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[bookmark: _Toc161516238]Purpose
This policy serves to clarify the procedures in place to ensure every [Insert Company’s Name] employee is comfortable and accorded due respect in the workplace, and proper benefits made available to them for their work. This policy also provides guidance on addressing complaints, problems, and grievances you may have as an employee, and how to solve them appropriately.
The Policy applies to every employee, officer and director of  [insert company], its subsidiaries and affiliates worldwide, as well as third parties acting on behalf of [insert company].

For [insert company] employees, officers and directors, violations of this Policy may lead to disciplinary action, up to and including termination of employment.

Any employee with knowledge or suspicion of violations of this Policy must report his/her concerns (as allowed by local law) to the [insert title of two officers in the company]  and to the Legal Counsel, or to [insert company whistleblowing channels]

[bookmark: _Toc161516239]Recruitment Policy
Our employee recruitment policy describes our process for attracting and selecting external job candidates. This policy applies to all employees who are involved in hiring for our company and refers to all potential job candidates. [Insert Company’s Name] welcomes individuals who bring new perspectives to our teams.
The recruitment policy usually sets out criteria for candidate selection and outlines the new employee onboarding process. In case you have an employee referral program, include it in this policy.[footnoteRef:1] [1:  https://resources.workable.com/tutorial/recruitment-policy
] 


[bookmark: _Toc161516240]Recruitment and Selection process
The recruitment process should follow this sequence.
1. Identify need to fill in a new position.  Get the necessary approvals from the hiring team, finance team and senior management. 
2. Review the job description and publish a job ad approved by the HR team and the hiring manager for review based on the needs identified. Once approved, the HR team will proceed to put out a Job advertisement or call for applications on internal or external job posting platforms or request agents to send candidates meeting the job description.
3. Decide on the selection stages and possible timeframe: Depending on the role, the HR team and hiring manager will map out the selection and interview stages each candidate will go through. E.g. for an entry-level role, the selection stages should be as follows: Online application > Written Test > Interview with Senior Associate and /or Recruitment Officer >Interview with Hiring manager > Interview with Director or CEO
4. Review applications and Shortlist applicants: After the published application close date, the Hiring Team is to review all applications and submit a list of shortlisted candidates to the HR team. The HR team is to send out feedback emails to all the applicants letting them know if they have been shortlisted to proceed to the next stage or not. This process should be repeated after each selection stage until an official offer is made to the selected candidate(s).
5. Proceed through all selection stages
6. Select the most suitable candidate
7. Make an official offer
Note: Stages may overlap and hiring managers may remove/add steps as appropriate. 
[bookmark: _Toc161516241]recruiting roles internally
Hiring managers are encouraged to post job openings internally before starting to recruit external candidates. When posting a job internally, the opening is to be communicated by newsletters or emails to all staff to ensure all employees are given equal opportunity to apply. A clear deadline should be set for the completion of the internal recruitment process.

[bookmark: _Toc161516242]Equal Opportunity Employer Statement
[Insert Company’s Name] is an equal opportunity employer. All applicants will be considered for employment without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, or disability status.[footnoteRef:2] [2:  https://resources.workable.com/stories-and-insights/eeo-statement
] 


[bookmark: _Toc161516243]Termination Policy
[bookmark: _Toc161516244]Termination by [Insert Company’s Name]
[Insert Company’s Name] may terminate the employees employment agreement if:
a. The employee commits (or is formally charged with committing) a serious offence against the laws, regulations, or customs of [insert Country Name], or persists in any serious misconduct.
b. The employee engages consistently in activities which constitute a conflict of interest after advice that such conflict exists.
c. The employee engages in any corrupt practices.
d. The employee exhibits unsatisfactory work performance which includes, but is not limited to, failure to undertake or satisfactorily complete assigned tasks or unauthorized absences.
e. GROSS MISCONDUCT: The employee is found to be negligent, to have engaged in conduct which calls into question his/her honesty, integrity, sobriety, appropriate relations with co-workers, or respect for safety, or exhibits behavior or attitudes which reflect negatively on the image and reputation of [Insert Company’s Name].
The employee may be immediately dismissed on the grounds listed above.

