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Human Resource Working Group Members

We appreciated Human Resource Working Group members for their great contributions to
ensure the high quality of Learning Forum on Human Resource Management. They have
shared the experience and expertise since 2011.

Mr. Chan Kanika
% Human Resource Manager
& Oxfam
& Member of Human Resource Working Group since 2011
& Email Address: kanika.chan@oxfam.org
< Mobile Phone: 095 998 821/ 078 48 48 00
& Skype Address: chan_kanika

Dr. Pen Sharak Pheap

Deputy Director

Our City

Member of Human Resource Working Group since 2011
Email Address: pspheap@yahoo.com

Mobile Phone: 012 863 480

Skype Address: pspheap

99 9 9 9 9

Mr. Chea Saroeun
Human Resource Coordinator
iDE Cambodia
Member of Human Resource Working Group since 2011
Email Address: csaroeun@ideglobal.org
Mobile Phone: 012 965 112
Skype Address: chea.saroeun
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Mr. Pheap Mono

Human Resource and Administration Director
Populations Services International Cambodia (PSI/C)
Member of Human Resource Working Group since 2011
Email Address: pmono@psi.org.kh

Mobile Phone: 012 990 005

Skype Address: pheap.mono

Ms. Seng Sothla

Senior Human Resource Manager

CARE International in Cambodia

Member of Human Resource Working Group since 2013
Email Address: sothla.seng@careint.org

Mobile Phone: 089 374 982 & 016 947 977

Skype Address: care_kh_sothlas
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Ms. Ang Dakmai

Human Resource Advisor

Save the Children

Member of Human Resource Working Group since 2013
Email Address: dakmai.ang@savethechildren.org
Mobile Phone: 012 347 987

Skype Address: angdakmai
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Ms. Heng Rotana

People & Culture Technical Manager

World Vision International

Member of Human Resource Working Group since 2013
Email Address: rotana_heng@wvi.org

Mobile Phone: 012 836 815/ 016 836 815

Skype Address: rotana.heng
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Ms. Soeung Satya

Human Resource Specialist

Cooperation Committee for Cambodia(CCC)

Member of Human Resource Working Group since 2013
Email Address: satya.soeung@ccc-cambodia.org

Mobile Phone: 017 214 446

Skype Address: N/A
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Mr. UN Cheyrith

Senior Officer — Human Resources

People in Need — Cambodia

Member of Human Resource Working Group since 2016

Email Address: cheyrith007 @gmail.com /cheyrith.un@peopleinneed.cz
Mobile Phone: 092 431 634

Skype Address: cheyrith007

Mr. Seng Savuth

Deputy General Manager

V Charted Accountants

Member of Human Resource Working Group in 2018
Email Address: vca@vcaaccountant.com

Mobile Phone: 011 210 988

Skype Address: ssengsavuth

Mr. Ponn Soniteh

National Operation Support Coordinator

Indigenous Community Support Organization (ICSO)
Member of Human Resource Working Group in 2018
Email Address: soniteh@icso.org.kh and soniteh@yahoo.com
Mobile Phone: 017 324 242

Skype Address: p.soniteh
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l. Introduction

As the longest established membership organization in Cambodia, the Cooperation Committee for
Cambodia (CCC) has played a unique role since 1990 in strengthening the cooperation,
professionalism, accountability, governance, and development effectiveness of the Civil Society
Organizations (CSOs) that are working across diverse sectors in Cambodia.

Phase 3 of CCC’s Governance Hub Program (GHP) for the five year period 2017-2021, the goal of CCC is
for a “strong and capable civil society, cooperating and responsive to Cambodia’s development
challenges”. The GHP’s goals are 1) enhanced effectiveness and impact of civil society organizations
(CSOs), and 2) improved enabling environment for CSOs. Responding to its goals CCC offers a range of
capacity development and learning opportunities for NGO staff to influence their thinking and
practices and to deliver high quality services appropriately respond to the true needs of those
CSO.

One of seven program strategies is the Learning and Capacity Development for CCC members and
other interested CSOs. Among this program the learning forum on Human Resource Management
(HRM), Monitoring and Evaluation (M & E), Information Communication Technology (ICT) and Finance
Management forum is very importance to build the capacity of its members for better performance
of their service delivery.

To ensure the quality of the learning forum CCC has formed the Working Groups to provide inputs
and advice for NGO learning community in Cambodia. The Working Group will play role as an oversight
committee to provide strategic and technical support to NGO community to promote and improve their
Monitoring and Evaluation, Information Communication Technology, Financial Management System
and Human Resource Management within their organizations for effectiveness and efficiency
development in NGO sector of Cambodia.

Il. Objectives of the learning forum on Human Resource Management

e To promote CSO’s good governance through transparent and accountable human resource
management.

e To acknowledge the efforts of all human resource experts and practitioners in sharing and
learning among each others on Human Resource Management Concepts and Practices from any
sectors and individual in Cambodia.

e To document good practices, tools, and system related to Human Resource Management into
a useful manual which can be used as a resource for NGO that wishes to improve their human
resource professionalism and good practice.

e To ensure human resource experts performance compliance minimum standards of the laws

lll. Compiling Documentations

The two learning forums of Human Resource Management in 2017 were compiled to be a booklet for
participants, it was shared and opened for all in CCC website.
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Welcome to

The 35th HRM Learning Forum
On

“Employment Relation”

26" October 2017, 8:00-5:00pm,
Diakonia Center




| Objectives |
W

1. To strengthen and promote the HR
practitioners deeply understanding on:

“Employment Relation” which related to:
# Policy Formulation and Compliance
» Disciplinary Procedure
» Grievance Procedure
» Employment Separation
2. Create environment for learning, sharing,
And build networking

’—\/\/

Key Agendas

1. Open Remark
2. Review Session
3. Group Activities and Video clip
4, Sharing knowledge and Experiences on
"Employment Relation”:
¥ Policy Formulation and Compliance
¥ Disciplinary Procedure
¥ Grievance Procedure
» Employment Separation
5. Selection Topic & Evaluation learning Forum
6. Closing Remark




Facilitators and Speakers

Mr. Soeung Saroeun, ED, CCC
Ms. Soeung Satya, HRS, CCC
Ms. Keo Mara, LS, CCC

Mr. Khorn Bunthong, HOO, CCC

* Mr. Chan Kanika, HR and Operation Manager,
OXFAM

¢ Ms. Heng Rotana, HR Technical Manager, WVC
* Mr. Pheap Mono, HR & Administration Director, PSI

) 4

Review Session

The last learning forum on 31/05/2017
“Legal Compliance
on Employment Terms and
Condition”

Ms. Soeung Satya, HR Specialist, CCC
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The 35" Human Resource Management Learning Foru

on

EMPLOYEE RELATION

Chan Kanika
Oxfam in Cambodia

26 October 2017, at Digkonia Center

What is Employee Relation<

What is Employee Relation?

It is a relationship between employer and employees established
thru the course of employment in order to deliver successful
program objectives and achieve organizational goal.

Employee relation program is undertaken base on the emotional,
psychosocial, ethical and legal grounds.

Happy employees are productive employees. Successful
organizations know how to manage relationships to build lasting
employee satisfaction.

Implementing an effective employee relations program will
promote the internal strength which lead to successes and
sustainable growth of the organization.

Poor employee relation program will lead to the program failure,
staff dissatisfaction, endless problems at workplace.




What should we do to ensure an
effective and successful employee
relation program?

What are the components of Employee Relation?

Induction and Orientation: organizational philosophy, ways of working,
performance target, program/projects, partners, counterparts, etc.

Performance Appraisal: achievingresult, upgrading, L&D planning, and
rewarding.

Pay and benefits, work-life balance, and safe working conditions.

Ermplovee satistaction: We know it thru staff forum, survey, feedback, exit
interview, etc.

Strategic employee relation policy.

Corporate culture at workplace: culture of excellence
Support to staff: caring. coaching, counselling.
Conflict resolution:

Develop a complaint mechanism
Conflict Resolution fhru Mediation and Counseling
Grievance procedure & disciplinory procedures

Cost containment: recruitment, work processes, health & safety, reward &
compensation.

SHOPTALK

(Stay where you are and talk to people around you)

what are the main issues related to employee
relation arise at Your workplace?

Talk to each other for10 minutes
Write on post-it and stick on flipchart.




CHALLENGES IN EMPLOYEE RELATION

» Staff expectations from management.

» Staff perception toward management

» Staff competencies & fitness to organizational values.

» Abuses: Nepotfism, fraud and corruption and non-compliance

» Mngt behaviors: Unfair treatment, favoritism, inconsistency,
indiscretion, etc.

» Malpractice: bullying, harassment, infimidation, discrimination
» Competitive labor market makes high turnover

» Puling forces: Agitafion & incitement from rebellious staff.

» Wrong OD at right place.

Concept of Employee Relation

Video clip
» What have you learned from this video?
» What are the components of employee relation?

HR Leadership

Group Discussion 2
Please divide into 12 groups.

v

v

Discuss the topic assigned to each group.
20 minutes discussion.

v

v

Write down the answers on Flipchart,

v

15 minute presentation.




What is an internal policy?

