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I.

OVERVIEW

The Human Resource Policy Manual has been developed to provide general guidelines
about policies and procedures of Charkha – The Development Communication Network for
employees. It is a guide to assist the employees in becoming familiar with some of the
privileges and obligations of their employment. None of the policies or guidelines in the
Manual is intended to give rise to contractual rights or obligations, or to be construed as a
guarantee of employment for any specific period of time, or any specific type of work.
Additionally, these guidelines are subject to modification, amendment or revocation by
Charkha at any time, without advance notice.
The HR Policy of Charkha is established by the Governing Board, which has delegated
authority and responsibility for their administration to the Chief Executive Officer. The
Executive Director may, in turn, delegate authority for administering specific policies.
Employees are encouraged to consult the CEO for additional information regarding the
policies, procedures, and privileges described in this Manual.
Charkha will provide each individual a copy of this Manual upon employment. All
employees are expected to abide by it. The highest standards of personal and professional
ethics and behavior are expected of all Charkha employees.
Further, Charkha expects each employee to display good judgment, diplomacy and courtesy
in their professional relationships with members of Governing Board, Committees,
Members and staff of Charkha as well as the general public.

II.

BACKGROUND

Charkha – The Development Communication Network is an innovative non-profit
organization registered under the Societies Registration Act of 1860 that works towards the
social and economic inclusion of rural marginalized communities through the creative use of
media.
Rural marginalized communities often remain unheard and have little access to information
that they can use to overcome their social and economic disadvantages. Charkha is
committed to empower these communities by building their capacity to speak up at the
local, state and national levels and access available resources to obtain their rights and
entitlements.
Charkha is continuously contributing in the development of the country by working in
different states of India like:S.No

State:

1.

Jammu and
Kashmir

2.

Leh, Ladakh

Purpose
Improved communication skills to articulate social concerns of the
marginalized communities, particularly the women and children in
the Kashmir Valley.
Improved abilities of marginalized communities in remote villages
of Kupwara District and Poonch District to access development
programs and improve the quality of their lives.
Increased access to development information among the most
marginalized communities of Ladakh and greater integration with
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3.

4.

5.

III.

the rest of the state and country through writings reflecting their
development issues and their unique community strengths.
Improved social and economic inclusion of the flood-prone rural
Bihar
marginalized communities along the Indo-Nepal border using
communication and information mechanisms.
Highlighting the voices of the tribal communities affected by conflict
and violence and enabling improved development efforts in the
Chhattisgarh
region through their access to information on State and Civil Societyled development initiatives for the region.
Andaman & Increased information and communication among select schools and
Nicobar
with local adult groups, to initiate ecologically sound practices in
Islands
their home islands, through the creative use of appropriate media.

Vision

To contributes towards building a harmonious, inclusive society empowered by knowledge.

IV.

Mission and Goal

Improved social and economic inclusion of rural marginalized communities in development
processes.

V.

Applicability

The policies and rules covered in this manual supersede all earlier service conditions
contained in the Staff Service Rules and come into force with effect from 1st day of April,
2020 and will be applicable to all staffs of Charkha as defined in definitions below unless
specifically provided on case-to-case basis.

VI.

Definitions

“Charkha”

means “Charkha – The Development Communication Network”, an
innovative non-profit organization, duly registered in New Delhi under the Societies
Registration Act, 1860.
“General Body” means the composite body formed by all members of the Organization.

“Governing Body”

in short “the Board” means the governing board and administrative
body of Charkha, duly created under the Rules & Regulations of Charkha.

“Chief Executive Officer”

in short “CEO” means the highest-ranking executive in
the organization, whose primary responsibilities include making major organizational
decisions, managing the overall operations and resources of Charkha, acting as the main
point of communication between the board and donors.

“Competent Financial Authority”

in short “CFA” means an authority authorized
by the President, as empowered by the General Body to take final decisions on the specified
matters as per delegation of power/administrative orders.
Charka – The Development Communication Network HR Policy
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“Field Office”

with whatever nomenclature it is called means a temporary office, set up
outside Delhi for carrying out Charkha’s program activities.

“Employee” or “Staff” means a person who is, for the time being, wholly employed
either on regular, temporary or contract basis by Charkha for monetary consideration, for
and in connection with work undertaken by Charkha; and who is not in the employment of
any other employer either full-time or part-time, whether paid or unpaid, except with the
written permission of the competent authority; but does not include:
a) Any person who is engaged as a learner, or apprentice or trainee or an Intern, with or
without a stipend for the predominant purpose of learning or for being trained,
whether for employment or not, for a short specified period not exceeding two years.
b) Any person who is engaged on an ad-hoc basis on contract, short-term assignment,
project appointee to act as Consultant or Advisor to undertake specific
assignment(s), on an as-and-when or intermittent basis. But certain aspect of HR
policy will go in the contract which will be identified on case to case basis by the
competent authorities.
c) Any person who is employed on a day-to-day casual basis for work on an as-andwhen or intermittent basis and includes a person engaged as a volunteer to carry out
some specific work on an occasional basis.

d) Any employee of a contractor, even though s/he may be working within the
premises of any of the offices of Charkha.
e) Any person who is on deputation from another organization or holds lien therein
and is governed by the terms of such deputation or lien, or whose services are
otherwise loaned to Charkha on a temporary basis.
Note:
1. In this manual use of “singular” shall include “plural” wherever relevant
to the context, and vice versa.
2. In this manual use of “he” shall include “she” wherever relevant to the
context, and vice versa.

VII.

Revision of the Policies

The policies, practices and guidelines contained in this manual will remain in effect
except to the extent any changes/revisions/modifications as considered necessary, are
notified.
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VIII.

ORGANISATIONAL STRUCTURE OF CHARKHA
Chief Executive Officer

Project Leader

Project Leader / Manager

English Editor

Documentation and Media
Mobilization Specialist
(Delhi)

Hindi Editor

Admin/Finance
Manager

Project Associate

Associate Urdu Editor

Associate Hindi Editor

Office Assistant

Volunteers, Trainers / Resource
Persons, Outsourced Editors /
Writers

Documentation and
Media Mobilization
Specialist (Mumbai)

Media Mobilization
Specialist
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IX.

EQUAL EMPLOYMENT OPPORTUNITY

Charkha shall follow the spirit and intent of all federal, state and local employment law
and is committed to equal employment opportunity. To that end, the Members of the
Governing Board and CEO of Charkha will not discriminate against any employee or
applicant in a manner that violates the law.
Charkha is committed to providing equal opportunity for all employees and applicants
without regard to race, color, religion, national origin, sex, age, marital status, sexual
orientation, disability, political affiliation, personal appearance, family responsibilities,
matriculation or any other characteristic protected under central, state or local law.
Each person is evaluated on the basis of personal skill and merit. Charkha’s policy
regarding equal employment opportunity applies to all aspects of employment,
including recruitment, hiring, job assignments, promotions, working conditions,
scheduling, benefits, wage and salary administration, disciplinary action, termination,
and social, educational and recreational programs. The CEO shall act as the responsible
agent in the full implementation of the Equal Employment Opportunity policy.
Charkha will not tolerate any form of unlawful discrimination. All employees are
expected to cooperate fully in implementing this policy. In particular, any employee
who believes that any other employee of Charkha may have violated the Equal
Employment Opportunity Policy should report the possible violation to the CEO.
If Charkha determines that a violation of this policy has occurred, it will take
appropriate disciplinary action against the offending party, which can include
counseling, warnings, suspensions, and termination. Employees who report, in good
faith, violations of this policy and employees who cooperate with investigations into
alleged violations of this policy will not be subject to retaliation. Upon completion of
the investigation, Charkha will inform the employee who made the complaint of the
results of the investigation.

X.

HR POLICY & APPROACH

1.

Objectives
a) To acquire or sharpen capabilities required to perform various functions associated
with present and future roles.
b) To develop the capabilities as an individual and to discover the inner potential for
organizational purposes.
c) To develop an organizational culture in which teamwork contributes to professional
and effective performance.
d) To deploy human resources effectively as per changing requirements and
competencies.
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2.

Philosophy & Approach
a) Culture of Excellence:
Charkha reposes full trust, faith and confidence in its people. We aim at creating a
culture of excellence where people work with a positive attitude and look upon
problems and obstacles as learning opportunities and challenges.

b) Employment:
Our policy is to employ committed and competent people with the objective of
meeting the organizational goals. Selection is based purely on merit. We encourage
women candidates to apply.

c) Effective Interpersonal and Team Relations:
One of our major responsibilities is to build cohesive and effective teams both within
the units in Head Office as well as at field locations. We value effective interpersonal relationships, teamwork and supportive leadership as much as individual
skills and competence. Group leadership facilitates rather than controls.

d) Information Sharing:
Sharing and free flow of opinion at all levels not only brings new ideas but also helps
in creating a sense of participation and belongingness among the individuals and
helps in growth of the team. It establishes a culture of participation.

e) Empowerment:
We believe in empowerment of people at different levels to enable them to take
decision. Our belief is to shift from control to support as a basic paradigm of
managing.

f) Conducive Working Environment:
Charkha promises an atmosphere of professionalism as well as warm and cordial
relations among the employees. The organization ensures an open atmosphere, free
of discrimination based on gender. The organization plays a proactive role in creating
fora where an atmosphere of mutual trust, respect and sharing is developed.

g) Culture of honesty and integrity:
Charkha holds values of personal integrity and honesty in high esteem.
Accountability and transparency in all areas of one’s work and especially at the
community level is encouraged and lauded.

h) Self-Discipline:
Charkha trusts that each individual is governed by self-discipline rather than through
constant monitoring. What is right is more important than who is right. Value
additions are always welcomed and are appreciated.

Charka – The Development Communication Network HR Policy
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XI.

