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1. U= (INTRODUCTION)

1.1 qgﬂ-ﬁr (Background)

DVMS &I RITUAT a¥ 1993 H ST, IS H ot T8 i1 Tre- gmifoie Td

e fdem, fRuen, Wy, #fgar td o 9o, oo dgrd
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HdDhT U ATHH (Sabka Ghar Ashram), DVMS P! qrHEGIS T Td S@HTA
eieft ugal &1 Ayl iR g, S FRIfSd, srigr ud sRexade aafadad & forg

Shelter, Care, Protection, Rehabilitation, Health, Nutrition, Psychosocial
Support, Skill Development 3 Social Reintegration St Jarsit ©R B Bl
gl

2. TP (VISION)
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3. ffr=r = (mission)
AT, faaRumde | R yHFRYear & fRigial W enutRa Jad

Ao g wrdg guTe & fAwior & e var s a9t axifaaseor &t
wforaT & ATead A dfId, FHIR U4 §TRIT W 6 91 9eril & 1Y THhae
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4. €T (OBJECTIVES)

1. ITHor U west &l H onfie wxifdasor gfyd s & faw ameiis fae
PHRIHH! Bl IgraT STl

27T Td e aef § w=l, feuRa, qewl ud Afewnstt & s e
TfadeH=ul & ggrar ¢l

3. fouly wu ¥ afearsii ud 5=t afed urior vd wed) I o 9t ol ¥ uw

SIFRe Gl BRI HI &b AT T WY SRe&hdl &I d¢1dl 7|

4. W MUGISl Td 3(=7 3UTaehTel= aRfRUfadl & difedl &1 2w Igd vaH
P YT I YA & oY HTaRTH SMURYT IR Td Jae13ff &1 fawr
ST

5. [GHTTToF! & gAar, iR, R Td 3 Taxdes gaursii &1 Sgrar o1 aul
3 Sita- T JrH Td TRAT YA BT

6. UTHITT T4 X! &1 H dd [der YHTEd &+ o e aremrsii Td ufarerrsi
& fmtor qur 3% wHIdt foharaa § Igai &A1

7. YU, TG, 3(H1d, VRIS AT Ud 30 W ide 3MMucrsi & yHTfad al &f ITgd
Ucld DT

8. UTHIUr U9 Ted &t § fouiy wu ¥ #fgansi td 9= & o9 AU Wy
SRRe&dl HRIGH BT IGIaT o7l

o, TTHtor U et & W wfganstt, frenfial ud garstt & for rawne ufreor vd
S fahTg HRIGH! B! Fgrar &l

10. fGHT Sl Td 31=0 SRexaye faddl & Iferd [de™ Td Gmmsdb siia- &
foTT 3l ATATaRUT JUTTY DRI B URIEUT Ud HeTu] dgl bl e BT

11. W5dl, JRI&d IS Td TAfeR0T IR&UT YA =1 & faw agailRie

HTIHHI BT TgTal ST
5. WFd HETY AF3Md T 3634 Ud I

(PURPOSE AND SCOPE OF THE MANUAL)

Y A GA1EH A3 BT I -G I UHR o1 6:

1. DVMS Ud JaPT TR 3MYH & HHAMR! b TS HI AMG a1y ifaal ud
Ufharafi o1 WY THBR UGH ST




10.

11.

12.

DVMS Td J&hT TR STy gRT Fgad 9+t Hraial o a1 &1 2dl Td AeR
& uRfYfaal ol g B

HHAING! o TR qUT WS DI FHeiRd Hifaai & dame ud srgara- 9
Heferd ufcsarat &1 Wy HAT|

39 gxae # fou v Rigid wd fgw AFa I9req gey § J6fid ude
oRRfRUfT Td faaRer &1 guf &9 I e &1 &1 grar 98t axd o | auifd, o
fatear Td wH=Iial g @l AFa J9TYE Hifadl o UReI Ud Sraaad &
o uaied SMUR UM R B

DVMS Td T&ehT TR 3ATHH P HHATNG! ! Ja1 Tat F Jafda g9 FHadr qur
Yiawy O 9IR} fh T S arel QReb i bt SR R &1 SYDHR ghTl|

DVMS Td TEHT B 31%H T8 YA o & o ufdas § 6 Ie= & it
HHATG] BT 3P JASHIR T Al & QR AN 8 arel ifaa, uforaraef ud
wmﬁﬁwwmﬁmﬁlwﬁﬁwgﬁmﬁqﬁﬁm$
fore duR fear mar B

3 T33@ B Th Ufd UAP S § I9a HRIg QT dlfcs HHART
TIIH AT TS+ R SUHT Y o T | T 39 AT & THHR] &I Wy Td
T T 0 9 UG HA F1 VAN far g, R Wt oo uy Iad g
wfas g1 It HHaRal & dierfed far Sar g 76 9 39 Age| &
T DY GﬁT foodt ot Uy WWUT & 1%111 30 Supervisor/Programme
Coordinator 3Ydl HR Manager P &9 |

