropriate leave.
e) Breast feeding mothers shall be entitled to flexi-time for a period of twentyfour (24) months to enable them to support their babies through the critical
days of infancy.
13.4.

Public Holidays

a) Public holidays shall be observed in accordance with the rules in force at the
time and laws of the Republic of South Sudan. In case an employee works
on such days due to urgency of the work or for any reason they shall be
compensated for extra leave days, and shall be taken together with annual
leave or can be taken separately. For any Employee to work on leave days, he/
she should be cleared by the immediate supervisor in writing.
b) The following are the public holidays as stipulated by the laws of South Sudan,
however the list will be updated from time to time as the government may
include more days as it sees fit
•

New Year’s day

1st January

•

CPA (Peace) Day

9th January

•

Easter and Good Friday

Actual day to be determined

•

Easter Sunday

Actual day to be determined
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13.5.

•

International Labour Day

1st May

•

SPLA

16th May

•

Independence of South Sudan

9th July

•

Martyrs Day

30th July

•

Eid al-Fi

Actual day to be determined

•

Day following Eid al-Fitr

Actual day to be determined

•

Christmas day

25th December

•

Boxing Day

26th December

Day

Absence from Work

a. Absence from work shall only be recognized if it is fully authorized as provided
in this policy.
b. It shall be the duty of the employee to inform the respective immediate
supervisor of his/her absence with clear justification and this shall be done at
least one (1) hour before the official reporting hour for duty.
c. The immediate supervisor may grant such request on condition that the
employee fills in the required leave forms at the earliest time possible.
d. The immediate supervisor shall consequently inform the HRM who shall
inform the rest of the staff of one’s absence and where necessary work together
with the immediate supervisor to delegate the pending duties to another
competent staff.
e. Staff who shall absent themselves from work without TOCH’s approval shall
be subjected to disciplinary action.
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14. PERFORMANCE MANAGEMENT POLICY
14.1.

Introduction

TOCH is committed to supporting employee performance with relevant tools and
required facilitation to enable individual and organizational growth and development.

14.2.

Performance Appraisal

a) Preparation for the appraisal
1. The Manager/Supervisor (or Appraiser) should:
a) Arrange time and venue and inform employee to be appraised well in
advance to allow for preparation.
b) Review unit goals, work plans, employee’s job description and previous
performance reviews if any are available.
c) Discuss employee’s performance with other relevant Managers/
Supervisors.
d) Consider future objectives for the employee and develop a plan
2. The appraisee should:
a) Consider own performance for the period under review taking into account
all major achievements and inhibiting factors.
b) Review own job description, draft performance goals and consider
development needs.
Performance Appraisal Procedure
a) TOCH shall implement an objective, transparent and participatory performance
appraisal system.
b) Job performance appraisal shall be conducted every year with annual (January
to December) prescribed forms signed and filed on personal files of each
employee
c) There shall be formal assessment of performance of an employee on probation at
the end of the first three (3) or six (6) months (or initial period) depending on
the contract and at one month before the expiry of the probationary period.
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d) Complete performance evaluation report forms must reach the HRM for the
follow-up action, filing and safe custody on or before the fifteenth (two weeks)
day of the month in which the evaluation was done.
e) Performance appraisal shall be based on the employee’s job description and
his/her annual targets which shall be set every end of a performance review
process.
f) Employees shall be required to submit filled in appraisal forms to their immediate
supervisors who shall discuss and rate the employee’s performance based on
evidence.
g) Every employee shall have access to evaluation made in respect of his/her
performance and shall have an opportunity to discuss the same report with
his/her immediate supervisor during the appraisal interview.
h) Appraisal session will be a formal face to face meeting between the employee
and his/her supervisor, during which the information on the appraisal form
will be discussed and after which key decisions will be taken concerning future
performance targets, meeting identified needs, such as promotion, disciplinary
actions, training among others.
i) Each employee’s strengths and areas for development shall be objectively discussed
in relation to his/her job description, job demands and key result areas as a
mechanism for performance improvement.
j) All TOCH employees shall undergo a 180-degree performance appraisal
(supervisor–supervisee assessment) while Heads of Directorates may, in
addition undergo a 360degree performance appraisal (supervisor–supervisee,
peer review, subordinate review and other selected employees from relevant
directorates) should TOCH BOT determine.
k) In case of disagreement, the employee shall indicate his/her complaints on his /
her performance appraisal form explaining the areas of disagreement for the
Head of Department or HRM’s intervention as the case may be.
l) In instances where one’s job description requires redesigning, the HOD together
with the HRM in consultation with SMT shall conduct a job analysis and
accordingly redesign the job.
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m) Upon completion of the appraisal form, the employee and his/her immediate
supervisor shall sign the forms indicating their joint participation in the
appraisal process.
n) All appraisal forms shall be forwarded to the respective Heads of Departments by
the immediate supervisor for their comments and submission to the HRM.
o) The Human Resource Manager shall compile an annual employee performance
appraisal report for submission to the SMT along with the Appraisal Forms.
The SMT shall consequently discuss the report for approval and strategically
plan for staff development, reward and or reprimand whichever may be
applicable.
p) The Responsible Department has the responsibility to ensure that specific
recommendations and decisions arising out of the performance evaluation
exercise are implemented without delay in any case before the next evaluation
period.
q) An employee who willfully refuses to fill and sign his/her appraisal form, he/she
shall be subject to disciplinary action.
r) Non-performing staff shall be subjected to any of the following measures: verbal
warning, written warning, withholding or deferment of salary increment,
suspension without pay, termination of service, or as determined by the SMT
and or the BOT in accordance with the National Employment act. In other
words, without violating the National labor laws in place.
s) The SMT may also select and reward the employee of the year as a motivation
strategy to encourage exceptional staff performance. It shall be the duty of the
ED working together with the Heads of Departments and HRM to design an
objective guide for the selection of the employee of the year.
t) As may be required, The SMT shall conduct a performance audit on any
employee (s) (i.e. assess the employee’s work environment, workload and
support provided by TOCH for purposes of:
i. Gaining further understanding of the employee(s) job design,
ii. Resolving performance disagreements raised by either the appraiser or
appraisee.
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Performance Appraisal session
a) The Manager/Supervisor (or Appraiser) should:
i. Ensure that the meeting will not be disturbed
ii. State purpose of the meeting
iii. Jointly review the employee’s progress
iv. Jointly review the employee’s job description
v. Jointly develop key result areas and objectives for the next period
vi. Summarize results of the session
vii. Make necessary arrangements for follow – up
viii. An appraisal report is compiled by the Human Resource Officer.
The Appraisee should:
a) Seek constructive, clear feedback from the supervisor while discussing the
review.
b) Ensure absolute clarity on supervisor’s expectations for future plans.
Promotion
The SMT may consider the following before any promotion is approved:

a) The existence of a suitable vacant position;
b) Employee’s performance
c) Employee’s academic and professional qualifications.
d) The employee’s working experience and competencies.
e) Recommendation from the appraisal report.
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15. JOB EVALUATION STRATEGY
15.1.