[bookmark: _Toc161516245]Termination by Employee
The employee may terminate their employment agreement having given [Insert Company’s Name] not less than one month’s notice in writing of his/her intention to do so or by return payment of the employee’s monthly salary advance in lieu of such notice. The employee is obliged to inform CIPE about such termination in writing. During the notice period, the employee is expected to complete his/her work duties, and return all material, equipment and documents related to his/her work to [Insert Company’s Name].

The termination policy[footnoteRef:3] describes how an employee is expected to give their resignation and the amount of notice required. It may also list the employee actions that may result in termination.[footnoteRef:4] [3:  https://www.aihr.com/blog/termination-policy/
]  [4:  https://capbase.com/how-to-terminate-employees-at-your-startup/
] 


[bookmark: _Toc161516246]Working Hours Policy
This policy sets out [Insert Company’s Name] position regarding working hours. The policy applies to employees only and does not apply to contractors, consultants or any self-employed individuals working for the organization. [Insert Company’s Name] is committed to providing all employees a safe working environment and ensuring the safety and wellbeing of all employees. 
[bookmark: _Toc161516247]Normal Working Hours
Full-time employees are contractually obliged to work [insert number of hours] per week. Our organization’s normal hours of work are from [9am] to [5pm] from [Monday] to [Friday], with one hour off for lunch each day. These hours will be an employee’s normal hours of work unless otherwise agreed between him/her and the organization. Employees may be required to work additional hours in excess of their normal hours of work as are reasonably necessary for the proper performance of their duties and to meet the needs of the business.
[bookmark: _Toc161516248]Flexibility of work hours
Employees are permitted to request flexibility in their contractual hours. This can be done by following the organization’s flexible working policy or raising the matter informally with their manager. Where raised informally, the organization may, permit employees to work hours outside their contractual hours to take time off during the period of [9am] to [5pm] from [Monday] to [Friday], subject to business needs and operational requirements. Informal arrangements are not intended to be a variation to the employee’s contractual hours.
This policy needs to state how flexible the work hours are, when breaks can be taken and for how long. If applicable to your company, explain how overtime work is handled and compensated.[footnoteRef:5] [5:  https://www.southdevon.ac.uk/wp-content/uploads/2020/03/Working-Hours-Policy-Template.pdf
] 


[bookmark: _Toc161516249]Leave and Holiday Policy
This policy sets out guidelines regarding the process to take leave with pay, leave without pay, Leave of absence policy and so on. The Leave policy is applicable to all employees of [Insert Company’s Name].
[bookmark: _Toc161516250]Guidelines for leave
· Leave of absence from work without proper approval may call for disciplinary action. Leave meaning is to go away for something for a short period of time.
· The calendar year for leave is from January to December.
· All leave records of the employees shall be maintained by the [employee’s manager/employee management officer/employee].
· All employees must apply and receive approval before proceeding on leave. In case of emergency when leave cannot be applied for in advance, a phone call or email to the immediate reporting manager should be made and it must be regularized within 2 days of resuming duty.
· Employees will be eligible for Leave only after completion of probationary period of 1 month.
· It is mandatory for an employee to utilize at least [18 leave days] during a year to fulfill the objective of maintaining good work life balance.
· A Maximum of [9 leave days] can be carried forward to next year.
· An employee is welcome to apply for unpaid leave when leave balance is exhausted and the employee needs leave on approval from immediate manager, HOD and HR.
· An employee shall not proceed on leave until unless leave has been approved by reporting manager.
· If an employee is absent continuously for [14 days] beyond sanctioned leave with no information, in this case employee shall be considered to have left his/her employment on one’s free will. HR will act in this case. First Warning letter will be issued to the employee if he/she does not return within 7 days of expiry of sanctioned leave. If no response from employee within 3 days of issuance of 1st warning letter, 2nd warning letter will be issued. If there is still no response from the said employee final termination letter will be issued in 3 days after issuance of 2nd warning letter.
· In case of prolonged illness or leave of absence from work, it is expected that an employee informs the immediate reporting manager at regular interval about their condition and most probable date of return. In absence of any communication from employee serious action can be taken by the company.
· Leave without approval will be considered as leave without pay.[footnoteRef:6] [6:  https://www.hrhelpboard.com/hr-policies/leave-policy.htm
] 

