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[bookmark: _Toc389727062]Procedure Manual
This procedure manual is in addition to the Terms & Conditions of Service attached to each employee’s contract. It does not replace the Terms & Conditions of Service. 
If there is any contradiction between the Terms & Conditions of Service and this procedure manual then the Terms & Conditions of Service will be used.
This procedure manual will be updated regularly based on the changing needs of the project. The Management Team can propose changes at any time, with final approval from the Program Manager. Any changes to the manual will be discussed with all employees.
Team leaders should ensure their team members are following all the procedures in this manual. Team members should also remind their team leader and Program Manager to follow the procedures when necessary.
[bookmark: _Toc389727063]Working Hours
Working hours are according to the Terms & Conditions of Service, which is 48 hours per week except for the Security Department. 
In a normal week employees are expected to work only 40 hours, 7.30am-4.30pm Monday to Friday with a one hour lunch break.
The Security Department is expected to work from 7am to 4pm (day shift) or 4pm to 7am (night shift), 3 weeks (21 days) on and 1 week (7 days) off  each month. The Head of Security is responsible for preparing the Security Department schedule and this schedule must be displayed at the office.
Some flexibility in working hours may be necessary depending on the activity requirements and challenges in the field (particularly rainy season). In some cases the Team Leader and Program Manager together may approve for an employee to move working some hours, for example, by working on the weekend to make up for hours missed during the week.
All employees working at the office should sign in on the Timesheet when starting work, showing the time they arrived. The Security Guard on duty is responsible for filling the time that each employee leaves the office at the end of the day on the Timesheet.
[bookmark: _Toc389727064]Overtime
In exceptional circumstances the Program Manager may request employees to work an additional 8 hours on top of the normal 40 hours. No overtime will be paid for this, as it is included in the 48 hours in the Terms & Conditions of Service.
If more than 8 extra hours are required this will be paid as overtime, following the rates in the Terms & Conditions of Service. This is the regular daily rate for weekdays and Saturdays, and two times the daily rate for Sundays and Public Holidays.
All extra days for the security department will be paid as overtime. This will be the regular daily rate on all days, except for Public Holidays which will be two times the daily rate. When an extra day is required the Security Guard on off will be given first priority. If they are not able to do the extra day then another Security Guard may do it.
The Head of Security is responsible for calculating the total number of extra days owed (including double time for Public Holidays) for all Security Guards. This number of days should be confirmed with all Security Guards before being submitted to the Program Manager, at least two days before salary day. 
All overtime must be approved in advance by the team leader and Program Manager.
[bookmark: _Toc389727065]Attendance and Absences
During working hours all employees must be at their duty station.
If an employee cannot be at their duty station for any reason (leave, sickness, transport challenges, etc) they must inform their team leader before working hours start, or as soon as they are aware of the situation if it occurs during work hours. The team leader can decide how to deal with the situation, and must then immediately inform the Program Manager.
Employees must be on time for all meetings and activities. They must inform their supervisor if they will be late.
[bookmark: _Toc389727066]Annual Leave
Annual leave is according to the Terms & Conditions of Service, which is 21 days per year. The year runs from January to December. Weekends and Public Holidays are not counted as annual leave, except for Security Guards. For Security Guards all on-days are counted as annual leave while off-days are not counted.
Annual leave days not used during the year will be carried over until June the following year. If they are not taken by the end of June they will be cancelled.
The Program Manager may also set up to 2 weeks of mandatory leave, in which all employees must take leave except for the security department. During this time the office will close. This will be the case for all days between Christmas and New Year every year. These leave days must be taken from the employee’s regular leave allocation.
A leave grant of 8000 MKW will be paid at the start of each year, except for employees still on probation in which case it will be paid once probation is finished.
Employees on probation can take the leave days they have accumulated while working (1.75 days per month), but not more than this.
Employees wishing to take annual leave must make a request using the Leave Request Form which should be submitted to the team leader for approval. The team leader is responsible for keeping a record of all annual leave taken by their subordinates using the Annual Leave Record. For the team leaders this will be done by the Program Manager.
The notice period for taking annual leave is 1 week. For funerals and other emergencies notice can be given on the same day.
The Office Manager and Logistician cannot take leave at the same time. The Health Coordinator and Facilitator Supervisor cannot take leave at the same time. The Program Manager, Logistician and Health Coordinator cannot take leave at the same time. Exceptions to this may be approved by the Program Manager in emergencies.

[bookmark: _Toc389727067]Circumstantial Leave
In addition to the 21 days of annual leave, employees will receive leave for the following circumstances according to the Terms & Conditions of Service:
Employee’s own wedding – 3 days
Birth of a child for male employees – 5 days[footnoteRef:1] [1:  This is longer than the 2 days in the Terms & Conditions of Service to promote male involvement in child rearing, which is an important component of the Child Health Program and should be demonstrated by employees in their communities.] 