= Itis a tool to manage staff, equipment and technology at
workplace aim at promotfing the effectiveness and
efficiency in order to achieve greater results and
successes of an organization.

» It is part of internal confrol system which ensure good
governance of an organization.

» Internal policy is written base on 4 factors humanity,
ethicality, legality and program needs.

» Internal policy is written only when there is a permanent
need of that policy with effective force across the
organization.

HOW TO WRITE AN INTERNAL POLICY
» Academic language.
» Limit jargons, minimum of verbiage.

» Acronyms to spell out at first time.

» Fact, accuracy and concision.

» Relevance, alignment, & consistence.
» Long term use & response to the need
» Operational across organization

Skeletons of the policy

PROACT NETWORK
» Author: CLIMATE CHANGE ADAPTATION
. AND DISASTER RISK REDUCTION
» Effective date: Pougo?psn

» Review date:
» Scope of implementation: 2 e
» Background

» Objective

o Matsry of dhusiten s thels riivg globul ot

INTRODUCTION

» Abbreviation/definitions
» Policy statement
» Rule/Procedure




Risk in Policy Formulation

» Too broad, unclear, too long/short

Out of context and not meeting the need.

Inconsistent , irelevant, not objective serving and draconian
Fewer policies, it lack of proper conirol

Too many policies, no one to follow.

Policy is not written on stone that cannot be erased.
Managers to implement the policies effectively and usefully.

Policy given rise to problem is not a policy. It is a frouble-
maker.

Write Corporate Policy
Video clip

» What have you learned from this video?

» Choose a policy which serve several objectives at the
same time?

Question

»What employee relation policies shoula
you have in your organizatione Why?




Case Study on Policy Formulation on

“Re-Hire Former Employee”
(5 minutes)

Mr. Pheap Mono, Human Resource and Administration
Director of PSI

Complaint

>

Staff satisfaction lead to staff motivation,

high impact

performance, high productivity, high quality of work and

greaterresult.

Customer satisfaction lead to customer loyalty, high desire to
buy, increase of sale, increase of revenue, increase of profits.

Ensure staff are satisfied so that they will satisfy the customer.
How do we know about staff and customer satisfaction®

» Feedbaock mechanism
» Complaint mechanism
»  Customer/staff survey

Complaint Mechanism

= Opinion Box
» Open letter to Management/ED
» 360° Feadback on performance

= Grievance procedurs

Complaint agalnst line manager
Compldintson T&C

Complaint en malpractice, bullying
Complaint on sexual harassment & abuse
Complainton change process

Dealing with Poor Performance
Dealing with Probationary Performance
Dealing with Miscenduct

Dealing with Crificaland Terminallliness
Dealing with Permanent Incapacity
Dealing with Frawd and Theft

/Y




Dealing with Problems at Workplace

Consistency, confidentiality, neutrality, fair judgment
Compliance with internal regulation, policies and laws
Involving lawyers and/or specialist opinion if needed.
Context analysis and long-term perspective

Build up the case & documentation.

GROUP DISCUSSSION

» Please choose the topic of discussion as per the
number of the group you are in, from the slide
“Complaint Mechanism”.

» Spend 15 minutes to discuss in your group
» Write your proposed mechanism a flipchart

» 5 minute presentation to the plenary group.

Case Study on “ Complaint Mediation”
(5 minutes)

Ms. Heng Ratana, People & Culture Technical Manager of WVI




mplaint against line manager
The complaint should be raised to HR/OM

Mediation is considered for the 19 step.

Formal meeting should conducted if informal
mediation does not work.

Call fer an investigation to establish evident

Hearing panel is established.

Result of the hearing can be mediation,
warning, or dismissal.

procedure. :

Complaints on T&C

Complaint Raised to Line Manager
Line Manager consults with HR (CD/ED)
LM tries to solve in an Informal Mediation

eac Otfice

& witness statement, | -
Consultation with relevant policies & :

If not solvable, involve HR

Involve Staff Rep (if it exists)

(e} x]
Consult with IR, contracts & policies.

(=] [==] (=] =
Keep CD/ED informed of the issue. T~
Consult with Head Office on HO policies - -. -

Consult with Lawyer on contract T&C _ _

Formal Meeting with Staff, Staff Rep & HR

The result can be mediation, change of
T&C, contract termination, bring to
AC /Mol




mplaint on Sexual Harassment
Abuse
» Report to Safeguarding Champlon/CD/ED
» Or Call hotline HO, cat tine T——

Safmpuarding Champicn

» Commission an immediate investigation by
independentinvestigator/HO .

» Evident collection and witnessesinterviewto
prove beyond reasonable doubt.

» Hearlng Panel estakblish by country office.,

» Consult with Code of conduct, policy and country
lerw.

~ :
r Subject of complaint may receive d warning or p w

dismissal If found guilty.

4 Gl | Laws | Fobey P
» 50C can appeal the case. If so the appeal
hearing willbe conducted to determine if the ~ - L~

decisionis upheld or reject the case. h

-

Dealing with Poor Performanc: )
» LM initiates informal discussion ar !
resolve the issue. | ——3 |
» No further improvement, start
formal discussion. — ﬁ-?':":r::- ‘
» Give 1¢ warning & develop a PIP B ‘\““.,_i._._. —
» Give L&D opportunity. == [..... J e

» Provide sufficient/effective supp:
» Review the PIP on a regular basis

» 2nd warning is givenif there is nc
improvement from the 1+ one.

» After 3@ warning in one year, sta
can be dismissed.




Dealing with Fraud and Theft

» Per suspicion/knowing the fraud/embezziement/
theft happening. immediately report to CD/ED &

Counter Fraud Unit

» CD/ED will commission an immediate investigation
which is led by finance team. Staff who handle
fraud/theft case must be well trained of investigation

technique.

» Interview all stakeholders: staff, authority, community,
suppliers, etc. and collect all substantial evident to
prove the case. The case should be handled carefully and confidentially.
Avoiding clash, obstruction to program/mission

» In severe case, it may need to report to police and consult with lawyer if
necessary. The period of investigation may mostly be beyond one week period
which is required by law for possible dismissal of the guilt.

» When handle such case, attentionis drawn at sensitivity, confidentiality, legal
wrangling, revenge, opening a Pandora's box, etc.

Dealing with Terminal lliness

» Managing prolonged iliness
» MMonitor sick leave permitted by certified doctor

» Compliance to sick leave policy

L

Sick leave parmitted by labor law

L

& month sick leave: 1 month: full pay
¥ 209 B 3 manths: s0%
k4T g0 anthe 0%
» Recovery support and rehabllitation process.
v Recovery asskfance
+ Light work
¥ Flexitzle working hour
v Part-fime job

L

Doctor's opinion on prolonged sick leave,

» Lawyer's opinion on contract termination due t
terminal illiness.

h

MNotice of contract termination (EoC procedure

Types of Terminal lliness

* Cancer, makn categories are of:
o] Lumg, brocheg, bronchis

k) Br, nese and throat

) Female breait

) Lymphatic

¢} Digestive broct

fi Gentouriary

1) Leuibaemio

h) Hoemaopoitic

*  Progresiive ron-maligrant dheases, which an have a polliative period. Thes indude:
) Diseaies of the cirulatony webem &g cordicwaicular, cerebro-wriculor diseaies

b} Disacies of the respirateny e

¢) Dhecies of the nervous witem and warse organs 0.6 metor newone dieose, mukiple wherod,
damintia

d) MDSHIV,
* Chikdre's termingl il and hereditary dssais, rehiding

o) HeredHory dagenerntivg diordar e.. musular detrophy
&) Cynte Rbrosh.

Final Question

Please tell one thing that yvou have
learned from this FORUM.




Case Studies

GROUPD DISCUSSION (20 minute)
GROUP 1

Bora Green has just hired a new human resource manager and tasked to look at the reward and
compensation situation in the NGO. From the survey, it shows that inflation rose up by 20% within the
past year. The average salaries of the staff in 75%tile comparison is 34% behind the market. Staff
turnover is about 25% per year. Recruitments of senior positions have been so difficult with ability to
fill any senior position vacancies after 2" or 3™ round of recruitment. Some positions are never filled

Topic for discussion:
1. Causes related to the above situation. Please elaborate it.
2. What are the recommended solutions?
3. Please give detail of your recommended solution.
4. Who should be responsible to solve this issue?

GROUPD DISCUSSION (20 minute)

GROUP 2

Help the Poor has observed that 60% of staff members arrive office 1 hour after the start of office hour.
Staff are not motivated to work. It turns to be indiscipline and low work quality. High incidence of sick
leave and uncontrollable absenteeism.

Topic for discussion:
1. Causes related to the above situation. Please elaborate it.
2. What are the recommended solutions?
3. Please give detail of your recommended solution.
4. Who should be responsible to solve this issue?

GROUPD DISCUSSION (20 minute)

GROUP 3

Due to the last year record, staff turnover was up to 40% in Park Industries. The management is very
concerned of this situation. The company almost collapsed due to lack of qualified and experienced
staff. From the employment feedback, the causes of turnover are different. This topic is being discussed
at the senior management team meeting. You are HR manager who is tasked to develop a staff
retention strategy.