T A3 H IMTAa it pvms Ta TaeT B 3MyH Bt gd & Ay g+t fifaar,
gfsparaft, TuTafl, TuRTSH a1 THS ! o1 I <t

g AMd AWy Ag3d 1 feHaR 2016 ¥ DvMs TH TEHT R YA &
HHATRG} B YaT P Yl Td AR b1 aRfRufedl & =g & gurdt gim
qﬁ@lﬁl’q}f@ W&ﬁﬁwﬁaﬂqﬁhﬁw Managing Committee/Governing
Body GRT 3 fFawl Ud Tdf # 3Maxges Ty a1 uRad= fhar o g g1 08
wﬁmgﬁaﬁﬁﬁ%@amﬁ@aﬁmaﬁ%wmﬁwﬁam&qﬁ
R AR

39 Ta1 el &1 Fren § fhd! UeR &1 YH a1 faiemy Sad g4 & Rufa
A Managing Committee/Governing Body P AReT 3ifad g IR Eﬂ"ﬁ,
=1 fob a8 TR B b SFTFU Bl _
el 39 Ag3d H YN HHAIRG! & d&Y # HIs yrayT fobar 741 §, 981 a8
TIae Aigal dHanmdl R Hf a0 g1, 9id 0 o u16 a1 dey o SfaR T
CRGIR UGS

6. wHATNG] & fafira ugl ot afeura
(DEFINITION OF VARIOUS POSITIONS OF PERSONNEL)
6.1 MRA 16T (Governing Body)

Governing Body T 31 TG ot Fdiw (UG A4 aTci Ud THA&Tur - aTelt ST
| %, S Deep Vidya Mandir Samiti (DVMS) Td Sabka Ghar Ashram Gl mﬂﬁu‘r
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BT YR HAt § TUT W16 F TAe & oI IHU-9HT R 3aRge FaH T
fean-fAdw Fuffa o3 &1 3R T@d 3|

6.2 TR T Afffa (Project Selection Committee — PSC)

Project Selection Committee dg grafa % forae Governing Body & o M Eﬂ?f
g1 g Tftfa fafte ufkarsmr uRaral &1 Tften Td screening BT § AU ST
GRS ®T Donor Agencies %w&rwmﬁﬁ GWTW%I

6.3 ﬁm (Director)

Director @I 31 DVMS & President GRT g T3 & UM ¥ §, S WTed &
T Y, TR Td e & e SieR giar g |

6.4 HelAD ﬁ%’W (Assistant Director)

Assistant Director BT 373 President, DVMS GRT Fgad W6 & gak UHE SHIBRI
T 8, S WS & Ueie Td TaTe H Director &1 g IRl 5 |

6.5 PTIHH USUD (Programme Manager)

Programme Manager T ard fedt ufvaeTr & UH¥M/Project Director 3 %, S
eifd U1 & HrIchHI & Usit Td fobaraa & e Srier giar g

6.6$ﬂﬂ'l'\ﬁ'(Employee)
Employee@ﬁ@ﬁ%@ﬁ@%@wmmﬂmwamm

cauEs) Ir'\'lgdrl Epf, dl% dge Skilled, Unskilled, Semi-skilled, Technical, Full-time 3{Ydl

Part-time ?ﬂffamﬁ?f ﬁ?%@@%ﬁ%&&ééﬂqﬂmmmﬁl
6.7 gf¥atemei= HHARL (Probationer)

Probationerﬂ?ﬁﬁ%ﬁl@ﬁ%@@ﬁ%m%mﬁ'ﬂaﬁm
ST § dlfh 3Ud! BRIGHAT Ud TERH &1 e & & alg 39 Faitd/gy
g o forg faaR fosan ST aabs |

6.8 ﬂﬁm HHARY (Contract Employees)

Contract Employees 3 HHIRY %’ T\lﬂ% fedt fuffa oafy ar fossht %@T@
FRi/aRdeH & fou g fear oiar g1 9w R fgfea feifa
gRasH/BR Bt 3afd d gRf 3R WTe &) 3axuehdl Ud HHAR! & Y[ &
YR W MU Fgaf A "iger o1 Adiexu fbar s o |

gfaar FHART 3T ﬁg@r UH/Contract Ud Terms of Reference A IfcaRaa Tar
T1al & S B
g
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6.9 ST HHIARY (Temporary Employees)

Temporary Employeesa HHAR] % &%Wﬁnﬁaw% MW@W@%
TR 3raT Hiferd 3afy & qul 811 arar srurht sl & for fged frar Srar g