Introduction

Job evaluation exercise for all the jobs shall be carried out every three (3) years or in
line with TOCH’s Strategic Plan.

15.2.

Job Evaluation Principles

a) Levels of responsibility and key job objectives shall be aligned with specific
grades within the salary structure.
b) Factors relating to job complexity include responsibility for managing/
coordinating: information; human and financial resources; external
relationships and networks; decentralized and horizontal working, and
complex work environments among others, will be considered.
c) A job evaluation tool shall be developed by the different heads of departments
together with the HRM to ensure full staff participation in the job evaluation
exercise.
d) The job evaluation system and its justification shall be documented and made
available to staff.
e) Each staff member shall have a clear job description specifying the reporting
lines, purpose of the position, key result areas, measurable indicators, person
specifications and competencies, and working relationships within TOCH.
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16. REMUNERATION STRATEGY
16.1.

Introduction

TOCH is committed to ensure that its remuneration package is just and equitable to
attract and retain competent employees.

a) Salaries or wages attached to each position on the Organogram shall be
stipulated in the Organizational Salary Structure approved by the BOT,
following the job grading system put in place by the board of Trustees of this
Remuneration Policy. The salary or wages attached to each position shall be
stated in the employee’s appointment letter.
b) The SMT may annually review employee salaries based on the prevailing
inflation and standards of living and make recommendations for consideration
by TOCH Board of Trustee.
c) Every three (3) years the Organization shall conduct a salary survey to inform
employee salary revisions subject to availability of funding.
16.2.

Job Grading System

TOCH’s job grading system shall take into account:

a) Duties and responsibilities of each position as detailed in the job description;
b) Job specification of each position;
c) Level of effort;
d) Salaries and wages paid to comparable positions in other similar
organizations;
e) Current inflation;
f) Salary increment guidelines;
g) TOCH budget provisions
h) Other factors that may be prescribed by the Board of Trustees of the
Organization.
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17. Classification of Current Jobs in TOCH

TOCH Salary Structure

Based on standard merit increase and the projected inflation, the incremental rates of

the salary structures shall be as follows:
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Categorisation of TOCH Staff
S/No

Contract entitlement

Description

Payment mode

1.

Programs

Directly employedby TOCH to

TOCH pays staff

the project100%

with USDonly

Are locally recruited staffs in

Pays also in local

Human Resource, Finance,

currency

2.

Support staff

and Administration Manager,
and M&E, Communication and
media drivers, cooks, security
guards etc. Their payment
comes from pulled support or
project
3.

International staff or

This cloud be project staff

Pays in USD with

expatriates

and consultants which are

support from

paid 100%

ECHO

a) TOCH shall pay dues for short-term assignments according to merit points
in each scale, for example relief workers. Allowances shall be excluded in the
calculation of basic rate and it shall be based on the duration of 22 working
days in a month.
b) The formula for calculating special payments shall be as below:
c) Amount payable = (Relevant Basic Pay as per scale/22 days) X No. of days
worked
d) Wages shall be paid upon completion of assignment. Date and mode of
payment for special assignment shall be agreed upon between the assignee and
TOCH.
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18. Payment Date and Method
a) Salaries and wages shall be based on days worked computed from the
employee’s attendance record.
b) Salaries shall normally be paid before the last 2 Days of each month.
c) Except under special circumstances, salaries and wages shall be paid by through
the bank transfers by any means determined by the finance Department to
employees’ personal bank accounts. An employee’s salary is a confidential
matter and shall not be disclosed to unauthorized persons.

19. Statutory Deductions
All salaries, wages and payments shall be subjected to statutory deductions as required
by law of the Republic of South Sudan among which will be but not limited to Personal
Identification Tax (PIT) and National Security Insurance (NSI).

20.

Overtime Payments
a) All Employees from Grade 1 to Grade 4 shall not be entitled to overtime,
but extra time amounting to a full working day officially approved by the
immediate supervisor, will be compensated in terms of leave days.
b) On completion of the required form, the Executive Director (or in the case of
overtime on weekdays, the Heads of Department) shall approve overtime in
advance.
c) Full day overtime work will be paid for according to the principle “time for
time”. One (1) day work in a weekend or on a public holiday as determined by
the republic of South Sudan shall be rewarded with one (1) day off duty. Only
in exceptional cases to the discretion of the SMT financial payment of full days
will be awarded.
d) Payment of overtime will follow approval by the SMT of the hours worked.
e) The overtime dues earned will be paid at the end of the month and will be
subject to PIT.
f) For calculation of the amount due, the basic monthly salary will be converted
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to a rate per hour, and the overtime will be calculated at the approved rates.
The formulae shall be as follows: basic salary/22 days/8 hours x Number of
hours worked x 100%.

21. STAFF WELFARE, BENEFITS & ALLOWANCES POLICY
21.1.

Introduction

TOCH staff may, in addition to salary, be entitled to certain benefits and allowances to
enhance their welfare.

21.2

Medical Assistance/Insurance Cover
a) TOCH employees on contracts of one (1) year and above may be provided
with medical coverage with a recognized health insurance provider, subject to
availability of funds, however in the absence of the medical insurance cover
TOCH shall make a contribution to TOCH’s staff medical bills in case of
injury or if they suffer from a sickness which affects their performance.
b) In exceptional cases where an employee, spouse & dependents as stipulated
in above suffers from a sickness excluded by the insurance cover, TOCH may
meet a percentage of the medical bill as may be determined by Administrative
Committee and also availability of funds.

21.3.

Workman’s Compensation

All TOCH employees shall be covered under Group & Personal Accident Policy and
Workman’s Compensation Cover in accordance with the labor laws of the Republic of
South Sudan.

21.4.

Group Last Expense Insurance

TOCH shall adequately insure the employee, spouse, three biologically/legally adopted
children, father and mother with a credible Group Last Expense Insurance provider to
cater for bereavement. TOCH shall give appropriate advance to the bereaved family in
anticipation of insurance compensation to contribute to burial expenses.
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22. Travel requirements
a) Travel Insurance
TOCH shall provide Travel Insurance with a credible Insurance Company for all staff
travelling on official duty within and outside South Sudan.

b) Travel documents.
TOCH staff may need to travel with in the Country and sometimes outside the Country,
in this case such staff will require to own travel documents as required. It is the
employee’s responsibility to obtain such documents and replace them in case they
are lost as these documents is a property exclusively belonging to the owner and the
government. TOCH may provide the necessary recommendation to its staff to acquire
the documents on request.

c) Transport while on Official duties
TOCH shall provide the following allowance:

Official Vehicle
All Board members and TOCH Staff shall be eligible for an official vehicle fueled and
fully maintained for use while on TOCH Official duties.

