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INTRODUCTION
Dear Empowerment for the Poor-Uganda (EFP-Uganda) Colleagues,

The document incorporates the latest changes in the Uganda law, and is meant to ensure that EFP-UGANDA’s terms and conditions support staff in developing and utilizing their potential to achieve the EFP-Uganda  Strategic Plans.

If we are to realize the achievement of EFP-UGANDA  program objectives, it is also essential that we adhere to EFP-UGANDA’s values and principles.  We must demonstrate these values in our actions and words, or ‘walk the talk’.  

Please read the TERMS AND CONDITIONS OF EMPLOYMENT very carefully, because this also explains in detail the contractual relationship between you and EFP-UGANDA.   

Yours Sincerely,
Warmest Wishes,
Executive Director
Empowerment for the Poor-Uganda (EFP-UGANDA)

GLOSSARY

MT



This refers to the core Management Team that consists of the Executive Director (ED), Principal (P), Academic Regstrar (AR), Dean of Students (D), Monitoring and Evaluation Officer (M&E), Finance and Administration Officer (FAO) and Human Resource & Administration Officer (HR&AO).
PMT



This refers to Programme Management Team that consists of Region Coordinators, Accountant, Project Coordinators and Field Officers.
PA



Programme Area
Consultant
A person or Company working for EFP-UGANDA based on a contract, without an employer/employee relationship with EFP-UGANDA.

Partner
A person, NGO or company working with EFP-UGANDA in an equitable relationship based upon a process/approach that effects programme and organisational goals.

Contract Employee
A person working for EFP-UGANDA with a specified length of service and a clearly specified task to complete
EFP-UGANDA 
Empowerment for the Poor-Uganda 
Equipment
Refers to any tangible property with a value of over 300,000Ugx and a life span of over one year.

FY



EFP-UGANDA Fiscal Year (November 1 to December 31).

Immediate Family
Refers to spouse and up to four children whose names and Birth Certificates are on personnel files with HR & Admn Officer as immediate family. 

N.S.S.F
National Social Security Fund
FPMS



Refers to EFP-UGANDA's Performance Management System for staff.

Program Area
An area in which EFP-UGANDA works. There are currently four Main Areas that include Mityana, Kiboga, Wakiso, Masaka and Kampala.
Regular Employee

A person working for EFP-Uganda  on a full-time regular basis or staff with an unspecified length of service, like part time.  These Terms &Conditions apply to these staff
S.M.A.R.T.


This refers to the establishment of objectives or performance standards, and stands for Succinct, Measurable, Achievable, Results-oriented and Time-bound.

Volunteer


A person working for EFP-UGANDA as a volunteer.  This person may get some form of basic assistance (for example transport allowance) but there is no employer/employee relationship with EFP-Uganda
Vehicles


This includes vehicles and motorbikes.

BACKGROUND OF EFP-UGANDA
Empowerment For the Poor – Uganda (EFPU) is an indigenous Non-Profit Organization established in April 2014, dully registered by Uganda National NGO Registration Bureau with registration No. INDR110972420NB  focusing  on  implementing community led and sustainable empowerment interventions that greatly contribute towards reducing the causes and consequences of poverty, social protection, inclusion, uplift the  dignity, self-respect and independence of vulnerable  individuals  in the communities that we serve. We promote socio-economic empowerment of the vulnerable people through promoting education and literacy, health, agriculture and livelihood enhancement services for the disadvantaged women and youth. 
We specifically engage in training of vulnerable youth and women in work readiness/soft/employability. We have also provided psychosocial support services to vulnerable adolescent youth and women in health related fields among others.
EFP-UGANDA’S VISION

To create an empowered community where women and youth live healthier, peaceful, and self-reliant lives.
EFP-UGANDA’S MISSION

To promote socio-economic, health, and education programs that build the capacity of impoverished youth and women and empower them to come out of poverty, live respectful and dignified lives through capacity building and connecting them to opportunities
EFP-UGANDA’S GOAL
EFP-Uganda wants to transform the lives of poor individuals and vulnerable communities in Ugandan by strengthening their capacity to alleviate the causes and circumstances of poverty through community engagement and capacity building, advocacy, and partnership building. We believe that poverty is the common denominator for domestic violence, high HIV infection, reproductive health challenges, climate change effects, illiteracy, and conflicts among the youth.
EFP-UGANDA also wants to create a lasting hope in the lives of many people through the organization’s love, social power, leadership that is exhibited though training and, empowering services to the  youths  and women
OBJECTIVES

EFP-UGANDA wants to continue making a great contribution in transforming the social economic conditions of youth and women so as to reduce their vulnerability to HIV infection, gender based violence, infant and marternal mortality among others.

EFP-UGANDA wants to offer the ray of hope to the thousands of young people, through holistic sklls and integrated training both at its site and and with her Partners.
EMPOWERMENT FOR THE POOR-UGANDA (EFP-UGANDA) PRINCIPLES:
· In order to bridge the gaps among communities, we follow these principles Transparency and Accountability
· Management by objectives
· Partnership and Networking
· Result Oriented Management and Implementation
· Time Management
· Discipline
STATUS

EFP-UGANDA  is Non-Governmental Organisation  registered with  NGO Registration Bureau with Registration Number: INDR110972420NB, and Operation Permit Number: INDP105542420NB that is committed to a rights based approach to community development where we work to free communities of poverty, violence and human rights abuse. Our work in addition to responding to immediate needs of vulnerable communities, we majorly focus on sustainable long term changes. Our programme interventions include education, child protection and child safeguarding, economic empowerment and self reliance enhancement among the youth and women  through agricultural productivity and smart conservation and environmental friendly projects
APPLICATION

The Terms and Conditions of Service apply to all regular employees of EFP-UGANDA.  They do not apply to employees of partner organisations or other legal entities, nor do they apply to Consultants or Volunteers.  EFP-UGANDA  may, from time to time, and at its sole discretion and with or without retrospective effect, amend, alter, add to or cancel any provision contained in these Regulations; provided that no such amendment, alteration, addition or cancellation shall result in terms or conditions less favourable than those applicable immediately prior to the date that they became effective.