Topic for discussion

1. What would be your perspective on staff retention?
2. What strategies do your recommend to the management?



3. What topics of your recommendation need to develop as policies?

GROUPD DISCUSSION (20 minute)

GROUP 4

Benny International has experienced poor employee relation which caused general dissatisfaction
among staff member. Staff morale and motivation is low, work productivity decreased, work discipline
and quality is unacceptable. The management was blamed for its poor leadership. The policy and
procedures were seen as pleasing the boss and punishing workers, etc. You are an independent
consultant who is hired to improve the company’s employee relation program for the company.

Topic for discussion
1. What is the first thing you would do for this consultancy?
2. Please list down the areas where you plan to investigate?
3. Please list down the policy and strategies that you are going to introduce to the management?
4. Please list down the challenges the company would face in implementing this ERP.

GROUPD DISCUSSION (20 minute)

GROUP 5

There is a group of agitators in NGO0O01. The agitators try to hook up other employees to join their
group and go against the management of the NGO. They pained the management as lack of capacity,
poor leadership, lack of good governance, misappropriation of fund, nepotism and corruption. They
also complained about HR policies, terms and conditions, incompliance of laws and regulations by the
NGO. What would you do as HR manager?

Please focus on:
1. Fact finding process
2. Reporting to SMT
3. Categorization of issue
4. Proposed solution

GROUPD DISCUSSION (20 minute)

GROUP 6

You are working as HR manager for a poor resource setting NGO. The senior management team has
requested you to lead a “Happy Staff” Program for 2018. What would you do?

Please focus on:

List down all emotional boosting aspects and begetting of happiness
List down all work and performance barriers and obstacles

List down all the proposed program series of “Happy Staff”.

Propose budget for all this program implementation.

PwnNPE
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Objectives

»To strengthen participant’s internal
policy to comply with the relevant laws
of Cambodia

»To promote the understanding of
participants on the “Legal compliance
on Employment Terms and Condition”

»To create a learning and sharing
environment and build a stronger
network of HR practitioners among CSOs
community.



Agendas and Speakers

Open Remark

Mr. Soeung

Saroeun, Executive
Director, CCC

Review Session
in 2016

Ms. Soeung Satya,
HR Specialist, CCC

-Group Discussion
and sharing

-Legal compliance
on Employment

Terms & Condition —

Mr. Yun Sokhann,
Rep. CLEC

Ms. Keo Mara,
Learning Specialist, CCC

-Selection topic

for the next learning
-Evaluation

-Closing Remarks

= Mr. Yun Sokhann,

= Ms. Keo Mara, LS,
ccc

=Mr. Khorn Bunthong,

HOO, ccC

Review the key
topics learned in

the last HR Learning
Forums in 2016

Reviewed By: Ms. Soeung Satya,
HR Specialist , CCC

33rd HR Learning Forum on 23
September 2016

Guest
Speakers

Topics: Performance Management

The Performance Management can be focused:

Organization, Department, Employees, Services, e

Pheap, HR,
Admin &
This session cover key points: cgﬂﬂmw
» Performance Management, E‘:,T,?ﬂ,‘fjﬁ';:"”
> Induction, Probationary/Performance Ms. Heng

setting, Rotana, HR Unit

Manager of WWVC
» Performance Appraisal,
= Managing Poor/Unsatisfactory
Performance,

= 360 Degree Feedbacks.




“Performance Management (PM)”
continue

Tips for successful use of probationary policies:

- Be clear about the expectations

- Give feedback regularly.

= Get help for the employee

« Get feedback from HR department
- Documented everything

“Performance Management (PM)"”
continue

The organization run smoothly should be
consider the 6Ms:

1). Management
2). Manpower
3). Money

4). Machineries
5). Motivation
6). Moral

Comparison of performance evaluation with
the 360 degree review

360-degree Review

Involves an employee and
his/her manager

Task-oriented with a
job function focus

=

Uncovers specific growth
opportunities for overall job
performance

o

Looks at how well a person
does his/her job

L

Driven by top-down
direction and strategy

3

Involves an employee and his/her
manager, peers and customers

Culture-oriented with a
leadership ability focus
®

Uncovers general growth
opportunities for overall personal/
professional development

Looks at how well a person
works with others

Driven by culture and relationships




Performance
Development

Performance

Cycle e i

Reward &
e Performance

Develnpl:wnt oy
a T dback

= Uipslabe b

Performance
Development
Review:
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Annexes:

- The Two Minutes of Learning Forum on HRM
- The Two Detailed Agendas of Learning Form on HRM
- Evaluation Form
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Concept Note
of
The 35" Human Resource Management Learning Forum

On
“Employee Relation”

26 October 2017, 8:00am — 5:00pm, at Diakonia Center (ICF/KSSA Building)
#19-21, Street 330, Boeung Keng Kang Ill, Chamkamorn, Phnom Penh

I. Introduction

As the longest established membership organization in Cambodia, the Cooperation Committee for
Cambodia (CCC) has played a unique role since 1990 in strengthening the cooperation,
professionalism, accountability, governance, and development effectiveness of the Civil Society
Organizations (CSOs) that are working across diverse sectors in Cambodia.

Phase 3 of CCC’s Governance Hub Program (GHP) for the five year period 2017-2021, the goal of CCC is
for a “strong and capable civil society, cooperating and responsive to Cambodia’s development
challenges”. The GHP’s program goals are 1) enhanced effectiveness and impact of civil society
organizations (CSOs), and 2) improved enabling environment for CSOs. Responding to its goals CCC
offers a range of capacity development and learning opportunities for NGO staff to influence their
thinking and practices and to deliver high quality services appropriately respond to the true
needs of those CSO.

One of seven program strategies is the Learning and Capacity Development for CCC members and
other interested CSOs. Among this program the learning forum on Human Resource Management
(HRM), Monitoring and Evaluation (M & E), Information Communication Technology (ICT) and Finance
Management forum is very importance to build the capacity of its members for better performance
of their service delivery. To ensure the quality of the learning forum CCC has formed the Working
Groups to provide inputs and advice for NGO learning community in Cambodia. The Working Group
will play role as an oversight committee to provide strategic and technical support to NGO community
to promote and improve their Human Resource Management, Monitoring and Evaluation, Information
Communication Technology and financial management system within their organizations for
effectiveness and efficiency development in NGO sector of Cambodia.

To keep responding to the needs of the NGO community; CCC had conducted the 34" HR Learning Forum on 31%
May 2017 with the main topic is “Legal compliance on Employment Terms and Condition”. On the other hand,
to strengthen the capacity on NGO governance in Cambodia, the HR Working Group members decided to select



the main topic which raised by NGO participants during the previous learning forum is “Employee Relation” for
the 35" HR Learning Forum in 2017.

The 35™ HR Learning Forum is designed for HR practitioners who come from members and non-members
organizations of CCC. This event will be full-day conducted on 26 October 2017 at Diakonia center (ICF/KSSA) with
specific objectives, expected outputs, and agenda as below:

Ill. Objectives of the HR Learning Forum

To strengthen the participant’s to deeply understanding on Policy formulation and Compliance
To promote the understanding of participants on the Disciplinary Procedure and Grievance Procedure
To promote the understanding of participants on the Employment Separation

To create a learning and sharing environment and build a stronger network of HR practitioners
among CSOs community.

IV. Expected outputs

e The participants will be aware more on the Policy formulation and Compliance

e The participants will have better understanding related to Disciplinary Procedure and
Grievance Procedure

¢ The participants will be aware more on the Employment Separation

e Practitioner participants will have more chance to learn, share, and build up more relationship
among people who have same interest from similar fields.

V. Target Participants

This HR learning forum is offered to a maximum of 80-100 participants from CCC members and non-members
organizations who are HR practitioners and other interested NGOs. Each participant should be assigned by the
senior management of their organization and committed to apply what has been learned from the forum to
their organization. Participants from non-CCC member are welcomed but are subjected to pay attendance fee
as stated in the CCC Policy to support the Learning Forum’s logistic arrangement.

