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Part - I

1.
Introduction :

1.1. Purpose of the Personnel Policies :-





These personnel policies aim to provide AEMI employees with clear guidelines on employment terms and conditions of service, and general information on employee rights and responsibilities.  AEMI aims to provide a range of benefits designed to ensure that employees have good working conditions and are appropriately supported on matters of health and general welfare.



These policies reflect the following general principles:

· Consistency with the Law:  Personnel policies are consistent with the laws of U.P. and India.  

· Fair to all employees.

· Competitive within the local job market.

· Reasonable compared with other organisations of a similar size and type.  Appropriate comparisons can only be made by looking at the total package of salaries, leave and other benefits of similar organisations.

· Sustainable for the organisation -- doesn't create undue obligations, which will be difficult to sustain in the future.  It should be noted that personnel policies may be constrained by what funding agencies consider reasonable or allowable and should not be based solely on the maximum that current funding agencies will allow.

· It should be noted that personnel policies may be overlapped by the future funding agency's terms and conditions. 

1.2. Scope of the Policies :-



These policies are an integral part of each employee's Employment terms & condition and apply to all permanent full-time staff equally unless otherwise specified in individual Employment terms and condition .  If there is a difference, the conditions defined in the Employment terms and condition will apply.





It is the employee's responsibility to make sure they understand and abide by these policies.  It is AEMI's responsibility to ensure that these policies are applied equally to all staff, including the Managing Director.



These policies are subject to review and revision at any time deemed necessary.  Any future changes will be discussed with staff before being put into effect.  The management committee will be responsible for the periodic review of AEMI's personnel policies and will have final approval of any changes to be made.

2.
General Employment Policies :-

2.1
Employees as Representatives of AEMI :-

2.2.1.
All AEMI staff are required to maintain a clean and neat appearance at all times and to behave in ways that bring credit to the organisation.

2.2.2.
Staff may not make any public statements on behalf of AEMI without prior authorisation from the Managing Director. 

2.2.3.
In a professional public context, staff are required to give AEMI’s position and not their personal opinion.

2.2.
Professionalism :-

2.3.1.
With Other AEMI Staff :-  AEMI staff are employed as members of a team.  In order to achieve the mission of the organisation all staff must work together effectively and are expected to demonstrate mutual respect and co-operation with their fellow team members.  Personal differences should not be allowed to interfere with the implementation of work.

2.3.2.
With NGO Partners :-  AEMI is seeking to assist its NGO partners in implementing project activities.  Each NGO partner is an independent organisation, and should not be viewed as an extension of AEMI.  AEMI needs good co-operation with each of its partners in order to achieve its own goals.  Management and staff of partner organisations should always be treated with respect.  Assistance should be provided in a true spirit of partnership with the goal of advising and facilitating learning, while not being overly directive.

2.3.3.
Value-based Behaviour :- AEMI's overall philosophy and approach is insuring full participation of beneficiaries in implementation of activities , respect for people at all levels of society and protecting the rights of women.  If staff do not adhere to these principles in their daily lives this will reflect on the whole organisation and outsiders may rightly question the institutional integrity of AEMI.  It is therefore expected that all staff will reflect these principles in both their professional and personal lives.

2.4.
Confidentiality of Information :-

2.4.1.
Given the nature of AEMI's work, employees may have access to information about the internal operations of AEMI, or NGO partner organisations, staff or clients which is needed to carry out work with AEMI.  Staff are expected to exercise good judgement in safeguarding the confidentiality of information and not disclose information which would be considered private or personal to others outside of AEMI.

2.4.2.
Examples of the types of information which would generally be considered to be confidential include:

·  
The details of an NGO's budget or grants should not be discussed with other NGOs or others outside the AEMI.

·  Personal or medical information about an NGO partners' staff or their clients.

·  Information about the internal affairs of AEMI.

2.4.3.
Anyone who is in doubt about whether a particular type of information should be considered confidential should discuss the matter with a senior manager.

2.5.
Political Activities :-

2.5.1.
As a non-governmental development organisation AEMI has no political affiliations and must always remain entirely neutral on political matters.

2.5.2.
Political activity in the AEMI office or while on AEMI business elsewhere will be considered unacceptable behaviour.

2.5.3.
Employees should not become involved in any political activities in their own time which could have a negative effect on AEMI.  While it is understood that everyone has the right to affiliations of their choice, no employee should engage in activities which could lead to anyone thinking that AEMI is associated with any political party.  AEMI's integrity and independence must be protected at all times.  Any employee whose activities have the potential to damage the organisation may be asked to leave.

2.5.4.
Anyone who is in doubt about what is acceptable or unacceptable should discuss their situation with a senior manager.

2.6.
Conflicts of Interest :-

2.6.1.
AEMI employees must avoid potential conflicts of interest.  AEMI's relationships and transactions with individuals outside of AEMI must be conducted in a businesslike and ethical manner.

2.6.2.
Exactly what constitutes a conflict of interest or an unethical business practice is both a moral and a legal question and it is therefore not possible to define all the various circumstances and relationships that would be considered "unethical'.  The list below suggests some of the types of activities where employees should exercise caution:

·    Accepting gifts, other than those of low value, or to have any travel, living or entertainment expenses paid for themselves or members of their families by any person, organisation, firm or corporation currently doing business or seeking to do business with AEMI.

