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iDE is an international non-profit NGO with a unique business
approach to poverty eradication. For 30 years, iDE has pioneered
innovative market-based methods to increase incomes from
agriculture and improve access to safe water and sanitation.
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* Funding shortfall

« Reduction or change in
organization's activity

* Internal reorganisation
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160/556 Employees
(Before)

> 4

1 2/556 Employees
(After)



WHAT?



Terminating

Employment
(Internal HR Policy)
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2. Employment
Redundancy

Now that the money is all made;
it's time to relax in the shade "

5. Dismis: _
3. Retirement

4. Death in Servict
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O 2. Employment Redundancy

Redundancy occurs when an employee is honourably released from service due to a
reduction or change in iDE’s activity, a funding shortfall, or internal reorganisation.

Employees who are made redundant are entitled to the following:
one month written notice or one month’s salary in lieu of notice,
Salary due,

Prorated holiday bonus,

V1
V1
V1
M Payment in lieu of any annual leave due at date of leaving,
M Areference letter from the Country Director,

V1

A Redundancy Payment of one (1) month’s salary for each year of service
(prorated for partial years) to a maximum of six (6) years.
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\ Disciplinary Actions

In the case of serious misconduct or poor performance, managers may choose from the disciplinary
actions in the following table.

Level Action Authority Record

0 |Informal meeting |Manager and higher No written record

1 | Verbal warning Manager and higher Note to personnel file

> | Written warning Sgnlor Manager and Copy of Iett-er to employee and to

higher personnel file

3 Final written Senior Manager and Copy of letter to employee and to
warning higher personnel file

4 Dismissal Country Director Termination proceedings

Disciplinary action may start at any one of the above action levels. The type of action taken should
be related to the nature and seriousness of the misconduct and the employee’s previous
employment record.

Managers must implement disciplinary actions in a way that respects the dignity of the employee.

For instance, discipline should not be administered in public or in the presence of other employees.

The Country Director must be informed of all disciplinary actions.
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Labour Law

=== 1 —

Set up a meeting with

HR IVlanager/Director

Data/Employment Redundancy list
to Program Director

Supervisors and Line Managers review
KPI Result/Performance Appraisal

L |

Annual Finance & HR Orientation

(All old employees)

1

Finance & HR Orientation |

(All New Employees)

Finance Department for
Final Payment

-
1%t Face to Face Meeting
1 month notice Letter
HR Manager/Director
& Management Team
-
2"d Face to Face Meeting
- Recommendation Letter
- Letter of Appreciation
Y
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