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1: Acronyms and Abbreviations
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General Manager
Head of Department
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For Youth Business Innovation net work
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PART I: INTRODUCTION
1.1 Background
As the cornplexity of 4YBIN's operations in Tigral,-Ethiopia rvill increasing over time , it is found to
be essential to develop a Hunran Resources Administration Manual (HR Administration Manual) to
improvetlte staff rnember uti lization.
The efficient Lrtilization of 4YBIN's hutran resources stafts fron-r the application of generally accepted
policies. human resources managing standards, application of labor goveltntent laqs and introductio,
of clear and practical procedures for the proper implenrentation of zIYEIN activities.
This n-iattual u'as revierved according to the "Repoft of Actual Findings on HR Administration Drafl
Manual prepared b1, 4YBIN" perforrned by the Charlered Certified Accountants on Januarv. 2023.
stating the contpliance of the manual to the Ethiopian Labor Lau,.

1.1.2 mission
The mission of 4YBTN is promoting entrepreneurship and enterprising culture to help youth, especially
vulnerable youth. change their Iife and thereby'accelerate and integrate sustainable clevelopmeni in
economicalIy poor communities.

1.1.3 Vision
Vision of 4YBIN is becorning the leading Ethiopian cir.il society organization in providing excellelt
entrepreneurship and business incubation supporl to vouth u,ithin l0 1,ears.

1.1.4 Goals
Goal of 4YBIN is to provide youth comprehensive support packages to starl their orvn businesses
including business idea generation, business plan development. entrepreneurship and technical training.
technology selection. financing staftups and creating rnarket Iinkages.
1.1.5 Values

4YBIN's core values are:
I We believe in equality
o To be self-suppofting
r Solidaritl,
r We believe in working u,ith our stake holders
I Contmitntent
I Accountability
I Transparency
r Participatory,,

I We are role models
i Dernocratic
i Fairness

r Wise use of resources
r Dependability
o Team rvork
o Responsibiliq,

1.2 Human Resources Management Policy Statement
We beliel'e that our employees are oLlr most valuable asset. We make an effort to develop the
abilities and productivitv of our staff. We encourage a rvork culture, foster relationship with them at
eveU level in the association and make them to express their viervs and share their ideas to bring
about inlprovements in the association torvards the achievement of the common goal described in
our r isiorr arrd rnission stalenlenls.
our ernployees take pride in their u,ork as they are gil'en due respect, and by
sensitive to each other's needs. We could make every endeavor to foster
throughout the 4YBIN.
4YBIN is characterized by

A Collaborativerelationships.
.l Approachable and open communicatiou

being ernpathetic and
a productive
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a Courleous. elficient and effective servicesl and

a Flexible and fairness.
1.2.1 General

In order to have a successful u,ork enr ilorrnent ir an-r' olsanizatiorr, it is essential to lrave Human
Resoul'ces Matragernent Policy and Procedures Manual that govenrs all operation and support
stafl's. This Hut.nan Resources Management Manual provides comprehensive Policies and
Procedures rvhich rvill enable 4YBIN to have uniforr.n approach o1'Human Resources Manageurent
(HRM) functions inrplenrerttation. This Manual takes into consideration changing situatious:
hou'ever, it doesn't rule out the possibility of fleribilitv dLrrin-u its intplenretrtation.
The Manual briefl1, describes 4YBIN Mission, Vision. and Values that should be adhered to. The
remaining parls of the Mattual are detailed Hurnan Resources Managentent Policies and procedures.
Finalll'. Emplovees. Operation and Adrninistration Authorities: GENERAL MANACER/DEPUTY
GENE,RAL MANAGER. Depaftment Heads. Division Heads. Service Heads, supen,isors. at all
levels shor.rld properly understand this Manual. as their clear understanding of the Manual can
rnainly be manifested in their abiliq,,to irrplement it properll,.

1.2.2 Definition of Key Words
This ManLral can be cited as 4YBIN Hutran Resource Mana-gernent Policy and Procedure Manual
and some terrninologies are defined as follow,s:
a) 4YBIN Inear.IS the organization established based on the existing Charities and Societies

Proclan-ration No -127i201I The association controls all the chariq,' programs and business
entities al lorved/permitted by law.

b) "Manual" means this Human Resources Manager.nent Policl.and Procedure Manual" by r.vhich
4YBIN employees are administer.

c) "Employee" means a person u,ho is legally bound rvith 4YBIN in line w,ith the Labor Larv
Proclamation No. 115612011 Hou,ever, the meaning of the rvord "Employee" in this
proclamation is not inclLrsive of GENERAL MANAGER, Department Heads, and Division
Heads or officers lvith equivalent status.

d) In this Manual, all provisions stated for the male gender equally apply to the female gender.
e) "Permanent Employees" means an ernplol'ee eurplor,'ed to a permanent position for arr

indefinite period in accordance rvith Ethiopian Labor lau, 1i 5612011 and its amendments.
0 "Contract employee" means an emplovee hired for a specific period of time or piece of rvork.
g) "Probation period" is a 60 da1's duration of rvork period given to evaluate the fitr-ress of an

entplol'ee to the position he holds, in accordance rvith tlte ernplol,r.nent contract agreed upon.
h) In this Manual, "Per-diem" tneans a pa)'ment made to an employee to cover meal,

accotrntodation and other petty expenses u,hen lte is assi-uned to field u,ork outside his regular
place of rvork aud beyond a distance of 25krn.

i) "Disciplinary measure" is a tneasure taken against an entplo_"-ee to correct ancl educate Iirn
r,r,'hett he doesrt't properll, irnplentent the directives set by 4YBIN or rvho violets the eristing
lau,s and regulations.

j) "Proclamation" is the Labor Proclarnation No. 115612011 and its ar.nendments.
1.2.3 Purpose of the Manual

The Human Resources Mana-gement Manual is designed to rneet the following goals:
o To create a transparent. accountable and efficient Hurnan Resources Management System which

enables to irnplernent 4YBIN's rrissiot-t, l'isiou and strategies effbctivelv and competently;
l To provide a unifbrnt s)'stem of Hunrau Resource Management througlrout 4YBIN.
t To assist authorities in the developrnent of sound lnanagement practices and procedures, and to

make effective consisteltt use of Human Resources Management thror-rghout 4YBIN..
I To promote effective cot.r.tmunication arnong lrauaqers. supervisors and employees.
r To ensure. protect. and clarifv the rights and responsibilities of both the employer and employees.
1.2.4 Legality of the Manual

The Ethiopian Labor Proclarnation in force Proclamation 115612011 is the overriding force of
authority as far as relations betr.veen 4YBIN and its enrployees are concerned.
Cottsequently, the proclamation recognizes the need lor internal regulation and contracts of
emplot,ment rvithin the frarnew,ork of the proclamation.
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a) The Manual provides guidance rvith respect to the practice and procedure u,hich has developed
pursuatrt to the rules and regrrlations. and statutes governing employment matters. ln tl-re final
anall'sis. hou,ever. the legal rights of employees are those which are created by internal
legislation, labor lar.r's, and this Manual is intended not to expand nor diminish those rights.

b) This Manual deals rvith the rvider Hurnan Resources Managernent issues and doesn't contradict
u'i1h the labor law. Hence, this Manual has the force of law to ul-rich every emplol.,ee at all
levels has the obligation to adhere to at all times. Hou,ever, in case the provisions of the
Manual contradict u,ith labor larv. the provisions of the later shall prevail.

c) lt is the responsibilit;-'of 4YBIN. managernent to ensure that all authorities and supervisors are
made alvare of HR policies and procedures. In addition. the policies and procedures contained
in this Manual should be made accessible to all emplovees.

d) Itt order to fulfill duties as a management rnember. supervisor, or HR Administrator at all
levels, it is necessary to be familiar u,ith HR policies and remain up-to-date by periodically
revierving them.

1.2.5 PolicyDevelopment
a) Reviewing and updating of Human Resources Managenrent (HRM) policies rvill be coordinated

b1,' Hun-ran Resources Manager at the Head Quarler. Tlre annual review of the Human
Resources Mattagement rnanual, as u'itir all other policies and procedr-rres is critical to helping
eltsure thet, are as current, complete and accurate as possible. When there are organizational
changes. the manual should be updated and erpanded as necessary.

b) Changes to or creation of policies and procedures may be proposed by Department Heads.
Drafts should be forrvarded to the General Manager by HR Manager rvhich rvill coordinate the
revierv. discussion. approval, and distribution process.

c) The 4YBlN.Management Board. or Board of Directors chair person is the sole and final
aLrthorify for all decisions related to the approval. revision. or elimination of 4YBIN's rvide HR
policies.

1.2.6 Maintenance of Policy Manual
All original HR policies and procedures manual r.vill be maintained by HR Manager in 4YBIN.
Each Deparlment Heads, Division head. Sen,ice Heads HR/Managers Officers lvill maintain
approved copl' distribLrted by' General Manager. It is the responsibili6- of HR Manager/ Officers to
collect and dispose outdated HR manuals.

1.2.7 Scope of Application
This Manual shall be applicable to all employees having a term of entployrnent u,ith
4YBIN.General Nlanagers shall be governed by this Manual and by their Entployment contract.
Hor'vever. in case the provisions of the Manual contradict r.vith Coutract Emplol,ment of the
Managers. the provisions of the later shall prevail.

1.2.8 Issues not incorporated in this Manual
It is rvell understood that this Manual canuot exhaustively cover all Human Resources Management
policy and procedure issues. Sorne cases- rvhich are not covered in this Manual, may arise and
become difficultto handle or interpret iu terrns of the provisions defined herein. In such cases sorue
degree of flexibilitl, aud cornrnon sense shall be allowed provided that in such circumstances and on
matters of interpretation of any afticle of this Manual; advice and consultation from Legal Service
or 4YBIN' Finance & Admin./HR Manager shoLrld be sought.

1.2.9 Effective Date
This Manual shall be effective as of ratification date.

PART II: RULES OF CONDUCT AND BUSINESS ETHICS
2.1 General

a) 4YBIN. value honesty. integrity and adherence to the highest ethical standards. All ernplol,ees
have the responsibility for upholding these values and maintaining a commitment to basic
principles of ethics and good judgment.
This Code of Conduct reflects 4YBIN's values and defines the common-sense
required of all of its employees to ensure that 4YBIN nraintain legal and ethical pract
It is Lrp to ever1. emplol,ee to ensure that all of 4YBIN's rvorking relationships
rvith integriq,and honestl,and reflect the spirit of the Code.

b)

c) o)
*
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2.2 Values Expected from [,mployees
a) Strong Work Ethic- understand and possess a rvillingness to u'ork hard.

b) Dependabilit-v and Rcsponsibility- come to rvork on titne are there u'hetl thev are supposed

to be and are respottsible for their actiotls arld bchavior'.

c) Possessing a Positive Attitude-take the initiative and have the motivation to get the job done

in a reasonable period of tirne.
d) Adaptability-adaptable and maintain flexibility in corrpleting tasks in all L'\rer-

changing rvorkplace.
e) Honest-v and Integrit),- rnaintair.r a sense of honesty and integrity above all else.

fl Self-Motivated-look fbr ernployees rvho require little supervision ar-rd directiotl to get the

rvork done in a tinrely and professional nlantler.
g) Motiyated to Grou, & Learn- In an ever-changing u'orkplace, employers seek etnplovees

r,vho are interested in keeping up rvith neu,developntents and krtorvledge in the field.

h) Strong Self-Conlidence- recognize their strengths as u,ell as their r'veaknesses and are

r.villing to rvork on tl-re latter.
i) Professionalism- exhibit professional behavior at all tirnes. Professional behavior includes

learning every aspect of a job and doing it to the best of one's abilitl'.
j) Loyaltl- can trust and rvho exhibit their loyalty to the Associatiorr.

2.3 Right and obligations of ,IYBIN and the rvorker
2.3.1 Obligations of 4YBIN

a) Shall inform about the vision, r'r.rissior-r, objective and strategl' as well as procedures and u'ork

Plan.
b) Shall inform adrninistrative rnanual, disciplinary regulations and work procedures and provide

job description rvhich clearly shor.vs the detail duties and responsibilities of eaci't employ'ee.

c) Shall provide, in accordance *,ith the employr.nent contract. all equipment required for the job

and ensure that u,ork places are suitable for health. so that the ernplo-vee can ftrlfill his dr"rty as

per the required time and qualit1".

d) Shall implernent governrnent directives, rules and regulations pefiaining to the rights and the

benefits of the employee and shall also implement. if there are any directives and additiollal

obligations, set by,IYBIN at any olte time.
e) Shall pay the salary of the 

"tniloy"", 
ever)' month between 25'r' ancl 30'r'. Shall provide all

other beltefil on 1itne.

fl Shall freely issue to each en-rployee a rnodern identiry- card that rvill be used as long as the

employee in the organization. ,lYBIN shor-rld renew the ID free of charge. Hou'ever, itr cases

of request for replacement due to mishandling or loss, the emplo,vee shall cover the expense.

g) Shall keep personal file of all ernployees rvhich contail.ts letter of emplol'nlent. salar1,, various

leaves taken at different times. heatth and police clearance cerlificate. period of prortlotiotl.

testirronials of educational qualification and rvork experience, directives related to *'ork and

letters of testimonials regarding the employee, letters of disciplinary measures. etc.

h) Shall issue appropriate leaving cerlificate to the en-rployee during his/her leavin,q and make

necessary payments.
i) Shall suppoft b1, providing the necessary material, office and related services rvhen the

emplol,ees are requesting to setup a labor union and/or when collective agreelllents are uade.
j) The provident fund of the ernployee collected every month sliall be deposited r,vhere higlr

interest can be secured in a saving account opened in his/her name.

k) Shall make tlte performance etaluation of each ernplo)iee every six month b1'the inlmediate

supervisor of the employee and shou,rr to the emplol''ee for his comntents and signature prior

to its approval by the responsible erecutive.
l) Shall take the necessar\1 nteasures to protect the safety and health ofthe employee and prevent

accidents related to his r,vork. It shall also follorv the directives set by the appropriate bodies

regarding these measures.
m) Shall effect the termination of the contract of an employee in accordance r'vith proclamatiotl

No 1156/201l, rvhen the rteed arises.

n) Shall bail an employee u,ho is sued for car:sittg damage rvhile conducting his/her assi-9ltment

until finial verdict is given. But if the emplol,ee causes accident using the Associatiotl's
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vehicle lvhile conducting activities outside his assignrner)t. trar)sporlirrg passengers or freight,
the association shall not bail 1:irr-r out.

o) Shall provide training on accident preventiolr methods and the usage and handling of
equipment by professionais u,henever necessar)'.

p) Shall ensure that the general organizational set-up of the Association, i.e ., , the supply of
office supplies/material, the placing/storage of supplies and spare par1s. modes of issuing or
distribution, etc.. and related matters are not hazardous to the health of the employees.

q) Shall protect the employee from arbitrary transference. suspensior.r or dismissal ar-rd other
sirrilar forrrs of penalties for appeal con-rplaint or requesting advice and assistance regarding
his rights in accordance r.vith the lau,frorn the concerned authority,.

r) Shall maintain the confidentiality of the personal file/record of every,employee and shall also
allorv the employee to see his/her personal file in the presence the concerned bodies if she/he
\valrts to do so irr

s) Shall desigu and conduct trainings and educational prograrns that would help improl'e the
qualit1'and productivity of the association.

2.3.2 Obligations of the worker
a) Shall abide by the rules, regulations. policies and directives. procedures and manuals of

4YBIN.
b) Shall properly and efficientll,conduct his duties utilizing his full capability and energy and

shall exerl the necessary effbft to irnpror e service.
c) Shall respect and obey all superr.isions made and directive given by his immediate supervisor

in relation to his work.
d) Shall protect the properly of 4YBIN. and the equipment for rvhich he is responsible, utilize

therr econouricalll,in a nranner that could make thern long-lasting. and shall return them back
on time during termination of his contract.

e) Shall be forced to be assigned in activities not included in his job description u&en accidents
are likely to occur.

0 Shall not practice acts u,hich may harm the phl,sical and mental u,ell-being of hirnself and his
colleagues. as u,ell as the properlies of tlie organization.

g) Shall not take an1, propertv-. equipment or material without the permission of the concerned
head or transfer them to other bod1,'or use thern for purposes not related to the w,ork of 4YBIN
realizing it is illegitirnate to commit such acts.

h) Shall not be on duty intoxicated rvith either alcoholic drinks or drugs. Shall respect rvorking
hours during u'orking days. Shall not create conflicts or do battle.

i) Fulfill directives related to health care set b1,the association and take vaccinatiorrs provided:
respect other directives related to health care and danger prevention mechanisms and
implement them.

j) A u,orker must get the consent of his irnmediate boss to leave his u,ork during regular
rvorking hour.

k) Shall accept either rvritten or oral order of the section head or his superior to cover the duties
of a missing rvorker.

l) Shall struggle as much as he can to eliminate embezzlement, r.vastefulness, and abuse of
po\\'er.

m) Shallrepofttothe administration of the association, birth, death. marriage, and divorce as r.vell

as other changes iu tl-re structures of his family as quickly as possible.
n) Shall har,e health checkup r.l,hen situations compel or rvhen the association denrands so, for

sufficient reasons.
o) Every driver shall renew his license duly with his own expense.
p) Shall cornply u,ithout quell rvhen asked to be searched on entering or going out of 4YBIN.
q) The rvorker has a responsibilitl, to get trained and gii'e trairting at skill upgrading trainings

organized by 4YBIN.
Should not perfornr his personal affairs during the rvorking hours of 4YBIN. un
permissiort bi,' 4YBIN.. He cannot also absent himself from uork u'ithout permission
A shift rvorker shall not abandon his machinery before transferring it to his re1

tunless given permission to do so by his irnmediate boss.

r)

s) rcerlent,

lr
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t) Has a responsibility of notifying about a -'vorker u,ho causes darnage on the propeft),of the
association or on a fellorv *'orker u,ho causes hann or steals. do battle to the leaders of the
in stitr,rtion .

