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PREAMBLE
The Trust is set to transition to an independent entity with its own programmes that will be independent of any other entity. As a result of this, it is imperative that systems are put in place to manage and develop the Trust’s human capital. A Human Resources Management Manual has therefore been developed to meet this requirement as part of the operational component of the Trust. 

This manual is designed to help employees fit quickly into their work and to be used as a reference for any Human Resource (HR) issue while in employment with the Trust. The manual highlights UTNWFT’s policies, practices and benefits for staff’s personal understanding. It is expected that the staff of the trust will make themselves familiar with the contents of this manual, be able to understand its provisions and be able to practice the guidelines contained therein. However, the manual should not and may not be construed as a legal document. In addition, the guidelines presented in this manual are not intended to be a substitute for sound management, judgment, and discretion. The provisions of the HR Policy shall be read together with any circulars, notices or memoranda that may be issued from time to time. The officer in charge of HRmatters will update and distribute the Policy.

The management has confidence that with the commitment and dedication of the workforce, all efforts will be made to make UTNWFT a great place to work. The management values staff and hopes that they will find their employment with the trust a positive and rewarding experience. The staff are also expected to contribute to and share in the realization of the trust’s vision which is to provide the highest standards of service to our esteemed clients.

Eng Boniface M. Mwaniki
Interim Executive Director
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ABBREVIATIONS AND DEFINITIONS 
AIDS: 				Acquired Immunodeficiency Syndrome
ED:					Executive Director
Fund: 				UTNWFT
HR: 				Human Resource
HIV: 				Human Immunodeficiency Virus
HOD:  				Head of Department
NHIF: 				National Hospital Insurance 
NSSF: 				National Social Security 
Spouse: 				Legal wife or husband 
Dependent children:  		biological offspring or legally adopted children under 18 years of age who are wholly dependent on the staff member. Individuals under 25 years may be considered dependents if they are fulltime students at a recognized institution of learning on provision of documented evidence.
Immediate family: 		staff’s spouse, child, parent, parent-in-law and siblings (own sisters and brothers), brothers & sisters -in-law.
Next of kin: 		Assigned contact who takes legal charge of a staff’s affairs in the event of death.
Beneficiary: 		Staff assigned legal heir/s to final dues in the event of death
Emergency contact: 		Person that the employer should contact in case of an emergency involving that employee.





[bookmark: _Toc70677408][bookmark: _Toc74660358][bookmark: _Toc76711862][bookmark: _Toc429853370][bookmark: _Toc70676639][bookmark: _Toc70677409]CHAPTER ONE: GENERAL MANUAL PRINCIPLES

1.1 [bookmark: _Toc72228623][bookmark: _Toc72228762][bookmark: _Toc72248220][bookmark: _Toc73962649][bookmark: _Toc74772280][bookmark: _Toc76456373][bookmark: _Toc76459129][bookmark: _Toc76557384][bookmark: _Toc76558613][bookmark: _Toc76711863][bookmark: _Toc74660359]About Upper Tana-Nairobi Water Fund (UTNWF) Trust

The Upper Tana-Nairobi Water Fund (UTNWF) was established in October 2015 and incorporated in October 2017 as a charitable Trust in Kenya with a mission to secure the long-term conservation, protection and maintenance of the Upper Tana Watershed and the benefits it provides for people and nature by advancing nature-based solutions to water security. Upper Tana-Nairobi Water Fund Trust (UTNWFT) is an international non-government organization established by The Nature Conservancy (TNC) in collaboration with the government and has its headquarters in Nairobi, Kenya that gained its independence and became a Trust on September 1st, 2021.
1.2 [bookmark: _Toc76711864]Purpose and Scope of The Manual

This manual is the official means to communicate Human Resources policies, procedures and practices to its employees and other stakeholders. The purpose is to establish and maintain equitable and consistent policies and practices for all employees. The Kenya labour laws, best HR practices and other applicable polices largely guide the policies and procedures contained in this manual.
[bookmark: _Toc429853371][bookmark: _Toc70676640][bookmark: _Toc70677410][bookmark: _Toc74660360]
1.3 [bookmark: _Toc76711865]Modification and Amendments to The Manual 

The management reserves the right to revise, eliminate, or add to the policies contained in this manual. Any change or review will however be initiated by management and approved by the Board of Trustees. Policies shall only become valid after formal approval by the board of Trustees. 
[bookmark: _Toc70676641][bookmark: _Toc70677411][bookmark: _Toc74660361]
[bookmark: _Toc76711866]1.4 Policy Statement
[bookmark: _Toc319312392][bookmark: _Toc70676644][bookmark: _Toc70677414][bookmark: _Toc74660362]The objective of this policy document is to govern UTNWFT’s relationship with its employees. It covers the employer–employee relationships from employee on-boarding to employee separation. It provides a framework within which fair and consistent decisions are made to promote equity and harmony in the management of staff and further allow members of staff to achieve the highest level of individual and organizational performance.
[bookmark: _Toc76711867]1.5 Working Hours.
All employees shall be required to work for a total of forty (40) hours spread over five (5) days. The reporting time shall be as follows.
Morning: 	8:00 am to 1:00 pm
Lunch hour:	1:00 pm to 2:00 pm
Afternoon: 	2:00 pm to 5:00 pm
Employees are required to be on time for their workday. 

[bookmark: _Toc319312393][bookmark: _Toc70676645][bookmark: _Toc70677415][bookmark: _Toc74660363][bookmark: _Toc76711868]1.6 Absence from work
Employees shall not absent themselves from work without permission from their Heads of Department. If an employee is unable to fulfil a particular workday, the employee should inform their line manager at least one hour prior to the start of the workday in question. The reason for this absence should be provided to the line manager, as well as the duration of the intended absence. If a staff is absent from work on any working day without permission or lawful cause, they may be subject to disciplinary action and will lose pay for the period they were away. 
[bookmark: _Toc74660364]
[bookmark: _Toc76711869]1.7 Public Holidays 
The office will remain closed during national holidays and gazetted public holidays. UTNWFT will observe all the official national holidays. 

[bookmark: _Toc74660365][bookmark: _Toc76711870]1.8 Diversity and inclusion 
UTNWFT encourages a supportive and inclusive culture in the organization ensuring that everyone is given equal opportunity in all processes. Each employee will be respected and valued and able to give their best as a result. UTNWFT is committed to providing equality and fairness to all employees without subjective treatment on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, ethnic origin, colour, nationality, national origin, religion or belief, or gender. UTNWFT is opposed to all forms of unlawful and unfair discrimination.
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CHAPTER TWO: RECRUITMENT AND SELECTION POLICY 

[bookmark: _Toc74660367][bookmark: _Toc76711872]2.1 Policy statement 
The Fund endeavors to attract and recruit competent and qualified staff to fulfil and deliver on its mandate. UTNWFT is an equal opportunity employer, and therefore recruitment and selection decisions will be made based on requisite role-based qualifications, competences, role fit and organizational fit. In addition, UTNWFT is committed to hiring staff regardless of gender, race, creed, marital status, or national origin. Employment authority for all staff rests with the Chairman and may be delegated to the Chief Executive Officer. 

[bookmark: _Toc74660368][bookmark: _Toc76711873]2.2 Categories of employees 
i. Permanent and Pensionable Employment: These employees hold full time permanent positions at UTNWFT. This type of contract assumes termination of contract when staff attains retirement age, which UTNWFT has set at sixty (60) years. A staff in this category will enjoy the benefits the organisation accords to its employees. 

ii. Fixed Contract Employment:  These are employees employed for a fixed duration, usually on contractual terms. The services of such employees can be terminated or renewed at the end of the duration stipulated in the contract.  A staff in this category will enjoy benefits that are specified in the contract. 

iii. Temporary Staff:  Temporary appointments may be necessary to provide services to the organization when an extra hand is needed. A staff in this category will enjoy the basic benefits of NHIF and NSSF and statutory workers compensation benefits only.  Such appointments will be designated as such and will specify the duration and remuneration thereof. A temporary contract can be terminated at any time without notice.

iv. Casual: A casual employee is a person whose engagement provides for his payment at the end of each day and who is not engaged for a longer period than 24 hours at a time. A casual employee will not serve on a continuous basis for more than one month.  Casual employees are not entitled to benefits enjoyed by other categories of staff. 

v. Consultants: These are professional experts hired for specific time-based tasks and with clearly defined outputs. Consultants shall be bound by a consultancy agreement and the Terms of Reference as agreed and shall not be considered as staff of UTNWFT.

vi. Donor seconded staff: These are staff assigned to work with UTNWFT specific projects that are donor supported. The partner/donor will be expected to cover all employee costs including medical and accident. Such staff and the partner/donor organisation will be required to sign a letter of agreement with the Fund.

vii. Interns / attachés: These are students who are selected to undergo structured learning experience and are exposed to the various aspects of UTNWFT’s operations or programmes. Internship placement is limited to six months and can only be extended for a further period of six months.  Attachment engagement is limited to three (3) months. UTNWFT will pay a stipend to the interns and attaches on prevailing terms as advised by government from time to time. 

viii. Volunteers: These are people with specific areas of expertise in particular fields who are interested in giving back to the community through UTNWFT. A clear need and definition of tasks, period, and conditions of volunteership will be defined before engagement.

[bookmark: _Toc74660369][bookmark: _Toc76711874]2.3 Recruitment processes
The recruitment process provides a clear guideline to managers on the process of recruitment. This aims at achieving clarity, consistency and quality recruitment as well as facilitates planning and provision of the service to all managers. The recruitment process applies to all types of employees. UTNWFT will adopt the following competitive recruitment process to recruit staff based on the available vacancies: 

i. Vacancies are identified by line managers in liaison with the executive director and approved by the Board of Trustees through a meeting that includes budgetary provisions for the role. 
ii. A vacancy announcement will be developed by Human Resources that clearly defines the role’s profile and specific requirements of the position. 
iii. The announcement will be made internally first and then externally, should a suitable candidate not be found within the organization where applicable. 
iv. External announcements will be done through identified recruitment channels e.g., employee referrals, newspapers, website, social media, recruitment agencies, etc. 
v. Employment agencies are secured at negotiated rates by the ED and will be approached to assist in the recruitment process, when so approved.
vi. Applicants who meet requirements and show competency and fit potential will be shortlisted for interviews and other applicable selection processes. 

[bookmark: _Toc74660370][bookmark: _Toc76711875]2.4 Selection Processes
[bookmark: _Toc74660371][bookmark: _Toc76711876]2.4.1 Selection
Shortlisted candidates will be taken through one or various selection processes as established and approved. These may include interviews, assessment centers, practical tests, psychometric tests, and presentations. Selection processes will be operated through selection panels composed of the head of department within which the vacant role is resident, Human Resources and two other persons appointed by the HR department for the roles below line managers. For senior roles from line manager and above, there will be two selection levels.  For the role of ED, the BOT will carry out the processes for recruitment and selection. For line managers, there will be two levels of recruitment and selection: a management panel and a BOT panel which will make the final decision. 
The candidates who are selected will have the following further selection processes: 
i. Reference checks
ii. Fulfilment of chapter 6 of the Kenyan Constitution for officer level and above 
iii. Education and professional certificate checks
[bookmark: _Toc74660372][bookmark: _Toc76711877]2.4.2 Physical Interview travel expense 
UTNWFT intends to make candidates as comfortable as possible through the recruitment and selection processes. In cases where candidates must travel from outside the city/country where the interview is taking place, every effort will be taken to pre-screen the shortlisted applicants through telephone, Skype, or video conferencing, and only invite the top-rated applicants. UTNWFT will reimburse travel and, where appropriate, accommodation expenses.  Such expenses must, however, be approved by the relevant supervisor within the recruitment authority guideline. Where applicable, candidates will be requested to complete an interview expense claim form and attach receipts to be reimbursed for their travel and accommodation expenses. 
[bookmark: _Toc74660373][bookmark: _Toc76711878]2.4.3 Medical examinations
Medical examination is not a requirement for seeking or continuing employment with UTNWF trust.
[bookmark: _Toc74660374][bookmark: _Toc76711879]2.4.4 Notifications and appointment
The selected candidate, having performed well at the interviews and met all the requirements for appointment, will be offered an appointment letter with details of employment stipulated in the contract. 
[bookmark: _Toc319312373][bookmark: _Toc70677424][bookmark: _Toc74660375][bookmark: _Toc76711880]2.4.5 Confidential Reference
[bookmark: _Toc319312375][bookmark: _Toc70677425]UTNWFT will seek confidential references in respect of candidates recommended for appointment. Any false statement made by an applicant in connection with his application for employment, is classified as gross misconduct and will not be recruited. Should a negative reference come after employment, the staff may be terminated. Should the first candidate reject the job offer, the second in performance will be offered the job if they meet the requirements. Otherwise, the management will carry out the recruitment exercise again until the right candidate is found.