VI. Detailed Agenda

Time ‘ Key Contents Resource persons
07:30-08:00 Registration e Ms. Keo Mara,
08:00-08:10 Welcome and Introduction of the forum objectives Learning Specialist, CCC
08:10-08:25 Opening remarks e Mr. Soeung Saroeun
Executive Director, CCC

08:25-08:50 Sessionl: Review the learning points from the e Ms. Soeung Satya,

last HR learning forum HR Specialist, CCC
08:50-9:45 Session 2: Sharing experiences on “Employee

Relation” e  Mr. Chan Kanika

HR and Operation Manager, OXFAM
- Video clip




9:45:-10:00 Coffee Break o All
10:00-12:00 Session2 : “continue “Sharing the real practical on e  Mr. Chan Kanika
- Employment Separation HR and Operation Manager, OXFAM
12:00-01:30 Lunch Break All
01:30-03:45 Session?2 : “continue “Sharing the real practical on:
e  Mr. Chan Kanika
- Policy formulation and Compliance HR and Operation Manager, OXFAM
e  Mr. Pheap Mono
- Disciplinary Procedure HR & Administration Director, PSI
- G@Grievance Procedure * Ms. Heng Rotana
HR Technical Manager, WVC
3:45-4:00 Coffee Break All
4:00-4:40 Session 3 : “Plenary Sharing and Reflection of the .
receiving of the par};icipantsg. g d * Mr.Chan Kanll.(a
HR and Operation Manager, OXFAM
e  All participants
4:40-4:50 Session 5 : e Ms. Keo Mara,
e Discussion by Table on the Next Topics Learning Specialist, CCC
e  Forum Evaluation
4:50-5:00 Conclusion and Closing e  Mr. Khorn Bunthong
Head Of Program, CCC

Note: CCC reserves the rights to change the agenda based on the availability of the speakers and

time constraints.
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Concept Note
of
The 34" Human Resource Management Learning Forum

On
“Legal compliance on Employment Terms and Condition”

31 May 2017, 8:am — 5:00pm, at
Diakonia Center (ICF/KSSA Building) #19-21, Street 330, Boeung Keng Kang Ill, Chamkamorn, Phnom Penh

I. Introduction

As the longest established membership organization in Cambodia, the Cooperation Committee for
Cambodia (CCC) has played a unique role since 1990 in strengthening the cooperation,
professionalism, accountability, governance, and development effectiveness of the Civil Society
Organizations (CSOs) that are working across diverse sectors in Cambodia.

Phase 3 of CCC’s Governance Hub Program (GHP) for the five year period 2017-2021, the goal of CCCis
for a “strong and capable civil society, cooperating and responsive to Cambodia’s development
challenges”. The GHP’s goals are 1) enhanced effectiveness and impact of civil society organizations
(CSOs), and 2) improved enabling environment for CSOs. Responding to its goals CCC offers a range of
capacity development and learning opportunities for NGO staff to influence their thinking and
practices and to deliver high quality services appropriately respond to the true needs of those
CSO.

One of seven program strategies is the Learning and Capacity Development for CCC members and
other interested CSOs. Among this program the learning forum on Human Resource Management
(HRM), Monitoring and Evaluation (M & E), Information Communication Technology (ICT) and Finance
Management forum is very importance to build the capacity of its members for better performance
of their service delivery. To ensure the quality of the learning forum CCC has formed the Working
Groups to provide inputs and advice for NGO learning community in Cambodia. The Working Group
will play role as an oversight committee to provide strategic and technical support to NGO community
to promote and improve their Human Resource Management, Monitoring and Evaluation, Information
Communication Technology and financial management system within their organizations for
effectiveness and efficiency development in NGO sector of Cambodia.

To keep responding to the needs of the NGO community; CCC had conducted the 33th HR Learning Forum on 23
September 2016 with the main topic is “Performance Management” . In the other hand, to be more strengthen
the capacity on NGO governance in Cambodia, the HR Working Group decided to select the main topic which
raised by NGO participants during learning forum is “Legal compliance on Employment Terms and Condition”



for the 34" HR Learning Forum in 2017.

The 34™ HR Learning Forum is designed for HR practitioners who come from members and non-members
organizations of CCC. This event will be full-day conducted on 31 May 2017 at Diakonia center(ICF/KSSA) Building
with specific objectives, expected outputs, and agenda as below:

Il. The date and venue of HR Learning Forum

The learning forum will be conducted on 31 May 2017 from 8:00am — 5:00pm, at Diakonia Center (ICF/KSSA
Building) #19-21, Street 330, Boeung Keng Kang Ill, Chamkamorn, Phnom Penh

Ill. Objectives of the HR Learning Forum

To help practitioner participants strengthen their internal policy in complying with the relevant laws in
Cambodia

To provoke the practitioner participants’ well understood on the Legal compliance on Employment
Terms and Condition

To create a learning and sharing environment and build a stronger network of HR practitioners among
CSOs community.

IV. Expected outputs

Practitioner participants will be aware more about the Legal compliance on Employment Terms and
Condition

Practitioner participants will have better understanding related to Labour law in Cambodia
Practitioner participants will deeply understand about the staff benefits related to the Labour law in
Cambodia

Practitioner participants will have more chance to learn, share, and build up more relationship among
people who have same interest from similar fields.

V. Target Participants

This HR learning forum is offered to a maximum of 80-100 participants from CCC members and non-member

organizations who are HR practitioners and professionals. Each participant should be assigned by the senior

management of their organization and committed to apply what has been learned from the forum to their

organization. Participants from non-CCC member are welcomed but are subjected to pay attendance fee as

stated in the CCC Policy on Business Capacity Development Services as a contribution to support the forum’s

logistic arrangement.

VI. Detailed Agenda

Time ‘ Key Contents Resource persons

07:30-08:00 Registration e Ms. Keo Mara,

Learning Specialist, CCC

08:00-08:10 Welcome and Introduction of the forum objectives e  Miss. Eng Rotha,

Support Service Specialist

08:10-08:25 Opening remarks e Mr. Soeung Saroeun




Executive Director, CCC

08:25-09:00 Sessionl: Review the learning points from the last HR e Ms. Soeung Satya,
learning forum in 2016 e HRSpecialist, CCC
09:00-9:45 Session 2: Group Discussion on the real practical of e  Mr. Yun Sokhann,
participant on their internal policy. CLEC
e All participants
9:45:-10:00 Coffee Break o All
10:00-11:00 Session 2 : Continue_ Presentation and sharing the results of | e«  Mr. Yun Sokhann,
each group. CLEC
o Q&A e All participants
11:00-12:00 Session 3 : Presentation of the staff benefit in Cambodia ®  Mr. Yun Sokhann,
Labour law: e CLEC
e Legal compliance on Employment Terms and
Conditions
e Q&A
12:00-01:30 Lunch Break All
01:30-02:30 Session 3 : Continue_ Presentation of the staff benefit in ®  Mr. Yun Sokhann,
Cambodia Labour law: CLEC
e Legal compliance on Employment Terms and e All participants
Conditions
Q&A
2:30-3:45 Session 4 : Group Discussion on the real practical of ®  Mr. Yun Sokhann,
participant on: CLEC
e Employment Terms and Conditions e All participants

e Sharing of each group
e Plenary Sharing

3:45-4:00 Coffee Break All
4:00-4:15 Session 5: Ms. Keo Mara,
e Discussion by Table on the Next Topics Learning Specialist, CCC
e Forum Evaluation
4:15-4:40 Conclusion and Closing e Mr. Khorn Bunthong,

HOO, CCC

Note: CCC reserves the rights to change the agenda based on the availability of the speakers and
time constraints.
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l. Introduction

As the longest established membership organization in Cambodia, the Cooperation Committee for Cambodia
(CCC) has played a unique role since 1990 in strengthening the cooperation, professionalism, accountability,
governance, and development effectiveness of the Civil Society Organizations (CSOs) that are working across
diverse sectors in Cambodia.

To keep responding to the needs of the NGO community; CCC had conducted the 33™ HR Learning Forum on 23
September 2016 with the main topic is “Performance Management”, the 34" HR learning forum was conducted
on 31 May 2017 at Diakonia center that focused on the main topic is “Legal compliance on Employment Terms
and Condition”.

On the other hand, to strengthen the capacity on NGO governance in Cambodia, the HR Working Group
members decided to select the main topic which raised by NGO participants during the previous learning forum.
The 35™ HR Learning Forum is designed for HR practitioners who come from members and non-members
organizations of CCC and the private sector. This event has full-day conducted on 26 October 2017 at Diakonia
center (ICF/KSSA).

Il. Objective

> To strengthen the participant’s to deeply understanding on Policy formulation and Compliance

> To promote the understanding of participants on the Disciplinary Procedure and Grievance
Procedure

> To promote the understanding of participants on the Employment Separation

> To create a learning and sharing environment and build a stronger network of HR practitioners among

CSOs community.

lll. Opening Remarks

The 35" HRM Learning Forum was opened remark by Mr.
Soeung Saroeun, Executive Director of CCC.

Firstly, he thanksgiving to all participants who have attended
the HR learning forum this day. He emphasized that this
learning forum is very important for the HR practitioners and
staff to know and understand the policies and other relevant
laws. He expressed that the 35" HR learning today is a
correlation with the 34" HR learning forum. He added that

the human being have 4H: (1) is Head (idea) we should have

the inter connected with other people, (2) Heart (love)
someone come to learn today because of money and another one is love institute, (3) Hand come with
knowledge and skill plus energy and (4) Hope while the people come to our organization because s/he has
hope from the organization and colleagues. The organization has to put all 4Hs into the policies to achieve the

common goal. And the good policy should have full participation by staff. Another importance is compliance



with the policies and regularly orient to staff to ensure the staff aware of the policies, especially, an

organization must comply with the law and regulations as well as build a good internal relationship.

Finally, he sincerely thanks, HR working group who contributed their valuable time in supporting this learning
today; he added that this showed that it responded to the community needed and he also thankful to CCC
members attended the learning forum and CCC staff who organized this event runs smoothly with meaningful.

IV. Summary output of the 35" HR Learning Forum

There were 83 participants (44 women) including CCC staff attended this forum. They were from 36 INGOs, 47
LNGOs.