Shall activell' pafticipate in rneetings and discussing forums related to rvork and oruanized b1,

4YBN..
ls obliged to pal,for equlprnent given to hirn rvhen lost due to various reasolts. unless this
happens beyond his control. The pal,ntent shall be made on the curreut cost estirnate of the
equipment on a fixed term. Besides, the r.r,orker shall rnake inventorv of the asset under his
control annually or whenever he is asked to do so.

u') The worker shall not use the weapon given to him for executing his u,ork to threaten his
colleagues and the customer of the association.

2.3.3 Rights of 4YBIN
a) To direct, adrnirrister and supervise the activities and performances of the rvorker as per the

contract of employment.
b) To prepare the rvork plan and regulation of the corporate office and the association anci

ir.nplement, direct and superuise them.
To entplov administer. give salary and promotion, control transfer, appoint. demote. suspend.
fire and take legal disciplinarl, rrreasllres against the rvorker in accordance rvith the manual and
applicable rules.
To create nerv positions. cancel or improve, and its right to fix salary or other payments is also
reserved.

2.3.4 Rights of the worker
a) All the rights. benefils and pal,ment stated in this manual shall be preserved to every r.r,orker

rvithout anv d iscrimination.

r)

No otre can lvithhold or cut the salary of any u,orker. save rvith the consent of the u,orker. or
in accordance rvith the administrative directive of the institution or by lau'.
When the r','orker demattds to see his personal file by submittin-u a rvritten application to the
adn-rinistrative head, he rvill be permitted to do so in the presence of the Records and
documentation service head or any other concerned head.
If he has grievattces as regards promotion, transfer, education. training, disciplinary,measures

and the like. he has the riglrt to come forward and get explanation about the implenteutation
and the measures taken.
Has the right to participate and freely voice his opinion and discuss its implementation rvhen
the institution comes up rvith a new plan and papers budget, and has also the right to attenC
u'orkers meetitrgs, forr.vard his vier'vs freely and openly at anv forum and take his or.vn stand.
Can submit complaint against 4YBIN. sue the institution.
Can air his grievances collectively and individualll, and has the right to get written or verbal
reply' depending on the presentation of the con-rplaint.
Has a right to become a member of an association. edir, Eqib and others.
Has the right to refuse to execute the assignment given to him by the institution if there is a
tangible reason that it may endanger his life and is dangerous to his health. Yet r.vlrat's termed
Itere as tangible reasorl should be verified b1,a professional.
Has the right to request for and get inforrnation about the association under it. unless this
doesn't affect the safetl'and benefits ofthe association.
Tlte u'orker has the right to get cerlificates of work experience. and a letter stating the artrount
of salary he earns r,"henever he requests.
When the association takes a measlrre agaiust the prornotion of the rvorker, the u,orker has the
right. in accordance rvith grievance procedure. to take up the lnatter rvitlr the concerned head
(that is up to the level of the general rxanager of 4YBIN and defend his right.

u)

v)

c)

d)

b)

c)

d)

e)

0
g)

h)
i)

k)

i)

PART III: EMPLOYEMENT
t/
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3.1 Manpolver Planning
3.1.1 Objective

4YBIN. recognizes tlte need to adopt an effective manpo\ver forecasting, planning and control to
nleet 4YBIN's plan rvith the airn of achieving efficiency, and proper management of Human
Resources.

3.1.2. Procedure
4YBIN shall rvork out its manpower plan in the follorving manner:

a) Take an inventory,of the existing manpo\\.er.
b) Cotnpile information regarding emplol,ees. u,ho shall be retired, by profession. gender, etc.

and time of retirement.
c) Compile information regarding future personnel requirement classified by skill and type of

emplol lnerrt.
d) Project the vacancies that shall be caused as a resrrlt of promotion, transfer, tennilation of

employntent etc. and examine the changes thereto.
e) Exanrine manpower utilization of zIYBIN b1' type and time of employment at least on an

annual basis. This shall include:
r Additional rnanpower required.
o Reduction irr rnanpouer.
r Relief or replacement manpor.ver required.
t Redundant manpower.
r Employees to be trained in order to replace others.
t Nurnber of employees who are on training to improve their qualifications.
I Prepare the necessarl, budget along w,ith the manpower plan.
t Implement the plan and evaluate performance periodically.
t Report its achievements and drarvbacks.

3.2 Key Employment Principles
a) 4YBIN provides equal opportunityto everyone regardless of age, gender, color, race, national

origin. political belief or disabiliq,that does not prohibit performance of essential job
functions.

b) This is reflected in practices and policies regarding hiring. training. promotions,
off, pay', and other forms of cornpensatiou.

transfers, lay

c) Once hired. all n-ratters relatins to ernployment are based upon ability to perfonn the -job,
performance outcomes, honesty., dependabiIity, and reliabiIit1,.

3.3 Types of Employment
a) Employment for Indefinite Period: This type of employment contract is an emplovrnent

that u,ill stay for unlimited period of tirne.
b) Employment for Definite Period: This type of employrnent is an errplol,rnent that rvill stay

for limited period or duration. A contract of ernployment rnay be included for definite period
or piecervork as define in the proclamation 115612011, Aft 10.

3.4 Vacancies
a) Allactivities of 4YBIN shall be carried out on the basis of an organizational plan.
b) A vacancy is deemed to erist only after the need has been futly justified and the justificatiol

has been scrutinized and approved bi,GENERAL MANAGER.
c) For every vacancy desired to be filled, an employee requisition shall be initiated b1, the

requesting Head of Depaftment (HOD) or service rvith duties and responsibilities clearly
stated- Manporver Requisition Form HV00l is attached in Appendix 1.

d) Qualifications required for a vacant post shall be in accordance with the relevant provisiops
in the position's job specification.

e) The requesting deparlrnent/body shall identify its manpo\\'er requireutent. fill
employment request form. and present it to HR Manager/ Division/officer.

f) All Employment requisitions made for a vacant post shall be approved
MANAGER.

the

*
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3.5 Sources for Filling Vacant Posts

a) A vacart p6st coLrld be filled fi'onr internal sources or exterrlal sources' Interrlal source

corsists of intelral transfer and promotion. External source could be extertlal transfer or

direct hiring.
b) As a llrst siep. elforts shall be made to fill vacancies b,r transferring employees u'ho are fit

for the vacant position from withirr 4YBIN'

c) When it is not possible to fill vacancies by transfer. 4YBIN shall invite candidates through

internal vacallc)'
d) When it is r-rot possible to fill vacancies fi'om rvithin. 4YBIli ir-rvites candidates first f|orn

related .o,-,.,po,.,L, therr from the labor market or shall try otl-rer lrleans like head hunting'

contactipg ricruitrt-rent agencies. academic instittttes etc' to fill the vacatlcies'

3.6. Transfer
a) Trausfer is a lateral placement of an emplo.vee from one place of rvork to anotlter place of

work or frotn one position to atlother'

b) Lateral transfer olan emplo-vee shall in no rval'result in the change of his previous salarl"attd

job grade. yet he shall gei all the benefits attached to the position (place) to rvhich he is

tratt sferred.

3.6.1 Permanent transfers
a) an .,rf to1,". can be transferrecl frorn one u,ork place of 4YBN to another r'vork place of

4YBIN from ole department to another depaftrnent through a decision to be passed by

GENERAL MANAGER'
b) 4yBlN Charitl,' shall give prior notification in r.r'riting to an employee wl-ro is going to be

transferred p"i,run"nil1, and the transfer letter shall include the place and position he is

transferred. the salarl, and benefits attached to the positiorr. I-lowever' rvltetl the

transferred employee is to be moved to another tou'tt. he shall be notified in $'riting

is to be cornpletecl and approved by al1 concerned prior

the transfer rvith no good cause, he mav be terrninated

imrnediatelY.
e) If an employee is transfened by the initiatiorr of the GE'NERAL MANAGER and if the

transfer entails cost,4yBlN shall provide him transportation facility including for his

farnily a,d luggage: or shall pay tiavel allorvance frorn the dat' of his deparlure to his

arrival Aut" toln" nerv place or shall cover the transportatiot-t cost.of his far-rlil1' and

luggage in accordan.. ,"ith the regulation. This doesn't apply to job transfer \r'ithin a

totttn '

0 An employee transferred by the initiation of 4YBIN pernranently shall be paid per-dient

of 15-days as per his salary scale to help her/him settle in the nerv area'

g) Before ihe trarsferred eniployee leaves his u,ork place. he shall handover all pending

issues and properlies in rniiting to the assigned employee and copies of the docutretlts

shall be sent to all concernea ULaies. Besides he shall subrnit a clearatrce form signed bv

all colcerned Departments or services to the HR Manager/DiVisioniOfficer'

3.6.2 Temporarytransfer
a) 'l'ernporary transfer shall be made so as to solve u'ork probler-ns that arise temporarily' at

atly one of 4YBIN work stations'

b) 'l.emporary transfer shall be made for a maximum of 6 rnorlths only. A tratlsfer that

exceeds6montlrsslrallbecorrsideredaSpermanellttransfer'
c) Ar-r ernployee u,ho is ternporarily transfeired shall be entitled for one month per-diem and

onlyu""o,-,*od,tionifitcontitluesLrpto6nronthsasappropriate.
d) When an employee is transferred ternporally. he shall be given 7 calendar days written

,otification siatingthe place and positiou of transfer. Yet the transfer shall not affect the

bettefits,salary,andthejobgradehehassecuredearlier'

belore 30 calendar da-vs.

c) Emplol'ee transfer request forln
to eff-ecting transfer.

d) lf an ernPloYee doesrt't accept

iil ,o,n'''*nl,H)
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3.7 Promotion
a) This pron-rotion refbrs to prontotions that u,ill be placed based on intenral staff competition.

Horvever, career promotiorrs could be introduced and shall be based on the criteria set in

r)

operatiou areas.

When a vacant position is created. the concemed Deparln-rent/body shall request in lvt'iting

to the Finance & Adrrin./HR & Adrnin. Manager to get the position filled, stating the title of
the vacant position, the reasorrs u,h1- it r.r,as created, the job specification and olher relevattt

criteria.
Tl-re Finance & Admin./HR & Admin. Manager shall subrnit the request for approval to the

GENE,RAL MANAGER. President after examining the necessity of the vacant position and

verifying whether there is a budget allocated for it.
When the GENERAL MANAGER decides on the filling of the vacant position by

promotior.r, the Finance & Admin./HR & Admin. Manager shall post an internal vacancy

anuouncenrent r'vhere every employee can see it for at least five days.

A pror-r-rotion process should be finalized. at most, within 20 days stafting frorn the date of
vacarlcy notice.
The content of the vacancy announcentent shall include the following:
Job title and number of vacant positions:

Job grade and salary;
Job specification:
Appl ication or registration deadline:

Others as appropriate.
Every applicant shall get pennission fi"om or suppofted by his respective Head of
Depaftment.
Onl1,' errployees rvith the basic qualifications and experience, and very good perfornlance
((from S5% (4.25 out of 5 and below 95% (4.75 out of 5)) perfornutnce results shall be

considered as candidates for promotion.
An erlployee rvho had earlier gained promotion shall compete for another position onl-v

after serving for at least two years in his current position.

Any promotion shall not be valid unless recomtnended by the Promotion Committee
stated belorv and endorsed by the General Manager or his delegate.

An ernplol,ee r,r,ho is prornoted shall not be made to stay for more than one month in his

previous position unless there is force n-rajeure. In this case the General Manager rnay

decide.
The nervly promoted err-rployee shall get the starling salary of the position; other privileges
and benefits attached to it frorn the effective date of his promotion.
When an employee is promoted to a higher position and his previous salary is equal or

exceeding the starling salary of the new position. he shall get a two-step increment in the

new grade he has attained.
n) If tl-re pron-rotion results transfer from permanent place of work, the benefits stipulated in the

permanent transfer shall be implemented.
3.8 Promotion Committee

a) A Promotion Conrmittee shall be forrned to select best candidates from among competitors

for a vacant post and recommend for final approval. The committee members shall be:

b)

c)

d)

e)

0
I
t
i
a

a

s)

h)

i)

k)

i)

m)

a Finance & Adrnin Manager/HR Division
a Respective Deparlntent Head

a Personnel Officer
A Ernployee'sRepreser-rtative

Chairperson
Mernber
Mernber and Secretary
Men-rber

b) When a rnember of the Promotiou Cornmittee appears as a candidate for a parlicular vacant
post, he shallternporarily resign fi'orn tl-re cornrlrittee and the remaining committee members
shall finalize the selection process.

c) An emplol'ee rvho is elected as a mernber of the cornrltittee must have

service in 4YBIN. ,.-#**-=* 10\
/ \" "r$'\ \"
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3.8.1 Evaluation criteria for promotion
When the personnel head of 4YBIN. submits the application and testirnonials of the qualilied
candidates, the conrmittee shall scrutinize the candidates' records and select based on the
follou irrg clileria:

Conrpetence and seniorities (Direct/relevant rvork Experiences)
Educatiorral Quul ifi catiol
Performance Appraisal Result
Personal Fi le/Record QLral it_v

3.8.2 Promotion approval procedures
a) The GENERAL MANAGER can fully or parlially accept or re.iect the recommendatio;t of the

committee or order the committee to re-examine it again.
b) An employee promoted shall be officially notified in u,riting and copy of the letter along w'ith

other relevant documents shall be kept in his personal file.
c) A letter stating the promotion, salarv and beuefits attached to the post shall be given to the

prornoted employee lvithin 7 calendar days after approval.
d) The ner.v salary and other benefits of the prornoted ernplovee shall be effective as of the date

of approval by the General Manager.
3.9 Recruilment

a) When it is not possible to frll frorr r,vithin" 4YBIN shall inr,ite candidates from the labor
market through vacanc)/ announcernents.

b) The announcement shall be made on notice board, b1'' radio. television, on local ne\\,spapers
or other mass media. E-recruitirrg. through Website of the 4YBIN or other options ma1' be

explored, as deemed necessary,.

c) Any external vacancy announcerllent may inclLrde the follon,ing:

3.9.1 Registration of applicants
a') Application could be rnade by rnail. email, or in persorr as appropriate.
b) Candidates who respor-rd to the announcement shall be registered by the human resource

depaftment as appropriate.
c) Photocopies of all documents testifying education, r.vork experience and other documents

of applicants sl-rould be counterchecked r,vith the originals. Horvever. if the applicant is

still emplol,ed in another organization. he shall not be asked to produce letter of
resignation before he is finally selected.

d) Unless decided by tire General Manager uuder special conditions. application submitted
after the deadline is not acceptable.

e) Unless the applicant submits the documents, he is requested to produce in accordance
r.vith the anuouncement on time. or if it becornes evident that he does not fulfill the
required inforrnation, his application shall be disqualificd before he passes to the nert
phase of employment procedure.

3.9.2 Screening and selection
a) Application documents shall be received and screened by the Finance & Adrnin.

Manager/ Division Manager. The manpower required for a position shall be screened out
on the basis the criteria set for screenirrg.
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b) Candidates qualified for iutervieu,or exams are called through appropriate lreans stating

tirne and date of iutervier.r' or exam.

Intervierving/examination shall be made by the Finance & Admin. Manager/Divisiorl

Manager in conjunction rvith the requesting Deparlrnent Heads/Managers.

Examination could be used as a uleans of selection depending on the nature of the job

under consideration. Exam could be given by irrternal or external agencies or skill testing

centers.
e) Before final selection. references might be checked or fufiher investigation dependir-rg on

the position and condition of the candidate r'r'ould be made.

0 Finance & Adrnirr or HR & Adrnin. Manager/Officer and the requesting

Head will select the best candidate and subr-nit for approval or final decision.

g) Employment of the best candidate shall be decided / approved by the

Department

GE,NERAL

MANACER or his delegate as appropriate'

h) The candidate selected accordingll, shall then be asked to produce police clearance and

rnedical examination ceftificates fi'orn the respective 4YBlNs. (Form 002-003 are

attached in APPendix 1)

3.10 Candidates not Eligible for Emplovment
a) A person dismissed from Govenlrrenr offices or alty other organization or froll related

companies because of serious disciplinary' offences'

b) A person u'hose age is under 1 8 or above 60.

c) A person r,vho is unfit on rnedical ground

d) A person u'ith criminal records (Failure on police clearance)

3.11 Contracts of EmploYment
a) 4YBIN may have tlvo types of contracts desigrled one each for:

' Contract of Employment for indefinite period:
r Contract of Emplo.vment for definite period. This will include Casual/Seasonal worker

employed for a minimum period of 30 days.

b) Each employee shall be required to sign an applicable contract of employrnent

to be effective the first day of erlployment.

per (a) above,

c) The contract of emplol'ment shall be counter signed by GENERAL MANAGER

ernplol,rnent of depafiment heads and all designated in equivalent positions. For the rest

ernplol.ees, the Finance & Adrriin Manager shall sign on behalf of 4YBIN.

d) The candiclate who fully meets all the requirements r.r,ill be given a letter of employnlent

signed by the GENERAL MANAGER or Finance & Admin Manager as provided in the

contract. The ietter of errrplo-vment shall specill'the follou'ing:
,/ Job Positiorr/ job title;
'/ The Department/unit to rvhich he is assigned to;
,/ Date of En-rployment.
./ Salary Grade and details of the monthly salary and applicable allor.vances.