Mileage and Depreciation Allowance
In cases where a Staff uses his / her own vehicle for transport while on official duty,
TOCH shall refund the resources used by calculating the funds through the depreciation
and mileage and depreciation method at a rate determined annually by the Board of
Trustees.

23. Commuting Allowance
The remaining categories of staff may, subject to availability of funds, be provided
with commuting allowance to and from home to the duty station at a rate as may be
determined by the Administrative Committee from time to time.

34

HUMAN RESOURCES
POLICIES AND PROCEDURE MANUAL

2018

24. Meals at Work
TOCH may provide all employees with mid-morning Break Tea and Lunch in kind per
working day subject to availability of funds, however what is provided is determined
by the Administrative committee as funds allow, in case a staff wants something else
apart from that which is provided by the Organization, such staff should not expect the
Organization to take care of his/her personal interests.

25. Staff Bonus
As part of staff motivation strategy, a one month’s salary (the thirteenth month) every
year may be provided for in the budget to take care of staff bonus which will be tagged
to satisfactory staff performance and shall be subject to availability of funds. For Staff
who join the organization in the middle of the year may not benefit from this entitlement

26. Hardship Allowance
Hardship allowance shall be given to employees working in hard to reach and/or,
insecure areas, as determined by the TOCH Board of Trustees.

27. Overtime Allowance
a) All Employees from Grade 1 to Grade 4 shall not be entitled to overtime,
but extra time amounting to a full working day officially approved by the
immediate supervisor, will be compensated in terms of leave days.
b)
Other categories of staff other than those mentioned above shall
be compensated in either monetary terms or leave days whichever shall be
affordable. Such overtime shall officially be approved before by the immediate
supervisor and a special assignment payment formula shall apply.

28. Salary Advances and Loans
Whereas TOCH uses Trust Funds to implement projects and Programs and whereas
these funds have specific guidelines and regulations governing their disbursement,
TOCH shall not give salary advances to its Staff unless in very special cases which
should be scrutinized by the ED and approved by the SMT: -
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29. Work permit
In cases where TOCH has hired an expatriate and they need to acquire work permit as
required by the labor laws of the Republic of South Sudan, TOCH will meet all the cost
required for the Expatriate staff to settle in and perform his/her duties

30. Retirement Benefits
TOCH is obliged to make contributions for each staff to the National Social Insurance
(NSI), 17% from the Organization and 8% by employee as required by the law of South
Sudanese Government. While the compulsory contribution ceases when a worker
reaches retirement age of 60 years as stipulated in the law, TOCH shall also continue
with the contribution until the staff reaches the compulsory retirement age of 60 years.
In addition to the compulsory contribution to NSI, TOCH may establish a voluntary
Retirement Benefits Scheme, managed in accordance with the laws of South Sudan
available, in which all employees shall be required to participate. To such a scheme,
TOCH shall make contributions until the staff reach the compulsory retirement age of
60 years.

31. Extra Duty Allowance
Extra Duty Allowance may be provided for in instances where specific extra tasks are
given for a period exceeding one month as may be determined by the SMT and the
TOCH BOT.

32. Transport on Official Duty
TOCH Staff shall have access to pool vehicles for official duties. Where a vehicle
is unavailable, the staff will be facilitated to travel by other appropriate means of
transport.

33. Use of TOCH Vehicles
All TOCH Organizational vehicles shall be strictly driven by officially employed drivers
with valid driving permits or any Officer who have special permission to drive the
Organizational Vehicle.
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On addition to holding an Official Driving permit, a person to drive an Organizational
Vehicle, he/she must have passed the TOCH Driving test carried out by an Authorized
TOCH Flee Manager/Driver Mechanic. At any time, all Officially Authorized TOCH
Vehicle Drivers must keep a copy of the valid driving permit in Office and it is the
individual responsibility to ensure that their driving permit is valid at all times.
All authorized TOCH Drivers must ensure that they submit an Incident Report in case of
an accident to the immediate TOCH department Coordinator.

34. Private use of TOCH Property
All TOCH Employees shall have a duty to take care of Organizational property both
those that are officially assigned to them for official use and those with in their
reach. These may include but not limited to the following; Motor vehicle, Motor Cycles,
Computers both Desktops and Laptops and their accessories, tools among others.
These tools shall not be used for Staff private purposes unless with special authorization
from TOCH management (SMT) or the responsible Officer.
All TOCH property shall be used only in the designated work place or the organization
or outside the official work place but on official duty, for staff to use TOCH equipment
outside the official designated work place, they will need permission from the head of
department in which the staff belongs. Should any item be stolen or damaged while out
of the official working place when there is no permission to use it out side, the staff
responsible will be liable and in this case this particular staff may be made to pay for
the lost or damaged item as may be determined by Management.

a) Vehicles
The Executive Director may allow private use of TOCH pool vehicles under conditions
that may be defined from time to time by management.

b) Computer and Internet
Like anything else Computers are limited within TOCH and priority will always be given
to the key staff who need them in their daily work, however all other staff may have
access to computers at specific times as need may arise. Internet must be used
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responsibly by all staff who have access to the organizational computers at all times
as may be guided by the IT staff in charge of the computers and internet.

35. Repairing of TOCH Property.
Whereas the different TOCH Property is assigned to the different staff to facilitate them
as they perform their daily duties, in case they get spoilt or they are due for service,
TOCH staff are not authorized to take them to any person of workshop for repairs, they
should be taken to only specific authorized workshops, garages or individuals by TOCH
management.
All staff using TOCH property are expected to use them in a very responsible manner,
in case an equipment gets spoilt and it’s proven by management that it has happened
out of the Staff negligence, they will be held responsible and they may be required to
meet the costs of repairing the spoilt item.

36. Use of Communication equipment
TOCH communication equipment is for official use only. Use of communication
equipment for personal purposes is not allowed, unless specific permission has been
received from TOCH management. In case any staff uses his/her resources to do any
Official TOCH communication, TOCH will reimburse the staff after relevant proof has
been presented to the relevant office and necessary authorizations have been made.
Whereas Staff depending on their responsibility within the Organization will use official
letter heads and envelops with TOCH details, they shall be used only in cases where
one is communicating on behalf of the organization, personal use of these items is
not acceptable and any staff discovered to have done this for personal gain may be
subjected to disciplinary measure as may be determined by the SMT.