I.
EMPLOYMENT POLICIES & PROCEDURES.
1.
EQUAL OPPORTUNITY EMPLOYMENT.

EFP-UGANDA is an equal opportunity employer and does not discriminate against anyone because of race, tribe, religion, colour, gender, age, national origin or disability.  This equal opportunity policy extends to all aspects of the employment relationship including hiring, training, compensation and termination. EFP-UGANDA will also explore ways to encourage and facilitate female advancement within the equal opportunity premise.

Serious inquires or complaints regarding equal opportunity employment, that cannot be answered locally, should be referred immediately to the HR &A Officer.
2.
RECRUITMENT

When a vacancy occurs an announcement will be made in the press and a copy circulated to all offices to provide an opportunity to staff who may be interested. Management Team (MT) may also decide to advertise internally first, to accommodate existing staff that are qualified for the position.  Should no suitable internal candidate be found, the Human Resource Officer (HR&Admn) will then seek external candidates using official media or other suitable means. In certain circumstances the MT may recommend directly appointing someone to fill a vacancy due to specialised skills or time restraints.  However, this will be the exception rather than the rule.

3.
APPLICATIONS.

All applications must be in writing and addressed to the EFP-Uganda HR Officer.

4.
SHORT LISTING.

Each position will have a Job Description that will outline the criteria for short listing candidates.  Actual short listing will be done by the HR Officer. in consultation with Management Team.

5.
INTERVIEWS.
All interviews will be attended by at least one MT member (or delegate), HR Officer and relevant managers.  External consultants may be involved as needed.  The interview process may involve testing and may involve community members in some cases.
6.
REFERENCES.

To ensure that the appropriate candidate is chosen, EFP-UGANDA reserves the right to contact all persons given as references.  EFP-UGANDA also has the right to check with the Police for any criminal records or records related to child abuse on all potential candidates.  At least two references are needed for each candidate.

7.
APPOINTMENT.

Once the selection is made, an appointment/Contact of employment letter will be signed indicating the position, department, location, remuneration and effective date.  A Job Description will be attached to the appointment letter.  The appointment letter will be signed by both parties with a copy given to each.  Important to note is that, EFP-UGANDA employment contracts are performance based.  They are binding only for as long as performance is satisfactory and cease in the event of failure to meet respective job expectations.

8.
PROBATION.

All new employees must complete a probationary period before they are confirmed as regular employees. Depending on the positions, probation period carry a 3 month probation period, (unless otherwise adjusted upwards by management).  If an employee’s performance is found to be unsatisfactory during the probationary period, they will be asked to leave by giving notice of 14 days.  Likewise, the employee may also give an equivalent notice in case they decide to leave within the probationary period.  Alternatively, management may decide to extend the probation for a further period of not more than six months, with agreement of the employee.

Employees on probation will be eligible for all insurance benefits. The standard Probation/ Staff Appraisal Form (Refer to EFP-UGANDA standard probation/ Staff Appraisal form) should be completed and forwarded to HR Officer by the supervisor before a confirmation (Refer to Change of Employment Terms Form) can be issued to the employee.
9.  TYPES OF STAFF APPOINTMENTS CONSIDERED AT EFP-UGANDA UGANDA

Permanent



EFP-UGANDA shall grant permanent contracts for core staff upon successful completion of their probation period of 3 months, the staff will continue to be employed in the organization subject to performance appraisal and career progression.

Temporary/Contractual (free-lance, consultants and grants staff)

Grant Staff/Temporary Staff/Consultants/Freelance/: These are staff recruited for a specific term. In the case of EFP-UGANDA this for the most part pertains to Grant staff who are recruited to fulfill the terms of a specific donor grant and cease when the grant is finished or terminated. Once the Grant is concluded/finished and the budget closed these temporary positions cease to exist. Terms and conditions of service for these temporary staff will be governed by their contracts and the Labour Laws of Uganda..

All contracts appointment shall be eligible for renewal at discretion of EFP-UGANDA management and it will depend on performance, behavior, and continued requirement of the same skills and experience of employee.  One month before expiry of the employment contract EFP-UGANDA management will extend an offer for renewal if they wish to retain the temporary employee. If she/he wishes to be renewed, the temporary employee shall undergo a review discussion of the contract period with the head of department and the performance review report shall be used as a basis for renewing the contract. Termination notice of temporary contracts shall follow Uganda labour laws.

Intern/Trainees 
These interns are students or fresh graduates receiving practical training in working environment. The maximum period for this exposure is strictly 3 months. Interns are not entitled to any benefits or reimbursement of any kind. Appointments to these positions have an expected termination date of 3 months from the initial date of employment. 

Trainees are appointed for a period not exceeding three consecutive months in which they are offered training to a specific field of interest and capabilities is monitored. Before the end of the training period a decision will be made by the management regarding whether or not to offer them full employment. Staff on this temporary engagement shall abide by the terms and conditions of service and this will be outlined in their employment contracts.  A trainee may be entitled to a transport refund and/or lunch allowance (subject to existing Organization policy) and honorarium at a rate as specified in the contract.

Volunteers: 

A person who works with EFP-UGANDA under this category is appointed for a period of 3 months in which they should handle certain areas of work as laid out in their appointment letters.  Such appointments CAN only be renewed once. A volunteer may be entitled to a transport facilitation specified in the contract but is not given a salary or otherwise employed by EFP-UGANDA.

Casual Labour

The organization shall employ casual labour for duties of semi- skilled and unskilled nature whose payment is calculated in piece rate basis. Such payments are paid on daily, weekly basis or based on completion of a specific task and are not entitled to privileges and benefits of EFP-UGANDA staff.