Death of parents – 3 days (twice per employee only)
Death of husband / wife / child – 5 days
For the death of parents, non-biological parents may be accepted if they directly raised the employee for the majority of their life.
For the death of children, non-biological children may be accepted if the employee is directly raising them as an orphan or for other reasons.
[bookmark: _Toc389727068]Funerals
As per the Terms & Conditions of Service, Inter Aide will only provide a monetary contribution for an employee’s own funeral.
The project will not provide any monetary contribution for the funeral of an employee’s family, or for the funeral of project stakeholders.
Employees may choose to provide personal contributions to funerals. Employees may also choose to create a social welfare fund that will provide funeral benefits. In this case the fund will be managed personally by a committee of employees. However, at the request of the committee, the project may provide administrative assistance for the fund (e.g. by deducting contributions from salaries and assisting with the accounting of the contributions).
[bookmark: _Toc389727069]Sickness
When an employee is sick they must immediately inform their team leader.
The team leader will pay for or arrange transport for the employee to go from their home to a health facility, and will collect a receipt for the transport. Alternatively, the employee may go directly to a nearby health facility using their own transport.
Payment for the consultations is as follows:
Designated program clinic (Mlale Hospital): The program will pay monthly at the clinic for all employee consultations. The employee must take their ID to the consultation and sign the consultation form to confirm that they did receive all the listed treatment. 
Other private facility: Team leader to provide cash to the employee who must return the receipt. Other private facilities may only be used when the appropriate treatment is not available at the designated program clinic.
Public health facility: No payment.
In order to take sick leave an employee must present a letter from the doctor showing the number of sick days they require. This letter must be signed by the doctor and have a stamp or letterhead of the clinic, including the clinic contact details. The letter does not need to specify the illness to protect the confidentiality of the employee.
If an employee does not provide a letter from the doctor the days will be deducted from the employee’s annual leave, or as a daily rate from their salary if they have no annual leave days remaining.
If the employee is involved in an accident or has another serious condition that requires specialist care Inter Aide will provide transport to a government health facility, such as Kamuzu General Hospital, which has an emergency department and appropriate specialists.
[bookmark: _Toc389727070]Caring for Sick Relatives
Annual leave must be taken when caring for sick relatives.
In emergencies or serious circumstances when the employee has no remaining annual leave days the Program Manager may approve additional compassionate leave days, depending on the situation.
[bookmark: _Toc389727071]Maternity Leave
As per the Terms & Conditions of Service, three months maternity leave on full pay will be provided to pregnant female employees.
The amount of leave taken before and after the birth is based on the decision of the employee.
An employee who is pregnant may have her job role adapted if her regular responsibilities pose a health risk, such as cycling during the final months of pregnancy.
Flexible working hours will be provided for the first 6 months after birth to accommodate breast feeding. These must be agreed with the team leader and Program Manager.
An allowance of 9000 MKW will be provided to pregnant female employees when they go on maternity leave to assist with the costs of the birth and preparing for the child.
When a female employee goes on maternity leave the Facilitator Supervisor or another Facilitator will be asked to cover their target area. This person will be paid a lunch allowance when working out of his/her station and will be paid overtime for all hours worked over 48 hours per week.
[bookmark: _Toc389727072]Chronic Disease
As per the Terms & Conditions of Service, if an employee is chronically ill the first month will be paid full pay and the next two months will be paid half pay. After three months the employee may be terminated.
In certain circumstances the Program Manager may adapt the job role to fit the chronic disease, if possible. This will depend on the work history and length of employment of the employee who is sick, the nature of the chronic disease, their current job role and opportunities on the project.

[bookmark: _Toc389727073]Salaries
Salaries are based on each employee’s individual contract. The Program Manager is responsible for setting salaries within the bands provided by headquarters. The level of salary is based on the tasks that an employee performs (i.e. their job description). Employees who perform the same tasks will receive the same salary. The length of employment or the qualifications of the employee will not be considered when setting the salary. 
Salaries are confidential. The only exceptions to this are the Program Manager, the team leaders and the Office Manager, who will know all the salaries.
All employees must have a bank account. The salary will be paid into the designated bank account each month. The bank account may be from any bank. If the employee does not have a bank account and chooses to open a new account then the program will pay the monthly fee for the account. However, the ongoing management of the bank account, including replacing any lost or stolen ATM cards, is the full responsibility of the employee.
Salaries will be paid by online bank transfer, which will be managed by LSO. The Program Manager will follow up with LSO each month to make sure the transfer has been made.
Employees must bring their ID card and ATM card with them on salary day in order to withdraw money. If an employee forgets either card and cannot withdraw their salary they must pay for their own transport to return on another day. If an employee is unable to withdraw their salary for another external reason, such as a malfunction at the bank, then Inter Aide will provide transport again on another day.
The Program Manager’s salary is paid by headquarters.
Salary increments will be based on the Terms & Conditions of Service and guidelines provided by headquarters.
Employees on probation will receive their full salary, but may be terminated without notice.
Each month the pay slip will show:
Gross salary
Tax
5% employee contribution to pension fund
Deductions
Number of extra days
A separate pension slip will be provided each month showing both the employee and employer contributions to the pension fund. This is not an official statement. The real amount in an employee’s pension account will be different, depending on Old Mutual interest, bonus and fees.
[bookmark: _Toc389727074]Accommodation, Meals, Transport and Allowances
Accommodation, transport and meals will be provided where necessary for employees and partners to attend meetings, workshops and activities. 
No additional “sitting allowances” will be paid to employees or partners at any time.
Accommodation will always be booked and paid for by Inter Aide.
Transport may be provided directly using an Inter Aide vehicle, or cash may be provided based on the standard route transport rate.
When employees are staying overnight meals will be provided as follows:
Breakfast - will be included in the accommodation cost where possible, otherwise it will be provided in cash. 
Lunch - will be provided directly by Inter Aide where possible, otherwise it will be provided in cash. 
Dinner - will be provided in cash, or it will be booked by Inter Aide if there is a large group of employees staying in the same location.
When employees are travelling on day trips outside the Inter Aide target area only lunch will be provided. No employees will receive a lunch allowance when inside the Inter Aide target area (note: this is the entire Inter Aide target area, not the target area of individual facilitators). In cases where employees must travel long distances inside the target area they are expected to bring their own lunch if necessary. The Program Manager may approve exceptions to this rule for special activities.
When employees are travelling outside the catchment area meals costs will be based on the following table. The Management Team may propose adjustments to these rates whenever necessary, with appropriate evidence. The Program Manager will give final approval.
	