SR HHART fomedt @y & forg @t u 81 59 3t fgfad &t 2l § Wy &4
J U7 Soia fpar T gl

6.10 BT P HHARL (Part-time Employees)

Part-time Employeesamﬁ%ﬁ% IGTT6- & JE B8 Uel ¥ &H [Ayifkg del
& forg fgaa o Sran 8 | T HHaTiRal & Ay Ud 9aT hd ST Hgfad & 2af
& SR FMuifa giti |

6.11 uﬁT&j (Trainee)

Trainee ¥ A0y T faanlf @ § for0 o & SRy WR sryar fanddt Qeffres Twr &
SRYY TR 37e7 S7af (T 1-2 HEIR) & o RefOores ufreqor, ufkdisrn a sigua
T 3 b Ie=T J Yo+ A 1 FRaq o1 Srgafa & S B

Trainees ATARIG: HHATRAT o foIT AR dd-1/AMCT 3@l 3= Tl & U ol
=l

7. Yot Frgfe, Siftrgeie~ur ue wiTiaRor

(RECRUITMENT, APPOINTMENT, ORIENTATION/INDUCTION AND TRANSFERS)

7.1 ‘J-I?ﬁ(Recruitment)
ot FofarRaa aRkfRufadt & &t S wed &

(a) FHART P G, ST, JaT THIWT ST 3= Ifad HRUN F 741 U Kad g
|

(b) TTU HTATT DI RITIAT 3YaT B D! AT H g 8H TR
() T & 7 T3 & Bl & fIdR &b THY |

DVMS Td HdhT TR HTYH Equal Opportunity Employer & EUH B FA & %I'Q
gfdee gl SUAs UGl &I STHBRI MaRadHdl IR Internal TG External

Candidates %%ﬁwwﬁwﬁﬁwm%

g qa P Internal Candidates 3T Supervisor/Programme Coordinator &
A1eqd ¥ 3Mded B Johd %’I External Candidates & CV &I T&ldd Job Description
Td Position Requirements & 3MYR W Shortlist T SITET |

gh

(SE TN
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R 5
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Interview Call Letter APl HJHR Email, Letter Ul Telephone GIRT fear <

Jadl 8| Outstation Candidates & HIFQ H I Ufayfd, < v onfe O Haiferd
fopalt Y\ T s o forg fafad Qe &1 Ifea g |

CV Screening H TATAHAT IR H&Ted faUNT/wraag & fHd 3T HHART &
eI ot off gahdl! g |

Selection Panel

Interview & %I'Q Selection Panel @[ T3 Governing Body/Authorized Management

g7 fosar Sa |

Candidates DT Selection Interview, Written Test, Oral Test dl S’:ﬁ? TGIoF & JTEH
J frar ST gearg|

YA Ug & foIw It candidates I THH Udhid & U Ug &1 YN fdbar Smam
TTfb Selection Process ﬁ'm&f@mfﬁl

8. FIgfaRT (APPOINTMENTS)

1. AU HHARI DI THRI:3 F 6 HGIH DI Probation Period TR e fawar s
b dl %I i'\-lgdd HHAR! BT Appointment Letter foar s, foras Employment
Terms and Conditions dUT Job Description WW@G@F@H@’}I

2. Probation Period FWW T A Td YaITed Performance & d1g
Confirmation Letterﬁ[ﬁmwwal

3. Fgfad/contract ®T 3@l WIS B AT & TR FUiRa &1 SmErt
S H];@WT T4 Performance & YR TR I UfhaT ¥ Renewal AT ST
Hdhdl gl

4. Ut 7T HHAING! DI B URY B 9 Ugd FARIRIT gxdras Suds HRH
gI:

5. (a) Joining Letter
(b) &I AT & YATUL-GHAT &1 it
OEEIGREIFEIY
(d) Passport Size Photograph

8.1 FHAR] P AfRITd BIEA

Jdd HHANR! DI Personal File XTI ST IH SMaRIDHdT IR HafRad
XA A B

Candidate T Application Q_d Bio-data/CV;

O, T?T&‘IﬁWQ_d HTIRYDH Medical Fitness @Wﬁlﬁmﬁﬁ,

Probation/Contract Letter;

Joining Letter;
ASSII
o A
B 1.7
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Job Description;

Performance Q_d Development Plan;
Annual Salary Revision Letter;
Performance Appraisal ﬁuﬁm,
Passport Size Photograph;

. Resignation/Contract Termination Letter;
. PAN faaRur;

. Driving Licence,\_STETwF‘l'I‘lEPf;

. Aadhaar Card/maﬂqﬁﬂﬁ—qﬁ;

. 3 TS STHHRI TG GxTael |

Contract T Renewal HHIRI & Performance Evaluation dUT DVMS Td gdhl
W &ﬂ%ﬂ B Programmatic TARIHAT & YR TR HIT gAT I fobar o
dhdlig