10.
ORIENTATION/INDUCTION.

Relevant officers are required to deliver an orientation (and induction) program for all new employees. Supervisors should ensure new staff are attached to experienced staff in respective positions in the first month to facilitate their learning process.  New staff will also receive a copy of an orientation schedule to facilitate their learning exposure to the organisation.
An Induction program would be designed in such a way to help new staff feel comfortable and to enable them to spend quality time with officers and prospective mentors.  All employees within EFP-UGANDA will be provided with sufficient information about EFP-UGANDA, the organization, department and the respective job to assist their integration into the new positions.  Newly recruited employees may have different requirements, but the main objectives would be to:
a)    To understand the organization’s working culture, values and polices,
b)    Initial guidance and direction,
c)    Learn new systems, procedures, and work processes,
d)    Make new contacts and build relationships and networks,
e)    Feel accepted by others and have an opportunity to build self-confidence,

f) To ensure that staff become effective as quickly as possible,

g) To clarify EFP-UGANDA’s objectives, structure and working arrangements,

h) To encourage commitment and motivation through a sense of belonging,

i) To agree objectives for the initial period of employment

j) To explain to the new employee the changes that are ongoing in the organisation

Other categories of staff may have special needs which should be taken into consideration at an early stage of their employment:

a)
Women returning to work after maternity leave 
b)
Staff who have been promoted or are on internal transfers
c)
Disabled employees
d)
Employees who come from other cultures and require time for cross-cultural adjustment to occur in their new working environment. 


The following are the steps to follow in the orientation and induction of new employees:

· Assign someone to receive the employee on their first day.

· Introduce the employee to all members of staff and indicate the various locations of the washroom, tea area, kitchen, fire exits etc.

· Ensure that there is a desk, chair and stationary ready for the employee.

· Supervisor should assist the new staff to prepare objectives for the year and quarter based on the FPMS.

· Present an overview of EFP-UGANDA, worldwide structure and country coverage, vision and mission, etc. Consider requesting another Department to give a short overview of their activities.

· Spend time to describe office practices and allow questions and clarifications to be asked from the new employee. 

· Inform employee how to request for goods/services/advances/payment using the standard forms.

· Have a written work program to guide the new employee through their first week.

· Assign a person to accompany the new employee to lunch.

· Introduce the new employee to the Finance Person or coordinators to explain salary payment details, medical insurance if any, N.S.S.F number etc.

· In addition to the above, the HR Officer, will arrange a workshop for all new staff and in cases where the new staff is one, HR Offier, will arrange a short programme in collaboration with respective supervisors/Officers.

11.
EFP-UGANDA   PERFORMANCE MANAGEMENT SYSTEM (PMS)

Every year in April, the ED will be responsible for appraising the core staff.  Appraisals will use the EFP-UGANDA PMS system that all staff are trained in. The objective of this system is to provide useful feedback to employees to improve their performance. The system is based on S.M.A.R.T job responsibilities that are designed to be as objective as possible.

Supervisors are also required to conduct regular (one to one/supervision meetings) and six month performance appraisals for their staff as part of the PMS.  These will feed into the final performance appraisal at the end of the FY.  Following the completion of final appraisals, supervisors will submit copies to the HR Officer who will put a copy on the respective Personnel files.

Sufficient time should be set aside to ensure adequate dialogue between staff and supervisors.  This is an opportunity to discuss the employees’ potentials that can be utilised by all parties including management, for promotion and staff development opportunities.  

12.
TAXES.

EFP-UGANDA is not responsible for the employees’ taxes and rates except for such taxes the employer is obliged to monitor by law, such as P. A. Y. E and N. S. S. F contributions.  

13.
WORKING HOURS

Due to the nature of development work it is difficult to give a clear definition of ‘working hours.’  Time sheets are required to be used to enable Finance with preparation of the Payroll (Refer to Timesheet form) However, the basic guidelines to be followed are:

i)
FIELD OPERATIONS.

Field staff should plan their time to achieve their goals whilst recognizing the needs of community members, who often work during the day and are only available in the evenings or on the weekends. Field staff are required to work a full 40-hour week.

ii)
OFFICE.

Office staff should plan their time to achieve their goals. Punctuality is an absolute requirement.

Normal office hours are as follows:

Monday - Friday:
08. 15 am - 05.00 pm

Tea break:
10.00 am - 10.20 am

            03.40 pm - 04.00 pm

Lunch break:                      
01.00 pm - 01.45 pm

iii)
PUBLIC HOLIDAYS.
EFP-UGANDA will be closed during Public holidays that are formally recognised by the Government of Uganda.

Fixed days:

1. January 1st

New Year Day

2. January 26th

NRM Victory Day

3. March 8th


International Women’s Day

4. May 1st


International Labour Day

5. June 3rd


Martyrs’ Day

6. June 9th


Heroes Day

7. October 9th

Independence Day

8. December 25th

Christmas Day

9. December 26th

Boxing Day

Days which depend on year for actual date of observance:

1. Idd el Fitr

2. Idd Adhuha

3. Good Friday

4. Easter Day

5. Easter Monday

iv)
WORK ON WEEKENDS / PUBLIC HOLIDAYS.

Staff may occasionally be requested to work on Saturdays, Sundays or public holidays.  Staff may only work on Saturday, Sunday or public holidays if they have been requested to do so by their Supervisor/ED.  Requests to work on weekends must have prior approval in writing, by HR or supervisor in absence of the latter.

If staff are requested to work on Saturday, Sunday or public holidays they will be given compensatory leave time with full pay, for the days worked.  This leave should be taken within the month of the day worked and should not be carried over to another month.  Since staff working on such days are not provided with transport, EFP-UGANDA will pay staff working on such days, an acceptable amount of say USH 5,000/= per day to cover transport to and from work.

