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HR POLICY (Amended2024 -21125)

Association for Rural Planning and Action (ARPAN)

SI'RVI'F" RIII,I.S

,{RPAN is a voluntary grass-root organization regjstered uflder the society registration
Act 1860.

The organization works through the projccts lunded by respective funding agencies lbr a
defined period of time.

the procedures lor appointing statl-1br projccts

Applicants & interviewing:

The administration section \ill receive applications & CVs. eualified candidates \\ill bc
rrrerr ieucd h) eirh(r tnc board member., nr rhe cnre lelm ofthe organi,/dtion.

Appointments $'ill be made on the basitofthe project requirement and contracts will
have to bc signed by the appointed stal'f. Contract will be signed lor one year al1d
extended as per the pcrtbrnance ofthe stalfand prciecl output. Reier to thc stalfcontract
documcnt-

Salary / Consultanq/:

L

Sala es / Consultancy will be paid as per the qualillcation and capacities ofthe stal'fand
as budgetcd in the projcct. In case ofnon fulfillment ofall the necessary qualilication rhc
staff/ consultant will have to undcrrake the rcsponsibility to completc thc assigned work
keeping the quality and time period in view. Incremcnts $,ill be as per the norms ofthc
projcct.

Salar) / consultancy will be paid as and rvherr budget is rcccived tiom the l'unding
agencv. in case ofdelay the organization will not be in a position to give salary /
consultancv. Work done during the period will be paid as and rvhen the budget is
receivcd. In case ofno work done or absent liom work salary / corlsultancy will be
deducted. Otherwisc salary will be paid during the first \\,cck ofe\,er! month.

Final payment:

ln case ofleavingthe organization or at the end olthe financial year March final
payment wjil be made in accordance with the leave policy, dues and advanoe taken.

Final payrnent *'ill be made after the stallhas submitted the resignation or lcaving
applicatiorl to the organizatioll.



Issuing of experience certificate:

An application to the Director has to be given for issuing ofexperiencc ce{ifioatc, which
rvill bc given rvith a *,eek ofthe submission ofsuch a letter.

When a vacancy occurs in a projcct. the Director mav choose to appoint a stalfofthe
organization to "act" in a capacity necessilatcd by the vacancl' rvhile a search is
conducted or ne\l' appointment is made (1 m"nttt) The -ccri,rg" oppoinrmenr ma\ last
until then and consultancy rvill be paid accordingly.

Telephone allowance: Staff/ consultant will be paid mobile rccharge allowance as pcr
proiect budget norms. A minimum of Rs.150 to Rs. 200 /- will be paid if and rvhcn
budget permits. J'he stafi/ consultant \\,ill submit the bill / voucher ofthe same.

DA: Project stallwill be providcd DA as per the project budget It will not be more than
@Rs.50/- per day, rvhen stalf is in the lield from I Oam to 2 pm.

Trdvel:'Ihc traveling employees shall be sensitive to the mission and valuc system of
ARPAN. Travel shall be within thc iirnirs ot tl)c sanciioned projeci budget. The
cnrployees shall be modcst especiall), taking into consideration the local conventiotrs of
the area ofvisit.

A travel plan need to be submitted at the officc outstation tour, should be rcquested at
least 3 \\'orking da\s in advance and can bc taken liom the oftlce on the day belbre
commencement of travcl.

Acting position:

Travel for field u,o|k will requirlr filling oftravel form along u,ith travel repoft.

ln casc ofpersonal vehicle / organization vehicle. the log book need to be illled in on
daily basis. Travel reimbursement u,ill be made as per the norms. Kindly refer to vehicle
Poiicy.

Staff attendance & Movement register:

. ,{ttendance rcgiste( has to be iilled in on a daily basis.

. Stallgoing to the field has to enter the movcmcnt register - date, timings, place
and puryose ofvisit, on daily basis.