ECONOMY IN EXPENDITURE (VALUE FOR MONEY)

Charkha is a charitable organization working for a cause and so it is the bounden duty of
every Charkha staff member to ensure that the money is used economically and effectively.
Every staff member must be cost conscious. The real motivation is the opportunity to work
for a great cause. Most of the official communication should be done through e-mail.
Courier/ speed post service should be used as appropriate. Economy is expected in
purchases, use of electricity, stationery items, etc. Recycling of usage of resources has to be
done as much as possible and it will be promoted within the organization. Intermediate
authorities must ensure correctness of claims before recommending it for approval.

XII.

PURPOSE OF HR POLICY

The purpose of this HR Policy is to enable the employees to know regarding various policies
and procedures of Charkha and also to set the guidelines and standards on how the new
employees will join the team of Charkha.
This policy will broadly cover the following aspects:
A.
B.
C.
D.

Code of conduct of Charkha
Policies and procedures of Charkha
Recruitment & Selection Procedure
Joining Process

A. Code of Conduct of Charkha
The code of conduct is a set of rules outlining the social norms, religious rules and
responsibilities of and or proper practice for an individual. Generally, the code of conduct is
written for employees of the organization, who protect its interest and informs the employee
of the organization’s expectations.
Code of conduct is important in order to make conducive culture in the
organization, however, code of conduct alone cannot help. It is also the management
responsibility to walk the talk. Senior leaders must manifest ethics in attitude and behavior.
The employees must be well trained in implementing the right conduct in their professional
work and behavior. It must also be continuously observed by senior management to check
whether the code of conduct policies needs any improvement or not.
It is committed to high standards in all aspects of its activities maintaining ethical values,
integrity and highest standard in all external and internal relationships. Every employee
should strictly adhere to the Code of Conduct of Charkha. Any violation of the same may
lead to disciplinary action to include termination and strictly dealt with the Rules and
Regulations of Charkha.

1. Professional Conduct:
a) All staffs are expected to maintain the highest standard of professional conduct,
maintaining cordial relations with colleagues, donors and partners.
b) All programs, activities must be prioritized, planned and finalized in consultation
with the President / CEO.
Charka – The Development Communication Network HR Policy
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c) The organization shall initiate appropriate action in the event of failure to comply
with its rules and regulations and for any act amounting to immorality for any act
prejudicial to, or in conflict with the interests of the organization.
d) All staff must comply with the statutory obligations governing their service
conditions.
e) Any gross negligence, willful subordination, fraud, misappropriation of funds or any
subversive act shall be strictly dealt with.
f) Notwithstanding anything stated above, the organization reserves the right to
terminate service of the defaulter employee as per the terms of the
employment/contract.

2. Ethics and Core Values:
The code of ethics is a guide of principles designed to help the employees to discharge their
duties honestly and with integrity. This code of ethics document shall outline the mission
and values of the organization, how its employees are supposed to approach problems, the
ethical principle based on organizational core values, and the standard to which the
employees are held. The code of ethics may encompass:a) Staffs of Charkha are expected to be honest, committed to their work, maintain
absolute integrity and loyal to Charkha and not do anything to bring Charkha to
disrepute. All staffs must work as a team inters and intra dependent. Staffs must
maintain cordial and dignified relations with colleagues, donors, supporters,
partners, stakeholders and members of Charkha.

b) Each staff member is entitled to a fair and even handed treatment based on his or her
merits irrespective of the caste, sex, religion, colour, financial standing, HIV status
etc.
c) As Charkha is a secular, apolitical, not-for-profit organization, working in the area of
rural development, any affiliation or holding any post in any political party will
result in termination from service.
d) It is expected of all staffs to work as a team and put interests of the organization over
personal interests and achievements.
e) All staffs should operate in an ethical manner by following all compliances, security
and confidentiality procedures.
f) It is expected of all staff to be honest, committed and loyal to the organization and
not do anything to bring Charkha into any dispute or disrepute.
g) All employees are expected to conduct themselves according to the code, policies
related to code of conduct and laws, etc.
h) In case an employee gets to see any breach of the code of conduct in any part of the
organization or come across any colleague not abiding by the policy such matters
should be bought into the notice of management and HR Head.
i) All employees are expected to read and understand the Charkha's code of conduct.
They are also required to certify that they have reviewed, understood and agrees to
follow it.
j) The employees are also expected to follow the code of conduct as one of the most
important parts of their job.
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Page 14

3. Confidentiality:
a) All information relating to a member of staffs is confidential, except where it is
included in Charkha publications. Confidential information, such as salary details,
job applications, performance management reports, sickness absence records,
correspondence on disciplinary and grievance matters, may only be shared with
others on a strict ‘need to know’ basis.
b) Personal matters discussed with line managers are also regarded as strictly
confidential. Disciplinary action may be taken against any manager or member of
staffs who breaches confidentiality.
c) Each staff member shall keep all information confidential unless authorized by the
head of the department to be released.
d) Any enquiry received from outside should be referred to the appropriate department
or person within the organization.
e) All staffs are expected at all times to maintain confidentiality with regard to the
donors and all aspects of their work. Any breach of confidentiality shall be treated,
as a serious offence and will lead to termination of service without any notice period.
f) Discussion of internal matters relating to Charkha’s business or operations with any
external agency or individual shall be treated as serious and can lead to the
termination of service without any notice period.

4. Use of Assets / Equipment
All assets and facilities including office stationary, telephone, Fax machine, Computer,
Laptop, Printer, Photocopier, Internet, communication systems etc. are not to be misused for
personal purposes. These are to be used with adequate professional care.

5. Conflict of Interest
Charkha staffs shall not act in a manner or participate in any transaction, relationship or
situation which conflicts with or may appear to conflict with the best interest of the
organization. Charkha staff shall not directly or indirectly be engaged or financially
involved in any enterprise or project to which Charkha is providing assistance.
Charkha staff shall declare if blood relation, close relatives and friends are applying for any
position as well as if they have relation with any vendors/partners of Charkha.
Charkha staff shall declare any affiliations they would have with any other organizations.

6. Security
Security is vital, particularly in the case of computer run operations. High levels of security
should be observed at all stages, from computer access, processing, to the final output.

7. Copyright
Anything one writes as an employee or representative of Charkha is considered the property
of Charkha.
All notes and memoranda of any confidential information concerning the business of
Charkha or any of its donors, partners acquired, received or made by the employee during
the course of their employment shall be the property of Charkha and shall be handed over
by the employee to Charkha on leaving or any time required by Charkha.
Charka – The Development Communication Network HR Policy
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8. Partner / Client Relations
Charkha staff shall not solicit or accept direct or indirect favours from clients. Gifts may be
accepted on festivals so long as they are not of a significantly high value. In no
circumstances a gift is to be accepted which has an element of reciprocity or “Pay Back”.
Similarly shall not enter into monetary dealings with her/his colleagues, subordinates or
clients, nor shall s/he accept any presents from them also.
Interaction with clients should be limited to the extent that it does not impair one’s
objectivity or independence in any matter.

9. Time Management:
Effective working in the organization depends upon punctuality, sincerity and regular
working of the employees and to a certain extent on employee attendance. Each employee
in the organization is valued and is unique members who are encouraged to give their best
productivity by being regular and punctual. So they are expected to follow employee
attendance policy and procedure regularly.
Absence of work for an employee can be authorized or unauthorized. Authorized absence is
an absence from organization for a genuine reason for e.g. illness, etc. Unauthorized
absence are non reasonable and non acceptable.
In order to ensure attendance is in line with the organization time and attendance policy
regular review and evaluation of data being done. The main aim of having work attendance
policy is to provide supportive and inclusive working environment which encourage all
employees to manage their health and well being. Work attendance policy gives a way to
have regular updating of time off and total number of hours worked. It must be known to
the manager that when employee is working, how much an employee is working.
Managing an attendance procedure is important not only from data collection point of view
but it helps an organization to know what trends to follow to give time off to employees,
what are the need of employees, etc.
Work attendance policy also points out on the productivity per employee. What is the time
in and time out from work for an employee and how does an employee work within those
hours which give clarity on per employee productivity and to know which employee is least
productive. This time and attendance policy is to ensure that:The employees are regular and punctual for work, appointments and meetings and achieved
desired targets within the stipulated time frame.
a) Skilled resources of employees are not less used due to their irregular attendance.
b) Increases employee reputation for dependability.
c) Identify major issues of absenteeism.

10. Safety at Work:
Employees have a legal right to be safe at work. Charkha must ensure that the workplace is
free from as many hazards as possible. Some hazards cannot be completely eliminated, in
which case every precaution should be taken to reduce the chances of injury.
Employee safety involves the following:a) Adequate and ongoing safety training
b) Machinery that is well maintained and has adequate protective guards
Charka – The Development Communication Network HR Policy
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c) Being provided with the required safety gear
d) Protection from toxic chemicals
e) The ability to report any injury
Accidents at work must be reported immediately to the management for taking timely
action.

11. Use of Asset / Equipment:
a) All assets and facilities including office stationary, telephone, Fax machine,
Computer, Laptop, Printer, Photocopier, Internet, communication systems, licensed
software, etc. of the organization are to be used with adequate professional care and
not to be misused for personal purposes.
b) Failure to comply with these guidelines will be viewed as serious misconduct and
hence a disciplinary matter.

12. Internet
a) Staffs are not permitted to access pornography or any illegal sties. Any staff found
accessing such sites or using Internet for personal purposes in office will be subjected
to disciplinary action.
b) Staffs are requested to make written applications to the Manager Administration for
acquiring new software.

13. Exclusive Service
Charkha staff shall not set up part time business or take up part time jobs or engage in any
other trade or business activity for financial consideration either during or after office hours.
However, Charkha staff can accept a position in an honorary capacity outside and/or take
up part time small assignments with prior permission of the Competent Authority, provided
there is no conflict of interest and it does not interfere with their work in Charkha and there
is no conflict of interest with Charkha’s programs and activities.