[bookmark: _Toc74660376][bookmark: _Toc76711881]2.5 Offer of Employment (Letter of Appointment)
Every employee shall be issued with a letter of appointment before commencing duties, which will include full details on the terms and conditions of service, and must be signed by the employee being hired. The staff’s job grade and employment number shall be clearly stated. A contract of employment becomes effective when a signed letter of appointment has been forwarded to and accepted in writing by the applicant. Verbal offers/acceptance will not be acceptable. All offers of employment must be in the standard letter of appointment. 

All appointments will be made by the ED. All offer letters must have a time deadline for a response to accept or decline the offer. Failure to respond within the time limits will result in the automatic withdrawal of the offer. A letter of appointment shall be issued, in duplicate, to an employee on first appointment and shall contain the following details: -

i. The grade and designation,
ii. Date of appointment,
iii. Salary scale and salary entry point to which the candidate is appointed,
iv. Terms of appointment,
v. Details of housing and other allowances payable,
vi. Medical benefits and other benefits payable for the position,
vii. Station of deployment,
viii. Terminal benefits and 
ix. Any other details as may be found appropriate.

Where any of the matters stipulated in the letter of employment changes the head of HR shall revise the letter and inform the employee in writing. The Human Resource department shall retain personnel records.
[bookmark: _Toc70677426][bookmark: _Toc74660377]
[bookmark: _Toc76711882]2.6 Personal Records
UTNWFT will maintain personal records for all employees. New staff members will be required to provide the following documentation:
i. Copy of national identity card or passport,
ii. Recent 3-passport size colour photographs,
iii. Certified copies of certificates and testimonials,
iv. Copies of statutory documents such as National Social Security (NSSF), National Hospital Insurance (NHIF), and Income Tax Personal Identification Number (PIN) cards,
v. Higher Education Loans Board loan status or certificate of completing loan repayment for local university graduates from HELB,
vi. Pension details and any other details necessary for processing benefits package,
vii. Marital status, dependency status and information designation of beneficiaries and 
viii. Contact details for three (3) references. 

A personnel file will be maintained for each staff member containing among other documents: a duly signed copy of the employment contract, application letter, Curriculum Vitae, confidential references, emergency contact information, declaration of next of kin, home address and telephone numbers. It is the responsibility of individual staff to notify their immediate supervisor of any changes in their status and details provided on file. The management shall be responsible for keeping and updating all staff employment records.  These shall be kept under confidential cover.  Staff shall not have access to their own personal files, but they may request in writing for inclusion of additional records or correction of information already given.  Should it be necessary to release a personal file to any other party e.g., auditors, a record shall be kept showing who took the file, the reason(s), and the date it was taken. 

[bookmark: _Toc70677427][bookmark: _Toc74660378][bookmark: _Toc76711883]2.7 Job Descriptions
On appointment, each employee shall be given a job description indicating their job title, who they will report to, who will report to them and their overall and detailed duties and responsibilities. They will be required to sign a copy of the job description as confirmation that they have read and understood what is expected from them. 

[bookmark: _Toc74660379][bookmark: _Toc76711884][bookmark: _Toc372979073][bookmark: _Toc29366270][bookmark: _Toc41577593]2.8 Employment Card
Each employee will be issued with an official employment card. In the event of loss of the employment card, an employee shall pay and apply for a replacement. If a replacement is because of change of designation or marital status, no fee shall be charged. On termination of employment, an employee shall be required to surrender his employment card to UTNWFT.

[bookmark: _Toc70677428][bookmark: _Toc74660380][bookmark: _Toc76711885]2.9 Probation 
All employees on permanent and contract terms of employment shall be placed on probation for a period of three (3) months. During the probationary period, notice to terminate employment may be given with one (1) months’ notice. The option to serve the notice period or not will be at the discretion of the employer.

[bookmark: _Toc70677429][bookmark: _Toc74660381][bookmark: _Toc76711886]2.10 Confirmation of Employment 
A written evaluation will be carried out two (2) weeks before the end of the probation period. Based on the evaluation, employment may be confirmed, discontinued or the probationary period extended. Where the evaluation is positive, the employee shall receive confirmation in writing of the end of the probation period. Where the evaluation is negative, the supervisor may request extension of probation if, in his/her judgement, additional time is necessary to assess the employee’s ability to perform the job. If the supervisor does not envision much change, the employee will be terminated for lack of job-fit, culture-fit or any other reason thereof. 
[bookmark: _Toc70677431][bookmark: _Toc421521690][bookmark: _Toc448912341][bookmark: _Toc489678271][bookmark: _Toc143069972][bookmark: _Toc456783165]



[bookmark: _Toc74660382][bookmark: _Toc76711887]CHAPTER THREE: COMPENSATION AND BENEFITS POLICY 
[bookmark: _Toc74660383][bookmark: _Toc76711888][bookmark: _Toc429853378][bookmark: _Toc70677432]3.1 Policy Statement
UTNWFT aims to offer adequate remuneration to its employees and will strive to be competitive in the marketplace. UTNWFT will offer a fair and equitable remuneration package recognizing difference in job requirements and performance. Starting basic pay is based on the salary grading structure that takes into account the duties, qualifications, experience, and responsibility required in each job. 
The remuneration policy is based on the following guiding principles: 

i. Provision for adequate pay differentials to recognize responsibility levels, skills, competencies, attitudes, experience, and performance in relation to the goals and objectives of UTNWFT,
ii. Achievement of equity, transparency, and competitiveness in the remuneration packages based on the job evaluation,
iii. Adoption and implementation of best human resource management practices regarding compensation,
iv. Maintenance of a salary structure that will enable the Trust to attract, retain, and motivate qualified employees,
v. Focus on the value of total compensation, which includes basic salary, allowances, and other benefits, and
vi. Adherence to salary and remuneration guidelines issued by the management from time to time.

[bookmark: _Toc76711889]3.2 Salary grades 
UTNWFT shall have salary grades as the Board may, from time to time, determine. The ED may conduct periodic salary surveys to determine changes in cost of living and terms of employment being offered by comparable organizations. Such surveys shall form the basis of consultation with the Board for salary reviews.

[bookmark: _Toc76711890]3.3 Casual Wages
Casual wages shall be determined in accordance with the prevailing minimum wage guidelines issued by the government from time to time.



[bookmark: _Toc76711891]3.4 Salary determination 
On first appointment, an employee shall enter the salary structure at the minimum point of the respective salary scale. However, an employee may be granted incremental credit for previous remuneration and relevant experience. This shall be at the rate of one increment for each complete year of approved experience provided the maximum salary of the grade assigned to the post is not exceeded. The grant of increments for relevant experience shall be subject to the following conditions:
i. Incremental credit shall only be granted in respect of approved experience gained after acquiring the requisite minimum qualifications for the grade. 
ii. In granting incremental credit, previously earned remuneration shall be considered.  
iii. Incremental credit shall be granted only for previous approved experience in the type of work upon which an officer will be employed on his appointment to the grade and 
iv. Incremental credit may not be granted on appointment to promotional posts, i.e. posts to which an officer would not normally be appointed if he had joined the Trust immediately after completing his education.

[bookmark: _Toc74660384][bookmark: _Toc76711892]3.5 Payment of salaries 
Salaries shall be paid in arrears at the end of each month. In accordance with the Kenyan law, deductions for income and other taxes shall be made from staff salaries before payment is made and shall be shown clearly on the pay slips and/or payment vouchers for contract employees. With the consent of the employee, any other deduction such as employee's personal insurance, premiums, mortgages, and loans may be deducted from the employee’s salary and paid by the employer to the relevant institution on behalf of the employee. The following deductions will be made from an employee’s monthly salary:

i. Any amount due from the employee as a contribution to any provident fund or superannuation scheme.
ii. Amount for any damage done to, or loss of, any property lawfully in the possession or custody of the employer occasioned by the wilful default of the employee.
iii. An amount not exceeding one day’s wages in respect of each working day for the whole of which the employee, without leave or other lawful cause, absents himself from work.
iv. Any amount paid to the employee in error as salary more than the amount due to him.
v. Any amount the deduction of which is authorised by any written law for the time being in force, collective agreement, wage determination, court order or arbitration award.
vi. Any amount in which the employer has no direct or indirect beneficial interest, and which the employee has requested the employer in writing to deduct from his salary.
vii. An amount due and payable by the employee under and in accordance with the terms of an agreement in writing, by way of repayment of a loan or money extended to him by the employer.
NB
After all the deductions are done, the employee, by law should take home at least one third of their salary.
[bookmark: _Toc74660385]
[bookmark: _Toc76711893]3.6 Pay Slip.
The Employment Act requires that every employer pays wages or salaries in cash, by cheque or electronic transfer to each employee weekly or monthly, as the case may be, on or by due date. Employee payment shall be accompanied by a pay slip. Each individual employee must approve any deductions except for statutory deductions. 
[bookmark: _Toc74660386]
[bookmark: _Toc76711894]3.7 Salary Review
Salaries will be reviewed by UTNWFT considering the following factors: 
i. Cost of living indices 
ii. Affordability 
iii. Objective of maintaining a competitive edge for UTNWFT.

[bookmark: _Toc74660387][bookmark: _Toc76711895]3.8 Salary Advance
An advance of not more than one (1) month’s salary may be granted by the ED to an employee, when the employee owing to circumstances beyond his control, is placed in a difficult financial position requiring assistance. In applying for the advance an employee should explain the circumstances leading to the situation for which he could not have foreseen and therefore planned.  An advance under this regulation may be granted only when an employee has no other outstanding salary advance i.e., where he has completed paying for the one previously taken.

Advance of salary will be made to an employee who has served for more than one (1) year and has more than one year to serve in UTNWFT before mandatory retirement. After repayment of the salary advance, the employee can only qualify for another one after six (6) months except in exceptional situations where that employee is in an unforeseen and absolutely difficult situation to warrant another advance. Recovery of salary advance will be made in reasonable installments for a maximum period of twelve (12) months.

Salary advances will only be given in very needy circumstances. An employee will be allowed one salary advance in a year. Employees will only qualify for this advance in the context of maintaining a net payroll salary of 1/3. 