,/ Place of work and rvorking hours as applicable to the u,ork location.
,/ Probation period,
./ The duratiou or term and conditions of employment contract and otlter relevaltt

documents:
e) Attached to the letter of employment, the er-nployee shall be given a complete job description

detailing his duties and responsibilities.

fl The Filance & Admin. Ivlanager shall open a personnel file (in hard copy and in soft copy)

containing at least the follou'ing irnpofiant infomation.
./ One current (not exceeding 6 rlonths) passporl size photograph, and application leffer

requesting for an employment;
,/ Minutes of ernployment cornmittee proceedings;
./ Health certificate and Police clearance;
./ Testimonies of educational qualification and work experience;
./ Probation letter of employment:
,/ Job description;
,/ Contract of employnent or agreement.

for
of
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-q) Access to er-nployees' personal files is lirrrited to the relevatlt staff mettlber of HR Staff'

h) The emplol'ee can have access to his persotlal file in the presence of the Head' Humatl

Resottrces or his desiguate.

i) After the er-nplo1,ee 
"completed 

irrduction program and filling employees' datasheet (Form

HR/002 attaclied in appcndix 3) shall be given a 4YBIN Identitv card (lD)'

3.12 Induction Process
a) Follorving the final appointrlent, selection of a ner'r'ly recruited Employee, an ittductiotl

progrant shall be .urri"d out prirnarill' by' the respective Fitlatrce & Adrnin' Mallager/ HR &

Admin. Di'ision Manager u,1d tl'," Departn-,ent in rvhich the trerv staff is going to be assignecl'

A public relations oftrcer (if an1,) may also be involved in the induction progratrr especiall,v irr

the getteral orientation program recruits'

b) The inductio, p.og.u,]r, ba-sically, shall be divided into trvo traitl events; namel.v the general

orientatiol und 
"iplurution 

about 4YBIN to be hardled by HR officer arrd PLrblic Alfairs

Officer and secondl,v. tl-re orientation and explanation focusing on the neu'et.tlplol'ee's specilic

job to be conductei U1' tl-,e imnrediate in-charge. Orientatiorr Sheet Fonl HR/003 is provided

in Appendix 3.

c) Accoidingly,. the first event of the indr-rction program focuses or.r:

t Detailed explanatiol of faculties' profile. organizatiorl set up. their' Mission. Vision ar-rd

core Values'
i lntrocluction of the neu, ernplo.,-ee to top and rniddle lnanagement officials and 4YBIN

prem iseslservices.

llntroductiontoemployee'sdutiesandrespotlsibilities:
t Introduction to Rules of conduct and ethics;

) Introcluction to Working systems. safety rules, regulations. directives and policies of

4YBIN;
o Introduction to the relationships that he is supposed to have \\ith inrmediate supervisor'

fellorv rvorkrnates and other units i.e. lateral and verlical:

d) The imr-,ediate supervisor of the employee shall conduct subsequent orientation and induction

on the follo'uving topics:

r Conduct tour of Depafiment and other operation areas and facilities

o Introduce staff
i Orient rvork area

o SafetY and securitY rules

r Policies' standard operating procedures (SOPs)' and

r Work instructiotls'
t The relationships that he is supposed to have lvith fello$'$'orkmates artd other utlits

i.e. lateral and vertical;

e) Based on the specific nature ancl condition of the job, a programmed on the job training rnal'

be conducted to help the incumbent master his assigttmettt.

0 4YBIN shall provide HR Policies and procedures Manual to the nerv emplovees thal u'ill be

returned after 3 days of err-rploymer-rt'

g) Finall,r,, the immediate manager of the nerv incumbent and the public officer sl-rall make eYery'

eflbrt to make the ner,v employee feel at holre and help him easily adapt to the ueu'

enviro,ment. This can be done through a follou'-up interview sometitne after the nerv

e,-rployee has been on the .iob. and able to answer further questions that the nerv etnploYee

might have ancl to repeat some of the earlier infonnatiotl for ernpfuasis'

h) For.en-rployees promoted from r,vithir-r. the second event of the induction i.e. irltroducingto his

new asiignment noted on item (d) rvould be sufficient'

3.13 Probation Period
a) The {,irst 60 calendar of dr-rration for employrnent sl-rall be considered as the probationarl'

period for employment made for indefinite period'

b) An e,rploye"'n1uy be subjected to one probationary- period during the term of emplovment

antl u p.rrtn reemployed shall not subject for probation period.

c) Evaluatio.of 
"n1pio1L. 

on probation it.,ultU" made beforethe end of the probation period'

7
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d) The emplol,,ee rvill be notifiecl, in u,ritiug. of 4YBIN's decision eitherto continue u'ith orto

ten.ninate her ernploytlent of cotltract of employnlent.

An ep-rploy"" *iro is on a probation periocl can be disntissed without prior notificatiotl.

Similariy. i.," .u,1 also resign on his ou,n accord u'ithout giving prior notification to 4YRIN

An e,rpioyee rvho has successfully completed his probation period shall be considered as an

elrployee-efltctive frour his date of employrnent on probation basis. He shall have the

privilege of getting the benefits stated in the labor proclamation law and in this Manual u'ith

effective from the date of his emplo;-ment.

3.14 Employment of Temporary Employees
a) Temporary Ernployees are employees hired:

t For seasonal or occasional or irregular or specified piece ofrvork.

r In the evetlt or of occurretlce of abnormal pressure of u'ork'

t As a replacement of an errplo.vee u,ho is ternporarily absent fi'orn duty due to leave or

other reasot.ts.

b) The duratiol. the conditions of terminatiou and other rights and obligation of the en,ployer

and the employee shall be governed by the specific contracts of ernploymettt- In matters not

covered by the specific conlracts, the lahor proclamation in force and this manual shall apply

as appropriate
c) When an employment contract for those defined in 3.14 (a) here above includes a fixed

duration the follolving should be observed strictly:
. Probation period for fixed ternt employment shall be as stated in the contract

employment but should not exceed the 60 days limit. No need of probation period for

employment contract that lasts up to 3 months'
. All contracts of fixed periods shoLrld be tenninated at least on their expiration dates.

. If the prescribed ,roik ir completed prior to the fixed date tlie contract should be

terminated immediatelY.
. If a piece of u,ork or project requires longer duration to accomplish it and the fact is

supporled and approved by the GENERAL MANAGER, old contract should be

terminated and new contract of ernployment should be signed.

3.15 Employment of ExPatriates
a) Conditions for enployment of expatriates - expatriate employees/consultants can be ernployed

under the fol lowing circumstances:

o When he has been unable to retain an Ethiopian, r.vho can carry out the task, follo'wing a

reasonable searcl't.

o When the ernployment of an expatriate is necessary in order to transfer knolv-horv relatirlg

to ne$, r.lork systerns. technology, or improve managerial capability of local senior

employees and managers and sirnilar other matters'

b) proceclures for the employment of erpatriate employees/consultants/engagenrents include:

o The HOD/head of service shall explain the necessity of the ernployment of an expatriate

ernployee/colsultant and submit justification to the General Manager; the General Manager

may take issue to Management Committee for endorsement and to be approved by 4YBIN

Management Board/Board Chair Person.

o Expatiiate ernployees/consultants may be engaged on a contractual basis for a fixed-term

period.
o When an expatriate is engaged in relation to a position that is expected to u'ork ntaximun-t

for a period of 3 years, the Association may assigtr a local individual, for training prlrposes-

rvith a vier,v for tire local individual to eventuall)/ assurlle the position. This u'ill be subject

to the discretion of the GM cf the Association.

o When an expatriate is ernployed. the emplol'ment contract

responsibilities of the emplovmetlt, ternls of payments

duties and
any other

suppofi ing relevant information.

e)

PART IV: EMPLOYE,E PERFORMANCE APPRAISAL

shall incorporate the
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4.1 General Objective
The purpose of the enrployee's perfonrance appraisal policf is to selve as a nreans of measurin-e
aud enhaltcing individual performance. fostering prof-essional clevelopment and career grou,tlr.
aiding in the deterrnination of merit salar1,. increase and docunreutation.

4.2 Specific Objectives
a) To develop, motivate. and guide employees so that the1, rvill ccntribute to the best of their

abil ities and performance outcome.
b) To develop artd maintain open fonnal communicatior: betu,een ernployees and their

supervisors.
c) To improve performance, job satisfactiou, productivib,and rrorale ol'ernployees.
d) To rate err-rplo1,ee performance with the ultimate pLrrpose of directing the efforts of all

employees torvard achieving the goals and objectives of 4yBIN.
e) To assess training needs by identifi,ing gaps and inadequacies that could be rernedied

through training.
0 To ertable 4YBIN to possess consistent basis for considering salary increments. boluses,

prorr.rotion, transfers or termination of contracts of employment.
4.3 Procedure

a) For employees under indefinite tirne of contract with 4YBII\i. perforntance appraisal repoft
shail be filled trvice in a year (every 6 Months) and shall cover the follorving:

h) The first repofl covers iront:
A January l- March 29 : SLrbmission: April 31

ii) The second report covers fror.r.r:

A JApril l- May. 30: Submission: June 3l
4 Cuntulative Average calculated by'Personnel Heads: Submissiou: July 30

b) The performance appraisal of an enrployee should be filled in a manner that could foster a
justice atld democratic culture. This means the emplovee and his in-rrnediate superior shall
plan the work. evaluate the implementation of the plan together. and the forrner shall be
allorved to give his comments about the perforrnance repoft.

c) Imntediate iu-charges of charitv. deparhnent. or unit under rvhich the employee is currently
rvorking shall fill the perforrnance appraisal reporl trvice a year. fhe en-rplo1,ee shall be -uivena chance to express his viervs and put his signature on the completed perfonnance appraisal
repoft. Ernplovees' and Managentent Members Performance Evaluation Sheet F-orm
HR/004A, and Hfu004B, is provided in Appendix 3.

d) Performance appraisal of employees shall not be subject to arbitrarily and personal
relatior-rships and prejLrdices and shall be based on the concrete evaluations of the u,eakpesses
and strength of the employee.

e) 4YBIN, depending on the nature of theiru,ork and as found necessary, shall define evaluatiorr
rating points that rvould enable it to evaluate their employees in advance.

0 All perfornrance evaluation reports of each Deparlment, Services, Sections or Units should be
serrt to Finance & Admin. Manager/HR & Adrnin. Manager in 4YBIN. The signed copy of
tlte perforrnance repoft shall be kept in the personal file of each E,ntployee.

g) The Finance & Admin. / HR & Adrnin. Manager will ensure that evaluatiou
srrbmined ou 1itne.

4.4 Result of Appraisal

repolls are

a) Perfortrance ratings should be based on the follorving categories w,hich must be derived fi-orn
detailed perfonnance evaluation as per relevant fonnats.

- Belorv 65% (3.25 out of 5). Unacceptable perfonrance
- Frorlt 65% (3.25 out of 5) and belorv I5% (3 .7 5 out of 5), Fair perfonnance
- Fronr 7 5% (3 .15 out of 5) and belorv 85% (4.25 out of 5). Good perforrnance
- From 85% (4.25 out of 5) and belorv 95% (4.75 out of5), Ver1, good performance
- Above 95% (4.-15 out of 5), Excellent/Outstanding perforrnance.

c) Performance appraisal results shall be utilized for the follou ing purposes:
a. Evalr-ration-to assess an employee's eff-ectiveness and productivity against the goals

and objectives set by the rnanagers,
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b. Development- it helps guide decision-making regarding employment actions,
persounel planning and training and developrnent.

c. Recognition- to recognize outstauding employees.
d- Employee feedback- helps human resources and senior management rvith career

planning.
4.4.1 Training

lf the appraisal indicated in fair performance and belorv, i.e. his perfonnance lies belolv 700%
it is practical and beneficial to provide fufther training to the emplol,ee for inrprovement of
his/ her perforrrance.

1.4.2 Written rvarning and follow,-up
4YBIN slrall take the follo"ving steps in addition to 4.1.1 above. if the appraisal result of the
employee is unacceptable, i.e. belorv 65%.
a) When an employee under appraisal is found unable to cope rvith responsibility, he shall

be served rvith a written r.varning indicating clearly his shoftcomings and be given a final
period of six ntonths during rvhich he has to show significant improvement or otheru,ise
face action including dismissal on grounds of inefficiency.

b) If and rvhen possible 4YBIN employee found r.veak in his post may be re-assigned to a
lower post for a final trial of six tnonths.

c) Due follow-up, encoLrragelxent. and possibly training should be accorded to the
employee during the six months period indicated in a) and b) here above.

d) If, at the expiry of the six nronths period and after having been given full opporlunity for
improverneltt, the employee has still shorvn poor performauce. he shall then be
suspended imrnediately and the case be passed on to the Finance & Admin./HR &
Admin. Manager for recommending appropriate action. Finally, the GENERAL
MANAGER will decide tennination of contract emplol,ment as appropriate.

4..{.3 Verbal advice and follorv-up
a) It is essential for the purpose of good morale and good efficiency to bring adverse reporls to

the attention of the respectir,'e employees so that they rvill have adequate opportunity for
improvement.

b) 4YBIN authorities and supervisors u,ill make extra efforl to assist average performers to
improve their perfonuance for future growth.

4.1.3 Verbal or x.ritten appreciation
Verbal and/or written appreciation shall be made by Supervisors/Section Head. Depaftment
Heads etc.... to recognize employee's significant achievements.

4.4.1 Custody of appraisal documents
a) Documents pertaining to performance appraisal shall be kept with utmost secrecy.
b) Appraisal documents pertaining to all eurployees shall be in the custody of Personnel

Officer.
c) Appraisal forms pertaining to GENERAL MANAGER and Depafirnent Heads shall be

kept at the General Manager or HR Manager Olfice as appropriate.
PART V: TRAINING & DEVELOPMENT
5.1 General

a) Training and development programs of 4YBIN are primarily to develop ernployees u,ith the
Ilecessary knorvledge and skills by enabling them to carry out their assigned jobs with ease
confidence and utntost effoft.

b) Training activity is carried out rvith high reference to broader organizational goals and shoLrld
be regarded as purposeful.

c) Training needs may be identified frorn the follorving:
'/ Low'perfonnance results/gaps at individual employees' level, at occupational level, and at

4YBIN level:
/ Introductiou of new technologies that need new skill and competencies:
'/ Introduction of nerv work rnethods, sl,sterns of ll,ork or promotional purposes.

d) Training needs may be identified by imrnediate in charges/supervisors throu
appraisal and passed to the Finance & Adrnin./HR & Admin. Manager for acti

i 091472
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e) All training pro-qrarrs (either domestic or erternal) shall be prepared by Finance & Admin./l-{R
& Adrrin. Manager and shall be approved by CEIJERAL MANAGER or his delegate and
implernented by all Depaftments.

f) Entployees selected for training coLrrses shall continue to receive their full salary and related
employntent benefits, ior the duration of the course.

g) For all approved courses, all travel expenses and allorvances shall be in accordance rvitlr
4YBN's Business Travel (Per-diem) Policy.

h) All costs associated rvith the approved training progranr, sLall be based on 4YBIN tlainine
budget unless and otherrvise cost sharing contract is entered u,ith the trainee.

5.2 Mode of Training
5.2.1. In-house training

a) Workshops, semitrars and shofi-term trainings are or-eanized periodicalll, b1, 4YBIN using
own staff as resource personnel.

b) Ilutnan Resource Depaftntent prepares schedule of training based on the -eap. program
and activities and advises all affected Depaftments and. r,r,hen the employees are required
for training.

c) Emplovees shall be nominated for training by their supervisor or Manager.
d) Ceftificates of attendance, parlicipation and successful conrpletion u,ill be issued to all

course participants.
5.2.2 Third party training

a) Third party training is participation in a training program including rvorkshops and
seminars arranged by organizations, institutes, or trainin-9 centers outside 4yBIN.

b) For ernployees to pafticipate in training programs) they ntust be engaged on a contract of
employment to serve 4YBIN for a period of one year unless otherwise stated by, the
GENERAL MANAGER.

c) Employees may be nominated to participate in training programs provided that
attendattce is recognized as part of an employee's individual developrnent plan.

5.3 Obligations of Trainees
a) Employees trained on 4YBIN expenses shall serve 4YBIN for the period determined and

agreed in the training contract agreerrent rvhich, as a minimurn. sliall be trvice the training
period and not less than one year.

b) If and rvhen an employee trained on 4YBIN expenses terminates his contract of emplovrnent
of his or.vn accord before servingthe association forthe period indicated here above, he shall
refund all training expenses and other costs r,vlrich has to agreed and included on the trainirrg
contract agreemeut.

c) E,mployees trained on 4YBIN expenses shalI submit their training testirnonials along rvith a
precise training repoft rvithin the month of completion of the training.

d) An employee shall not chauge, interrupt or extend his field of training rvithor.rt u'ritter.r
approval of 4YBIN GENERAL MANAGER, or his delegate.

e) An employ'ee rvlto does nol accept training thus adversely affecting the gror.vth of 4YBIir- r.r,ill
be terminated u,ith notice in accordance with the provision in the labor law, Proclamation No.
115612011. Arlicle 28, 1(a).