14. Policy against Work Place Harassment
Charkha is committed to providing a work environment for all employees that is free from
sexual harassment and other types of discriminatory harassment. Employees are expected
to conduct themselves in a professional manner and to show respect for their co‐workers.
Charkha’s commitment begins with the recognition and acknowledgment that sexual
harassment and other types of discriminatory harassment are, of course, unlawful. To
reinforce this commitment, Charkha has developed a policy against harassment and a
reporting procedure for employees who have been subjected to or witnessed harassment.
This policy applies to all work‐related settings and activities, whether inside or outside the
workplace, and includes project related trips and events. Charkha’s property (e.g.
telephones, photocopier, computers, and computer applications such as e‐mail and Internet
access) may not be used to engage in conduct that violates this policy. Charkha’s policy
against harassment covers employees and other individuals who have a relationship with
Charkha which enables Charkha to exercise some control over the individual’s conduct in
places and activities that relate to Charkha’s work (e.g. Board Members, officers, contractors,
vendors, volunteers, etc.).
Charka – The Development Communication Network HR Policy
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(a) Prohibition of Sexual Harassment:
Charkha’s policy against sexual harassment prohibits sexual advances or requests for sexual
favors or other physical or verbal conduct of a sexual nature, when:
1) submission to such conduct is made an express or implicit condition of employment;
2) submission to or rejection of such conduct is used as a basis for employment
decisions affecting the individual who submits to or rejects such conduct; or
3) such conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance or creating an intimidating, hostile, humiliating, or
offensive working environment.
While it is not possible to list all of the circumstances which would constitute sexual
harassment, the following are some examples:
1) unwelcome sexual advances, whether they involve physical touching or not;
2) requests for sexual favors in exchange for actual or promised job benefits such as
favorable reviews, salary increases, promotions, increased benefits, or continued
employment; or
3) coerced sexual acts.
Depending on the circumstances, the following conduct may also constitute sexual
harassment:
1) use of sexual epithets, jokes, written or oral references to sexual conduct, gossip
regarding one’s sexual life;
2) sexually oriented comment on an individual’s body, comment about an individual’s
sexual activity, deficiencies, or prowess;
3) displaying sexually suggestive objects, pictures, cartoons;
4) unwelcome leering, whistling, deliberate brushing against the body in a suggestive
manner; sexual gestures or sexually suggestive comments;
5) inquiries into one’s sexual experiences; or
6) discussion of one’s sexual activities.
While such behavior, depending on the circumstances, may not be severe or pervasive
enough to create a sexually hostile work environment, it can nonetheless make co‐workers
uncomfortable. Accordingly, such behavior is inappropriate and may result in disciplinary
action regardless of whether it is unlawful.
It is also unlawful and expressly against Charkha’s policy to retaliate against an employee
for filing a complaint of sexual harassment or for cooperating with an investigation of a
complaint of sexual harassment.
Following the enactment of the Sexual Harassment of Women at Workplace (Prevention,
Prohibition and Redressal) Act, 2013 (POSH) by the Government of India, Charkha
formulated a separate POSH policy incorporating the provisions of the said Act. All
concerned shall read and understand the same and adhered to the policy in letter and spirit.
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(b) Prohibition of Other Types of Discriminatory Harassment:
It is also against Charkha’s policy to engage in verbal or physical conduct that denigrates or
shows hostility or aversion towards an individual because of his or her race, color, gender,
religion, sexual orientation, age, national origin, disability, or other protected category (or
that of the individual’s relatives, friends, or associates) that:
1) has the purpose or effect of creating an intimidating, hostile, humiliating, or
offensive working environment;
2) has the purpose or effect of unreasonably interfering with an individual’s work
performance; or
3) otherwise adversely affects an individual’s employment opportunities.
Depending on the circumstances, the following conduct may constitute discriminatory
harassment:
1) epithets, slurs, negative stereotyping, jokes, or threatening, intimidating, or hostile
acts that relate to race, color, gender, religion, sexual orientation, age, national origin,
or disability; and
2) written or graphic material that denigrates or shows hostility toward an individual
or group because of race, color, gender, religion, sexual orientation, age, national
origin, or disability and that is circulated in the workplace, or placed anywhere in
Charkha’s premises such as on an employee’s desk or workspace or on Charkha’s
equipment or bulletin boards.
Other conduct may also constitute discriminatory harassment if it falls within the definition
of discriminatory harassment set forth above.
It is also against Charkha’s policy to retaliate against an employee for filing a complaint of
discriminatory harassment or for cooperating in an investigation of a complaint of
discriminatory harassment.
(c) Reporting of Harassment
If an employee believe that he/she have experienced or witnessed sexual harassment or
other discriminatory harassment by any other employee of Charkha, he/she should report
the incident immediately to their supervisor or to the CEO. Possible harassment by others
with whom Charkha has a business relationship, including customers and vendors, should
also be reported as soon as possible so that appropriate action can be taken.
Charkha will promptly and thoroughly investigate all reports of harassment as discreetly
and confidentially as practicable. The investigation would generally include a private
interview with the person making a report of harassment. It would also generally be
necessary to discuss allegations of harassment with the accused individual and others who
may have information relevant to the investigation. Charkha’s goal is to conduct a thorough
investigation, to determine whether harassment occurred or not, and to determine what
action to take if it is determined that improper behavior occurred.
If Charkha determines that a violation of this policy has occurred, it will take appropriate
disciplinary action against the offending party, which can include counseling, warnings,
suspensions, and termination. Employees who report violations of this policy and
employees who cooperate with investigations into alleged violations of this policy will not
be subject to retaliation. Upon completion of the investigation, Charkha will inform the
employee who made the complaint of the results of the investigation.
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Compliance with this policy is a condition of each employee’s employment. Employees are
encouraged to raise any questions or concerns about this policy or about possible
discriminatory harassment with the CEO. In the case where the allegation of harassment is
against the CEO, notify the staff member designated as grievance officer who in turn will
notify the President.

B. POLICIES AND PROCEDURES OF CHARKHA
This HR Policy Manual includes the following policies and procedures which are applicable
on all the employees of Charkha and they are bound with any change effective from time to
time:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Project Control procedure
Reporting procedure
Expense approval procedure
HR Policy
Reimbursement policy
Travel policy
Leave policy
Employee appraisal procedure
Exit policy
Prohibition of Sexual harassment policy

1. PROJECT CONTROL PROCEDURE
(a) Intent of Document:
The project control document is a guideline for managing any particular project initiated by
Charkha. The document will lay down the standard activities to be followed in case of each
project. It will also act as a guideline for segregating the roles and responsibilities of various
team members involved at various stages. Further, the adherence to this document will help
in timely completion and proper closure of any project as well as any project specific grant.

(b) Document Coverage:

Project Control

A.
List of Activities

Roles & Responsibilities

Documentation List
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(c) List of Activities ( 5 Steps process):
1. Feasibility
It will help in identifying the strengths, weaknesses, flaws, opportunities, threats and any
unforeseen circumstances. It will provide a basic vision of how the whole project shall be
carried out. Steps to be covered under feasibility study:
i.
ii.
iii.
iv.
v.

Project Study
Location study
Resource evaluation
Feasibility report
Project decision

2. Project Planning
Planning and then execution of a project will help in successful achievement of the desired
result in an efficient and timely manner.
i.
ii.
iii.

Detailed Timeline
Detailed fund requirement
Resource requirement

3. Funding
It will decide the quantum of funds arrangement like how much fund shall be available
from donors in the form of grants, how much shall be arranged from internal sources etc.
i.
ii.
iii.

Grant planning and Funding
Internal funding
Bridge Funding

4. Execution
It will ensure the usage of resources in the most effective and efficient manner. It will
provide the requirement to take corrective measures if any inefficiency is identified.
i.
ii.
iii.
iv.
v.

Resource Allocation
Documentation
Monitoring and Control
Progress review and corrective measures
Meetings and reporting’s

5. Completion
It will provide a complete record on completion of any project for future reference.
i.
ii.
iii.

Grant closure documentation
Project closure documentation
Project closure meeting
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(d). Roles & Responsibilities (5 Step Process Based)
1. Feasibility
i.
ii.

CEO – Initial project Approval, Expense and Time Approval, Resource allocation
and approval, Final decision
Operation Head – Project study (Including project cost), Field visit and study,
resource and time estimation, report submission.

2. Project Planning
i.
ii.

CEO – Review of timeline, funding and resource requirements as submitted by
the Operation Head and its approval.
Operation Head – Report on detailed Funds requirements as per timeline.
Similarly requirement of resources as per project timeline.

3. Funding
i.
ii.

CEO - Grant planning as per project timeline, usage of internal funds approval,
Operation Head – Proposed donors, Summary of Available Internal funds,
proposed financers at the time of bridge funding.

4. Execution
i.
ii.

CEO – Regular review for resource allocation, ensure proper documentation.
Operation Head - Effective and Efficient allocation of resources, monitoring the
progress of work, proposing corrective actions against any inefficient activities,
Current status report submission.

5. Completion
i.
ii.

CEO – Final project closure approval,
Operation Head - Project completion analysis, documentation of grant and
project closure, unutilized funds report (if any), final project closure report.

(e). Documentation List (Project, Grant and Accounts level)
1. Project level Documentation
i.
ii.
iii.
iv.

Feasibility summary and report
Project detailed execution plan and completion stages
Monthly project review reports
Project completion report along with review and summary

2. Grant Level Documentation
i.
ii.
iii.
iv.

Donor related documentation
Grant Summary report-frequency as per management
Utilization report-monthly
Grant closure report and documents

3. Account Level Documentation
i.
ii.
iii.

Grant approval documents and donor KYC documents
Separate grant expenses files
Copy of Grant closure report and documents
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(f) Check List (Sample formats annexed below)
I.
II.
III.

