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Employee Manual

[bookmark: _Toc330295311]1.	Purpose
The purpose of this document is to provide guidelines for new employees at ___________________. The information pertained within this manual outlines the necessary requirements for all employees.   

___________________ reserves the right to vary these policies and procedures from time to time in accordance with ____________’s needs and strategies.


[bookmark: _Toc215477767][bookmark: _Toc330295312]2.	Company Structure
[Insert company structure here].


[bookmark: _Toc215477768][bookmark: _Toc330295313]3.	Skills
Prior to commencing with _____________, it is understood that you have the necessary skills to carry out the role for which you have been hired and that the details contained in your resume, plus all references provided and representations made to ____________by you are true and correct.


[bookmark: _Toc215477769][bookmark: _Toc330295314]4.	Contractual Agreement
Upon reading of this document, all employees must have signed and returned their employee contract. A copy of the signed agreement must be sent to the _____________________________________.


[bookmark: _Toc330295315][bookmark: _Toc215477770]5.	Confidentiality Agreement 
[Insert any confidentiality agreement clauses here]


[bookmark: _Toc215477771][bookmark: _Toc330295316]6.	Paid Outside Work Agreements


[bookmark: _Toc215477772][bookmark: _Toc330295317]7.	Qualifying Period
Unless otherwise indicated to the employee, the first __________ months of an employee’s period of employment constitutes a qualifying period during which time __________ will assess suitability and the employee will have the opportunity of confirming the appropriateness of the job being undertaken. This qualifying period may be extended for additional periods if deemed necessary by ______________. A qualifying period is not applicable to contract renewals except in special circumstances.



[bookmark: _Toc215477773][bookmark: _Toc330295318]8.	Termination of Employment or Contract Changes

	Cessation of Contract 
The contract of an employee can only be terminated during the period of the contract under the following circumstances:
-	Mutual Agreement
-	Resignation
-	The current position is redundant
-	Funding for the current position has ceased
-	Within the probationary period
-	Serious or willful misconduct
-	As a result of application of the disciplinary procedure (including counseling for poor performance).

· Resignation
An employee wishing to resign is required to give a minimum of __ weeks notice in writing to their manager.

	Dismissal
An employee may be dismissed either summarily (without notice) for serious and willful misconduct or with notice as a result of the complete and thorough application of the disciplinary procedure (full details of which are held with in the Disciplinary and Grievance Policy). Please contact Project Support Officer if you require additional information.

	Redeployment of Staff 
During any redeployment period, extensive consultation between Management and the employee will take place. At this time the displaced employee may be considered for suitable alternative positions within the organisation.

	Retirement
The employment of a fixed-term employee can continue as long as the employee performs work duties to a satisfactory level. No employee should be compelled to retire on the grounds of age.


[bookmark: _Toc215477774][bookmark: _Toc330295319]9.	Office Hours
The normal working week, for all except part-time employees, is ______ hours. Core hours of business are _______________________. Part-time employees will have agreed working hours prior to commencement.

Reasonable variations in these hours of work may be necessary in order to meet the operational requirements of _____________. No employee will be required to work unreasonable overtime or hours outside of the normal working week.



[bookmark: _Toc215477775][bookmark: _Toc330295320]10.	Timesheets and Remuneration

[bookmark: _Toc215477776]A.	Timesheets
Completion of monthly timesheets is compulsory for all employees. Timesheet reporting allows the manager to understand the amount of time spent on each project. The timesheet must capture all hours worked on the project.

The timesheet template is located in Appendix B. 

The timesheet must be sent to your manager on a weekly basis. 

B.	Expenses
All expenses must be approved by the Board before expenditure. All employees must provide documentation for the reimbursement of approved expenses: 

	Travel expenses, including transport and accommodation (lowest available fare for land and air transportation only).

	Any other project materials as specifically required by ___________.

A copy of the receipts must be submitted with the expense reimbursement claim form and originals are to be kept securely on file in the country office. The expense reimbursement claim form is located in Appendix C. 


[bookmark: _Toc215477778][bookmark: _Toc330295321]11.	Reviews and Performance
Upon the successful completion of the probationary period, your manager will work with you to set ongoing Key Performance Indicators (KPIs), work objectives and training plans for your position. Your manager will then conduct regular informal reviews with you regarding your work performance and a formal bi-annual performance review will take place during the months of May and October. 

Remuneration is a large part of motivation of staff. This should be discussed as part of the review process between the employee and their manager. 