37. Insurance
a) An appropriate insurance cover shall be paid by TOCH to cover employees who
may suffer injury or work related hazards while on Official TOCH duties.
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b) Any staff undertaking foreign travel fully funded by TOCH shall be eligible to
be provided with the appropriate travel insurance cover for the duration of the
trip.
c) For staff undertaking foreign travel funded other than by TOCH and travel
insurance is not provided, TOCH may consider providing travel insurance
based on the relevance of the trip to the organization.

38. Per Diem
a) Per Diem shall be provided to TOCH staff members out of station on official
duty except in cases where TOCH meets the costs of the activity. The rates shall
be determined by the TOCH SMT and shall be reviewed and revised from time
to time by the SMT in concurrence with the Board of Trustees.
b) Where the actual expenses for these items exceed the per diem, reimbursement
against receipts shall be considered. An expense report with receipts has to be
supplied by the employee to the Head of Department, who will forward it with
her/his advice to the Office Manager concerned for endorsement.
c) Where a trip is funded other than by TOCH, the rates applicable to the funding
organization shall apply.

39. Specialized/Protective Clothing
a) Staff of TOCH who undertakes duties that either requires corporate
identification or protective clothing shall be entitled to uniforms and other
accessories necessary for execution of their duties.

40. Death and Bereavement
a) Death of an Employee
i. This policy only applies to local staff on full time contract. Management
reserves the right to determine what contribution will be made to expatriate,
temporary and casual employees in similar circumstances.
ii. Upon death of an employee, the estate of the deceased will be entitled to all his/
her accrued dues including accrued salary at the time of death, cash payment
in lieu of any outstanding entitlements.
HUMAN RESOURCES
POLICIES AND PROCEDURE MANUAL

2018

39

ii. Upon death of a staff contributing to NSI, TOCH will facilitate the next of kin
of the deceased in recovering contributor entitlements from NSI.
iii. Upon bereavement of an employee of TOCH on full time contract,
Management/SMT undertakes to make the following contributions toward
funeral expenses:
a. Transportation of the body to the burial site using TOCH vehicle or payment
for the hire of a vehicle for the same purpose.
b. Purchase of an appropriate coffin.
c. Transport for staff going to burial – by TOCH vehicle or equivalent. The
SMT will have the prerogative to decide on an appropriate number of staff to
attend the funeral.
d. Monetary contribution towards other funeral expenses.
b) Bereavement of a spouse or child of an employee
Upon bereavement of the spouse or child of an employee of TOCH on full time contract,
the organization management SMT undertake to make the following contributions
towards funeral expenses:

a. Transport of the body to the burial site using TOCH vehicle or payment for the
hire of a vehicle for the same purpose.
b. Purchase of an appropriate coffin as determined by Management.
c. Transport for staff going to burial – by TOCH vehicle or equivalent.
Management/SMT will have the prerogative to decide on an appropriate
number of staff to attend the funeral.
d. Monetary contribution towards other funeral expenses.
c) Bereavement of the father or mother of an employee
Upon bereavement of the Father or Mother of an employee of TOCH on full time
contract, the organization management/SMT undertake to make the following
contribution toward funeral expenses:

a. Purchase of an appropriate coffin
b. Monetary contribution towards other funeral expenses
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41. Financial Embarrassment
An Employee shall manage his/her financial affairs in such a way that he/she avoids
financial embarrassment to a degree which might impair their performance or bring
disrepute of the organization. An employee, who finds himself in such a situation, must
make a written report of it to his supervisor with an explanation of the cause. If no
acceptable solution is found, the employee’s services may be terminated.

42. LEAVE MANAGEMENT STRATEGY
Introduction
TOCH shall grant its employees authorized absence from work as stipulated below:

Annual Leave
a) An employee shall be entitled to a maximum of 21 working days as annual
leave calculated as 1.75 days for every calendar month.
b) Leave days may be taken in anticipation of completion of the calendar year or
contract ending in course of the calendar year.
c) Every calendar year, Heads of Departments shall generate leave schedules for
their respective Departments for submission to the SMT through the HRM for
approval and monitoring.
d) Ordinarily, annual leave shall be taken in the calendar year in which it is
accrued however it may be extended into the following calendar year for
justifiable reasons. In such circumstances, the immediate supervisor of the
affected staff shall, 30 days before the close of the calendar year, inform the
ED through the Head of Department through the HRM in writing of the
member(s) of staff that shall not be able to take their annual leave before the
end of the calendar year, giving reasons thereof. The immediate supervisor shall
then request the SMT, through the HRM, for approval of the postponement of
the relevant annual leave to specific dates within the 1st quarter of the next
calendar year.
e) In very exceptional circumstances where a member(s) of staff cannot take leave
by the end of the first quarter of the following calendar year, the immediate
supervisor of the member(s) of staff affected shall inform the ED in writing
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through the HRM of the member(s) of staff that shall not be able to take their
postponed annual leave before the end of the 1st quarter of the new calendar
year, giving reasons thereof. The Human Resource Officer shall then request
the SMT, through the Executive Director, for approval of payment in lieu.
f) Payment in lieu shall be on top of the salary entitlement and shall be calculated
using the following formula:
Basic salary X No. of leave days not taken x factor 1.5
22 days

Maternity Leave
a) A female employee shall, as a consequence of pregnancy, have the right to
a period of sixty (60) working days leave from work on full salary hereafter
referred to as “maternity leave”, of which at least four weeks shall follow the
childbirth or miscarriage.
b) Maternity leave may be combined with annual leave subject to negotiation
between the employee and the immediate supervisor and approval by the ED
through the HRM.
c) A female employee who becomes pregnant shall have the right to return, to the
job which she held immediately before her maternity leave or to a reasonably
suitable alternative job on terms and conditions not less favorable than those
which would have applied had she not been absent on maternity leave.
d) In the event of sickness arising out of pregnancy or confinement, affecting either
the mother or the baby, and making the mother’s return to work inadvisable,
the right to return mentioned in subsection (c) shall be available within eight
weeks after the date of childbirth or miscarriage.
e) A female employee is entitled to the rights mentioned in subsections (a), (b)
and (c) if she gives not less than seven days’ notice in advance or a shorter
period as may be reasonable in the circumstances, of her intention to return to
work.
f) The notices referred to in subsection (e) shall be in writing.
g) A female employee who seeks to exercise any of the rights mentioned in this
section shall produce a certificate as to her medical condition from a qualified
medical practitioner or midwife.
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Paternity Leave
a) A male employee shall, immediately after the delivery or miscarriage by his
wife, have the right to a period of five (5) to ten (10) working days leave from
work yearly herein referred to as “paternity leave”.
b) An employee referred to in subsection (a) shall be entitled to the payment of his
full wages during the said paternity leave.
c) A male employee shall, after the paternity leave, have the right to return to the
job which he held immediately before his paternity leave.
Sick Leave
Subject to the provisions of the Work Injuries Compensations Act.

