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Acronyms and Abbreviation

AL - Annual Leave
BP -Basic Pay
CE -Chief Executive
CL -Casual Leave
CLA -Cost of Living Adjustment
DAS -Daily Attendance Sheet
DA -Delegation of Authority
EC -Executive Committee
EL -Earned Leave
GC -General Committee
GoB -Govt. of Bangladesh
HO -Head Office
HR -Human Resource
MA -Medical Allowance
ML -Maternity Leave
NGO -Non Govt. Organization
NGoB -NGO Affairs Bureau Bangladesh
PL -Paternity Leave
PO -Project Office
SL -Sick Leave
SML -Senior Management Team
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This Human Resource Policy is developed to meet the organizational need for
establishing a healthy work environment and developing a competent workforce
within the organization. Special thanks are due to the staff members of Ashraf
Foundation who managed their time and energy for sharing their practical
experiences and opinion since the very beginning of the entire process of

developing this policy.

Finally, "HR Policy of Ashraf Foundation, approval during the 172nd Executive Meeting
held on 10-05-2025, is effect and must be implemented‘by all members of the

organization effected by January 01, 2025.

W

M. Rasel Ashraf
Executive Director
Ashraf Foundation
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Ashraf Foundation was established in the year 1991 by a group of young men and women
aimed at help the poor and underprivileged peoples of the society to improve their overall
socio-economic status. It is founded on a set of believes concerning the basic problems of the
rural people like-illiteracy, ill health, unemployment, oppression/ civic inertia & environmental
hazards. Peoples have their inherent power to solve their own problems, but they lack
opportunity, resources & civic rights. The development philosophy of Ashraf Foundation is
essentially humanist, holistic and people-centered approach that aim to empowering people
through develop their potential inherent powers (intellectual, productive, physical &
political/organizing) to enable them to take responsibility of their self-reliance and sustainable
development.

Name.oft'he Ashraf Foundation '
organization
Address of Head Office : | Jashore Road, Chougachha Bazar, Jashore, Bangladesh.
Contact Phone : | Mobile: 01711-150419 & 01714-064115
E-mail : | ashraffoundation18@gmail.com
Main Contact Person : | M Rasel Ashraf, Executive Director
Year of Establishment : 1 1991
Registration : |  Social Welfare Department - No. Jashore -232/92
Date : 30-06-1992
e NGO Affairs Bureau - No. 1192 Date : 05-10-1997

a. Vision of AF:
The vision of Ashraf Foundation is to develop a society, which is socially just, ecologically
sound and more satisfying in human terms than growth obsessed society of today.

b. Mission of AF: '

Mission of Ashraf Foundation is enabling the poor people through developing their potentials
in such a way that they can identify their problems, its root causes and ensure participation in
planning and resource management for their self-development.

¢. Goal of AF;

The goal of the organization is to improve quality of life of the poor and the community

people so that they can take part in development process.

d. Objectives:

e To organize the target peoples into group to develop unity, solidarity among them and
thus develop a collective strength and institutional bases so that can ensure their
individual and collective development.

® To help them develop their consciousness and awareness about their position in the social
system.

* To help them develop their self-image, self-confidences and creativity and thus make
them fit for their desired changes.

e To rehabilitate the disable of the society through proper supports and services.

e To provide technical, training, and credit supports to group members for initiating
income-generating activities towards improve their economic condition.

e To provide other support and services in the process of their sqcio-economic condition.
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e The target people can ensure the maximum and appropriate, utilization of the available
local resources for their development.
e Aware people about drug abasement and anti-trafficking against women and children.

At the initial stage of the development process of the Human Resource Policy, workshop
and meeting have been arranged among the staff members of the organization where all
the participants actively give their opinion on how a concrete and comprehensive policy
manual can be developed. At this stage the Policy Development Team share a policy
structure among the staff members of Ashraf Foundation that ultimately helps them to
contribute to the development process of this policy manual. Later on, a draft policy has
been developed considering opinions and suggestion from them and this draft policy is
shared among the in-house staff members at a sharing meeting held at the Head Office of
Ashraf Foundation. Before passing the policy manual to the Executive Committee for
approval purpose the senior staff members of the organization sit once again to have a
clear picture of the policy manual and draw a conclusion on finalization of the same. The
Human Resource Policy is then passed to the Executive Committee and is approved by the
Executive Committee accordingly. This HR policy comes into existence through getting
approval from the Executive Committee.

Main features of policies:
This Human Resource Policy is: '
e Developed with the active participation of management and employees;
e Consistent with the govt. rules and regulations;
e Designed in consideration of flexibility to meet the changing conditions;
e The output of a careful analysis of all the available facts;
This policy not only outlines the policies regarding the employee performance, but it also
indicates how policy shall be administered.

Contributor to the Development of this Policy:
» Ashraf Foundation staff and the Board members shared their opinion and
experiences in the process of finalization of this policy
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Introduction to the HR Policy
: Title of the Policy
This policy manual is called "Human Resource Policy of Ashraf Foundation, in short
"HR Policy of AF".

: Applicability of the Policies

Policies written in this manual shall be applicable to the Executive Committee, all
staffs and volunteers of Ashraf Foundation only.

: Purpose of Manual

It is the philosophy of the organization that Supervisors and Managers work better
when they know what is expected of them. This policy is written into a usable
guidebook for its managerial and supervisory staff, and all employees. This policy not
only outlines the Ashraf Foundation policy toward the various phases of the
employer-employee relationship, but it also indicates how policy is to be
administered. Consequently, each manager and supervisor should be able to use this
policy manual as a guideline when s/he needs to apply Ashraf Foundation policy in a
given situation. Every employee should feel free to consult this manual to assist in the
interpretation of Human Resources Policy.

: Authority and Distribution
Every employee of Ashraf Foundation has access to this policy manual.

: Supplements to the Policy Manual

01.05.01 : The policies, practices and guidelines in this Policy will remain in effect
until changes are considered necessary. Every 02 years, this policy may be
revised/reviewed.

01.05.02 : Any change to this policy or practice will be made orily after
consideration is given to the mutual advantages and benefits of
employees of Ashraf Foundation.

01.05.03 : Any new supplement will update and/or revise present policy and
practices.

01.05.04 : When any employee has any questions concerning the intent or
procedures to follow in the supplements to this Policy Manual, s/he
should communicate with his or her immediate supervisor.

: Management's Rights

01.06.01 : The Executive Committee and General Committee of Ashraf Foundation
is the only authority which reserves the right to change, modify, suspend,
interpret or cancel its policies and practices' at its sole discretion and
without advance notice.

01.06.02 :.Proper justification must be required for modification and alteration of
any word, section & sub section stated in this policy manual.

01.06.03 : The Management deserves the right to modify the provisions of this
policy based on specific justification, decision and approval of the
concerned authority of Ashraf Foundation.

: Obligation
01.07.01: Without having authority, nobody deserves the right to bring any change to

this policy manual.
01.07.02: Anyone may face legal obligation for any kind of misinterpretation of any
word or section in this manual.
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