	Standard cost per meal (MKW)

	Location
	Breakfast (overnight only)
	Lunch (overnight or day trip)
	Dinner (overnight only)

	City (Lilongwe, Blantyre, Zomba, etc)
	400
	600
	600

	Trading center (Nathenje, Mitundu, etc)
	350
	450
	450

	Villages / field
	300
	350
	350


When employees are attending a full day meeting (e.g. at the office or Health Centre) refreshments and lunch will be provided. The total cost of supplies for this must not exceed 150 MKW per person for refreshments (soft drink or tea) and 350 MKW per person for lunch (total 500 MKW per person).
When cash is paid directly to an employee for covering transport and meal costs the employee must get an Acknowledgement of Receipt, including the name, details and signature of the supplier. If the payment is reimbursement for a cost that has already been paid by the employee, or it is not possible to get a receipt (e.g. for minibuses) then the employee can sign the receipt rather than the supplier. 
Cash provided for meals and transport must be used for the intended purpose, at the intended time. For example, if cash is provided for lunch during a trip outside the target area then it must be used for lunch on that day. It cannot be kept by the employee, used to pay for other items, or used to pay for a meal for someone else.
In the case of allowances paid to partners the individual receiving the allowance must sign on an Allowance Receipt Form.
Facilitators will receive a 2500 MKW allowance each month for small maintenance of their bicycles. The office will also provide a limited number of expensive spare parts. For the list of parts see Vehicle Maintenance under Support Procedures.
Allowances will be paid when employees must move house because the target area has changed (see the procedure on Moving Catchment Area).

Beneficiaries do not receive any allowances for participating in program activities.
Village Health Committees (VHCs) receive lunch or a lunch allowance for participating in training only (not for participating in regular activities). Transport may be provided if necessary.
Government health staff will not receive any allowance for completing tasks that are part of their regular responsibilities, or for meetings at the health facility. Allowances will be paid when Inter Aide requests government staff to complete additional activities not in their usual responsibilities or for activities where it is required by government regulations (e.g. training of VHCs and HSAs). In these cases the allowances will match the government standards, or another rate agreed by a group of NGOs in the target area if appropriate.
Exceptions to these rules on allowances can be approved by the Program Manager.
[bookmark: _Toc389727075]Mobile Phones & Units
All employees must ensure that their mobile phones are charged and with them during work hours. If it is not possible to charge the phone then the employee must notify their supervisor before it runs out of battery.
Supervisors must call back immediately when flashed by employees.
One mobile phone and 2000 MKW will be kept in the guard room and can only be used by the security department to phone the police, Logistician and Program Manager in case of emergency. It will be stored in the guard house and carried by the guard on duty until used. The phone and units may not be used for any other work or personal use.
The following staff will receive airtime each month:
	Job Title
	Airtime for phone calls
	Airtime for internet
	Total airtime

	Program Manager
	n/a – covered by PO allocation
	n/a – covered by PO allocation
	n/a – covered by PO allocation

	Health Coordinator
	3500
	1500
	5000

	Facilitator Supervisor
	3500
	0
	3500

	M&E Assistant
	1500
	0
	1500

	Logistician
	3500
	0
	3500

	Office Manager
	3500
	0
	3500

	Stores Clerk
	1000
	0
	1000

	Facilitators
	1000
	0
	1000



The Program Manager is able to approve the purchase of additional units for specific employees and activities when necessary.
All units for the following month will be purchased and distributed on the salary day of the previous month.
In general, partners, government health staff and beneficiaries will not receive any units for participating in program activities. However, exceptions to this may be made for specific activities and must be approved by the Program Manager.
[bookmark: _Toc389727076]Computers & Printer
The Program Manager, Health Coordinator, Facilitator Supervisor, M&E Assistant, Logistician and Office Manager can use the computers and printer provided by the program. If they have their own laptop computer they can use it, and if necessary the program may provide funds for a new battery or peripheral devices.
Computers provided by the program should remain at the office, and can only be used for work purposes. When necessary they can be taken home or to the field for a short period, but this must be approved in advance by the Program Manager.
Employees are not allowed to install any additional software on the program computers without prior approval from the Program Manager.
Any problems with the program computers or printer must be reported immediately to the Program Manager.
[bookmark: _Toc389727077]Electricity
The program will use solar panels for electricity until mains electricity it available. When using solar panels employees must try to save electricity as much as possible.
Lights must not be left on when they are not needed. At night only the security lights on the outside of the building should be left on.
Only laptops, phones, printers and cameras can be charged at the office. Non-electronic items such as electric cookers and heaters must never be used at the office as they will overload the system.
A maximum of 300 Watts can be plugged in to the solar inverter at any one time. This is likely to be equivalent to two laptops, OR one printer, OR one laptop and two mobile phones. Any employee who plugs in more than 300 Watts will be responsible for paying for a new inverter if it is damaged.
The Office Manager will be responsible for monitoring the level of the solar battery throughout the day and providing feedback to other employees about when to charge their items. 
The program will rent an electrified room for use when the solar panels are insufficient.
Any employee who charges personal items at the office or electrified room does so at their own risk. Inter Aide will not be responsible for any damage caused by power surges or other problems.
[bookmark: _Toc389727078]Clothing and equipment
Employees will receive the following equipment and clothing required for their role:

	Equipment
	Received by
	Allowed use
	Replacement time (Depends on condition)
	Old item

	Raincoat
	All employees
	Work and occasional personal use
	2 years
	Kept by employee

	Gumboots
	All employees except facilitators
	Work and occasional personal use
	2 years
	Kept by employee

	Sandshoes
	Faciilitators
	Work and occasional personal use
	3 years
	Kept by employee

	Safety boots
	Motorbike users and security guards
	Work and occasional personal use
	4 years
	Kept by employee

	High visibility jacket
	Motorbike users
	Work use only
	5 years
	Returned to office

	Motorbike gloves
	Motorbike users
	Work use only
	3 years
	Returned to office

	Helmet
	Motorbike users
	Work use only
	5 years[footnoteRef:2] [2:  Helmets that have been damaged in a crash must be replaced immediately and disposed of.] 