a) A fully paid continuous sick leave for a period not exceeding 21 working days
shall be granted to a member of staff at the recommendation of a recognized
Medical Practitioner.
b) A fully paid non-continuous sick leave not exceeding a total of 30 working
days in any one calendar year shall be granted to a member of staff at the
recommendation of a recognized Medical Practitioner.
c) Should there be need for a continuous sick leave longer than 21 working days,
the employee’s salary shall be reduced to the following percentages of the
concerned employee’s salary for each subsequent month:
i. First month 90%
ii. Second month 70%
iii.Third month 50%
iv. Forth month 30%
v. Fifth month 10%
d) An employee who is on prolonged sick leave and is unable to resume work
during the fourth month shall be served a notice of termination of contract by
the end of the 4th month and at the end of the 5th month the services of that
employee shall be terminated on medical grounds.
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e) Employees who suffer injury or fall sick during the course of duty shall be
exceptionally considered in relation with provisions (b) & (c) above.
f) Exception will be made for an employee injured in an accident during the
course of duty. The sick leave with full pay shall extend until the employee
resumes duty or is declared medically unfit for continued employment.
Medical expenses
Whereas TOCH does not provide medical insurance to its staff, in case of illness, TOCH
shall contribute to the medical expenses an amount between 150 to 200 SSP per year
subject to availability of funds, however for staff who work in areas where TOCH has
health partners the staff shall be treated through the partnership arrangement through
the SMT.

Compassionate Leave
a) At the discretion of the immediate supervisor in consultation with the SMT
an employee may be granted compassionate leave to enable her/him attend to
some unexpected turn of events such as sickness/loss of a close family member
or relative, among whom may include Mother, Father, Spouse, Sibling, Parent
in law and Children or and damage/loss of property.
b) Such compassionate leave shall not exceed a maximum of five (5) working
days in a year and if it does, the balance of days shall be charged against the
employee’s annual leave.
Study Leave
In keeping with TOCH’s policy to continually enable employees to acquire new
knowledge and skills to broaden their experiences, TOCH shall at its discretion, grant its
employees study leave. Study leave shall be granted in accordance with the provision
of the staff training & development policy.

Causal Leave
Causal leave may be granted to an employee, who applies for it to enable him / her to
attend to special personal problems. A maximum of five calendar days may be granted
to an employee in any one particular year and such days shall not be deductible from
the annual leave.
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Approval of Leave
All leave applications shall be approved by the Director. For the Country and Expatriate
staff, any type of leave exceeding five (5) consecutive days shall be approved TOCH
Board of Trustees.

Recall from Leave
A staff on leave may be recalled by the ED as may be determined by the work demands.
Under such circumstances the SMT shall be obliged to compensate the concerned
staff by 1.5 days for each of the days that he/she shall be required and pay any direct
costs that the staff may incur as a consequence of such action.

Address during Leave
All employees proceeding on leave shall avail to the HRM or their immediate supervisor,
as the case may be, a physical address, email and telephone number for communication
purposes when need arises.

43. STAFF TRAINING AND DEVELOPMENT
Introduction
TOCH recognizes the value of professional and personal development, therefore it
shall support, develop and encourage its employees to maximize their full potential
for fulfillment of the mission, objectives and goals of the organization, through its staff
training and development programs, subject to availability of funds.

Objectives of the Policy
The objectives of the policy are to:

a) Enable employees acquire/improve knowledge, skills and attitudes that are
required for effective performance of their key duties and responsibilities in
TOCH
b) Motivate and retain employees.
c) To develop a good succession plan for the Organization.
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Eligibility for Training and Development
All TOCH contract employees (ranging from one (1) year and above) shall be eligible
for training and development.

Principles for Management of Staff Training & Development
a) All training and development undertaken by employees shall be based on
identified performance gaps (training needs) relevant to TOCH’s Programs,
activities and any new interventions.
b) All employees’ applications for training and development opportunities shall
be submitted to the ED through the HOD, HRM and immediate supervisor
annually.
c) The HRM with direct input from the Heads of Department shall develop an
annual Training Plan and submit it to SMT for discussion and approval.
d) The SMT shall constitute itself into a Staff Training and Development
Committee annually guided by the ED with the help of HRM to review and
approve the training plan for incorporation into the TOCH Annual Work/
Operation Plan.
e) The terms and conditions of the training to be undertaken will be clearly
outlined in an agreement to be signed by the intended trainee (employee) and
TOCH.
Categories of Training and Development
a) Orientation
TOCH shall conduct an orientation course for all newly recruited members of
staff to introduce them to TOCH’s working environment.
b) Induction Training
All new employees, those on transfer and employees who shall be promoted
shall undergo planned induction training as provided for in section above.
c) Short Term Training
TOCH shall annually provide employees with opportunities for short term
performance improvement training based on identified needs subject to
availability of funding. These will include seminars, workshops, conferences

46

HUMAN RESOURCES
POLICIES AND PROCEDURE MANUAL

2018

and short courses for a maximum period of three (3) months. On completion
of such training, an employee shall be able to continue with his/her job in
the organization. On-job training shall also be recognized as short term
training. Such training shall include but not limited to the following methods:
Mentoring,coaching, delegation, in-country study visits or tours, counterparting, task force activity and self-development.
d) Medium Term Training
TOCH shall encourage employees to pursue medium term training for a period
of four to twelve (4-12) months and such may be funded by the organization
subject to availability of funds. An employee that shall embark on medium
term training sanctioned by TOCH, which requires him/her to be off duty
shall only be entitled 40% of his/her gross salary for the period he/she is away
for studies. He/she shall be assured of employment on completion of training
as may be agreed upon. An employee embarking on medium term training
that does not necessitate being off duty shall be entitled to 100% salary and
other entitlements and may be granted one hour off duty every working day to
enable him/her reach the training venue in time.
e) Long Term Training
Training that takes twelve (12) months shall be considered long.
Employees who may undertake such courses shall be advised to study either in
the evenings after official working hours, at weekends or by distance learning
that does not affect their performance at work.
In certain cases, where such training shall entail an employee to study outside
the country, the employee shall be granted study leave without pay. Upon
completion of the course, the employee is eligible to come back and work for
the organization.
f) Financing of relevant courses
TOCH shall encourage all employees to attain professional qualifications
related to their job. Subject to availability of funds, employees recommended
for such courses may be supported by TOCH as follows:
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i. Up to 100% of student’s registration fee and annual membership fee
ii. Reimbursement of up to 100% of tuition fee subject to passing of required
examinations.
iii. Reimbursement of up to 100% of examination fee subject to passing of
required examinations.
Identification of Training Needs
Training and development needs shall be identified through:

a) Staff appraisal reports;
b) Staff Training and Development Committee planning sessions;
c) Discussions at Board of Trustee meetings;
d) Discussions with individual staff;
e) Discussions with immediate supervisors;
f) Review of relevant documentation;
a) Discussions with development partners; and
b) Changes in technology that impact on TOCH.
Funding for Training
Through the following methods a Staff Training and Development fund shall be
established and maintained:

a) TOCH shall contribute up to 5% of its total Administration Budget towards
the Staff Training and Development fund every year.
b) The Staff Training and Development Committee through the Programs
Directorate will seek external funding through acquisition of donations and
grants.
c) The Programs Manager will build a staff capacity building component in all
proposals and Programs.
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Monitoring and Evaluation of Training
The monitoring and evaluation unit shall be responsible for the overall monitoring and
evaluation of training interventions of TOCH at organizational level. HRM in liaison
with the other Directors shall monitor and evaluate training at directorate level. The
immediate supervisor and the employee who has been trained shall follow up action
plans and evaluate the impact of the training during the staff appraisal review. The
HRM together with Heads of Department shall develop and provide comprehensive
guidelines for monitoring and evaluating TOCH training interventions. These guidelines
shall be approved by the TOCH BOT.

Training Reports
There will be a format for the training report developed by the HRM with Heads of
Departments. All employees who have undergone training shall be required to submit
a report within two weeks after the end of the training. All reports shall be submitted
to the ED.

44. STAFF GRIEVANCE POLICY
Introduction
TOCH Management recognizes the fact that problems may arise within the work
environment. Therefore, it shall commit to create a working environment where all
employees harmoniously co-exist and amicably resolve all grievances/conflict including
harassment.

Grievance/Conflicts resolution procedure
a) Whenever necessary, the SMT shall constitute itself into a Grievance/Conflict
resolution Committee with the HRM as the secretary to the committee.
b) Aggrieved employee(s) shall in the first instance communicate verbally or
in writing to the immediate supervisor. The aggrieved employee(s) may be
accompanied by fellow employee(s) of their choice if need be. The immediate
supervisor shall be expected to handle the grievance within three (3) working
days. Where the grievance involves the immediate supervisor, it may be
reported to the next superior.
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c) Where the immediate supervisor does not provide a satisfactory solution to the
aggrieved employee, she/he may appeal in writing to the head of department or
Head of Department as the case may be and give a copy to her/his immediate
supervisor, clearly stating reasons for the appeal. The Head of Department or
Head shall be expected to discuss the grievance with the aggrieved employee
within seven (7) working days.
d) If the aggrieved staff is still not satisfied, he/she may appeal to the SMT which
shall be expected to attend to the grievance within fourteen (14) working
days.
e) If the aggrieved staff is still not satisfied, he/she may appeal to TOCH Board
of Trustee which shall be expected to attend to the grievance within a period of
three (3) calendar months.
f) All responses to grievances shall be presented in writing.

45. STAFF DISCIPLINE/CODE OF CONDUCT
Introduction
Whereas TOCH respects diversity of community culture and humanitarian services
principle,
TOCH demands an exemplary standard of conduct and behavior from all its employees
and for that matter all TOCH staff and Volunteers shall sign a Code of Conduct while
signing the Employment contract. This is to enforce team work in the Organization
which is deemed very key in fulfilling the Organizational objectives.
Acts for which staff shall be liable to disciplinary action include but are not limited to
the following:

a) Late coming
b) Absence from work without permission
c) Inefficiency or negligence in performance
d) Corrupt/fraudulent practices such as conflict of interest, stealing, soliciting or
receiving bribes, forgery
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e) Unauthorized communication outside TOCH
f) Insubordination
g) Conviction for a criminal offense
h) Any other behavior contrary to the Code of Conduct of TOCH
TOCH shall not tolerate any cases of sexual exploitation or harassment and Child
Abuse, these are criminal offences, and therefore any staff suspected of any of these
shall be forwarded to the government authorities for investigations and during this
period the accused person shall be suspended from any TOCH activities and shall not
be allowed in the Organizational compound.

Disciplinary Action
Disciplinary action shall include any one or more of the following:

a) Verbal caution
b) Written warning
c) Suspension on half pay
d) Suspension without pay
e) Payment of the cost of any loss caused
f) Termination of employment
Power to Discipline
a) It shall be the responsibility of the immediate supervisor to ensure that all his/
her subordinates adhere to TOCH’s Code of Conduct, policies, values and
culture.
b) For TOCH to be viewed as fair and to handle issues of prejudice by supervisors,
all disciplinary matters shall be forwarded to the SMT or disciplinary
committee set up by the SMT for action through the immediate supervisor and
the head of department in consultation with the ED through the HRM.
c) The above notwithstanding, the immediate supervisor shall have powers to
warn any member of his/her team who acts contrary to this policy by issuing a
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warning letter to the individual found guilty of contravening this policy after a
discussion. This section is meant to make the work environment friendly and
accommodative to all staff, volunteers and TOCH service beneficiaries.
d) If the staff who received the warning letter does not change, the supervisor shall
forward the case to the Head of Department who shall then forward the case to
the disciplinary committee mentioned above in section (b)
e) The individual receiving the warning letter shall have the right to take the matter
to the Head of Department or directly to the HRM for arbitration in case he/
she feels they are unfairly treated. In case it’s not sorted out at this level the
case shall be forwarded by the Human Resource Manager to the Executive
Director.
Disciplinary Committee and Disciplinary Procedure
a) TOCH shall have a disciplinary committee chaired by the Chairperson of the
ED or his designee. The secretary to the committee shall be the HRM and SMT
shall appoint five (5) other members.
b) In all disciplinary processes, the committee shall be impartial and both sides
must be given a fair hearing.
c) The decision of the committee shall be presented to the TOCH Executive
Director who after signing, the decision shall be final. However, if the staff feels
uncomfortable with the decisions they shall be free to continue to the Board of
Trustees for the very final decision.
Administration of Disciplinary Action/Measures
The disciplinary committee shall take actions as provided above.