This policy informs employees of the necessary steps to request leave. It is important to include specific policies that pertain to vacation, sick leave, public holidays, and so on.
[bookmark: _Toc161516251]Remote Work Policy
This is an outline of [Insert Company’s Name] remote work policy. In adherence with the COVID 19 restrictions in [insert Country name], employees are permitted to work remotely or hybrid on a [flexible/non-flexible] basis. This policy applies to all full-time employees. 
For the purpose of this policy, remote work is defined as working during an employee’s working hours
anywhere outside of our office, located at [Insert Company’s Office Address].
[bookmark: _Toc161516252]remote work Schedule
Eligible office-based employees are invited to work remotely [two out of five days] in each work week. For employees wishing to work remotely full time for Covid related reasons, this will be approved on an individual basis and can be discussed with your manager. 
[bookmark: _Toc161516253]Communication while working remotely
During remote work hours, employees must be available via [Slack, Zoom, email, and/or phone] insert any other communication channel your organization uses.

Provision will be made for all employees, both remote and in-person to attend meetings. If the employee is working remotely, they are expected to attend via video conferencing. If video conferencing is not convenient for any approved reason, employees may call in via phone as a secondary option.
[bookmark: _Hlk86154898]This policy specifies whether the employees are expected to work from the office or from home. If your team is allowed to work remotely, consider including relevant procedures, such as how to request a home office allowance.[footnoteRef:7] [7:  https://resources.owllabs.com/blog/remote-work-policy
] 

[bookmark: _Toc161516254]Performance Evaluation and Promotion Policy
[bookmark: _Toc161516255]performance evaluation 
The employee’s performance will be reviewed on an annual basis starting from the date of hire or one year from the employee’s last review. The job responsibilities listed in the employee’s employment contract will serve as performance indicators, against which the employee’s performance will be benchmarked.
[bookmark: _Toc161516256]Promotion
[Insert Company’s Name] has a promotion review process at the end of every [year.] During this process, managers may consider selecting employees to move to a higher-level position, or a position that better matches their skills and aspirations or recommend employees for a pay raise. Spontaneous promotions may also occur if a business need arises. 
Process for Employee Promotion
· Manager discusses career goals and/or aspirations for a promotion with employees. Managers should create career plans for their team members.
· Manager identifies opportunities to promote one or more team members, if applicable (by either filling vacancies creating new jobs or enhancing job titles.)
· Manager discusses the promotion with [HR/ direct supervisor/ department head] to receive approval. Managers should also ask HR about the new position’s salary range and any new benefits they should present to their team member.
· Manager arranges a meeting with the employee to determine whether they’d be happy with this career move
Through this process, managers are to keep detailed records of each step to support their decisions to promote employees. These records may also come in handy if for any reason, other employees find the decision unfair or sue the company.[footnoteRef:8] [8:  https://resources.workable.com/promotion-policy
] 

The performance evaluation policies are there to transparently communicate to the employees how their jobs are graded and how performance is rewarded. It's there to ensure that all employees are treated fairly and can be a great motivational tool.