	Returned to office

	Jersey
	Security guards
	Work and occasional personal use
	2 years
	Kept by employee

	Digital camera (case and SD card)
	Facilitators (individual) and office staff (shared)
	Work and occasional personal use
	5 years
	Returned to office

	Backpack
	Facilitators, Health Coordinator, Facilitator Supervisor, M&E Assistant, Logistician, Office Manager
	Work and occasional personal use
	3 years
	Kept by employee

	Bicycle
	Facilitators
	Work and occasional personal use
	3 years
	Kept by employee


Employees are responsible for the clothing and equipment provided to them. If clothing or equipment is lost, damaged or stolen as a result of negligence by the employee they will be required to pay for part or all of the cost, depending on the situation. Negligence includes, but is not limited to, lending the item to someone else, carrying the item while off duty, leaving the item unattended, or failing to care for the item properly.
Some clothing and equipment may be used for “occasional personal use”. Personal use must not damage the item or interfere with its work purpose. If the item is lost or damaged during personal use the employee will be required to pay for part or all of the cost, depending on the situation.
If an employee resigns or is dismissed all equipment currently in use must be returned, except clothing and shoes.
If old or damaged office equipment is no longer needed it will be auctioned to employees. High value items, including vehicles, may be auctioned externally.

[bookmark: _Toc389727079]Moving catchment area
Facilitators are expected to move village when their target area changes to continue supporting program activities. Other employees are expected to move every few years when the location of the office changes. 
When an employee moves as a result of the program activities, the program will cover the real direct costs of moving (transport, paying double rent, paying double school fees, etc). This will only be done if the employee can provide justification / evidence of the costs, and payments will be made directly to the supplier whenever possible. 
Employees will not receive any allowances when they choose to move house and it was not required by the program activities. A program vehicle may be provided to help move their belongings if it is not required for program activities, and the fuel budget allows it, based on approval from the Program Manager. This will be limited to one trip for a small number of items.
New employees will not receive any moving allowance if they are already living in the catchment area when they are hired. New employees must confirm their current location when signing the contract.
If an employee cannot find accommodation in the new catchment area Inter Aide will pay half the transport costs for the employee for up to two months. After this time the employee will be responsible for paying their own transport costs.
[bookmark: _Toc389727080]Performance reviews and bonus
All employees will have a Job Description which will be used as the basis for reviewing the employee’s performance.
Performance reviews will be conducted every 6 months, once in June and once in December each year. During this process all subordinates will anonymously review their supervisor verbally or using the Supervisor Performance Review Form and the results will be collated by the Program Manager (or the team leaders in the case of the Program Manager’s review). All supervisors will review their subordinates using the Subordinate Performance Review Form. The team leaders and supervisors for the technical and support teams will review each other using the Colleague Performance Review Form.
Performance based bonuses will be paid every 6 months using the results of the performance review. The team leaders will make the final decision on bonuses for their subordinates, although employees can request a review by the Program Manager. The Program Manager will make the final decision on bonuses for the team leaders.
The maximum possible bonus is 35% of one month of net pocket salary every 6 months, which is 70% of one month of net pocket salary for the entire year.
[bookmark: _Toc389727081]Pension and termination benefits
Payment of pensions and termination benefits will strictly follow the Terms & Conditions of Service. All questions on pensions and termination benefits will be referred to a Board representative or LSO.