Interdiction
Where an employee of TOCH is charged with a criminal offense other than a traffic
offense, she/he shall be interdicted until the case is disposed off.
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46. SAFETY AND EMERGENCY POLICY
Introduction
TOCH shall ensure safety of its employees by taking all reasonable measures to avoid,
eliminate or mitigate risks to employees in the course of carrying out their assigned
duties and responsibilities in the organization and field. All employees shall be obliged
to ensure a clean and friendly working environment and to respect all safety and
emergency measures set up by the organization. Employees shall immediately report
any unsafe and emergency conditions to the immediate supervisor.
The objectives of TOCH safety and emergency policy are to:

a) Deal with environmental risks effectively.
b) Ensure that employees working in risky places are safe.
c) Safeguard organizational assets.
d) Provide a practical security management plan for every emergency
situation.
e) Ensure that required communication is carried out in a timely and satisfactory
manner.
f) Provide staff with the necessary education for coping with emergencies in the
field.
g) Recognize the degree of magnitude involved in various situations at a given
location.
h) Provide relevant information for reference purposes on demand.
Workplace Security
a) Employees, visitors and vehicles shall be checked by security at entry and
exit.
b) Any employee entering or exiting the organization premises during working
hours shall register at the gate.
c) Every visitor shall be properly identified and provided with a ‘Visitors Pass’ at
the entry gate into the organization premise.
d) Every employee shall carry and clearly display an identification card whilst at
work.
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e) All employees shall be responsible for their personal safety and security and the
security of all TOCH property while at work.
f) Employees shall not be permitted to carry any harmful weapons, arms or
ammunition while on duty or in the Organizational compound.
g) No visitor shall be allowed in TOCH compound/working area with
ammunition except the assigned security guards for protection and these must
be only deployed with the knowledge of the Executive Director

47. Illegal Drug and Substance Abuse
a) TOCH shall provide a drug-free, alcohol free, healthful and secure work
environment.
b) All employees shall be required to work in appropriate mental and physical
condition to carry out their duties and responsibilities as per the required
standards of performance.
c) In certain instances, an employee who may be diagnosed as dependent on a
controlled substance shall be granted sick leave and encouraged to participate
in a recognized substance abuse rehabilitation or treatment Program. Such an
employee shall be allowed to resume work subject to presentation of a medical
release from treatment certifying that the employee is medically fit to return to
work.
Smoke-Free Working Environment
TOCH shall not permit smoking on organizational premises or within the confines of the
organizations vehicles and in the field whilst conducting organization business.

Security Awareness and Preparedness
TOCH shall put in place an emergency management plan to safeguard employees
from the underspecified misfortunes or to take action if they occur. This plan shall be
communicated to all employees.

a) Attacks of any kind: Robberies, armed assault, and car hijacking etc.
b) Land mines
c) Natural disasters
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d) Kidnapping and killings
e) Sexual abuse
f) Death from natural consequences and calamities
g) Civil disturbances
TOCH shall organize short term seminars and training sessions in handling security
issues and emergencies as a strategy to promote security/emergency awareness
among all employees. During such seminars employees shall acquire knowledge and
or skills for protection of their lives as well as their families; evacuation and relocation
provisions; general emergency procedures and rules; required communication in such
instances; interacting with the media; writing incident reports where required; and using
appropriate communication technology effectively in emergencies.

Protective Wear
a) TOCH shall provide protective gear/clothing where necessary and post
mandatory warning notices for the safety of employees at the work place.
b) Employees provided with protective gear/clothing shall be required to wear it
wherever it is necessary at work.
c) Disciplinary measures may be taken against an employee who fails or neglects
to wear protective gear at work.

48. WORKPLACE DISCRIMINATION AND HARASSMENT
SECTION
Introduction
TOCH work environment shall be business oriented, free of bias, prejudice, discrimination
and harassment.

Discrimination
Includes any distinction, exclusion or preference made on the basis of race, gender,
color, religion, political opinion, national extraction or social origin, the HIV status or
disability which has the effect of nullifying or impairing the treatment of a person in
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employment or occupation, or of preventing an employee from obtaining any benefit
under a contract of service as spelt out in the Employment act of the Republic of South
Sudan.

Harassment
In this policy TOCH shall define harassment as verbal or non-verbal conduct designed
to threaten, intimidate, or coerce someone in which the affected employee’s opinion
impairs his or her ability to effectively perform his or her job. This may include, but is not
limited to, teasing, belittling, rumor mongering, abusive language, threats, unwelcome
sexual advances, request for sexual favors, any verbal or physical behavior or gesture
of a sexual nature when submission to such conduct is either explicitly or implicitly
understood to impact on the terms and conditions of employment or the working
environment.

49. CONFLICT OF INTEREST SECTION
Introduction
Conflict of interest under this policy shall refer to a situation where an employee has
such a substantial personal interest in a transaction or is a party to a transaction
that might reasonably affect the judgment the employee exercises on behalf of the
organization. TOCH employees shall avoid situations where conflict of interest may
arise.
TOCH shall avoid recruitment of close relatives such as spouses, partners, parents,
parents-in-law, children, brothers, sisters, brothers- in-law, sisters-in-law, uncles, aunts,
nieces, nephews or first cousins of existing TOCH employees unless such recruitment
is justified as the only competent resource within the reach of TOCH.

50. EMPLOYEE SEPARATION SECTION
Introduction
Without prejudice to any other provision to the contrary contained herein, TOCH shall
have powers through its Board of Trustees to dismiss any employee on any grounds
outlined in this policy. The following guidelines have been developed to ensure fair and
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consistent treatment of all employees who may leave TOCH, whether on a voluntary
or involuntary basis.

Voluntary Separation
a) All employees on contract terms with an intention to resign from employment
shall provide TOCH with a written notice of intent to resign in line with the
Republic of South Sudan Labor Law requirements.
b) The notice to resign shall be submitted to the immediate supervisor or Head of
Department specifying the reason and date of departure.
Involuntary separation
Involuntary Termination of employment shall occur when TOCH opts out of the contract
of employment.

Separation procedure
Either party (TOCH or any Contract Staff on one year and above) shall provide notice
in case of termination of contract as detailed in the Employment Act of the Republic
of South Sudan;

Termination on Medical Grounds
The TOCH Board of Trustee may terminate an employee’s contract of service on
medical grounds as detailed in this Working policy under management of sick leave.

Grounds for Summary Dismissal
All cases of gross misconduct, such as stealing, fraud, embezzlement, persistent
insubordination, being intoxicated with alcohol or narcotic drugs while on duty among
others shall be reason for summary dismissal of an employee without further notice.

Mandatory Retirement
a) The Mandatory Retirement Age shall be 60 years, subject to periodic review
by the TOCH Board of Trustees. The BOT shall, depending on the skills of the
retiree give an additional contract of up to one year, renewable up to five years.
After the five years, the staff shall not be eligible for any further contract.