·    Having any personal financial dealings with any individual or business organisation that furnishes merchandise, supplies, property or services to AEMI.  This includes arrangements to receive loans (other than bank loans), commissions, royalties, property shares or anything of value.

·    Accepting a salary, consulting fee, honorarium or reimbursement of expenses for writing, speaking or other services rendered to another organisation for work that is a normal part of the employee's employment with AEMI.

·    Misusing privileged information or revealing confidential data to outsiders.

·    Using one's position in the organisation or knowledge of its affairs for outside personal gain.

2.6.3.
Employees must absent themselves from discussions and decision on issues where a conflict of interest exists or may exist.

3. Recruitment and Selection of Staff :-




Recruitment policies are established to ensure that the best available candidates are considered for new positions.  These policies seek to ensure openness in developing criteria and in the process of identifying qualified candidates and selecting new staff, and to minimise problems related to cronyism or nepotism. It must be noted that if any project completed their age therefore some staff  will be jobless. Hence in new project they will be given preference, if they fulfils required qualification and experience and also having good record in previous project. 

Recruitment Procedures :-



The objective of these procedures is to identify a pool of qualified candidates to select from for each new position.  Depending on the level and nature of the position this could be accomplished through referrals, word of mouth or open advertising.  Internal promotion transfer and adjustment of old staff are  also encouraged.

3.1.1.
A position description describing the responsibilities and qualifications for each new position will be prepared based on the needs of the projects /organisation.

3.1.2.
Positions for which there could be a large number of qualified applicants would not necessarily require advertising and candidates could be identified through referrals or word of mouth. 

3.1.3.
Husband , wife and both other blood relatives can not be recruited in the same project 

3.1.4.
AEMI seeks to promote gender balance at all levels within the organisation.  AEMI recognises that the socio-cultural environment often places women at a disadvantage and will endeavour to ensure that women are considered for all new positions or opportunities for promotion.

3.1.5.
Application for a position will be by written or typed application.  Staff members will be designated to participate in the screening of applications and interviews as appropriate for the position being recruited.  Applications will be reviewed and candidates short-listed for interview.  If the Managing Director is not directly involved in the initial interviews, the review committee will make recommendations to the Managing Director for final interviews.

3.1.6.
The final selection and appointment of new staff will be the responsibility of the Managing Director.

3.1.7.
The Board is responsible for the selection of the Managing Director. 

3.1.8.
If any information in the application is found to be false after appointment, AEMI reserves the right to take disciplinary action which may include termination of employment.

3.2.
Categories of Employees:-

3.2.1.
Full-time Permanent Employees :- An employee who works full-time (9.30 AM To 5 PM per day) in the all working day and whose appointment is authorised for as long as project or AEMI exists as an organisation, subject to satisfactory performance and adherence to AEMI’s systems and procedures.

3.2.2.
Part-time  Employees :-  An employee who works less than full-time subject to satisfactory performance and adherence to AEMI’s systems and procedures.  Employee benefits would normally be pro-rated for the percentage of time worked in a normal workweek.  

3.2.3.
Short-term Contract Employees :-  AEMI may occasionally hire staff for limited time periods on the contract basis .  

3.2.4.
Volunteer :- The organization may occasionally take on volunteer for limited time period.

3.3.
Orientation/Probation Period :-

3.3.1.
All new employees will be subject to a three (3) month orientation/ probation period during which time the employee will be provided with an orientation to the work and operations of AEMI, and her/his supervisor will assess the quality of the individual's work and determine if they are suitable for continued employment with AEMI.  In the event that an employee is determined unsuitable for continued employment the employee will be released and have no further recourse.

3.3.2.
The orientation/probation period could be extended by a further three months if the supervisor feels that more time is needed to assess the suitability of the employee for the position.  Any extensions of the orientation/probation period must be approved by the Managing Director.

4.
Work Hours :-

4.1. Office Hours:-




AEMI staff work 6 days per week (Monday to Saturday ).  Office hours are 9.30 AM to 5 PM . Time may be adjusted according to the availability of beneficiaries and situation with the approval of MD/Project Incharge. 

4.2.
Work Outside of Normal Office Hours/Compensation Time :-

4.2.1.
Staff who are required to work extra time, but are not entitled to overtime, may be entitled to claim compensation time.  Compensation time is intended to ensure that employees have adequate time for relaxation in order to avoid burnout, and to deal with personal matters.

4.2.2.
Any work outside of normal office hours for which an employee intends to request compensation time must be approved by the employee's supervisor before the additional hours are worked.

4.2.3.
Employees are encouraged to take the compensation time as soon as possible after working the extra hours.  Compensation time should generally be taken within one month of the extra work unless scheduling makes it difficult.  Supervisors should try to ensure that staff are not being required to put in extensive extra time without opportunity to take some time off.

4.2.4.
Compensation time may only be taken with prior negotiation and approval with the employee's supervisor and will only apply to extra work that has involved two or more hours at any one time.

4.3.
Absence from Work :-

4.3.1.
An employee who is absent from work without permission or reasonable explanation involving extenuating circumstances (e.g., emergency, accident, serious illness) will have salary deducted for the period of absence.

4.3.2.
Recurring absence without permission is grounds for disciplinary action, including dismissal.

4.4. Proposed and Actual visit Schedule :- 



All employees must submit proposed and actual visit schedule and work plan for the next month ( weak wise) at  the end of each month in order to receive their salary. Proposed  visit schedule  must be approved by the employee's supervisor.  