[bookmark: _Toc389727082]Advances and loans
No advances or loans will be given to employees using program money. 
The Program Manager may approve exceptions to this in case of emergency, such as when a family member must be hospitalized or there is a death in the family.
Employees are allowed to run their own loans committee. This is entirely personal and separate from the program. The program will not be responsible for resolving any disputes that arise as a result of the committee.
The Program Manager can provide a reference letter for any employee who requires one in order to get a loan from a bank. However, the program cannot guarantee or provide collateral for any loans.
[bookmark: _Toc389727083]Warnings and dismissal
Employees will receive a warning letter from the Program Manager for misconduct as per the Terms & Conditions of Service. The Program Manager will discuss the situation with the individual, their team leader and the Management Team before issuing the warning.
All warnings will be announced publicly to the entire staff and will be recorded in the Warning Record.
The Program Manager may set expiry dates for old warnings if they believe it is appropriate. This will depend on the severity of the warning, the situation in which it was given, the length of time that has elapsed, and the subsequent behavior of the employee. The Program Manager will discuss the case with the Management Team before making a warning expire.
The Program Manager may suspend an employee without pay in addition to giving a warning for serious offenses.
The Program Manager may immediately dismiss an employee for serious misconduct, as per the Terms & Conditions of Service.
[bookmark: _Toc389727084]Program Manager Leave
When the Program Manager is on leave the Health Coordinator and Logistician will be responsible for running the day-to-day activities jointly, including paying salaries, and will report to the Country Director. The Country Director may assign another Inter Aide Program Manager to temporarily cover the position if necessary.
When the Program Manager is on leave both the Health Coordinator and Logistician must jointly sign all items that the Program Manager would normally sign (e.g. budget requests).
The Health Coordinator and Logistician must communicate with the Country Director or replacement Inter Aide Program Manager at least once per week.
[bookmark: _Toc389727085]Budgeting
A proposed annual program budget will be developed at the same time as the annual work plan. The Program Manager will submit the proposed budget to headquarters. Headquarters will review and modify it to create the final annual budget. 
The budget will be reviewed every 6 months by headquarters to calculate the amount that has been spent and any adjustments that need to be made.
Every month the management team will prepare a budget by 23rd for the following month’s expenses using the Monthly Budget Form. The team leaders should arrive at the meeting with a list of items required and estimated costs. The Program Manager will use the monthly budget to create the funds transfer request, which will be submitted to headquarters by the 25th.
Budgets are flexible and should change as necessary based on the needs of the project.
[bookmark: _Toc389727086]Funds Request & Accounting
Once the funds have arrived from headquarters they will be transferred into the program bank account. The Program Manager will write a cheque to withdraw the funds from the bank account and place them in the Program Manager’s cash box.
The Health Coordinator, Facilitator Supervisor, Logistician and Office Manager will each have a cash box.
When the Health Coordinator, Facilitator Supervisor, Logistician or Office Manager needs to spend money on activities they must prepare a requisition request using the Funds Requisition Form and submit to the Program Manager. The Program Manager will review, modify and approve it. The requisition request may include up to 10% contingency funds. If necessary the Procurement support procedures should also be followed.
Once the Funds Requisition Form has been approved the Health Coordinator and Logistician are allowed to spend the funds according to the items listed on the requisition. If an item is up to 5% more expensive than expected it can be purchased. Otherwise another Funds Requisition Form must be prepared and submitted to the Program Manager for approval.
After purchasing items the employee who purchased the items must place the items in the stores as per the Procurement support procedure.
They must collect a valid receipt from the supplier and enter the item into their Cash Box Record. If the supplier is not able to issue a valid receipt they must complete an Acknowledgement of Receipt Form in duplicate. One copy should be kept by Inter Aide and one by the supplier. In the case of allowances paid to partners the individual receiving the allowance must sign on an Allowance Receipt Form.
[bookmark: _GoBack]The Program Manager will regularly check each of the cash box records, the current balance of the cash box, and collect all the receipts. This will be done at least once per month, or more frequently if necessary. The Office Manager will do this for the Program Manager’s cash box.
The Office Manager will use the receipts to prepare the Diame accounting database which will be checked by the Program Manager and sent to headquarters with the receipts once per month.
At the end of each month the management team will review the General Ledger, Balance Reconciliation and Personal Account Report.
Once per month the Office Manager will select at least 5 receipts to verify by visiting or calling the supplier or beneficiary. They will use the Audit Report - Receipt to record their findings. The Logistician will also select at least 2 receipts from the Office Managers cash box to verify using the same process.
If an employee suspects that another employee has misused project funds this should be reported immediately to the Program Manager for investigation and verification.
[bookmark: _Toc389727087]Handling Cash
All cash must be stored in a safe when at the office and in a separate labeled pouch when an employee is carrying it with him/her.
The following limits apply to the amount of cash that each individual is allowed to carry at any one time:
	Position
	Day-to-day (MKW)
	Maximum (MKW)

	Program Manager
	300,000
	1,500,000

	Logistician
	100,000
	500,000

	Health Coordinator
	30,000
	500,000

	Office Manager
	10,000
	150,000

	Assistant Stores Clerk
	0
	50,000

	Facilitator Supervisor
	0
	100,000

	M&E Assistant
	0
	50,000

	Facilitators
	0
	10,000

	Security Department
	0
	5,000

	Cleaner
	0
	10,000


If more than 1,500,000 MKW in cash needs to be transported then the Program Manager must transport it together with the Logistician.
If any cash is lost or stolen as a result of negligence by the individual carrying it they will be responsible for repaying it. Negligence includes, but is not limited to, leaving the money unattended without being locked away, leaving the money in the care of another person, and leaving the money in the car or vehicle (whether locked or unlocked, unless it is in the car safe).
This procedure is for cash only. There is no limit to the amount that may be carried as a cheque for a supplier. Cheques for the program can only be cashed by the Program Manager and Logistician and the cash limits apply.
[bookmark: _Toc389727088]Insurance
All employees must be covered by workers compensation insurance.
All office equipment must be covered with contents insurance.
All cars and motorbikes must be covered by third party insurance. New cars will be covered by comprehensive insurance for the first two years. New motorbikes will be covered by comprehensive insurance for the first year.
Bicycles will not be insured.
The certificates and policy documents for all insurance coverage must be kept at the office.
The Office Manager is responsible for ensuring that insurance is up to date. 