Staff may occasionally be requested to work late during weekdays.  Staff may only work late if they have been requested to do so by their Supervisor/ED and received prior approval in writing by the Executive Director or respective Supervisors.  If staff work beyond the time of the normal departure of the company transport, EFP-UGANDA will pay staff USH. 5,000/= USH to cover transport.  Alternatively, each office will have a pre-approved organisation  arrangement with a specific type of transport which such staff can call upon to either pick or drop them while on official duty.  Staff are however encouraged to plan their work well to avoid working beyond normal working hours.  

This policy does not apply to guards who reside at their respective work locations and supposed to work 6 days a week. Staff Guards are usually requested to work during X-mas holidays.  The allowance for working during the X-mas period is an equivalent of a double day’s rate calculated at an individuals’ current salary.

14.
LEAVE
All types of leave should be requested and approved in writing as early as possible. Except for emergency cases, applications for leave must be recommended by the employee's supervisor (Refer to Leave Form) and forwarded to the HR Officer for approval before an employee proceeds for leave.  A copy of the leave request form will be kept on the employee’s personnel file.

Any form of leave must be documented, approved and forwarded to the HR Officer, even if it is half a day.

i)
ANNUAL LEAVE.

Employees may be availed annual leave after successfully completing the probation period. All employees with one year of service will be entitled to 30 working days vacation at full salary per FY or prorated – this means an employee is entitled to 2.5 days of leave per calendar month worked.  
In general, annual leave may not be accrued from year to year.  An absolute maximum of 10 working days leave may be accrued from one year to the next, with written ED approval.  Accrual for more than 10 days may be approved by ED only in exceptional circumstances.  Accrued leave should be taken by the end of the first quarter or otherwise be forfeited.

Leave schedules for all staff should be prepared in June as part of the Individual Accountability Plans (IAP) so as to facilitate planning and these must be forwarded to the HR Officer by 30th June.  Leave must be taken between June 1 and May 31.  

ii)
SICK LEAVE.

Each employee shall be entitled to 24 sick leave days per FY.  Sick leave days are not cumulative and they are to be taken only for a legitimate reason related to sickness.  Any absence of more than two days must be justified by a medical certificate from a EFP-UGANDA approved Doctor.

Sick leave requests shall be submitted as early as possible for approval.  If the employee is unable to obtain prior approval for sick leave, they should arrange to inform the immediate supervisor by telephone or other means within a maximum period of two days.

In case of hospitalisation or prolonged sickness, EFP-UGANDA will grant up to three months sick leave with full pay.  If the sickness prolongs after three months, the sick employee will be paid 50% of their gross salary for the next three months.  (The three to six months include the 24 sick leave entitlement in a year).  After six months, EFP-UGANDA reserves the right to terminate the employee on medical grounds upon recommendation by EFP-UGANDA approved Doctor.  

iii)
MATERNITY LEAVE.

A female employee shall be entitled to 60 working days maternity leave, for each pregnancy, on full pay. The employee must notify their supervisor at least 3 months in advance of the due date.  In addition to the maternity leave, a female employee is still entitled to her annual leave in that year.  

Secondly, those wishing to combine annual leave with their maternity leave, have to discuss their plans with their supervisors/ED first for approval before proceeding on leave. This is aimed at ensuring there is proper planning for the benefit of both parties before someone proceeds on leave.

iv)
PATERNITY LEAVE.

Male employees are entitled to five (5) working days paternity leave upon the delivery or miscarriage of a spouse registered in on their personnel files.  This should be taken within 3 months from the date of birth.

v)
COMPASSIONATE LEAVE.

In the event of death of an employee's immediate family member or parent, eight (8) working days compassionate leave will be given.

vi)
UNPAID LEAVE.
Under special circumstances, an employee with no leave to their credit may be authorised to take unpaid leave, after approval from the ED.
vii)
EXAM LEAVE

Employees who are studying are entitled to days off to sit for their exams.  However, in order to benefit from study leave, staff that are pursuing studies must have formerly informed the HR Officer and their supervisors of their study programmes by ensuring the respective study is captured as personal development plans within the appraisal reports.  Such staff will then benefit from this arrangement by submitting an exam timetable of the respective Institution they are studying from indicating the exact exam days.  The maximum exam days one can receive will be based on the specific exam days as per examination timetable.

viii)
CHRISTMAS AND NEW YEAR BREAK.

EFP-UGANDA will close each year from December 24 to January 2 (inclusive).  These days are not deductible from Annual Leave.
15.
TRAVEL
For travel outside the country, a Travel Request Form needs to be completed (Refer  EFP-UGANDA travel request form).  This form is self-explanatory and will serve as a support document for any cash advance requested. The form needs to be approved by the ED.  

a)
INTERNATIONAL TRAVEL

When travelling on EFP-UGANDA business, items such as food, tea, water, lodging, transport and emergency medical care will be covered.  Items such as toiletries (i.e. toothbrush, toothpaste, soap, etc.) and clothing (i.e. winter clothes) will not be covered.  However, vaccination expenses related to international travel on EFP-UGANDA business will be met by EFP-UGANDA.

Official expenses for international travel are refunded on a reimbursable basis, although cash advances are allowed.  Receipts are required in order to claim expenditures.

All travel advances must be accounted for within one week of return from official trip. Management reserves the right to recover any outstanding advances (travel or otherwise) lasting more than one week from respective staff salaries. 

All airfare excludes travel by business or first class.   Staff travelling within the Country will be provided with pocket expenses per day and per diem per day if travelling outside the Uganda.  

b)
PER DIEM.

Travel expenses within the country will be covered through the use of a per diem.  A per diem will require prior review from supervisor and approval from the ED or respective officers and will only be paid when an overnight visit is necessary. A per diem may only be claimed when the overnight stay is outside of the employees' field area and can only be released after completion and approval of a per diem form (Refer to EFP-UGANDA Per diem form).  