Project Execution Check List
Project Documentation Check List
Grant Check List

I. Project Check List
Timelines
S.No.

Particulars

1
2
3
4
5

Feasibility Study
Project Start date
Stage 1 start date
Stage 2 start date
Stage 3 start date

II.
S.No.
1
2
3
4

5

6

7
8
9
10
11
12
13
14
15

Event
Date

Start Date

Target
Date

Completion
Date

Remarks

Documentations(Documents Generated And Hard Copies Saved
In Project File)
Particulars

Selection
Yes No NA

Remarks

Feasibility Report
Project Approval letter
Project execution plan (Stage
wise along with time schedule)
Projected human resource
requirements (Stage wise along
with time schedule)
Actual resource deployment
report (Stage wise along with
time schedule)
Projected funds requirement
(Stage wise along with time
schedule)
Actual Funds inflow and
expense schedule/table
Grants Sanction letters (Copy)
Donor KYC documents
Donor reporting requirements
and schedule
Donor reports (copies
submitted)
Monthly Project reports
Monthly Grants utilization
summary/reports
Grant closure report and
summary
Project completion report and
summary
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(g) Grant Check List
Name of Donor
Contact details of donor

Timelines
S.No.

Particulars

Start Date

1

Grant Schedule

Original
End Date

Actual End
Date

Remarks

Documentations (Documents generated and hard copies saved in project file)
S.No.

Event
Date

1
2

Particulars

Selection
Yes No NA

Remarks

Grant requirement details
Proposal to donor (Final as
well as drafts submitted)
Grant approval letter
(Original)
Donor KYC documents
Donor reporting
requirements and schedule
Expenses documents (Copy)
Actual Funds inflow and
expense schedule/table
Donor reports (copies
submitted)
Monthly Grants utilization
summary/reports
Grant closure report and
summary

3
4
5
6
7
8
9
10

2. REPORTING PRECEDURE
(c) Intent of Document
This document shall provide various types of reports which shall be prepared to carry the
project in an efficient and effective manner. This document will also keep the management
updated regarding the current status of running projects.
(d) Document Coverage
Reports

Project Report

Grant Report

Individual Team Report
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Following reports shall be prepared:1. Project Report:To be prepared by Operation Head or team members engaged in the project under
guidance of Operation Head and shall be submitted with CEO.
i.
ii.
iii.
iv.

Initial project report – One time
Monthly project report
Documentation summary - Monthly
Project closure summary - One time

2. Grant Report:To be prepared by Operation head and shall be submitted with CEO.
i.
ii.
iii.
iv.
v.

Grants summary - Monthly
Grants funds utilization report - Monthly
Documentation summary - Monthly
Grant closure summary – One time
Any other document as required by the donor.

3. Individual Team Report:To be submitted by all the team members to their immediate reporting head.
i.

Monthly activities report

4. Finance Report
To be prepared by accounts team and shall be submitted to CEO and operation head.
i.
ii.
iii.

Monthly accounts report
Monthly projects and grants summary
Any other document as required by the donor.

3. EXPENSE APPROVAL PROCEDURE

(a) Intent of Document
This document shall provide a broad view of how the expenses shall be approved, to what
extent they will get approved, who will approve them and the time limit within which they
will be approved.

(b) Document Coverage
Expenses Approval

General Principles

Approving Authorities

Expense type & Approval Levels
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(c) General Principles to be followed
a. All project expenses must be submitted to the approving authority within one month
and non project expenses within one week of the expense date.
b. In case of delay in submission of expense claim form, additional approvals from
Treasurer / President will be required.
c. All Expenses must be claimed in expense claim form and be approved by the
approving authorities within the time limits.
d. All project related expenses must be approved by the CEO. In his/her absence, the
expense must be approved by the Treasurer /President.
e. Expenses above Rs. 200/- must be supported with bill/payment receipt unless
otherwise approved by Chief Executive Officer/Treasurer /President.
f. Any fixed monthly expense (Both project as well as non project related) will be
incurred only post approval of CEO/Treasurer /President.

(d)

Approving Authorities
a. Treasurer /President
b. Chief Executive Officer
c. Accounts Team

(e) Expense type and Approval Levels
a. Office Expenses

Approval shall be on the following basis:b. By Accounts Team and Chief Executive Officer (If amount of expense is below Rs.
2,500/-)
c. By Treasurer / President and Chief Executive Officer (If amount of expense is above
Rs.2,500/-)
(f) Project Expenses

Approval shall be on the following basis:a. By CEO (If amount of expense is below Rs.2,500/-)
b. By CEO and Treasurer / President (If amount of expense is above Rs. 2,500/-)
(g) Travel Expenses

Approval shall be on the following basis:a. By CEO (If amount of expense is below Rs.2,500/-)
b. By Treasurer / President and Chief Executive Officer (If amount of expense is above
Rs.2,500/-)
(h) Assets Purchase

Approval shall be on the following basis:a. By CEO and Treasurer / President in case of all the asset purchases
b. Any asset purchase of above Rs. 10,000/- will be based on minimum 3 relevant
quotations.
(i) Event Expenses
a. Event Premise booking expense

Approval shall be obtained from Treasurer / President only.
b. Event related expenses (Refreshments, etc.)

Approval shall be obtained from CEO for an amount up to Rs. 5,000/- and
additional approval of Treasurer / President is if the amount exceeds Rs.
5,000/-.
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(j) Other Expenses

Approval shall be on the following basis:a. By CEO (If amount of expense is below Rs.5,000/-)
b. By CEO and Treasurer / President (If amount of expense is above Rs. 5,000/-)

(k)

Documentation
a. All the original expense claim forms and supporting bills will be kept by the
accounts
b. True certified photocopy of the project related expenses can be obtained from
accounts team on requirement basis.

4. REIMBURSEMENT POLICY
(a) Intent of Document
Intent of this reimbursement policy is to define various types of reimbursements and process
to submit and claim reimbursements. This will also step forward the process to document
the reimbursement documents.

(b)Document Coverage

Reimbursements

General Rules

Payroll
reimbursement

Business reimbursement
(Project & Non Project)

Documentation

(c) General Rules / Principles to be followed:
a. Proper designated form for reimbursement has to be used by the employee.
b. All the business related expenses have to be claimed through business
reimbursement form based on the type of reimbursement.
c. All project related reimbursements must be submitted to the approving authority
within 3 (three) months and non project related reimbursements within 1 (one)
month of the expense date.
d. Reimbursements, wherever possible, must be supported with the bills and in case
there is no bill, approval from the approving authority has to be taken.
e. Before claiming any expense under business reimbursements, employees have to
make sure that the expense policy have been considered appropriately and all
expenses submitted are as per expense approval policy and travel policy.
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5. TRAVEL POLICY
(a) Purpose
The main purpose of this travel policy is to set the structure and principles on how the
employees of Charkha will spend/incur expenditure while traveling or performing activity
on behalf of Charkha.
All regular full-time and part-time employees of Charkha who are allowed engaged in
activity related travel are required to strictly follow this travel policy.
No Employee is expected to involve into any type of contractual agreements with the travel
agent. Only the designated person is authorized to negotiate all travel related agreements
with the travel agent.

(b) Policy Intent






Provide layout of reasonable activity travel related expenditures which are allowed
for reimbursements;
Offer cost effective progressions and directions for Charkha employee travel;
Provide a well-organized usage and leverage of corporation funds through preplanned travel management programs and processes;
Enhance the complete safety and security of employees;
Ensure conformation of expenditures within Charkha Policies.

(c) Consequence
In case of violation of this policy, the expected consequences may include loosing the
privilege to travel for activity or may attract penalizing action including termination of
employment and/or non-reimbursement of travel related expenses.
Activities or events which are illegal or not in accordance with Charkha policies are subject
to individual liability.
The consequences are applied to direct offenders as well as those who accompany them.

(d) Roles and Responsibility
 The Management is responsible for the formation, establishment, continuance,
amendment and publication of this Policy.
 All Project Leads are responsible for ensuring compliance with this policy while
approving activity travel expenses.
 All employees are responsible for the clear understanding of this policy and ensure
the compliance of the policy.
 The right to amend, revise and remove this policy stays with the Charkha
management at its sole discretion. As appropriate, Charkha may convey the
changes, if any, to its employees.

(e) General Principles
1. Employees shall limit their travel so as to minimize all travel related costs;
2. To minimize travel related costs, management will schedule their meetings at least
two weeks in advance.
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(f) Requirement for Travel
1. Travelling for activity should be planned only when there is a significant value
added to the activity and the same cannot be accomplished through any other means
like conference calls, web-discussion etc.
2. All activity trips should be planned well in advance so that all the related bookings
are done as early as possible to take the advantage of advance booking discounts.

(g) Enforcement of the Policy
1. To ensure timely reimbursement of travel related cost, an organized and wellestablished process is essential;
2. The responsibility for ensuring that all travel reimbursements are in compliance with
this travel policy lies with the Accounts Department of Charkha.
3. It is the responsibility of the employees travelling to ensure that all actions
enumerated in this policy manual have been adhered to since copy the policy manual
has already been provided to each and every employee.

(h)Expense Report
1. A Travel Expense Form shall be submitted for claiming travel reimbursement
comprising of all the travel details.
2. Travel expense report must be approved by the person so concerned and submission
of this report on weekly basis or per trip completion basis is essential.
3. Expenses claimed beyond 45 days of expenditure but within the financial year will
not be entertained.
4. Employees shall be responsible for paying any negligent charges arising due to
lateness in submission of expense report.
5. As it is preferable that all receipts are to be produced, receipts for expenses claimed
over Rs. 200/- shall be produced. The receipt must be in original and shall include
adequate information to determine the date of travel, place, and amount of
expenditure.
6. Credit card receipts are not considered sufficient, except for restaurant expenses, if
they do not provide detail of the expenditure.
7. In case of any deviation, expenses that are beyond the limit of this travel policy shall
require the written approval of the person so concerned.