[bookmark: _Toc215477779][bookmark: _Toc330295322]12.	Personal Employee Files
Employee file must be made up with the following information and kept in a secure place.

· Curriculum Vitae
· Certified copy of Identity Document
· Certified copies of highest standard passed and Tertiary qualification
· Copy of signed contract of employment


[bookmark: _Toc215477780][bookmark: _Toc330295323]13.	Leave
____________ recognise the entitlement of an employee to various types of leave, including sick, recreation (annual leave), parental (includes maternity, paternity and partner leave), family, bereavement, special leave, jury duty, study leave, long service leave and public holidays.  

Employees who are requesting a day of annual or long service leave, are expected to complete a leave form, at least __________ weeks before the first day of leave, where applicable. 

The leave form to be completed is attached in Appendix D. 

If an employee is absent from work for unexpected sickness, they are expected to complete a leave form on the day they return to work. It is the employee’s responsibility to complete, submit and get the appropriate authorisation from their manager before the first day of leave.

A form needs to be filled out for each occurrence of leave and both the employee and the manager need to ensure that this is done. 

If an employee is absent from work for a reason that is not covered by any one of the various types of leave, then that absence is considered to be unauthorised and the employee will not be paid for those days that he or she was absent and disciplinary action may be taken.

A.	Recreation Leave
A fixed-term full-time employee is entitled to ___________weeks or ________ days paid recreation leave each year. This is pro-rated for part-time staff. Accrual of recreation leave starts upon commencement of employment (if applicable). A casual employee is not entitled to recreation leave. 

	Applying for Recreation Leave
[Insert terms of rec leave here]

B.	Sick Leave
A permanent employee is eligible to be paid for sick leave. If an employee takes sick leave within their qualifying period, he or she will still be entitled to paid sick leave during that period, provided that the normal conditions for sick leave are met or a medical certificate is supplied if absent for more than ________ days.

An employee other than a casual employee is entitled to:

- 	____________weeks or ______ working days for each completed year of service, less any sick leave already taken. 
[Insert terms of sick leave here]

-	A casual employee is not entitled to sick leave. 

Notification of Absence due to Illness or Injury
When ANY employee is unable to attend work because of illness or injury to themselves or to an immediate family member, the procedure below should be followed:

[insert sick leave procedure here]

Notification of Illness or Injury while at Work
Where an employee becomes ill or sustains an injury while at work, the employee should immediately inform their manager. If the employee is required to leave the office due to illness or injury, the employee is required to inform the manager prior to leaving the premises. 

Prolonged Absence from Work
In the event of an employee having a prolonged absence from work due to illness, _________ reserves the right to terminate employment. A prolonged absence may be defined as 6 months or more. ____________recognises that each case differs and, therefore, will decide on a case by case basis. 

This may apply even where the absence has been covered by a doctor’s or medical certificate. In such circumstances, __________will determine whether there is any reasonable likelihood of the employee returning to work in the foreseeable future and will also consider possible alternative employment opportunities. To assist with this process, _________ reserves the right to request the employee to attend an independent medical examination with a GP chosen by _________. Each instance will be considered on the merits of the particular circumstances.


[bookmark: _Toc215477783][bookmark: _Toc330295324]14.	Public Holidays
_____________ closes on specified public holidays. The Vision Centre Manager must provide the ____________ with a list of all public holidays and each full-time country representative will be entitled to observe the days as holidays without the loss of pay.


[bookmark: _Toc215477784][bookmark: _Toc330295325]15.	Staff Grievances
____________ is committed to providing a fair, safe and productive work environment where problems are dealt with sensitively and expeditiously. An essential part of developing that environment is ensuring that employees are encouraged to come forward with their concerns / problems in the knowledge that the responsible managers will take appropriate action to address those concerns / problems. 


[bookmark: _Toc215477785][bookmark: _Toc330295326]16.	Emails
On occasions it is essential for senior management to access your email for the purpose of receiving project / departmental updates. Therefore, it is important not to encrypt work‑related emails. The purpose of viewing these emails is not to answer or comment on any email to a sender other than to the recipient-only. All project officers / managers are expected to copy the relevant executive administrator, manager on work-related email correspondence.


[bookmark: _Toc215477786][bookmark: _Toc330295327]17.	Occupational Health and Safety Local Guidelines
The local occupational health and safety regulations must be addressed and identified so that no employee or office set-up is breaching any of the obligatory regulations. A list of all local guidelines must be sent to the Project Support Officer for review and filing. 