[bookmark: _Toc389727089]Cars, motorbikes and bicycles
All facilitators will receive one bicycle:
This bicycle will be replaced every 3 years according to condition, and the facilitators can keep the old bicycles after they are inspected at the office. 
If a facilitator leaves before 3 years is complete they must give their current bicycle back to the program.
Facilitators may use their bicycles for work and personal use. 
If the facilitator lends the bicycle to another person they are still responsible if it is lost, damaged or stolen, and may be required to pay some or all of the costs depending on the situation.
Bicycles must not be used at night for work purposes. They should be back at home by 5pm.
Motorbikes will be available at the office for staff use:
The Health Coordinator, Facilitator Supervisor, M&E Assistant, Office Manager, Stores Clerk, Logistician and Program Manager may use the motorbikes if they have a valid motorbike license.
A valid motorbike license must be carried at all times when driving the motorbike.
The driver is responsible for checking the expiry date of the insurance, certificate of fitness and license plates before leaving. The motorbike cannot be driven if these have expired or are not present.
A helmet, jacket with reflective strips, safety boots and gloves must be worn at all times when driving the motorbike.
All national speed limits must be followed. In addition to this, the maximum speed limit is 80km/hr for only one passenger and 60km/hr when carrying and passenger.
Only one passenger may be carried on the back of the motorbike and they must wear a helmet at all times. Motorbike drivers must carry a spare helmet with them for the passenger when necessary.
Health Facilities that want Inter Aide to assist in moving their staff on the motorbikes without prior warning must provide a helmet for the passenger to use, at the Health Facility’s own cost.
A maximum of 50kg load can be carried on a motorbike with no passengers.
The motorbike driver cannot use a mobile phone while driving.
The motorbike driver must clean the motorbike when necessary.
Only employees and partners can be carried as passengers, except with approval from the Program Manager or team leader.
Motorbikes cannot be used for personal use or kept at home, except in special circumstances when approved by the Program Manager.
Motorbikes are given priority for field work over the car as their fuel consumption is lower, they are faster, and they cause less disruption in the communities.
Motorbikes must not be used at night. They should be back at the office by 5pm.
A car will be available at the office for staff use:
The Logistician, Health Coordinator and Program Manager may drive the car if they have a valid license.
A valid car license must be carried at all times when driving the car.
The driver is responsible for checking the expiry date of the insurance, certificate of fitness and license plates before leaving. The car cannot be driven if these have expired or are not present.
Seat belts must be worn at all times when available and functioning. The driver is responsible for checking that all passengers with seatbelts are wearing them before the car starts.
The car may carry a maximum of 9 passengers.
The driver of the car cannot use a mobile phone while driving unless they have a hand free device, or pull over and stop.
All national speed limits must be followed. In addition to this, the maximum speed limit is 80km/hr on a tarmac road and 60km/hr off road. The lower off-road speed is to reduce the risk to animals and children in the field.
The car cannot be used for personal use or kept at home (including by the Program Manager), except in special circumstances when approved by the Program Manager.  
The car must not be used at night, except in special circumstances when approved by the Program Manager. It should be back at the office by 6.30pm.
The car driver must clean the car when necessary.
Inter Aide will pay for driving license renewals for employees who must drive a car or motorbike as part of their job.
If the driving conditions are too dangerous to continue the employee should stop and inform their supervisor immediately, who should advise them on how to proceed and inform the Program Manager.
Drivers of the car and motorbikes must complete the Vehicle Log Book for every trip. This includes the date, name, purpose of trip, starting mileage, finishing mileage, fuel used and source (filling station / stores) and signature. Every week the Vehicle Log Book must be collected by the Logistician and submitted to the Program Manager for review.
The maintenance for vehicles will follow the Vehicle Maintenance support procedures.
The Logistician is responsible to prepare and update a table will be used to calculate the cost of different transportation methods for regular routes. The cheapest practical method will always be used, taking into consideration safety, security and efficiency:
Inter Aide vehicles may be used to assist members of the public during a serious emergency (e.g. to transport crash victims to a hospital, or transfer an emergency patient form the health centre to community hospital). In this case the Program Manager must be informed immediately, or the team leader if the Program Manager is not available. The patient or their guardian must sign an Emergency Transport Consent Form. Copies of these forms should be kept in the car and motorbikes at all time. A guardian should always accompany the patient.
[bookmark: _Toc389727090]Fines
The project will not pay any fines. Fines will be paid by the person responsible.
Fines related to speeding or illegal driving must be paid by the driver.
Fines related to maintenance or number plates must be paid by the Logistician.
Fines related to insurance must be paid by the Program Manager.
Fines related to safety equipment (helmets, wind breaker) must be paid by the driver if the equipment has been provided and they chose not to use it or it was damaged, or by the Program Manager if the equipment was not provided or fixed when damaged.
Fines related to electricity bills must be paid by the Logistician.
When a fine is paid a valid receipt must be collected.
[bookmark: _Toc389727091]Accidents
If the driver of an Inter Aide vehicle has an accident with a pedestrian, bicycle or other vehicle they must stop immediately, take the name, phone number, license number and license plate number of the other individual involved, and contact the nearest police station. They should also contact their team leader and Program Manager immediately.
If a driver hits an animal while driving it is their responsibility to pay compensation to the owner of the animal if necessary.
[bookmark: _Toc389727092]Taxes
All employees must have tax deducted from their salary based on the salary sheet provided by headquarters and LSO.
Headquarters and LSO are responsible for updating the salary sheet based on government tax laws. This is not the responsibility of the Program Manager.
The Program Manager is responsible for ensuring that tax is paid each month based on the salary sheet. The Logistician is responsible for paying the tax and collecting the stamped tax declaration.
Original copies of all tax declarations and receipts will be kept at the office. Only copies of receipts will be sent to headquarters.
Tax is paid on bonuses.
[bookmark: _Toc389727093]Risk assessment
A Risk Assessment will be performed using the Risk Register Template, and will be updated when the situation changes.
During the Risk Assessment all internal and external risks will be identified and their probability and severity rated. Controls will be put in place to mitigate risks as much as possible.
The completed Risk Register will be submitted to headquarters for review and approval.
[bookmark: _Toc389727094]Health and safety
The health and safety of employees always takes priority over program activities.