(i) By Air Mode
a. Airfares
As mentioned earlier, employees will contact the travel agents authorized by the Charkha to
book tickets even when the tickets are of same price at any other portal.
Preference to non-stop direct fights should be kept to take the advantage of fare that change,
cancellation or non-refundable penalties.

b. Class of Service
Air fare of the employees shall be reimbursed to the extent of economy class. If any
employee wishes to travel in higher class then he shall be solely responsible to borne the air
fare beyond the fare of economy class.
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c. Electronic Tickets
E-tickets are to be used whenever possible. Use of Paper tickets should be minimized
keeping in mind the importance of paper.

d. Lost or Unused Tickets
All tickets issued for the employees of Charkha are the sole property of Charkha. All
unused tickets must be returned to Accounts Department for records, refund or future use.
The tickets should be returned to the concerned department within 5 (five) days.
Air reservations should be cancelled immediately if travelling is no longer required.

e. Missed a flight
In case any employee misses the flight due to any reason, then all the additional cost
including fare, taxi, lodging etc shall be borne by the concerned employees.
Further, if management is of the opinion that due to the carelessness/negligence of the
employee, Charkha has incurred any loss or any expense then such loss/expense shall also
have to be borne by the concerned employee.
CEO/President will have the authority to sanction any such loss/expense and in such
circumstances either partial recovery or no recover of any loss/expense will be done from
employee. Such approval/sanction can only be granted on written (or an email) request of
the employee submitted with 5 (five) days of such instance and based on the actual facts and
circumstances.

f. Change in Itinerary or Non-Refundable Tickets
In case of any change in the itinerary, employee should inform the concerned department
immediately for the re-issuance of airline ticket.
Purpose of this immediate reporting is that the Charkha can use the unused portion of the
ticket against the cost of new ticket which ultimately decreases the overall cost of Charkha.

(j) By Rail Mode
a. Rail fares
As mentioned earlier, employees will contact the travel agents authorized by the Charkha to
book tickets even when the tickets are of same price at any other portal or the employee may
book the tickets directly from the IRCTC website.

b. Class of Service
Rail fare of the employees shall be reimbursed to the extent of 3rd AC Class. If any
employee wishes to travel in higher class then he shall be solely responsible to borne the rail
fare beyond the fare of economy class.

c. Missed a train
In case any employee misses the train due to any reason, then all the additional cost
including fare, taxi, lodging etc shall be borne by the concerned employees.
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Further, if management is of the opinion that due to the carelessness/negligence of the
employee, Charkha has incurred any loss or any expense then such loss/expense shall also
have to be borne by the concerned employee.
CEO/President will have the authority to sanction any such loss/expense and in such
circumstances either partial recovery or no recover of any loss/expense will be done from
employee. Such approval/sanction can only be granted on written (or an email) request of
the employee submitted with 5 days of such instance and based on the actual facts and
circumstances.

d. Electronic Tickets
E-tickets are to be used whenever possible. Use of Paper tickets should be minimized
keeping in mind the importance of paper.

e. Lost or Unused Tickets
All tickets issued for the employees of Charkha are the sole property of Charkha. All
unused tickets must be returned to Accounts Department for records, refund or future use.
The tickets should be returned to the concerned department within 5 days.
Rail reservations should be cancelled immediately if travelling is no longer required.

f. Change in Itinerary or Non-Refundable Tickets
In case of any change in the itinerary, employee should inform the concerned department
immediately for the re-issuance of Railway ticket.
Purpose of this immediate reporting is that the Charkha can use the unused portion of the
ticket against the cost of new ticket which ultimately decreases the overall cost of Charkha.

(k)By Road Mode
Use of Personal Vehicle
Charkha employees may use their personal vehicles for travelling for Charkha activity if
they are found less expensive than travelling in any other mode of transport like renting a
car, taking a taxi or so.
The use of personal vehicle shall be reimbursed according to the decision of the
management.

(l) Personal Travel
Personal Travel Combined With activity
A prior approval from the concerned team leader shall be mandatorily required, if any
employee combines personal travel with activity trip, prior to booking the tickets.
In case, approval for personal travel is received, all expenses for personal travelling shall be
solely borne by the employee. Reimbursement for activity travel shall only be entertained.
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Further, Charkha is also not liable to reimburse the expense if the employee travels to a third
location and is met by friend, spouse and any of his dependent at the activity location. All
these expenses will be considered personal and will not be reimbursed.

(m) Companion Travel
If any employee travelling for activity deals is accompanied by a companion, only with
prior approval, then the employee is eligible to claim the additional lodging costs, additional
fare cost, meals cost of companion.
If accompanied person is the employee spouse/dependent then all expenses of the
companion shall be reimbursed only if management is of the opinion that travelling of the
companion is unavoidable and is reasonable to reimburse the companion expense.

(n)Employee Special Status
If an employee bears a special status such as military, senior citizen or other special status,
which will attract special pricing scheme, then the Charkha expects the employee to
voluntary disclose their status and avail the benefit of lower costs or additional services.

(o) Lodging
a. Reservations & Bookings
Hotel reservations should be made only with authorized Travel agent of the Charkha.
Employees are responsible for making the hotel arrangements well in advance to avoid last
minute unavailability. Otherwise for any other cause, a standard non-smoking room is
preferred for staying.

b. Third Party Lodging
Employees of Charkha may, with prior approval of management, decide to stay with friends
or relatives while travelling for Charkha activity.
An Allowance of Rs. 500/- for each night for staying with friends or relatives may be
allowed for reimbursement.
For security reasons, the employees have to provide contact details to its respective team
leader. This will allow employees to be contacted in case of an emergency.

(p) Meals
a. Personal Meals
Reimbursement of meals expenses while travelling for Charkha activity shall be made as
considered reasonable. In-flight airline meals are reimbursable. Except for rare condition,
tips for meals and entertainment should not to exceed 20% of the total bill.

b. Groups & Meetings
The team leader is accountable for ensuring that any group meeting conducted is valid,
reasonable and necessary to achieve the desired activity objectives.
If the Charkha is of the opinion that the activity objective can be achieved through the use of
call conferencing, web-chatting etc. then this media should be preferred first.
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(q) Travel Insurance
Any employee going on an official travel will be required to submit whether a soft or hard
copy of his/her valid medical policy and personal accidental policy before initiating any
travel. In case of non availability of theses insurance documents, travel can be cancelled as
per management discretion.

(r) Local Travel
In case of local travel within the city limits, reimbursement of conveyance charges will be as
follows:
 Use of Own Car: Rs 10 per Km
 Use of Own Two wheeler: Rs. 5 per Km
 Auto Rikshaw: As per actual expense (post approval by operations head)

6. LEAVE POLICY
In order to be an effective organization Charkha needs to have a robust set of employees
who are physically and mentally fresh and alert. Similarly if the personnel work without
any break, it would deteriorate their mental faculties and physical capabilities and they will
not be able to give their best to the Organization. Leave and vacation help to rejuvenate and
refresh the personnel. Being an Organization wedded to upholding the dignity of the
human persons, Charkha recognizes the employee’s need to have time off from work for
various reasons such as religious, recreational, cultural, medical, birth, marriage, death, and
other personal reasons.
Charkha therefore, provides following kinds of leave to meet with the various eventualities.
As a matter of policy, we encourage all employees to take appropriate and admissible leave:-

a) Casual Leave (CL)
b) Annual Leave/Privileged Leave
c) Sick /Medical Leave (SL)
d) Compensatory Leave
e) Special Leave
f) Extra Ordinary Leave
g) Maternity Leave
h) Paternity Leave

(a) General Principles for granting above leaves are the following:
1. Leave cannot be claimed as a matter of right. However, Charkha consider that it is
the organization’s bounden duty to ensure the health, moral, social responsibilities,
well being of families, etc of its employees is not affected due to work without leave
or break from work. Therefore, above kind of leaves shall be granted to all eligible
employees at the discretion of the management depending upon the urgency and
necessity.
2. Leave can be refused or revised by the organization without assigning any reason
whatsoever is.
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3. Leave of any description granted can be curtailed and the employee can be called
back for duty at anytime quoting office exigency.
4. If the employee reports sick, if necessary, the organization reserves the right to ask
him to depose before a registered medical practitioner appointed by the organization
so as to ascertain the true nature of sickness or so.
5. The “year” for all kind of leaves shall be the “financial year”.
6. Applications for all kind of leaves shall be made in the prescribed application form
and sanctioned by the President/CEO/Operations Head, as the case may be, with
recommendation of the concerned department heads/supervisory staff. The request
should be made at least 6 (six) days in advance for leaves more than 3 (three) days.
7. Ordinarily no employee shall absent himself / herself from work unless he/she has
obtained prior sanction for the leave of absence.
8. Absence from duty without proper sanction shall be deemed as misconduct and
resorted to disciplinary action as per the norms of the Charkha against the absentee
employee.
9. Leave will begin and end on the dates sanctioned.
10. Unconfirmed employees are not eligible for sick leave.
11. Casual or substitute workers are not eligible for leave of any kind.
12. No employee under suspension shall be eligible for any leave.
13. The employee should intimate Charkha regarding any changes made in his address,
contact number including e-mail address etc. before going on leave.
14. A record of all sanctioned leave shall be maintained by the Administration
Department.
15. Employees who join Charkha in between the year shall be entitled to the above
leaves on pro-rata basis.
16. The employees who join Charkha between 1st to the 15th of a month are eligible to
get the leave credit for that month.
17. The employees who join Charkha between 16th to the end of the month are not
eligible to get the leave credit for that month.
18. The employees who resign from Charkha on any day between 1st to 15th of a month
is not eligible for leaves for that month.
19. The employees who resign from Charkha on any day between 16th to the end of the
month are eligible for leaves due for that month.
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20. Probationers are not entitled to Annual leave. However on confirmation, the leave
will accrue from the date of joining the service.
21. In case of resignation/termination, leaves shall be governed as per exit policy of
Charkha.
22. Both Annual Leave and Sick Leave can be carried forward till 30th September of the
following year in which the leave was earned. No leave will be carried over beyond
this period.

(b) Casual Leave:
All employees are entitled for 04 (four) days’ casual leave in a financial year to meet
unforeseen contingencies, provided only 03 (three) days of casual leave can only be availed
at a stretch. Charkha approved week end off days and holidays can be prefixed and suffixed
with casual leave. Casual leave will be granted only when applied for in advance. Casual
leave will not be combined with any other leave. Unutilized leave will lapse at the end of
the financial year and are not en-cashable.