Please refer to appendix F for the Fire Safety and Fire Prevention Checklist. 




[bookmark: _Toc215477788][bookmark: _Toc330295328]Appendix A – Timesheet Template
[image: ]

[bookmark: _Toc215477790]TIMESHEET
[bookmark: _Toc215477791][NAME]

For the Month:  [MONTH / YEAR]

	Date
	Description
	Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	


 

Submitted By: ___________________________________
[NAME}




[bookmark: _Toc215477792][bookmark: _Toc330295329]Appendix B – Expense Reimbursement Claim
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EMPLOYEE EXPENSE REIMBURSEMENT FORM

	

Date:
	
	
	 
	

	
	
	
	
	
	
	

	Name of the Employee:
	 
	
	
	

	
	
	
	
	
	
	

	Bank Account Details:
	Account Name:
	 
	
	

	
	
	
	Bank Name:
	 
	
	

	
	
	
	Bank Address:
	 
	
	

	
	
	
	BSB No:
	 
	
	

	
	
	
	Account No:
	 
	
	

	
	
	
	Swift Code:
	 
	
	

	
	
	
	
	
	
	

	Date
	Nature of Expense
	Project Code
	Amount 

	
	
	
	

	
	
	
	

	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	TOTAL
	 
	 
	 
	 

	
	
	
	
	
	
	

	Signature of Employee:
	 
	 
	
	
	

	
	
	
	
	
	
	

	Signature of Manager:
	 
	 
	
	
	





[bookmark: _Toc330295330][bookmark: _Toc215477793]Appendix C - Leave Form
[image: ]

	[bookmark: _Toc282075122]Leave Request Application

	
[bookmark: _Toc282075123]Send to Manager





	[bookmark: _Toc282075124]Personal Details
	

	
Family Name:

	
	Initials: 
 
	

	[bookmark: _Toc282075125]Period of Absence
	

	START DATE :    
	   
	RETURN TO WORK DATE:
	

	
WORKING DAYS ABSENT :
	
	OR NUMBER OF HRS: 
	
	MINUTES –   15      30     45

								   (For part-day absences)       (Circle the nearest quarter hour)

	

	Absence Type

	|_|   SICK LEAVE:         Nature of Illness: 
	Medical Certificate (See Note overleaf)
|_|  Attached        |_|  Not Attached

	 |_|   ANNUAL LEAVE

	 |_|   OTHER (please specify):

* For Special Leave, Bereavement Leave and Leave Without Pay please attach a statement specifying why the leave is requested.

	Signatures

	
Employee’s Signature:

	Date:            /               /

	
Manager Signature: 

	Date:            /               /

	
Print Managers Name:


	Sent to Project Support Officer for filing:
	Date:            /               /





Please send copy to HR:
	
Office Use Only 
	Entered By:
	
	Date:            /               /


[bookmark: _Toc215477794]


[bookmark: _Toc330295331]Appendix D - Fire Safety and Fire Prevention Checklist
As part of the office setup for In-country offices, each location and employee must understand the safety and fire evacuation procedures. Whilst each location may contain various rules, the following fire safety checklist must be addressed for all employees:

	
	YES
	NO
	N/A

	1.	Has a conducted tour of the building(s) been given?
	
	
	

	2.	Has the fire warning system been explained?
	
	
	

	3.	Has the means of escape been demonstrated from the areas in which the individual will work?
	
	
	

	4.	Have the assembly points been shown for each building in which the individual will work?
	
	
	

	5.	Has the action to be taken on discovery of a fire been made clear?
	
	
	

	6.	Has the location of the nearest fire fighting equipment been shown?
	
	
	

	7.	Has the fire drill been described?
	
	
	

	8. 	Has training in the use of fire fighting and alarm equipment been given?
	
	
	

	9.	Have the no smoking rules been made clear?
	
	
	

	10.	Have the areas, which are out of bounds and the meaning of warning signs on doors been explained?
	
	
	

	11.	Has it been made clear that gangways, exits, etc. must be kept clear of obstructions?
	
	
	

	12.	Has the necessity for keeping fire escape doors unobstructed been stressed?
	
	
	

	13.	Have the procedures for fire reporting been described?
	
	
	

	14.	Have any health hazard precautions been pointed out?
	
	
	

	15.	Has the Guideline on Fire and Emergency Evacuation been made available?
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