Any employee who identifies a health and safety risk in the workplace must report it immediately to their team leader, who must report it to the Program Manager. If the Program Manager considers the risk to be valid then the individual responsible for the risk will be required to create a plan for minimizing it. The Program Manager will be ultimately responsible for ensuring all risks are minimized.
Any accident or injury that occurs at the workplace must be reported immediately to the team leader who will contact the medical facility and/or police as necessary, and will also immediately inform the Program Manager. The Program Manager will complete an incident report identifying why the accident occurred, whether it could have been prevented, and how it will be prevented from happening again in the future. This report will be shared with headquarters.
The office will always have:
A 9kg fire extinguisher
A bucket of sand for soaking up fuel spills
A first aid kit in the office and car
A list of emergency contact numbers on the notice board and in the diary or phone of each employee
Health and safety training will be provided on the following topics, and refresher training will be provided as necessary:
Use of the fire extinguisher – all employees except the facilitators
Basic first aid - all employees
Safe handling of fuel – all employees except the facilitators
See the Vehicles procedure for additional items related to health and safety with the car, motorcycles and bicycles.
[bookmark: _Toc389727095]Meetings
Management team meetings will be conducted at least once a week or when necessary. In addition, the team leaders will display a list of key tasks for their teams on the white board at the office, including the individual responsible for each task. These lists will be updated regularly.
General meetings will be conducted with all employees when necessary.
Technical meetings will be conducted every month with the technical team and Health Centre staff.
Support meetings will be conducted when necessary with the support team.
[bookmark: _Toc389727096]Recruitment
The Inter Aide Child Health Program is committed to open and transparent recruitment processes. Candidates cannot be discriminated against on the basis of race, religion, gender, or culture, except in cases when it may directly impact their ability to work effectively and safely in the target area.
All available positions will be advertised internally first to provide time for internal candidates to apply. If there are no qualified internal candidates then the position will be advertised in national newspapers or using public signs, depending on the position.
Applications will be reviewed and shortlisted by the relevant team leader using standard criteria that have been approved by the Program Manager.
All shortlisted candidates will be invited to complete a set of tests relevant to the position (e.g. writing test, arithmetic test, problem solving test, etc). These tests will be developed by the team leader and/or supervisor.
At least the top 3 shortlisted applicants will be interviewed by a panel consisting of at least three people. Standard criteria will be used for assessing the performance of candidates in the interview, and this will determine which candidate is selected. The Program Manager will make the final recruitment decision.
[bookmark: _Toc389727097]Career development and training
All employees will have a Career Development Plan to be completed with their team leader and the Program Manager. The plan will identify the employee’s career goals, the skills they need to achieve the goals, and how those skills will be developed if they are relevant for their role with Inter Aide.
Employees who have completed at least 2 years of good service may be eligible for study assistance, depending on the available budget, approval from headquarters and approval from the Program Manager. Study assistance may include providing additional study leave days or assisting with the costs of short term courses that are directly related to the job position of the employee. This will be dealt with on a case by case basis by the Program Manager. If the employee resigns within 2 years of completing the training they must repay the full cost of the training to the program.
[bookmark: _Toc389727098]Staff retreat, team building activities and parties
A staff retreat will be organized once per year at the end of the year, depending on the available budget and approval from headquarters. The staff retreat will be paid for by the program. It will be offsite, but may or may not include overnight accommodation. During the staff retreat all employees will work together on the annual review and the following year’s annual work plan. Some time will also be allocated for team building activities.
Employee ares free to organize their own group trips / holidays using personal contributions. The project will not make any contribution to these trips, and the project vehicle / fuel cannot be used.
All parties are to be organized personally among employees using their own contributions. In certain cases, such as for a leaving party of a long serving employee, the program may contribute a small amount for specific items (e.g. soft drink, food), up to a maximum of 15% of the total party costs, with approval from the Program Manager and valid receipts.
[bookmark: _Toc389727099]Ethical standards
There is a zero tolerance policy on bribery and corruption. No employees are allowed to pay bribes.
If an employee pays a bribe they may be dismissed immediately as per the Terms & Conditions of Service.
If necessary the Program Manager may approve for activities to be delayed or changed to avoid the paying of bribes. 
If an employee receives a request for a bribe from another individual they must inform their team leader immediately who must inform the Program Manager.
The anti-corruption unit phone number will be included in the list of emergency contact numbers to be displayed at the office and to be kept by all employees.
[bookmark: _Toc389727100]Medical information, informed consent and confidentiality
All personal medical information collected on beneficiaries will be kept strictly confidential. Employees are not allowed to share this information with any other people except their direct supervisor. Once no longer used all records will be collected from Facilitators and stored in a secure location in the office.
Informed consent will be sought from all beneficiaries when they are participating in activities that involve collecting their medical information (e.g. pregnancy follow up visits, surveys, etc).
Consent forms will explain what the purpose of the activity is, what information will be collected, how the information will be stored and shared, and the fact that it will be kept confidential.
Consent forms will be prepared in Chichewa to ensure that program participants clearly understand their meaning. If a participant is not literate the consent form will be read to them by an employee. The participant may sign or thumb print the consent form to indicate their approval.
The Child Health program will not directly provide medical tests (except growth monitoring) or medical treatment. All such cases will be referred to government medical facilities.
All photographs of program participants require verbal consent, unless the photograph is of a large group of participants in a public place where the individuals would not reasonably expect privacy (e.g. at a market, public gathering etc). Photographs of program participants cannot be used in the mass media (newspaper, TV, online) without their written consent. For children this must be the written consent of their parents or guardians.
Faciliators may print photos of community members (e.g. VHC members) on request. The individual request the print must pay for it.
[bookmark: _Toc389727101]Child protection