Interview & feTT iU 7Y Outstation Candidates @I Travel Reimbursement dl
ﬁTIT ST old Tafdd Vacancy Advertisement/Interview Communication |
YD WY Ied Bl |

Recruitment & foTT SHIGAR P 1Y AMHFI:18 | 50 TY o o1d gl AT,
Sd db fob fdt Ug 1 AN ST & SR 3eRT a8 -1 gl |

Temporary Employees G4 ﬁgﬁ[ qE=Id: it s@afy & 1%111 P GITQTﬂI
JTALIHAT 81 TR 718 [/ Contract T3 ®I SMaRIDH 31 TG AR BTN
o SFIUR fovar Se |

FHARA T et ff UsR 3t Security Deposit YT Salary Deposit Had aHT
foraT STU oId 98 AR ST, Ffad @t 2 Td WeH gRI1 Wigd ufehdr &
TET B Tt +ft UpR Pt It a1 ST AT T I, aTO D1 U qul
it fgw Bt &1 fofed wu o wy feu s |

9. ATHTEIHUI/ARIHD TRTT (ORIENTATION/INDUCTION)

I3 | Joining & diq W B4 $ﬁ%|ﬂ°r Cal Sfa Orientation/Induction m
SITET |

Head of Organization/Authorized Supervisor U HHIR B FaferiRad fawal & IR
o SIFHRY S:

0 B
#iq Rem Afw afifd
T (7191, 303303

Job Description;

®1d w4 formeniat;
Performance Expectations;
Service Rules;

Code of Conduct;
Organizational Values;

HR Policies;

Workplace Behaviour;

Safeguarding €d Child Protection, GTET Elllla;

h
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o Ysfda Programme Q_d Project Activities;
® Organization BT Work Culture |

U HHARY &1 T3 & fafie HrRispHl Td Jefta srenial @ ui=ag &R
e

10. SIRMTEATHS HRATS, S Td GaT AW

(DISCIPLINARY ACTION, PENALTY AND TERMINATION)

10.1 WW’F&‘ (Disciplinary Action)
Misconduct ¥ 0T T &1 I IR-GR fb IM a1 TgR ¥ g S guTa

Employer-Employee Relationship, TT3ATHD S{IRIMAT 4l & & Ut &
3Tl ]

10.2 SRIATHS HRATE DI UiehaT

fhafl FHART & [a¥ Misconduct & 3RIT 811 WR, ATHT &1 U id Td AN BT
& TR Fafeiad ufsrar =TS o e &:

1. Show Cause Notice

gfe YUY TFAT Misconduct & UIT MYR B, O Tafd HHARI I
Director/Authorized Management gIRT Show Cause Notice ﬁ'q[ Sl Hohdl %’ forae
3Rl & fqaR0r e forRdd TSt URgd R o fore Sfra Iy T sme|

2. FHIR & TR R faarR

HHIRY gRT T 7U IR >t Feaer geiten ot et afe IR darssi—e urdr ST
g, dl AT s¢ fHa1 o JobaT g1 afe IR JdIve-d =81 Ural 91T §, df TTe
TIRIHATIIR 311 B Enquiry TfohaT & HR IodT g |

3. Enquiryaﬁﬂ?FIT

gfe aia # SNumiRe S SOy EP[, ar Management Udh Enquiry
Officer/Enquiry Committee ﬁﬂ?ﬁ CRESC| %I FHIRY P Enquiry P Date, Time,
Place dUT Enquiry Officer/Committee P ATHBRI o S|

e e, Iferd Td AR Al & Sy o1 SITE |

41q frer wfer aff
gh (RT9.) 303303



11. Misconduct & foIg HHIfad &8

(PENALTY FOR MISCONDUCT)

Misconduct R 811 TR Ad &1 TTURAT Td dF] S & AR FHafafad & 9

3feId HRATS Bl T Tbal &

©® Nk wNE

e a1 fafad =ame;
UfRA&UT AT Counselling;
YRS B

AT, STET I 1w &;
Suspension, WWW% Gﬂﬂﬂ'?{%ﬁfﬁ

Increment ], GIETF‘IFIQHW &rﬂﬁaﬁﬁ
qary Discharge;