Session 1: Review the last HR learning forum in May 2017

The last HR Learning forum on 31 May 2017 was reviewed by Ms. Soeung Satya, HR Specialist, CCC.
She explained briefly on the main points of “Legal compliance on Employment Terms and Condition”, within
this session, she briefed the key points as below:

P This session cover key points:
*  Staff Recruitments,
*  Staff Retentions
*  Staff Separation

To be learned more on these topics she suggested participants access the detail information in the attached
files on CCC website.

Session 2: Sharing the real practical from participants and speaker on

“Employee Relation”
The “Employee Relation” was facilitated and shared by Mr. Chan Kanika, Human Resource and Operation
Manager of Oxfam in Cambodia.

Within this learning forum, he used the
facilitation methods such as Video clip, slide
presentation, group activities and case
studies...etc. within his session, he shared
the key points as below:

“Employee Relation”:

1. What is Employee Relation?

2. What should we do to ensure an
effective and successful employee
relation program?

What are the components of
Employee Relation?

Challenges in Employee Relation
What is an internal policy?

How to Write and Internal Policy
Skeletons of the policy

w

NSO A



8. Risk in Policy Formulation

9. Complaint

10. Complaint Mechanism

11. Dealing with Problems at Workplace

12. Complaint against line manager

13. Complaints on T&C

14. Complaint on Sexual Harassment & Abuse
15. Dealing with Poor Performance

16. Dealing with Fraud and Theft

17. Dealing with Terminal lllness

Before he continues his session, he gave chance to participant share their real practical related to the: “What
are the main issues related to employee relation arise at your workplace?”

The results shared by participants and speaker

- GENERAL EMPLOYEE RELATION
o Industry or labor or employee relation
o What law did it relate to the employee?
4+ Labor law it is related to staff
#+ Employee contract

- POLICIES DEVELOPMENT
- Legal compliance
- Organizational vision
- Actual reward, actual situation
- We have good policy make high productive and liability
- Reduce negative effect on staff and employer
- HR have to ensure our employees are happy with our policy, way of work, working
environment, working relationship,
- Relation strategy (have flexible based on staff heart and mind)

» WHAT SHOULD WE DO TO ENSURE AN EFFECTIVE AND SUCCESSFUL EMPLOYEE RELATION
PROGRAM?

- Staff orientation (policies and internal management system, way of working in the
organization, programs, clarify s/he job description, what is your dimension in the
organization) it is the role of HR.

- Performance appraisal:

=  What have been archive do we need to award or upgrade job
= Staff termination

= Pay benefit it is an important point in the staff relation.

= Staff slotting/job arrangement

- Employee satisfaction (staff retention, conflict in the organization, compliant, not follow
supervisor)

- Culturalization in the organization

- Support staff (caring/coaching/counseling) it is HR role

- Conflict resolution

- Cost contentment:

= Recruitment
=  Working process
= Health and safety



=  Staff reward and compensation

» SHOPTALK

What are the main issue related to employee relation arise at your workplace?

0,
°

Challenges in employee relation:

Confidentiality

What manager should play?
Staff benefit, manager leadership style

Transformation

Working behaviors (the manager should show the consistency with policy)

Staff competency in the organization (while recruiting/interview staff mostly focus on hard
skills forget soft skill)

Management behavior (unfair treatment)

The manager not following regulation/policies

Competitive labors market (high rise is staff retention)

Do not have any office politic
Pulling forces

Wrong OD at the right place

Q: What can we do, if the staff has high expectation from the manager /organization?
Shared by Speakers:

» Working flexible hours by clearly stated in MEMO
> Staff perception is different from staff understanding
» Manager Role should:

Try to complete what staff want to be (staff want to get any benefits from the organization)
Play role model and good relationship with staff

Leadership style should flexible based on situation (strict, compromise, encourage ...etc.)
Management and leadership should consistency

Make “Happy Hour “:

e Friday Learning English at least one hour

*  Football team (buy uniform)



* Close office early and outside party with sharing cost/ coffee break and sharing all
information..etc.

Group sharing of the real practical on “Case Studies of Human Resource

Management”

Case Study #1(Reward and compensation situation in the NGO)
The result of discussion:
5. Causes related to the above situation. Please elaborate it.
- Salary scale under the market
- Lack of compensation and benefits policy
- Lack of staff survey and exit interview

6. What are the recommended solutions?
- Update salary scale base on salary survey result

- Develop/review compensation/benefit & recruitment policy

7. Please give detail of your recommended solution.

No. Issues Action Who Deadline
1 Update salary scale Mgt meeting and approve HRM Q1
on salary adjustment to all
staff
2 Develop/review Revise policies HRM Q2-Q3
policies

Case Study #2. (Poor Management)

The result of discussion:

5. Causes related to this situation:
- No clear policy/discipline
- Not clear orientation induction
- Nepotism
- Poor behavior of Management team(Mgt)
- Information not sharing widely with all staff
- Benefit, job satisfaction

6. What are the recommended solutions?
- Policy review (bottom up)
- In compliance with labor law ( HR + Staff + Mgt + Board)
- Properly induction new staff, refresher, existing staff-HR
- Staff representative & complaint box to board HR-Staff
- Regular meeting, information system Mgt, admin team
- Market adjustment survey (Job evaluation) HR-SMT

7. Please give detail of your recommended solution.
- Find out what are the root causes?



Case Study #3. (Staff Turnover)

The result of discussion:

4.

What would be your perspective on staff retention?

What strategies do you recommend to the
management?

What topics of your recommendation need to
develop as policies?

Staff left, it can be manager or organisation
Working environment

Capacity building and staff training planning
Staff benefits and staff wealth being

Conduct staff satisfaction survey
succession planning policy

staff welfare

succession planning

job motivation

Develop succession planning policy
Develop capacity building policy
Develop pay & benefits policy

Develop staff well being program policy

Case Study #4 (Poor Employee Relation)

The result of discussion:

5.

What is the first thing you would do for this consultancy?

Survey, review on policy/ and desk review

Performance Management

Understanding and real situation in the organization

Review current policy with all staff

Meeting with management staff to reflect their performance by individually, reflect our own role then
make action and facilitated by external consultant

Please list the areas where you plan to investigate?

Reflect on existing policy, procedure and mechanism
Put the result of reflection meeting into performance appraisal
Leadership style, structure of management

Please list down the policy and strategies that you are going to introduce to the management?

Should have Grievance policy and review staff policy then include key elements of good practice
Review management structure

Introduce new structure

Feedback box

Staff representative

Staff meetings

Market adjustment(by HR and SMT)



8. Please list down the challenges the company would face in implementing this ERP.
- Resource mobilization
- Slow down productivities

Case Study #5 (Poor Leadership)
The result of discussion:

5. Fact-finding process

- Call management team for meeting (Evidences)

- Assessment/survey (confidential) by random to relevant staff

- Summary key finding + Recommendation compliance with internal policy and labor law
6. Reporting to SMT

7. Categorization of issue
- Real
- Not Real
8. Proposed solution
- Inform to Senior Management Team (SMT) — Recommendation — Risk + Legal compliance
- Inform to SMT- Individual/ Management Team, then Warning Letter

Case Study # 6. (Poor resource setting NGO)

The result of discussion:

5. List down all emotional boosting aspects and begetting of happiness
Create happy hour (Friday lunch)
Create work fair
Greeting each other
Create good teamwork
6. List down all work and performance barriers and obstacles:
Workload/Time management
- Miscommunication
Poor facility and system
Poor technology
7. List down all the proposed program series of “Happy Staff”.
- Awarded of appreciation (certificate..)
- Friday learning (sharing experience)
- One hour per week for chitchat together
- Football team
- Staff retreat

The detailed of each case study is in annex



Session 2: Continue sharing the real practice of each speaker on

“Policy Formulation and Compliance”

The Policy Formulation and Compliance was shared by Mr. Chan Kanika, HR and Operation Manager of
OXFAM, Mr. Pheap Mono, HR and Admin Director of PSI and Ms. Heng Ratana, HR Technical Manager of
wvi.

% Mr. Chan Kanika shared and continued his presentation related topic “Policy Formulation and
Compliance” by focusing the key content as below:
1. What s an internal policy?
How to write an Internal Policy?
Skeletons of the policy
Risk in Policy Formulation
Complaint
Complaint Mechanism
Dealing with Problems at Workplace

P/ease see the detail information in the attached file on CCC website.

NOUA®WN

Case Study on Policy Formulation on “Re-Hire Former Employee” By Populations

Services International Cambodia (PSI/C)
Mr. Pheap Mono, HR and Admin Director of PSI, he shared his real practical on “Re-Hire Former Employee”,
he focused on the key contents:

e PSI had Re-Hire Former Employee
policy and Form:

e Have good performance

e Set clear timeframe to re-hire
staff

e Have knowledge

e Set clear criteria(qualification,
personal quality, attitude, skill
fit to new position,

e Provide recommendation to
HR

e Line supervisor have make
recommendation

e The same as salary before but
review based on the real situation of staff is based on the budget available and flexible
increasing policy with approval by ED.