Alternatively, staff who do not take a per diem, may be booked by the hosting field areas with whom the organisation can make arrangements.  Such staff will then sign off the expenses for accommodation, meals /water to be settled by the respective offices.

A per diem for various destinations will be established on a case by case basis. If public transport is used this may be reimbursed.

Staff who travel to work outside their respective stations on official duty for more than 6 (six) hours in any one day will be entitled to a lunch allowance of Ugshs. 5,000/= per day for lunch.   (This will not apply when staff  are attending workshops/meetings where EFP-UGANDA is providing meals.  Staff who get per diem for overnight travel do not qualify for this allowance.)  Staff who have been requested by their supervisors to work on weekends/holidays, are also entitled to the lunch allowance only if they work for more than 6 (six) hours.Staff who be attending workshops will be entitled to a per diem of Ug shs 100,000
16.
COMPENSATION
EFP-UGANDA's compensation policy is derived from a commitment to attract, retain, develop and equitably compensate employees of a high calibre.  The compensation package is non-discriminatory and is competitive with packages provided by comparable organisations for similar levels of duties and responsibilities.  At the same time the compensation elements are delivered in a manner that is simple to administer.

i)
SALARY.

All EFP-UGANDA employees will be paid a monthly consolidated salary package on the 15th of each month.  Should the 15th fall on a holiday or weekend the salary will be paid the last working day before the holiday or weekend.  Salaries are paid according to a salary scale that is based on positions. The salary scale will be reviewed every 2-3 years using an independent salary survey to establish competitive salaries. 
ii)
INCREMENT.

Annual salary increases, if any, will be based on cost of living adjustment.  Increases will take effect at the beginning of the fiscal year on June 1.

Any cost of living increment will be dependent upon the inflation rate.  EFP-UGANDA will obtain evidence of inflation from relevant sources. Cost of living increments will be given based upon this evidence and EFP-Uganda’s ability to pay.  Apart from the above, salaries may increase due to the review of the salary scale or to promotion.

iii)
TAXES.

EFP-UGANDA is fully committed to following the laws of Uganda and as such will require all salaries and bonuses to be subject to statutory taxation without exception, particularly income tax, PAYE and NSSF contributions. 

PAYE AS YOU EARN (PAYE)

PAYE tax calculation will be based on the gross monthly salary, excluding non-taxable benefits and allowances and minus the employee’s own 5% of NSSF contribution 
National Social Security Fund (NSSF).

In agreement with the prevailing legislation in Uganda the employer and employee shall remit a monthly contribution to the “National Social Security Fund” to a total of 15% of the monthly gross salary, taxable and non-taxable benefits and allowances excluded. The employer shall contribute 10 % and an amount equal to 5% of the monthly salary, calculated as above will be recovered from the employee and shall be deducted from the monthly salary pay
iv)  SALARY ADVANCES. 

EFP-UGANDA does not loan funds to employees.  However, salary advances are possible.  

Salary advances will only be made in the case of emergencies and must be approved by the ED, or HR and Finance & Administrative Officer. The advance must be recovered from the same month's payroll that it was advanced from. A maximum of three advances will be made to each employee per fiscal year.  Exceptions will be accepted only with ED’s approval. 

Salary advances when obtained may not exceed the net pay in that month for the employee.

v)
ACTING ALLOWANCE.

Such allowances may be paid to an employee appointed to a post higher than their current post.  The appointee must perform the complete duties of the original holder of the post and must be in this acting capacity for at least 30 working days.  Any acting appointment must be approved by the ED in writing. The acting allowance will be a 25 % increase in the appointee's current gross salary. The acting period shall not exceed a period of six (6) months. If the need arises for it to be more than 6 months, reasons should be given by the supervisor to the appropriate Department Head and approved by the Executive Director and an extension in writing will be issued where appropriate
17.
BENEFITS AND PRIVILEGES.
i)
HEALTH INSURANCE.

When the possibility to provide this benefit arses, health insurance will cover the employee and five members of their immediate family (spouse and any four dependants of the employee)
ii)
ACCIDENT INSURANCE.

All regular employees should be covered under:

Group Insurance with Workmen’s compensation

a) Workmen’s compensation equivalent 0.3% x 12 x 5  (Workers’ Act 2000)

b) Group insurance for 24 hour cover for employees. 

EFP-UGANDA shall retain the services of credible insurance company thus constant reviews shall be undertaken to ensure this.

Staff involved in accidents are required to pay for the Police Report as per Ugandan Law.

iii)   ASSISTANCE IN CASES OF BEREAVEMENT

In the death of any EFP-UGANDA employee while in employment, the organization can pay to the identified next of kin of the employee 1,000,000 Ugs as a contribution to funeral and other bereavement costs. When possible, EFP-UGANDA can also pay to the employee the equivalent of 500,000/= in case of death of a spouse or biological child registered with the organization.

18.
DRESS CODE.

a) All employees are to be smart, clean and tidy in dress and personal presentation, at all times during the working hours.

b) Uniforms (where possible) and protective clothing will be issued to the required personnel and remain the property of EFP-UGANDA. Employees who are required to wear uniforms and protective clothing are expected to wash, iron and maintain them on a regular basis.

19.
TRANSPORT.

Any specific transport allowance will be provided by EFP-UGANDA as communicated.

20.
LUNCH AND TEA.

Tea shall be provided by EFP-UGANDA in all offices plus lunch.  

21.
SEVERANCE PAY.

Any employee who is declared redundant due to phase out or restructuring is eligible for severance pay.  Any employee who resigns in good standing will receive severance pay.  The calculation of severance pay is as follows:

i. Payment in lieu of notice, if notice of termination is not given to the employee by EFP-UGANDA.

ii.
Any outstanding leave days based on employee’s current salary.

