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(General Information) 

 Title ) 

Purpose of this policy) 

 (Vision) 

Mission) 

Legal Status) 

S-11188

 Definition)
 

 
 

 

 
 
 
 
 
 
  িবভাগীয় ϕধান বলেত έϕাςােমর ϕধানেক   

έবাঝােনা হেব।
 
 

    ϕকџ কমλ বলেত ϕকেџ িনেয়াΝজত সকল কমλেক বুঝােব
 
 
 

 
 
 
 

 



 

Application of this Policy

 

 
 

 
 
 

 

 

 

 

 

Organogram

 
(Process for updating this policy) 



 

 

 

 

 



 

Category of Staff)

 
 Regular Staff)

 Project Staff)

 Contructual Staff)

 Part-time Staff)

 Consultant): 

 Volunteer):  



 

Recruitment) 

 General Condition of Recruitment):
 
 

 

 Recruitment Procedures):
Approval to fill up vacant position and 

Internal recruitment) 

 

 

 

 Recruitment procedures of contractual staff)

Approval to fill up vacant position and External 
recruitment)

Circular and Job application)

Short list preparation)

Recruitment Committee and Interview process)



 

Place of Interview)

Process of Interview)

Recruitment Finalization) মেহাদেয়র

 : (Reference check)

Safeguarding/PSEA 

: (Offer of Employment) 

Appointment letter) 
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 Staff joining)  

 

Probationary period)

Completion of probationay period)

 

Benefits during probation period)

 

 Change of Designation)

Re-employment)

Employment of Relatives)



 

Job Description)
 

 
 
 
 
 

Personal Confidential Files (PCF) and Records)
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(shadow file)
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 Ex-employees’ Personal file) 



 

(Pre Service Orientation)

 

 
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 
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(Post Service Orientation)
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Fiscal Year and Office Timetable)

(Fiscal Year) 

Working day and Hours) 

(LP)

Staff attendance) 

Leaving office during working hours)

 

 



 

(Specification of Salary Structure)
 

  (Specification of Salary Stracture policy) 
 

 
 

 
 

 (Staff Grade)
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Fringed

 



 

 Salary specification process)

 
New staff)

Present staff)

General Increment)

Salary Review Committee)



 

Benefit Package of Job) 
 

Salary)

Deduction of salary)
-: 

 
 
 
 

 
 

(Festival Allowance) 

x

 (Gratuity) 



 

(Uttaran Education fund): 

Uttaran Reserve Fund): 

 

(Provident fund

Income tax)

Tax Consultant

Accidental Benefits): 

Performance Incentive):



 

Additinal services of Drivers/ 
Services Staff): 



 

Travel and Perdiem Policy)

Traveling):

Tour approval & advance):

Mode of Transport & Allowance):



 

Food allowance): 

 

(High cost area)

লϤীপুর, έফনী, কুয়াকাটা

(Low cost area)

 

 

 

Local Traveling)



 

Daily Subsistence Allowance (DSA) for Forign 
Travel}

 

(Accounts of travel expenduture)



 

Leave and Yearly holiday)

(Introduction): 

Leave): 
LAF) ( ) 

(Casual Leave): 

 (Sick Leave): 

 

(Maternity Leave): 

(Paternity Leave):



 

Weekend):

 Leave without pay):

 

 

Government Holidays):

Earned Leave

 
Absent):

 
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(Rules of Leave): 
 

Leave Register): 



 



 

(Mobile/Telephone use)

 

 

 

 

 

 

 

 

 



 

Desktop Computer, 
Laptop, Email Service, Internet and SIM) 

(Desktop Computer and Laptop use)

 

 

 

 

 

 

 

Email Service, Internet and SIM use)

 

 

 

 

 



 

 

 

 
uttaran.dhaka@gmail.com) 

 

 

 

 



 

Vehicle Management)

(Clasification of vehicle)
 
 
 

 Vehicle Management):
 Vehicle user)

 Vehicle Requisition): 

 
 

 

 Logbook):

 

 

 
 
 
 
 
 

 

Registration):



 

Rent-A-car):

 

Motorcycle):

 

 

 

 

 
 

 
 

 

 

 

 
Monthly Bill

 

 
 
 

 



 

 

 
 
 
 

 

 
 

 

 
 
 
 
 

 

 

 
 
 

 
 
 

 

 



 

 Bi-cycle):

 
 

 
 
 

 



 

Performance Appraisal)
Performance Appraisal):

 

 
 
 

 
 
 
 

Performance Appraisal Committee)

Performance Evaluation System) 

 
 
 
 
 
 
 
 
 
 

 

Materials of Evaluation Method)



 

APA (Annual 
Performance Apprisal) 
APA

APA 

 

 Directives for Line Manager/Supervisor) 



 

 
 
 

 

 

 

 

 

Performance Appraisal Format) 

PAF
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(Promotion):

(Demotion):

(Change of Designation):



 

(Staff Transfer) 
 

 

Need of Transfer)
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Procedures of Transfer) 

Interim Positions/Assignment)



 

Grievances Resolution) 

Grievances) 

Grievances Procedures) 

Discrimination and Harassment)

 

 

 



 

(Code of Conduct)

Personal File)

 

 

 

 

 

 

 

 

 Zero tolerance

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 



 

(Punishment Procedures) 

Disciplinary Action) 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

Punishment)  

 
 



 

 
 
 
 
 
 
 
 
 

 

 

 

 
 
 
 
 

 

 

 
 

Procedures of Punishment) 
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 Action)
 

 

 



 

(Maintaining Confidentiality) 

 
 
 
 
 
 
 
 
 
 



 

Resignation, Termination, Dissmisal, 
Withdraw & Retirement) 

Statement of Policy) 

 Resignation)
 

 

 
 

(Termination) 

 
 
 

 

 

 

 



 

(Dismiss): 

Withdraw

(Retirement): 

 
 

 
 
 

 
 (Release Order): 

(Release Order) 

Farewell)

 



 

(Staffs Payment, Settlement and Others) 
 

Staff Payment for Resignation)

 
 

(Staff Payment Against Termination) 

 
 

Staff Payment Against Dismiss

 
 

Staff Payment Against Withdraw)

 
 

Staff Payment for Retirement) 

 
 

Death

Benefits) 
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Final Payment)

 : (Clearance Certificate and Final Settlement)
 

 

 

 

: (Clearence/Experience Certificate)

 

Declaration

 

 

 

 

 

 



 

Health, Safety and Security) 
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Supervisors and Managers
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 (PPE)
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Health and Safety Committee
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Office Safety
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Accident & Incident Reporting
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 Investigation
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(Administrative Directions) 

Smoking and Drug free Workplace) 

Visitors) 

Articles) 

Human Resource Information Centre) 

Office Notice

 
 
 