(c) Annual Leave / Privilege Leave
Every Employee of Charka is entitled for Annual Leave of 15 (fifteen) wor4king days in a
financial year excluding Charkha approved weekend off days and public holidays falls
between the leave periods. All employees have to submit two choices of their annual leave
plan for the ensuing financial year in the month of March of previous year to the HR
Department through their respective leave recommending authority. In consultation with
respective department heads and considering the planned program activities of Charkha the
management will approve a leave plan of employees with two options and the same will be
communicated to the employees. If any exigencies of work arise, the management would
not release a particular person as per the approved leave plan and an alternative option will
be offered. However, the respective employee shall submit an application on the prescribed
format at least 07 (seven) days prior to commencement of the leave for approval by the CFA.
New employees who join service during the middle of the year will be entitled for annual
leave on pro rata basis.
The earned leaves up to 15 (fifteen) days can be accumulated at the rate of maximum 05
(five) days per year and en-cashed.
Encashment will be for the basic salary only.
Employees can also avail the accumulated leave in the ensuring year restricted to maximum
05 (five) days per year.
Annual leave may be combined with and/ or maternity leave which can be availed in full.
But in case of paternity leave, only 50% of annual leaves can be combined with it.

(d)Sick/Medical Leave
All confirmed employees are entitled for 07 (seven) days’ sick/medical leave in a financial
year to meet the medical attention needed. However, if an employee is seriously sick and
has been advised rest, the management can consider his/her application for additional sick
leave, which may extend up to 30 days in a financial year but the leave of absence beyond 07
(seven) days will be without salary. This extension of Sick Leave will be applicable after the
employee has availed all the leave available to him/her. In the normal course, it is expected
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that the application reaches the office on the day one wants to avail of. Sick leave may be
granted even for a day. Sick leave for 3 days and above must be supported with Medical
Certificate from a registered medical practitioner with the application for Sick Leave and a
fitness certificate testifying to his/her ability to resume normal work will be produced on
rejoining duty.
This may be noted that at the event of an employee falls seriously ill and unable to travel to
office sick leave will be granted, but an employee calls up or sends a text message asking for
leave stating reasons such as ‘urgent work at home’, ‘X persons in my family is not well’ or ‘I
have unexpected guests over today’, etc, leave will not be granted and will be considered as
Leave without Pay even if the employee has sufficient balance in his/her credit.
Any employee suffering from any type of contagious or infectious diseases, on doctor’s
advice shall be sent on compulsory leave. This will be treated as special leave if the
employee is falling short of his/her own leave. Similarly, in the case of long illness, the
absence from duty will be treated in the same manner as in the case of those suffering from
contagious / infectious diseases. However, the discretionary power on granting of such
leave rests exclusively with the President and in his absence the CFA designated by the
Governing Body and the decision is purely based on the merit of the case.
In case of long illness which extended beyond 06 (six) months, the employee will be deemed
to have left services on expiry of six months on medical grounds. He/she may be reemployed at the discretion of the management subject to satisfactory evidence being
produced of his/her fitness to resume normal work. In case the employee has worked for
less than 10 days during last 06 months and is on medical leave during last six months,
he/she will be considered on continuous medical leave for last 06 months.
Taking of medical leave on false grounds with or without medical certificate, becomes an act
of misconduct and will be called for appropriate disciplinary actions.

(e) Compensatory Leave
All employees shall be granted Compensatory Leave equal to number of days for which an
employee is required to work during Sunday(s) or holiday(s) and to be availed within the
financial year but not more than two days in a stretch. Such Compensatory Leave shall be
granted by the CEO.

(f) Special Leave
Any employee sponsored by Charkha to attend seminars, conferences and/or any other
kind of professional meetings, with or without financial assistance from Charkha, may be
granted special leave for the purpose.
The President shall be the competent authority to sanction such leave.
On the death of a close member of the family special leave with pay may be granted which
will normally be limited to 03 days.
For own marriage of an employee, in case all of his/her casual leave, annual leave and
accumulated leave, if any, have been exhausted special leave with pay may be allowed up to
06 (six) days. Applications for such special leave should be addressed to the President and
approval shall be at President’s sole discretion.
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(g) Extra Ordinary Leave with Loss of Pay

Under extraordinary circumstances, when no other leave is due, the employees may be
granted special leave on loss of pay. The President shall be the sanctioning authority to
sanction leave on loss of pay up to 3 (three) months and for the period in excess of 3 (three)
months shall be the Governing Board.
Any period of leave on loss of pay will be counted for increments and computation of leave.

(h)Maternity Leave
All female employees who have been working in Charkha for at least one year without
service break are entitled to maternity leave for a period of 90 days for their first two live
born children with full pay and allowances except transport allowance, if any, granted for
conveyance from residence to office and back. This is applicable to both permanent and
long term contractual employees.
In case of miscarriage or other medical conditions related to gynecology, a female employee
shall, on production of a medical certificate from a practicing qualified medical practitioner
and accepted by the President be granted a special medical leave with salary at the rate of
maternity benefit for a period of maximum six weeks immediately following the day of her
miscarriage.
Sick leave or annual leave may be granted in continuation of Maternity leave on production
of medical certificate from an approved practicing medical practitioner, if applied by the
female employee.
Any other benefit entitled to the female employees as per The Maternity Benefit Act shall
also be applicable.

(i) Paternity Leave

While paternity leave is introduced for government sector, there is not any such law that
mandates private sectors to provide the paternity leave to its employees.
However, Charkha operating in different states of India with a meager manpower, proposes
to provide 15 days Paternity leave to its male employees with less than two surviving
children and completed minimum one year of services without service break at sole
discretion of the Board implementing the paternity leave through this HR policy to take care
of his wife and child and a leave salary equal to the pay before the leave will be paid. The
leave is possibility to avail 15 days before, or within 6 months from the birth of the child. If
such leave is not availed, it will be treated as invalid.
Paternity leave cannot be combined with any other leaves.
This is applicable to both permanent and long term contractual employees.

7. HOLIDAYS
Festivals form an integral part of the Indian culture and vary from state to state, with each
state or city having its own set of customs and traditions of celebrating a particular festival.
Considering this fact and state and religion wise composition of employees of the
organization Charkha shall observe 13 public holidays which includes national holidays of
Republic Day on 26 January, Independence Day on 15 August and Gandhi Jayanti on 02
October every year out of public holidays declared by the Government of India in each
year.
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In addition to the above mentioned 13 public holidays, staff members can avail two
restricted holidays of their choice from the list selected by Charkha out of list declared by
the Government of India in each year.
The list of public holidays approved and the list of restricted holidays selected by the Board
to choose any two days by the staff members at their own choice shall be intimated to all
concerned in the month of December each year through an Office Order.

8.

EMPLOYEE APPRAISAL PROCEDURE

(c) Intent of Document
Intent of this document is to frame a basic procedure to be followed for performance appraisal. This
document shall provide a structure of how the employee appraisal should be done. This will also
help the employee to provide their feedback on regular basis.

(d)Document Coverage

Employee Appraisal

Employee Feedback

Discussion

Appraisal Result

Documentation

a. Employee feedback
1. Every employee shall submit his/her self appraisal/review form (Refers Sample in
the ‘Formats’) on quarterly basis. This report will be submitted to the employee’s
immediate reporting head/operations head.
2. Self appraisal form needs to be filled and submitted within 15 days of quarter end.
Same shall be reviewed, commented, discussed and closed by operations and CEO
by the end of the subsequent month of quarter ended.

b. Discussion with Operations Head and CEO
1. After review of the employee feedback form, Operations Head will fill up his review
points on the performance of the employee.
2. Based on the quarterly performance of the employee, Operations Head shall prepare
their report on quarterly basis which will be submitted and discussed with the CEO
for the employee’s final appraisal.
3. Skip Level meet: An annual direct meeting will be conducted between President and
employees of Charkha which will enable the employees to discuss various matters
directly with the President. It will be scheduled in 1st half of October every year.

c. Appraisal Result
1. Final decision on the promotions, bonus and increment/appraisal letter will be based
on management decision and shall be a binding on all the employees.
2. All the promotions will be effective from the date of announcement.
3. All incentives and increments/appraisal letter will be effective with effect from date
mentioned in the increment/appraisal letter.
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d. Documentation
1. All the quarterly employee appraisal forms will be kept with Operations Head post
signatures of both employee and Operations head.
2. Comments by Operations Head on employees self appraisal form will be available to
employees. Comments by CEO shall be available only with the Operations
Head/HR Team.
3. Final appraisal letters will be prepared by HR Team and a copy signed by employee
as well as CEO will be retained by Operations Head/HR Head.

9. EXIT POLICY
(a) Purpose
The purpose of this Exit Policy is to provide the procedures and guidelines to be followed in
case an employee is leaving the organization.

(b) Types of Termination
Termination of employee can arise in three aspects: Charkha initiated termination
 Employee initiated termination
 Termination on completion of stipulated job/period

(c) Charkha Initiated Termination
An employee shall be terminated from his service if he is found guilty with any of the
following: Away from office even for one day without any information/intimation can be
considered for warning which may lead to termination according to management’s
discretion;
 Away from office without any information for more than three days;
 Pilferage and dishonesty;
 Breach of confidentiality/Breach of business conduct guidelines;
 Integrity issues;
 Sexual harassment; and
 Violation of Code of Conduct (warning or termination as per management’s
discretion).
If any employee is found guilty for any of the above mentioned reasons, then Management
reserves the right to immediately terminate the employee with no prior notice.
In case, termination is initiated on grounds of performance issue, Management will give a
prior notice of one month to the employee concerned. If the employee wish to leave early,
under such circumstances and for this he will be eligible for notice period pay for period
served by him, under Management’s sole discretion.

(d)Employee Initiated Termination
On Giving Notice to Leave:
In case an employee decides to resign from his service, they are required to provide a
written resignation letter to the Operations Head/HR Head.
Charka – The Development Communication Network HR Policy

Page 39

Every employee is required to serve the minimum 3 (three) months notice period prior to
the date of resignation/termination.
In case the employees do not serve the minimum notice period then management will have
every right to recover the short notice period pay from the employee or from his/her
balance dues.
Waiver of notice period will be at the discretion of the management.