5.
Employee Compensation :-

5.1.
Salary Computation :-



Salaries for each new position will be based on the responsibilities and required qualifications of the new position and relative to salaries of existing positions in the organisation.  Starting salaries will be set at a level which is consistent with salaries for similar positions in other organisations of a similar size and nature, and salaries in the general job market. Salary will also depend as sanctioned by the funding agency .

5.2.
Salary Payments :-

5.2.1.
Salary is paid in the 1st weak of coming month upon submission of a progress report , visit schedule and work plan for coming month.  

5.2.2.
Salaries will be paid in Indian Rupees by Cheque or through Bank Account . 

5.3.
Salary Adjustments :-

5.3.1.
Salaries will be reviewed and adjusted on the employee's date of joining. Adjustments will consider changes in cost of living as well as available funding.

5.3.2.
Salary adjustments will be determined by the Managing Director in consultation with the employee's supervisor.

5.3.3.
All salaries will be periodically reviewed compared with other organisations of a similar nature and size in order to make sure that AEMI salaries remain fair and competitive.

5.4.
Overtime :-

5.4.1.
Payment for overtime applies only to drivers who are required by their supervisor to work extra hours during the working week, weekends or public holidays.

5.4.2.
Supervisors are expected to minimise the need for overtime and any overtime for these staff must be approved in advance by the managing director.

5.4.3.
Overtime will be paid at a rate of 1.5 times the normal hourly rate for extra time during the normal work week, weekends and most public holidays.  If overtime is required on special holidays ( Deepawali , Holi, Moharram etc.) the overtime will be compensated at 2 times the normal hourly rate.

5.6.
Salary Advances :-

5.6.1.
Advance of salary may be made in extenuating circumstances at the discretion of the Managing Director.

5.6.2.
If granted, the amount advanced will be adjusted in coming months.

6.
Leave :-



Employee leave is intended to ensure appropriate support on matters related to health and general welfare.

6.1.
Annual Leave :-

6.1.1.
Employees are entitled to 15 (fifteen) working days leave per year, accrued at the rate of 1.25 days per month worked for the first three years of employment.  An employee who has completed three full years of employment will be entitled to 18 (eighteen) working days leave per year accrued at the rate of 1.50 days per month.

6.1.2.
As the work of AEMI can be quite stressful at times, employees are encouraged to use their annual leave for rest and relaxation in order to maintain good physical and mental health.

6.1.3.
Requests for leave of five days or more must be submitted to the employee's supervisor at least one month in advance.  Leave of less than five days must be requested at least two days in advance.  Shorter request periods may be approved at the discretion of the Managing Director.

6.1.4.
AEMI will try to accommodate all requests for leave however supervisors have the right to refuse a leave request if the leave would cause problems in AEMI's scheduled programme of work.

6.1.5.
In the event of more than one person wanting to take leave at the same time, the person who asked first will be given priority.

6.1.6.
Leave must be taken within the year in which it is accrued.  The 'leave year' will be 1st April to 31st March . There will be no payment made for leave not taken at the end of each year.

6.1.7.
Annual leave may be taken in advance at the discretion of the Managing Director.  If an employee terminates her/his contract having taken more leave than they have accrued during the year, the organisation will deduct payment in lieu.

6.1.8.
An employee may not take leave during the orientation/probation period at the start of employment.

6.1.9.
No annual leave may be taken after an employee has given notice of intention to resign from employment with AEMI, or AEMI has given notice of termination of contract.

6.2.
Sick Leave :-

6.2.1.
Employees are entitled to 12 days sick leave per year.  The leave year is calculated from 1 April to 31st March accrued at the rate of one day per month. 

6.2.2.
Any sickness that lasts longer than three days will require a doctor's certificate.

6.2.3.
Unused sick leave can not be carried forward to the next year and will not be compensated at the end of employment.

6.2.4.
Any employee who has an illness or accident that requires long term sick leave will be paid in full for the first half month  from the date that they last worked.  For the next half month they will receive half pay.  Thereafter their pay will cease.  In such circumstances it may be necessary at that stage to review the status of the employee's contract.

6.3.
Public Holidays :-



Local and gazetted holidays as declared by the government/administration will be allowed to the employee

6.4.
Compassionate Leave :-

6.4.1.
Compassionate leave of 3 (three) days will be granted for the death of an immediate family member defined as spouse, parent, child or sibling.

6.4.2.
Other requests for compassionate leave will be decided on a case by case basis by the Managing Director or Incharge of the project.

6.5.
Maternity Leave :-

6.5.1.
Female employees are entitled to three (3) months maternity leave.  Employees who have completing at least one full year of service prior to the date of child birth are entitled to two (2) months paid maternity leave.   An additional month of leave without pay may be taken.   If the period of employment prior to childbirth is less than one year, paid leave will be pro-rated for the number of months worked prior to the date of childbirth.

6.5.2.
Payment will be made in advance for the first month (or 50% of the entitlement, if pro rated).  The second month (or 50%) will be paid on return to work.

6.5.3.
This benefit will be provided no more than once in any two-year period and only two times.

6.5.4.
A pregnant woman must give notice in writing to the Managing Director of the expected date of childbirth and estimate of when they anticipate beginning their maternity leave at least three months before the expected delivery date.