+ Note: PSI did not call back if the former staff who was not fully completed probation period.

e What is the advantage of this policy?
e Staff motivation
e Savetime
e Known for their good performance
e Line supervisor is important (let line supervisor appoint the satisfaction staff)



The process of recruitment (PSI has Recruitment Request Form)
4+ Shared by Participants: They recruited the same process but did not announce, it based on requested
and recommended by the manager to HR and Finance team, and let staff update their CV.

e Leadership
e HRis legal compliance
e Managing people
e How to manage 120 people in the organization
e HR played role the ears and eyes of the management team
e HR has to know policies and relevant laws on the top, have to read and remember all chapters
in the policy
¢ HR has to know the trend of the organization
e Walk to the talk (do not say funny or promise anything to staff, if we do not clear information)

e The disadvantage of Re-Hire Employee:
e The speaker commented that HR Director or Manager must be faired such as no blood
employee
o New experience
e Poor performance

Group Sharing the Real Practical on ” Complaint Mechanism”

» Mr. Chan Kanaika (Speaker), he provided a chance to participants and divided them into six small groups.
Each group will be shared their real practical related to the procedure in dealing the complaint cases as
below:

P The Results with the proposed Complaint Mechanisms each group:

Group I: Complaint Against Line Manager

Proposed Mechanism Who involve? Consultation Results

1. Fact-finding / After approval by ED HRM and Director Root cause is
(complaint validate) Complaint staff found
2. Counseling (if not serious case) Complainer, line HRM Positive or
manager Negative
3. Investigate(serious case) Committee HRM and Disciplinary Action
committee

Group Il. Complaint on Malpractice, Bullying, Sexual Harassment & Abuse
Procedure:

- Form Committee (staff representative, HR and external member)
- Consultation
- Investigate (Report)
- Hearing, then Decision (Innocent, Warning, Dismissal)
- Improvement plan
4+ Can be involved based on case (Steering Committee, CD/ED, Head Quarter, Hotline contact)

Group Ill. Complaint on Change Process and Dealing with Poor Performance
A). Complaint about Change Process:



Training / Orientation (flow chart)
Period/Time

Practice

Supporting

Evaluation

+ Who involve: Relevant by all staff

B). Dealing with Poor Performance:

4+ Who involve: HR, line manager, and staff
Group IV: Dealing with Probationary

Performance
The proposed mechanism:

Setting Objective

Coaching

Midterm review

Annual Performance Review

Performance Improvement Plan (3-6months)
Apply labour law

Address the problem in
probationary

Set SMART objective (clear indicator
Clear policy, comply with the

Labour Law and sign on Code Of
Conduct

Clear orientation and induction
(JD....)

Follow up, mentoring and Coaching
Performance Appraisal (probation
period)

Form the meeting after got the result

Group V: Dealing with Critical and Terminal lliness
Proposed mechanism:

Doctor: Issue Treatment letter, then send to manager and to HR

Letter from Doctor also send to staff

Compliance with HR policy and labour law (staff benefits and NSSF)

Approval by ED

Payroll Calculation after final approval (separate payment based on situation or status staff)
Acknowledgement letter (can be less than or more than 6 months)

Group VI: Dealing with Fraud and Theft

Proposed mechanism:

Method: Policy Base, evident base (investigation),
Involvement: HR team, line manager, and finance team
Consultation: Law inspector

Result: termination (based on serious case or not)



Case Study on “Complaint Mediation” By World Vision International (WVI)

= Ms. Heng Rotana, People & Culture Technical Manager of WVI, she shared her real practical on
“Complaint Mediation”, she shared her procedure to solve the problem or cases:
- Oppen for all staff to share what they want.
- Has hotline
- If case related to fraud, WVI has local Case committee (NMC_ National Management Committee).
- Has Risk Management Committee
- Reporting system
- Warning (if related to lost materials)
- Solve the problem based on recommendation
- Observe on their behavior....etc.
- Assets: we can also check value of inventory and Insurance (by Mr. Pheap Mono)

Q. How can we do when we terminate staff contract?, if
we are in HRM role.

% General commented by speakers: Ms. Heng Rotana
and Mr. Pheap Mono

A- HR should look at the two points: UDC and FDC based
on Labour Law.

If they have poor performance; HR should have the plan
to improve them. However, if related to finished fund (if
UDC); HR has to discuss and consult with a layer, before
making the final decision with SMT.

» The best ways to solve the case is formal
negotiation(face to face discussion)

> Find the third party to help in discussion

» Encourage and motivate them to speak out as
closely friend

» HR and Admin manager must be a role model
staff, respect rule/policies and professional
speaking including dresses.

Session 3: Evaluation Results of the Learning Forum

Based on the evaluation sheet showed the result overall of the learning forum as detail below:

Ver
Unsati:;ie d Unsatisfied Normal (%) Satisfied Very satisfied
(%) : (%) (%)
(%)
2.86 45.71 51.43
Venue
8.57 60.00 31.43
Logistics providing
Understanding the 2.86 25.71 45.71 25.71
contents
2.86 22.86 54.29 20.00
Explanation of speakers




Sharing Experience with 20.00 60.00 20.00
speakers

2.86 2.86 25.71 51.43 17.14
Duration

P The key points that the participants have captured well from the learning forum are:
- Concept of Employee Relation
- Employee Relation and challenges
- Risk of policy formulation
- Complaint Mechanism and solution of complaint
- How to develop Internal Policy and preparation
- Grievance Procedure
- Guest Speakers experience
- Re-Hire former employee relation and job hunting (gave clearly example with the real case)
- Sexual harassment
- 4Hs(Head, Heart, Hand & Hope)
- Staff expectation and perception

P The key points will be applied to improve their own skills as well as their organization’s performance:
- Employee Relation and challenges
- How to write internal policy
- Improve Employee Relation
- Complaint Mechanism
- Grievance Procedure
- Relationship in workplace
- Happy hour
- What should we do to ensure an effective and successful employee relation program
- Emotional Boosting (working environment)
- Labour law compliance
P The key points that the participants will share with others:

- Component of employee relation and solution
- Policy update

- Happy hour

- Staff separation

- Re-hire former employee policy

- Employee Relation and challenges

- Communication

- Complaint Mechanism

- Grievance Procedure

- Staff management

- Staff organizing

- Staff recruitment

- Internal policy implementation

- Policy preparation

- Skeleton of policy

- 4Hs(Head, Heart, Hand & Hope)

- Risk in policy formulation

- How to write policy and content of Employee Relation
- Learned from experiences of the speakers



P The key commented by participants to improve for the next learning forum:

- Time limited

- Great forum and continue finding more good topics to share in the next forum:
= Performance Management(SMART) objective,
= Pay Review/salary survey
= Change process

- Give more specific topic and more real practical

- Should update labour law and Taxation law

- Should reduce topic

- Should add more day

Conclusion

In general, the participants appreciated and satisfied with the 35" HR learning forum related to the venue,
logistics providing, the learning topic and the sharing of each speaker etc. as the results shown in the
evaluation table and listed points above. The participants have learned a lot from the speakers as well as they
learned from each other included open speech of the Executive Director of CCC. They well captured of the key
contents listed down above such as Concept of Employee Relation and challenges, Risk of policy formulation,
Complaint Mechanism, How to develop Internal Policy, Grievance Procedure, Re-Hire former employee
relation, Sexual harassment, 4Hs(Head, Heart, Hand & Hope), Staff expectation and perception. Moreover, the
participants committed to share their colleagues and apply what they learned to improve their skill and daily
performance.

Closing Remarks

At the end of the 35" HRM Learning Forum, Mr. Khorn Bunthong, Head of Operation of CCC expressed that,
the “Employee Relation” this topic is very important for HR practitioners, this topic is related to the leadership
(related to vision, mission and value, people relation and building trust between staff &staff and management
team...etc.). Moreover, we must have 4Hs, if so, the risk will be reduced at the workplace.

He thanked the participants who spent their valuable time to attend the forum until the end; he also
expressed thanks to speaker and HR working members who shared their knowledge and experiences in this
learning forum and the last is CCC staff who organized the learning forum as well as donors and partners.
Finally, he wished all have good luck, good health, and safe trip all the time when they go back home.

Annexes: Learning Documentations

.. .. .. ..
| bt | | ot | | bt | | bt |
Employee Final_Review The 35th HR_ Final List of HR

Relation. pdf Session_ for HR Leari Draft_Concept Note participants in Oct 20
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V. Introduction

As the longest established membership organization in Cambodia, the Cooperation Committee for Cambodia
(CCC) has played a unique role since 1990 in strengthening the cooperation, professionalism, accountability,
governance, and development effectiveness of the Civil Society Organizations (CSOs) that are working across
diverse sectors in Cambodia.

To keep responding to the needs of the NGO community; CCC had conducted the 33th HR Learning Forum on 23
September 2016 with the main topic is “Performance Management”. 2017. To continue the series of the learning
forum to further improve the capacity of the HR practitioner, the HR Working Group members decided to select
the main topic which raised by NGO participants during the previous learning forum is “Legal compliance on
Employment Terms and Condition” for the 34" HR Learning Forum in 2017.

