
 greente1999@gmail.com
 greente1999@outlook.com

HUMAN RESOURCES POLICY
AND 

ADMINISTRATIVE MANUAL



TABLE OF CONTENTS 
 

CHAPTER 
 

 PAGES 

1.0 General Overview and Employment Procedure 
 

5 - 8 

 1.1 Introduction 5 
 1.2 About the Organization 7 
 1.3 Vision Statement 7 
 1.4 Mission Statement 7 
 1.5 Core Values 7 
 1.6 Human Resources Goals and Objectives 7 
 1.7 Policy Implementation and Monitoring 8 
 1.8 Policy Amendment Process  8 

 
2.0 General Employment Information   

                                          
8 - 10 

 2.1 Professional Code of Conduct 8 
 2.2 Official Working Hours and Holidays 9 
 2.3 Classification of Employment 9 
 2.4 Dress Code 10 

 
3.0 Recruitment and Selection     

                                              
10 - 13 

 3.1  General Provisions 10 
 3.2 Selection Process and Procedure  11 
 3.3 Employment of Relatives   13 
 3.4  Re-employment or Re-appointment  13 
 3.5 Personnel Records and Information System  13 
 3.6  Engagement in Other forms of Employment  14 

 
4.0 Job Policy  

  
14 - 16 

 4.1  Probation and Confirmation   14 
 4.2  Transfer 14 
 4.3  Promotion 15 
 4.4  Re-designation  15 
 4.5  Acting Assignment (In-Charge) 16 

 
5.0 Termination of Employment  

 
16 - 18 

 5.1  Resignation  16 
 5.2 Retirement on Medical Ground 16 
 5.3 Retirement 17 
 5.4 Retrenchment 17 
 5.5 Termination 17 

 

Page 1 of 59



 6.1 Salary Increment /Salary Raise 18 
 6.2 Salary and Job Grade Matrix 18 
 6.3 Salary Components  19 
 6.4 Salary Deductions 19 
 6.5 Salary Advance  19 
 6.6 Benefits 19 
 6.7 Salary Structure 20 
 6.8 Transport Cost Reimbursement 20 
 6.9 Cell Phone Allowance  20 
 6.10 Travel and Accommodation Allowances  20 

 
7.0 Training and Staff Development  

 
21 - 22 

 7.1  Objectives  21 
 7.2  Basic Principles  21 
 7.3  Responsibility  21 
 7.4       Training Recommendation  22 
 7.5       Training Follow up and Evaluation  22 

 
8.0 Leave Policy   

 
22 - 24 

 8.1  Leave Application Procedure  22 
 8.2  Earn Leave 23 
 8.3 Sick Leave  23 
 8.4 Maternity Leave 23 
 8.5 Paternity Leave  23 
 8.6  Leave Without Pay  24 

 
9.0  Disciplinary Action  

 
24 - 26 

 9.1  Gross Misconduct  24 
 9.2  Gross Misconduct Handling   24 
 9.3  Notice of Inquiry 25 
 9.4  Investigation Procedure 25 
 9.5  Suspension Procedure   25 
 9.6  Summary Dismissal  26 

 
10.0 Grievances 

 
26 - 27 

 10.1 Grievance Handling  26 
 

Page 2 of 59



11.0 Performance Appraisal Policy     
                                           

27 - 29 

 11.1  Performance Appraisal Procedure 27 
 11.2     Performance Rating 28 
 11.3 Evaluation Procedure 28 
 11.4  Salary Increment  28 
 11.5 Responsibility  29 
 11.6 Appraisal Records 29 

 
12.0 Equal Employment Opportunity (Gender policy) 

 
29 - 30 

 12.1  Objective 29 
 12.2  Procedure 30 
 12.3 Responsibility 30 

 
13.0 Sexual Harassment and Complaint Handling                           

 
30 - 33 

 13.1 Definitions 31 
 13.2  To Make a Complaint  31 
 13.3  Procedure to Receive a Complaint 32 
 13.4 Appeal to Higher Authority 32 

 
14.0 Annexure   33  

 I     Appointment Letter zz 
 II    Code of Conduct for Staff of GTE  
 III   Declaration for Due Payments to Nominees  
 IV   Helmet Declaration  

 V    Regularization of Employment       
 VI   Leave Application Form  
 VII Acceptance of Resignation  
 VIII Retirement from Service  
  IX   Release from Service  
 X Charge Hand-Over/Taken-Over  
 XI   Clearance Certificate  
 XII   No other Claim Statement  
 XIII  Attendance Register  
 XIV Salary Matrix   
 XV  Performance Appraisal Form  
 XVI Job Grade Matrix  

 

Page 3 of 59



1.0 GENERAL OVERVIEW AND EMPLOYMENT PROCEDURE   
 
 1.1 INTRODUCTION  
 

1.1.1 Green The Environment (GTE), (hereinafter referred to as "The Organization"), 
Human Resources and Administrative manual establishes policies, procedures, 
benefits, and working conditions that will be followed by all employees as a 
condition of their employment at GTE. The Standards of Conduct describe the 
expected actions and behaviors of employees while representing and/or 
conducting Organizational business.  

 
1.1.2 The policies and procedures outlined in this manual will be applied at the 

discretion of GTE Management and in accordance with the Bangladeshi Labor 
Laws.  GTE management reserves the right to deviate from the policies, 
procedures, benefits, and working conditions described in this manual. 
Furthermore, the Organization reserves the right to withdraw or change the 
policies, procedures, benefits, and working conditions described in this manual at 
any time, for any reason, and without prior notice.   

 
1.1.3 The Organization will make every effort to notify employees and/or organize policy 

dissemination sessions when an official change in policy or procedure has been 
made but employees are responsible for their own up-to-date knowledge about 
organization's policies, procedures, benefits, and working conditions.  A copy of 
the manual will be distributed to each Head of the Department or Manager, who 
will be responsible to share, explain and discuss policy issues with employees in 
their respective departments. 

 
1.1.4 No provision in this manual or standards of conduct can be waived without written 

permission from the Executive Director or his designated authority. Any deviation 
is subject to disciplinary action. 

 
1.1.5 GTE strives to provide an employment-friendly environment in which goal-oriented 

individuals thrive as they achieve ever more demanding challenges. GTE 
committed to serve the most vulnerable people in the society through various 
development initiatives that address problems in the society.  These policies, 
procedures and working conditions provide a good working environment in which 
both customer interests and employee-interests are served. 

 
1.1.6 GTE values the talents and abilities of our employees and seeks to foster an open, 

cooperative, and dynamic environment in which employees and the organization 
alike can thrive. The Organization provides an environment and supporting 
framework which employees are encouraged to use in addressing personnel 
matters. 

 
1.1.7 GTE is an equal opportunity employer irrespective of age, sex, gender, Religion, race, 
color culture, caste and creed or does not affect recruitment, promotion, development 
opportunities, salary, or benefits and provides for fair treatment of  
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employees based on merit. The organization complies with all applicable federal, state, 
and local labor laws. 

 
1.1.8 GTE Human Resources Department is responsible to advise any addition, deletion 

and/or amendment of policies and ensure that the manual is kept up-dated and 
in line with the Law of the land. The Executive Director has the authority to approve 
any changes in the manual. 

 
 
1.1.9 GTE Human Resources and Administrative Manual is a confidential document and 

for sole use by the organization, employees and for organization business purposes 
only. With the exception of the Executive Director, any unauthorized access, 
distribution or duplication, in full or in part of this manual to third parties, outside 
GTE is strictly prohibited.  

 
1.1.10 All employees are advised and encouraged to review the policies, procedures, 

working conditions, and benefits described in this manual. To affirm having read, 
understood, agreed to abide by, and acknowledge perceiving to receipt of this 
Human Resource and Administrative manual. 

 
 
 
 
 
 
 
Executive Director 
Green The Environment (GTE) 
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1.2 About the Organization  
 

Green The Environment (GTE)  is a non-governmental, non-profit and non- political, 
development organization established in 1981.  GTE is committed to serve the most 
vulnerable (the landless poor men, women and children) in the rural society. 
Through innovative need based approach and implementing of diverse 
development initiatives with remarkable achievements in addressing rural 
development obstacles.  GTE strives to be a leader in sustainable development as 
well as to serve mutual interest of all its stakeholders, employees, partners, 
counterparts, officials, rules & regulations of the Government of Bangladesh.  

1.3        Vision Statement 

To establish a society which is ecologically balanced, socially just, healthy and 
democratic, where the poor are economically self-reliant and enjoy an equal 
status and secured environment.  

1.4 Mission Statement 
 

Promoting the social, economic, environmental, and cultural  status of the poor 
people are through undertaking multifaceted sustainable development initiative. 

 
 

1.5 Core Values  
 

• Human dignity and gender equality 
• Honesty, integrity, sincerity and transparency 
• Cost conscious and sound management of resources 
• Concern of the environment 
• Quality services 
• Capability and Accountability  
• Creativity and Innovation  
• Discipline  

 
1.6 Human Resources Goals and Objectives 
   

To attract and retain skilled workforce committed to work with the most  vulnerable 
people in the society through innovative, multifaceted and sustainable 
development programmes designed to create a society that is socially just, 
economically independent, healthy and  ecologically balanced environment. 
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1.7 Policy Implementation and Monitoring  
 

1.7.1 It is the responsibility of employees at all levels to adhere with the policies 
and procedures stated herein this manual. The Head of Human Resources 
Department or Executive Director is responsible for the Implementation and 
monitoring of HR policies and procedures.  

 
1.7.2  It is the responsibility of all supervisors to monitor policy applications.  

 
1.7.3  Any employee who violates or deviates from any policy and/or procedure 

stated herein without prior authorization from the Executive Director or his 
delegated authority, in any form or degree, will liable for disciplinary action.   

 
 1.8 Policy Amendment Process  
 

1.8.1  The policy and procedures stated in the manual are not static and are 
subject to change in accordance with changes in the organization and 
organization’s operational needs.    

 
1.8.2  Human Resources Department will, from time to time, review current 

policies and procedures and examine their relevance. If needed, to 
amend, change or delete any part of the policy, the Human Resources 
Department will initiate as appropriate. 

 
1.8.3 The Executive committee must approve any major policy changes. The 

Executive Director will approve minor changes.   The HR Department will 
communicate the changes to the employees as and when necessary.  

 
2.0 GENERAL EMPLOYMENT INFORMATION 

 
2.1     Professional Code of Conduct 
 

The organization expects its employees to maintain the highest level of professional 
and business conduct to ensure the business, maintains its reputation and image with 
its customers and programme participants. Good personal conduct contributes to a 
good work environment for all. The manual seeks to guard standards of conduct 
acceptable and applicable to all employees.   
 