Jqar g Dismissal/Termination |

12. FFafafad P Misconduct A &1 9Ppd %

Ay frem afx Wil

Director/Authorized Authority & fordft 9y vd Ifad mﬁm
3R AT 1A AT,
3faY BEAT & T o1 a1 3 HSHHT;
TR BT &1 urae a1 a2 &1 B e,
TS & TG, Funds, Property TT Assets § Taferd TR, SRATUST AT S AT
DR
8yl ST 1 ST 31T [l UBR BT 31aY Gratification WBHR BT,
faT S TR SR XGT T W d Leave BT Al THIW g & dlg
T TaT HRUT & 31IaRUd &,
IR-§R X Y T,
HIIRIT T AT GRT U HRIY T URIR H R P grad | fgford a1
g IR DHRT;
HT & Ufd TR ATRaTe! a1 TR Negligence;
& &1 Ul bl AAGLHDBR THAH UgdT;
foreil HHART AT 37 Hfad B YHDHTT, ST, T TN BT AT 38T H=eAT;
TG & Funds AT Money @[ Misappropriation ®Xl;
Records & 1Y S8BT HAT;

fad & Confidential Organizational Information U] DRI,
Duty Hours ﬁmqj&awﬁrw H Part-time Employment ﬁWEﬂ:ﬂ,
TS Bt AT & forT Ut ifafaf v foR SieH & &, fed ar ufast
R Yfdgd T4 T;
J4T 39T H SR Higher Qualification Tl 3 Y B W HR &b =g H
Claim T,
ICEIRIER &ﬂﬂﬁ Long Leave Without Pay &1 HIVT SRTT;
RUREE Confidential/Official Matters G GHW Outsiders %Wﬂwm;

e (7191.) 303303



® 3ARIHA TS R GUX Field Area H BT B ¥ 3fUd U H SHR BT,

® Project Budget & YR W Salary/Honorarium 7 frat oy iy ) HrER)
DT WA SHYDR HHT;

® Programme Staffmﬁﬂfﬁﬂwm Monthly Reports UdJd - T,

[ ) maﬂéﬂmwa‘rmm&q Organizational Policies, Code of Conduct dl
Service Rules W’T‘LﬁTBQ'_vi"EFTEPH

13. J4T GHITGT (TERMINATION)

1. Employee G{W Management ?WIW 1;Jra'ﬁl?I@[/Contract &I 2ral & e,
forfad Notice C'xdp{ 9T YA B gbdl %I Notice Period ﬁg@fqﬁ/mntract |
Feffa grml

2. THR Misconduct, GEQ'IW?@:HT, Performance Issues, Contract Conditions &
TG T 3 JY HRON & AT H AL BT Ud Sferd UiohaT o SR Ial
TG &1 ol Febell 5 |

3. HHIRI ST A Resignation Wm%?ﬁ@ﬁ@ﬁ/wntract T Fuifa
Notice Period & G@Wmﬁ Resignation WW@WI

4. Resignation WHR B & dIg ATE MARIDAT AR HHART B Notice
Period TXT %=1 T AT AT} & SAR 3= ST F3- o [0 HE Il g |

14. RrpTad wd fFarur ufskar

(GRIEVANCE PROCEDURE)

gfe HIs HUART 3T AR I Faerd fomet samayqul, srferd a1 Tad eRars 4
W‘f‘aﬁGrlevanceWﬁﬁwm% ?ﬁa_s'

1. ﬁq—sﬁ 30 Immediate Supervisor/Reporting Authority ﬁﬁ@]ﬂﬁﬁﬁ
I

2. EI'%B@G’%HWWT@W%, a‘ra% 3T Grievance fIRAT =0 & Next
Higher Authority 1 TRdd ®R Tl g |

3. tr%gﬂ%ara lﬂ@ﬁﬂﬁﬂ@gq—ﬁ% a‘ragrrm@rﬁ Director/Authorized
Management%ﬂﬂ&fﬂﬁﬂwwal

4. Sexual Harassment, Child Protection, Safeguarding, TR Financial Misconduct
gl Whistleblowing @TW@HW%WW@WW Policies qa

Reporting Mechanisms ¢I[{] Eﬁﬁl

Frar (W191.) 303303

10



15. BT JHY, IUFRIFA Ud SrqepT
(WORK TIMING, ATTENDANCE AND LEAVE)
15.1 B4 fead vd 99y

JEad: 9T Office Staff I TS GRI fRuffa Working Days UX Faay |
JURRYT g1 81|

I Office Timing g 9:00 To1 | XITH 5:00 Fol dP &l Tobdl &, TG gluge
1:00 ¥ | 1:30 §%1 G Lunch Break ‘\TI'I'&IF‘[%I

Sunday YT T3 GRT WIHd Official Holidays &1 HTHTI: 3AehTI HHT SITET |

Support Staff, S Driver Td Office Attendant, P AT HAT B SR e Duty

Hours & faRRad 1t BRI =1 U WhdlT &, TR I8 Mgfad 1 Ad Ud AN B!
& ATEU R

15.2 Field Work

Field Staff & foTT IMHTIG: I H 6 BT faaw aum o1+ 8 Ue ufafes &1 ord
qHY fRuifya far o Hhdl %, S| Project Requirements Qa ﬁﬂlﬁﬂﬁf & SR
ufafdd gl edr gl