The 34™ HR Learning Forum is designed for HR practitioners who come from members and non-members
organizations of CCC and private sector. This event has full-day conducted on 31 May 2017 at Diakonia center
(ICF/KSSA) with the 88 participants (44 women) including CCC staff attended and they are came from one private
sector, 21 INGOs and 29 LNGOs. The learning forum focused on specific objectives, expected outputs, and agenda
as below:

VI. Objective

1. To strengthen participant’s internal policy to comply with the relevant laws of Cambodia

2. To improve the understanding of participants on the Legal compliance on Employment Terms and
Condition

3. To give an opportunity for learning, sharing and build a stronger network of HR practitioners among CSOs
community.

VII. Opening Remarks

The 34" HRM Learning Forum was opened remark by Mr. Soeung Saroeun, Executive Director of CCC.

Firstly, he thanks giving to all participants who have attended in the HR learning forum to day. He emphasized
that this learning forum is very important for the HR practitioners and staff to know and understand the
policies and other relevance laws. He expressed that CSOs should follow and reflect to the four relevant laws:
1) VAT number & Salary Taxation, 2) Labor Law, 3)Accounting Law(accounting standards) and 4) Social
Welfare or NSSF.

Finally, he sincerely thanks to HR working group who contributed their value time, energy, experience and
resource to oversight and support the series of learning forums to respond to the true need of the learning
community.



VIll. Summary output of the 34th HR Learning Forum

Session 1: Review the last HR learning forum in 2016

The last HR Learning forum in 2016 was reviewed by Ms. Soeung Satya, HR Specialist, CCC.

She explained briefly on the main points of “Performance Management” which has learnt in previous topic of
the previous learning forum on 23 September 2016. Within this session, she shared briefly the key points as
below:

P The Performance Management can be focused: Organization, Department, Employee and Services.
P This session cover key points:

*  Performance Management,

* Induction, Probationary/Performance setting,

*  Performance Appraisal,

*  Managing Poor/Unsatisfactory Performance,

* 360 Degree Feedbacks.
P Tips for successful use of probationary policies:

* Beclear about the expectations

* Give feedback regularly.
* Get help for the employee
* Get feedback from HR department
* Documented everything
P The organization run smoothly should be consider the 6Ms:
1. Management
Manpower
Money
Machineries

i AW NN

Motivation
6. Moral

P The Comparison of performance evaluation with the 360 degree review

360-degree Review

Involves an employee and his/her
manager, peers and customers

Involves an employee and
his/her manager

8

Task-oriented with a
job function focus

Uncovers specific growth
opportunities for overall job
performance

Looks at how well a person
does his/her job

Driven by top-down
direction and strategy

Culture-oriented with a
leadership ability focus

Uncovers general growth
opportunities for overall personal/
professional development

Looks at how well a person
works with others

Driven by culture and relationships



» The Performance Development Cycle

Performance
Development

dicators
uss expectations and development needs

Reward &
Recognition

Performance

Ongoin

DEVE|0PmE|'\t Disgussigon:
cycle « Two-way feedback

+ Discuss progress
- Update objectives

Performance
Development
Review:
1 erformance
pment opportunities

e rating

To be learnt more on these topics she suggested participants access the detail information in the attached files
on CCC website.

Session 2: Group Discussion on the real practical of participant on their internal policy (staff policy).

The participants were divided into three groups to discuss on the real practic of each organization on their staff
policy which focused on staff recruitment, retention and termination by using the three questions of each topic
as below:

1- Staff Recruitments:
a. How to recruit staff effectively and
quality?
b. What are the challenges in staff
recruitment? And,
c. How do overcome those
challenges?

2- Staff Retentions:
a. How doyou retent good staff?
b. What are the challenges in
retention staff? And,
c. How do you overcome those
challenges?

3- Staff Separation
a. How many types of staff separation?
b. What are factors that cause staff to separation from their work or organization?
¢. How do you overcome those challenges?



The results from the three groups’ discussion

Group |. Staff Recruitments

a. How to recruit effective and quality staff?
We can do based on the resources of each organization; however, we have to follow the key points below:

- Design clear/Set up job description and job specification (Job evaluation, program/HR/finance...)
- Announcement (media, newspaper, Facebook, radio....)
- Short-list (if application met requirement)
- Interview (questions, rank sheet and results)
- Reference check
- Clear recruitment and Selection tools
- Appointment
Added by participants and HR Working members:
As the HR practitioners, besides the key points above, they have to concentrate on:
- Workforce planning at the recruitment process

- Reference check: we should check with the persons who worked in previous workplace as requested
by committee and agreed by candidate. The reference check we must focus on the three points:

* Personal Attitude =30% Shared by: Mr. Pheap Mono, Director
*  Educational Background =30% of HR & Administration, PSK

*  Work experiences = 40%

- The selection process( Interview performance) and reference check:
*  Skills and experiences=50% Shared by: Ms. Ang Dakmai, HR Advisor
*  Behavior and Competency = 50%(it is a very of Save the Children
important point)
And should follow the existing procedures 80% if it is right, but
another 20% need to be analyzed by HR and management team.

b). The challenges of the recruitment processes:
The participants raised the key points that they
met in the recruitment processes as listed below:

- Lack of cooperation from relevant
department/programs

- Lack of qualified applicants

- Delayed and cancelled

- Interview process

- No workforce planning in place

- Not stated salary rank in Job
announcement

- Reference check process

- Appointment (upon control/ was
cancelled)

- Low salary rank and benefits

- Very technical position

- Location base and Organizational profile

Tu it shabowy apny
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c). Solutions:

Review salary scale every 3 years

Prepare attractive and clear Job announcement
Select the right advertising agency

Prefer resident base and location base
Encourage candidates to check website

Group Il. Staff Retentions

a. Procedure to retain staff:
The group results showing the ways how to retain staffs are below:

Leadership and management style (fairness in any decision making, clear structure, motivation,
transparency and -
accountability) )
Enabling environment at work
place (have appropriate room
and fresh)

Career development

Clear policies, ID ,roles and
responsibilities

Motivation: recognition,
appreciation and engagement
with staff (team meeting,
enabling working/
environment working_ staff
health and safety...)

Good teamwork

Added by participants and HR Working members:

Building trust between staff and managers , mangers and staff, staff and staff is very important
Non financial reward is very crucial for building trust( At the first day of work, manager should stay
closely with the new staff)

The 3 Rs are very important:

a.

Respect should be linked to building trust

b. Recognized the achievements of staff

C.

Rewards both non financial and financial base, salary...

b). The challenges to staff retention:

No Promotion plan: staff has no capacity; poor performance (high expectation), promotion/ salary,
Budget: shortfall (capacity building)
Career development / Aspiration

Staff training and development
Well-being

Compensation and benefits

Recognition and reward

Work environment

Family recognition

Completive salary and benefits
Management and leadership

Behavior and capacity(managers and staff)
Succession planning



c). Solutions:

Effective Leadership (good relationship, social interaction, understanding staff...)
Enforcement Policies: Compensation and Benefits (work life balance)

Promote transparency and accountability

Market survey on salary and benefits

Build capacity

Consultation and performance review

Group 3: The types of staff separation

The two types of staff separation:

1.
2.

Separation by volunteering (resign for new opportunity ...,etc.)
Non-volunteering(End staff contract or termination)

There are many factors that can make staff separation such as:

New job opportunity

Study opportunity and personal development
Family conditions

Work environment

No encouragement and Low benefits
Implementing Policies(it means it is not a full compliance policy)
Financing (shortfall in fund/no fund)
Organization restructure or redundancy

Poor performance and poor management
Resignation

Health issue

Teamwork

Ending contract

Work pressure or work overload

Unsafe work and advocacy/dissatisfaction

c). Solutions:

Clear any compensation and all staff benefits based on internal policies and labor law
The resignation staff must handover the rest works and clear other properties that they used to their
manager, before they leave

Talent/succession planning

Complaints or grievance policy

Exits interview and salary survey

Policies review and update

Staff perception/attitude survey

Staff representative

Mentoring and coaching

Career movement

Warning procedure



Session 3: The presentation of speaker “Legal Compliance on Employment Terms and

Conditions”

The Legal compliance on Employment Terms and Conditions were shared by Mr. Yun Sokhann, Expert of job
consulting from CLEC.

He expressed that, that we have education, certificates, skills and experiences means we have only 50% to
60% of our knowledge, so to get 100% we have to learn more about other relevant laws in Cambodia.

Before he shared his skills, knowledge and experience related to this topic, he agreed with all the results
shared by each group and HR working group members. He concluded that the group discussion results related
to the Staff recruitment, Staff retention and staff separation/termination; he expressed that it’s based on the
situation and resources in each organization etc. He added that in generally, in CSOs sector they used term
“policy” such as organizational policy or staff policy, but government used “internal regulation”. He expressed
that to be more effective organizational policy, the manger must be consult with all staff for policy
development/reviewing process, and then submits the drafted policy to ministry of labor to get final
approval.