[bookmark: _Toc74660388][bookmark: _Toc76711896]3.9 Benefits 
UTNWFT benefits structure seeks to build a supportive and caring culture for employees, ensuring high employee engagement. 
[bookmark: _Toc429853381][bookmark: _Toc70677433][bookmark: _Toc74660389][bookmark: _Toc76711897]3.9.1 Overtime 
From time to time, employees may be required to work overtime. Overtime is defined as time spent working outside the specified normal work hours. Only support staff shall qualify for overtime payment. The management upon the recommendation of the employee’s immediate supervisor prior to being claimed must authorize all overtime worked. 
[bookmark: _Toc429853382][bookmark: _Toc70677434][bookmark: _Toc74660390][bookmark: _Toc76711898]3.9.2 Travel facilitation 
Travel policy is to ensure that UTNWFT employees who travel to perform duties away from their regular place of work are catered for regarding their travel, meals and accommodation while performing UTNWFT work during the trip. The employee travelling on official business should not make a monetary gain except for the package remuneration as provided in the letter of contract. To cover incidental travel costs and provide for travel inconveniences UTNWFT will provide daily out of pocket expenses. 
[bookmark: _Toc429853384][bookmark: _Toc70677435][bookmark: _Toc74660391][bookmark: _Toc76711899]3.9.3 Air travel 
International travels by air shall be by economy class for all staff except for the ED who may travel on business class for flights more than eight hours. Local travel by air will be by economy class for all employees. If budget limitation occurs, employees will travel by road or drive personal vehicle where the mileage claim will apply.

Where an employee chooses an indirect flight for their own reasons, the difference in cost with a direct flight will be charged to the employee account. Out of pocket allowance should not be claimed for delays during travel occasioned by an employee’s decision to stop over for personal reasons. For employees who travel to foreign countries it is the responsibility of each travelling person to ensure he/she has valid travel documents required including Passport, Visas, and inoculations (Where applicable).
[bookmark: _Toc74660392][bookmark: _Toc76711900]3.9.4 Out of Pocket Expenses
For all approved official travel, staff shall be provided with reasonable accommodation within approved rates. Travel allowance is for accommodation and meals while on official travel.  The staff travelling is allowed a daily out of pocket (per diem) allowance, which is intended to cover expenses on lunch, dinner, local bus/taxi fares, snacks/water bottles/porter tips and other miscellaneous expenses where bills may be difficult to obtain. 

[bookmark: _Hlk85714897]Only approved service providers should be used for taxi services on local trips. Receipts from non-approved vendors will not be accepted. Any balance owed by the employee to UTNWFT is recovered from the employee’s salary in full in the subsequent month after travel. A staff member intending to travel shall complete the travel authorization form and the imprest requisition form and have them approved before booking travel. Staff members who wish to make their own travel arrangements for personal convenience and comfort shall seek authorization in advance and pay any additional costs that may accrue. Staff advance taken for travel will be debited to the staff’s official advance account.

Deadline for submission of claim forms on return from travel will be no more than seven days from return of travel unless another travel by the same staff takes place within seven days of return from the previous trip.   Even then only two successive travel advances can remain outstanding at any one time.
[bookmark: _Toc429853385][bookmark: _Toc70677436][bookmark: _Toc74660393][bookmark: _Toc76711901]3.9.5 Mileage allowances
Mileage allowances are paid to employees who use their vehicles while on official duty. Approved rates are with the management.
[bookmark: _Toc74660394][bookmark: _Toc76711902][bookmark: _Toc37324396]3.9.6 New mother’s benefit 
Female employees who have returned to work after maternity leave will be eligible for two (2) hours for breastfeeding per day for the first four (4) months after return to work.  
[bookmark: _Toc70677437][bookmark: _Toc74660395][bookmark: _Toc76711903]3.9.7 Work Performed on Holidays
Employees who work on public holidays will be deemed to have worked overtime on that day and will be paid double-time rate for hours worked.
[bookmark: _Toc70677438][bookmark: _Toc74660396][bookmark: _Toc76711904]3.9.8 Terminal benefits
UTNWFT shall ensure that all employees are enrolled to NSSF for their retirement benefit. In addition, UTNWFT will establish a staff pension scheme / provident fund to enhance employee benefits at retirement with specific set contributions for the staff and UTNWFT. 
[bookmark: _Toc74660397][bookmark: _Toc76711905]3.9.9 Medical Benefits 
[bookmark: _Hlk85715159]UTNWFT shall ensure that all employees are enrolled to NHIF for their medical benefit. In addition, UTNWFT will engage a service provider for medical coverage benefits for employees and their dependents. The amount covered is contained in the approved employee medical cover applicable. 
[bookmark: _Toc74660398][bookmark: _Toc76711906]3.9.10 Group Personal Accident Insurance
UTNWFT staff under regular, short-term, and consultancy contracts will be covered under a group personal accident insurance scheme. The scheme will provide the coverage details for accident-related incidences.  Details are available from the respective HR officer.
[bookmark: _Toc74660399][bookmark: _Toc76711907]3.9.11 Group Life Insurance
The scheme will cover all regular contract staff in the event of death while still in employment with UTNWFT. The amount is payable to the employee’s designated next of kin. Details are available from the respective HR officer in UTNWFT offices in Nairobi.
[bookmark: _Toc74660400][bookmark: _Toc76711908]3.9.12 Funeral Support
In the event of a staff member’s death, UTNWFT shall provide a one-month basic salary and Kshs 200,000/= towards the coffin, hearse, and placement of obituary in the newspaper.

3.9.13 Acting Allowance
When an employee is appointed to act in a higher position, acting allowance shall be paid at the rate of fifteen percent (15%) of his substantive salary (Basic pay) or as determined by the Board from time to time. Acting Allowance shall be paid to an employee when he acts in a higher post for a continuous period of 30 days or more: inclusive of weekends and public holidays. 

When an employee has ceased to act in the higher post is required after an interval of not more than 15 days to act again in the same or another post and had not qualified for acting allowance on the first occasion, the number of days he acted on the first instance shall count towards the qualifying period of 30 days on the second occasion. Absence of less than 30 consecutive days due to an employee being on urgent or annual leave or sick leave, shall not be regarded as a break in an acting appointment provided the employee is required to act again on the same post immediately, and he resumes duty.

Appointment on acting basis is a temporary measure pending the substantive filling of the vacant post by either recruitment or resumption of duty by the substantive holder of the post.  The appointment shall normally be limited to a continuous period of 6 months or until the vacant post is filled whichever is the earlier but may be extended if the post remains vacant. In all cases, staff shall be appointed to act in writing. 
[bookmark: _Toc29366305][bookmark: _Toc41577626][bookmark: _Toc74660401][bookmark: _Toc76711909]3.9.14 Leave Allowance

4.7 
An employee shall be required to take a minimum of 15 days of his annual leave entitlement either at once or cumulatively to qualify or to be eligible for the leave allowance. All employees will be eligible for leave allowance once a year. For ease of administration, the allowance will be paid through the payroll. Leave allowance shall be budgeted for by the trust on an annual basis and shall be paid at the rate of 15% of the employee’s basic salary. 
[bookmark: _Toc29366317][bookmark: _Toc41577637][bookmark: _Toc74660402][bookmark: _Toc76711910]3.9.15 Club Membership

3.6 
At the discretion of the Board of Trustees depending on the financial resources’ availability, and as part of employee welfare, UTNWFT shall provide one family club membership and annual subscription to Clubs for the ED and any other staff as the trustees may decide from time to time. The membership amount and ceilings will be decided by BoT through a minute. This is a privilege and not a right.

















[bookmark: _Toc70677439][bookmark: _Toc74660403][bookmark: _Toc76711911]
CHAPTER FOUR:  STAFF TRAINING & DEVELOPMENT POLICY 

UTNWFT recognizes the need for staff training and development to improve staff skills to function and perform their duties better and to prepare staff for increased responsibilities.  Staff training will be driven by UTNWFT needs and must directly benefit the institution. Training decisions will be based on fairness, equity and with interest of UTNWFT being the priority. The HR unit will facilitate the annual training programme.

[bookmark: _Toc70677440][bookmark: _Toc74660404][bookmark: _Toc76711912]4.1 Staff Induction/Orientation
All new employees will undergo an induction programme.  Induction will include inculcating in employees UTNWFT values and philosophy, acquainting them with UTNWFT structure, activities, policies, procedures, rules, and regulations. New employees must report to the Human Resources Department on their first day of work.  This is to ensure that all forms necessary for employment such as personal details, tax, benefits, insurance, and anything else are completed. 

The main objectives of orientation are to:
i. Assist staff in understanding the key requirement and context of their job.
ii. Enable staff to find and access the tools and resources they need.
iii. Understand the Mission, Vision, Purpose and Core Values of UTNWFT
iv. Develop working relationships with other staff.

Induction programme will include but not be limited to the general orientation, which will involve completion of relevant documentation, explanation of benefits, tour of office, information of office facilities, emergency procedures, introduction to all staff, etc.  

[bookmark: _Toc292993218][bookmark: _Toc293334678][bookmark: _Toc293397976][bookmark: _Toc293398294][bookmark: _Toc293398842][bookmark: _Toc293398916][bookmark: _Toc74660405][bookmark: _Toc76711913]4.2 Training needs identification & Training 
Mechanisms   for   effective   staff   development   involve   identifying, implementing, and evaluating group and individual staff development. Identifying training and development needs and helping individual employees to improve their performance are key responsibilities for supervisors who are also responsible for measuring the effectiveness of any training and development undertaken by team members. Training will be carried out when the needs have been identified and interventions put in place. Employee individual development needs may be identified during appraisal reviews and documented through the Performance Management System and supervisor and peer observations. The HR unit will co-ordinate the annual development programme supported by a staff training committee consisting of senior staff. Identified training needs may be conducted either for individuals or for groups. 
[bookmark: _Toc74660406]
[bookmark: _Toc76711914]4.3 Evaluation of Training 
The staff development, training and study assistance arrangements are expected to ensure:
i. Increased skills, experience, abilities, and versatility of staff,
ii. Improved job performance,
iii. Increased service delivery to the members and 
iv. Personal development.
The effectiveness of training should be monitored and assessed to determine the extent to which the training objectives have been achieved. Measuring the effectiveness of applied learning in the work situation ultimately assesses the value of the development programme.
[bookmark: _Toc70677441][bookmark: _Toc74660408]
[bookmark: _Toc76711916]4.4 Conferences/Seminars/Workshops 
The Trust acknowledges that new developments and learnings regularly take place in the professional fields covered by its employees. The organization will therefore sponsor an employee for a membership of one professional body. In addition, an employee will be sponsored to attend at one seminar, conferences, or workshops by the professional body. 
[bookmark: _Toc74660409][bookmark: _Toc32428176][bookmark: _Toc37324449][bookmark: _Toc70677442]
[bookmark: _Toc76711917]4.5 Responsibility of Training and Development Activities
During annual work planning and budgeting exercise, the trust will budget for a training and human resource development depending on the identified need. This programme will be implemented by the officer in-charge of HR matters under the approval and direction of the ED.  
[bookmark: _Toc74660410]
[bookmark: _Toc76711918]4.6 Student Attachment / internship Program
The Trust recognizes that the sustainability of a labor market that provides for the needs of both it and other organizations in the industry is key to economic growth. Considering this belief, the organization shall establish a student’s attachment and internship programs in contributing to the development of a ready labor supply. Student selection shall be done from a pool of applications at least one month before placement.  A student must meet the following requirements: 

i. A continuing student pursuing a degree or diploma course from a recognized institution. 
ii. An insurance cover covering the period of attachment preferably obtained through the college. 
iii. A letter from the college confirming the industrial attachment requirement for partial fulfilment of the course pursued. 
iv. An evaluation guide from the college showing areas to be covered by the student. 


[bookmark: _Toc70677443][bookmark: _Toc74660411][bookmark: _Toc76711919]CHAPTER FIVE: PROMOTION POLICY 

This policy is established to outline a means of providing promotion to staff within UTNWFT where a promotional opportunity exists. Promoting from within is a good business practice and a staff motivator. Internal promotion policies can generate loyalty through the recognition of individual merit and improved morale by fulfilling staff’s need for increased status.