15.3 Attendance Td Late Coming

gt oAl @ gfafed s Arrival Ud Departure Time I Attendance
Register/Approved Attendance System A pTs WaAT 6-|‘|| |

Late Coming P! fRUFT & TT&1 &1 FUIRG Attendance Td Leave Rules ﬂ'ﬂlﬁﬁaﬂl

Field Staff 30 Field Movement g 1 BT MILgH faarur Daily Diary/Approved
Reporting System T gol HT |

16. fam1T Srgfa SrgufRufa Td Leave & aTq SrgufRufa

(LOSS OF LEAVE / UNAUTHORIZED ABSENCE)

g PIs HHAR! TS Leave T Permission & AR 10 f&=il | 3ifre GE[Q'@H
Jedl %, N T1e Ifra ufeean W%ﬁ Unauthorized Absence II'F[WT%I

HHAR! ! STd HRUT UG TBIHRUT Y DR T AR a1 Sie|

g DIs HHARI WIPHd Leave B AT THIE B o a1+ S TR TG 161 M1l
%, a3 gUTRAY qu%fSupervisor/Managementaﬁﬁﬁlﬁmml

3
ST
ot
-03
45/ 32 §
D) S

@

& fyan afeR w9l
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@ ATHA! § Leave Without Pay, Disciplinary Action dl AH<J WW@ Policy,
Appointment Terms Td ﬂ'ﬂlﬁ:lfﬁ & \’dﬂﬂ'ﬂﬁ ST g

17. MU= fyaa

(CONFIDENTIAL RECORDS)

WWWW HTdRYDH Confidential Personnel Record EFITQQ@TITI
Ygdl 4T
STH HHAR! & Employment T T TTHD TR TMHA 81 bl g, S

fgfad faaur;

aﬂ_-fltl'ﬂé'q;

Increment;

Leave Records;

Disciplinary Actions;
Performance Records;

3 3{[dRY D Service Records |

GIRT HIT

sﬂ'ﬁf HHART P Performance Td ST A & Confidential Evaluation/Assessment
Records TMHd Eﬁﬂﬁ%l

g Employee Records 1 3fId Data Protection Td Confidentiality Measures & 1Y
EQI&‘I?TW SITET |

18. AT Ud HHAR oTH
(HONORARIUM AND BENEFITS)

18.1 Ad-I/HTSY (Pay Scale)

FHARY BT aT‘Ff/IIT:@T[ T4 3T Allowances 3D Appointment Letter/Contract H
fAufRa fpu SR 8fR M6 &1 Maxgdhdish, IUAS Budget 9 A gl &
TR JHI-THY TR TN fpy o 9hd & |

18.2 Probation Period H YId

Probation Period & QR HHAR &I Appointment Letter/Contract & SR

fRuiRa ada/mmea fear s

Frr (.) 303303



3T Benefits HHAR] DI Appointment Terms T TG bt oIl Policies & SR
Bl

19. STAYUITE

(MODE OF FUNCTIONING)

éa:{, Security/Deposit, Provident/Statutory Benefits 3{Yd][ fdt o= Employee
Contribution ¥ TfAd ®is t coaRT FHad @] &I, Fgfad &t 2l 9uT Wred
D! Widhd Ulehdl o 3T g1 AR b1 ST |

aﬁw%ﬁrﬁ%%ﬁﬁé Savings, Welfare Fund 9T 3= Employee Benefit
Scheme TATICId HRl 8, A1 SUD! X HHATNI! DI f[AIRId U T TF BT ST |

Applicability:

T ORIy e had 34 HHATRA! UR AR 811 fordb forg e+ gRT forfad = u
T U Wiepd far gl

20. 'FI'FI%CT Td Fringe Benefits

(HONORARIUM AND FRINGE BENEFITS)

o Tt wmHwINTl 1 éa?/trﬂ%{q Td  Allowances R Appointment
Letter/Contracta7 &Waﬁl

® Project Budget T fordll M HT Ie0i@ B AF ¥ HHART Bl I AR R
feaiTd SHfYPR YT el I |

o aﬁﬁamﬁwaaqmm%qﬁ%ﬁﬁﬁ Payment Cycle & \’dﬂﬂﬂmml

® Payment %ﬁ“l'q H[IRYD Attendance, Timesheet, Work Report, Voucher 9l 3]
Records T OTT &A1 GHTT |

21. BT AIfd
(LEAVE POLICY)
21.1 HTHTY Leave Policy

1. Leave TH 9 tl??f Director/Authorized Supervisor PI Prior Approval/Permission
PISEINIRIEIEY

2. Emergency 3 Ryfa ff, Gl_E!\'f Prior Approval NEIRRICE] EP[, HHIRY BT TUTRAY
3T Supervisor/Office ﬁﬁﬁlﬂmm%ql

3. e fordl HHaRt A fodt ORIV TSR & IUAR Leave HT IUINT HR form §
AR I wrf I HECI'@H gl AHdYDH %, ar Management 4| Approval 3|
Leave Without Pay Eﬂ\_rﬂm%l

#q fen wfew aff
e (j791.) 303303
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22.