The calculation of monthly salary will be based on the salary at the time of departure from EFP-UGANDA.  In calculating daily wages it will be assumed that there are 22 working days in a month.  Prior to receiving payment all departing employees must complete an Employee Exit form (see Employee Exit form) and have it approved accordingly.
Employees who are dismissed for disciplinary reasons are not eligible for severance pay (see Section on Discipline).

22.
TRAINING.
Staff will be provided with training that is job-related to assist them in increasing their proficiency, ability, skills and effectiveness. Staff will be encouraged to undertake the PMS process more objectively to enable the supervisors and HR officer to formulate requisite training.

23.
FACILITIES

i) EFP-UGANDA VEHICLES.

· Any person driving a vehicle must have respective authorisation to drive the said vehicle.

· Vehicles are to be driven only for official business.

· Motor vehicles should be parked at EFP-UGANDA Offices from 7pm to 7am on weekdays and parked at EFP-UGANDA offices full time on the weekends. In case of emergency, staff may request to use the vehicle for personal use.  This requires approval from the ED or delegate.  

· All drivers and car passengers must wear seat belts and all motorcycle riders must use helmets.

· All staff authorised to drive must be tested and cleared by a EFP-UGANDA driver/approved Firm, before they can be allowed to drive on their own.

· No vehicle should be used to transport non-EFP-UGANDA property or passengers who are not EFP-UGANDA staff.

· Only EFP-UGANDA employees may drive EFP-UGANDA\ vehicles.

· All drivers must have valid licenses with a copy on their personnel file. Anyone driving without a valid license is subject to immediate dismissal.

· All accidents MUST be reported to the HR at the EFP-UGANDA head Office within two days of the accident.  

· All drivers should abide by Ugandan Traffic rules and also observe the maximum speed limit for FOCAGFO the vehicle which is 80kph. 

· Whenever possible staff are encouraged not to drive themselves but rather use a driver.

· Drivers must fill out the trip/mileage form kept in each vehicle/motorcycle.

· In the event of a vehicle accident with another party, DO NOT admit liability or settle with any monies. Take the details of the other party to include name, registration, make and model and immediately report the accident and details to police, and later to your supervisor and Head of Department

· Insurance Companies shall not compensate for accident victims that did not put on/apply protective wear (helmets, riding suit,) or use of seat belts at the time of accidents. Details are in the separate policy on transport.

ii)
AUTHORISED USERS OF EFP-UGANDA VEHICLES

The following EFP-UGANDA staff are authorised to drive EFP-UGANDA vehicles – (provided they posses a valid driving permit, have been tested by EFP-UGANDA driver/approved Firm, and received supervisor’s approval): the EFP-UGANDA.  In very exceptional cases, Accountants, Field officers may be allowed to drive only with ED’s approval.

EFP-UGANDA reserves the right to decide the category of staff to be sponsored for driving lessons.

Staff who ride motor cycles may be re-assigned office-based activities when pregnant, provided this is justified by a medical certificate. 
iii)
EQUIPMENT/PROPERTY.

Various equipment may be assigned to employees. It is the employee and supervisor's responsibility to ensure that these items are treated and used with care.  In case of loss of EFP-UGANDA equipment/property without justified explanation, staff will be required to reimburse EFP-UGANDA the equivalent costs at the time of loss.  This will be done in form of salary deductions covering an agreed period.

However, there may be cases where the property/equipment may be robbed from staff (e.g. vehicle robbed at gun-point).  Such cases will require a report from the LCs and Police and EFP-UGANDA will bear the loss.

iv)
MISUSE OF COMPUTER SYSTEMS 

FOCAGFO's Computer hardware, networks, databases, software and Electronic Systems including Computer Systems, E-mail and Internet are FOCAGFO property and access to them is made available to employees on trust. Any violations of any of the guidelines, including improper access, manipulation, alteration or other interference with computer systems and the information held in them, may result in disciplinary action including termination of employment or contractual/other relationships or even criminal prosecution. All violations must be reported to management to protect the integrity of FOCAGFO’s Electronic Systems and the interest of individual users.

v)
TELEPHONE.
Telephones are for EFP-UGANDA official business.  Personal use of telephones is discouraged.  Those using the telephone for personal use will be required to record this usage and reimburse EFP-UGANDA for it.  EFP-UGANDA discourages private incoming calls during working hours.
24.
VISITORS.

EFP-UGANDA reserves the right to refuse entry into its premises by non-employees other than those with work-related business.  Personal visitors during office hours are strongly discouraged.

25.
SECURITY PLAN
· This is EFP-UGANDA primary management tool for ensuring security preparedness. It details responsibilities and actions for staff at different operational levels to implement during their day-to-day operations and in response to emergencies such as violent demonstrations, terrorism and natural disasters. 

· The EFP-UGANDA Executive Director is designated as the person responsible for Security in the organization assisted by the Security Focal Point Person (SFP). The SFP for EFP-UGANDA is the Administration Officer.  
· The ED, SFP together with the Security Review Team (SRT) reviews the plan annually and modifies it accordingly. The SRT includes the ED, HR & Admn Officer, and entre Management team.  This will usually meet after major security incidents.

· In all situations of security, people will always be our number one priority followed by property.

· All security incidences are immediately reported to the ED.

26.
OTHER

i)
MISUSE OF INFORMATION.

No staff member shall, except in accordance with any general or special order of EFP-UGANDA or in the performance in good faith of the duties assigned to them, communicate directly or indirectly or pass any official document or information to any party whom they are not authorised to communicate such document or information be it internally or externally.

ii)
OTHER EMPLOYMENT.
An employee shall not accept any other paid or remunerated employment elsewhere while working for EFP-UGANDA unless the ED has approved such an arrangement.
iii)
RELATIVES.

Any staff member who is ‘directly related’ to another EFP-UGANDA staff member, or any EFP-UGANDA supplier, or any Sponsored Family must disclose this relationship in writing to the ED immediately.  Failure to do so may result in immediate dismissal.  The phrase ‘directly related’ refers to one's parents, spouse, brothers, sisters, children, step children, uncles, aunts, cousins, and in-laws.

iv)
CODE OF CONDUCT.