Provisions governed under this manual are outlined as follows: 
 

2.1.1   Employees must maintain highest standards of professional behavior and integrity 
at work and/or in the organization. 

2.1.2   Employees should not engage in any activity or behavior that may create conflict 
between appropriate and professional behaviour in the work place. 

Page 7 of 59



2.1.3  Employees should not act or behave in such manner that She/he intimidates other 
employees in any way.   

 
2.1.4  Any form of harassment including sexual harassment, bullying, discriminatory 

practices or insubordination at the work place is strictly prohibited.  

2.1.5  Employees are prohibited from divulging or misusing confidential information in 
any form or capacity.  

2.1.6  Engagement or association of employees with third parties or other entities that 
may compromise the business working relationship with the is strictly prohibited.  

2.1.7  Employees shall not engage in or associate themselves with any political activity, 
activities detrimental to the interest of the organization or the Government of 
Bangladesh. 

2.1.8  Employees must deal with the counterparts, associates, external entities and co-
workers in an honest and diligent manner. Mutual respect for each other must 
uphold at all times.   

2.1.9  It is the responsibility of all employees to create and maintain a healthy, friendly 
and safe working environment within the organization.  

2.1.10  Each Employees must safe-guard the organization’s property and interest.           

 2.2 Official Working Hours & Holidays 
        

2.2.1   GTE's official working hours are as follows;  
 
 Saturday to Thursday 09.00AM – 05.00PM (Lunch break 1.00 – 2.00pm) 
 Friday   Week end 
 

• The Executive Director may revise the office timing as per business 
needs/situation warrants. 

• Employees may be called for duty on holidays due to any emergency or any 
urgent business purposes.  

• GTE staff will also enjoy all public holiday declared by the Government. 
  

2.2.2  All Employees must strictly follow official working hours.  Absence during working 
hours, without prior permission, the immediate supervisor shall not 
accept/tolerate.  

 
2.2.3  Absence from the office due to emergencies must be reported to 

immediate supervisor as soon as possible. All employees must be 
punctual and maintain regular attendance register.  Reporting late for 
duty on regular basis, abuse of sick leave, leaving the office early will be 
considered as serious offense and are liable to disciplinary action. 
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2.2.4  The management will announce annual holidays for the coming year in every 
December of current year. This will be in line with the holidays p ublished by the 
Government of Bangladesh. The list will be prepared and circulated to all by 
Human Resources Department 

 
2.3 Classification of Employment 

  
2.3.1  Regular: An employee who has successfully completed a three (3) months 

probation period and is confirmed, as an employee, in writing as a regular 
employee of the organization and is eligible for benefits set forth in this manual.  

 
2.3.2  Probation: An employee who has been recruited against a regular position but not 

yet completed his/her probation period 
[An employee under review and subject to an appraisal or evaluation process, 
to make sure both the organization and the employee are satisfied with the 
performance as per advertisement and is acceptable.] 

 
2.3.3  Contractual: An employee engaged for a fixed period for a specific assignment 

or task. The Executive Director, at his discretion, can extend contract period as 
needed. The Contractual engagement terms and conditions will not fall under 
the normal terms and conditions of employment but will be paid a consolidated 
remuneration. Contractual staff are not eligible to  benefit, applicable for regular 
employees.  

 
2.3.4  Casual staff: An employee engaged on daily/hourly (No work No pay) basis. 

Casual staff should not continue for more than three (3) month.  
 

2.4  Dress Code  
 

 2.4.1   Non-formal but neat and clean.   
  Employees should be dressed appropriately and respect local culture. 

 
 2.4.2  Dress code will depend on the nature of employee’s contact with the people. 

 
3.0 RECRUITMENT AND SELECTION 
 

GTE strives to select and employ dynamic and deserving candidates, who are well 
suited for the positions to fill-in. In nearly every case, our selection process involves a 
careful review of the requirements for an available position and the qualifications of 
the individual applicants. All applicants are required to submit a job application and, 
where required, submit a resume. Likewise, depending on the position available, 
employees will be asked for interview with the individuals who will be involved  in the 
selection process. References will be checked. Moreover, when necessary or required, 
the organization will also conduct background checking.  
 
GTE follows an equal employment opportunity and will not discriminate or 
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Provisions governed by this policy are as follows:  
 

3.1  General policy  
   

3.1.1  The organization has an equal employment opportunity and encourages 
applications from all qualified Bangladeshi citizens interested as per 
advertised positions except the consultants or persons engaged with advisory 
capacity. 

 
3.1.2 All applicants must be above 18 years and below retirement age to be 

considered for employment. The Execu tive Director, can make an exception 
with justification in writing, in respect of age limit, if the candidate meets the 
minimum job requirements and qualifications. 

  
3.1.3  Applicants must be physically and mentally fit and poses sound knowledge 

for employment with the organization.  
 
3.1.4  Any applicant found to be or have been convicted of a crime by any court 

or for any reason will not be eligible for employment. 
 
3.1.5  The Human Resources Department will coordinate the recruitment process in 

consultation with concerned department head/Manager. 
 
3.1.6  The organization may engage a consultant or expertise from a recruiting 

agency to facilitate the recruitment process, subject to budgetary approval.    
 
3.1.7  For each position a detailed job description will be prepared for recruitment 

purpose.  Job description must indicate the job summary, duties and 
responsibility, reporting, minimum job requirements and qualifications. A copy 
of the job description will be kept in HR and another copy will be provided to 
the newly recruited staff. The Human Resources Department will assist in 
preparing the job descriptions.  

 
3.1.8  Benchmarking process will be applicable throughout the recruitment and 

selection process.  All applications will be benchmarked against set criteria, 
required qualifications and experience for the position.  

 
3.2 Selection Process and Procedure 

 
                   3.2.1 People Sourcing  

 
• When a position fallen vacant due to organization growth, or creation of a 

new position, a formal requisition will be raised from the department 
concerned.  

 
Internal sourcing will be considered as the first option.  This may include job rotations, 
promotions, re-assignments, re-designation, transfers, and re- 
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• distribution of workload and/or job mergers consi dering the existing human 
capital. Outsourcing will only be considered if no suitable candidate is 
found during internal sourcing process.  The position will then be advertised 
using appropriate media to ensure wide coverage/circulation to appoint 
most deserving candidate.  

 
• Advertisements to fill any vacant position will be circulated through both 

internal notification and external media to ensure recruitment process 
competitive 

 
• The advertisement will clearly give an overview and detail of the position, 

including duty station and responsibilities, job requirements, qualifications, 
remuneration package, to attract dynamic, potential and most deserving 
candidates. 

 
3.2.2  Short listing of Applicants 
  

• The purpose of short listing is to select the dynamic and deserving 
candidates that meet the minimum job requirements and qualifications as 
per the advertisement from among the application.  A further short listing 
may be necessary to select the most deserving candidates against set 
criteria.   

 
• The Human Resources department will be responsible for short-listing 

process and may seek assistance and/or input from personnel in 
concerned department.   

 
• Ideally, the outcome of a thorough short -listing process should not be more 

than 3/4 candidates against one position to be invited for interview.  
 
3.2.3 Selection Tests (Written, Oral, Practical) 
 

• The purpose of selection tests is to assess candidate's job related 
knowledge, experience and skills. 

 
• Depending on job requirement if/or when necessary short listed candidates 

deemed potential may be invited to sit for written tests. Invitations may be 
in written form or over telephone (on urgency).  However, written or 
simulation test or assignment may be required depending on the position 
i.e. for certain senior level position, simulation test may be sufficient but for 
entry-level position a written test should be conducted.  

• The nature of selection tests will depend on the position applied for. 
All candidates successful in the written test should appear in an oral 
interview on a fixed date and time, which will be communicated to 
the candidates, well ahead of time.  
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3.2.4 Interview 
 

• An interview board will conduct interviews. The board will consist of  a 
member from human resources department, a member from line 
department and a member from another non-interest department (one of 
the board member must be female). The interview board member's must 
be from higher grade than the position being interviewed. 

 
• An interview/assessment sheet will be used for documentation and to 

assess candidates during the oral (test) interview sessions. The assessment 
sheet is to be filed in the personnel file for future reference. 

 
• Interview board will make the final decision for selection of the best and 

deserving candidate. The successful candidate must secure at least 60% 
score, on an average, in all selection process.  

 
3.2.5 Reference Check 
 

• selected candidates will be subjected to a reference check 
HR will conduct reference check as per mentioned reference in the 
Curriculum Vitae.  This may require contacting the past employers. A 
prescribed reference check format will be used for the purpose. 

 
3.2.6  Employment Offer 
             

• Depending on the positive outcome of the reference check. Human 
Resources department will issue an employment offer. The interview board 
will decide the remuneration in accordance with the salary Matrix and 
Benefits stated herein. A verbal offer may be made detailing the general 
terms and conditions of employment. If terms and conditions are 
acceptable to both parties, the appointment letter will be issued to the 
deserving candidate.  

 
• The remuneration package offered should be according to the Salary 

Matrix annexed herein. The selection board will submit the 
recommendation for consideration and approval.  However the final 
remuneration package offered will be at the discretion of the Executive 
Director.  

 
3.2.7  Appointment Letter (Appendix 1) 
 

• A letter of appointment will be issued once the candidate accepts the 
employment offer.  The Executive Director will sign all letters of 
appointment. 
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• leave, resignation, professional conduct, rules and regulations and any 
other conditions as applicable by the organization.  

 
• All new employees will attend an orientation session conducted by 

personnel from the Human Resources department. During orientation, the 
new employee will be oriented on detail of working station, rules, policies 
and other information application for the position.  

 
3.2.8  Clearance Certificate 
 

• Acceptance of the new employee's joining is subject to producing a 
clearance certificate /release order from the last employer, if any.  

 
• The clearance certificate /release order should be on the organization’s 

letter head signed by appropriate authority.  
 

3.3 Employment of Relatives  
 

The organization does not encourage employing other members of existing 
employees.  However, relatives may be recruited, only and when, S/he meets the 
job specification with required qualification and has successfully completed the 
selection process. If the organization, employ a member of an employees family, 
one should not engage in a supervisory role in the department where other family 
member works. Family members include those i.e., employee's siblings, spouse, 
parent(s), grandparent(s), grandchildren, in-law(s), stepchildren's etc. 

  
3.4 Re-Employment or Re-Appointment 

 
A former employee who has been separated form the organization on own 
interest ignoring the interest of the organization and/or on grounds of 
unsatisfactory performance, terminated or dismissal will not be considered for re-
employment, under any circumstance.  