Leave TR ST ¥ UGQ HHAR! B! SARIDH T SR 30T Address Td Contact
Number HR/Administration ﬁwmaﬂ%m

HR Manager/Authorized Authority IRT Electronically dl Manually Approved
Leave B Official Leave HTFT SITEIT |

Leave Year U6+ gRT FufRa foram STEmm| AmHT=Id: Leave Year 1 310 ¥ 31
AT d% gl AT 5|

AEayUl N8R T4 STTIBTRS a1

(IMPORTANT FESTIVALS AND OFFICIAL HOLIDAYS)

1. Ud% ay Public/Official Holidays 4| ﬁ?ﬁ Governing Body/Authorized
Managementmﬁﬂﬁﬁ SITa |

2. WHR gRI et faw ufufa, S wiefde Smuer, €, curfew a1 3
aadia fRufd & Srfed § &1 Bt 9Ivo S ot §, df Sed
R & SFUR IUHT UIaH o Ihdl g |

3. gfg foodt &Nﬁ%ﬁqﬁ'@lﬁ, o Strike/Bandh, Curfew Il 3 YR Sgay= &
HRU HEAT &G HIAT AP g, d T3 MAAHdT AR B Pi
TS & foTE ddfcs S foaw FAuia & T&ar ¢, 9=I1d 98 AN &7 ud
a1 Al & =Y g

23. Leave Without Pay @1 UTIdT

(ELIGIBILITY)

Leave Without Pay IT6 &1 STTRIH T Td HHAR! BT TR & YR TR &I

ST 9 g

® |eave Without Pay HHAR] BT Wd:HABPR qﬁfﬁ"ﬁl

® |eave ﬁApproval Director/Assistant Director/Authorized Authority %W@
IS DI SARIDdl &b TR BRI |

® leave Without Pay P 3Ely HHIR B HARYDdl, Organizational
Requirements@?‘lﬁlﬁ'ﬂﬁ%x’r@ﬁﬁﬂmﬁ ST |

24. Anti-Harassment Policy

DVMS Td IaphT TR 3YH UIT S qIdaRul YeH &+ & fou ufdss & of

Professional, Respectful 3R Intimidation, Hostility dT 3= YhR & a1:1,i?4<1 JdgR
RS

fodt W R @1 Verbal, Physical, Visual YT 3= Harassment WHR :|—Eﬂ foean
OITET |
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Harassment ® SITfd, 3T, &, ffT, smg, 4 Sffa=m, T@Q?ﬂ, fereriTa, W
R a1 oy TR SMuRT & Wt srgfud agR M 81 Ibdl &, STl AR],
BT & SfaTfa WRFE 8

<Y Policy WB%’QT{:

1. Harassmentﬁwmﬁqﬁwwm;

2. Hﬂ-ﬁmﬁ'@fﬁ Harassment W@ Report Wﬁﬁﬂﬂaﬁ’rwm,

3. GHTAd Harassment Incidents ﬁﬁﬁ@ﬁﬁ@ﬁmw,

%._j[exual Harassment @TW@HW&T&T@ Reporting Mechanism Pl THBRY
I

25. Harassment @1 GRYTYT

(DEFINITION)

Workplace Harassment Eh_‘.’gc Q‘\l-l\l'ﬁépf Hohdl %, aﬁ:

ST g1 YA e

Offensive Jokes;

Signs I Gestures;

&fﬁﬁlﬂ Cartoons, Pictures Ul Posters;

Glﬁﬁl?f Email/Messages;

gEﬁEHT Computer System UX ﬁﬁlﬁwmmﬂm@

Pranks;
Intimidation;

Glﬁﬁl?f Physical Contact;

Physical Assault;
Violence;

STHTSTS T I dTeT TTER;
30 U1 agR SO ot safad ot AT a1 o1 aTdTaRu uHIad 81|

Pz Y IER FHad U WEYU &F HRUI Wd: Harassment Tal HFT ST
giRfRufa, wuTa, 35=d, gRIgiRT Ud Yefdd safad o sragafaysmaiy afga It
Ui ql 1 1= § 3T ST |

Harassment Eﬁ'Q'IT Sexual Nature DT 7'|€T G\Idl | $<—I4:I' 3 YHR Bl Verbal, Physical,
Psychological gl Discriminatory Conduct i =nfara Eﬁﬂﬁﬂ%l