EFP-UGANDA's Code of Conduct shall form part of these terms and conditions of employment (refer to EFP-UGANDAs CODE OF CONDUCT).  In particular, employees have to declare any business interests that they have that may lead to conflict of interest.

v)
WHISTLE BLOWING POLICY.

The Whistle Blowing Policy is used to identify fraud and any form of malpractice.  Staff are requested to follow the guidelines as laid out in the policy. (Refer to EFP-UGANDA Whistle Blowing Policy)
vi)
FRAUD

EFP-UGANDA’s Anti-fraud & Anti-corruption policy forms part of these terms and conditions of employment and all staff are bound to the respective guidelines therein. (Refer to EFP-UGANDA’s Anti-fraud & Anti-corruption policy)
vii)
ABSENCE.

No employee shall absent themselves from the place of work or duty during normal working hours without the consent of their supervisor.  Staff are expected to reside in their assigned Programme Area from Monday to Friday.

viii)
TRANSFER..
Employees may request in writing to the HR Officer for a transfer to another program area.  The following factors should be taken into consideration when approving a transfer of an employee:

· Availability of a suitable vacancy in the program area requested to be transferred into,

· The number of years of service in their current program area. Normally employees will only be considered for a transfer, after a period of three years in their current program area,

· Past evaluations of the employee,

· Personal reasons for the transfer.

There is no guarantee that any request for a transfer will prove successful.

An employee who is transferred from their current program area is entitled to a relocation allowance equal to one month's gross pay of the current position.  EFP-UGANDA will also provide transport to carry the employees’ personal effects and family to the new duty station.

ix)
PRESS / MEDIA.
Any planned invitations, interviews or communications to the press or media regarding EFP-UGANDA MUST have prior written approval from the ED.

x)
SMOKE-FREE WORKPLACE.

EFP-UGANDA has a policy of a smoke-free workplace. No smoking is permitted by employees within office premises.  Smoking can take place in designated smoking areas outside the office.

xi)  ACCEPTANCE OR SOLICITATION OF GIFTS (IN CASH OR IN KIND)
An employee shall under no circumstances accept a bribe or a gift in respect of a service rendered by the employee in his or her official EFP-UGANDA capacity. Contravention of this regulation shall render the employee liable to dismissal.

xiii)
PROPRIETARY RIGHTS.

Proprietary assets are defined as data created for EFP-UGANDA by employees or consultants relative to EFP-UGANDA activities. Research papers, books, photos, software or other works generated by employees are considered works made for hire for copyright purposes and all rights to copyright are held by EFP-UGANDA.

27.
DISCIPLINE
Discipline means any action initiated by a supervisor in response to unacceptable or improper employee's performance, act, omission or behaviour.  Each supervisor is entitled to take disciplinary action against employees for whom they are responsible.

Examples include but are not limited to the following:

· The employee knowingly fails or refuses to obey a lawful and proper request, which is within the employee's scope of work, issued by their supervisor.  

a)
On a first minor offence, the employee will receive a verbal warning.

b)
Upon a second offence the employee will receive a written warning which they will be required to sign.  A copy of the warning will go to the employee's personnel file.

c)
Upon a third offence the employee will receive a written warning which they will be required to sign.  A copy of the warning will go to the employee's personnel file and to the ED who may dismiss the employee in question or take alternative action.

Warning letters must be issued promptly after any misconduct.  Any warning ‘expires’ after a one-year period although record of the warning is maintained in the employee's personnel file.

If a staff is given a warning letter, they should see the warning letter and also sign it before it goes into the Personnel File.  Warning letters will not be placed on personnel files unless they are signed by the employee and supervisor in question – only then will they be valid.

All employees have a right to see their Personnel Files and the procedure is as follows:

· Make an appointment with the HR  Officer,

· At the duly appointed time, come to HR Offcer’s office and read the file in HR Officer’s presence,

· Return the file to HR Officer in good order.

i)
IMMEDIATE /SUMMARY DISMISSAL.

In the case of serious misconduct an employee may be summarily and immediately dismissed without notice.  The following offences are considered to be instances of serious misconduct:

· The employee uses abusive or insulting language or behaves in a manner insulting to EFP-UGANDA or to a fellow employee or if they are involved in any physical confrontation in the workplace.

· The employee is convicted of any criminal offence under Ugandan law. 

· The employee commits, or on reasonable and sufficient grounds is suspected of having committed, a criminal offence against EFP-UGANDA or EFP-UGANDA property. 

· Willful acts that endanger lives or cause damage to property;

· The employee has falsified details provided to EFP-UGANDA prior to, or during their employment.

· The employee extorts, demands, solicits, exacts or obtains bribes, kickbacks or any other form of inducement in connection with their duties as an employee of EFP-UGANDA or in connection with any of EFP-UGANDA's activities.

· The employee pays, gives or participates in any way in paying or giving bribes, kickbacks or any other form of inducement in connection with their duties as an employee of EFP-UGANDA or in connection with any of EFP-UGANDA's activities.

· The employee misuses, abuses or exercises unduly the authority of their position in the employment of EFP-UGANDA.

· The employee initiates intentional unauthorised contact with the press or media regarding EFP-UGANDA.

· The employee is, in the opinion of EFP-UGANDA, guilty of misconduct that brings EFP-UGANDA or any of its activities into disrepute, ridicule, odium, contempt or otherwise adversely reflects on EFP-UGANDA arising from whatever set of facts or circumstances.  

· The employee exercises any act of discrimination or harassment based on race, tribe, religion, nationality, cast, creed, sex or age

· The employee intentionally fails to disclose a relationship with EFP-UGANDA suppliers or other staff members that they are directly related person.

· The employee drives a EFP-UGANDA vehicle without a valid driver's license.