        
3.5 Personnel Records and Information System  

 
A Personnel file will be  maintained for each employee of GTE.  These personnel 
files shall contain confidential documents and are managed and maintained by 
Human Resources department.  A typical personnel file will include, but not limited 
to, documents listed below:  Personnel files should be preserved in Human 
Resources Department. Shadow file may be maintained in the respective Heads 
of Department. Staff can go through the personal file only in presence of a HR 
personnel or Departmental Head.. 

 
The Human Resources Department will maintain an updated database of 
employees’ personnel information for records and reference purposes.  
 

• Copy of Advertisement  
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• Application (including Photograph, C.V. and copies of Academic Certificates) 
 
• Letter for Interview 
 
• Answer script 
 
• Oral test score shit 
 
• Appointment letter 
 
• Joining report  
 
• Increment and Salary related correspondences  
 
• Training and Development Records 
 
• Disciplinary action documents 
 
• Job Changes correspondences 
 
• Leave records 
 
• Release related correspondences  

 
 

3.6 Engagement in other forms of employment  
 

The organization prohibits any of its employees from engaging in any other form 
of employment with other organizations or third parties during their  tenure of 
service with the organization.  Except causal employee, consultants, advisors 
working for part time or full time. However, during leave or during off day and with 
prior written permission from the Executive Director, an employee may work for 
others. Such engagement/attachment, without prior authorization, will be 
considered as violation of this manual and is liable for disciplinary action.   

 
4.0 JOB POLICY 
 

4.1 Probation and Confirmation  
Probation is a defined period for review and appraises the newly recruited staff to 
make sure for   the employer and the employee is satisfied. The role of the staff as 
advertised for and is being performed satisfactorily. Ongoing regular employment 
will be confirmed only if the employee has satisfactorily compl eted his/her 
probation period. 
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Procedure 
 
4.1.1  It is mandatory for all potential employees to complete successfully a 6 (six) 

months probation period unless stated otherwise.  
 
4.1.2  During the probation period employees shall be provided with necessary 

support, orientation, and on the job training. 
 

4.1.3  The Immediate supervisor will do a formal performance appraisal. Subject 
to satisfactory performance and approval/recommendation by the Head 
of the department, the employee will be confirmed his/h er employment as 
regular. Human Resource Department will issue a confirmation letter to the 
employee on or before the expiry of the probation period. 

 
4.1.4 If supervisor feels that an employee has potential but needs more time for 

adequate adaptation with job and environment of the organization, the 
head of the department can recommend extension of the probation 
period for a further 3 months. Human Resources department will issue a 
letter to this effect before the expiry of initial three months probation period. 

 
4.2  Transfer  
  

The management reserves the right to transfer an employee if necessary. Transfer 
includes a change in location or department and/or section. The organization will 
try to make the transfer as smooth as possible.  
 

  Procedure 
 

4.2.1  The Head of the Department, through an internal memo, will request 
Human Resources department to take necessary action to issue the transfer 
order. HR will discuss with the concerned departments and management 
properly, before issuing a transfer letter.   

     
4.2.2 One (1) month notice shall be given for district transfer to enable employee 

to take necessary preparations to relocate. A transfer within the same 
district, where employee may not be required to shift family, may be 
transferred in short notice. During a transfer the company will provide 
actual transportation cost.  

4.2.5  An employee may request for a transfer from one location to another or 
from one department to another. In such a case, where applicable, the 
company will not reimburse transportation cost. 

 
4.3  Promotion  

 
A promotion is defined as a change in Job titles, together with higher 
responsibility, salary package and other benefits compared to current 
position of designation. 
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[GTE strives to promote the most potential and deserving/experienced employees 
based on their demonstrated ability to assume greater responsibility and perform 
essential job/tasks. At the same time, it may deem necessary to recruit and hire 
outside the ORGANIZATION to attract the most qualified individual for a particular 
vacancy.  Selection for promotion shall be made based on an individual’s overall 
qualifications and performance the essential duties required for the position.  
 
Procedure 
 
4.3.1  Pre-requisites for a promotion are as under:  

 

a) The employee must have served at least 2/3 years in his/her current 
position. 

  

b) The employee must be rated as an excellent performer in the last or 
previous year’s performance appraisal. 

 

c) On availability of a vacancy for the position. 
 

4.3.2  All promotions must be effective after an annual performance appraisal.  
The Head of the department will recommend an employee to be 
considered for promotion in employee's appraisal format mentioning 
reason for the promotion.  

 

4.3.3  HR Department will ensure process adheres to the policy. A review of 
documents will be carried out by the personnel department and will 
present to the Executive Committee for approval.  

 
4.3.4  An employee may be promoted to a new position on approval in 

accordance with clause 3.2.1 of recruitment policy. 
 

4.3.5 In accordance with the promotion, the incumbent will receive salary in the 
next Grade and Step but nearest to his present basic salary plus one 
additional step in the new position. 

 
4.4  Re-Designation  
 

4.4.1  In changing situation, re-structuring or other changes in business operations, 
job titles may change or new positions may be created. Re-designation 
may demand change and/or additional job responsibilities. The new 
position will be incorporated in the revised organogram for the depar tment 
and the organization respectively. 

 
4.4.2 Approvals for all re-designations will in accordance with clause 3.2.1 of 

recruitment policy. 
 

4.4.3  Re-designation is considered a lateral move; there will be no changes in 
job position, salary or grade. 
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4.5  Acting Assignment (In-charge) 
 

4.5.1  [Eligibility: Any current, regular, classified employee that assumes the full set 
of duties and authorities for a higher-level position. An acting assignment 
applies to a vacant position, or an encumbered position whose incumbent 
is on an extended leave. The acting assignment must be for a period of at 
least 30 days and no longer than six months. It does not apply to “in 
absence of” assignments where the full scope of duties and authorities is 
not delegated.] 

 
4.5.2  Acting Allowance for a higher position; 20% of assigned employees, current 

basic salary payable from the month after commencement of assignment.  
 

4.5.3   The employee must be recommended by the department head for an 
acting position. S/he mush have potential and skills to take over the charge 
in higher position.  HR department will issue a letter confirming acting 
assignment following a signed recommendation from the head of 
department.  Approvals for all acting assignments will in accordance with 
clause 3.2.1 of Recruitment Policy. 

 
 
5.0  TERMINATION OF EMPLOYMENT 
 

The organization expect that all employees on termination of employment for whichever 
the reason may be  to hand-over charges to the Head of the department or immediate 
supervisor/designated personnel, which includes, all organization documents, files, 
software, keys, property, equipment and other items entrusted to him/her for business 
purposes during the tenure of service with the organization.   

 
5.1 Resignation 
 

5.1.1  An employee may tender his/her resignation in writing to the Head of 
department who will accept resignation by writing "accepted " on the letter 
and forward to Human Resources department to formalize the 
acceptance.  

 
5.1.2  Regular employees must give one (1) month’s notice or pay in lieu of notice 

period.  Casual/temporary staff and those on special assignment must give 
at least 07 days notice or surrender seven days salary in lieu of notice 
period.   

 
5.1.3  Where the notice period is less than the period specified above pro -rata 

deduction of basic salary will be in effect.  
 

5.1.4  Employees must hand-over all organization's property and settle all 
outstanding dues with the organization. Upon satisfactory clearance, 
Human Resources department will issue a release order.  
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5.2 Retirement on Medical Ground 
  

5.2.1 A regular employee may be retired from normal duty or service on medical 
ground under the following conditions: 

 
• S/he suffering from a prolonged or chronic illness and unable to render 

his/her duty on physical or mental ground. 
 
• The condition has to be confirmed and certified by a registered medical 

practitioner and approval of retirement on medical ground will be 
issued in writing. 

5.2.2 To discharge an employee on Medical ground will be approved by 
Executive Director.  Human Resources Department will issue a discharge 
letter thereafter.  

 
5.2.3  The employee will be issued a letter with 1 (one) month's notice or pay in 

lieu of notice period. The employee will be entitled to usual service benefits 
as applicable on retirement, which includes accumulated provident fund, 
salary upto and including the last working day, un-availed/balance leave 
encashment and other benefits as per policy. 

   
5.3 Retirement  
 

5.3.1 The retirement will effect on completion of thirty years of ser vice or at the 
age of 60 years whichever is earlier.  

 
5.3.2 The organization may consider to re -assign a retired person on contractual 

basis, retired earlier as and when situation warrants.  
 

5.3.3 On retirement, an employee is entitled to 2 (two) months gross salary as 
retirement benefit together with other benefits applicable.  

 
5.3.4  HR will issue the letter of retirement to the employee one month before the 

retirement date.  
 
             5.4     Retrenchment  
 

The organization may decide retrenchment of employees due to following reason:  
 

• Downsizing the Project/Activities and/or the Organization 
 
• Closure/termination of a project  
 
• Re-structuring  
 
• Reduced operation/activities  
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Procedure 
 
5.4.1 Retrenchment will be “on last come first out” basis. However, The Executive 

Director, at his discretion, may make an exception. 
 

5.4.2 Retrenched employee will be given preference in next recruitment process, 
on availability of a position.  

 
5.4.3  Employee will be given one month's notice or pay in lieu of notice period.  

Project staff will be automatically retrenched upon closure/termination of 
the project.  Human Resources Department will issue retrenchment letter to 
employees after approval by the Executive Director.       
 

5.5  Termination 
  

5.5.1  GTE reserves the right to terminate any employment/contract at 
management’s discretion by giving the employee 3 (three) months notice 
or 3 month basic salary in lieu of notice period. The benefit will be given on 
the next day from completion of termination process.  

 
5.5.2  GTE will not state any reason in the termination letter but sufficient 

information should be recorded in the employee's personnel file for ready 
reference.  

5.5.3  Employee must hand-over all organization's property including hardcopy 
and computer files, documents and diskettes pertaining to the organization 
settle all outstanding dues with the organization.  

 
5.5.4 The terminated employee will receive, a clearance certificate subject to 

satisfactory performance and reputation, all legal dues will be paid at the 
time of separation. A termination letter will be issued from the Executive 
Director's office.  

 
6.0  SALARY AND BENEFITS 
 

GTE endeavors to offer employees a competitive remuneration package to attract and 
retain most dynamic, potential and deserving staff. GTE considers salary and benefits as 
an important motivating factor. The organization looks at both internal and external 
factors during salary fixation. Compensation is based on the assumption that a sound 
compensation strategy can make a difference in achieving desired goals and objectives 
of the organization. Including other factors, GTE considers the following principles during 
salary fixation process. 