[bookmark: _Hlk74319004]It is UTNWFT’s policy to support employee growth and development through several avenues, promotion included. Whenever a position becomes available, every effort will be made to fill it by promoting a qualified employee. Jobs will be awarded based on individual ability and past job performance, as well as length of service if two people have similar qualifications. By utilizing all opportunities for education and performing their job excellently, an employee positions themselves to qualify for a position of greater skill, responsibility, and value at the Trust. 

Promotion is a chance to upgrade one’s personal grade, which can be achieved in the following ways:
i. On a competitive basis through a declared vacancy announcement
ii. Reclassification of an existing position to a higher-grade 
iii. Through professional growth within the grading or job structure that spans several grades.

Promotions shall be based on existence of vacancies, possession of skills and competency necessary for performance of higher duties. When an opening becomes available for any position, the responsible Head of Department will liaise with the HR Department and determine whether the position can be filled internally or externally. If the decision is made to recruit internally, human resources will advertise the role internally and conduct interviews for those who apply and give the role to the best rated employee. The basic principles of promotion in UTNWFT are equal opportunities and the best person for the job. Selection for promotion shall be based on merit with due consideration of the following factors: 
i. Job knowledge and technical know-how, 
ii. Competence and potential,
iii. Performance and quality of work,
iv. Academic/professional/technical qualifications, 
v. Honesty, integrity and commitment to work,
vi. Working attitude and interpersonal skills; and 
vii. Personal attributes and tact. 
[bookmark: _Toc70677444][bookmark: _Toc74660412][bookmark: _Toc76711920]CHAPTER SIX: LEAVE POLICY 


[bookmark: _Toc319312408][bookmark: _Toc70677445][bookmark: _Toc74660413][bookmark: _Toc76711921]6.1 Annual Leave
All employees shall be entitled to 21 working leave days with full pay after every 12 consecutive months of service commencing on the date of employment.  This leave may be taken within the years of service on agreed dates between the employee and the supervisor guided by staff needs and exigencies of work.  Employees will be allowed to carry over a maximum of five (5) days leave from the previous year but should be exhausted within the first quarter of the next year.  
The officer in-charge of HR and administration will be responsible for compiling annual staff leave roster, detailing when each employee wishes to take leave. Where an official holiday falls within an approved annual leave period that holiday shall not be considered as part of the annual leave. On the termination of employment for whatever reason, outstanding annual leave will be paid out.

[bookmark: _Toc319312413][bookmark: _Toc293334699][bookmark: _Toc212985141][bookmark: _Toc212980171][bookmark: _Toc70677446][bookmark: _Toc74660414][bookmark: _Toc76711922]6.2 Sick Leave
[bookmark: _Toc319312416][bookmark: _Toc293334700][bookmark: _Toc212985142][bookmark: _Toc212980173]Any employee who is unable to work owing to illness or injury should endeavor to inform the immediate supervisor of their situation by the end of the first day of absence from duty. An employee on sick leave must submit a medical report from a health care provider approved by the organization to the supervisor by the second day of their sick leave. If an employee takes sick leave on a regular basis, UTNWFT will reserve the right to seek independent medical opinion in collaboration with the affected staff member. Where an employee is on sick leave for more than seven (7) days, the employee shall be entitled to sick leave of up to seven (7) days on full pay and followed by a maximum of seven (7) days on half pay.
[bookmark: _Toc70677447]
[bookmark: _Toc74660415][bookmark: _Toc76711923] 6.3 Maternity Leave
UTNWFT maternity leave entitlement is three months with full pay. No female employee shall forfeit her annual leave entitlement having taken her maternity leave. On expiry of a female employee’s maternity leave, the female employee shall have the right to return to the job which she held immediately prior to her maternity leave.

[bookmark: _Toc74660416][bookmark: _Toc76711924][bookmark: _Toc319312421][bookmark: _Toc293334701][bookmark: _Toc212985143][bookmark: _Toc212980175][bookmark: _Toc70677448]6.4 Unpaid maternity leave /leave without pay.
In addition to the maternity leave and in very exceptional and proven circumstances, and subject   to board approval, an employee will have the option to apply for unpaid maternity leave up to thirty (30) working days.  Such unpaid leave may be granted upon approval by the ED, but the employee will be required to utilize her annual leave first. 

Leave without pay of up to three (3) months may be granted upon approval by the ED to meet family obligations, community service responsibilities, study and travel. Leave without pay will not normally be granted unless an employee has exhausted all other leave entitlements. An employee on leave without pay is not entitled to substitute sick leave for leave without pay during a period of leave without pay. Annual leave entitlements do not accrue while on leave without pay. 

[bookmark: _Toc74660417][bookmark: _Toc76711925]6.5 Paternity Leave
A male employee shall be entitled to 2 weeks’ paternity leave with full pay, once a year during the spouse’s period of confinement. This is in respect of the wife who is registered with UTNWFT and / or in his NHIF contributions card. Except in case of unforeseen emergencies, maternity or paternity leave will be applied for following the same procedures as the normal leave. 

[bookmark: _Toc319312423][bookmark: _Toc293334703][bookmark: _Toc212985145][bookmark: _Toc212980177][bookmark: _Toc70677449][bookmark: _Toc74660418][bookmark: _Toc76711926]6.6 Study Leave
Study leave is the official leave of absence from the official place of work on full time basis for the purpose of acquiring skills and knowledge from a learning institution subject to relevant prior approval.  Up to five (5) working days and exam days of study leave may be granted on the production of proof of enrollment for an examination. These days will include the exam dates. Study leave will be applied for at least one month in advance. The exam timetable should be attached to the application. Such leave may be withdrawn at any time by the relevant HOD and must be understood to be a benefit and not an entitlement. At least one month’s notice of intention to proceed on leave is required before departure for all leave except in the case of compassionate and sick leave.

[bookmark: _Toc319312427][bookmark: _Toc293334705][bookmark: _Toc212985148][bookmark: _Toc212980181][bookmark: _Toc70677450][bookmark: _Toc74660419][bookmark: _Toc76711927]6.7 Compassionate Leave
Employees will from time-to-time face pressure emanating from their private and family life that may require them to take urgent leave from their duties to attend to these issues. Personal issues included in this policy are the death or serious illness of members of the employee’s immediate family.  Employees are entitled to five (5) days for compassionate leave. 

6.8 [bookmark: _Toc372979121][bookmark: _Toc29366337][bookmark: _Toc41577657][bookmark: _Toc74660420][bookmark: _Toc76711928]Leave Pending Retirement
Leave pending retirement will be taken by an employee pending his retirement. It will be the last official leave to be taken by an employee during his period of service with UTNWFT. An employee who is due for retirement is entitled in addition to his annual leave, thirty (30) calendar days leave pending retirement. This leave must be taken thirty (30) calendar days preceding retirement and will however, neither be commuted for cash nor will the employee qualify for additional leave allowance. 
[bookmark: _Toc448912328][bookmark: _Toc456783152][bookmark: _Toc70677451][bookmark: _Toc74660421][bookmark: _Toc76711929]
CHAPTER SEVEN: PERFORMANCE MANAGEMENT POLICY 

[bookmark: _Toc76711930]7.1 Policy statement 
To attract and retain a highly qualified and competent talent, UTNWFT will put in place performance management system aimed at providing employees with opportunity for constructive work reviews. The program is designed to address performance and skills developmental needs and interests once an employee has been confirmed into a position. 

UTNWF values a culture of continuous learning, open and honest feedback. All employees are encouraged to provide relevant and fair feedback at appropriate opportunities. Supervisors will schedule bi-monthly check-ins with all employees to ensure regular opportunities to:
 
i. Review and track current work activities 
ii. Answer questions and concerns from employees as they arise 
iii. Provide timely and concrete feedback
iv. Provide additional performance management support, schedule coaching as may be required. 
v. review support provided to employees against what is needed to perform the tasks and where necessary make recommendations for additions resources.

A performance review will be carried out to measure the employee’s performance within a calendar year through performance discussions and feedback are expected to continue throughout the whole year. The management shall strive to ensure that the exercise is not biased at any stage. The performance management philosophy has been developed based on the following underlying principles:

i. To identify individual and/or team objectives and measures linked to UTNWFT strategic plan. 
ii. To promote employee career development through creating an environment of learning and quality improvement through training, coaching, counselling, and mentoring.
iii. To provide open and honest periodic evaluations of employee’s performance. 
iv. To administer a financial/non-financial rewards system that would differentiate rewards to employees based on performance. 

[bookmark: _Toc74660422][bookmark: _Toc76711931]7.2 Performance Cycle
The performance cycle has four stages explained below:
[bookmark: _Toc210536052][bookmark: _Toc227654974][bookmark: _Toc53932028][bookmark: _Toc53932850][bookmark: _Toc54507802][bookmark: _Toc74660423][bookmark: _Toc76711932]Stage I:  Objective Setting

Objectives are set at all levels of the organization, starting with the corporate or strategic objectives. These objectives are cascaded to departmental, sectional, and individual employee targets. Cascading objectives through UTNWFT will ensure that management is committed to the achievement of the objectives and employees have clear goals that are clearly related to the UTNWFT’s strategic plan.
All objectives and targets are recorded in the following manner: 
i. Corporate objectives are recorded in the Strategic Plan, the Annual Business Plan, and the Chief Executive Officer’s Performance Contract.
ii.  Departmental or Sectional objectives are documented in the overall department plan, budget, and Head of Department’s performance contract.
iii. The objectives for a section are documented in the Section Work plan and budget as well as the Head of Section or Supervisors Performance Contract.
iv. Employees’ objectives are recorded in the employees Performance Contract.
v. Each employee will sit with his/her supervisor to discuss his/her objectives.  
[bookmark: _Toc210536053][bookmark: _Toc227654983][bookmark: _Toc53932029][bookmark: _Toc53932851][bookmark: _Toc54507803]
[bookmark: _Toc74660424][bookmark: _Toc76711933]Stage II:  Coaching and Continuous Assessment

It is the supervisor’s responsibility to ensure that each employee has all the tools, resources, information, and supervision that the employee requires enabling him/her to deliver their objectives as assigned.  The supervisor will ensure that:
i. The right person is in the right job, with the skills, knowledge, and capability to perform that job,
ii. The tools and information required to do the job are availed as and when required,
iii. There is continuous learning to keep the employees’ skills current through on the job training, formal training and coaching, and
iv. There is a conducive working environment for the employees.

[bookmark: _Toc210536054][bookmark: _Toc227654984][bookmark: _Toc53932030][bookmark: _Toc53932852][bookmark: _Toc54507804][bookmark: _Toc74660425][bookmark: _Toc76711934][bookmark: _Toc427079589][bookmark: _Toc429853390][bookmark: _Toc70677452]Stage III:  Performance appraisal 

Performance appraisal is the evaluation of the contribution of an employee’s performance in his assignment and the overall achievement of UTNWFT objectives. The purpose of the performance appraisal process is to:

i. Assess the progress and results achieved during the appraisal period against set goals, targets, and action plans.
ii. Give the employee feedback on how they have performed against agreed objectives or performance standards on a quantitative or qualitative basis. 
iii. Enable management to document an employee’s performance for current and future reference.
iv. Give management a consistent basis for considering performance awards, and promotion. 
v. Help the employee to understand how management perceives his/her performance and therefore enable the employee to take steps, where needed, for self-improvement.
vi. Identify reasons why employee is unable to achieve target goals and try to improve on them or solve the problems if they are organizational. 
vii. Use the process to determine the training needs of employees and facilitate the setting up of relevant mechanisms for staff development/training programmes.
viii. Discuss future growth and development prospects for the employee within the organization including promotion, remuneration review etc. and 
ix. Enable management to manage succession planning.