6.5.5.
An employee receiving maternity benefits is not permitted to take employment elsewhere while on paid maternity leave.

6.6.
Paternity Leave :-

6.6.1.
Male employees are entitled to one week paternity leave from the date of birth of their child.

6.6.2.
A male employee who's wife is pregnant must give written notice to the Managing Director of the expected date of child birth at least one month before the expected delivery date.

6.7.
Wedding Leave :-

6.7.1.
AEMI will provide seven (7) days leave to employees getting married.  Leave beyond seven days would be annual leave.

6.7.2.
Notice for wedding leave should be given to the Managing Director at least two weeks in advance of the leave.

6.8.
Leave of Absence :-

6.8.1.
In exceptional circumstances, a leave of absence without pay of up to one month may be approved at the discretion of the Managing Director in consultation with the employee's supervisor.

6.8.2.
Requests for leaves of absence of more than one month will be subject to the approval of the Board.

7.
Performance Reviews and Staff Development :-




Performance reviews are best viewed as a constructive, forward-looking process.  These reviews provide an opportunity to systematically review and discuss the performance of staff over the review period, reflect on accomplishments, and identify priorities for staff development and targets for improvements for the next period.

7.1.
Process for Performance Reviews :-

7.1.1.
All staff will have an annual work performance review which will also provide the basis for developing a staff development plan for the employee.

7.1.2.
The review will be conducted by the employee's supervisor and will be confidential between the employee, the supervisor and the Managing Director.

7.1.3.
The Board will be responsible for the appraisal of the Managing Director 

7.2.
Staff Development :-

7.2.1.
AEMI seeks to support the professional development of staff in areas considered relevant to the employee's roles and responsibilities within the organisation. 

7.2.2.
Staff are expected to take full advantage of the capacity building opportunities provided organization's experts.

7.2.3.
Requests to attend external courses must be submitted to the employee's supervisor for review and approved by the Managing Director prior to registering for the course.

7.2.4.
If there is a high investment in a particular staff training, AEMI reserves the right to develop an agreement with the employee to remain with the organisation for a specified period of time after completing the training.  Should they leave the organisation within this time period they would be expected to pay back the cost of the training.

8.
Grievance Procedures :-

8.1.
Grievances Between Individuals :-

8.1.1.
Minor grievances should be dealt with in the first instance by talking directly to the person/persons involved.

8.1.2.
If the grievance can not be resolved between the individuals involved, the problem may be taken to the employee's supervisor or the Managing Director.  A plan of action will be developed to investigate and address the grievance.

8.2.
Grievances Which Involve Individuals and the Organisation :-

8.2.1.
All staff are invited to discuss with the Managing Director any individual grievances or concerns related to:

· Understanding of and disagreement with AEMI's activities or philosophy

· Job satisfaction

· Personal problems which impact on work

· Difficulties with other employee's, including the employee's supervisor

8.2.2.
If there are problems which impact on teams or the organisation as a whole, a meeting will be held to share and discuss the problem and strategies for resolving the issue.

8.2.3.
The Managing Director is encouraged to consult with the Board for guidance and advice on any serious grievances raised by staff.

9.
Disciplinary Procedures :-




Disciplinary procedures are not concerned with job performance or ability but with any aspects of an employee's behaviour which is unacceptable.  Disciplinary procedures are serious because they may lead to an employee being dismissed.  The procedures in this section should therefore be followed carefully so as to ensure that no one is treated unfairly.  Judgements about other people's behaviour may vary from one person to another, and it is therefore especially important to be confident that discipline is the appropriate action to take.  If in doubt the supervisor should consult the Managing Director.

9.1.
Responsibility :-

9.1.1.
Each employee's immediate supervisor is responsible for minor discipline matters.  However, any behaviour which causes the supervisor to discipline the employee should be notified to the Managing Director, and put in writing on the employee's file.

9.1.2.
Serious matters of unacceptable behaviour or repeated incidents of minor matters after oral warning should be referred to a senior manager for action.

9.1.3.
Behaviour serious enough to require dismissal should be referred instantly to the Managing Director.  No one except the Managing Director, or the Acting Director in his/her absence, has the authority to dismiss a member of staff.  The Board will not be active in disciplinary matters unless the staff member being disciplined is the Managing Director.  However, the Managing Director or Acting Director is encouraged to call upon the Board or individual members of the Board, for advice and support when dealing with disciplinary matters.

9.2
Procedures to be Followed in Disciplining an Employee :-

9.2.1.
Disciplinary procedures will usually proceed through a series of steps starting with an oral warning.  Depending on the seriousness of the behaviour, disciplinary action could be initiated at a higher step, including immediate dismissal.

9.2.2.
Oral Warning :-
·   At the first incident of behaviour that requires discipline the supervisor should give the employee an oral warning.

·   The employee should be invited to attend a private interview with their supervisor, and the purpose of the interview should be made clear to them at the time the interview is arranged.

·    Before the warning is officially given the employee should be given an opportunity to explain their conduct.  If the explanation is reasonable the supervisor should take it into account.

·    The warning should include a detailed explanation of the behaviour that is unacceptable; details of the improvement that is required (if appropriate); and, make it clear that details of the warning will be recorded on the employee's personnel records.

·     After three oral warnings for the same or similar behaviour an employee will be given a written warning.