 
• Internal equity: Salaries will be structured after a thorough Job worth and workload 

analysis. . The organization endeavors to ensure uniformity in salary structure, for 
similar position across the board. 
  External equity: Salary and benefits, of the employees will be consistent with similar job 

level and trends in the local market. A competitive salary package will  
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• be offered to new and existing employees. The organization will carry out a market 
survey every 2 years to review remuneration package competitive to other 
Organization/local job market.  
 

6.1  Salary Increment/Salary Raise  
 

6.1.1  Salary increment is directly related to performance.  An employee may be 
considered for salary increment after an annual performance appraisal.  

 
6.1.2  The Executive Committee at its discretion may review the pay structure; this 

may necessitate changes in basic salary affecting selective or all 
employees. An office order will be issued regarding any changes to the pay 
structure.  

 
6.2 Salary and Job Grade Matrix   
 

6.2.1  Salary structure of the of GTE employees is as per Salary Matrix (Appendix-
XIV). The salary structure is based on job grade and specific job 
responsibilities. The Job Grade Matrix (Appendix-XV) has 9 different job 
grades. Under each job grade, there are 24 salary steps, which are 
effective from January 1 2009; the difference between each step is 2.5%.  

 
6.2.2  It is a general rule that a particular job title cannot be used in more than    

one grade.  
 

6.2.3 Upgrading of position will not be automatic.  The following procedure will 
be considered; a proposal with justification, duties and responsibilities of 
newly created position in higher grade will be documented and submitted 
to Human Resources Department for analysis.  Human resources 
Department will make necessary recommendation for approval by the 
Executive Director.  

 
6.3  Salary Components  

 
6.3.1   Gross Salary and Allowances: 

 
1.  Basic salary 
 
2.  House rent (5% (percent) of basic salary) 
 
3.  Medical allowance Tk/= 500 (fixed) per month for all grades 
 
4. Transportation allowance Tk/= 500 at City, TK= 300 at Upazila and Tk/=  200 
at Union  level  
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6.4  Salary Deduction  
 

6.4.1.    
• Statutory deductions 
 
• Income tax as per employment agreement and standing law 
 
• Provident fund as per the provident fund rule 

 
6.4.2. Others 
 

• Where an employee has been overpaid due to an error/mistake. 
 
• For any damage or loss of GTE property/money 
 
• Any company debts incurred by the employee.  

 
6.5 Salary advance 
 

6.5.1  The organization discourages payment of Salary Advances 
 
6.5.2  In extreme situations, 50% of basic salary may be allowed to pay as 

advance which will be deducted/adjusted at the end of the same month 
from salary.  

 
6.5.3  The request should be in written and with recommendation by the Head of 

the department/section and approved by the Executive Director.  
 

6.6   Benefits   
 

6.6.1  Provident Fund: On confirmation, an employee will be eligible for 
membership of the Provident Fund Trustee and shall contribute 5% of his/her 
basic salary towards provident fund. The company will make an equal 
contribution to the fund, which attains maturity  after three years of 
continuous service. Sanchay Patra will be purchased with the fund and the 
interest will be shared among the staff. In case, an employee leaves the 
organization before completion of three years, S/he can claim his/her own 
contribution only.  

 
Employees may request for a loan against accumulated provident fund, 
with 6% interest and maximum 80% of own contribution may be approved, 
which will be deducted from salary in 12 equal installments effective from 
following month. 
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One month's basic salary will be divided into two half and will be paid 
during festival as per following schedule:  
 
Muslim  :  Eid-ul-Fitre  50% 

      : Eid-ul-Azha  50% 
 

Hindu        :  Durga Puja  50%  
:  Janmastami  50%   
 

Buddhist   :  Buddha Purnima 50% 
          : New year’s day 50% 
 

Christian :  Merry Christmas 50% 
         Easter Sunday 50% 
 

6.7  Salary Structure 
  

In view of changes in the organization's mode of operation and policy, 
organization board may take the decision to revise the existing salary structure. As 
a result of the revision, salary scale (Annexure-XIV) for employees may change.  
Human Resources department will issue salary revision letter where applicable. 

 
6.8  Transportation Cost Reimbursement 
 

The organization will reimburse actual transportation cost to employees at all 
levels. On official business actual fuel cost will be reimbursed. There will be no 
allowance for attending office.  

 
6.9  Cell Phone Allowances    
 

Employees at managerial level (Managers) and above will receive a fixed monthly 
cell phone allowance. The Executive director will determine the amount.  

 
 6.10  Travel and accommodation Allowances 
 

6.10.1 Transportation: Employees will provide vehicle support during official trips 
subject to availability of vehicle.  Where a vehicle is not available, 
employees will be reimbursed for actual transport cost.   
The official vehicle will be at the disposal of the Executive Director, with a 
driver, fuel and with maintenance. 

 
6.10.2 Accommodation: During official travel purposes employees, will be 

entitled to accommodation expenses claim according to their job 
grade as per following rate. The Executive Committee will 
determine accommodation expense for the Executive Director 
ranging from Taka 1000 – 2000 

Page 22 of 59



Accommodation Expenses Claim Schedule 
 
Grade Dhaka 

(with receipt 
Outside Dhaka 
(with receipt) 

Anywhere 
Without 

(Receipt) 
1 600 400 200 
2-4 400 300 150 
5-9 300 200 100 

 
6.10.3 Daily Allowances: Employees on official business travel outside the office 

will be entitled to a daily allowance according to their job grade as per 
following daily allowance schedule.  The Executive Committee will 
determine the daily allowance for the Executive Director ranging from Taka 
500 – 1000. 

 
 Daily Allowance Schedule: 
 

Grade Dhaka 
(with receipt) 

Outside Dhaka 
(with receipt) 

Anywhere 
(without 
Receipt) 

1 600 400 200 
2-4 400 300 150 
5-9 300 200 100 

 
Allowances for field staff will be applicable subject to provisions for such 
allowances in the project budget and approval by respective donor. 

 
       7.0 TRAINING AND STAFF DEVELOPMENT  
 

7.1 Objectives 
 
GTE encourages and support employees training and development opportunities 
within available resources. Training and development should enhance 
employee's knowledge, skills and competencies in work as well as prepare 
employees for higher responsibilities in future. Training also well equip employees 
with necessary tools to address job challenges, upgrade their managerial skills and 
thus contribute to effective operation of the organization.   

 
7.2  Basic Principles  
 

• Training is a shared responsibility: Employees training and 
development is viewed as a shared responsibility. Both employee 
and supervisor will discuss and go through different aspects of training 
before any training related decision.  
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• Training should be need based and result oriented, it must be relevant to 
specific job needs.  Employees should be able to make use of the learning 
from the training for the betterment of the organization.  

 
• Budget: All training should be pre-planned with a budget provision and 

should be cost effective. Availability of resources should be taken into 
consideration during training planning.  

 
7.3 Responsibility   

 
Employee:  It is the responsibility of the employee to initiate the need for training 
by identifying training opportunities in line with his/her job requirements and career 
goals. Employee will develop an action plan in consultation with his/her supervisor.  

 
Supervisor: Supervisors are responsible for assessing the training need of the 
employees and identify appropriate training opportunity. This may be done 
through discussion session, SWOT analysis or a review by the HR Department based 
on annual performance appraisal.  
 
Human Resources Department: The HR Department is responsible for providing 
information and facilitating training activity. Human Resources Department will 
coordinate training logistics for employees both in country and overseas. Act as 
liaison or contact for training purposes.  

  Identified training opportunities should be cost-effective and job-oriented.   
7.4 Training Recommendations 
 

Both in country and overseas training will be organized according to immediate 
needs. The company encourages on the job training, employees job-related skill 
and management development training which are general in nature. Human 
Resources Department will coordinate all training requests. A training nomination 
form must be initiated and recommended by respective department and should 
be approved before the training.   

 
7.5 Training Follow-up and Evaluation   
 

The organization expects all employees, who receive training will apply the 
knowledge at the work. It is the responsibility of respective supervisors to perform 
a training impact evaluation/assessment in terms of changes in employee's job 
performance using proper evaluation tools. HR Department will facilitate the 
evaluation process.    

 
8.0 LEAVE POLICY   
 
All employees are entitled to leave in accordance with the relevant awards or 
agreements and statutory provisions.  Employees are encouraged to plan and apply 
for leave in organized way. All planned leave has to be mutually agreed, and take 
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except when the employee can’t anticipate the absence. Any document regarding 
leave will be kept in the employee’s personnel file. 

 
However, planned, applied and/or approved leave can be reduced, cancelled and/or 
not granted if work pending/in progress is regarded as urgent. The management reserves 
the right to call on duty to those employees on leave with the exception of medical, 
maternity or paternity leave. 
 
Unless specified otherwise, employees referred to in this policy means regular, full-time 
or part-time employees. 

 
8.1  Leave Application Procedures 
 

8.1.1 All leave application to be submitted on prescribed leave format 
(Annexure-VI).The leave format will indicate type of leave applied for, 
number of days, where necessary indicate reason for leave, employees 
leave address, contact phone number etc.  

 
8.1.2 Leave application must be recommended/authorized by the immediate 

supervisor. All approved leave forms will be sent to Human Resources 
department for recording in the personnel file for future reference. 
 
Leave approvals:  

• 1 day on emergency   Project Head/ Support head  
 
• More than 1 (one) day   Executive director or his 

delegated authority.  
 
•  Executive director will approve leave for Grade 1 to 3. 

 
Submitting Leave applications: 

• 1 (one) day on any emergency Instantly 
 
• More than 1 (one) day  1 (one) week in advance 

 
8.1.3 Employee may request for an extension of leave with valid reasons and 

before the expiry of the current leave period. Extensions of leave will be 
granted at management’s discretion. All matters pertaining to leave will be 
documented and filed in the employee’s personnel file.  

8.1.4 All employees are entitled to leave with pay except where an employee 
has applied for and has been granted unpaid leave (leave without pay).  

 
8.1.5 If an employee remains absent, without permission, from duty 

continuously for 1(one) week, at any time or after the expiry of 
approved leave, this will be considered as absconding from duty 
and will be liable for suspension from duty for a period not 
exceeding 7 day from expected return date. During the suspension 

Page 25 of 59



8.1.6 All Employees should handover his charges in writing mentioning all 
pending issues to the reliever before proceeding on leave.  

  
8.1.7  Annual leave will be taken into account for working days only.  

Maternity and Paternity leave will take into accoun t per calendar    
month/weekly basis.  
 