Whereas it is encouraged that the performance appraisal process be managed on an on-going basis, a formal documented appraisal of each employee shall be completed at least once a year. The following procedure shall apply to the performance appraisal process: 

i. All employees will participate in a performance evaluation process.
ii. The management shall establish performance standards, which together with specific objectives/targets set for the respective staff shall form the basis for performance appraisals. 
iii. The supervisor and the staff will, at the beginning of the review period, jointly set specific objectives which the employee will be expected to achieve during the specified period. 
iv. The supervisor and the staff will agree on the standards for measuring and/or evaluating the goals, including key performance indicators.
v. The supervisor will play a vital role in assisting their direct reports towards achieving the goals. 
vi. At the end of the performance period, the employee will evaluate their own performance and forward it to the supervisor who shall evaluate and rate the employee separately. 
vii. Thereafter, the employee and the supervisor will discuss the appraisal ratings, agree on one rating, and sign off the agreed rate.

[bookmark: _Toc372979141][bookmark: _Toc29366355][bookmark: _Toc41577674][bookmark: _Toc74660426][bookmark: _Toc76711935]Continuous Performance Appraisal
Performance appraisal is an on-going process throughout the performance period. Milestones over the review period should be documented and maintained in the appraisee’s personal file or in any other available electronic mode. Employees serving on contract terms will be appraised every quarter during the first year of the contract. If the performance is unsatisfactory, the contract may be terminated in accordance with the contract document. 
[bookmark: _Toc372979142][bookmark: _Toc29366356][bookmark: _Toc41577675][bookmark: _Toc74660427]7.3.1 Mid-Year Performance Review
The main purpose of the mid-year Performance Review is to accord both the supervisor and appraisee the opportunity to jointly review the progress made by the appraisee in accomplishing the assignments agreed on at the beginning of the appraisal period.

The review which should be in the form of discussions, should be centered on what has been achieved, any constraints experienced and whether there is need to vary the initial assignments to accommodate any unforeseen circumstances. Any changes, additions or removal of performance targets should however only be made if there have been significant changes in functions carried out by the appraisee, and which may necessitate revision of performance targets.

The supervisor should, after discussions with the appraisee at the Mid-Year Performance Review comment on the appraisee’s performance. If the supervisor leaves the department/ institute, he will be required to appraise the performance of the appraisee on pro-rata basis.

[bookmark: _Toc372979143][bookmark: _Toc29366357][bookmark: _Toc41577676][bookmark: _Toc74660428]7.3.2 End of Year Appraisal Process
The End of Year Appraisal will take place at the end of the reporting period. 
i. The supervisor and appraisee are required to meet at the end of the year to discuss the overall performance for the whole appraisal period. 
ii.  Prior to the meeting, the appraisee should prepare a preliminary report on the extent to which set targets were achieved as agreed at the beginning of the performance year with clear performance indicators.
iii. After the meeting, both the appraiser and appraisee shall appropriately key in the standards of performance and have the same forwarded to respective head of department/general manager and or to the ED for final appraisal.

[bookmark: _Toc227654986][bookmark: _Toc53932854][bookmark: _Toc54507807][bookmark: _Toc74660429][bookmark: _Toc76711936]Approvals 
All performance assessments will have two levels of approval.  Each performance assessment is reviewed and signed off by the employee, the employees’ supervisor, and the supervisor’s manager.   

[bookmark: _Toc227654987][bookmark: _Toc53932855][bookmark: _Toc54507808][bookmark: _Toc74660430][bookmark: _Toc76711937]Performance Feedback
The supervisor will give feedback to each of his/her employees once the supervisor’s manager has approved their respective performance assessments. The employee has the right to disagree with his/her supervisor on his/her performance rating.  Should such a disagreement arise, the employee will escalate the concerns to the departmental head who will arbitrate a meeting between the employee and his/her supervisor.  If the employee is not content with the outcome of the meeting, he/she can escalate it to the chief executive officer who will arbitrate a meeting between all parties concerned.  If the employee is still not content with the outcome, he/she can appeal in writing to the chairperson.  The employee will be notified of the chairperson’s decision within seven working days. The chairperson’s decision is final.

[bookmark: _Toc210536055][bookmark: _Toc227654989][bookmark: _Toc53932856][bookmark: _Toc54507809][bookmark: _Toc74660431][bookmark: _Toc76711938]7.6 Outcomes of Performance Assessment
The outcomes of performance assessments are:
i. [bookmark: _Toc227654990][bookmark: _Toc227654991]Employees who are training and development: Each employee will have a personal development plan (PDP) created for him/her. 
ii. [bookmark: _Toc227654992]Employees who are rated as exceptional and/or good will be eligible for career development options as outlined in the Career Progression section of this manual.
iii. [bookmark: _Toc227654993]An employee rated as exceptional and/or good may receive both non-financial recognitions in the form of nomination as employee of the month and/or employee of the year as well as financial recognition in the form of bonuses and/or increments. 
iv. Employees who are rated as needs improvement will be put onto a performance improvement plan (PIP) as described below. In the PIP, each objective will clearly describe the performance improvement required and a timeline for resolution.  Once the plan has been documented and approved, the supervisor will have ongoing discussions with the employee for the duration of the improvement period to monitor and confirm that expectations are at an acceptable level of performance.  In cases where the employee continuously performs poorly, the management will ensure that they have put in place a method to support the employee to improve their performance. An employee will only be terminated on grounds of poor performance if after appropriate interventions, there is no improvement. 

[bookmark: _Toc29366363][bookmark: _Toc41577682][bookmark: _Toc74660432][bookmark: _Toc76711939]Performance Improvement Plan (PIP)
8.9 
The PIP defines areas of concern, gaps, and expectations in work performance and provides for an opportunity to demonstrate improvement and commitment.  The following procedure will be followed in placing an employee on a PIP.
i. [bookmark: _Toc520893953][bookmark: _Toc530060959]Concerns/gaps identified during the mid-year review will be discussed with the employee. 
ii. [bookmark: _Toc520893954][bookmark: _Toc530060960]If no improvement is noted during the end year evaluation, the employee will be placed on a PIP.
iii. The PIP period will be six (6) months. 
iv. During the PIP period, the employee will be expected to make regular progress on the plan as annexed.  
v. Failure to adhere to the plan will result in a disciplinary action.
vi. If significant improvement is noted within two (2) months after placement on PIP, the PIP programme will be terminated for the employee. 
vii. Failure to maintain performance expectations after the completion of the PIP may result in additional disciplinary action up to and including termination.
viii. The contents of this PIP are to remain confidential.  Should an employee have questions or concerns regarding the content, he will be expected to follow up with the supervisor.  
ix. The PIP does not alter the employment terms and conditions of service.

[bookmark: _Toc70605117]


[bookmark: _Toc70677453][bookmark: _Toc74660433][bookmark: _Toc76711940]CHAPTER EIGHT: HEALTH AND SAFETY AT WORK POLICY 

8.1 Policy statement 
UTNWFT is committed to be a safety-first workplace, where safety and innovative management of work processes to prevent injury or illness are encouraged. The following are integral to achieving this objective:

i. Development of a safety-first culture wherein the key focus is on preventing incidents, injuries, and illnesses from occurring, 
ii. Development of an active and healthy workforce to further reduce the potential for injury and illness, and
iii. Excellent post incident systems to prevent re-injury and ensure effective injury management and return to work programs.

[bookmark: _Toc24338962][bookmark: _Toc74660434][bookmark: _Toc76711941][bookmark: _Toc209398789][bookmark: _Toc220680194][bookmark: _Toc234976717][bookmark: _Toc499746939]8.2 UTNWFT Obligations 

[bookmark: _Toc209398790][bookmark: _Toc220680195][bookmark: _Toc234976718][bookmark: _Toc499746940][bookmark: _Toc24338963][bookmark: _Toc74660435][bookmark: _Toc76711942]The Trust will take immediate steps to stop any operation or activity where there is imminent danger to safety and health and to evacuate all employees appropriately.8.3 Employee Obligations 
Every employee, while at UTNWFT shall:
i. Ensure his/her own safety and health and that of other persons who may be affected by his/her actions or omissions at the workplace,
ii. Co-operate with the employer or any other person in the discharge of any duty or requirement imposed on the employer or  the other person by his/her act or any regulation made hereunder,
iii. Comply with safety and health procedures, requirements and instructions given by a person having authority over him for his/her own or any other person’s safety,
iv. Report to the supervisor, any situation which he/she has reason to believe would present a hazard and which he cannot correct, and 
v. Report to his/her supervisor any accident or injury that arises during or in connection with his/her work.

An employee who contravenes the provisions of this section commits an offence and shall be liable for disciplinary action. 
[bookmark: _Toc76711943]8.4 Incident Reporting Procedure
All types of incidents and accidents involving injury at the workplace must be reported to the management for appropriate action immediately. 

[bookmark: _Toc76711944]8.5 Fire Procedures
The consequences of a fire can be extremely serious.  It is essential that everyone does their best to prevent fires and, in the event of a fire, knows what action to take.  Fire extinguishers are available in readily accessible places throughout the building.  Employees should ensure that they know how to use them and on what fires they should be applied.  Employees should further familiarize themselves with the best escape route from their workstation so that in the event of an emergency they are able to exit to safety.

Fire Precautions
Although occasionally some equipment requires to be left switched on, all other electrical appliances must be switched off and plugs removed from the wall sockets prior to leaving the office at the end of the working day. Any loose switch, faulty plug or other defective apparatus must be reported at once to the management. Unauthorized personnel should not attempt to correct such faults.

[bookmark: _Toc76711945]8.6 Uniforms and Protective Clothing
The management will provide uniforms and protective clothing to all employees whose jobs deem it necessary.

[bookmark: _Toc76711946]8.7 Security
[bookmark: _Toc429853403]It is in the interest of all employees to be security conscious and to prevent admission to the premises of unauthorized persons.  All visitors will be asked to remain at the reception until the appropriate member of staff is available to escort them to the relevant office.   Visitors likewise should be escorted back to reception.  In all sections, employees should be aware of the presence of unauthorized persons and should report to the management any instance where suspicion is aroused.



[bookmark: _Toc70677455][bookmark: _Toc74660436][bookmark: _Toc76711947][bookmark: _Toc76711948]
CHAPTER NINE: HIV/AIDS & CHRONIC ILLNESSES AT THE WORKPLACE POLICY 

[bookmark: _Toc429853404]UTNWFT recognizes the impact of HIV/AIDS in the workplace and its far-reaching effects on productivity and is therefore committed to developing a programme to mitigate the effects of the pandemic. UTNWFT will endeavor to promote awareness of HIV/AIDS amongst staff members. Employees who become HIV positive will be treated with support and understanding and their confidentiality will be respected. Illness that arises because of HIV/AIDS will be managed in the same way as other illnesses.  

Employees suffering chronic illnesses will be treated in the same way as other employees in terms of medical support and other HR processes. Chronic Illness will not be a cause for termination of employment, and infected employees will be allowed to work if they are fit and available for work. No employee shall be compelled to disclose their status and in cases where employees inform management of their situation, all reasonable precaution will be taken to ensure confidentiality and the employee’s right to disclosure will be observed. Access to personal data relating to an employee’s medical status will be bound by the rules of confidentiality. 

[bookmark: _Hlk74648756]Employees with chronic illnesses will be provided with counseling services to assist them with coping with the status. Management will allow employees with chronic conditions to work if they are medically able to perform and do not pose a danger to their own health and safety and the health and safety of others. Co-workers will have no reason to refuse to work with or to withhold their services for fear of contracting HIV/AIDS by working with an HIV/AIDS infected person. 