9.2.3.
Written Warning :-

·   A written warning may be given either:  a) if there is further incident of the same or similar nature within three months of the third oral warning being given; or b) if the first incident of unacceptable behaviour is serious enough to bypass the oral warning stage.

·    The employee should be invited to attend a private interview with their supervisor, and the purpose of the interview should be made clear to them at the time the interview is arranged.

·    The employee should be told clearly what behaviour has caused the disciplinary proceedings, and be given an opportunity to offer an explanation for their behaviour.  The supervisor should then decide whether to continue with the warning.

·    The written warning should include a detailed explanation of the behaviour that is unacceptable; the improvement that is required; how the behaviour will be monitored and by whom; and, when the behaviour will be reviewed.  A copy of the written warning should be placed in the employee's personnel file.

9.2.4.
Further Proceedings :-



If further incidents arise within six month of the written warning then the matter should be referred to the Managing Director or Board for a decision on the next action.  This may involve counselling, suspension from work without pay or dismissal.

9.2.5.
Suspension :-

·   An employee who is suspended for disciplinary reasons must leave the premises immediately.

·    The employee must be given written notice of the reasons for suspension within two working days of the date of suspension.

·   Unless extenuating external reasons exist a decision about further action resulting from the suspension must be made, and conveyed to the employee within two weeks of the date of suspension.

·   Criminal investigations by the police may be classed as extenuating external reasons and no decision should be made until the criminal proceedings have been concluded.

9.2.6.
Dismissal :-

·   Only the Managing Director or Acting Director may dismiss an employee.

·  Before taking action to dismiss an employee the person responsible for the decision must ensure that the matter has been fully and fairly investigated, and that the employee is guilty beyond reasonable doubt.

·  In an employee is to be dismissed they will be told in writing and orally the reasons for the dismissal.

·  The circumstances of the dismissal will be recorded in the employee's personal file.

·   Any person dismissed for disciplinary reasons must leave the premises immediately.

·   Under no circumstances will benefits be paid to an employee dismissed for disciplinary reasons.

10. Ending Employment :-

10.1.
Resignation of Employee :-

10.1.1.
Staff must give at least one-month notice of their intention to leave employment with AEMI.

11.1.2.
Annual leave may not be taken during the notice period.

10.2.
Termination of Employment by AEMI :-

10.2.1.
AEMI's permanent staff are hired with the intention of providing long-term employment.  Never-the-less, changes in AEMI's staffing requirements due to internal reorganisation, reduced availability of funding or closure of AEMI may lead to the elimination of positions and lay off of staff.

10.2.2.
AEMI will endeavour to provide at least three months notice to staff who are required to leave employment for reasons other than unacceptable behaviour.  A minimum of one month notice will be provided, or payment of one month's salary in lieu of notice.

10.2.3.
Annual leave may not be taken during the notice period.

10.3.
Letter of Reference :-

10.3.1.
Employees who leave AEMI will receive a letter outlining the length of work, main responsibilities and position held at AEMI.

10.3.2.
A written reference will be provided at the discretion of the Managing Director.

11.
Administrative Policies and Practices :-

11.1.
Identification Cards :-

11.1.1.
AEMI will provide staff with Identification Cards.  Staff should always carry their ID cards staff when on official business.

11.1.2.
Loss of the ID card must be reported immediately.

11.1.3.
On leaving employment, the card must be returned to AEMI on payment of final salary.

11.2.
Office Keys :-

11.2.1.
Each member of AEMI's staff is responsible for ensuring the safe keeping of any office keys issued to them.

11.2.2.
All office keys must be returned to AEMI upon leaving employment with AEMI.

11.3.
Use and Security of AEMI Property and Assets :-

11.3.1.
Each employee is responsible for ensuring that AEMI property and assets entrusted to her or him are properly used and safeguarded.

11.3.2.
Only authorised and qualified AEMI employees and consultants may use AEMI equipment or vehicles unless otherwise approved by the Managing Director.

11.3.3.
All staff are responsible for making sure that equipment, vehicles and other valuables are properly secured.  This includes making sure that windows and doors are locked, equipment stored safely, cash is properly secured and vehicles parked in safe locations.

11.3.4.
In the interest of both energy conservation and avoidance of potential fire hazards, staff should ensure that all lights and electrical equipment are properly turned off before leaving the office.

11.3.5.
Only staff with permission from the Managing Director may operate AEMI vehicles.  Any staff member authorised to use AEMI vehicles must do so in a safe manner.  Unsafe use of vehicles would include using a AEMI motorcycle without a helmet, ignoring safety and security guidelines, reckless driving, or driving under the influence of alcohol.

11.3.6.
In case of gross negligence by an employee that leads to loss, damage or destruction of AEMI property or assets (including cash), fair restitution to AEMI by the employee will be necessary.  Examples of negligence would include: not making a reasonable attempt to secure assets and property; leaving doors and windows unsecured; and, using assets improperly or without adequate technical knowledge.

Part - II

PROCUREMENT POLICIES &

PROCEDURES

PROCUREMENT POLICIES AND PROCEDURES



Procurement should first be sought in the local market, and if deemed unavailable, or unreasonably costly or for inferior nature or with unduly long delivery period, then purchase should be effected outside .



For good practice and to ensure internal control, one official alone shall not effect the full procurement procedure.  There should be checks and balances at various stages – requesting for items, collecting comparative quotations, authorizing of an order, and making purchase.  AEMI before each purchase forms a Purchase Committee, which reviews quotations received and recommends awarding of orders.