(e) Termination on completion of stipulated job/period
There will be cases where an employee is hired for a specific project or for a specific time
period. In case of such employee, the termination will be default considered on completion
of specific project or specific time period until unless the management approves the
continuity of such employee till the time period as considered appropriate by the
management.

(f) Procedure to be followed in case of termination
Termination procedure will be governed as follows:-

1. Personal Discussion
 The management should conduct a Personal discussion with the employee to
understand the reasons why employee decided to leave the organization. Such
discussion will be held with Operations Head/CEO.
 This process allows the employees to convey their views and opinions on various
key aspects faced by them during their employment time.

2. Activities to be ensured
On receipt of employee’s termination request, the Operations Head/HR Head must ensure
that all procedure for termination has been completed. The procedure for the said process is
laid below: Whether the desired notice period has been served by the employee;
 Whether the termination form has been duly filled in by the employee;
 Whether his final payment has been adjusted with Annual leaves or any other leaves,
or any other amount;
 Whether all security passes, electronic equipments, etc. issued to employee has been
taken back;

3. Leaves Criteria
Employee will not be allowed to avail any unused leaves available to him/her whether
Casual leave/Annual Leave/Sick Leave/Maternity Leave/Paternity Leave/Special Leave
during the notice period. Any leave sanctioned prior to resignation/termination shall stand
cancelled without any intimation. Further, any leave taken during the notice period will be
considered as leave without pay. Unused leave will be considered during full and final
settlement as per the leave policy.
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4. Acceptance of Termination
On completion of all procedure, the Operations Head/HR Head shall issue a resignation
approval letter to the employee duly signed by the CEO as well as by employee.

5. List of documents to be prepared/issued
 Documents/assets handover summary
 Relieving cum experience letter
 Full and Final Settlement sheet and details

10. PREVENSION OF SEXUAL HARASSMENT POLICY (POSH)
Refer Section XII, sub section A (Code of Conduct), sub-sub section 14 (a) (Prohibition of
Sexual Harassment) above wherein the policy and procedures have been explained.
Notwithstanding the pr4ocedures explained as aforesaid, the separate Policy on Prevention
of Sexual Harassment (POSH) formulated by Charkha in line with the Sexual Harassment
of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013 enacted by the
Government of India, formulated by Charkha shall be the official policy of the Charkha for
all purposes on the subject. All concerned shall strictly adhere to the same.

XIII RECRUITMENT & SELECTION PROCEDURES
Charkha recruitment strategy focuses on identifying people with multi-dimensional
experience and skills. Charkha maintains strong gender stability in employing its staff. We
also encourage recruitment through internal references.

A.

Classification of Staff
1. Regular: Person appointed in a permanent vacancy and whose appointment has
been confirmed in writing by the appointing authority.
2. Temporary: Appointed for a fixed period or a specified purpose on a work – which
is essentially of a temporary nature – unless extended for a further specified period
by mutual consent.
3. Contractual: The one who is employed due to his/her experience and expertise on a
contract on a stipulated time or for a specific task or for a project – on the completion
of which the contract shall be terminated. However, it may be renewed on the same
or such other terms mutually agreed upon depending on the needs of the
organization.
4. Consultant: The one who is hired for a specific task which requires professional
competence and specialization when the organization requires external assistance /
guidance – such as evaluation, accompaniment, training etc. Charkha will identify a
pool of such consultants in advance and review periodically. Appointment of such
consultants would follow the set process laid down.

B. Processes of Recruitment
Following recruitment and selection procedure are followed while hiring new employees:-

1. Ongoing job analysis
As a dynamic Organization, the needs have to be analyzed periodically to identify the job
requirements. This process would help in identifying the required suitable positions. The
HR Department of Charkha will do this analysis. Governing Body, based on the Needs
Assessment, will do the approval of the posts.
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2. Defining Terms of Reference
For each of such positions a “Terms of Reference” (TOR) should be defined. The TOR
contains the job description, required educational qualification and experience, defined
operational structure etc.

3. Internal Appointments
As per Charkha requirements, a vacant position or a new position is advertised / intimated
to the Staffs within Charkha as well as for outsiders specifying clear eligibility criteria.
Every eligible employee can apply for the position. The short- listing for interviews would
be made as per the profile and requirements of the job.
Any interested candidate should forward his/her application for the same in the prescribed
format to the CEO of Charkha.
If the Candidate is already working with Charkha and is applying for a higher post, the
Programme Manager will give an assessment of the candidate with special reference to the
requirements of the job applied for and the performance of the candidate over the previous
3-5 years.
Promotions to higher positions are based on competencies, past performance and on merits.
Hence, on promotion the individual’s work profile and responsibility will change.
Employees competing for promotions to Higher Positions shall generally be considered on
the following criteria:
 Requisite qualification and experience
 Job knowledge
 Skill requirements/competencies of the job
 Performance history of past 3-5years
 Value- based, job related behavior in the past
In order to avoid stagnation of the competent employees and encourage further growth,
Management should develop mechanism for creating avenues for growth / promotion.
The selection of the candidate from among the internal candidates will follow the process
for external appointment as detailed below.

4. Employment Application Form
Charkha, at its discretion, would develop a standard format for prospective candidates to
apply with relevant details. This form captures the basic information about the candidate.

5. Advertisement
The Human Resource and Administration Departments will be responsible for initiating
action such as advertising for the vacancy, use of recruitment consultants, and use of panel
of past short listed candidates as may be appropriate after acquiring requisite approvals.
For all Regular and Permanent posts, the requirements can be advertised in News Papers
having wider circulation, website of Charkha, Devnetjobs.org or some magazines.
Information can also be given to other offices of Voluntary Organizations.
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Sourcing of Curriculum Vitae (CVs) can also be done through existing data bank, employee
referrals and consultants.
For temporary, project related staff and consultants- it is not mandatory to follow the
advertisement procedures.
Every applicant should apply in the specified format provided by Charkha, if any, with a
minimum of two references.
There should be at least a minimum of 07 days gap between the date of publication of the
advertisement and the interview.
Due to the critical nature of some posts or emergency situation application time for all
internal or external positions, in general, may be shortened to accommodate immediate
closure of position and such application time may be different for different positions. HR
Department shall determine this with intimation to and approval from the Governing Body.

6. Short Listing
CVs are short listed as per the job description and position description and call letters for
interview are sent thereafter.
Wherever appropriate during the short listing process another staff member of that section
/ department may be asked to screen the CVs. Interview call letter shall mention the
cherished values of Charkha.
For a single post, from the suitable application received, an appropriate number should be
called for the interview process. The call letter for interview should be sent to the
candidates both by mail and e-mail at least 07 days in advance from the date of interview.
Interview call can be given through personal phone call also if needed.

7. The Interview
The interview panel must meet in advance in order to prepare and agree questions, tests etc.
to be asked to candidates and to ensure that similar questions and the same range of topics
will be covered for each candidate for the same position. It is also the responsibility of the
above team to review the position-description sheet and make it available as a part of the
interview documentation.

The interview process should have two levels – written test and group discussion or
personal interview. At both level, short listing is to be done so that only the right
candidates come for the interview.

8. The Interview Panel
For the written test, group discussion or personal interview, the appropriate panel must be
constituted which should have subject specialists. There should be sufficient gender
balance in the panel.
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9. The Interview Rating Form
The Interviewer’s rating form is aimed to achieve two things:

I. To map the process through which the candidate passes; and
II. To create a comprehensive document, with all the interviewers’ ratings along
with the comments substantiating the ratings thereof.
This format is very crucial and needs to be filled immediately after the interview. The
interview panel then gives its recommendations in the form.

10. Checking of References
The HR & Admin Department shall make reference checks with the referees given /
obtained from the candidates. As a policy Charkha should contact the existing employer as
a part of reference check.

11. The Letter of Offer
Upon finding the references to be satisfactory, the Letter of Offer for selected candidate is
generated by HR Department and sent to the selected candidate. Candidates should
confirm their acceptance by returning a copy of the offer letter duly signed. A regret letter
is sent to candidates not found suitable during the interview.

12. Letter of Appointment
The CEO of Charkha issues an appointment letter to the candidate subject to the results of
reference checks, verification and acceptance. The candidate is required to sign this letter
and return a copy to the organization as a token of acceptance.

13. Appointment of Staff
The CEO on behalf of the Governing Body will appoint the Coordinators / Team Leaders,
Accountants, Programme Directors, Facilitators, Field Level Workers and Office Assistants.
A copy of the Rules and Conditions of Service for Employees of Charkha shall be given to
the employees along with their letter of appointment.
Ordinarily, only one person from a family will be employed in the Organization.

C. INDUCTION PROCESS
1. A comprehensive orientation to Charkha is an important first step for new
employees. All newly joined employees shall upon completion of the formalities
undergo an induction program, which is intended to familiarize them especially
with the Organization policies, procedures, vision, mission, strategy, values,
functions and operations. The methodology would be that of spending formal time
with selected employees to understand them and their roles. The newly inducted
employees should also use this occasion to understand their roles as expected by
Organization.
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2. The Programme Director in consultation with the HR Department shall decide the
appropriate time and place for this purpose; however a minimum period of 4-5 days
is an imperative time frame.
3. In recognition of their experience and expertise, senior staff members will often be
asked to participate as facilitators in the Induction Program, on a need basis.
4. Administration is responsible for ensuring that all new employees participate in the
orientation program within two weeks of their joining.
5. To facilitate the development of an agency-wise induction system, following
guidelines and checklist are given below for perusal. An “Induction Pack” must be
made available to facilitate awareness about the organization and its activities. The
guidelines are meant to be concise and practical.
6. The coverage of such a program shall be:
(a) Welcome the new employees on the first day and introduce them to everyone in
the office.
(b) An induction pack prepared by HR Department consisting of H.R Policy,
Financial Manual, Service Rules, samples of vouchers, claim forms,
reimbursement forms and other relevant documents to be handed over to the
new recruit.
(c) Explain the Vision, Mission and Guiding Principles of Charkha.
(d) Provide access for the new employees to read the documents of Charkha such as
Memorandum of Association, Rules & Regulations, History, Strategic Plan,
Annual Plan, etc.
(e) Describe key office norms and policies.