[bookmark: _Toc70677456][bookmark: _Toc74660437][bookmark: _Toc76711949]
CHAPTER TEN: DRUG AND ALCOHOL ABUSE POLICY 

UTNWFT recognizes the effects of addiction to alcohol and drugs and will endeavor to support  the employees as much as possible. However, the behaviors typically associated with addiction disorders are not condoned in the workplace.

[bookmark: _Toc239759891][bookmark: _Toc427079596][bookmark: _Toc429853405]Possession, distribution or use of any illegal drug, alcohol, or controlled substance while on duty or the organization’s premises is strictly prohibited.  These activities constitute serious violations of the rules and regulations governing The Trust, endanger the nature of the work being carried out, and can create situations that are unsafe or that substantially interfere with job performance or hurt the organization’s image. Employees in violation of the policy are subject to appropriate disciplinary action, including instant summarily dismissal.

[bookmark: _Toc70677457][bookmark: _Toc74660438][bookmark: _Toc76711950]
CHAPTER ELEVEN: USE AND CARE OF ASSETS & EQUIPMENT POLICY 

Management expects employees to take good care of equipment under their care. An employee shall be held responsible for damage to its property if in the management’s opinion the damage was intentional or arising from negligence, disregard, or failure to comply with an order or instruction from a supervisor or normal standing procedure. The employee shall be liable for the cost of damage, which will be deducted from his/her salary to make good the damage or part thereof. The necessary disciplinary measures, including prosecution in a court of law, shall be implemented as the case may require.

The property shall include but is not limited to: motor vehicles / cycles, electronic equipment, education resources (books etc.), and any other material that help the Trust achieve its mission and goals. Office equipment e.g., photocopying machine, fax, computers, and printers will not be used for private business.

Employees shall not bring and utilize their own computers and laptops for official purposes unless given authority. Office computers shall be used for official purposes only and employees are forbidden from using their portable media devises on office equipment through a physical or wireless media e.g., portable, and fixed CD/DVD ROMs/ writers and hard drives, thumb drives/ memory sticks, MP3 players, cell phones or any other device that can be used to transfer digital data or interact with UTNWFT information technology infrastructure in any way.

All requests for access to servers or databases or user rights must be authorized by the relevant manager. Employee’s may under no circumstance share any databases, servers, external or ‘cloud’ drives with anyone, unless otherwise authorized. Employees are forbidden from sharing their passwords with anyone, even if they are employees of UTNWFT. 
 
Email is an important communication tool that has a lot of organization’s information and should be treated with utmost care. Employees who misuse their emails will be liable to disciplinary procedures e.g., for personal gain, passing confidential information to external sources, intentional impersonation and/or misrepresentation, etc. Employees are advised against the viewing, broadcast, storage, and the distribution of pornographic or offensive material. 


[bookmark: _Toc239760026][bookmark: _Toc427079597][bookmark: _Toc429853406][bookmark: _Toc70677458][bookmark: _Toc74660439][bookmark: _Toc76711951]Personal Property    
[bookmark: _Toc429853407]Management will not accept liability for the loss or damage to personal property of a staff member either at the office or when the employee is travelling on official business. 

[bookmark: _Toc70677459][bookmark: _Toc74660440][bookmark: _Toc76711952]CHAPTER TWELVE:  DISCIPLINE POLICY 

[bookmark: _Toc76711953]12.1 Policy statement 
Disciplinary procedures shall be used as a corrective measure to foster improvement of individual conduct.  It is expected that no punishment shall be inflicted on an employee if it would be contrary to any provision of the law. In this manual “discipline” means conforming to employment rules and regulations which prescribe expected conduct and behavior of individual employees.  The purpose of rules and regulations is to ensure compliance and discipline in UTNWFT and to correct any conduct that may not conform to such rules. UTNWFT reserves the right to impartially administer discipline and the employee has the right to be granted a fair hearing.

Employees are expected to be self-directing and to strive for the highest standards of performance and behavior in line with UTNWFT mission and philosophy.  As much as possible, any problems shall be sorted out through discussions and a fair hearing given to all involved parties. Taking disciplinary action shall be reserved for extreme cases where consultations have failed.  

[bookmark: _Toc29366426][bookmark: _Toc41577747][bookmark: _Toc74660441][bookmark: _Toc76711954]12. 2 Disciplinary Procedure
[bookmark: _Toc29366427][bookmark: _Toc41577748]The disciplinary procedure provides a framework for dealing with instances where employees are alleged not to have met the required standards of conduct.  The aim is to ensure prompt, consistent and fair treatment for all staff. The guiding principles are: 
i. The rules of natural justice.
ii. Procedural fairness, where an employee must be allowed adequate opportunity to prepare and present his/her case. 
iii. The deciding authority must be unbiased when hearing and making decisions. 
iv. Decisions must be based upon logical proof or evidential material. 
v. Fair administrative action, which is expeditious, efficient, lawful, reasonable, and procedurally fair.
vi. Every employee to whom disciplinary action is taken has a right to: written reasons for any disciplinary action that is taken against him, prior and adequate notice of the nature and reasons for the intended disciplinary action, an opportunity to be heard and to make representations in that regard, an opportunity to attend proceedings in person or in the institute of a colleague of his choice, notice of a right to an appeal or review against a disciplinary decision and information, and materials and evidence to be relied upon in making a decision or taking a disciplinary action if sought for. 

[bookmark: _Toc29366429][bookmark: _Toc41577750][bookmark: _Toc74660442][bookmark: _Toc76711955]12.3 Alternative Interventions in the Discipline Process

Alternative interventions are an effort, undertaken by an employer, to address employee misconduct using a method other than traditional disciplinary action. Alternative discipline interventions in UTNWFT can take many forms such as counseling, guidance, training, or dispute resolution. 

[bookmark: _Toc29366430][bookmark: _Toc41577751][bookmark: _Toc74660443][bookmark: _Toc76711956]12.4 Disciplinary Offences
There are three types of offences: minor, major and gross misconduct.

(a) Minor Offences:  
Any of the following, among others, shall amount to a minor offense: 
i. Idling and loitering during working hours,
ii. Misuse of telephone and other resources,
iii. Causing unnecessary commotion in UTNWFT’s premises or in public places,
iv. Dressing inappropriately contrary to the dress attire/code as defined by UTNWFT, and 
v. Hawking goods and wares in offices.

(b) Major Offences: 

Any of the following, among others, shall amount to a major offence: 
i. Absence from work for a period of more than two days without permission or acceptable excuse,
ii. Repetition of minor offences,
iii. Contravention of traffic laws while using UTNWFT’s vehicles,
iv. Deliberate negligence, go-slow, or obstructive work,
v. Dishonesty reflecting adversely on the honesty and moral integrity of an employee’s duties,
vi. Misuse of Trust’s equipment, and
vii. Any other conduct in breach of policies, procedures, and set regulations.


(c) Gross Misconduct Offences 
 	Any of the following, among others, shall amount to gross misconduct:
i. Negligence of duty,
ii. Being under the influence of alcohol or harmful drugs during working hours,
iii. Use of abusive language or behaviour deemed inappropriate to both the Trust and the public,
iv. Fighting in/within office premises,
v. Criminal conviction,
vi. Making a false statement or declaration in any matter on which one is required to respond to by the Trust,
vii. Unauthorized use or disclosure of confidential information,
viii. Sexual harassment,
ix. Wilful misuse or damage of Trust’s property,
x. Soliciting, giving, or accepting bribes or funds,
xi. Misappropriation and theft of Trust’s property,
xii. Fraud and obtaining money by false pretence,
xiii. Writing or publishing any official information which has not been cleared for publication by the ED,
xiv. Acceptance of any bribe and secret profit,
xv. Colluding with accused persons to defeat the cause of justice,
xvi. Tampering with and destroying evidence,
xvii. Irregular awarding of tenders,
xviii. Tampering with tender documents,
xix. Irregular payments,
xx. Financial embezzlement,
xxi. Fraud, and
xxii. Infractions of the Constitution of Kenya and Code of Ethics.

12.5 [bookmark: _Toc29366431][bookmark: _Toc41577752][bookmark: _Toc74660444][bookmark: _Toc76711957]Forms of Punishment

The following forms of punishment may be meted out by UTNWFT against an employee who commits an offence:
i. Written warning,
ii. Reduction in rank or seniority/demotion,
iii. Surcharge/Recovery of cost/part of the cost of any loss or breakage caused by default or negligence provided that no such cost has been recovered by surcharge under the appropriate financial instructions /regulations,
iv. Termination of employment, and
v. Dismissal from employment.

12.6 [bookmark: _Toc29366432][bookmark: _Toc41577753][bookmark: _Toc74660445][bookmark: _Toc76711958]Formal Procedure

In the event an employee commits a minor offence, and upon due process, a first warning letter should be given to the employee by his immediate supervisor. The employee will be required to signify in writing that he has read and understood the contents of the letter. A warning letter shall be in force for six (6) months. The warning letter should state the exact nature of offence(s) and indicate future disciplinary action which will be taken against the officer if the offence is repeated within a specified time limit. A copy of the written warning, signed by the employee upon receipt, should be placed in the employee’s personnel file.

A second written warning shall be given to an employee who having committed a minor offence earlier, shall repeat a similar offence during the period when a first warning shall still be in force. A third written and final warning shall be issued when the employee commits the same or another offence of similar severity, during the period when a second warning shall still be in force. The warning will be deemed invalid after six (6) months from the date of the third and final warning and following satisfactory improvement in performance or behavior but will not be removed from the employee’s file.

Where an employee fails to reform despite or where he or she commits an offence of similar severity even after receiving the third and final warning letter, the supervisor shall report in writing to HOD who shall then forward the report to the HR department. The report shall state the nature of the offence, the date and time of occurrence, place and persons involved.

[bookmark: _Toc76711959]12.7 Disciplinary Committee 
The ED will appoint a disciplinary committee for disciplinary matters for the staff below the ED and the Board will establish the committee if the indiscipline is with the ED. While constituting a team, the ED shall observe the following conditions: - constitute a team of not less than three (3) officers to investigate the matter (where the team is more than three members, the team shall consist of an odd number) and the officers conducting the investigation shall be senior to the accused officer and should not have dealt with the case before. 

The disciplinary hearing shall be conducted expeditiously, efficiently, lawfully, reasonably and in a procedurally fair manner. The Disciplinary Committee after hearing the matter shall prepare a report consisting of the following:

i. Background information leading to the relevant incident,
ii. Input from the witness or witnesses,
iii. The employee’s response to the allegation(s),
iv. An analysis of the facts,
v. A statement that all the entitlement of employee facing the disciplinary action have been observed, and
vi. Recommendations.

12.8 [bookmark: _Toc74660446][bookmark: _Toc76711960][bookmark: _Toc29366439][bookmark: _Toc41577760]Grievance Handling 
UTNWFT is committed to ensuring fair treatment of all employees when dealing with grievances with a view to addressing concerns in the best manner possible. In handling grievances, the Trust shall be guided by the following principles:

i. Fairness regarding treatment and hearing,
ii. Right of appeal,
iii. Right to channel grievances,
iv. Confidentiality,
v. Prompt action, and
vi. Involvement of all parties.

12.9 [bookmark: _Toc29366441][bookmark: _Toc41577762][bookmark: _Toc74660447][bookmark: _Toc76711961]Grievance procedure
Where an employee has an individual problem or grievance not being a matter of discipline, he should in the first instance approach his immediate supervisor with a view to solving it. The immediate supervisor shall carefully consider any submission made to him and endeavor to settle the matter or refer the case to the HOD for appropriate action. If the employee is not satisfied with the proposed decision, he may appeal to the ED through the HOD. It is stressed that employees should desist from presenting their individual problems or grievances to colleagues, other members of staff, or members of the public not in a position to solve them.