PART VI: REMUNERATION
6.1 Salary

a) The salary structure and the overall renruneration schelne of 4YBIN will be revierved at least
once every fir,e )rears considering job complexif;-, position qr-ralification requirentent.
competitiveness it.t the labor market and other managerial considerations.

b) The salary policy is aimed at developin-e and administering a salary structure which will be
able to attract, motivate and retain enrployees ri'ith higher caliber and potential and to rernain
corrrpet itive.
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c) As a tnatter of policy, remuneration lvill alwal's be perforrrance driven recognizing the value
of the individLralto 4YBIN unless approved by General Manager on special consideration. no
employee shall be paid above the nrinimum applicable rate of the job group he is assigned to.

d) Each job position and job grade rvill have hiring rate (base salarl,) and position rnaxirnum rate
(ceiling Salary). Job grades and salary scales for 4YBIN Staff, is provided in detail in Salary
and benefit packages rnodalitl, and gLride line.

6.2 Determination of salary
a) Any neu' ernployee shall be paid the minimum base salary of the job position's grade,

hor.vever, in case nerv employee's prer.'ious earnilrg is above the starting salary, special
consideration shall be made by GENERAL MANAGER in consultation rvitlr Finance &
Adrnin./HR & Admin. Manager to pa1'him up to the midpoint of the salary scale grade.

b) Itt extra-ordiuarl, circunrstances, that is, rvhere 4YBIN may be obliged to pay beyond ntid-
point of the salary grade the Ceneral Manager shall decide on the particulars of the case rvith
due regard to precedence and corrsistencl' of management. Details for deterntining of salary
are provided in Salary and benefit package.

6.3 Salary Increment
a) An employee may be given merit increrrent depending on tl-re result of his perfonnance

appraisal and at the discretion of 4YBIN Management r,vhen the charity head office acl,ieves:
i. Financial Health (i.e. Liquid Unrestricted Net Assets (LLINA). Net asset

composition. Days/months of cash on hand, Operating surplLrs/deficit.
Operating revenue mix. E,xpense mix, Days Receivable)

ii. Fund raising and developn-rent (i.e. Average contribution per donor. Number
of funders/donors b1, type (corporate, foundation, individual, etc.), Donor
retention rate (i.e. repeat donors front year to year), Average pledge
collectiou time, Funding proposal status (02 ar,varded, submitted, pending
subrnission). Diversity of funding soLrrces (% o1'total for each type or cefiain
fypes)

iii. Programs and Service delivery (i.e. Number of clients served, Prograrn
attendance, Program enrolment, Client satisfactiou rate. Volunteer hours
served per period. Cost per service or unit, Changes in knorvledge. skills,
abilities, and/or behaviors (e.g. pre- and post- scores)

iv. Human Capital (i.e. Perfonrance goals met, Tirne to hire for position
vacancies, Hours of staff training/professional development offered and
completed, Average absenteeism. Number of w.orkers' compensation clairns)

v Marketing and Cor.nmunication (i.e. Website page view and bounce rates.
Number of n-raterials dou,nloaded, Social rnedia activity, Media placements
and press coverage, Nervsletter distribution and/or subscription, growth rates)

vi. Outreach and Advocacy (i.e. Nurlber of cornrnunity events lreld, Number of
advocates trained. Number of communities, commitments made vs.
completed. Percentage of activities rvhere community feedback is requested,
Response time to inqLriries. Communitl,event attendance rates)

vii. Information Technology (i.e. Number of helpdesk supporl requests, introduce
and implement new' system, Average response time to helpdesk requests,
Percentage of server storage available, Bandwidth utilization rate, Server
dorvn time. Hardrvare failure rate)

viii. Risk rnanagemerlt and Governance (i.e. All government obligations filed and
settled orl time, Data security system periodically verified. On-time
cornpletion of safetl, drills or other relevant practices)

ix. Facilities & Capital Project (i.e. Mainteuance costs per square foot. Cost of
office space per employ'ee, Average repair response tirne, Percent of space
utilized. Number of user complaints, Day,s ahead or behind schedule. Proj
stages corrpleted)

b) To annoutrce One step salarf increment, 4YBIN n,ill consider as minimun-r
performance indicators:

{}
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' Financial Health, Fund raising and Development, over all yearly fund-raising ROI.
lvill account 60% of the overall criteria.

. Program and service delivery, Human capital. Market & Communication, Outreach &
Advocac),, and Inlonration Technologl,, rvill accolrnt 20% of the overall criteria, and

' Risk Management & Governance, and Facilities & Capital. u,ill accounl20% of the

overall criteria.
NB: The Ke1' Performance Indicators (KPI) mentioned under (a) abol,e can be furtherly'
break dou,n and give alternative rveights. or the managemeirt can develop appropriate KPI
and shall got approval from 4YBIN board N{anagement irt advauce belbre its

implementation.

c) An employee who is hired/ promoted rvithin the fiscal year shall be entitled to a salary
increment based ou his perforrrance result. Howevei. he shall at least serve 6 months in his
currenl position.

d) An emp lo1'ee rvho is on leave of absence to attend regular (day time) class shall not be entitled
to salary increment until he col.nes back to his rvork place.

e) The minimum salary incrernent shall be one increment step for all staffachieved 15% (.3.15

out of 5) yearly average performance result.

0 All employees belou.'75oh average performance result for the 1,'ear shall not entitle to salary'

increment.
6.4 Pa.vment of Salary

a) Monthll,'salarl,shall be paid on 25 tl'to 31 th day of the month for all monthll,'salaried
employees. hr case the pay days rest on holidays, the payment shall be made on the preceding
days.

b) An employee can borrorv 30% of his basic salary in advance after he u,orked the first l0
days in the month. which is ful11, deductible from his basic salary at the end of the month.
Advance payments shall be requested in writing and be made upon the approval of tlre I-lR
manager/ Officer.

c) The salary of any employee shall not be lvithheld and/or deducted except in accordance u,ith:

r The consent of the ernployee
I Couft order
I The provisions of the larv
t Collectiveagreer.nent
t Work rule.

6.5 Delegation for payment of salar-v pay
When a 4YBIN pays salaries in cash, an employee, rvho callnot collect his salar1 in persori. cart

delegate sorrebody using 4YBIN forrnats developed for this purpose or lre ma1'lollou'legal
governmer.rt /4YBIN s delegation procedure.

6.6 Incentives
An incentive is a plan which is forrvard-looking. Payment is tied to the achievement of specific
objectives tl-rat have been pre-determined and communicated to the ernployees that are or.l the plan.

Depending on the performance achieveurents of an individual and/or group of individuals
incentives may, at the discretion of the Association nlanagerrent, be given to those rvho exceed
their set target(s).

PART VII: TERMINATION OF EMPLOYMENT RELATIONS
7.1 General

a) An errployee's Contract of emplol,ment shall nonnally tenrinate as a result of one of the
follor.l,ings:
A Retirement.
A Tlvo parlies' rvritten agreement.

A Voluntaryresignatiort.
a Termination of contract for reasonable Cause.

a Termination of contract on medical grounds.
A Upon the death of the rvorker.
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A End olcontract employment for Fixed Term Period.

^ 
Early contract cotnpletion.

b) Tennination of employment shall only' be affected after noti[,ing the er-nployee to be
discharged ciearance in rvriting.

c) The termination of sen'ice in 4YBIN. u,hater.,er the reason, shall be affected alier declaring
c learance.

7.2 Retirement
a) The retirement age for all employees shall be 60.
b) At its discretion and agreernent u,itlt the emplol,ee. 4YBIN rnay extend the retirement age

limit b1, Lrp to an additional 5 1,ears for those professional en-rployees wtose service is highly
required by 4YBIN.

c) The emplol'ee to be retired shall be informed six months prior to date of his retiremeut.
d) Extending the retiretrent age. as provided by larv-until 65 age, shall only be effected based on

the entployee's performance and his ph-vsical and mental fitness as cerlified by a rnedical
doctor as u,ell as the approval of the GENERAL MANAGER or his delegates.

7.3 Termination of Contract for reasonable cause
7.3.1 Termination b1, .IYBIN

A contract of employrnent may only be terminated rvhere there are grounds connected u,ith the
lvorker's conduct or with objectire circumstances arising out of his ability to do his work or the
organizatior-ral or operational requirernents of the zlYBIN.

7.3.2 Termination rvithout notice or direct dismissal
Unless deterrnined by collective agreement or in any other u'ay. a contract of emplol,ment can be
terminated without notice. follou,ing article 27 of the labor proclarnation 115612011 and
according to Article 12.4 of this Marual.

7.3.1.2 Termination rvith notice
I. The follorving grounds relatingto the competence of an ernployee shall constitute good cause

for the termination of an employment lvith notice.
a) When the emplol,ee, due to health problems or phvsical damage, becomes unable to

fulfill the obligation he has entered into in the contract of ernplol'ment permaneutll,.
subject to the submission of medical certificate.

b) When the entployee is not rvilling to get transferred to a new place w,hen 4YBIN moves
to another location.

c) The employee's manifest Ioss of capacity to perform the rvork to which he has been
assi-9ned; or his lack of skill to continue his r,vork as a result of his refusal to take the
opporlunity or trairting prepared by zIYBIN to upgrade his skill or after having been
trained. his inabiliq" to acquire the necessary skill.

II. The follori,ing grounds relating to the organizational or operational requirel-net]ts of 4YBIN
shall constitute good cause for the termination of a contract of emplovment rvith notice.

a) Any event rvhich entails direct and permanent cessation of the entploy'ee's activities in
paft or in u'hole resulting in the necessity of a reductiorr of the work force;

b) When 4YBIN faces a financial problern that interrupts the w.ork of 4YBIN for no less
than 10 consecutive days.

c) When reduction of ernployees becornes necessary because of the decline in demand for
the products or services of 4YBIN resulting in the reduction of the volume of the rvork
and profit and thereby resulting in the necessity'of the reduction of the u,ork force:

d) A decision to alter r.vork methods or introduce new technology rvith a vieu, 1o raise
prodLrctivity resulting in the reduction of the r.vork force.

e) When the position of the employee is cancelled for sufficient reason and it becomes
irnpossible to transfer the ernployee to another position.

7.3.1.3 Termination by the employee
Any rvorker who has completed his probation period, rnay. b1, giving thirty days prior notice
to 4YBIN, terminate his contract of employment. The Association rvill deduct up to 30 d
salary or its equivalent from his termination pay if the emplovee does not provide notice
resl sltatlon.

ln
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7.4 Notices to Termination of a Contract of Employment
a) Notice oltermination given bv either parly (4YBIN or employee) under the provision in this

Manual shall be in u'riting. The notice shall specifl, the reasons for the termination of the

coittract and the date on u,hich the ternrination shall take el'fect. Copy of the letter shall also

be kept in the archive of 4YBIN.
b) Notice of termination giveu b1,4YBIN or his representative shall be handed to the emplovee

in person. Where it is no1 possible to find the enrplo.vee or he refuses to receive the notice, it
shall be affixed on the notice board in the'nvork place of the ernplol'ee for teu consecutire
da-r s.

c) Unless otheru,ise provided in other agreements, the period of notice gi',,en by 4YBIN for the

terntinatiou of a contract of ernplo,vee shall be as stipulated in the labor larv in force.
7. 5 Termination of Contract on Medical Grounds

a) 4YBIN rna1, terrninate ernployntent at an)' time if an employee becornes unable to perform Itis
duties efficiently due to rnedical reasons, based on medical opinion. preferably that of 4YBIN
appointed Medical Doctor.

b) If terrrination of emplol,'trent on medical grounds results from neglect of rledical instructions,
sick pay rules u,ill not apply and the employee w'ill receive due notice, in accordance rvith the

employee's terms and conditions of employment.
7.6 Termination Par
7.6.1 General

a) Upon terminatiou of employ,ment. all accrued benefits calculated in accordance lvith the
respective terms and conditions of empioyment shall become due and payable to the

en-rployee or his norninee in case of death, u,ithin seven rvorking days fronr the date of
terminatiorr, provided, hor,r,ever. that the time of payment ma1, be extended rvhere the

employee's dela1,, because of his ou,n fault, to return properly'or any sum of mone)'u,hich he

orves 4YBIN.
b) An entployee, u,ho tenninates his contract of employment u,ithout -eiving a 30-day prior

notice to 4YBIN, shall be liable to pay cor]rpensation of 30 days of his salary or wage.

c) An employee who doesn't pay the 30 days salary to 4YBIN shall not be given clearance and

a release letler even if he returns the propeffy of 4YBIN He shall get those rvhen he fully
settles the surn of monel stated under itern 7.6.1 (b) above.

d) Itr the event of a dispute as to the amour.rt claimed b1'the lvorker, 4YBIN shall pay the rvorker
the sum not in dispute rvithin thetime limit specified under item 7.6.1 (a) above.

e) The Finance & Admin./HR & Admin. Manager is respor-rsible to ensure that all debts,

properties and documeuts are cleared before issuing a release letter and certificate of service.
7.6.2 Severance Pay and Compensation

An employee ll'orker u'ho has corrpleted his probation period and u'hose contract of entplol,'ment
is tenninated sliall be entitled to Severance and other payments as per the labor lar'r, in force front
4YBIN. Amount of severance pay shall be as follorvs:

a) For the first 1,ear of service, he shall be paid the average daily salarl, of his final w.eek

payment multiplied by thirty. A u'orker u'ho has served for less thau one year shall,
hou er er'. receive pavnler)t comr)lensurate r,r itlt ltis service.

b) For a u,orker rvho has served over a year. in addition to the stated payment under "a".
one third of the aforementioned pay'ment shall be added for each additional 1-ear of
service. Yet, the total payment to be rnade to the worker shall not exceed the lvorker's
l2 month's salary.

c) Other additional pal,rnents can be determined by negotiations to be rnade betrveen
4YBIN and the labor union.

An entployee w'ho tenninates his contract of en-rployment without notice to terrninate a contract of
emplolment. withor-rt prejudice arlicle 32(l) of proclamation 1156/2011, shall be entitled, in
addition 1o the severance pay referred to in afticle zl0 of the same proclamation, to a paynrent of
compensatiou, rvhich shall be thirty tirnes his daily wages of the last week of service. This
provision shall also apply to a rvorker col'ered by the relevant pension lau'.
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7.7 Death of an Employee
The employee's accruals up to the time of his death rvill be paid to the beneficiaries or legal heirs

of the emplo-vee.
7.8 Issuing Certificate of Service

a) A terminated eu-rployee shall be provided a release letter and cerlificate
complete clearance of all possible debts. properties and 4YBIN docutnettts

b) The cerlificate given to the employee shall at least contain the follorving:
./ Full name of the employee" including that of his grandfather;

'/ Job positions and duration of service:

of sen,ice upon

'/ Place of rvork;
. '/ Amoutrt of his current salary;

'/ Payment of his obligations
c) The cenificate shall be signed by General Manager or legal delegate of 4YBIN and bear its

seal. As per employee's request, 4YBIN shall prepare and deliver this in one of its working
languages. Ceftificate of Service Form Hfu005 is provided in Appendix 3'

d) A copy of an1, certificate of sen,ice issued u,ill alrvays be placed on the emplol'ee's personal

file.
PART VIII: WORKING HOURS AND OVE,RTII4E
8.1 Regular Hours of Work

a) Regular/normal rvorking hours shall be. in accordance rvith the lau's and regulation of the

gorrernment, 8 hours a day or not exceeding 48 hours a week and shall also be detemined
depending on the nature ofthe rvork and the rvork place.

b) Nonnal u,orking hours of 4YBIN offices shall be detemined as the rvorking hours of the

government could be as follou's: -

a. Monday-Thursda.v: - Morning 8:30 AM.-12:30 AM.
-Afternoon 1:30 PM.-5:30 PM.

Morning 8:30-11:3OAM
-Afternoon 1:30 PM.-5:30. PM.
Morning 8:30-12:30AM

b. Shift u,ork arrangements shall be rnade as per operational requirement of 4YBIN, if in
case.

c) Respective HR n-ranagers/Officers shall prepare emplo5ree's attendance sheet or devise appropriate

mechanism of tirne keeping. Time keeping at the gate shall be the responsibility of Finance &
Adrnin./HR & Admin. Manager. The responsibilitl, of HODs or their delegate shall be to check

u,hether employees are on duty during regular r.vorking hours.

d) Any absence from duty shall require reasonable explanatiott and approval frorr inrrnediate HOD or

service Head or Section/unit head.

e) Finance & Admin./HR & Adrnin. Manager shall pass timesheets and all payroll inptrts to
finance/accounts section/unit/division as appropriate on the 20tl'day of every ntonth.

8.2 Weekly rest days and national public holidays
a) 4YBN managernent rvill regard Sundays as rveekly' rest days for office operatiotrs.

b) Where in shift operation is involved and employees are required to work on Sundays as a

result of operational requirement or shift duty arrangement by the management, anotlter day

rvill be set aside as a substitute of rveekly rest day.

c) All ernployees shall be entitled to official public holidays rvhich rvill be announced to

employees by HR Manager/ Officer.
8.3 Overtime

a) Where situations dictate, every employee is obliged to rvork during his spare tirne.

b) Conditions and pal,ment of overtime work perforrned after normal rvorking hours shall be

calculated in accordance rvith the Ethiopian Labor Proclamation in force.