[bookmark: _Toc161516257]Benefits and Compensation Policy
This policy outlines [Insert Company Name]’s compensation and benefits details with the purpose of informing and giving clarity to all employees. An individual employee’s total compensation package includes salary plus all benefits which they are eligible for, as per [Insert Company Name]’s policies. The details of the total compensation package of each employee will be outlined in their employment agreement and should be kept confidential. This policy applies to all full-time employees.
[bookmark: _Toc161516258]Compensation guidelines
· We pay your salary or wage [at the end of month/ every 15th and end of month] by [checks/ bank transfers/ cash]. In case any changes are made to an employee's bank account, they should notify the payroll team at [HR Team] as soon as possible. 
· When a payroll date falls on a holiday, [Insert Company Name] will try to deposit payroll on the last business day before the holiday. If this is not possible for any unforeseen circumstance, employees will be paid on the first business day following the scheduled payroll date.
· Salary and wages for all employees will be reviewed annually in [the last month] of each year and adjusted to be in line with the employee’s performance. The annual salary review process takes into account the employee’s ability to accomplish their responsibilities as outlined in their job description
· There will be deductions from every employee’s salary for the below items:
· Taxes – Federal, state and local taxes, as required by law, as well as the required Social Security and Medicare payments.
· Insurance – Contributions to health insurance or other insurance premiums for yourself and any eligible family members or to other contributory benefit programs
· Other Deductions – Any deductions the employee has authorized [Insert Company Name] to deduct from their monthly salary like short-term disability and pension.
[bookmark: _Toc161516259]BENEFITS
This section describes the benefits provided by [Insert Company’s Name] to eligible employees.
· 13th Month benefit – This benefit will be paid at the end of the calendar year to the employee on an annual basis.
· Health Insurance – [Insert Company’s Name] will provide health insurance to employees and their dependents.
· Transportation - [Insert Company’s Name] will provide carpool services to all employees to and from work.
Your employees need to know when and how they will get paid and what benefits they will receive. The policy should outline the payroll frequency and payment methods and list the additional benefits or allowances your business offers, such as medical benefits, wellness programs, bonuses, allowances, and so on.[footnoteRef:9] [9:  https://resources.workable.com/employee-compensation-development
] 

[bookmark: _Toc161516260]Official Expense Policy
This policy outlines how [Insert Company’s Name] defines ‘work-related expenses’ the set procedure for authorization and reimbursement of employees for expenditure. This policy applies to all our employees that need to spend money for work-related activities.
[bookmark: _Toc161516261]policy Elements
Employee expenses fall under two categories:
· Expenses that are paid directly by our company on behalf of employees.
· Expenses that are paid by our employees and are reimbursable.
We'll reimburse all reasonable business expenses, after they are approved, in part or in full as the case may be.

[bookmark: _Toc161516262]Work-Related Expenses
[Insert Company’s Name] defines work-related expenses as expenses that are related to an employee either in the form of a benefit (e.g. business phone) or entertainment expenses that may occur in a business setting (e.g. professional dinners with clients or colleagues.)
These expenses may be capped and should always be approved by [HR/ employee's manager]. In case of expenses that surpass the approved amount, the employee must cover the extra cost.
Unauthorized work-related expenses may not be reimbursed.
[bookmark: _Toc161516263]Travel Expenses
Travel expenses include any kind of transportation and accommodation expenses that you incur when going on a business trip. Expenses related to this category that may be fully or partly reimbursable include:
· Accommodation
· Legal document expenses (e.g. Visa)
· Air, train, ship or other transportation fares
· Necessary medical expenses (e.g. vaccinations)
· Local transportation during trips (taxi fares, rental cars etc.)
· Other minor or per diem expenses that have been approved by an employee's manager (e.g. meals, business material)
Medical care fees after travel-related accidents may be covered by workers compensation insurance. If not, we may reimburse you for your medical expenses, if appropriate.
[bookmark: _Toc161516264]Non-reimbursable Expenses
The following expenses will not be reimbursed by [Insert Company’s Name]:
· Expenses incurred by spouses or other non-employees who accompany our employees on their travels
· Un-authorized service upgrade (e.g. business class or hotel rooms)
· Personal services (massages, beauty treatments etc.)
· Personal purchases (gifts, clothes etc.)
· Lost personal property (e.g. luggage)
This list is not exhaustive. Please ask [Human Resources (HR)/ Compensations manager] about reimbursable expenses before you go on a business trip.

[bookmark: _Toc161516265]Reimbursement Procedure
· All expenses not directly arranged for by [Insert Company’s Name] must be documented (e.g. taxi fares.) Please ask for bills and receipts whenever you can. You might also receive a per diem sum to cover other necessary travel expenses.
· Employees are to submit reimbursement claims [through the HR/ Finance Team] or submit an expense report with all necessary documentation. For travel expenses, please submit your claim/report within [three months] after your trip.
Your manager or HR are responsible for approving reimbursement claims. If your manager approves your expenses, you will receive your reimbursement within [two] pay periods [by check/direct bank transfer.]

Explain how expenses should be handled, for example, when employees organize team events. In case they are expected to spend their own money, describe the costs they can be reimbursed for and the procedures for doing so.[footnoteRef:10] [10:  https://resources.workable.com/employee-expense-company-policy
] 
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