!
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Monthly staff meetings:



L

. Staffmeeting will be held on the second Saturday ofevery month. Each staffhas
to report on the paogress ofthe previous month and submit plan ofthe next month. lt is compulsory 10 attend the staffmeeting, absentee without reason \{ill be
considered as indiscipline. Progress, constraints and challenges will be discussed

Group Insurance: The organization rr,ill provide group accidental policy ro all its stalf /
consultant as pcr the project budget norms.

Pixed Asset insurance: Allthe fixed and moveable assets ofthe organization u,ill be
covered under firc and thi3ft irrsuranoe policy.

Cash insurance policy: 'lhe o.ganization will keep cash in the olfice ofa lotal amount of
Its. i0.000/-

LEA\,'E POLICY

Provisions:

1. Casual Leave 7 days per year

2. Medicalleave 12 days per year (on production of Medical certificate

from MBBS doctor)

3. Eamed leave 24 day in a year (work done on Sundays or holidays)

4. FesrivalHoliday 12 days per year (which will be approved by the

Secretarjr)

5. Matemity Leave will be allowed to female employees for a period of3 months for

which no salary / consultancy will be paid, as the organization will employ some

one for that period.

6. Patemity Leave will be allowed to maie employees for a period of 6 days, as the

organization will employ some one for that period.

Notes

1.

L

Year means Financial Year (1st Aptil 10 3lst March) for the calculation of all

kinds ofleave.

2. All Leave application will be approved at least two days belore, by the

coordinator and sanctioned by the Sectary.

3. LWP (Leave without pay) If any stalfmember proceeds on leave and does not

report for duty on the stipulated date and extends leave without prior

information, then the extra leave will be treated as leave without pay (LWp). It
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will also be deemed as a break in service. Leave without proper information
and approval from the authority concemed may be teated as a Leave w;thout
pay.

4. During probation (6 months, period) there will be no leave.

Work Schedule:

. Working days six davs in a week, rvith Sundays offdays.

. Working hours at thc olfice: I0a.m. 5pm

. Field work: timings to be reportcd ir11he movement registe(

VECIIICLE / TRAVEL POLICY

(_

Field Travel cost and travel cost for organization relatcd \!ork is reimbursed to stall
undcl the lollouine rerm\ cnd (ondit:ons -:

Organization vehicles (details annexed) are provided to support the stall in their travet
and are to be used only b_v authorized emplolecs. The) are not to bc considcred a paft of
an employee's compensation and must not be Llsed as an inducement for emplovment. In
all cases, thesc vehiclcs are to bc operated in strict compliance with motor vehicle lau,s o1.
thejurisdiction in which they are driven and with thc utmost regard for their care and cost
elficient Lrse.

. Organization vehicles may not be used for any other purpose than organization
reiated activities.

. Organization vehicles may not be driven to personal use.

. Organization vehicle should be parked at the organization premises, not at
home.

Driver Licensing

Organjzation drivers and anyone rvho is authorized to drive the organization vehicles
must have a valid driver's license, issued in the state ofresidence for the class oftllc
vehicle being operated and must be able to drive a vehicle. Obtaining a driver,s liccnse is
a personal expense.

Travel:
. Advance travel cost is provided to all the staff as per the advance requisition

forrn. Monthly travel expenditure is reimbursed to staff as per travel claimed by
the staff and as per his / her movement for organizational work filled and
approved by the Prolect Coordjnator and sanctioned by the Secretary.
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Average for motorbike / scooty /two wheeler: Rs. 5/ per KM for Personal vehicle

and no service / maintenance charges)

Average for motorbike / scooty /two wheeler: Rs. 5/ per KM for organization

vehicle and maintenance chares will be paid

Average for Car: Rs. 15 / km for organization vehicle and maintenance chares

will be paid

Average for car: Rs.20/- km for personal vehicle and no service / maintenance

charges)

shared Jeep / shared taxi / bus as per actualticket claimed.

L
Follo\Ying rules to be lollolYed:

IIthe employee is using a vehicle which is provided by organization -:

> Log book should be maintained-

> Amount will be sanctioned for fuel as per record of log book

(

)