Working
En-rployees may be required to u,ork on a shift dulv depending on the

An ernployee rvorking on a shift basis rvill not leave his duty
scheduled shift hours r.vithout being relieved by his replacement.

JI

,nature ofthe oper

upon cornpletion

It*
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c) Schedtrle trading/sr.vapping amon-g shift rvorkers is not allou,ed unless approved in advance
by the concerned supervisor.

PART IX: LEAVE. POLICY
There are different types of leaves that shall be granted to an entployee by 4YBIN and these ar.e
stated belou,.

9.1 Annual Leave
9.1.1 General purpose

a) 4YBIN provides etnplol,ees rvith an opportunity to accru:e annual learre in order to have
periods of rest and relaxatiott fiorn their job, and to pronrote good health and u,ell-beine.

b) The purpose of this policy is to establish policies and procedures by rvhich ernplovees
receive tinre off frorn work for annual leave or personal convenience.

9.1.2 Policies and Procedures
a) An er-r-rplo.vee rvho has served 4YBIN for one i'ear shall be entitled leave of l6 (sixteen)

',r,orking days and shal I get an additional one r,vorking da1, for each additional tu,o 1,ear of
service. the annual leave he is entitled to in a year shall not exceed 30 (thirt1,) u,orking
days.

b) It is the policl,of 4YBIN that any emplovee shall Lrtilize the entitled annual leaye
properly itt order to re-fresh himself for a better efficiency and productivity. Hence,
discourages accumulation. and encashment of annual leave is totally impossible except
dr-rring termination of employment.

c) For the purpose of determining the qualil-ving period of service required for the
entitlentettt of atr annual leave, twenf,-six days of sen,ice in 4\'BIN shall deernecl to be
equivalent to one ntonth of employrnent.

d) A rvorker r.vhose contract of ernployrnent is terminated under Proclarnation 1156/201 |.
he/she is entitled to his pay for the leave he/she has not taken.

e) Where the length of service of a u,orker does not qualifl,for an annual leave provided in
9.1.2 (a) above, the w.orker shall be entitled to an annual leave proporlion to the length of
his serr ice.

0 The Department of Human Resources has been delegated responsibilitl, for the
administration of this policy: to standardize leave benefit allor.vances, to monitor an
employee's paid leave status, and to provide for consistent record-keeping.

9.1.3 Annual leave approval and documentation process
a) Depafitnent Heads and Service Heads are encouraged to schedule annual leaves in the

beginning of the fiscal year in accordance n,ith the interest of their ernployees that is
cousisteltt rvith the needs of 4YBIN operations. Ho\r,ever, annual leave schedLrlin-s is the
exclusive right of 4YBIN.

b) When tr,r'o or more employees from sarne rvork area request the same annual leave at the
same tirre, tlteir immediate in-cl-rarge shall rnake the decision based on the Associatiolr's
needs. the timeliness of the requests, the employees' respective seniority ancl the recent
history of prior annual leave time taken by each employee.

c) The Finance & Admin./HR & Admin. Manager is responsible to ensure that Ieave is planned.
scheduled. and is taken in a no-disrr-rptive manner and in accordance rvith the provision of
this Manual.

d) The Finance & Admin./HR & Adrnin. Manager together u,ith concerned Depafirnent Heads.
or Officers, giving due regard to both the interest of the staff member and the work.
consolidates the schedule. The leave schedule shall be cornmunicated to en-rployees and shall
be adhered to unless serious problerns are encourrtered either bir the employee or b1, the
emplover.

e) Once the aunual leave schedule has been finalized. all emplol,ees are requested to take their
annual leaves accordingly.

0 All employees shall reqLlest their annual plans at least l5 davs in advance by submitti6g ip an
"Anttual l-eave Reqr-rest Form" to their immediate in-charge/Depaftment Head for approval.
Before approving the leave request, immediate in-charge/Depaftlrent Head should check rvith
the HR Mattager/ Officer to be sure that lear,'e scheciule is available. When circumstances
dictate, the immediate in-charge ma)/ ask the ernplovee to change the timing.
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g) An employee who is on leave may be recalled for u,ork due to unforeseen situations and force
majeure.

h) An employee u,ho is recalled from leave shall be entitled to a pa)'ment covering the remainder
of his leave. and all costs spent for the tlip including per diern, and transporl costs.

i) Non-u,orking da1's (dcfined r.veekencls and public holidays) that occur during an approved
annual leave will not be counted as annual leave days.

j) An annual leave shall not be convefted into money. Except:
i r.,',hen the employee terminates his employment
t When he is called from leave and requested his remaining leave is to conveft into

rnoney.
k) When an ernployee takes his leave, he can get in advance the salary of the month during

u,hich he u,ill stay on Ieave.
I) A salary that rvill be paid to an ernployee on his leave shall be equalto his pay when on duty.
rn) Accrued annual leave not used by an employee, rvithin the prescribed time period. shall be

deemed forfeited unless postponed b1'Management. Any' earned annual leave may be accrued
for up to a maxirnum period of tr,ro vears if approved by the General Manager. However, all
unapproved postponement ofaccrued leave shall be considered forfeited.

n) Any agreement or.r the parl of the employee to forgo his annual leave is not acceptable under
any condition.

o) If an employee is getting sick rvhile on leave and granted sick leave, his annual leave shall be

extended by the amount of the sick leave granted.
p) In case 4YBIN has no leave. schedule prepared ahead, an errployee can take his annual leave

any time notifying 4YBIN in rvriting 15 days before.
q) Upon separation of emplol,ment, an emplol,ee rvill be paid in cash for all his accrued annual

leaves.
9.2 Sick- leave
9.2.1 Purpose

The purpose of this policy is to establish policies and practices which provide for perrnanent
employees to be absent from duty rvith pay in the event of illness or injury.

9.2.2 Definition
Sick Leave is paid authorized absence from duty due to employee's illness, injury or quararrtirre;

for his or her medical or dental appointments u,hich cannot reasonably be rnade outside of lvorking
hours;

9.2.3 Policl, and Procedure
a) 4YBIN shall protect the inconre of employ'ees r'vho caunot work due to illness or injury
b) When an employee, after completing his probation period, is incapable to underlake his duty

due to sickness caused by conditions other than rvork accident, as certified by authorized
medical doctor. he shall be entitled to sick leave.

c) An emplol'ee who is absent from rvork because of illness should infonn his irnn-rediate In-
charge and tl-re Personnel Office on the same date in any possible rvay.

d) Medical ceftificates are required for all sick leave absences of tlvo or lrore days and approval
of all sick leaves is subject to the receipt of a medical ceftificate from a medical doctor
authorized by 4YBIN, or a medical organization recognized by the govemment.

e) Employees, rvho are unable to work due to sickness, as certified by authorized rnedical doctor,
shall be entitled to sick leave in the course of t,uvelve rnonths as follows:

1 . the first one month rvith I 00% of his wages;
2. the next two months rvith 50% of his u'age;
3. the next three months rvithout pa.u-.

0 Finally. if the inability of the ernployee to return to his u.ork place
ernployment contract shall be terminated and all benefits dLre rvill
decision shall be made by General Manager in consultation rvith

is confinred by a doctor his
be paid, horvever. the final
Legal Advisor and the

Manager.
g) If an employee becomes

tl-re employee's absence
than annual leave.

ill during an annual leave to the exteut that hospitalizat
from the date of hospitalization rnay be charged to si,

IZ
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h) Sick leave is not to be accrued or postponed to another tinre. l.''c payment is to be made in lieu
of sick leave not used by employee.

9.3 Leave rvithout pay
a) Unpaid Iear,'e rray be granted to an employee in very exceptionaI circumstances upoi.r rvritten

request. The application letter shall indicate the time and purpose of the planned absence.
b) No enrployee shall be granted leave rvithout pay before utilizing his accrued annual leave.

c) Leave rvithout pay Llp to 15 u,orking days mav be granted b), General Mana-9er. The

approvals may only be made iu consultation rvith the respective Head of Departments
(HOD's) and HR Manager.

9.4 Maternity and Paternity leave
a) A female employee shall be entitled to rnaternity leave for a maximum of 90 calendar da1,s to

be allocated as follorvs.
A Pre-natal rest: 30 consecutive days ofpaid leave

a Post-natal rest: sixty (90) consecutive days paid leave.
b) Unused pre-uatal days cannot be carried over after the delivery.
c) Maternity leave shall be granted upon presentation of a medical cefiificate confirming the

emplol'ee's pregnancy and expected delivery date.
d) 4YBIN shali grant leave to an expectant employee rvith pa.v for medical examination

connected rvith her pregnancy. as and rvhen she presents a medical certificate of her
examination:

e) If deliverytakes place rvhile she is on annual leave. the un-utilized leave shallbe postponed.

I Male eurployee whose rvife gave birrh shall be entitled to get 2 days paternity leave.

9.5 Mourning leave
a) An einployee shall be given three (3) r,orking days of leave rvith pay upon the death of his

spouse, descendants or ascendants or another close relative u,hether b1'affinity up to a second
degree (i.e. spouse, Children. Father. Mother, Brotlter. Sister and same for in-lalv relations).

b) The ernployee's in-clrarge/HOD r'vill cross check rvith Finance & Admin./HR & Adnrin.
Manager prior to releasing employee for mourning leave.

c) If an employee's relative dies outside the vicinitl' of the rvork place of the ernployee, a 5 to
l0-days leave for travel rvhich is to be deducted frorn his annul leave shall be given to the
employee. But if he doesn't have an accunrulated annual leave, leave rvithout pay shall be

grarrled.
d) When it deerns necessary, Finance & Admin./HR & Admin. Manager or immediate in-charge

rvould request the employee to bring evidence frorr Idir or Kabele.
9.6 tlarriage lear e

a) Employees shall be entitled to 3 (three) r,vorking days leave u,ith pay on the occasion of their
first marriage. Married E,mploSrees shall avail a photocopl' of their marriage ceftificate to the
Human Resources office for inclusion in their personal file.

b) When an employee gets married. he may use facilities of 4YBIN that can be used for u,edding
cereurouy and related service fi'ee of charge.

9.7 Exam Leave
a) Employees sitting for exams during ri'orking hours are fully entitled to paid leaves for the

days they sit for the exam and does not include transportation period.
b) An employee rvho has been taking an exanrination shall submit rvritten evidence testifl,'ing

the date and time of the examination fi"on-r the institute.
9.8 Leave for special purposes

a) When an employee requests to sue or testify at the Ministry/Bureau of Labor and Social
Aft-airs, lalv coufts or other lalv enlorcen,ent bodies, he shall be granted paid leave onl,v fbr
the tirne he spent in the process.

b) An employee ll,ho received special leave shall present an evidence for attendance from
concerned.

PARI.X: BENEFITS & ASSISTANCE, SCHEME,
l0.l Pension Scheme

a) 4YBIN er.nplol,ees covered under contract employrnent for indefinite period of time shall
have pension scheme.
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Employees under petrsiotl scheme shall fill appropriate form required by the Private

Organ ization E mployees Soci al Securitl'. Agencl''

ThI employee shall contribute 70% (seven percent) of his basic monthly salary in to the fund

and 4yBIN rvill contribute an arxolrnt equal to ll% (eleven percent) of the employee's

curreut basic monthly salary in to the fund.

4yBIN's contribution shalibe made so long as the employee' contribution is added as parl of

the fund in the individuals'pensiotr schet.tle'

e) 4yBlN shall deduct the contribLrtious of its employees fi'om their salaries and pay the amouttt

together rvith its or.r,n contributions to the pensiott fund lvithin 30 days from tl-re last day of

the monthly in rvhich payxent of salary has been effected'

0 4yBIN shall folloi1, or effect other perlinent policies as per the provisions provided in the

privet Organ izations Emp loyees' Pen siotr Proclamation No. 1 268 120 1 4.

10.2 Provident Fund
a) 4yBlN employees covered under the Provident Fund shall have the right to continue rvith the

provident funj scheme or the1, can ask the employer to join the Pension Scheme provided in

10.1 above.
b) Provident fund option is not allowed for ne\r'hires to 4YRIN'

"j The employe" ,nder provident fund has the right to contribute same percentage the as

employees in the Pension scheme;

d) The employee shall contribute 70% (seven percent) of his basic montlrly salary in to the fund

and 4yBIN rvill contribute an amount equal to l loZ (eleven percent) of the employee's current

basic rnonthll' salary in to the fund.

e) 4yBIN shall deduct the contributions of its employees from their salaries and pay the amount

together rvith its orvn contributions to the bank account opened for this purpose within 30 days

from the last day of the month in ri,hich pay'ment of salary has been effected.

0 The enployee can only take his provident fund rvhen his employment is tenninated.

10.3 Subsidy for Funeral CeremonY
a) When an employee passes ar,r,ay^ his immediate supervisor shall make arrangel.nellts to enable

his colleagues iri 4YBIN attend his funeral, if his Address is sirnilar with his work area.

b) If an employee passes arva1, and if the corpse should be transported from his rvork place to

another plac. *li"re the deceased farnily or relatives live, 4YBIN shall transport the corpse.

c) When an employee passes a,,va-v, funeral expenses to be determined case b}' case by the

malagemeltt. stratt be given to his family to the person rvho is in charge of conductin-{ the

funeral services. This doesn't include the support rendered by any other means.

10.4 Medical Sen'ices
a) Subject to individual contracts of employrnent. 4YBIN shall provide defined medical

assistance to its emPloYees.

b) ln all cases of illness,ihe employee or his representative is required to receive a medical slip

permission form frorn his irnrnediate Supervisor before receiving medical care.

c) i,., .ur" of etnergency or when the sickness is so serious that the employee is unable to contact

the Supervisor;ireatment can be obtained from anl'other nearby Government rnedical facility.

However, all resultant medical cefiificates and bitls must be certified by the designated

Association medical doctor, prior to being accepted by the Association.

d) The amoult of medical coverage b1, 4YBIN shall be covered as stated on the benefits package.

How.ever. 4YBIN r.vill not cover dental or optical treatment bills.

e) I1 case of referral to a higher degree of medical services u'ithin the country, approval shall be

sought from the head of the designated Medical Centre. A second level bedroonl rvould be

allor.ved if hospital treatlnent is required.

10.5 Insurance
a) 4YBIN provides rvorknten's compensation insurance to all its employees.

b) The insurance package benefits provided to tlie emplo,vees include coverage for r'vork injury,

or occupational diseases or accidents.

c) When an emplol,ee faces permanent disabilitl' or dies. the compettsation is detennined as per

the agreement made betrveen Association and insurance company.

b)

c)

d)

IZ
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d) Permanent disabilitv shall include anl, illness or injury u,hich pi'events the employee fi'om ever
u,orking again.

e) The Association rvill require a medical certificate from a designated board of medical doctors
to assess anC ceftiIj, permanent disabilit"v.

0 When an emplovee dies. the death benefits provided for underthe terms of the insurance shall
be paid to the deceased ernployee's legal heirs.

g) ln all cases of penranent/partial disablenrent, the emplovee shall be entitled to ploportiorrate
compensation as specified under the terms of the Association's contract agreement rvith the
insurance compan),.

10.6 Educational Assistance
10.6.1 Studies Initiated by the Association

a) The Association rvill reimburse in full all pre-approved expenses.
b) Time off rvith pay for daytiure courses will be granted.
c) For scholarship and fellor,r,ship studies, all questions of financial assistance rvill be agreed

r,vith the HOD and tlre authorization of the General Manager.
10.6.2 Studies Initiated by the Emplo.vee

a) Applications for such studies n'ill onl1, be approved if found useful. reasonable and acceptable
to 4YBN as stated belorv.

b) 4YBIN rvill pay in full all pre-approved erpenses for those studies lvhich 4YBIN believes. at

its discretion, are directly applicable to the employee's work. Time off lr,ith pa1, for daytime
str-rdies may be granted.

c) 4YBIN will pa1' one half of the pre-approved expenses for those stud ies rvh ich the Association
believes are indirectly' applicable to the employee's work. Time off rvith pa1' for dal,tirre
courses will not. as a rule, be granted for such studies.

d) 4YBIN rvillpay no expenses forthose studies, rvhich 4YBIN believes, at its discretion. are not
applicable to the ernployee's rvork. Tirne off rvith pay for such courses rvill not be granted.

10.6.3 Obligations of the Employee
a) In connection with the approval of the application for studies. the employee may be called

upon to enter into a contract r.vith the Association to remain in its ernploynrent for a specified
period of time after the cornpletion of the course.

b) The fact that an employee has commeuced external studies. u4rether approved or not approved
by 4YBIN, cannot relieve him of his dut1, to accept u,ork on either a temporary or permanent
basis, a'ivay from his place of study.

10.7 Loan
Personal Loans r.vill only be granted lvhere there is a serious need ollvhere emergenc)r relief is

lequired due to circuurstances that could not have been foreseen by the employee or r,vhere

emergency relief is reqr-rired. The Ernplol/er reserves the right to refuse any loan application either
in full or part thereof if it is deemed that the Loan amount falls outside of the employee's
reasonable affordability, and no cash budget allocated for.
It is also made clear here that at no time should any employee hold any expectation that it is in
fact the Employers responsibility or a contractual requirement to grant or arvard any Loan to thc
ernployee. Loan shall be:

a) For a maximum of trvo-rnonth ernployee's basic salary. Repayneuts are to be deducted in
accordance u,ith the loan agreement frorn the employees' monthly salary' and must be
repayable rvithin a maxirrum of Trvo year fi'orn the start of the agreement.

b) 4YB IN shall avail floating funds for staff loan on plan and u,orking capital availabilitl,.
c) An emplol'ee, r'vho is eligible for loan. has to serve the Association at least orle ),ear.
d) Repayments should never exceed 20% of the emplol,ee's montl-rly net remuneration (Net

means Basic salarl,' less Income tax and pension or provident fund).
e) All approved Personal Loans u'ill be paid out to the employee rvithin 4 da1,s. Ail

applications must reach tlre Finance Deparlment timely to ensure that this process is not
delayed unnecessarih,.