WWW Harassment Complaint mﬁ F[E'IUEITW_;THT Complaint Process |
YT T & HRUT 3D [d%G Retaliation HT FHfSg 1T

g
%
= N

03 Jew
&

A S

<

g R afex wRf
Jrar (¥.) 303303
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26. FHAIRA! B oA

(STAFF RESPONSIBILITY)

Tt mﬁ'@f, ﬁ"\ﬁ'ﬁﬂgq q Programme Coordinators qa Supervisors P W%
% 9 DVMs Td TEHT TR ATHH & ST Ud BRI DI Harassment I ad
TG H HgaI B |

T QﬂT Open Td Supportive Environment famd B3 &1 T ST foraH
HHAR] Tt 1} FUTFAT Harassment Incident ﬁﬂ?f\&‘fa??q@ Report B o |

afe DI HHAR:

(a)WIncidentaﬁa@?ﬂ%;
(b) fEl BT Incident P TR & TSR UTd BT 5; AT
(c) T ot ST TER BT T Bl &;

a9 Ifd Reporting Mechanism & HEd 9 Director, Assistant Director,
Governing Body Member Yl Designated Complaints/ICC Representative ﬁﬁﬂ:ﬂﬁ

& foTg ieTfed febar wiTer &1

T Field-level Coordinators Q_d Supervisors Gl gg ﬁﬁf@ﬁ DAl EﬂTIT fo 396
LRG| H 3 ara THR Harassment/Safeguarding A o1 {91 3FEaRg® ¢ &

IfeId Authority T JgardT ST

foddt Complaint Cal BIECEER %UT:H, QdTHTl T Complainant & fI5g Retaliation
BT TS B Policies DT IeU AT S JbaT g |

27. Sexual Harassment I TafYd fa=IY yraym=

DVMS Td Iddh] UR 3{TYH Sexual Harassment & Ufd zero Tolerance &1 %’@W
S{UATE |

Sexual Harassment I TafYd fRIGTIA &1 WIS Bt Sexual Harassment Prevention
Policy AT TN YR BT & STHR FHT SITET, forad STgT arL at:

Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal)
Act, 2013

& UGy A S 1

II'%FIT@-ﬁ%ﬁ‘I'QmInternal Committee/Complaints Mechanism ﬁWW%
3R 1 el |

16




28. Child Protection Qa Vulnerable Persons

gfe fedt Harassment, Abuse Il Misconduct &I Rrieprad fed! Child, Person with
Disability, Elderly Person, Woman YT 3= Vulnerable Person Y afdd %, GIEGE]
1 child Protection and Safeguarding Policy d¥l 3= T&Yd Policies cll] él.‘ il

epe| IITJ:fEﬁ H 16 Tefd Safdd P safety, Dignity Td Protection &1 WUl I
3R ST 3Maq® B, AN B! & SHTIR Reporting BT

29, NR-ufa=ne (Non-Retaliation)
fooat ﬁﬂ%%ﬁw Retaliation q%“r%mﬁrr@ﬂtr%as

Good Faith i Complaint hXdl %’;

g Misconduct AT Harassment arﬁ\—:rmm%m%
Investigation ﬁwm%,
Evidence/Information Ul hdl %;
WComplainantaﬁWW?{;

fodt Complaint Committee aﬁmm%l

Retaliation 'EfThreats, Intimidation, Discrimination, Harassment, HﬂﬁlﬁTermination,
Adverse Employment Action Tl 3 Punitive Treatment DI Eﬁ?ﬁlﬁ%l

30, Hifer SrguTa Td e

gt HHERT Ud T&fd fdd 39 HR Policy, Code of Conduct TUT TG &1 31T
AR Policies BT UTer T |

HR Policy 1 THI-GHT TR GHI&T b1 ST difcs:

AN B H aRkad;
Organizational Structure ﬁw;
Donor/CSR Requirements;
Employee Welfare Requirements;
Safeguarding Requirements;
Operational Needs

D! & T TG U SMaRT D =N fbT o1 b |
Policy II_EIE'CLUT =M Governing Body/Executive Committee §RI Glﬂtnﬁ_cf fu
ST

JHr (W.) 303303
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31. G'Iﬂ'l:nﬁ (Approval)

g o G?Cﬂ?FI 31 ApU i (Sexual Harassment Prevention Policy) DVMS Td
BT U STHH & I Ao (Governing Body) / PrdPTvUl Afffa (Executive
Committee) GRT THIE UG SFIHIGH o UHT W16 & AN &1 15 ¢ |

\’rlﬂ'lﬁﬁ'd &IRT (Approved By): Director with the concurrence of all Board
Members.

Uq (Designation):

Director

BHI&R (Signature):
i
Ay frer #fr Wil

FraT (71.) 303303

m (Date):

01.12.2016
LUCRE! HeY (Organization Seal):
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