In the procurement of an item the following procedures will be followed by AEMI:

· Item valued at less than Rs. 2,000 require no quotation and no recommendation from the Purchase Committee but does require the recommendation of the Project Manager / Co-ordinator and authorization of the MD.

· Purchases worth Rs. 2,000 and above require competitive bidding.  At least 3 comparative quotations must be obtained.  The Purchase Committee, whose membership is inclusive of the Project Manager / Co-ordinator, will thereafter convene, review quotations, and recommend on the award of an order.  The MD holds the final authorization.  Once approved, a representative of the Purchase Committee shall place the order.

Normally, the work-order or supply-order will be awarded to the lowest bidder, but high quality of supplies should always be ensured.  In some cases the order may be awarded to the second lowest bidder, if past experience has proved that the lowest bidder provides low quality or poor after sales services.

Asset Management :-



Any assets assigned to members of staff are the property of AEMI. The concerned staff will be held responsible for the loss, damage or misuse of the official assets. 




All staff, before leaving their offices at the end of the day, should turn off lights, fan, cooler, room heater & air-conditioner, shut down the computer, and switch off the printer, photocopying machine and any electrical appliances.  In a shared office, the last staff member to leave shall be responsible for this activity.




The support staff will clean and ventilate rooms in the morning. Staff will turn on the fan, light, computer and air-conditioner in their respective office of operation. 




Staff working with computers will turn them on and off and ensure appropriate physical handling.  The appropriate shutting down procedures should be adhered to.

Temporary Use of Items outside the Office :-



No staff is allowed to take home or outside the office any Laptop, Computer, TV, DVD, Library documents are other office assets.  However, for official use or emergencies, authorization can be processed and granted.  



Library books or equipment can be one’s custody for a maximum of 3 days (except during field visits).  Extension will require a renewed authorization. 

Office Equipment Failure :-




A fault noted in any equipment should be reported  immediately to the OM and/or Accountant .  

Office Equipment Maintenance :-



The OM, in coordination with the accountant, should ensure that all equipment is periodically checked and prompt repairs and/or maintenance undertaken.

· Office equipment should be handled by skilled personnel (Admin. Assistant and OM), to ensure appropriate use.  This, in particular, relates to use of the photocopier, installation of cartridges into computer printers, use of the over head projector, slide projector, sending faxes, etc.

· New staff should under go a brief session on appropriate use of computers and other office equipment.

· AEMI ensures servicing of the Air Cooler once every year by the professional service providers. 

· The concerned agency/vendor that supplied the office equipment should also provide maintenance services on a yearly contract basis.  Where this is lacking, yearly contracts can be signed with an alternative professional service provider.

· Insurance policies should be taken up for the office, equipment and other fixed assets including the vehicle.

Computer Anti-virus Checks and Backups :-

· Computers should be loaded with the latest version of the virus check, and period checks of the hard disk made.  Before data is read from floppies, a virus check should be run.

·  All staff working with computers should ensure that data contained in their hard disk is regularly backed up.  This is particularly important for financial data.  An off-site backup copy should also be maintained. 

Disposal of Assets :-

After the useful life of a fixed asset, or as and when any AEMI assets become uneconomical and/or unserviceable they are to be sold or disposed.

· The sale price will be fixed on the basis of the last value calculated after depreciation.   If an item is fully depreciated in the books of AEMI, the equivalent market value should be sought.

· Staff will be given first opportunity to purchase.  If no staff member is interested, then it is to be sold through open sale notices circulated in different office notice boards, including the notice board of AEMI.

· Proceeds from the sale shall be booked into the accounting system as receipts.  This shall be utilized in contributing to the replacement of the item(s) or towards project costs.

Inventory :-



An inventory listing will be prepared, maintained and updated regularly for all assets of AEMI in the following format:

	Item
	Code No.
	Location
	Year of Purchase
	Possible year of disposal

	
	
	
	
	

	
	
	
	
	




When new items are purchased, these should be immediately coded and entered into the register.  The Accountant should undertake an annual physical stocktaking exercise, and report any abnormalities found.  All items existing, whether fully depreciated or not should be list MD.

Part - III

FINANCIAL POLICIES &

PROCEDURES
FINANCIAL POLICIES & PROCEDURES

1. INTRODUCTION :-



The Financial Policies & Procedures Manual with the laid down internal controls are intended to assist management to control their operations, to ensure procedures are known, and to effectively meet their objectives. Internal controls serve both the interest of AEMI as an organization, its management, governance and funding agencies. 



This manual is primarily intended for AEMI’s senior management and the Finance Team.  It describes general financial management policies and procedures, the laid down internal controls, and the accounting procedures that should be followed to maintain accurate records, which thereafter faithfully reflects the financial status of AEMI, while upholding transparency and accountability.



It should be noted that in the past, AEMI received funds from the different funding agencies   In addition to the general policies and procedures outlined in this manual, agreements with individual funding agencies may include specific provisions, which govern the utilization of their contributions.  The Executive Committee and senior management of AEMI are responsible for ensuring that AEMI complies with all provisions of agreements with its funding agencies.  It should further be noted that these provisions might vary between funding agencies, or change from year to year.  



AEMI maintains the principle of providing reports based on International Accounting Standards, while complying with the statutory requirements of India.