0 Application interest ma1,' be levied on all loan agreements if required by incorne tax
proclamatiou and regu Iation.
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g) No Personal Loan w,ill be granted if there is a balance outstanding on a previous persotlal

loan or advance.
h) All Loans must be settled in full. including costs on termination of employment
i) Any deviation ou au)i of the statutes above needs to be approved by 4YBN management

board /4YBlN board chair person or his duly authorized representative.

10.8 Corporate Citizenship
The Association shall strive to sr-rpporl activities and services that it believes enhauce employees'

physical health, mental aleftness, and social rvellbeing. or the cot.t.trnunity. if reasonable and rvithin

the capacitl, of the Association to do so. This is also to be aligned u'ith the Associalion

Community Development Plan (CDP).

PART XI: BUSINESS TRAVEL AND ALLOWANCE,S
11.1 Business Travel
11.1.1 Policy and Procedure:

For Youth Business lnnovotion Network-HRM

is consistent r'vith the business objectives of 4YBIN. It
of employees by defining procedures for authorized
reimbursement. The procedure required to irnplement

and the employee's need for quality
the lou,est cost alternative, corrsistent
sub-standard r.nodes of transpoftatiort

The Associatiolt covers accomrnodation bills for employees traveling to Addis Ababa

as per the follorving rates, but charges towards the same will be reimbursed

production of receipt. Whether the traveler is able to produce a receipt

accornmodation bills or not. 40oh for bed shali be dedLrcted frorn the nortral p
rale: 

t tlL+

This policy ensures that ernployee's travel
also ensures fair and equitable treatlnent
business travel and guidelines for expettse

the policy is set hereunder:
a) Considering 4YBIN's need for cost effectiveness

services and supporl, ernployee travel shall be via
lr'ith good business practices. Neither luxury, uor
and accomtnodatiotts should be used.

b) Depaftment Heads shall ensure that all employees'travel is in line rvith 4YRIN's Mission

and objectives and that reimbursernent shall be made only for actual, reasonable business

expenses in connection r.vith authorized travel as defined in this policy.

c) In order to maintain control over expenditures. any expense submitted which does not

cornply rvith the guidelines of this procedure u,ill not be reimbursed, unless accompanied

b), a valid exception by management. Expense reports must be submitted in a timely
manner.

d) All travels must be requested using the official 4YBIN "Travel Request Form", signed by

General Manager.
e) Subsequent to approval: travel arrangelrents, including airfare, 4YBIN car, rental car, and

lodging can be coordinated through the Facility/General Service Head/appropriate

adm in i stration supporl staff.

0 An employee shall incur only expenses that are consistent rvith the business needs, and

exercise care in detern-rining appropriate expenditures.

ll.2.l Per Diem Amount

Salar-y Range Birr Per-Diem Rate Birr
To all mernbers of 4ybin 500

Thebreakdou,nsofperdiemshall be 15o/ofor breakfast,25ohfor lunch.25%ofor dittnerand35o/o
for bed.

The Association shall revierv the per diem rate as per the income tax larv in force.i.
ll.

*
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Birr
500
s00

Offi cers and Professionals

lll.

iv.

for the Partictrlar

::J""il:ii{:":li:l:Ji", in percentag" u,o r,. puid in addition ,o rr,.i' per diem/ da,1'

;::-'Jffi";,"ounts for en.rployees traveling-to abroad or cases not addresseci/merttio*ed

under 1 1 .2.1 above ,r-luit 6" iecided Uy +inrX manasemcnl board'

Acco',r,odation bill a,d per-die* for 4YBIN mu,]ige,nent board members shall be

equivalent and same ," +i'nfn General ft4u'ug"t all"orvable accotnntodation bill and

Per-dierl rate lirnit'

11.2 Other Allowances
ll'2'l Acting allowance 

^-^-:1., ^,. o hi<rher c d post lvhen the
a) Acting ,uo,lr l, perfomed temporarill, on a l]igher or equivalent occupte'

ordinar-v o.",pu'i'is ar'r'ay on leave' cn study tour' orthe post is vacated'

b) Acting *orr 
"'u,] 

u. perfonned.for longer or shofier duration on a vacant post'

c) Acting ,uo.r, 
"n]o.,niing 

to un intir*p?ea period of not more tltan 180 da1's is referred to as "

shoft tenn acting"'

d) Acting ,uo* unirntirrg to uninterrupted period of tnore than I 80 days is referred to as "Lot.ts

e) l1;i^Tllti ,"t"", trre repracing incumbent fro* preferablv from within-the Deparlme,t b1'

r5e imrnediate rnanage, una upor';pp-;"1' uv irr" GENE,RAL MANAGER befbre the

en,ployee is made to act ot.t a ternporary basis'

0 The period duri.g u'hich un "*iioy"" 
it 

"*p""t"d 
to r'r'ork as acti,g should nort,alh'be not

r.nore than six months but in no .u'" more thau one year' after which the acting elnployee

must either be placed p"r,run"rrlr'l "' tf-t" post, transfeired' or reinstated or all-v othet' rneasure

g) lii"ff:ril#'ll?tf,"?:, shoft-term actirg, except tra,sporl and positio* allowance allorved

h) f,lili|,lll;e u,ho perfbnrs long-term u.l11g taking higher than his present position shall be

e.titled to acting allorvance sofi of ttr" difierence b"tiu""'' the gross monthly salarl' of the

acted position and his grossrnontr.lty salary. Moreover. tlre delegated stafT is also fulll,

entitled to any other allo\vatlces such as transpotl and position allorvances that the post

,l ,, 
"lrTiJlll'u,., "n.,proyee 

is.made acting in a position for a period lasting to,ger than six t.t.totrths'

this should be tonsid"r"d as parl of the under-study prograrn'

j) A nerv employee cartnot be eligible io' u*ing before he t"-'u"d 6 months after con-rpletion of his

Probation Period'
tt't Hitff"X:H#"J,:[:rce 

sr.rall be paid to en.rprol,ees workirig in localities defined as hardship areas

by the cor".n,r-,",.,t of Ethiopia. Manage*ent 'nay 
also identifl', special hardship rvorkirrg

situations atrd make allor,r,ances as deerired necessary and at. the discretiorr of the operatiotl

managerandtheapprovaloftheGENE'RALMANAGE'Rorhisdesignate'
b)Whenanemplol,eeispermanett.rl,^'."ig,"atoa.placethatdeservesahardshipallolr,ance,he

shall be puiJ ir-l. urroruun". fixed ior thelarea b.v the percetttage of his salary'

c) when ar-r employee travels for field r.r,ork to places clelineaLd as hardship areas' he shall be

paid the 
"ilori,u""" 

fixed for,h" ;;;; in f"r""niuge of his daily allowance (per-diem)

cl) For simplicity. the p"r""nt"gf i,""i,", of irardship pa,vment fixed by the Regional

Goveruments shall be taken as referetlce'

11'4 cashoindemitilJlT:rlll"rn 
i,ra.,rnit,, ailorva,ce monthly to those who are assigned as r.,ait.r

cashiers or Pett)'cash haudlers'

b)Therrronthll,cashitldenrrrityrateshallbeproporlionaltotheaveragedailycashturnover.Up
to 100.000 rronrh11,.url., tr,r,rou", giff zs, rrom Birr 100'000 to zob'ooo the rate rvill be Birr

100 and be1'ond this the rate rvill be Birr 125'



d

SYffiEru Far Yauth Business lnnovation Network'HRM

c) Cash indemnity shall not be paid to an employee during the first 12 months; instead the

allou,ance rvill be deposited on a saving account in the name of the employee. Then Afterthe
cash indemnity allorvance shail be paid monthly with salarl, to the ernployee deducting any

shorlage iltcurred by him during the 12 months.
d) No cash inderrnity allorvance shall be paid if the cashier or petty cash handler is found guilty

for the cash shortage.

1 1.5 Transport Allowance
a) 4YBIN shall pay, transpoft allorvance for HODs, and other staffs assigrted in supervisory

positions, to facilitate their supervisory.' roles.
b) The amount of rnonthly pay shall be as provided in salary and benefits package.

c) Payment of Transporl allou,ance shall continue during periods of approved absences from
duty belorv 30 days in a month (e.g. annual leave. sick leave u'ith pay. e1c....)

PART XII: DISCIPLINE AND GRIEVANCE HANDLING
12.1 Objectives

a) The primarv objective is to bring proper conduct, rather than merely apply punishment. The

irnportance of the corrective and education aspect of discipline must therefore ahvays be

taken in to accourtt.

b) When possible. atternpts will be rnade b1, 4YBIN to consecutively correct employees

through a process of counseling before initiating the disciplinary procedure. In all instances

the decision to counsel rvill depend on the seriousness and the circumstatrces of the case.

12.2 Principles of the disciplinar.v code
a) An employee lvho contravenes an1,rule. regulation or ittstructiott or permits a cotttravention

to take place shall be subject to such ciisciplinary measures as circumstances may warrant.

b) It is the responsibility of an emplol,ee. to repoft to his supervisor or a member of
Managemerrt auv transgressiorr of 4YBIN rules by otl-rer ernployees that corres to his

attention
c) The seriousness of a disciplinary action taken must be to such a degree that it prevents the

future occurrence of a similar deed.

d) The disciplinarl,procedure is applicable to all ernployees within 4YBIN.
e) The cornr.r.runication of 4YBIN rules and regulations to employees by means of training is

essential before the disciplinary action can be enforced.

0 The application of disciplinary actior-r shall be firm, fair, prompt, cottsistsnt and r.vith

understanding.
g) 4YBIN may change the rules as and rvhen deerned necessary or institute uerv rules from time

to time rvhich shall be in writing.
h) Any infraction by employee shall be dealt u,ith according to the disciplinary guidelines.

i) If and when an employee has repetitive offenses in record of one orvaryingtypes, tlre u'ei-sht

of the offenses should help determine the disciplinary action.

.i) lf the various oflences committed by an en-rployee were not knou'n for some time, but
discovered later, or his previous offence is revealed rvlten he commits a new one, he shall be

penalized for the serious offence.
k) If 4YBIN fails to timely respond to the grievances of an employee at the various levels.

unless this is beyond its control this shall be considered as a tacit acceptance ofthe grievance.

12.3. Disciplinary Rules and regulations
Depending on the seriousness of the offences or the circurnstances, the irnplementation of the

disciplinary measure nray occur in one of the follou'ing manners:

12.3.1Verbal n'arning
a) Where the irnmediate supervisor is of the opinion that an employee's perfonnance or behavior

is ur,satisfactory, but at the tir-nc doesn't rvarrant a rvritten u,arning or a more severe sanction,

he rvill apply a verbal r'varning.
b) Such a r,r,arning rvill be recorded in the employee's persoual file and n'ill be enforced for a

period of six months.
12.3.2 Written warning

a) hr cases u,here an informal u,arning does not have the desired effect or u,here

so serious that an informal rvarning is not sufficient, a rvritten lvarning is given.

t-
the

tl t-
-o*
*



dvffi*hl Far Yauth Business Innovstion Network-HRM
{ E Md ! t

b) A'uvritten lvarrrilrg sliall ren,ain active in the enrploy'ee's personal file for a period of 12

months frorn the date of issue butthe rvarning shall remain in the file permanently.
12.3.3 Final rvritten rvarning

a) In cases ufi.'l'e a u.r'itterr salrrins is not sufficient due to the seriousness of offence or in cases
n,here a u,rittelr rranring u'as given and the salre or sirlilar/other offience took place within
12 months, a firral written u,arnir.rg can be given.

b) A final r.r,ritteu rvaming shali remain active on the ernplol,'ee's personal file for a period of 24
montlis. It shall also rernain in the fiie perntanently.

12.3.l Dismissal
An employee can be dismissed if. u,ithin trvo.vear of receiving a final u,ritten r.varning, the same or
a similar/otlrer offence is comrnitted.

12.3.5 Suspension
a) In cases n'hen there is high suspiciou. but inadequate docurnentation, of an ernployee's

involvement in any one of itenrs listed in 12.3.1lb), the eurployee rnav be suspended for up to
30 days till arr irn.estigatiorr is cornpleted.

b) Before the one-uonth period. investigation shall be finalized and a decision shall be passed by
the General Manager either to disrniss the ernployee or to return hirr to rvork.

c) If the emplo)iee retunts to r,vork. he .vill get his full salar-v for the period he staved on
suspension.

12.3.6 Summar-v-/Automatic dismissal
An employee can be disnrissed irnmediately if the offence is so serious that it justifies a

summary/automatic dismissal following Article 2l of tl'te labor lau'in force. even if the employee
had not been served rvith final written waruing beforehand.

12.3.7 Classification of offences
a) Offences can be classified as offences cause immediate disrrissal and offences cause

dismissal after trials.
L,) The first offence for items Iisted belorv can be causes for irlmediate disrrissal.

i. Violence, threats, or abuse against anr, 4YBIN staf1, patier-rts. Members stLrdent and
cLlstomer.

ii. Theft of 4YBIN property or 4YBIN rranaged commodities.
iii. Bribery or other similar offence involving corruption.
ir. Embezzlerrrent or rnisapproprialion ol4YBlN's lund.
y. Falsification of 4YBIN records and documents, including. staff, customers. merrbers,

patients and student records.
vi. lntentionally giving false testimonials or refusing rvithout justifiable reason to cooperate

during an official investigation authorized by GENERAL MANAGER or his delegates.
vii. Unauthorized absence from rvork for a period of 5 (five) consecutive rvorking days. or ten

(10) u'orking days in a period of one month, or 30 rvorking days in a year or failure to
repofi to duty after expiration of authorized leaves.

viii. Divulgence of confidential matters or disclosing confidential information rvithout authorit;-.
ix. Ovefturning or seriously damaging 4YBIN vehicle due to negligent driving.
x. Taking liquor or drugs inside 4YBIN vehicle or being drunk/intoxication during hours of

rvork.
xi. Causing damage to 4YBIN reputation and image.
xii. Refusal to follou,the larvfLrl orders of a supervisor and/or the policies of 4YBIN
xiii. Paticipating in an unlarvful stoppage of rvork or inciting other 4YBIN errplol,ees to

parlicipate in such work stoppage.
xiv. Allorving a non 4YBIN employee to drive 4YBIN vehicle.
xv. Transporl of unauthorized passengers or goods by 4YBIN vehicle or conduct unauthorized

trip u,ithin and outside the Association work area.
xvi. Gaurbling for money in 4YBIN's prernises or at any r.l,ork statiorrs.
xvii. Failing to observe safety regulations inclr.rding failing to use personal protective equipment

(PPE) rvhile at rvork. the result of u,hich rnay have caused serious damage to 4YBIN
properl1' and/or endangered ernployee's life.
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xviii. Being convicted by a courl of larv and being given a custodial sentence for 30 days or as

per labor proclamation in force.
xix. Comrnitting other offences of similar natilre and/or rveigh as those listed above.

xx. The offenses listed are not complete and exhaustive and serve only as a directive for
supervisory staffto establish and apply unifornr disciplinary actions.

c) Offences resulting irr dismissal in trials are listed in Appendix 3

12.4 Authority and procedures to impose penalties
a) The authority to impose penalty is vested in the GENERAL MANAGER rvho may delegate

their porvers rvith respect to imposing some sofi of penalties to the appropriate line heads in

consultation rvith Legal Advisor. The level to which authority is delegated varies according

to the severity of the penalty.
b) All breaches of contract of en-rploynlent and the related discipline thereof shall first be

brought to the attentiotr of coucerned Heads or Depafiments.
c) The irnmediate HODs evaluate the irnpact and transfer the case in rvriting with remarks to

Finance & Adrnin./HR & Adrnin. Manager. The Finance & Admin./HR & Admin. Manager
in turn u,ill passes to General Manager rvith recommendation of appropriate measure to be

taken.
d) Legal Adviscr may be required to revieu, actions that may be expected to result automatic

disrnissal.
12.5 Authority Level to Impose Penalty

The follorving steps shall be observed rvhen imposing penalties.
a) Verbal rvarning- by immediate HODs.
b) Written r,r,arning including Final rvritten rvarning; HODs in consultation rvith HR

Manager/Personnel Offi cer.
c) Suspension-by GENERAI- MANAGER in consultation rvith Finance & Admin.iHR &

Admin. Manager.
d) Termination-by GENERAL MANAGER or his delegate in consultation rvith Finance &

Admin.iHR & Admin. Manager and Legal Advisor.
12.6 Right of Review or Appeal

a) All en,plol,ees who have been subjected to disciplinary action have the right of revierv or
appeal to Authorities at all instances.

b) An appeal against the imposition of a penaltv is allou,ed provided that the grounds of appeal

are related to the procedural correctness of the disciplinary process or a claim that the penalr;,-

is unjust because of prejudice, or unreasonable becar"rse of disproportionate punishment in

relation to the offence, or unwarranted because the offence did not take place.

c) All enrployees have the right of appeal to both an internal and extemal appeals body.
d) In most cases, it is expected that immediate supervisors will be able to resolve difficulties

before involving the appeals procedure.
12.7 Appeal procedures
l2.7.l Grounds for an appeal

Granting of an appeal hearing w'ill be considered only' if it is based on one or more of the

follor.ving Grounds: -
a) rvhere it is indicated that the steps in the disciplinary procedure were not follorved

correctly
b) Where the disciplinary sanction applied is substantively unfair.
c) Where new evidence, relevant to the case but unavailable during the first investigation,

is brought forrvard by any of the trvo parlies.
12.7.2 Steps for an appeal

An employee u,ho has been subjected to disciplinary action ma)' contest or appeal the decision
according to the follor'ving steps: -

a) Within a period of sel'en lvorking days follorving the implententation
action. submit a rvritten letter of appeal to the immediate line HOD,
given to the HR Manager/ Officer.

of the di
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b) Withil a periocl of seven u,orking days follou'ing receipt of the letter of appeal. the l{OD

together rvith the Finance & Admin./HR & Admin. Mauager'*ill revier.v the basis of the

appeal and nteet rvith the employee.
c) Wi1"r" the errployee's appeal is sr-rccessful, all records of this disciplinary actioll are to be

deleted fr-orn the emploveers pei-sonal file and any penalty imposed reversed. If there is no

change in the decision tlre entployee shall be notified in rvriting.

d) In the eyent that the entplo,vee is nct satisfied u,ith the outcome of step (c) above. thetl a

final letter of appeal may be subnritted to the GENERAL MANAGER.
e) At this stage, and within ser,,en u,orking days of receipt of the letter of appeal. the

GENERAL MANAGER or their nominated replesentative. tcgether rvith the Finance &
Adrnin./l-IR & Admin. Matrager, reviervs the basis of the appeal.