D. PROBATION AND CONFIRMATION
1. Every new employee who will be joining the team of Charkha will be on a
probationary period of 6 (six) months. During this period the services may be
terminated from either side by giving one month’s notice (salary in lieu of notice
period) or forfeit of one month’s salary.
2. A monthly review on work plan will be done regularly and at the end of probation
period, a final review on the basis of monthly reviews shall be carried out and if the
performance is found to be up to the expectations of the Organization then the staff
member’s services are confirmed in writing.
Before confirmation, the HR
Department will initiate the probation review form a fortnight before the 6 months
of probation. The findings of the Probation Review will be shared with the
employees, before sending it to Governing Body.
3. In exceptional circumstances, the probation may be extended for a period the
organization deems fit depending upon the indications of likely improvement of the
staff member. If, however, after this period the staff member’s performance is still
not considered satisfactory, then his / her employment will stand terminated. A
notice given to the staff member shall outline reason for non-confirmation and
extension of probation period or termination.
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4. Staff on probation period shall be entitled to one-day leave per month to be availed
one day at a time on completion of each month. In the event of change of
probationary period, such staff shall be entitled to pro-rated leave on the basis of
above limits.

5. The employee shall not deem his status as permanent employee until the
confirmation letter is received. Further, no employee will be considered for
promotion /increment within one year post confirmation of his appointment.

E. LETTER OF CONFIRMATION
A confirmation letter is issued to the candidate, subject to the results of reference checks and
verification. The candidate is required to sign this letter and return a copy to the
organization as a token of acceptance of appointment / service conditions.

F.

JOINING PROCESS

At the time of joining, every employee shall deposit the following with the HR/Accounts
department:1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Joining application form;
Latest updated copy of his/her resume;
Signed Copy of the offer letter signifying acceptance;
Relieving letter /No Due Certificate from the previous employer, if employed earlier;
Form 16 Part B / Salary slips from previous employer, if joining in the middle of
Financial Year;
Passport size colour photographs – 2 Nos;
Copy of PAN card;
Copy of Personal Identities – Passport, Aadhar, etc;
Copy of educational/qualification certificates and mark sheets;
Course completion certificates of all colleges/university qualifications;
Copy of a cancelled cheque to which account salary is to be transferred; and
Any other document that may be required by the HR /Accounts departments.

G. MAINTAINING EMPLOYEE’S DOCUMENTS
An employee's record of documentation includes his/her permanent records such as the
signed employment application, written employment references, resumes, etc. till joining the
employer and after joining all written account of his or her actions, discussions, performance
coaching incidents, witnessed policy violations, disciplinary actions, positive contributions,
reward and recognition, investigations, failure to accomplish requirements and goals,
performance evaluation, promotions, etc.
Therefore, HR/Accounts Departments shall maintain a Dossier for each employee
containing following documents and all other documents refers to the concerned employee:

1. Written comments of reference
2. Interviewer’s Rating Form, completed preliminary tests, etc.
3. Copy of the Appointment / Contract Letter
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4. Joining Report
5. Job Description, Performance & Development Plan Letters of annual salary
revisions & copies of performance appraisal, Form- 16 from the previous
employer.
6. Any other personal memos
7. Any other information deemed appropriate by Charkha
The Employees would have to inform HR Department in writing when there are changes.
Personal Dossiers of employees shall be confidential, kept under lock and key and should
not be accessible to any unauthorized person.

H. TERMS OF EMPLOYMENT
This section will deal with the conditions that an employer and employee agree upon for a
job. This may include the following:1.

Appointment:

2.

Joining Formalities:

3.

Work Schedule and work behavior:

4.

Performance Expectations and Evaluation:

5.

Roles and responsibilities:

The appointment shall be in accordance to the recruitment process.
Appointment of the employee is based on the terms and conditions mentioned in the
appointment letter. Every employee shall give a signed copy of his/her appointment
letter to the HR Department which implies that the employee has accepted all the terms
and conditions mentioned in the appointment letter.
Every new employee who joins Charkha shall complete the
joining process mentioned above in this HR Policy.
Charka observes a five day week work
schedule from Monday to Friday. It is important that all employees understand their
personal responsibility for carrying out their job effectively and also work keeping in
mind the rules and policies of Charkha. Any violation of rules and policies of Charkha
will be dealt in accordance with discretion of the management which may lead to
disciplinary action to include termination.
At the time of joining Charkha,
every employee shall be provided with a copy of his / her job description. They are
expected to live up to the expectations of the management. Also the performance of the
employee is evaluated on quarterly basis whereas employee based on his / her quarterly
performances will be reviewed for appraisal on annual basis. An employee will be
eligible for performance review as per performance till end of 1st quarter of the financial
year (this will be the cut-off date for eligibility). Further, appraisals will be announced in
skip level and will be effective retrospectively from 1st July of each year.
At the time of joining, every employee shall be
explained regarding their roles and responsibilities. Every employee is expected to
execute their job effectively and in a manner that comes out in a positive manner.
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I. TERMS OF COMPENSATION
This section will deal with the terms of compensation which shall include the following:-

1. Pay:

The basic pay shall be according to the pay structure specified in the employee
appointment letter. Employee shall be paid Net Salary after making necessary
deductions like TDS (if applicable), absence from work not covered by authorized leave
credits, etc.

2. Pay periods:

Pay is calculated on monthly basis. The payday will be the last day of
each month. In case last day is a holiday, previous working day will be considered as
payday.

3. Pay Mode: Employee salary shall be directly deposited in the bank account for which
employee has provided particulars at the time of joining. Also, employee shall receive a
pay slip indicating the net amount paid which will be after all additions, deductions, etc.

J. CTC STRUCTURE
This section will deal with the meaning of various terms related to the breakup in salary:-

1. Basis of Salary :Salary means all remuneration capable of being expressed in terms of money, which
would, if the terms of employment, express or implied, were fulfilled, be payable to
an employee in respect of his employment or of work done in such employment. It
does not include any other allowance which the employee is for the time being
entitled to;
a. The value of any house accommodation or of supply of light, water, medical
attendance or other amenity or of any service or of any concessional supply of
food grains or other articles;
b. Any travelling concession;
c. Any bonus (including incentive, production and attendance bonus);
d. Any contribution paid or payable by the employer to any pension fund or
provident fund or for the benefit of the employee under any law for the time
being in force;
e. Any retrenchment compensation or any gratuity or other retirement benefit
payable to the employee or any ex gratia payment made to him;
f. Any incentive payable to the employee.

2. Per Diem
Per Diem granted, if any, for meals while on official work shall not be included in the
salary and treated as reimbursement of expenses.

3. Incentive / Special Allowance
Any adhoc payment given to an employee as an appreciation of his work will be
referred as incentive. Any unallocated amount being a part of CTC i.e., the amount
not falling in any of the above mentioned categories will be termed as special
allowance.
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K. ATTENDANCE, LEAVE AND HOLIDAYS
1.

Attendance:
(a) Each employee shall mark their attendance daily with time of arrival and departure
immediately on arrival and before departure by signing the attendance register kept
at the reception or on biometric attendance system, as available.
(b) Working hours shall be from 1000 hours to 1800 hours from Monday to Friday with
lunch break of 30 minutes from 1300 hours to 1330 hours and two Tea/Coffee breaks
of 10 minutes each forenoon and afternoon.
(c) Each staff member is expected to put in forty hours of work per week including
lunch break.
(d) All employees shall be required to attend any emergency or other urgent duties
outside their regular hours of work including weekly off days/holidays, as and
when required.
(e) During any period of stock taking or closing of accounts or for any other purpose,
any Charkha staff member may be required to sit for a period longer than the normal
working hours and no over time shall be paid.
(f) Any employee reaching office within half an hour of their stipulated time with prior
permission will be required to compensate by working late for the duration they
were late on the same day. However, the employee not compensating, for the time
they were late, on that very same day, it would be treated as non-compliance of the
rule and half-day leave would be deducted accordingly.
(g) Habitual late arrivals and early departure will be treated as misbehavior and the
same will be treated as leave without salary or dealt with disciplinary action.

2.

Leave: Shall be governed as per the relevant Leave Policy above in this HR Policy.

3.

Holidays: Shall be governed as per the relevant Leave Policy above in this HR Policy.
L. EMPLOYEE’S APPRAISAL AND PROMOTION POLICY

Procedures for appraisal and promotion of employees shall be governed by the relevant
policies above in this HR Policy.

M. PERSONAL APPEARANCE AND BUSINESS ATTIRE
An employee is expected to maintain a smart appearance all time during his/her office
hours and also to follow all provisions relating to personal appearance. Every employee
should wear clean and presentable clothes.
Business Attire – Business attire is applicable from Monday to Friday on which the
following dress code should be followed:For Gentlemen - They are expected to dress in business formals, i.e., a full / half-sleeved
shirt, formal trousers and formal leather shoes (brown or black).
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For Ladies: They are expected to be in a saree or salwar / churidar kameez, or dressed in
western business formals.
Inappropriate Attire - Shorts, sundresses, Rubber Slippers, Fancy sandals etc are not
considered appropriate during working hours.

N. FORMATS
Various formats to be used in accordance with this HR Policy and other Rules, Regulations
and Policies of the organization are attached for reference and guidance of all concerned.

O. CONCLUSION
This HR Policy is formulated taking into account the legal compliance issues that govern the
employees and responsibilities of the organization. It shall not be construed as exhaustive
since the local rules and regulations are subject to change at any time and even new
regulations may be enacted by the Government. Therefore, any such change in existing
regulations made or any new regulations enacted by the Government which implies on the
Charkha shall automatically be applicable on the employees of Charkha, even if the
amendments are yet to be incorporated in the HR Policy of Charkha. .
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