HUMAN RESOURCES
POLICIES AND PROCEDURE MANUAL

2018

57

b) Employees who attain the mandatory retirement age may, at the discretion of
the TOCH Board of Trustees, be re-engaged on fixed contractual terms for a
maximum of one (1) more nonrenewable, depending upon the organizational
demand for their expertise.
Redundancy
a) The TOCH Board of Trustees may declare some employees redundant and
terminate their services due to closure of projects or unanticipated financial
constraints.
b) The Executive Director with assistance from the Human Resource Officer shall
develop a criterion for approval by the TOCH Board of \Trustee for selecting
staff for redundancy, based on the length of service, performance and record of
conduct of the employee.
c) Employees who may be declared redundant shall be paid their termination
benefits as required by law.
d) TOCH may recall for re-employment some or all of the employees who had
been discharged as redundant if there is improvement in the financial position
of the organization or upon securing any new funded projects.
Terminal Payments
a) Final payments upon termination of service or death of an employee shall
include payment for all hours worked in a particular period and any severance
owed, if applicable.
b) The exiting employees or his/her next of kin shall be entitled to payment for
accrued and unused annual leave where applicable, contributions to any
retirement benefit scheme and any other payments as may be determined by
Board.
c) All exiting employees shall settle all outstanding debts and dues owed to the
organization in accordance with the applicable terms such as annual leave
already taken, loan scheme or salary advance taken.
Handing Over Office
Any employee leaving the Organization employment shall be required to officially prepare
and submit a handover report to his/her immediate supervisor and all organizational
property/assets under his/her care seven (7) days before the actual departure.
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51. MONITORING AND EVALUATION
Introduction
The SMT under the supervision of the TOCH Board of Trustees shall monitor the
implementation and compliance of all employees to this manual and the policies
therein and shall whenever necessary initiate an annual review of the manual and
policies therein to ensure flexibility and consistency with the labor laws of the Republic
of South Sudan and professional standards.

a) All employees with suggestions shall be provided with opportunity to present
them to ensure full participation in the review process.
b) Where necessary the SMT may contract the services of a competent consultant
to support the organization in reviewing the working policy.

ANNEXES
1.

Appraisal Form

2.

Annual Leave Acquisition form
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ANNEX 1. STAFF PERFORMANCE APPRAISAL REPORT
ANNEX 1. STAFF PERFORMANCE APPRAISAL REPORT
Period of assessment ………………………………to ……………………………….
This form should be filled together with the Appraiser and Appraise.
A. Personal Data (To be filled by Appraise)
1. Name …………………………………….. 2. Staff NO. …………………………..
3. Sex: …………………………………….. 4. Marital Status ……………………….
5. Date of Birth:………………………………………………………………………...
6. Date of Joining the Organization: …………………………………………………
7. Present Rank: ………………………………………………………………………..
8. Department/Section: ………………………………………………………………...
9. Date Last Promoted: ………………………………………………………………...
10. Education/Professional Qualifications:
(a) Before coming to TOCH
Date Institution Qualification Sponsorship
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
(Attach copies of your Certificates/Diplomas)
(b) Education attainment while working with TOCH
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
……………… …………………………… ………………….. ………………
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11. Working experience
(a) In other organizations other than TOCH
Dates Organization Type of Work/Position Held
……………… …………………………………. ……………..………………..
……………… …………………………………. ………………………………
……………… …………………………………. ………………………………
……………… …………………………………. ………………………………
……………… …………………………………. ………………………………
……………… …………………………………. ………………………………
(Attach copies of your testimonials)
(b) Working Experience in TOCH
Department/Project Position Period
……………………….. …………………………………. ………………
……………………….. …………………………………. ………………
……………………….. …………………………………. ………………
……………………….. …………………………………. ………………
……………………….. …………………………………. ………………
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12. Self-Assessment
Duties &

Period of
Service
in that
capacity

Target

Achievements

Setbacks

Comments

13. Extra-Curricular Activities and other social responsibilities: ……………………
……………………………………….…………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
B. SELF APPRAISAL:
1. What do you like about your current job? …………………………………………
…………………………………………………………………………………………
………………………………………………………………………………
b) What makes you uncomfortable about your job?
…………………………………………………………………………………………
………………………………………………………………………………………….
2. How satisfied are you with your current job?

Rate your satisfaction by cycling and give a reason why.
1.
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Very satisfied…………………………………………………………………
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2.

Satisfied……………………………………………………………………….

3.

Partially satisfied……………………………………………………………

4.

Just doing the job……………………………………………………………

5.

Not satisfied at all…………………………………………………………..

6.

I don’t know………………………………………………………………….

3. Briefly outline constraint/problems incurred in carrying out your duties.
…………………………………………………………………………………………
…………………………………………………………………………………………
…………………………………………………………………………………………
4. What improvement would you like to see in the organization or in your department in order to provide a good working environment?
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………
5. What training programs would you propose to attend and why?
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………
b) If any; how would you undergo this training without affecting your duties?
…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………………………………………………………………….
6. Would you like a transfer? (Tick one)Yes

No

(Tick the most appropriate answer) If yes, give alternatives and reasons
…………………………………………………………………………………………
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Name……………………………………

Signature……………………………….

Date …………………………………….

C PERFORMANCE: (To be filled by Reporting Officer / Immediate Supervisor)
Rating: (Circle the most appropriate box)
Excellent 5, Good 4, Average 3, below average 2, Poor 1
Official Use Only
5

4

3

2

1

2

1

1. Attendance & Punctuality
2. Knowledge of job
5

4

3

(of skills, methods &Procedures required in
Present job)

3. Work out put
5

4

3

2

1

2

1

Planning & consistent Performance

4. Accuracy &
5

4

3

Thoroughness
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5. Quality of work
5

4

3

2

1

3

2

1

3

2

1

3

2

1

3

2

1

3

2

1

3

2

1

2

1

6. Motivation &
5

4

Attitude to work

7. Initiative, creativity
5

4

& innovativeness
8. Integrity & reliability
5

4

9. Relationship with
5

4

Other staff
10. Team building
5

4

11. Ability to delegate
5

4

12. Ability to communicate
5

4

3
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13. Promotion of
5

4

3

2

1

3

2

1

3

2

1

3

2

1

3

2

1

3

2

1

Organization
14. Timely submission of
5

4

Returns/reports
15. Ability to learn
5

4

16. Capacity to assume
5

4

Higher responsibilities
17. Analytical & decision
5

4

Making skills
18. Maintenance of
5

4

Organization’s assets (e.g. equipment)
5

4

3

2

1

3

2

1

3

2

1

3

2

1

19. Relationship with
5

4

Public partners
20. Organization of work
5

4

21. Neatness & general
5
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Appearance
AVERAGE SCORE
22. Has the staff had any warning or undergone any disciplinary action?

…………………………………………………………………………………………
…………………………………………………………………………………………
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