            8.2      Earn Leave  
 

An employee is entitled to 18 days earned leave per annum, un availed leave will 
lapses in January next year. But in extreme cases maximum 6 (six) days earn leave 
may be carried over to next year and should be availed within 31 March next year. 
Encashment of earned leave is not permitted. A maximum of 6 working days as 
earned leave can be taken at a time. Earned leave cannot be combined with 
any other leave specified in this manual. Casual leave is considered as unplanned 
leave due to unforeseen events and will be adjusted from earn leave. 
 
An employee should notify his/her manager as soon as possible if they are 
unable to attend work due to illness, or any other personal reason or in any 
emergency.  

  
8.3  Sick Leave  
 

An employee is entitled to 12 days sick leave per annum. A medical certificate 
must support application for more than 3 days sick leave. Any leave taken over 
and above the stated sick leave entitlement will be treated as  special leave with 
full basic for 15 (fifteen) days. Additional 1 (one) month leave may be granted 
with half basic. The special and additional leave approval will be strictly under the 
jurisdiction and consideration of the Executive Director. Other than t he stated 
leave will be considered as leave without pay.  

 
8.4  Maternity Leave   
 

8.4.1  Expectant employees or mothers expecting a child are eligible for 16 weeks 
paid maternity leave; Six (6) weeks before and ten (10) weeks after child 
birth. A doctor’s certificate showing expected date of delivery should be 
attached to the leave application. 

 
8.4.2  Approval of maternity leave is subject to completion of one year's 

continuous service with the Organization and is limited to two (2) 
maternity leave during the tenure of service with the organization. 
Expectant employees must proceed on maternity leave before 6 
weeks of expected delivery date. Working during 6 weeks 
preceding delivery will not be permitted. 
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8.5  Paternity Leave  
 

Male employees are entitled to one (1) week paternity leave immediate after 
childbirth. Paternity leave is limited to two (2) times during the tenure of service 
with the organization. It is expected that during the leave period, the employee 
will take care of his child and the moth er.  

8.6  Leave without Pay (unpaid leave) 
 

8.6.1  An employee who has exhausted his annual leave entitlement and has no 
leave balance can apply for leave without pay. Unpaid leave entitlement 
for each employee is from one (1) day to maximum three (3) month's. Only 
the Executive Director can approve the leave without pay. 

 
8.6.2 HR shall issues letter for leave without pay and a copy will be forwarded to 

Finance for necessary action. Management has the discretion to approve 
leave without pay for the employee who is not otherwise entitled to any 
leave.  

 
9.0  DISCIPLINARY ACTION  
 

The main objective of disciplinary action is to take corrective and/or to correct 
behaviour deemed to be inappropriate or violation of policies set herein, to help 
employees and to improve their behavior. Rules and regulations established should 
protect individual's rights as well as interests of the organization. 
 

9.1  Gross Misconduct  
 

The following acts, but not limited to, of an employee shall be considered as gross 
misconduct. 

 
1. Willful insubordination or disobedience to any reasonable request from a 

manager and/or supervisor. 
 
2. Engaging in theft, fraud or dishonest activities while conducting or handling 

company property or assets.   
 
3. Taking or giving bribes or any illegal act/gr atification while conducting or 

providing services on behalf of the organization.  
 
4. Habitual absence "without Leave" or absence without approved leave. 

Habitually reporting late for duty without any valid reason. 
 
5. Breach of any terms and conditions of service or employment or violation of 

any organizational polices. 
 
6. Aggressive, disorderly or indecent behavior by the employee. 

Conspiracy against staff and/or organization, physical assault. 

Page 27 of 59



1. Willful or conscious effort to disrupt work in progress or damage o rganization 
property. 

 
2. Tampering with official documents, records and registers of the organization.  
 
3. Unauthorized removal of organization assets from office premises or 

confidential documents records and registers.  
 
4. Employee's failure to handle his/her responsibility with strict confidentiality. 

Organization's   documents records and/or registers that warrant such 
confidentiality entrusted to the employee.  

 
5. Drug abuse. 
6. Sexual harassment 
  

9.2  Gross Misconduct Handling Procedure 
 

When a complain is received against an employee that is serious in nature and 
that falls under gross misconduct as defined herein this manual, following measure 
will taken. 
 
9.2.1 A charge sheet will be prepared and the employee will be issued with a 

show cause letter to explain his/her inappropriate behaviour and why 
disciplinary action should not be taken against him/her. The show cause 
letter must, in detail, indicate the charges, time, date and place of 
occurrence. Executive Director will issue the letter.  

  
9.3 Notice of Inquiry    
 

9.3.1  If the alleged staff's explanation is found unsatisfactory, as/he will be issued 
with a notice of enquiry signed by Executive Director. The perpetrator will be 
asked to attend an hearing to defend his/her misdeeds. The inquiry note will 
provide details of the inquiry committee and to attend as per date, time 
and venue mentioned. 
Proceedings will be recorded and documented and will be filed for further 
investigation if necessary.  

 
9.4  Investigation Procedure 
 

9.4.1  A formal thorough investigation to ascertain the facts of alleged offence 
will be conducted by 3 (three) member committee, Headed by one senior 
staff, one of the member should be female and one neutral staff from HR 
Department. The procedure includes written statement, discussing the 
witnesses, if any.  The senior staff member must be a higher graded staff.  
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9.4.2  The alleged offender will be asked to respond to the allegations against 
him/her, which will be documented. Enquiry committee will consist of 
neutral parties, excluding the supervisor or any other person directly 
involved in the matter.  

 
9.4.3 All proceedings including written statements pertaining to the matter in 

hand will be documented and certified as true record by all parties 
involved, by signing each pages.   

 
9.4.4  The enquiry committee will prepare and present a report to management 

for further course of action. 
 

9.5   Suspension Procedure   
 

9.5.1 If an employee is accused of misconduct as/he may be suspended from 
duty pending an investigation. Suspension period should not exceed sixty 
(60) days unless the matter is pending before a court recognized under the 
laws of Bangladesh.   

  
9.5.2  The suspended employee will be paid 50% of his/her basic salary during the 

suspension period.   
 

9.5.3  The employee will be issued with a suspension order effective immediately 
on receiving the letter by the employee.  

 
9.5.4 An employee on suspension is not required to report for normal duty or 

perform any office work including signing official documents or 
representing the organization in any way unless authorized to do so.  

9.5.5  If the employee is excused from any wrong doing, S/he shall be considered 
to have been on duty during the suspension period and will be entitled to 
his/her unpaid salary and other benefits ( as applicable).  

 
9.6  Summary Dismissal 
 

Any employee found guilty of gross misconduct that complies and/or is damaging 
to the organization's image or exposes the organization to unnecessary risks or 
violates standing orders, rules and regulations of the organization is liable for 
summary dismissal.  
 
Exceptions: In Accordance with section 18 (1) of Bangladesh existing Labor Law 
(Standing order/Act), 1965, “no order for discharge or dismissal of a worker shall 
be made unless”  

 
v  The allegation against him/her recorded in writing as proof of guilt beyond doubt. 
v  S/he is given a copy thereof and within 5 working days to explain in writing.  
v  On requests and If the organization's/manager recommends/grants, a 

personal hearing is to be conducted.  
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Procedure 
      9.6.1.    The senior manager is to investigate the alleged offence thoroughly,          

including discussing the witnesses, if any. 
 

9.6.2 The senior manager should ask the employee for their response of the 
allegation (taking notes of the discussion) and allow them to have 
representation. The senior manager should also have a witness presentation. 
The manager shall give genuine consideration to the employee’s response 
and circumstances. 

 
9.6.3 If appropriate, following a thorough investigation, the manager can 

terminate/dismiss the employee. 
 

9.6.4   The manager should keep a file of all evidence collected and action taken to 
this connection for ready reference. 

 
 9.6.5  The Company will send the employee a letter of termination noting brief details,   

which will be effective immediately. 
 

    9.6.6     Employees must handover all company property including hardcopy and 
computer files and documents, and diskettes pertaining to the organizational 
business and settle all outstanding debts with the organization. Upon 
satisfactory clearance, Human Resources  department will  issue a release 
order.  

 
10.0 GRIEVANCES  
 
GTE supports the right of every employee to lodge a grievance with their manager if they 
believe a decision; behaviour or action affecting their employment is unfair.  We aim to resolve 
problems and grievances promptly and close the source as much as possible. Managers will do 
their utmost to act on grievances objectively, discreetly and promptly.  It should be noted 
grievances that are misconceived, malicious, and fictitious and lacking substances may result 
in disciplinary action being taken against the employee as per lodged grievances. 
10.1Grievance Handling  
 

10.1.1 To start the formal grievance handling the complainants must fully describe their 
grievances in writing, with date and location to his/her immediate 
supervisor/manager.  The complaint must be reported within 15 days of the date 
of occurrence. 

 
10.1.2 Where a grievance relates to the person's of line manager or supervisor, the 

employee can raise the grievance to any other senior manager of choice or 
directly to the Executive Director. 
 

10.1.3 The person(s) against whom the grievance/complaint is made should be given the full 
details of the allegation(s) against them. They should have the opportunity and a reasonable 
time to respond before the prosecution.  
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10.1.4 The manger or supervisor shall respond in writing within fifteen (15) days from 

receiving the complaint.  
 

10.1.5 If problem is not resolved or if the employee is not satisfied, S/he might inform  the 
Executive Director, in writing with copy to Human Resources Department, 
requesting for further review. Following his/her request, conducting further 
investigation, the Executive Director will respond in writing. The decision shall be 
final. 
 

10.1.5 All grievances must be in writing, dated and signed by the employee if they are 
to be considered for further action. Anonymous grievances or allegations will not 
be entertained under any circumstances.                                                                                                                                                                               

         
11.0 PERFORMANCE APPRAISAL POLICY 
 

The purpose of performance appraisal is to improve performance. It should be an annual 
and ongoing process. It should include both informal and formal review.  We encourage 
a two-way process, that is, employees can also give feedback to the management on 
performance.  
All employees will undergo a formal performance review with their immediate 
supervisors/managers.  Purpose for a performance review process is to: 
 
• Identify and eliminate performance laps and gaps in current position, 
• Identify training needs to improve performance and face future job challenges, 

and  
• Recognize outstanding performance.  

 
11.1 Performance Appraisal Procedure 

 
11.1.1 At the beginning of each year the manager/supervisor and employee will 

determine and agree on objectives, expected outcome, Task and target to 
achieve. The manager/supervisor and the employee will agree and will fix a date 
for a performance appraisal. 
 