The ED will appoint a disciplinary committee to carry out investigations. Upon receipt of the investigation report, the ED shall prepare a written response to the aggrieved employee giving the reason for the decision. Where an offence has been found to have occurred, the necessary disciplinary procedure shall be instituted against the concerned party. Where the aggrieved party is dissatisfied with the decision made, he shall be accorded the right to appeal to the Board or the ED as per the delegated powers.



[bookmark: _Toc429853412][bookmark: _Toc70677463][bookmark: _Toc74660448][bookmark: _Toc76711962]CHAPTER THIRTEEN: HARASSMENT POLICY 

[bookmark: _Toc76711963]13.1 Sexual Harassment 
Sexual harassment is identified as unwanted conduct of a sexual nature or other conduct based on sex, which affects the dignity of men and women at work. UTNWFT shall not tolerate the sexual harassment of its employees, and it is committed to ensuring a working environment free from sexual harassment.  Examples of conduct, which may constitute sexual harassment and are clearly unacceptable include:

i. Giving someone unwanted sexual attention,
ii. Insulting or ridiculing someone because of their sex,
iii. Suggestions that sexual favours may further an employee’s career or refusal may hinder it,
iv. Lewd, suggestive, or over-familiar behaviour, and 
v. The display or circulation of sexually suggestive material.

Allegations of sexual harassment will be dealt with seriously and confidentially.    No employee who makes a genuine complaint on the grounds of sexual harassment need fear reprisal or victimization.

[bookmark: _Toc76711964]13.2 Other Forms of Discrimination
Any discrimination based on race, religion, ethnicity, sex, education or any other will be dealt with immediately. To promote a team culture, the official workplace language shall be English or Kiswahili, and use of vernacular language shall not be acceptable. As much as possible, the Trust policies will consider diversity issues in its recruitment and management of career growth for its employees.

13.3 [bookmark: _Toc76711965]Procedure for Handling Harassment
If any employee encounters such behaviour from anyone, including his or her superiors, fellow employees, or customers, he/she needs to bring the problem to the attention of his/her supervisor or management.     

On receipt of the complaint, management may institute investigations and interview all parties involved, including witnesses. During the investigations, the rights of both parties will be protected as far as practicable. To this end, any staff member interviewed will be requested to keep confidential the contents of the discussions thereof.

The person appointed to carry out the investigations will report the findings to the management, who in close consultations with the executive director, will decide on the appropriate remedial and/or disciplinary action. All complaints will be promptly handled, and strict confidentiality will be applied in handling harassment complaints. Supervisors will enforce the policy consistently and fairly. Confidential documentation of all allegations and investigations will be retained and appropriate corrective action taken, including dismissal when justified. 	
[bookmark: _Toc429853415][bookmark: _Toc70677464][bookmark: _Toc74660449][bookmark: _Toc76711966]
CHAPTER FOURTEEN: CONFLICT OF INTEREST 

Employees shall not hold any appointment that gives them monetary rewards or otherwise if such an appointment conflicts with the mission and objectives. No employee shall accept any form of remuneration, reward, or benefit from any association or business operating in competition with UTNWFT or which supplies goods or services to UTNWFT. Any breach of integrity or honesty will result in summary dismissal.
[bookmark: _Toc429853417][bookmark: _Toc70677465][bookmark: _Toc74660450]
[bookmark: _Toc76711967]
CHAPTER FIFTEEN: CONFIDENTIALITY

[bookmark: _Toc429853418]No employee shall communicate, or allow to be communicated to by any person(s), information acquired in relation to the Trust property, trade, business, general affairs, or any of the affairs of UTNWFT’s clients.  A breach of this condition of employment has extremely serious consequences and shall, if proven, be grounds for termination of employment.	








[bookmark: _Toc70677466][bookmark: _Toc74660451][bookmark: _Toc76711968]
CHAPTER SIXTEEN: SEPARATION POLICY 

[bookmark: _Toc76711969]16.1 Policy statement 
UTNWFT recognizes that from time to time, and for various reasons, employees will leave its employment and that it is important to provide for a smooth and fair separation process. This policy is to provide a process for discharging employees who leave UTNWFT by:

i. Ensuring equitable and consistent application of the policy to all employees.
ii. Ensuring balance between support for individuals in transition and interests of the organization.
iii. Ensuring compliance with applicable laws.
iv. Ensure benefits due are discharged within the required timelines.

Except in the case of death, only formal written communication from either employee or UTNWFT will constitute intention to separate. All employees leaving the services of UTNWFT will be required to complete a clearance form, an exit interview form, the prescribed declaration of wealth form, the official secret acts form, and submit the same to the Human Resource Department. Prior to the last day of service, the employee will be expected to clear and handover to their immediate supervisor. 
[bookmark: _Toc76711970]16.2 Methods for separation 
An employee’s employment with UTNWFT may be terminated under any of the following circumstances:
i. Termination during probation period by either party before confirmation due to breach or dislike of terms of engagement,
ii. Termination on expiry of the fixed term contract,
iii. Redundancy or retrenchment because of restructuring or abolishing of a functional area, 
iv. Termination on disciplinary grounds or poor performance, 
v. Summary dismissal,
vi. Resignation,
vii. Normal retirement on attaining the retirement age,
viii. Termination due to ill health or sickness, and 
ix. Death of an employee. 
[bookmark: _Toc429853419][bookmark: _Toc70677467][bookmark: _Toc74660452][bookmark: _Toc76711971]
16.2.1 Termination of employment 

An employee may terminate an employment contract by giving one (1) month notice.  If employment is terminated, the reasons must be clearly documented and a written copy given to the employee prior to departure. An employment termination notice will be given as stated in the individual letters of contract. Where due notice is not given, payment will be made in lieu of notice, except in cases of instant termination due to summary dismissal. All employees whose services are terminated for any reason will be paid all earned remuneration, outstanding annual leave and other accrued benefits earned effective the date of termination/the last day worked.
[bookmark: _Toc429853420][bookmark: _Toc70677468][bookmark: _Toc74660453][bookmark: _Toc76711972]16.2.2 Termination during probation period

During the probationary period, either party giving required notice or pay salary in lieu of notice can terminate the contract of employment. No compensation, apart from salary will be granted, and payment will be calculated on a pro-rata basis for the number of days worked.
[bookmark: _Toc429853421][bookmark: _Toc70677469][bookmark: _Toc74660454][bookmark: _Toc76711973]16.2.3 Termination on disciplinary grounds  

[bookmark: _Toc429853422]An employee’s services can be terminated on disciplinary grounds. An employee whose services are terminated will be entitled to terminal benefits applicable to his/her terms of service such as accrued salary, payment in lieu of notice, and payment for accrued leave days. The official date of termination is the last day worked, unless otherwise stated in writing.

[bookmark: _Toc429853423]16.2.4 Terminations on expiry of fixed term contract
An employee’s service with UTNWFT on a fixed-term contract shall cease at the end of the date in the contract letter. An employee wishing to renew their contract is expected to provide their interest to do so within three (3) months of the end of their contract. On the other hand, the management shall communicate to employees within one month of expiry of contract the intention to renew or not renew the contract.
[bookmark: _Toc429853424][bookmark: _Toc70677470][bookmark: _Toc74660455][bookmark: _Toc76711974]16.2.5 Normal Retirement  

The retirement age is 60 years. Employees can, however, take early voluntary retirement at the age of 55 years’ subject to approval by the management. Each retiring employee shall be entitled to accrued benefits as stipulated in his/her contract of employment. The retiring employee shall be given at least three (3) months’ notices prior to the time of retirement.
[bookmark: _Toc429853425][bookmark: _Toc70677471][bookmark: _Toc74660456][bookmark: _Toc76711975]16.2.6 Redundancy, Retrenchment and Employee Layoffs 

Redundancy is the termination of employee engagement when his or her job becomes unnecessary, in most cases due to re-organization and structural changes the strategic direction and new business models adopted by the organization may necessitate that. Retrenchment, on the other hand, is the termination of the services of an employee due to economic reasons.

In cases where UTNWFT must choose between employees to be laid off and others retained, the following criteria/factors shall apply:

i. Business optimization and operational needs of the organization.
ii. The performance and production of the staff (preference shall be to release poor performers).  
iii. Giving first consideration to those nearing formal retirement age 
iv. The level of experience, skills, competencies, knowledge, and employee self-development and career path. 
v. Organizational critical skills: where the skills and competencies of an employee are no longer needed, then the employee shall be the first to be laid off.

In the event of it becoming necessary to declare staff redundant or retrench staff, management shall, as required by the law, consult in advance with the employees likely to be affected or their representative nominated for that purpose. Compensation for retrenched / redundant employees will be guided by the employment act in force.  
[bookmark: _Toc429853426][bookmark: _Toc70677472][bookmark: _Toc74660457][bookmark: _Toc76711976]16.2.7 Resignation  

Employees may resign voluntarily by giving the require notice period. Any employee wishing to resign should submit his/her resignation in writing to the management stating the effective date of resignation.  The employee’s resignation will be considered final. After an employee’s resignation letter is accepted, he/she may be released at any time during the notice period and pay the employee his/her dues up to the end of the notice period. The management will confirm acceptance of staff resignation in writing.
[bookmark: _Toc429853427][bookmark: _Toc70677473][bookmark: _Toc74660458][bookmark: _Toc76711977]16.2.8 Termination due to ill health or sickness  

In case of continuous ill health, sickness or mental limitations, and concern staff has exhausted annual sick leave and on advice from professional medical doctor that the employee is rendered incapable of performing the duties that they are employed to perform because of persistent ill health, then he/she may be retired on medical grounds. 

The process of termination shall be managed by the ED.  It should be clear from the doctors’ report and UTNWFT performance management processes and documentations that the staff member is not able to perform the duties assigned to him/her because of physical disability, continuous and/or persistent sickness or ill health, or mental limitations, and if, although the staff member would have been suitable for another post commensurate with his/her qualifications, no such post exists, or where such a post exists, it is not vacant. 
[bookmark: _Toc429853428][bookmark: _Toc70677474][bookmark: _Toc74660459][bookmark: _Toc76711978]16.2.9 Death of an employee  

In the case of an employee dying while in service, the employment will terminate effective from the date of death. Accrued benefits will be paid to the designated beneficiary as per the details provided.
[bookmark: _Toc429853429]
[bookmark: _Toc70677475][bookmark: _Toc74660460][bookmark: _Toc76711979]16.3 Handing-Over  

At the time of separation, all property belonging to UTNWFT must be handed over to the immediate supervisor. The items must be confirmed against inventory records and any missing items recorded and countersigned for by the exiting employee who will be required to make good for them.  Final compensation for staff members leaving UTNWFT will only be settled when it has been confirmed that the employee has handed over all UTNWFT property and properly accounted for all monies and equipment under his/her custody.

[bookmark: _Toc429853431][bookmark: _Toc70677476][bookmark: _Toc74660461][bookmark: _Toc76711980]16.4 Clearance Procedure

[bookmark: _Toc429853432][bookmark: _Toc70677477][bookmark: _Toc74660462]Every exiting employee shall complete a clearance form with various departments to ensure a smooth handover of the organization’s assets and ensure an undertaking for personal liabilities such as loans, which may involve the employer or other employees.  Such clearance will precede the calculation and payment of terminal dues.  

[bookmark: _Toc76711981]16.5 Exit Interviews

Exit interviews will be conducted for every employee leaving the organization. The objective of an exit interview is to enable the management to identify areas in which it can improve its terms and conditions of service relative to peer organizations and to enable it to determine what it can do to correct any situation that needs to be corrected to retain employees in future. The executive director will conduct the interview.  
[bookmark: _Toc429853433]
[bookmark: _Toc70677478][bookmark: _Toc74660463][bookmark: _Toc76711982]16.6 Certificate of Service

Each employee departing from UTNWFT will be entitled to a certificate of service.  This certificate shall be written on the Trust letterhead, and will indicate the name, date of employment, position held, the date employment ended, and any other relevant information. This certificate is neither a reference nor a statement of performance.    