2. GENERAL :-

Currency :

AEMI transacts and maintains its records in the local currency i.e. Rupees.

Financial  Year :-

The financial  year of AEMI runs from 1st April To 31st March 

Book keeping System :-
AEMI has been maintaining its books of accounts manually and a computerized (Tally).

Retention of Documents :-



All financial records, vouchers and documents, shall be preserved by AEMI for at least ten years before disposal.           

Fund Raising :-



AEMI’s funding depends on, government, non governments  grants and donation from local people.  

Financial Support to Beneficiaries ​:​-



Beneficiaries are the citizens of India, NGOs and CBOs that receive financial and technical support from AEMI.

Signatories of Bank Accounts :-



All cheques and/or bank instructions are signed by two signatories. One is the Patron of AEMI and another is either the secretary or any member of board or district or Project incharge .

3. FINANCIAL SYSTEM :-



The key elements of AEMI’s financial system includes financial management, bookkeeping, and funding agencies reporting and auditing.

4. ASSETS ACCOUNT :-

Fixed Assets :-



All fixed assets must be registered in the fixed assets register immediately after purchase.  Depreciation will be calculated on the fixed assets, on the straight-line method.  

· Furniture


10% depreciation per year

· Office Equipment

15% depreciation per year

· Vehicle


15% depreciation per year



Assets purchase within the first six-months of the year, will receive full depreciation for that year, while those purchased within the last six-months will half the percentage depreciation.   

Bank Accounts:-



AEMI presently maintains Six (6) bank accounts for its operations. One is known as the “FCRA account” held at the Vijaya Bank , Vishal Khand, Gomtinagar, Lucknow. and other Bank Accounts are separately used for separate project . All accounts are maintained for Operations & Technical Support.  The funding agency requires that its funding be kept in dedicated bank accounts.  This implies that at the time AEMI directly receives funds from other funding agencies, AEMI shall open new bank accounts to keep and monitor such funding.

Daily Cash in hand:-



The daily cash in hand float is Rupees 10,000.00 for settling small expenses, to a not more than of Rupees 2,000.00.  In principle, purchases and payments are normally made through cheque payments, but local conditions in India may necessitate that larger disbursements over the set limit are paid in cash.  In addition, a larger cash float is periodically kept to meet workshop , trainings ,filed days, expo, camps, laboure cost and demonstrations etc. 

Advances:- 



Official advances are made to staff, particularly to cover expenses to be incurred outside of administrative office, Sultanpur or project offices.  Any advance to staff is recorded as an imprest, and should be adjusted upon submission of bills/vouchers to the accounts section.  Personnel are required to settle their accounts immediately upon return to the administrative office, Sultanpur.  or project offices . Subsequently, personnel can not receive a new imprest, before the previous one is settled.

Official advances are extended for:

i. Travel Advances

ii. Workshops/ Training Advances

iii. Labour cost

Prepaid expense :-

These are expenses that have been paid for in advance (such as office rent), and the period for which they have been paid might not have expired at the date of generating the balance sheet.  

5. FUNDING AGENCIES FUND BALANCE :- 



Adjusting the year’s expenditures with remittances received from the funding agency arrives at the funding agency fund balance.  This is also generated on a quarterly basis during submissions of quarterly reports.



Various funding agencies will provide funds differently – the funding agency  provides funds in advance.  Quarterly transfers of funds from the funding agency are based on estimates generated by AEMI on forecasts for the next quarter.  Adequate consideration should be made to cover the period during which reports are generated by AEMI, thereafter reviewed, approved, and subsequently additional funds remitted by the funding agency.  Upon signing of the MOU at the beginning of the financial year, funds transferred for dedicated bank are inclusive of a float to cover such periods. 

6. DOCUMENTATION OF TRANSACTIONS:-


Vouchers, Day book, Cash book, Ledger book and other documents are used to record all financial transactions of the organization.  AEMI uses following vouchers and records:

Vouchers:

I. Journal Vouchers

II. Credit Vouchers i.e. Receipt

III. Payment Vouchers

Records :

I. Day Book

II. Cash Book

III. Ledger

IV. Pass Book/ Cheque Book/ Bank Statement/ Bank Reconciliation

V. Financial Sanction Letter/ Demand Letter /Advance Payment/ Advance Adjustment Letter



Each type of voucher is numbered sequentially, and it is preferable that these vouchers be pre-printed.  Supporting documentation for each transaction must be attached to the voucher.  Once a voucher is approved, the transaction is recorded in the accounting system.  Vouchers are stored in numerical order. 

I. Journal Vouchers  :-



This involves the recording of transfers between accounts, which do not involve the receipt or disbursement of funds, such as the depreciation of fixed assets or the correction of an erroneous entry into the accounting system.  Other entries to be passed through Journal Voucher are all rectification transfers, adjustments and non-cash transactions. 

II. Receipts  :-



Funds received from funding agencies are deposited into the dedicated bank account.  A receipt voucher is prepared indicating the source of funds and account to which the funds have been deposited.  The full amount of the fund should be recorded as a receipt.  Any arising bank charge/commission is recorded separately as an expenditure.  

III. Payments :-



All requests for payment need to be supported with evidence of prior approval of the expenditure before funds can be disbursed.  Such is documented in an approved Travel Request or Over Time Request or Purchase Request Forms.   



Salary payments are approved upon signing of an employment contract or notice of change in salary.  