· The employee discloses confidential or classified information to a third party.

· The employee submits false information to EFP-UGANDA about themselves to solicit a benefit or service

· Non compliance with segregation of duties (see EFP-UGANDA segregation of duties )
· Non compliance with EFP-UGANDA’s Electronic Systems Access Policy (Refer to this policy)

· The employee is guilty of Fraud (see EFP-UGANDA Anti-Fraud & Anti-Corruption Policy)

· The employee absents themselves from their duty station without lawful cause and prior authorization from their supervisor.

· The employee involves themselves in acts that are considered to be political;

· Use of position, authority, or property for pecuniary gain or advantage for staff member or others;

· Abuse of authority or trust detrimental to EFP-UGANDA;

· False statement, misrepresentation or fraud, whether oral or written, pertaining to official matters;

· Any action calculated to impede the effective operation of EFP-UGANDA;

· Neglect or avoidance of a just claim for debt or any comparable obligation;

· Insubordination, such as impertinence to a superior officer or refusal to obey instructions;

· Unwillingness to perform prescribed duties or unwillingness to perform them in a satisfactory manner;

· Conduct which renders a staff member unable to perform his/her duties properly, for example, being intoxicated from alcohol or drugs when on duty.

EFP-UGANDA reserves the right to suspend an employee whose case is under investigation.  Such suspension will be for not more than one month on half pay.  Before dismissal, an employee will be entitled to a hearing to defend themselves before a disciplinary committee in case of misconduct where an investigation has been carried out.

ii)
SEXUAL HARRASSMENT

Cases of sexual harassment must be reported immediately to any member of Management Team. Team members who receive cases of this nature must treat the information as confidential as possible.  Anyone found guilty of harassing colleagues, will receive summary dismissal.

Definition of Sexual Harassment– Requests for sexual favors, unwelcome sexual advances, and other verbal or physical conduct of a sexual nature constitute sexual harassment. This conduct explicitly or implicitly affects an individual's employment, unreasonably interferes with an individual's work performance, and creates an intimidating, hostile, or offensive work environment.

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The victim as well as the harasser may be male or female or may not be of the opposite sex

· The harasser may be a supervisor, a peer, an outside agent of the employer, or a non-employee. 

· The victim does not have to be the person harassed but could be anyone affected by the offensive conduct. 

During an investigation of allegations related to sexual harassment, EFP-UGANDA will examine the circumstances, such as the nature of the sexual advances, and the context in which the alleged incidents occurred. A determination on the allegations will be made from the facts on a case-by-case basis.

Some examples of sexual harassment include:

· Offensive jokes, pranks and double-meaning words (any jokes with a sexual aspect or nature to them directed to another person and which can upset, demean, harm or traumatize the other)

· Lewd comments about appearance (e.g. your breasts look great in that blouse / those trousers show off your butt)

· Displays of sexually offensive materials 

· Requests and threats for dismissal/demotion based on sexual favors

· Speculation about an employee’s private life and/or sexual activities

· Threatened or actual sexual violence

iii)
GRIEVANCE.

If an employee feels they have been unfairly treated, reprimanded or has an issue they would like to raise, the employee should first try to resolve the issue with their immediate supervisor.  If this is not successful the employee can present their case to the supervisor’s superior. If the issue is not resolved at that level, the employee can present their case to the HR Officer.  The HR Officer will try to resolve the issue but if this fails, it will be presented to ED and lastly to Management Team.  The case can be presented verbally or in writing and the employee may request anonymity.  The MT will consider the case and take appropriate action.  This is subject to EFP-UGANDA’s right to summarily dismiss any employee guilty of serious misconduct.

28.
SEPARATION

i)
RESIGNATION.
Resignation occurs when an employee decides for own personal reasons to leave EFP-UGANDA.  Staff are required to give written notice of their intention to leave or to forfeit an equivalent salary.  Notice periods are as follows:
(a) two weeks if the employee has worked for a period of 6 months but less than one year

(b) one month if the employee has worked for a period of more than 1 year but less than 5 years

(c) 2 months if the employee has worked for a period of 5 years but less than 10 years

(d) 3 months if the employee has worked for 10 years and above.

Staff are also required to work through their notice period, unless a special agreement to use their leave days has been reached with respective supervisors and such agreement should be in writing.  However, if a staff gives a notice less than the required period, they will be required to pay EFP-UGANDA for the proportionate number of days in lieu of notice less the required period.  

Staff who resign are entitled to their severance pay less any outstanding advances or the cost of any equipment not returned.  Resigning staff are requested to attend an exit interview with respective Supervisors prior to separation and complete an Exit Interview Form, (see Exit Interview Form).  No resignation is effective until repayment of all outstanding debt/property owed by the employee is complete.

ii) TERMINATION.

Termination occurs when EFP-UGANDA decides that an employee can no longer work for EFP-UGANDA.  If termination is for reasons of Summary Dismissal (see Section on Discipline) due to a serious disciplinary problem the employee will not be eligible for severance pay and will not be given/paid notice.  They will only be paid for days worked plus any outstanding leave days not taken.  Any outstanding advances (and the cost of any equipment not returned) will be deducted from the final payment.  In the case of termination for other reasons (e.g. restructuring, phase out, etc.) the employee will be entitled to severance pay and will be given/paid notice.

Complete and return to EFP-UGANDA head Office

EMPLOYEE ACKNOWLEDGMENT OF THE EFP-UGANDA TERMS AND CONDITIONS OF EMPLOYMENT (THE HUMAN RESOURCE POLICY)
I Mr./Ms/Mrs/Dr/………………...………………………………………………..have read and agree to adhere to EFP-UGANDA’s terms and conditions of employment governing the workplace environment.  I understand that a violation of any of these policies may result in disciplinary action, including and up to termination, as well as civil or criminal legal action.  

Signed by…………………………………………………. (Employee)   Date………………

ECO Version: January, 2009