The Inter Aide Child Health Program is committed to protecting the rights of children. In Malawi child abuse is a crime. According to the Law on Child Care, Protection and Justice Act 22 of 2010 a child is defined as any person under the age of 16 years.
If any employee observes or suspects that any form of child abuse (physical, sexual or psychological) is being committed by a member of the community or another employee this must be reported immediately to the Program Manager. This includes domestic violence cases. If a child is in immediate danger the employee must notify the police and Village Chief. The employee should not intervene in the situation or talk to the offender as they may put themselves at risk. 
The Program Manager will decide how to refer the case, which may include notifying the police, government child protection workers, and/or another child protection NGO working in the area. Inter Aide does not provide direct child protection services, and so all cases will be referred to the most appropriate organization for follow up.
If the Program Manager is suspected of perpetrating child abuse this must be reported immediately to the Country Director and LSO.
An employee who is suspected of child abuse will be suspended without pay until a full investigation is conducted by the police. If they are convicted of a crime they will be immediately dismissed.
If an employee observes or suspects child abuse and fails to report it they may receive a warning or immediate dismissal depending on the severity of the situation.
All new employees may have their references checked for any possible indication that they are not suitable for working with children. This may include requesting a police report.
When conducting activities no employee is allowed to be alone in the company of a child without the parent or guardian present.
All visitors to the program, including donors and contractors, must register in the Visitors Book and be accompanied by a staff member when in the target area. 
[bookmark: _Toc389727102]Discrimination
No employee may discriminate against another employee, partner, or community member on the basis of race, religion, gender, culture, or HIV status. Discrimination includes using offensive language, denying the individual equal benefits, or any other form of harassment, intimidation or infringing on an individual’s rights. 
All cases of discrimination must be reported immediately to the Program Manager.
[bookmark: _Toc389727103]Sexual harassment
There is a zero tolerance policy on sexual harassment. Sexual harassment includes, but is not limited to, rape, touching, kissing or hugging an individual without their consent, using offensive language, or using a position of power to force a subordinate to have sexual relations.
If an employee is the victim of sexual harassment or witnesses sexual harassment by another employee against staff, partners or community members this must be reported immediately to the Program Manager.
If an employee is suspected of committing sexual harassment that violates the laws of Malawi they will be suspended without pay until a full investigation is conducted by the police. If they are convicted of a crime they will be immediately dismissed.
[bookmark: _Toc389727104]Drug and alcohol use
As per the Terms & Conditions of Service, no employee is allowed to be under the influence of alcohol or other intoxicating drugs during work hours.
If an employee comes to work under the influence of alcohol or other intoxicating drugs this must be reported immediately to the Program Manager.
There is a “no smoking” policy in the office. Employees are not allowed to smoke tobacco inside the office building, or within 10 meters of the fuel store due to safety reasons. A no smoking sign will be displayed on the fuel store.
[bookmark: _Toc389727105]Behavior
All employees must behave in a courteous and respectful manner at all times, both inside and outside work hours.
If a community makes a justified complaint against an employee based on their behavior in the target area, inside or outside work hours, and this complaint is verified and results in the employee having to be moved, the Program Manager can issue a warning letter. After three warning letters the employee can be immediately dismissed as per the Terms & Conditions of Service.
[bookmark: _Toc389727106]Media and public relations
Employees are not allowed to contact the media, as per the Terms & Conditions of Service. The only exception to this is when advertising in the newspaper for recruitment purposes.
If an employee is approached by the media they must state that they are not responsible for media relations and immediately refer the individual to the Program Manager. The Program Manager will refer them to headquarters.
Employees will not be held responsible for media reports done completely independently without input from any staff or notification to Inter Aide.
The office will purchase a newspaper each day to allow staff to be up-to-date with news and local funding opportunities.
[bookmark: _Toc389727107]Record Storage
All records will be stores in plastic pouches or binders to prevent them being damaged. 
All records will be locked in the Program Manager, Health Coordinator, Logistician or Office Manager’s office based on the individual responsible for them.
[bookmark: _Toc389727108]Complaints, grievances and conflict resolution
If two employees have a disagreement they must inform their supervisor, who will discuss it with the team leader and attempt to resolve the situation. If they are not able to solve it the team leader will attempt to resolve it. If it sill cannot be resolved then it will be referred to the Management Team.
If an employee has a complaint against the Program Manager they should discuss this issue with the Management Team. If the Management Team is unable to resolve the issue then they should inform the Country Director: Michael Spada, michael.spada@interaide.org or LSO.
[bookmark: _Toc389727109]Audits
Every month the Program Manager, Logistician or Office Manager will conduct a procedure audit using the Weekly Audit Form. Fuel Records, Vehicle Log Books, Stores, the Daily Security Form and the Visitors Book will be audited every time. One additional procedure will also be selected. The responsible individuals will not be notified in advance. The frequency of audits may be changed if necessary, depending on the results.
Each month the Office Manager will audit at least five receipts using the Audit Report – Receipt form and any deliveries in the field using the Audit Report – Delivery form. The Logistician will also audit at least two receipts from the Office Manager cash box.
If necessary the Program Manager may conduct a full audit using the Full Audit Form.
LSO and headquarters may also conduct audits as necessary.
The results of the audits will be presented to the Management Team, and will be shared with all employees if necessary.
Staff conducting audits should adhere to the following principles, which will be used to assess their performance:
· Always maintain ethical standards and independence when conducting auditing.
· Keep the results of all audits confidential. Do not share results with the supplier, the individual being audited, or other people on the project except to during a management team meeting or with the Program Manager.
· Be respectful to the individual being audited and the supplier, including in speech, body language and presentation.
· Follow the auditing procedures in a detailed and thorough way. Make sure you collect all the relevant information and evidence. If necessary take a camera with you. 
· If a supplier cannot be found then ask for directions from the individual who purchased the item without providing details on what is being audited.
· Produce a written audit report for the management team with evidence to support the final result. Do not present audit results verbally without evidence.
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