0 A meeting of all parties rvill be held and the appeal discussed. A decision rvill be issuecl

by the GENERAL MANAGER at the er.rd of the meeting, u'hich u'ill be final and no

further appeals will be considered.

12.8 EstablishingDiscipline Committee
To investigate major disciplinary cases and to recollltrettd an actiott to be taken for offenses

resultilg automatic disn-rissal, a disciplinary colnmittee shall be established by the Getterai

Manager.
12.8.1 Members of Disciplinary Committee

a) HOD assigned by General Manager chair Person

b) HR Manager Mernber

c) Emplo,vees representative to be elected by emplo;-'ees' general assernbly Member

d) Personnel secretary -u,ith no vote front 4YBIN as the case may be.

12.8.2 Duties and responsibilities of the committee
1. Follorving relaled policies and procedures of the Association. investigate major disciplinarl

cases directed by the General Manger.

Recommend type of actions to be taken to the General Manager.

Finalize cases at Inost before otre-mouth time.

Access to any docul.uents related to the case under investi-eation. hears rvitness rvhen

necessary/, and hears statemeuts of defense from the employee under investigation

Keeps all docurnents and proceedings confidential.
Major disciplinary action, including dismissal shall be taken on members r.vho disclose

confidential information.
7 . Submits their findings and recornmendations to General Manager.

8. May advise the top mauagemellt orr issues that rvill need corrective and preventive actiolls oll

r'vork related violation of larvs and procedures.
g. Except the HR Manager, other members shall be server for 2 years but they could be seiected

for a second ternt.
10. Except the HR Manager, other members shall have 1-year experience to be eligible for

di scipl ine committee member.

12.8.3 Voting procedure
. The committee conducts its ureeting rvhen 2/3 of the members are present.
. The committee passes the recor.nrnendation based on consellsus however a vote r,r'ith 519/o

u,ill be considered for decision.
. A member w,ho has deferent idea cau register his opinion on the mittute.
. A merlber of committee can be replaced b1'another rvhen he will be the one under

ir-rvestigation.

' The chair person can delegate from one of the members to chair a meeting in his absence.

12.9 Grievance Polic-v and Procedures
12.9.1General Rules

a) Grieyances are concerns. problems or complaints raised by an entployee on matters associated

lr'ith the er.tlplol,'ees' enrplo1rl1sn1 relatiotts rvith the Association'

.)

J.

4.

5.

6.
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b) And the objective of grie'n,ance handling procedure is to promote peaceful employment
relations by ensuring speedy redress to corlplaints. fair and equal treattnettt to all ernployees,

and the taking of corrective lreasures to mistakes and addressing systernic gaps in the

Assoc ial iott clusirtg grievattces.
12.9.2 Procedures
13.9.2.1 Info rmal Grievance Handling

a) Before using the grievance procedure, it is expected that employees shall try to resolve their
complaints informally. u4tenever possible.

b) 4YBIN shall make a good faith effort to seek informal resolution of a problen-r brought to its
attention through discussion and communication rvith the unit involved and with appropriate

managers.
c) The forrnal stage of the procedure should only be initiated rvhen the informal stage has failed

to resolve the issue or is not rnaking progress at reasonable speed.

13.9.2.2 Formal Grievance Handling
a) The grievant shall state the grievance in rvriting u,ithin seven (7) calendar days of the act(s)

giving rise to the grievance. In the event the grievant states the grievance after seven (7)
calendar days, the line manager, or an),' other manager who received the grievance, shall notify
the Finance & Admin./HR & Adrnin. Manager rvho shall deternrine u,hether extenuatittg
circumstances warrant receiving the grievance beyond the time limit.

b) Any grievance not resolved through infonnal discussions shall be raised and discussed by the

employee rvith his line manager.
c) If that meeting or communication fails to satis|, the emplol,ee, he can bring the matter to the

attention of the ntanager who supervises the depaftment he rvorks ll'ith.
d) If the response of the manager does not resolve the case. the ernployee can send a letter to the

GM for a final settlement of the complaint.
e) Should the grievant choose to take legal action. the internal grievance process u,ill cease.

12.9.3 Documentation
Copies of tl-re notes taken at meetings. including dates of meetings. outcomes, agreentents and

any other relevant information shall be filed in the er-nployee's personnel file and should be

kept confidential.
12.9.4 Cooperation

All employees. including the grievant, shall cooperate at all stages in the investigation of a
grievance. This cooperation shall include. but not be limited to, appearing to ansrver questions

and presenting truthful information.
12.9.5 Potential Consequences

4YBIN shalltake appropriate remedial steps and, if necessary, impose adequate disciplinary
measures if the grievance reveals cases of discrimination. harassment or any other violatiort
against this Manual.

12.9.6 Non-retaliation
A grievance shall not cause an)i reflectiou on the employee's status as an employee nor shall it
affect future ernployment, compensation or rvork assignments. Retaliation against an employee
rvho parlicipates in the grievance or any informal resolution process is strictly prohibited.

PART XIII: OTHER POLICIES AND PROCEDURE,S
13.1. Employee Relations
13.1.1 Labor Union

a) 4YBIN recognizes the principles of freedom of association and assembly.
b) Supports union representation in strict compliance to the Ethiopian Governmeut Labor

Proclamation in force.
c) The union rvill be representing non-management u,orkers. 4YBIN believes in the principle

of management by consultation and as far as practicable; it $,ill consult rvorkers
representatives itt matters affecting u,orkers and 4YBIN

d) 4YBIN recognizes that it is a Charitl, organization and has needs to address all
relation rvith the goal of rnaking sure that 4YBIN operates and gror.vs with the

firanagement and non-tnanagetnetrt employees as rvell as the otvners/t

shareholders.

l+ i a91472.1?31
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13.1.2 Suggestions and Arvards Scheme
a) Emplovees of all grades are welcorne to parlicipate in the suggestion pro_sram fcr

improvements in procedure, rnethods, or practice concerning both teclrnical and
administrative duties of 4YBIN. rncluding mone), generating and cost saving schernes.

b) Tltose employees rvhose dr-rties and responsibilities are to develop nerv ideas or to irnprove
the existing one are encoura-9ed to suggest ideas, rnake inventiorrs, etc, that are not conceived
u,ithin the scope of their ernployment. rvithor-rt. hou,ever, unduly affecting their re-uular

d uties.
c) All sLrggestions. which are deemed to be useful for significant improvenrents iu procedure.

rnethods, or practice, shalI lvin nronetarlr arvards.
d) The suggestions and Au,ard System shall be administered by a cornmittee, to be knorvn as

"The Suggestion and Award Comrnittee".
e) The committee nrembers shall be appointed b.v the GENERAL MANAGER.
0 Complaints are not considered to be suggestions. other than cost saving schemes.

13.2. Relationship n'ith Stakeholders
13.2.1Relationship *'ith Associates & Business Partners

a) 4YBIN shall strive to create mutual advantage by understanding the needs of its emplol,ees.
beneficiary ri,hile conductirrg honestly, responsibly and fairl1,.

b) Employees rvill seek to build a workplace that is safe, prcfessional. and supportive of
teamu,ork and trust. Everyone rvho rvorks for4YBlN coutributes to overall success and to
creating a great 4YBIN Working together, drarving fi'orn diverse talents and perspectives.
4YBIN r,vill stimulate nerv and creative opportunities for its associatiou.

c) 4YBIN is committed to creating a rvork environment of mutual trust- in u,hich diversitv ancl

inclusion are valued - and nhere every employee is treated u,ith dignitl, and respect.
d) En-rployees u,ill be recruited. selected, developed and advanced on merit. irrespective of race^

color, religion, gender, age. national origin, marital status or disability. They rr.ill be entitled
to feel included as part of a meritocratic organization of people from diverse backgrounds.

e) 4YBIN shall make every effor1 to make decisions and practices transparent in such a u,a) that
all associates are respected, treated fairly and equally and create a business relationship that is
based on reliance and trust.

0 4YBIN u,ill carry on its business activities in compliance rvith the lau,s. regulations aud rules
of the country and the region in rvhich it operates.

13.3. Health, Safety, Security and Environment (HSSE)
13.3.1 Health, Safety and Securit-y

a) 4YBIN managelnent is comu-ritted to providing all its emplol,ees rvith a safe and secure rvork
environment rvhere no one is subject to unnecessari' risk.

b) 4YBIN shall ensure a safe, healthy and comfoftable ri'orking environment for all its
emplovees in which tlrere is a culture of mutual trust and confidence by, giving due
consideration to safetl, and health and rvill continue to strive to maintain and improve the
working environrnent.

c) 4YBIN recognizes that safe operations depend not onll' on technicalh, sound plant and
equipment, but also on competent people and an active HSSE culture.

d) 4YBIN's comrnitrnent to safety shall include each of its ernployees to be aleft to saf'et."- risks
as they do theirjobs.

e) Employees shall comply rvith the requirements of the HSSE rnanagernent s1'stem at their
work location - including the use of relevant standards. instructions and processes - and r.r,ith
the golden rules of safety.

0 Employees rvill only underlake r.vork for rvhich they are trained. competent, medicalll fit and
sufficiently rested and alert to carry out.

g) Emplo.vees rvill make sure the1, knolv u,hat to do if an emergellcv occurs at their place of
rvork.

h) Ernployees must promptll.' reporl to 4YBIN rnanagement anv accident. injury, illness, unsafe
or unhealthl' condition. incident. and other harmful materials to the environment, so that steps
can be taken to correct. prevent or control those conditions irlrnediatell,.

$ffi
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13.3.2 Environment
a) 4YBIN is committed to being an euvironmentally responsible citizen. Employees rvill

comply u,ith or exceed all applicable lau,s and regLrlations related to the environment in each

of its lacilities.
b) 4YBIN shall encourage its associates to minimize the impact of 4YBIN's IGS operations on

the environlnent with methods that are socially responsible and ecouomically sound.
c) 4YBIN shall pursue the coexistence of environrnental conservation and econornic

development and rvill contribute to the realization of a sustainable society.
d) 4YBIN rvill conduct business activities lvhich are not only in "compliance u,ith thc

environment related laws and regulations," but also aimed at "Svmbiotic Evolution" of life on
Earlh and society through creating a culture and environment which future generations can be
proud of.

e) 4YBIN's policy is - rro accidents, no harm to people and no damage to the environnreut.
13.4 Communig Activities and Contributions

a) It is 4YBIN's policy that the coLlntr)' and the communities in r.vhich it operates shoLrld
properly benefit fron., its presence - through the rvealth and jobs created. the skills
developed rvithin the local popr-rlation and the investment of time and money in people.

b) 4YBIN shall rvork tou,ards improvements that are concrete and measurable and contribute to
the real, independent growth of communities rvhere 4YBIN operates in areas.

c) 4YBIN shall encourage emplol'ees' parlicipation in suppoft of local community
development initiatives as long as it doesn't conflict with its interest.

13.5 Conflicts of interest
a) This policy is intended to promote avoidance of conflicts of interest and the appearance

thereof that arise through employments or activities engaged in by employees; and the arvard
of contracts to employees.

t ) ,lYBIN respects its ernployees' privacy and therefore does not normally take an interest in
personal conduct outside of r.vork.

c) 4YBIN avoids actual conflicts of interest and the appearance of a conflict of interest
including r,vhen an employee's personal. social, financial or political activities interfere or
have the potential of interfering rvith the en-rployee's loyalty and objectivity toward ,+YBIN.

The following are areas rvhere a conflict of interest could arise.
I) Outside jobs and affiliations
a). An1, one of the follou,ing relating to a third-party organization that is a competitor, customer or
supplier of goods or services to 4YBIN ma1,' raise a conflict of interest, or the appearance of a conflict
of interest.

t Haling a second job.
t Performing services.

I Serving as a consultant.
r Holding a financial interest.

b). E,mployees r.r.rust first disclose and obtain w.ritten approval from their HODs for all relationships
u,ith competitors, customers or suppliers that could possibly raise a conflict of interest.
II) Jobs and affiliations of close relatives
a. 4YBIN shall conduct employment matters in a manner that avoids not only conflicts of interest. bLrt

also any appearance of a conflict of interest concerning nerv hires, prornotions, transfers rvithin
4YBIN

b. Conflicts of interest that arise (or become knorvn) during employment must be avoided to a

reasonably practicable extent. E,rnployees rvho during their employment become the relative or
domestic paftner of another ernployee, or rvho begin to reside u,ith another Depaftment employee.
r.r-rust make those facts known to the employing Deparlrrent.

c. Where a conflict of interest has arisen during employment. 4YBN shall take all reasonable and

d.

practicable rneasures. including^ but not lirnited to, changes in supervision, w,ork

lp
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e. If an employee thinks he rrav lrave a conflict of interest. or that others could possibll' believe an

activity or relationship he is engaged in is a conflict of iuterest, he rnust prornptly disclose this to
his immediate HOD.

f. An appointrnent',r'ill not be grantecl to a person-bearing blood relation or sirnilar uature to stafT

mernber of 4YBIN unless specificalll' approved b1'General Manger.
g. Failure to provide inforrnation on relationships ri,ill result in disciplinary action. including

term ination of employment coutract.
h. NO staff menrber shall parlicipate in an intervier,v r.r,here his relative is an intervieu.
13.6 Proprietary Information

a) All confidential. secret, and other 4YBIN infbrmation 
"r,hether 

created by ernployees or others.
is and shall continue to be the sole and exclusive property of 4YBIN.

b) Emplol,ees are also prohibited fi'on-r using or disclosing anr, 4YBIN or third-pafty proprietl,
inforrnation for their benefits or for the benefit of others.

c) AII errplo.vees of 4YBIN shall. during his or her employment and indefinitely and forever
thereafter:
a hold in strict coqfidence and protect the secrecy and confidentialiS" of all 4YBIN

proprietary Information,
a not disclose or re.",eal an1' 4YBhl Proprietarl,' Infonnation to any person other than an

employee of 4YBIN on a need to knorv basis or otherrvise as uray be necessary or
appropliate under the circurrrstances,

a use 4YBIN Proprietarv Information solely for the benefit of 4YBN and

a not use any 4YBIN Proprietarl, Information for his or her personal benefit or the
benefit of others; in each case, lvithout the prior rvritten consent and approval of the
CENERAL MANACER of 4YBIN.

d) Employees shall at all tirnes observe all 4YBIN policies: guidelines and procedures for the
safeguarding aud confidential treatnient of 4YBIN Proprietary Information.