The related topic “Legal compliance on
Employment Terms and Conditions”, he shared
the seven contents by following below:

8. Declaration opening or closing of the firm
(company / organization..)

9. Declaration/information of staff
movement

10. Internal regulation of a company

11. Union or staff representative

12. Staff recruitment

13. Staff retention

14. Staff separation (Please see the detail information in the attached file on CCC website.)

The plenary sharing between speaker, HR Working Group and Participants

Q_ To become a staff representative, what are the requirements?
» More than eight staff can be voted or can be automatically promoted based on the situation of the
organization.
Q_ How many kinds of staff contract?
» Two kinds of staff contracts: Fix duration contract (FDC) and Undetermined-duration contract (UDC)
The Fix duration contract (FDC):
- clear JD or documentation
- Clear time frame of staff contract
If the FDC more than 2 years; it will become UDC automatically (it means that if the staff worked more than 2
years even they signed or not signed to renew the contract). To detail information please have a look labour
law in article 67.
The speaker expressed “the staff contract that should have more benefits than law is the best”



The probation period:

It is based on skills and experiences such as:
- No skill: one month period
- Partially relevant skill: two month period
- Skillful: three month period

HR Working Group: Q_ If staff could not pass probation within three months period, but the management
team wants to continue probation in other three months, thus is it right or wrong?

> It based on the negotiation and personal volunteery with the contract if they don’t have any problem,
but if we have the problem and staff continued complaint to the ministry of labour, if so the ministry
of labour will be shoveled the problem by following the labour law.

> If the probation period result is still not satisfied by manager, and then the manager extended the next
three months probation period and already agreed each other (between staff and manager). In this case
the extend probation period cannot be able, if they finished three months period, they will became a
full time staff and to improve them we must have clear improvement plan together.( it means we cannot
terminate without any serious mistake).

» Notice: If UDC least than 6 months should inform 7days and FDC least than 3months no need any
inform, but we terminated before period we need to pay compensation and benefits based on the
labour law.

» If they pass the probation but their performance is not satisfied by the manager, we can terminate
with the reason, if they received advice from the organization.

Q_ In the probation period what are the benefits they will get? (Worked only 2 months but personal issue
happened)
» They will get 5% plus paid leave (following labour law)
» In summary, staff termination we have to comply with labour law in article # 95, if UDC or FDC by
inform and approved by ministry of labour.
» The director or manager cannot provide the certificate of work by putting or saying anything bad of
staff who left; we need to give chance to them to go to other places (Labour law, article 73 & 93)

Q_How we address the serious mistake?

» The problem can be solved within 7 days after receiving the complaint; they have rights to jump over
if more than 7 days(Labour law, article 26), but they can complain to the ministry of labour and they
can work as usual if the case happened more than 3 years(in case the problem not yet solved). And
other compensations and benefits will be paid by following law in article 120.

Session 4: Discussion to select new topic for the next learning forum
The key topics which selected by participants are below:
1. Succession Plan (Process and procedure)
2. Conflict Management and Resolution (Group and individual, How to manage &minimize conflict
and solve)
3. Labour Law and Taxation (TOS, withholding tax and tax at final payment, Explanation on taxation, staff
benefits)
Termination Contract(compensations)
Duty of organization to the ministry of Labour
Result Base Management (work performance, how to operate and manage effective activities?)
Recruitment Process (how to make/write the contract, how to evaluate the contract and type of
contract)

Nouvs



10.
11.
12.

13.
14.

15.

16.

17.
18.

Employment law and its implication for CSOs (How to develop organizational policy and regulation
based on government law)

Complaint (prevention benefits, misconduct of organization and staff level, compensations)

Salary scale (definition of each scale and job evaluation)

Workforce planning (recruitment plan...etc.)

Performance Management and HR development (how to do TNA, career development plan, staff
appraisal, coaching and session plan)

Training and Development Management (tool to control on staff’s talent and capacity...)

Process and procedure of registration (workbook and card of work)- (inform to ministry or department
of law, and contact place,)

Effectiveness of office management(HR system, filing, documenting, information system including hard
and soft tool)

Staff Interview (how to develop questionnaires and committee)

Organizational Development and Leadership for HRM

Introduce GPP standards (6 topics of GPP) and How to develop HR policy to fit the standards (labour
law, other relevant laws including GPP standards)

Session 5: Evaluation Results of the Learning Forum

Based on the evaluation sheet showed the result overall of the learning forum as detail below:

Very . g . g
Unsatisfied Unsatisfied Normal (%) satisfied (%) Very satisfied
(%) (%)
(%)
Venue 11.67% 50.00% 38.00%
Logistics providing 20.00% 55.00% 25.00%
Understanding the 13.33% 65.00% 21.67%
key contents
Explanation of 10.00% 55.00% 35.00%
speakers
Sharing Experience of 3.33% 8.33% 55.00% 33.33%
speakers
Duration 3.33% 8.33% 61.67% 26.67%

P The key points that the participants have captured well from the learning forum are:

- Staff leaving and turnover

- Staff compensation and benefits

- Type of staff contract, staff recruitment and Staff retention
- Cambodian Labour law

- Probation period

- Factor of staff separation and staff resignation
- Staff complaint

- Final payment for UDC and FDC

- Group discussion (Challenges, address etc.)

- Staff ending contract and notice

- Legal of employment of each article

- Staff appraisal in probation period



- Staff representative
- Experiences of HR working members

The key points will be applied to improve their own skills as well as their organization’s performance:
- UDCandFDC

- Learn more about labour law

- Probation period

- Staff benefits (in probation period, resignation and termination)

- Staff recruitment, retention, separation and termination

- Terms and condition

- Staff motivation

- Staff life and work balance

- Working environment

- Reflection of internal policies with labour law

- Final compensation

- Procedure of notice or informing to staff (for resignation, termination...etc.)
- Union

- Legal compliance

- Reference check

The key points that the participants will share with others:

- Staff recruitment, retention, separation, termination and resignation
- Registration of internal polices with ministry of labour
- Results of group discussion (question # 2 and #3...etc.)
- Some article in labour law

- Brief report to director

- Staff benefits and compensations

- Type of staff contract

- Reflection of policies with labour law(some article)

- Representative of Union vs. staff Representative

- The factors of staff separation or resignation

- Probation period

- Good attitude of HR or manager

- Staff compensation based on labour law

- How to check reference and how to take care of staff
- Management and leadership

The key commented by participants to improve for the next learning forum:

- Please share the real experience of each topic that can be reference for participants
- Should have less presentation and more questions if possible

- Motivate participants to share their own practical and have more group discussions

- Remind participants to propose topic for next learning at least one-month period

- Should consider slides (color, words and attractive pictures)

- The speaker should explain with the good recommendation

- Add more topics related to the other international laws

- Should share how to efficiency and effectiveness of staff contract

- Should have more speakers involved if possible

- Water center should be easily accessible for people with disability

- Good facilitator and organizer should be friendly, however, should increase intimacy
- Should be more specific and detailed of each topic of group discussion or group activities



- The content is very good but the speaker should be more interactive (ex: asking, brainstorm,
discussion and walking around participants etc., if possible.

- Short time for discussion and sharing staff benefits (severance pay and indemnity)

- Increase group discussion and activities

- Should have case study to share and share slide presentation

- Should increase day for Legal compliance and other relevant laws to be clearly understood

- Should compile questions and answers by responding via website after finishing learning

Session 6: Conclusion

In general, the participants appreciated and satisfied with the venue, logistics providing, the learning topic and
the sharing of each speaker etc. as the results of evaluation. The participants have learnt a lot from the
speaker as well as from HR working group members. They well captured of the key contents listed down
above, and they also learnt from each group discussion and presentations. Moreover, the participants have
committed to share their colleagues and apply what they learnt from this forum to improve their daily
performance, and they have known each other, which is an opportunity to communicate and build networkfor
the future work. By the way, to further improve their skill and knowledge, they raised some key topics to
speakers for the next learning as listed above.

Closing Remarks

At the end of the 34" HRM Learning Forum, Mr. Khorn Bunthong, Head of Operation of CCC thanked the
participants who spent their valuable time to attend the forum until the end; he also expressed thanks to speaker
and HR working group members who shared their knowledge and experiences in this learning forum and CCC
staff who organized this learning forum.

Moreover, he added that this learning forum is really important and the topic is interesting, so staff need to
know and understand the two types of staff (asset and liability). We must take care of staff in three areas are
recruitment, retention and termination; especially we must build trust to each other, pay attention, respect, and
follow the labour law.

He added that generally, for the staff recruitment, we look at skills, knowledge and experiences, especially he
agreed with the HR working group members and speaker who shared the percentage scoring as the attitude is
the most important as well as reference check procedure. We should ask permission from applicant before
checking with consideration and ensure that it's 00% good or not. However, we need to discuss face to face and
then follow up the plan with them; it shows our professional work and respect. For the staff retention, we must
take care of the good staff and it is also the risk of the organization. We should also look at the attitude of the
leaders; we must trust each other and have good working environment. Staff motivation with respect and care
is important. For the staff turnover either volunteer or non-volunteer we cannot retain 100%, but we must learn
and reflect from the staff that left via exit interview and organizational health check (CCC tools) to improve our
performance. He agreed with Mr. Soeung Saroeun, ED of CCC that the focus on the four main laws: Taxation,
Labour Law, NSSF, NGO Law and Accounting Standards (in draft by government) is also the risk for our
organization. Finally, he wished all have good luck, good health and safe trip all the time when they go back
home.
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