In the case of routine office expenses such as utility or phone charges, this approval is implicit from the time the service is initiated; approval of invoices therefore recognizes that the services already rendered.  The control of such expenditure should lie with the Accountant .



All other disbursements must be approved in advance.   Once payments are made, vouchers should be duly stamped to clearly reflect status and thereby avoid any possibilities of double payments. 

Routine Payments :-

This covers general operating expenses such as utility bills, communication.  

- The house owner delivers invoices for electricity directly to the AEMI office.  Cash payment is made to the bank as instructed by the Electricity Authority.

- Telephone bills may be either delivered by hand or post.  Payments can be made by cash into the bank account as instructed by Telephone Authority.  

- Invoices email/internet services are delivered by either by hand or post. Payment is made through cash in the bank within the time mentioned in the bill as per instructions .

General Office Supplies



The Office Manager is responsible for ensuring there is a reasonable amount of basic office supplies available at all times.  She/he should review the stock of supplies at least monthly and prepare a Purchase Request to replenish any item that has been depleted.  



AEMI purchases the general office supplies on quarterly basis. The Purchase Request is reviewed by the Finance and Administration Coordinator and approved by the Managing Director prior to making the purchase.

Other Materials and Supplies



Supplies for training workshops are requested by the responsible programme officer, by submitting a Purchase Request to the Office Manager.  Once the MD has approved the Purchase Request, the Office Manager will procure the requested supplies.



Staff needing other supplies, which are not kept in regular supply should also complete a Purchase Request letter . This should include clear specifications on the desired item as well as an estimate of cost, if known.  If a reasonable estimate of price can not be provided, the Office Manager will check the availability and cost of the desired item and also check the budget allocation before the Purchase Request can be completed and processed.  Once availability and cost has been determined and budget allocation is confirmed as available, the request shall be submitted to the MD for approval.

Special Services ​:-



AEMI sometimes needs to procure special services such as translation, typing, printing or transportation.  Agreement to procure these services needs to be documented in a Local Consultant Contract (for services procured from individuals) or other service agreement (for services procured from other organizations).  Such agreements should be approved and signed by the MD. 

Major Purchases :-



Senior management are responsible for ensuring that all major purchases and installations are provided for in the annual budget, and are clearly needed to support the activities and operations of AEMI. 



Purchases Rupees 2,000 require quotations from at least three sources prior to procurement.  If it is not possible to obtain three quotations, this must be clearly noted in the documentation for the purchase.  Very large purchases will require prior funding agency approval.  

Payroll :-
Salaries are paid between in the Ist weak of each .  



An attendance register for members of staff shall be the basis for preparation of salaries.  When new staff are hired, a copy of the new employee’s appointment and joining letter should be attached to the voucher of their first month’s salary payment.  Recruitment for new staff position is based upon the availability of funding agency funding. Details of the internal control governing recruitment are explained in the Personnel Policies & Procedures section.   



A payroll schedule is prepared by the Accounts Officer (AO) listing all staff, their respective bank account numbers, current salary, travelling allowances any deduction , adjustment of charges. This schedule is reviewed by the Finance & Administration Coordinator and approved by the Managing  Director. The AO prepares salary transfer documents, which are duly signed by one of the signatories of the bank account.  



The approved salary transfer sheet is submitted to AEMI’s bankers, against which the net salaries are transferred to individual personnel bank accounts. The Finance Section prepares pay slips for each staff member.

Advances :-


Requests for travel advances and workshop / training related advances must be authorized by the Finance and Administration Coordinator and approved by the Managing Director on the Travel Request Form and Temporary Advance Slip.

Approval of other advances are requested and approved on the Temporary Advance Slip/Form.

I.  Day Book :

A day book in which daily transactions are recorded .

II. Cash Book :

 All the financial transactions are maintained in cash book through of Journal Vouchers, Credit Vouchers and Payment Vouchers. 

III. Ledger Book:

All the financial transactions of organization are posted in the form of debit and credit. A book to which the record of accounts is transferred as final entry from original postings. 

7. BANK RECONCILIATION :-



AEMI maintains various bank accounts.  The bank reconciliation should be prepared monthly upon receipt of the bank statements.  



A voucher is prepared for any miscellaneous bank charges and recorded in the Ledger/accounting system.  Any differences between the balance shown on the bank statement and the bank book balance must be explained.

8.
FINANCIAL REPORTS :-

Internal Expense Reports :-



The Accounts Officer prepares monthly expense reports by activity and by funding agency.  AEMI management reviews these reports to ensure that expenses have been properly allocated, and to monitor the financial status of the organization.  The AO should offer assistance to the management of AEMI in reading and understanding the financial reports, and make recommendations from time to time on better utilization of funds.  

Financial Reports to Funding Agencies:-



Financial reports are submitted to funding agencies in accordance with the reporting schedule and possibly reporting format defined in the grant agreement document.  As AEMI currently receives its funding through the funding agency, financial reports are generated as per the funding agencies reporting formats, and submitted on a monthly, quarterly, and yearly basis as required.

9.
AUDIT :-

Internal Audit : -



AEMI has the responsibility for the proper financial management of all funds received and from their own resources, which can be evidenced by the audit of the quaterly, six monthly and annual financial statements as required .  In its constitution, the accounts of AEMI are required to be audited annually by a Chartered Accountants firm duly appointed by the management committee and the results circulated to all Board members. 