11.1.2 The manager and employee will meet for open and constructive discussion about 
performance during the period under review. The frequency of the performance 
review will depend on individual performers; quarterly for poor to average 
performers; 6 (six) monthly for good performers. Note should be taken during the 
review meeting and copies to be maintained in personnel file. 

11.1.3 The manager/supervisor and the employee will agree on objectives and 
outcomes for next appraisal period.  
 

11.1.4 The manager will complete an appraisal format (Annexure-XVI) for each assessee 
on set guide line. Appraisal will be conducted on following aspects.  
I) Evaluate employee’s achievement against pre-determined and        

agreed/set target.  
  II) Identify skills and knowledge gaps and laps to address them. 
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III) Identify training needs for the employee to improve their professional knowledge 
and skill for better performance and contribute to achieve organizational 
goals.   

V) Performance rating. 
 
 11.2 Performance rating  

 
 Employees Performance rating will be as per the following table: 

• Outstanding:  A+  or  5 
• Very good  A  or  4  
• Good   B+  or  3 
• Fair    B  or  2 
• Poor   C  or  1  

 
 11.2.1 Outstanding: Always meet the level of performance with initiative and 

output, is of very high quality, performance with job satisfaction and 
contribute significantly to achieve departmental target and organizational 
goals. The individual is with sound knowledge and is competent to his/her 
area of expertise.   

 
11.2.2 Very Good: Performance is up to the expectation, initiative and output is of 

high quality, performance is relative to job standards. The individual is 
knowledgeable and competent for the position and expertise.  

 
11.2.3 Good: Initiative, performance and output is up to the job expectation; the 

level of performance is satisfactory. There is scope for improvement.   
 

11.2.4 Fair: Fails to achieve set target, initiative and output is below expectations, 
partially meets the job requirements, there are some important areas 
critical to job performance that needs attention for further development.   

 
11.2.5 Poor: Fails to achieve target or meet deadline in most cases, extremely poor  

in quality output, there is significant gaps in knowledge and skill.  Generally 
the performance is unacceptable. There are important and critical areas 
to improve job performance.  

 
11.3  Evaluation Procedure      
 

 11.3.1 The following areas will be assessed during the appraisal process: 
• Employee's overall job performance.  
• Employee’s performance according to set criteria outlined in the 

appraisal form.  
Future development needs including training.  
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                 11.4 Salary Increment 
 

 11.4.1 Employee rated as outstanding will receive a bonus equivalent to one 
month's basic salary plus 1step salary increment (as per Salary Matrix 
annexed herein).  

  
 11.4.2  Employee rated as very good will receive 1 step salary increment (as per 

Salary Matrix annexed herein). 
 

 11.4.3 Employees rated as good may/may not get 1 step salary increment (as per 
Salary Matrix annexed herein).  

 
11.4.4 Employees rated as fair are not entitled to receive a salary increment. It’s 

recommended for training to improve professi onal knowledge and skill. 
Employee will be under observation for a period of 3 (three) months.   

  
11.4.5  Employees rated as poor will not get any salary increment and will be put 

for 6 (six) months probation. Failure to improve performance within six 
month may necessitate termination from services as per termination policy.   

 
11.5  Responsibility  
 

11.5.1  The Immediate supervisor will complete the annual performance appraisal 
format for discussion with the concerned employee, at an agreed and pre-
determined date and time. The discussion will centre on the 
accomplishment and performance of the period under review and future 
training and development needs.  This discussion should be a two -way 
communication process, which should be constructive and conducted in 
a cordial manner. On agreement both the appraiser and appraise will sign 
the appraisal format. 

 
11.5.2 The head of the department will review the completed format and sign it. 

The format will be forwarded to the Human Resources Department for 
further action as applicable.  

 
11.6  Appraisal Records   
  

11.6.1  A copy of the appraisal format will be retained by the respective 
department head as record for monitoring purpose. A copy of the same 
will be filed in the employee’s personnel file in the Human r esources 
Department.  

 
12.0 EQUAL EMPLOYMENT OPPORTUNITY (GENDER POLICY) 
 
It is the organization's policy to provide equal employment opportunity to all employees and 
applicants, irrespective of age, sex, religion, nationality, race, color, caste, creed, and 
disability. This policy relates to all employment decisions, including those in  
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connection with recruitment, appointing, training, promotion, compensation 
package/benefits, termination, and all other terms and conditions of employment. All of 
our policies are in accordance with State and equal employment opportunity principles 
and other related laws.  

 
This policy also includes gender -mainstreaming efforts in programme activities to create 
an environment friendly and out of any discrimination in respect to women rights and 
gender issues.  All employees are expected to be professional; respect each other with 
dignity at all times. 
 
12.1 Objective 
 

• The policy seeks to promote equal rights regarding gender in all spheres of 
development and bridge the unequal laps and gaps between male and 
female.   

• Encouraging women to be self -reliant and enhance the participation of 
women in all spheres of life. 

• Demonstrate equal treatment and opportunity in decision making. 
• Seek to eliminate the discrimination and improve the status of women and 

provide necessary support to safeguard and create a good working 
environment for all employees.  

 
12.2  Procedure 
 

12.2.1 Create and Promote awareness among all employees about gender issues 
through training programmes, networking with partners and address all 
gender issues/concerns arising among employees.  

 
12.2.2 Recognize and take into consideration of gender equality in all 

employment decisions, including recruitment, appointment, training, 
promotion, compensation/benefits, termination, and all other applicable 
terms and conditions of employment. 

 
12.2.3 To appoint a Gender Representative for each project whose responsibility 

is to address the gender related problems and concerns as well as bring 
such issues and concerns to the attention of management.  

 
12.2.4 The Organization will endeavor to adopt and put in place measures to 

eliminate all forms of gender discrimination in the work place.  
 

12.3 Responsibility  
 

 The management will be responsible to the following areas:  
• Increasing awareness among employees on gender issues.  
• Addressing any gender related concerns raised by employees and take 

necessary action and measures to resolve the problems.  
• Integrate all aspects of gender into programmatic aspects.   
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• Address gender equity ensuring equal opportunities among male and 
female employees.  

• Arrange focus group discussion among employees to identify gender barriers 
in the Organization and resolve accordingly.  

 
 Supervisors / Managers are responsible for:  
 

• Training and education for employees on gender issues and create 
awareness. 

• Monitoring and addressing gender related problems or grievances arising at 
the work place.   

 
13.0 SEXUAL HARASSMENT AND COMPLAINT HANDLING  
   

This policy aims to maintain an environment, which is free from all forms of sexual 
harassment, intimidation and discrimination. This includes any unwanted conduct sexual 
in nature. Every one should respect and regard each other in all circumstances and 
would have anticipated that the person harassed would be offended, humiliated or 
intimidated. Such conduct will result in disciplinary action up to and including dismissal. 
This policy covers all employees. The Company will not tolerate or allow sexual 
harassment, whether engaged in by fellow employees, supervisors, associates, clients 
and other non-employees who conduct business with the Company.  
 
Employees have the right to enjoy the workplace free from any form of sexual 
harassment. The management will consider sexual harassment as a serious offence and 
any employee found to have contravened this policy in any way would be subject to 
disciplinary action including termination.    

 
Employees must immediately report any behaviour that constitutes sexual harassment, 
bullying discrimination to their manager/supervisor.  Employees will not be victimised or 
treated unfairly for raising an issue or making a complaint. 

 
 
Unless specified otherwise, employees referred to in this policy means regular, full-time or 
part-time, casuals or contractual/consultants. This policy applies to all employees and 
any complaints lodged by project beneficiaries against any employee of the 
organization.   

 
13.1 Definition  
 

Sexual Harassment is defined as any unwanted sexual advances, touching, insist 
for sexual favours/relation and verbal or physical contact, which is sexual in nature, 
when advanced, creates an intimidation and/or hostile working environment and 
contravenes employment terms and conditions.  
 

[Examples of sexual harassment include, but are not limited to unwanted sexual advance s, demands for 
sexual favours/relation in exchange of favourable  
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treatment or continue employment safely, repeated sexual jokes, advances or 
propositions; verbal abuse that sexual in nature; obscene comments or gestures; or 
unwanted display in the workplac e of sexually suggestive objects or pictures.]   
 
(Examples included about sexual harassment for reference purpose)  

 
Forms of Verbal Abuse (Sexual in nature) includes any wards, attitude or expression 
to influence or coerce any person of opposite sex into sexual relationship by 
misusing one’s position or authority in the organization in working situation.     

 
13.2 To make a complaint  
 

If any one believe that S/he is being, or have been sexually 
discriminated/harassed or bullied, should follow the procedure: 
 
13.2.1 If an employee feels that S/he has been subjected to sexual harassment, 

S/he should consult with a manager or a gender representative of choice 
and confirm whether the behaviour falls under the definition of sexual 
harassment. If it does, a report shall have made immediately to his/her 
supervisor or manager. 

 
13.2.2 If an employee thinks that S/he has been a victim of sexual harassment S/he 

should immediately report the incident to his/her supervisor or manger in 
writing. The report should include circumstances of alleged harassment, 
details of when, where and how i.e. the place, date, time, etc must be 
clearly mentioned.  

 
 [Any employee who believes they have been subject/victim to unlawful 

harassment or intimidation is strongly encouraged to promptly bring such 
indication to the attention of supervisor or line manager. All complaints 
should be treated with strictest confidential manner as much as possible 
under the specific circumstances and will be promptly investigated. If it is 
determined that unlawful harassment has occurred prompt and 
appropriate action should be taken commensurate with the severity of the 
offense, up to and including warnings, suspension, and/or termination from 
employment.]  

  
13.2.3 If the supervisor or manager is the aggrieving party, the report should be 

made to next level of management or directly to Executive Director.  A 
complaint submitted directly to the Executive Director, may or may not be 
copied to the immediate supervisor/ manager.  

13.2.4 The individual complainant may also seek the assistance of a gender 
representative or manager of choice before filling a complaint.  
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13.2.5 Complaints should be made immediately and no later than 30 days from 
the date of occurrence/incidence.  Anonymous complaint letter will no t be 
treated as legitimate and will not be considered for any action.  

 
13.3 Procedure to receive a complaint  
 

When a manager/supervisor receives a complaint or becomes aware of an 
incidence that may resemble as sexual harassment and contravenes the 
organization's Equal Employment Opportunity and Policies, they should follow this 
procedure.13.3.1The concerned manager/supervisor or next level manager will 
bring the matter to the attention of the Executive Director. The alleged miscreant 
will be issued with a show cause letter asking him/her to respond within 5 days in 
writing failing which, disciplinary action will be taken.  