[bookmark: _Toc405240400][bookmark: _Toc70677479][bookmark: _Toc74660464][bookmark: _Toc76711983]
CHAPTER SEVENTEEN: RE-EMPLOYMENT POLICY 

Former employees who are rehired and return to work within three (3) months of their termination will not be required to go through another orientation period unless the management deems it necessary. Former employees who are rehired and return to work more than three months after their termination will be rehired only as new employees and must complete a new orientation period. They will be considered new employees for all benefits.  

As a rule, UTNWFT will not rehire former employees who:
i. Were dismissed.
ii. Resigned without giving the required notice.
iii. Had a poor attendance record.
iv. Had a below average evaluation. 
v. Violated work rules or safety rules.

[bookmark: _Toc74660467][bookmark: _Toc76711984]
ANNEX

	EMPLOYMENT REFERENCE REQUEST FORM 
Thank you for agreeing to provide for us a reference for the named person whom you have known professionally and/or socially. The information you provide will be treated with the utmost confidentiality and will be used for the sole reason of selection. 
	Candidate Name: 
	Job applied for: 

	Name of Referee: 
	Contact phone number: 
Email Address: 


Reference questions
	Kindly explain the capacity in which you are providing this reference (tick as appropriate)
i. Workmate 
ii. I supervised her / him at work. 
iii. Socially 
iv. Other (specify) 

	For how long have you known the candidate? 


	Briefly describe the candidate’s work ethic:  


	Rate the candidate’s performance on a scale of 1- 10, 1 being the lowest:


	Candidate’s strengths: 


	Candidate’s weaknesses: 


	Describe the candidate’s interpersonal skills.


	Suitability for the job applied for: 


	How would you describe the candidate 's relationships with co-workers, subordinates (if applicable) and superiors?


	Your overall comment on the candidate’s work:


	Any disciplinary action you may be aware of?


	Reasons for the candidate’s departure: 


	Would you rehire / recommend this candidate for employment? 




Please continue your answers in a separate page if necessary. 

Referee signature: __________________ Date: __________________
 Affix company stamp here.




LEAVE APPLICATION FORM
Staff Details:
	Name 

	
	Employee No.
	

	Section/
Department
	
	Position
	

	Reporting to:

	




Type of leave requested: Please tick [√]
	Annual
	

	Maternity/Paternity
	

	Compassionate
	

	Study 
	

	Other (Specify)
	



I wish to apply for ______________ leave days from ___________________ 

(Start date) to ____________________ (end date) ______________________

Number of Annual Leave Days YTD
	B/F as at 
	

	YTD Annual Leave Days
	

	Applied Leave
	

	C/F Leave days
	



												

	For Official Use

	Approved (Yes / No)
	
	Rejected (Yes / No)
	



Signed by: ________________		Position: _________________
Date: ____________________

EXIT CLEARANCE FORM

Name               ……………………………………………… Position Held ……………………
Department.…………………………………Supervisor…………………………………
Last Day of Service ………………………………………  Email………………………………………….
Employee Signature…………………………………     Date ……………………………
Before your departure, please ensure that you surrender to and clear with the immediate supervisor, relevant parties, Finance and HR Administration office the following items.
	IT Department 
	Asset/ Serial no. 
	Received by (Sign)
	Date

	Laptop I
	
	
	

	Laptop II
	
	
	

	Laptop Locker
	
	
	

	Phone
	
	
	

	IT Officer
	Comment
	Received by (sign)
	Date

	Deletion of employee from system access and passwords.
	
	
	

	Deletion/ suspension of email address and redirection of email to supervisor
	
	
	

	Telephone PIN-( Done within 24Hrs of the employees’ departure)
	
	
	

	Finance Department
	Comment
	Received by (sign)
	Date

	Staff advance and other liabilities reconciled (if any)
	
	
	

	Final dues paid
	
	
	

	HR Department
	Comment
	Received by (sign)
	Date

	Acknowledge resignation letter from Employee certificate of service issued.
	
	
	

	Staff ID Card
	
	
	

	Desk Keys
	
	
	

	Medical cards for self and dependents
	
	
	

	Cancellation of benefits -Medical/ life 
	
	
	

	Confirm deactivation of security- access to office
	
	
	

	Exit interview form filled
	
	
	

	Immediate supervisor
	Comment
	Received by, (sign)
	Date

	Handover report submitted
	
	
	


Immediate Supervisor Name……………………………………………
Supervisor Signature………………………………………………… Date ………………
Head of Department (Director)………………………………………..Date ………………
Return this form to the Finance and Administration department on completion to facilitate release of final dues.
[bookmark: _Toc74660466][bookmark: _Toc76711985]
CERTIFICATE OF SERVICE

This is to certify that ____________________________________________ was an employee of UTNWFT. 
He/she was employed on __________________________________ and left the services of the organization on _________________________________.
During his /her employment at The Fund, he/she worked as __________________________________with the following key duties: 
______________________________________________________________
______________________________________________________________
______________________________________________________________

Signed: ______________________________________________
Name: _______________________________________________
Designation: __________________________________________
Date: ________________________________________________
















[bookmark: _Toc70605133]GOAL SETTING AND PROGRESS TRACKING
Employee Name: ……………………………………………….
Job Title: ………………………………………………………..
Date Created: …………………………………………………...
Applicable year: ………………………………………………..
	Goal No. 1: Conserve Nature

	Own goal or work objective related to specific organizational direction:


	Key Activities for the period
	Measurements
	Resources needed
	Time Frame

	
	
	
	

	
	
	
	

	Goal No 2.  Clean water for all 

	Own goal or work objective related to specific organizational direction:


	Key Activities for the period
	Measurements
	Resources needed
	Time Frame

	
	
	
	

	
	
	
	

	Goal No 3.  Community Livelihood Benefits for the participants

	Own goal or work objective related to specific organizational direction:

	Key Activities for the period
	Measurements
	Resources needed
	Time Frame

	
	
	
	


[bookmark: _Toc70605134]ANNUAL PERFORMANCE REVIEW: 360-DEGREE COMMENTS GATHERING

Employee name: …………………………………………..
Reviewer name: …………………………………………...
Date submitted: ……………………………………………
	Summary of the staff’s strengths

	1
	

	2
	

	3
	

	Potential areas for improvement

	1
	

	2
	

	3
	

	Any suggestion on how the supervisor could help the staff perform even better

	1
	

	2
	

	3
	



[bookmark: _Toc70605135]
ANNUAL PERFORMANCE REVIEW FORM
Employee name: …………………….…………………………….
Job Title: …………………………………………………………..
Supervisor: ………………………………….……………………..
Review Period: From: …………..……… To: ……………………
	Goal and Development Plan Progress Tracking

	Goal and Development Objective
	Quarterly Progress Rating

	
	End of quarter 1
	End of quarter 2
	End of quarter 3
	End of quarter 4

	Goal No. 1

	
	
	
	

	Goal No. 2

	
	
	
	

	Development objective No. 1

	
	
	
	

	Development objective No. 2

	
	
	
	

	Rating Guide:
1. Activities to support goal achievement or development objective progress have not been undertaken
2. Activities to support goal achievement or development progress are underway
3. Goals or development objective has been fully achieved

	Review of the staff’s performance in current role

	Key Strengths

	[bookmark: _Hlk70372948]1.
	

	2.
	

	3.
	

	Areas of Improvement

	1.
	

	2.
	

	3.
	

	Review of Performance in Role

	Overall Performance Rating

	☐Does not meet expectations             ☐Meets expectations           ☐Exceeds expectations

	Demonstrates company’s values in their work and behaviour 

	  ☐Does not meet expectations                         ☐Meets expectations

	Evaluation Comments for the period under review

	Employee’s Comments 


	Supervisor’s comment




By appending their signatures below, both parties are acknowledging that they have read and discussed the contents of the performance review form and fully understand the content.
…………………………………		……………………………	..........................
Employee’s name			Employee’s signature		Date
…………………………………		……………………………	……………….
Supervisor’s name			Supervisor’s signature	Date



[bookmark: _Toc70605136]Probation Period Performance Review Form
The review will be undertaken based on the job description for the position as shared with the employee upon being hired. The employee will have developed a set of work objectives for the probation period that are based on both the job description and what is most priority as discussed with the supervisor at the beginning.
The review mission will confirm three important items as the process starts namely:
☐  The employee was provided with the job description and developed a set of work objectives.
☐  The employee has satisfactorily completed on-boarding process for the organization.
☐  The employee has reviewed, understood, and has sustained access to the tools and information required to perform their role effectively.
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[bookmark: _Toc70605137]REVIEW OF THE PERFORMANCE ELEMENTS
	Key Element
	Description
	Rating

	
	
	Does not meet expectations
	 Meets expectations 
	Exceeds expectations

	Job knowledge
	Understands and performs the requirements of the role description. Seeks timely assistance where unsure of the expectations.
	☐	☐	☐
	Technical ability
	Demonstrates the technical knowledge required for the role.
	☐	☐	☐
	Quality of work
	Completes all responsibilities to the expected standards of excellence.
	☐	☐	☐
	Quantity of work
	Completes the expected amount of work with minimum of follow up or errors.
	☐	☐	☐
	Organizational values
	Demonstrates our organizational values consistently including respect for diversity. Seeks opportunities to learn about and demonstrate value alignment.
	☐	☐	☐
	Personal attitude
	Displays enthusiasm, self-motivation, cooperation and a sincere interest in the role, team spirit, and colleagueship to internal and external collaborators. Maintains high energy level.
	☐	☐	☐
	
Overall Rating
	
Decision based on the opinion gathered during the entire review process of an average of the individual attributes rating above
	☐	☐	☐
	Supervisors Comments
	

	Supervisors Recommendation
	☐ To confirm the staff
	 ☐ Not to confirm the staff

	Employee comments (optional)
	



By signing below, both parties are acknowledging that they have read and discussed the contents of the performance review form and fully understand the content.

…………………………………………….		……………………………	..........................
Employee’s name					Employee’s signature		Date

……………………………………………..		……………………………	……………….
Supervisor’s name					Supervisor’s signature		Date



[bookmark: _Toc70605138]PERFORMANCE IMPROVEMENT PLAN (PIP)
This (PIP) offers and opportunity for staff who under-performed during the period under review, but the organization feels can improve if offered a performance improvement plan. University of Cambridge (undated) offers great guidelines for a plan that have been adopted for the Upper Tana -Nairobi Water Fund Trust.
	Attributes
	Target area
	Performance concern
	Expected standard of performance
	Agreed improvement actions
	Support
	Review date
	Review notes
	Date to achieve expected standard

	Description
	Detail specific area where performance standards have not been met
	Detail specific dates and examples of where the standards have not been met
	Detail what is expected of the employee in terms of their performance i.e. what does ‘good’ look like
	Detail what actions need to be taken to meet expected standard of performance
	Detail what has been agreed in terms of support required to achieve the expected standard of performance
	
	Detail improvement made and any future review dates
	

	Missed target 1
	
	
	
	
	
	
	
	

	Missed target 2
	
	
	
	
	
	
	
	

	Missed target 3
	
	
	
	
	
	
	
	



By appending signatures below, both parties are acknowledging that they have read and discussed the contents of the performance improvement plan and fully understand the content.
	This action plan has been agreed by
	Signed 
	Date

	Supervisor’s name:
	
	

	Employee’s name: 
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