13.7 Disclosure of Personnel Records
a) In collecting. maintaining, and disclosing personnel information 4YBIN shall make ever1,'

effort to protect the privacy rights and interests of its errployees. and prevent inappropriate or
unnecessary disclosures of information from any er-r-rployee's file or record.

b) Employ's files are accessible only to authorized Finance & Adrnin./HR & Admin. Mauagers
or HODs rvho have a valid. demonstrable business ueed to obtain specific information frorn
an employee's personnel record.

c) If an individual with au authorized person requires copies of the information in au

employee's personnel file, the Finance & Adrnin./HR & Admin. Manager rnakes these copies
ar ailable upon \\ ritlen lequest.

d) All medical inforrnation relating to an employee is kept in file maintained b1, the HR
Depaftment/Division/Section as appropriate. Access to these rledical fi1es is tightll,
controlled. Ordinarill,, medical information about an err-rployee is supplied onll,to the
emploS,'ee's designated physician in accordance rvitl-r the ernployee's u,ritten specific request.

e) All managers, supervisors" anC other authorized employees of ,+YBIN shall request access irr

u,riting to the Finance & Adrnin./HR & Admin. Manager for recording or access to or
reviervs and receipt of personnel file inforrnation.

f) When information from an employee's personnel file is to be released or disclosed lvithin
4YBIN,4YBIN rnay notify tlre emplovee of such disclosure if the HR Depafiment viervs the
disclosure as possibly contradicting/intruding on tlte employee's privacy.

g) Emplol,ees' routine or ordinary employment procedures. including, but uot linrited to,
performance appraisals, merit increase revierrs. prornotion and transfer consideration, and

disciplinary irrvestigations. norrnally are not subject to notification procedure.
h) 4YBIN rnal'provide infonnation and data from its personnel records and files to federal

aud/or local governrnent agertcies in accordance rvith recordkeeping and reporting
requirements imposed by' such a-9encies.

i) ,+YBIN. at its discretion. shall comply u,ith any Government agencl,'s infolrration reqLresls

on emplovees' records u'hether to disclose or keep such a request confidential.
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13.8 Smoking Policy and Procedure
a) 4YBIN maintains a non-smoking policy u,ithin rvorking and project areas.

b) Smoking is prohibited in anv enclosed work area, private offices. lounges, dining areas,

dornritory areas. storage areas, service shops, garages. facilities operations areas. and
4YB IN o'"r,ned vehicles.

c) Smoking is only permitted in desi_enated outdoor areas. It is the responsibility of each

smoker to police the area to contain his smoking materials and remains.
d) 4YBIN shall establish a cornnlittee corrprised 2 members from employees and

Managernent, n,ho shall be responsible to establish. pLrblish, and distribLrte this smoking
polic5, and guidelines for its implementation.

13.9 Dress Code Policy and Procedure
a) This policy applies to all individuals employed under4YBIN including casuals and contract

ernplor ees.

b) This policy establishes guidelines for the wearing of appropriate clothing by 4YBIN
employees. and the issue and rvearing of uniforms and protective clothing by designated
ernployees.

c) This policl,may elaborate on but is subject to. the Occupational Health and Safety Policy of
this Manual and General Safety'Regulation of the Government of Ethiopia.

d) 4YBIN maintains a business casual u'orking environrnent for rvorking offices. Employees
rvho are not required to wear a particular unifom are expected to wear appropriate clothing
for their occupation and position l,l'ith:
o Personal appearance and cleanliness.
t Dressing neatly and avoiding any dress that might not be in accordance rvith accepted

office standards.
e) 4YBIN shall equip with modern personal protective equiprnent to those employees who are

routinelv exposed to the natural elements (heat. cold, etc.) or to r.vorkplace hazards
(poisonous gases, chemicals, etc.).

0 lt is the responsibilitv of workers exposed to the natural elements to equip thernselves rvith
suitable clothing and furnish themselves r.vith standard and industrially accepted protective
clothing and equipment during u,orking hours.

g) Each employee reqr.rired to rvear a uniform shall be responsible for laundering and making
miuor repairs to the uniform. The employee may be asked to retum used parts of the uniform
r'r,hen nelv items are issued or requested or r,vhen the ernployee leaves the position for lvhich
the uniforrn u,as issued.

h) En-rployees u,ill not wear their unifonn other than in the performance of their dr-rties and
dLrring non'nal travel to and frorn their rvorkplace.

i) Each enrployee rvho receives financial assistance to purchase protective clothing will be the
o\\rner of such clothing and will retain it if he leaves the position for lvhich protective
clothing is deemed necessar)'.

Details for determining of dressing is provided in Appendix 2.

13.10 Handling of 4YBIN property
a) All employees are responsible for using good judgment to ensure that 4YBIN's assets are

not misused or rvasted. Employees rvill effectively handle and use 4YBIN's assets for
4YBIN USE only.

b) Employces shall not use 4YBIN assets for private purpose or an)' other purpose unrelated to
business activities, without permission from 4YBIN.

c) Employees are individually responsible for ensuring that zIYBIN property that they use or
come ir.rto contact u,ith as part of their r.vork is not lost. damaged. misused or u,asted.

d) When faced rvith an accident, the driver, or a fellorv traveler of 4YBIN (if the driver is in a
state of injury) shall reporl about the accident to the General Service Head and to
Traffic Police Station through the available mode of comn-u-n-ricatiou in uot
hours. - /<.'

e) Removing the vehicle from the scene of the accident before the police
,{YBIN agrees to take responsibilitl, is strictly' forbidden. If a vehicle is
full knowledge of the police, or the acceptance of the offending paq,to

ffi
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and the agreenrent of the insurance 4YBIN is secured. tlre driver, or the head u'ho ordered
the removed of the vehicle shall be held accouutable forthe dan-rage incurred on the vehicle
and the crirne committed.

0 There should be third partf insurance cover for ever1, vehicle of 4YBIN to protect drivers
fi'om other people, vehicle and propefiy.

g) 4YBIN assets are intended for 4YBIN business use, and enrplol,'ees have a responsiLrilitl,to
protect these assets. Personal use is generally prohibited.

h) Every errployee u,ho received the fixed assets shall have tlre responsibilir,u" to properly
handle and utilize them.

i) Whenever an employee is transferred or leave 4YBIN. the General Services F{ead shall
ensure that he handovers all propefties rvhich u'ere under his possession.

13.11 Clearance Policy
a) A terminated employee is required to cornplete a standard clearance form befbre the

separation/terminatior.r benefit is prepared by Finance and Accounts.
b) The clearance form confinns rvhether the terrninated emplol'ee still has outstandin-9 liabilities

lvith any u,ork unit.
c) It is the separated employee's responsibility to ensure that the forrn is signed by all specified

rvork units before submission for final processing.
d) Once the Finance & Admin./HR & Admin. Manager has received a completed clearance

form, instructions u,ill be sent to accounts section for the pa)'lnent of separation/tenlinatiou
benefit.

e) No clearance shall be issued unless all outstanding loans/liabilities are settled.
13.12 External Communication

a) All 4YBIN press statements shall be issued by the Public Affairs Office upon the approval of
the 4YBIN General Managers (depending on the nature of the issues).

b) 4YBIN enrployees shall not give press statement or any other information unless otlierrvise
instructed/approved by the GM or his designee.

c) 4YBIN's legal Service shall represent 4YBIN relating to legal- labor issues and ri'ill
determine rvhat information is appropriate to supply to internal and external stakeholders.
through Public Relations Of,fice.

d) To ensure consistent, accurate delivery of 4YBIN information, employees are not authorized
to ansu,er questions to the nervs media. or third part1,. Designated 4YBIN's Public Affairs
Officer is in-charge of releasing inforrnation to the nervs rnedia.

e) Employees are responsible for maintair-ring professionalism rvhen cornmunicating u,ith each

other and the pLrblic. Ernployees should not engage in commur.ricatious that are distasteful.
obscene or defamatorv.
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Ne Offence Fi rst
Offence

Second
Offence

Third Offence Fourth
Offence

1 Provoklng fighting in the offices or
within the compound of the TDVA

Last warnrng in writing Dism issa I

2 Threatening customers/students a nd

employees of the TDVA
Last warning in writing Dismissa I

3 Absenteeism from work without
sufficient reason for 3-4 consecutive
working days

Last warning in writing Dismissa I

4 Used property of the TDVA for the benefit
of himself or a third party without the
permission from the relevant authorities

Last warning in writing Dismissa I

5 Found asleep at place of assignment Last warning in writing Dismissal

6 Using a house given for living for
commercial purposes or allowing for use

by a non-approved for third party

Last warning in writing Dismissal

7 Refuses to receive a letter written by the
TDVA or refuses to appear for
q uestion ine.

Last warning in writing Dismissa I

8 Leaving shift work without transferring
the work to substitute

Last warning in writing Dism issa I

9 Deliberately failed to fulfill job duty at
assigned work place

Last warning in writing Dism issa I

L0 Consciously insult guests/students or
customers or patients

Last warning in writing Dismissa I

71, Driving an TDVA car outside approved
areas

Last warning in writing Dismissa I

t2 Abuse of authority such as the solicitation
of exchange for favorable evaluation,
promotion, etc,

Last warning in writing Dism issa I

13 A driver who didn't renew his driving
license on time and thus negatively
affected the work of the TDVA

First warning in writing Last warning in

writinB
Dismissal

1A First warning in writing Last warning in

writing
Dismissal /

J///
?/

H 6Udr U d))r6r reu/ uuL rdiltru ru dPPtrdr

his assigned post/station .,;FN
15 One who misused materials, equipment

and documents he is given for his work
First warning in writing Last warning in

writing 'o^o'"'{** 
,',.

qG:q
\q.

ldl
16 One who absented himself from 1 - 2

working days without sufficient reason

First warning in writing Last warning in

writins
Dismiss ?o

t-C) --r

APPEN DIXES
APPENDIX 1: Offences that lead to dismissal on trails

I
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Nq Offence First
Offence

Second

Offence
Third Offence Fourth

Offence
1.7 Allowing individuals to enter the TDVA

premises without perrnission
First warning in writing Last warning in

writing
Dism issa I

10 Failure to settle advance payments taken
for travel, purchasing, etc. within the due

time

First written warning Second written
wa rning

Dism issa I

19 Late reporting to work 3 times First warning in writing Last warning in

writing
Dismissa I

20 Failure to report to work in time without
pe rmissio n

Verbalwarning First warning in

writing
Second warning
in written

Dismissal 
I

APPENDIX 3 ! Human Resources Forms

Form No. HR/001
Date

JOB TITLE:

For Vouth BUSSINESS INOVATION NETWORK

EMPLOYMENT REQUISITION FORM

No. of EMPLOYEES/QUANTITY:

ESTI MATED STARTI N G SALARY/RATE :

DEPARTMENT:

TYPE OF EMPLOYMENT:

PERIOD OF STAY (lf contract or casual):

DUTTES (ATTACH JOB DESCRTpTTON tF AVATLABLE)

PERMANENT I-I,,*,, CoNTRACT E CASUAL E

REPLACEMENT FOR:

IF ADDITION TO OR NEW, EXPLAIN FULLY:

AGE RANGE _TO _
EXP ERTENCE_
REQUESTED BY

OTHERS (Specify)
EDUCATION

APPROVED

TO BE COMPLETED BY Personnel Officer
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JOB FILLED BY

Copv Distribution:
. Original to Personne! Officer

o First Copy to Requesting Department

. Last copy remains with pad

lnstructions:

1. Association lnformation

TDVA

Address: Mekelle, Kebele

Tel:

Fax:

2. Employee Details

Full Name:

FROM

Form No. HR/002
Date

For vouth BUSSINESS INOVATION NETWORK

Emplovee Data Sheet

o All fields in the form should be filleci by the candidate in his/her own handwriting

o Please submlt 3 passport size photographs.

. Copy of documents for education / experience certiflcates to be attached along with

this form.

Attach recent
photo

Designation:

Department:

Current Address:

Telephone: Mobile:

Permanent Address:

Postal Code: Phone:

o-/
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EmailAddress:

ldentification Mark:

Date of Birth:

Place of Birth:

Gender:

Passport No/lD No (Underline one):

Place of lssue:

Date of Expiry:

Tax ldentification Number -TlN (if available):

Pension ldentification Number - PIN (if available):

Driving License, No:

License Grade:

Date of lssue:

Date of Expiry:

Bank Account No:

3. Work Experience Details

lnstruction: ln the space provided below, describe every position which you have held since you first began to

work. Start wlth the present position and work back to the earliest positions which you held. Attach separate

sheet if necessary.

Month & Year Association's Name Tell Address Position Held Reason of Leaving

From To
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a)

b)

c)

a)

b)

c)

d)

4. Working Clothes lnformation (where applicable):

Pant/trouser Size: 

- 

(e.g. 28, 30,32,34,36,38, etc....)

Shirt Size: (S, M, L, XL, XXL, XXXL)

Shoe Size: (e.g., 38, 42,44,)

5. General lnformation:

Height: Weight: _
Blood Group:

Any Known Allergies:

Handicapped Type (if any):

Emergency Contact (Name, Telephone & Address):

t.

7. Referred to Association by/through:

a) References Professional

6.

2.

Contact Detail

orror_
'<{?J

b) Personal

Name

22
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Declaration: I hereby declare that the information submitted above is to the best of my knowledge and nothing

has been concealed therein. I shall have no objection in case the Association (agency) or its associate, client

companies make enquiries about me from the persons named above.

a)

b)

c)

d)

e)

Date of Employment:

Assigned Association lD No

Medical Examination Result:

Police Clearance F.esult:

Personnel Officer's Statement

For vouth BUSSINESS INOVATION NETWORK

N E\lVll4?lSYEEORr ENTATT ON CH ECK Lr ST

Employee's Name Date of Employment_

SECTION ONE-WELCOME

1.1. Welcome new employee to Association
1.2. Tour of work place_
1.3. lntroduction to other employees_
1.4. Explain Organization Structure of Association
1.5. Describe employee's duties & responsibilities
1.6. Discuss work performance (quality, quantity expected)
1.7. Answer any questions employee may have_
l-.8. Give new hire an HR Manual_
SECTION TWO-G ENERAL IN FORMATION

Rest Rooms Lunch/B rea ks.

Cafete riaParking

Form No. HRD/003
Date

Office Hours

Break Hours

Punctuality.
Absence from Work.
Mail Procedures:

sEcTloN THREE-pOLtCt ES/BEN EFrTS

Pay Day

Overtime Policy_ Holidays

Telephone system
Copy Equipment
Supplies.

House keeping_

Annual Leaves lnsurance Plans

Salary Reviews
of Absence Performance rev Sick Leave

Leave



EIJ

"it',!

4YEEru Far Youth Business lnnovqtion Network-HRM

Form No. HR/004-A

Date

For vouth BUSSINESS INOVATION NETWORK

EMPLOYEES PERFORMANCE APPRAISAL SHEET

lD. No:Full Name:
.Job Title:
De pa rtm e nt/D ivis io n:

Period covered from:

Probation E

To

Regu la r

s.
No Evaluation Criteria

Rating Points

E (1 D(2) c (3) B (4) A (s) Total

1 Job Knowledge: Full Understanding of Duties, job requir€ments, material, equipment,

methods & procedures. Knowledge of relationship of his own work to work of others.

Demonstrates Knowledge and Skills to increase production

) Quantity of work (output): Completes the volume of work expected in a prompt

manner. Completes tasks to the standard expected within the time set.

3 Quality of Work: Work is exact, accurate, though, free from errors and the neatness of
output, work and services are as expected when completed under normal condrtions,

4 Cooperation (attitude and working with others):
Works effectively with superiors, fellow workers, and others. Where applicable pleasant

in contact with public and/or client. lnterested in the job and accepts policies and

practices.

5 Punctuality & Attendance: Arrives at work on time and meets other commitments in a

timelv manner and devotinR working hours to assigned duties.

6 Responsibility: Willingness to accept responsibility, conformity to Association policies

and procedures,

7 Safety: Follows good safety practices, is aware of own and others personal safety,

8 Dependability: Ability to care out assignments wlth minimum supervision,

9 Confidentiality: Handles confidential information in accordance with Association policy

and procedures.

10 Utilization of Resources: The degree to which the individual has utilized funds, staff or
equipment economically and effectively.

Tota I

Efficiency Result = (Total Performance Points/10) =

Remarks by lmmediate ln-charge/Line Manager:

Name: Positio n:

Signatu re: Date:

Employee's comment:
Signatu re: Date:

Remarks by Senior ln charge/one step up Manager

Name:

Si gnat u re:

Remarks by HR Manager/Delegate:

Position
Date:

7\"
*

B(
4*
\?

Name Signatu re
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Form No. HRD/004-B
Date

For vouth BUSSINESS INOVATION NETWORK

Supervisors and Officers Performance Evaluation Sheet

lD. NoFull Name
Job Title
Depa rtm e nt/Divisio n
Period covered from _ To

Probation I I Regular E

s.
No

Evaluation Criteria

-
.9p
o

Rating Points

a
c

o4

@ Yl

Eo
-F-UOJtr.=u
oooo

!>
@ tuf
6.9 rti

vc
,-9

ogU@

:: c^

= O OJ
YY=-

C

d H r=
';9.=<
o"5

1 Target Achievement

2 Planning, Follow-up, Monitoring, Evaluating, and

Reoortin p

3 Leadership

4 Com munication

5 Decision Making

6 Managing & Developing People

7 Contribution to the Management Team

8 lnitiative & Creativity

9 Knowledge & Skill lmprovement

10 Utllization of Resources

1,1 Punctuality

12 Commitment to Job

Total

Efficiency Result: (Total Performance Result/Total weight) =
Remarks by lmmediate ln-charge

Signatu re

Statement by the Head under evaluation

Signatu re

Rema rks by GM/President/General School Director

Position

DateSignatu re

Na me Position
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Organization/Association from

For vouth BUSSINESS INOVATION NETWORK

Certificate of Service

Form No. HRD/005
Date

has been working in our

He hasto

been assigned to the following positions:

This is to certify that

7. From

2. From

3. From

His/her monthly salary at the time of leaving was Br.

getting a month ly

contributions to concerned

with the Association.

He was also

allowance/s of Br.

He has paid all required income taxes and pension

Government authorities for the period of stay and engagement

formally contacted for any

We wish him every success in his future endeavor,

Signed:

Name and Position:

NB:

o This certificate of service has been given to the bearer in accordance with the labor
proclamation of Ethiopia.

o This is the only official certificate given to employees upon termination of service with the
organization.

o The organization's Human Resource Department may be
add itiona I inform ation regard i ng the employee.

nr)
rO7 --lios

h,ffiffit/3;

*
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Approved by 4YBIN Board

5 January 2023

Mekelle


