HUMAN RESQURCE
MANAGEMENT (HRM)
POLICY -

o »
GIVIG

FOUNDATION

Antarango, House No.:111, Road No.:01
East Shalban, Rangpur 5400
Website: civic.org.bd



http://www.civicfoundationbd.org/

Table of Contents

1. RECRUITMENT, SELECTION & RETENTION ......ccoiiiiiiiniieceecenteseseeeeeee e 3
2. ORIENTATION & INDUCTION ..ottt sttt sttt s s e r e s eeesne e 5
3. TERMS & CONDITIONS ...ttt st sbe b b e r e sae e e sneeanes 7
4. JOB CATEGORIES, GRADES & SALARY SCALES.......ccooccs 8
5. PERFORMANCE-BASED INCENTIVES ...t 12
6. ANNUAL INFLATION-RELATED INCREASES ........coooottetceteteeseseeeee e 13
7. MARKET RELATED ADJUSTMENTS ..ottt 13
8. CONFIDENTIALITY OF SALARY INFORMATION ....occtiiiiiiiieeieeeese et 14
9. PERFORMANCE MANAGEMENT ..ottt sttt sttt s neesneen 14
10. PAYMENT OF SALARIES ...ttt ettt st sttt st bbb e e b sae s 14
11. DEDUCTIONS ...ttt st s e r st sr e n e s r e e b b sre e 15
L2, LEAVE ..ottt e r e e 15
L3 LOANS .t e s r e e r e e e r e r e r e sre e 17
14, NOTICE PERIOD ..ottt ettt ettt st sb et b e st e b bt et esbeebeebesaeens 17
16. ARBITRATION AND MEDIATION ....ooitiiiiiiieeent ettt sttt s s ne s 18
17. DISCIPLINARY PROCEDURE........cccoiiiiiteet ettt s 19
18. SEXUAL HARASSMENT ..ottt s e s 20