 
13.3.2 A preliminary investigation may be conducted before issuing a ‘show 

cause letter’. The findings of the investigation may be use d at the time of 
formal enquiry.  

 
13.3.3 If the accused does not reply with the stipulated time, management will 

make a decision on the next course of action. Where the reply is 
unsatisfactory, a formal investigation will be initiated through a notice of 
enquiry.  

 
13.3.4 The Executive Director and one senior manager will launch an impartial 

formal investigation of the complaint this will involve gathering pertinent 
information, interviewing the persons involved, both the victim and the 
accused, who will be granted an audience to determine if the behaviour 
in question constitutes of sexual harassment. 

 
13.3.5 The proceedings will be recorded and signed by all parties involved 

including witnesses, if any. If the complaint is found to be valid, disciplinary 
action will be taken in accordance with the manual. At this stage, 
negotiations will not be permissible. 

 
13.3.6 During the course of investigation the highest level of confidentiality should 

be maintained. The organization will provide necessary counseling , support 
services and advice where necessary. 

 
13.3.7 The following types of action should be taken when sexual harassment is 

reported and disciplinary action is warranted.    
ü  Written warning.  
 

ü  Suspension.  
 

ü  Investigation.    

ü  Termination. 
13.3.8 If the alleged harasser is found guilty of sexual harassment S/he will be 

dismissed /terminated immediately from the organization. 
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13.4    Appeal to Higher Authority   
 

Where the complainant is not satisfied with the action taken and s/he does not 
feel comfort submitting the complain as per section 13.3. S/he may submit a 
written appeal to The Executive Committee within 7 days after the first hearing. 
The Executive Committee will investigate the case further and give final hearing 
to the appellate within 90 days.  

 
14.0 Annexure   
 

14.I  Appointment Letter 
 
14.II   Declaration for due payments to nominees 
 
14.III  Helmet Declaration 
 
14.IV  Regularization of Employment 
 
14.V  Leave Application Form 
 
14.VI Acceptance of Resignation 
 
14.VII  Retirement from Service 
 
14.VIII  Release from Service 
 
14.IX  Charge Hand-over/Taken-over 
 
14.X  Clearance Certificate 
 
14.XI           No other Claim Statement 
 
14.XII   Attendance Register: Morning In/Day end Departure 
 
14.XIII   Salary Matrix  
 
14.XIV  Performance Appraisal Form 
 
14.XV  Job Grade Matrix. 
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Annexure-I 
MODEL LETTER AND FORMS 

 
(To be issued on letterhead)     

 
APPOINTMENT LETTER 

Mr./Ms.  …………………....................... 
 
S/o, D/o.  ……………….…..................... 
 
(Address)……………….......................…  
 
……………………….....................……. 
 
Dear Mr./Ms.  ……………....................... 
 
With reference to your application dated………………. and subsequent interview with us 
on...………........... I am pleased to inform you that you have been appointed 
as……………………………. with this organization effective………………… on the following terms 
and conditions (A Job description is attached to this letter. GTE retains the authority to 
amend/modify this job description as and when necessary).  
 
Since GTE is a development and humanitarian organization, continuation of its activities is 
depend on the Bangladesh Governments approval of projects and availability of funds for GTE. 
The position being offered to you is purely temporary and if the situation warrants you may be 
subject to termination or release. You will report to the…………………… or the person designated 
by him/her and also relate with……………………….….. 
 
1. You will be paid a basic monthly salary of Tk…….........……  .................. 

(Taka...........................……               ………………………………….only) in Grade…….., 
Step…….…….., and such other       allowances as admissible under GTE rules. An 
estimated monthly income tax will be deducted from your salary, if applicable. 

 
2. You will be on probation for a period of 6 (six) months from the date of your employment. 

On satisfactory completion of this probation period, you will be informed in writing 
whether your employment has been made regular. 

 
3. The probationary period may be extended for another period of 3 (three) months 

depending on your standard of performance. Should you not qualify for the job within 
the extended probationary period, your service will be terminated without any prejudice. 

 
4. During the probationary period you may terminate employment or GTE authority may 

terminate your employment by 15 (fifteen) days' notice without assigning any reason. On 
attaining regular status your service may be terminated by 30 (thirty) days' notice by 
either party without assigning any reason. 
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5. For gross misconduct or for acting contrary to the GTE code of conduct or the GTE 
personnel rules and regulations, your service may be terminated without advance notice 
whether you are on probation or regular status. 

 
6. During probation, your service may be terminated without notice due to unsatisfactory 

performance or unsatisfactory pervious employment reference. 
 
7. Your service may also be terminated for unsatisfactory police and/or medical reports. 

GTE will be the sole authority in determining judgment in the above cases. 
8. You will be entitled to only those f ringe benefits that have been introduced by GTE or 

may be introduced during the tenure of your service. 
 
9. Your work will generally be 40 hours a week and specific days and hours will be 

determined by your supervisor or his/her designated authority as the situation demands. 
 
10. You will generally be posted at………………..………but you may be transferred to work in 

any of the GTE projects in the country. 
 
11. You will earn leave at the following rates: 
 

a)  Earn leave (EL): You are entitled to a maximum of 18 (eig hteen) working days of 
EL in one calendar year, to be earned at the rate of 1.5 working days EL per 
complete calendar months served. You will be allowed a carry-over of a 
maximum 06 days from one calendar year to another but should be availed within 
March in the following year. Leave cannot be encashed.  

 
b)  Sick leave (SL): You are entitled to a maximum of 6 (six) working days for complete 

calendar year, to be earned at the rate of 0.5 working day per complete calendar 
month served. This leave is not accumulative, should this leave exceed the 
allowed period, the decision for additional period of leave will be made by the 
undersigned or by his/her designated authority on case basis. 

 
12. You shall make a refundable deposit as caution money upon joining GTE. The amount 

will be Tk…………(Taka …………………………………………only). This amount must be 
deposited upon written acceptance of a job offer from GTE. The sum will be deposited 
in a separate account and may be repaid with 5% simple interest (subject to revision 
consequent upon the external environment) at the completion of one-year service. If 
you are found to have defalcated credit money or other project funds, this deposit will 
be confiscated by GTE in whole or in part up to the amount determined as defalcated. 
In case of resignation within one year from the date of appointment on your won accord, 
15 days gross salary (basic salary + housing allowance + medical allowance +GTE 
contribution to provident fund + any other allowances that may be introduced) will be 
deducted as partial compensation towards recruitment and staff development cost. 

 
13. You shall be bound by GTE rules and regulations currently in practice and the new ones 

that may be introduced in course of time. 
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If the above terms and conditions of employment are acceptable to you, please indicate 
acceptance by signing two original copies and returning one to us. 

Your sincerely, 
 
 

.............…………………………………………
…… 

          (Signature with Name and Designation) 
 
 
I agree to accept employment with GTE under the above terms and conditions of service. 
 
…………………………                                 Signature:…………………….. 

(Date) 
       Name:……………………………. 

 
 
CC: Executive Director, GTE 
 Concerned Director/Coordinator/Manager 

Personal file   
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Annexure-II 
 

DECLARATION FOR DUE PAYMENTS TO NOMINEE(S) 
 

I  (Name and Designation)……………………………………………… do hereby declare that on 
the event of my death as regular employee of GTE in the tenure of my service the under 
mentioned person(s) has been nominated by me to draw the benefits/dues from GTE as per 
GTE revised personnel policy dated ……………….. and any amendment made thereof and 
enforced at the time of my death.   
 
Name of the nominee(s) with    Relation with   Percentage 
Father's Name and Address    the incumbent  
 declared 
 
…………………………….    ………………..   …………… 
 
…………………………….    ………………..   …………… 
   
…………………………….    ………………..   …………… 
 
……………………………    ………………..   …………… 
 
……………………………    ………………..   ……………. 
 
It is understood that the above nomination will apply only in case of death dur ing regular 
employment. Payments due, if any, at retirement or retrenchment and leaving GTE service 
before death will not come under this nomination. 
 
I, solemnly declare that the decision is genuine and true and made in good sense and shall be 
valid unless I decide to make any change in writing before my death. 
 
1. Name and signature of the employee 
……………………………………………….................................... 
 
2. Name and Address of the nominee for receiving benefits after death:  
………………………..……………………………………………………………………………......................... 
_________________________________________________________________________________________ 
 
Please be advised that your nomination dated…………………...… has been received and 
recorded in this office. 
 

Name and Signature of      
Two Witnesses:       Signature of  ------------------------------   

(Supervising officer) 
1.………………………       
         Name   ………………………. 

 
2.………………………      Designation …………………. 
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Appendix-III 
 

GTE 
 

HELMET - DECLERATION 
 

Unit/Project/Thana Office: 
 
 
I do hereby promise to wear a crash helmet while driving motorcycle. In case, I filed to wear a 
helmet while on the road, I will accept the penalty imposed on me by GTE according to GTE 
rules and regulation. I am fully aware that if I meet an accident without wearing a crash helmet, 
I will not claim for insurance or compensation from GTE or its insurance company for injuries on 
me or any other person(s) on the road during the accident.  
 
None of my family member(s) should claim any compensation from GTE on my death. 
 
 
 

___________________      ___________________ 
Signature of employer      Signature of employee 
                    
Name: _______________________    Name_______________________ 
 
Designation: __________________   Designation: __________________ 

 
Date: _______________     Date: _______________ 

 
 
 
 
CC: Personnel file 
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Appendix-IV 
 
 

(To be issued on letterhead) 
 
Date: 
 
To:……………………….. 
 
From:…………………….. 
 
Sub : Regularization of Employment 
 
 
Dear Mr./Ms.  ……………….. 
 
We are pleased to inform you that on recognition of your good performance during 
last………………. months, your employment with GTE as ………………………. is now regular with 
effect from………………………..(current date). 
 
You are now eligible to be a member of the GTE Employees Provident Fund according to rules 
and receive GTE contribution. 
 
All other terms and conditions of your employment will remain unchanged. 
 
While assuring you of all relevant support, we would like to congratulate you on this occasion 
and expect dedicated and effective service from you in future. 
 
With best regard, 
 
 

Your sincerely, 
 
 

…..….……………… 
          (Signature with 
   Name and Designation) 
              

 
CC: Executive Director 
 Concerned Director/Coordinator/Manager 
 Concerned Finance/Accounts Office 
 PF Secretary 
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Appendix-V 
 

GTE 
 

APPLICATION FORM FOR LEAVE 
 
Programme/Project/Thana Office:  ______________________________________________  
 
Name : _____________________________          Designation : __________________________ 
 
Type of leave : ______________       Number of leave days : __________________ 
 
Beginning date : _____________               Ending date : __________________________ 
 
Reason for leave : ____________________________________________________________________ 
 
Leave Address : ______________________________________________________________________ 
 
                           ______________________________________________________________________ 
 
_______________________      __________________ 
Employees Signature         Date 
 
Recommended by: ____________________   __________________ 
    Signature     Date 
 
Approved by:  _____________________   __________________ 
      Director/Coordinator     Date 
      or delegated authority 
 
============================================================================
==== 
 
Personnel Record Unit: 
Earn leave taken (this yeas): 
___________________________________________________________________ 
 
Sick leave taken (this yeas): 
___________________________________________________________________ 
 
Days of leave accrued to date:  E/L ___________________________ 
S/L______________________________ 
 
Signature  ________________________    ________________________ 
   Personnel Record Unit      Date 
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===========================================================================
======================= 
 
Expected date of return from leave 
______________________________________________________________ 
 
Actual date of return from leave ___________________       Approved by : ________________ 
             Director/Coordinator/ delegated 
authority 
_________________________ 
Employees Signature        Date:__________________ 
Date:__________________          
 
===========================================================================
===== 
Note: 
1. Complete this form in duplicate, obtain signature of supervisor and submit to personnel 

Record Unit (PRU) for recording accrued leave. 
2. PRU will forward the form in duplicate for the signature of Director/Coordinator/or 

delegated authority for approval. 
3. The original form then will be delivered to PRU for record. 
4. On return from leave, employee is to report to personnel record unit. 

Page 46 of 59



 
Appendix-VI 

 
 

(To be issued on letterhead) 
 
Date: 
 
To:……………………….. 
 
From:…………………….. 
 
Sub : Acceptance of Resignation 
 
 
Dear Mr./Ms.  ……………….. 
 
Your resignation submitted on ………………….. has been accepted, effective as of…………. 
 
Please deposit all GTE property lying with you to ………………. and complete departure 
formalities (clearance from all concerned, e.g. accounts, library etc) before you obtain your 
release. 
 
Thank you for your service with GTE, 
 
 
 
 

Your sincerely, 
 
 

…..………………… 
(Signature with Name 

And Designation) 
 
CC: Executive Director 
 Concerned Director/Coordinator/Manager 
 (Staff concerned…………) 
 Accounts Manager  
 PF Secretary 
 Personal file 
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Appendix-VII 
 
 

(To be issued on letterhead) 
 
Date: 
 
To:……………………….. 
 
From:…………………….. 
 
Sub : Retirement from service 
 
 
Dear Mr./Ms.  ……………….. 
 
I would like to inform you that, you have completed 25 or 30 years of service with GTE on 
………………….. OR * you have reached 60 years of age on ……………….. 
 
It is now decided to release you from service with GTE on retirement ground with effect 
from…………………….. You will receive your retirement benefit as per GTE service rule. 
 
Please deposit all GTE property, if any lying with you to ………………. and complete departure 
formalities (clearance from all concerned, e.g. accounts, library etc) before you obtain your 
release. 
 
Thank you for your service with GTE, 
 
 

Your sincerely, 
 
 

   …………………………… 
         (Signature with Name 
             and Designation) 

 
CC: Executive Director 
 Concerned Director/Coordinator/Manager 
 (Staff concerned…………) 
 Accounts Manager  
 Personal file 
  
* Please use only appropriate portion as applicable 
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    Appendix-VIII 
 
 

(To be issued on letterhead) 
 
Date: 
 
To:……………………….. 
 
From:…………………….. 
 
Sub : Release from service 
 
 
Dear Mr./Ms.  ……………….. 
 
I regret to inform you that your service with GTE being no longer required is hereby terminated 
and you are therefore released with effect from ………………………(*) 
 
 
Please deposit all GTE property lying with you to ………………. and complete departure 
formalities (clearance from all concerned, e.g. accounts, library etc) before you obtain your 
release. 
 
Thank you for your service with GTE, 
 
 
 
 

Your sincerely, 
 
 

  …………………………… 
        (Signature with Name 
             and Designation) 

 
CC: Executive Director 
 Concerned Director/Coordinator/Manager 
 (Staff concerned…………) 
 Accounts Manager  
 Personal file 
 
(*) Actual date  
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Appendix-IX 
CHARGE HAND-OVER/TAKE-OVER 

 
 
We, the undersigned do hereby hand-over/take-over charges with the following 
files/documents/property, etc:  
 
(Particulars): 
 
1. ……………………….  
   
2. ……………………….  
   
3. ……………………….  
   
4. ……………………….  
   
5. ……………………….  
   
6. ………………………. 
 
OR  (a separate list can be attached with signature(s) by both the incumbents as and when 
required). 
 
Charges handed-over by:      Charges taken-over by: 

   
………………………      ……………………… 
(Signature with        (Signature with 
Name and Designation)……………………   Name and 
Designation)………………….. 
 
…………………………………………….        …………………………………………… 
 
Date: …………………………     Date: …………………………  
 
Witness: 
 
1. Signature with Name and Designation: 
  
 
2. Signature with Name and Designation:  
 
 
CC: Executive Director 
 Concerned Director/Coordinator/Manager 
 Concerned Accounts Manager/Programme Manager  

Personal file   
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Appendix-X 
 
CLEARANCE CERTIFICATE 

 
  
I the undersigned do hereby declare that this Programme/Section has no outstanding dues to 
Mr./Ms…………………………….. (Name, Designation & Location) nor is any and GTE property 
lying with him/her. 
 
 
 
 

  
 
 
Signature of issuing officer   
(Name, Designation and Location) 
 
Date: …………………………     
 
 
Signature of Recipient ( for concerned Programme/Section office record): 
 
 
………………………………………… 
(Name, Designation and Location) 
Date: ………………………… 
 
 
CC: As appropriate 
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Appendix-XI 
 

(To use a letterhead) 
 
To:  (The Executive Director, 

Concerned Director/Coordinator) 
  

NO OTHER CLAIM STATEMENT 
 
I ………………………………………….. received from GTE, an amount of  Tk……………. (Taka 
…………………………………..) as final settlement of my dues/entitlements as follows:  
 
(Particulars) 
1. ……………………….     Tk ……………………… 
 
2. ……………………….     Tk ………………………. 
 
3. ……………………….     Tk ………………………… 
 
4. ……………………….     Tk …………………………. 
 
5. ……………………….     TK …………………………. 
 
 
Deduction (if any):       Tk ………………………. 

   
     Total   Tk  …………………………… 
   

I do hereby declare that, I have received the above amount through cheque 
No..…………….................................  
Dated ……………….. and I have no further claim or demands towards GTE. 
 
 
Date: …………………………   Signature:   ….……………………………. 

 
Name: …………………………………..  

 
Designation: …………………………. 

 
Witness: 
 
1. Name and Signature:
 …………………………………………………..............................................… 
 
2. Name and Signature:
 ……………………………………………………............................................... 
Note: This form is to be completed by Accounts/Finance Section and signed by the departing 
staff. 
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 Appendix-XII 
GTE 

Attendance Register 
MORNING IN 

Date : 
 
Sl. 
No. 

Name Designation Time in Signature Remarks 
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Annexure-XIV 
GTE 

Attendance Register 
DAY END DEPARTURE 

Date: 
 
Sl. 
No. 

Name Designation Time 
out 

Signature Remarks 
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Annexure-XV 
Salary Matrix 

 
STAFF (JOB) GRADE MATRIX 

 
 

 
GRADE 

 
JOB TITLE 

1 Deputy Director  

2 Project Chief /Chief Accountant/ HRD Chief/ Monitoring Chief/ Technical staff 
(Doctor, Agronomist, Engineer etc.  

3 Assistant Project Coordinator/Assistant Project Manger/Assistant Coordinator 
(HRD)/Asstt. Coordinator M& E) / Assistant Coordinator (Training)  

4 Project Supervisor/ Finance and Admin Officer/ Accountant/Field Supervisor/ Field 
Facilitator (Tech)/ Field Officer  

 Assistant Accountant / Field Facilitator / Field Trainer  

6 Field Organizer / Project Organizer / Program Organizer  

7 Assistant Field Organizer / Assistant Project Organizer / Assistant Program Organizer / 
Field Assistant / Office Assistant.  

8 Driver / Mechanic  

9 MLSS / Messenger / Guard / Cleaner / Helper  

 
Note:  
 
The Executive Director will not fall in any of the above-mentioned grade. The Executive 
Committee will decide her/his honorarium and other benefits/facilities.  
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Annexure-XVI 
PERFORMANCE APPRAISAL FORM 

 
Name of Employee:                                                                                         Designation :  
 
Depptt. / Project:                                                                                             Joining Date : 
 
Name of Supervisor:                                                                                       Current Salary :  
 
Appraisal period: From ------------------------------- To-------------------------------- Appraisal 
date: -------------------------- 
 

 
PERFORMANCE RATING: 
 
Category Rating  Remarks 
 
Outstanding  5             Consistently meet the expectations and job requirements for 
the position. 
 
Very Good  4  Producing good and quality results that meet the requirements. 
 
Good   3                       Performance is acceptable and satisfactory meets job 
requirements.  
 
Fair  2                        Partially meet the job requirements, there is some some gap 

and laps in achieving  
                                      desired  out-put,  needs further  improvement. 
 
Unsatisfactory 1      General performance is poor and unacceptable.  
 
Performance Indicator  5 4 3 2 1 
1. Quality of Work (Completed with accuracy, effectiveness and time 
bond)   

     

2. Job knowledge (Sound knowledge and understanding of job 
procedures & methods) 

     

3. Initiative (Self initiated, creative and problem solving ability without 
assistance) 

     

4. Attitude (With pleasant personality, positive outlook, respect others 
opinion)  

     

5. Interpersonal relationship (Cooperative & helpful to others, accept 
ideas from others) 

     

6. Communication (Listen to others, with Good verbal & written 
communication skill)   

     

7. Leadership (Motivated, Capable to lead and preserve team spirit to 
achieve target)  
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8. Planning & organizing (In time planning, meet the deadline, achieve 
goal with effective    communication to define group activities to 
colleagues) 

     

9. Decision-making (Searching alternatives with clear objectives to 
attain target)  

     

10. Team work (Encourage participatory team work to achieve target 
oriented goal)  

     

Total score:       
   
Areas of development recommended for the Employee by the Supervisor:  
 
Recommendation: Increment with bonus/Increment and Promotion/Increment/No 
increment 
 
Supervisor's Signature and Date: 
 

 
Employee's comment & signature with date:  
 
 
 
Approved: 
Executive Director 
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Dhaka, Bangladesh
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