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+  Annual performance reviews: individual’s goals should be discussed and agreed, in alignment
with the mission and goals of the team, department and organization. All staff should receive a
formal, meaningful performance review assessing both performance and behaviors directly tied
to ion and plans as appli Regular i
reviews are critical to employee and organisational success.

+  Compensation grids: all offices need to have a robust and justifiable compensation scheme based
on relatively current market data. Al staff must have a job description linked to a salary grade on
the grid.

* Clear and accessible HR policies and manual: all staff should have access to extremely clear
policies related to paid leave, timesheets, discipline and grievance processes, etc. This should be
covered during their onboarding and thereafter during regular reviews to ensure current
knowledge of the HR policy framework.

e Secure HR records: HR records and personal information should be consistent and
comprehensive, and be stored in a secure location with restricted access. Any personally
identifiable information found in a public location (printing area, copy room, etc.) should be given
to the HR department for immediate shredding.

TIPS: What does a successful HR function look like?

At its best, a HR function is able to develop the right staff and support the
organisation by:

Finding employees through fair, creative and proactive candidate.
sourcing.

Selecting employees who bring the right skills, experience and also
the right behaviours

Orienting and onboarding new employees to maximise productivity
and engagement.

Organising training around technical and management skills.
Providing market-based pay and benefits in an equitable manner.
Organising meaningful performance evaluations that help drive
strategic goals and support employees’ growth.

Ensuring policies are clear, accessible, communicated to all staff and
consistently applied. To find out more about the HR function, refer to the HR
Manual sections 1.2.
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RESOURCES:

¥ Induction Foctsheet — CIPD
V' World Vision (case study) — CHS Alliance

MANAGE
HR policies and practices must enable the organisation to achieve inits d
provide a supportive working envi toits o should aim higher than simply

meeting the minimum legal requirements.

Al policies and practices relating to staff employment should be set out in writing, be easily accessible
to all staff and should be monitored and updated regularly to ensure compliance with legal provisions
and relevance to cultural norms and operating context. They should be implemented in a consistent and
fair manner.

There should be a governance process in terms of how policies and practices are carried out. Many
organizations have a specific policy review committee to ensure fair and just policies that are also
keeping to current standards.

Appropriate guidance and training should be provided to managers so they are equipped and supported
to effectively implement these policies.

Please check Section 3 of the HR Manual for more guidance.
Quick audit:

> Do you have current and consistent contracts (including terms & conditions) of employment for
all categories of staff?

> Areall policies up-to-date, legally compliant and easily accessible?

> How often are staff trained/reminded about the key HR policies?

3.1 Performance Management

an effective process is difficult and can be time-
consuming for HR, as well as employees and line managers. However, it is actually one of the most
powerful exercises available to an organisation. A weak system can be very damaging to the organisational
culture, the morale amongst staff and the ability to meet the objectives of the programmes.

A performance review is a periodic evaluation of an individual’s job performance. As part of the
performance management system, staff appraisal is the process of ensuring that each staff member:
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Annual
rman

the organisation. Avoiding nepotism also strengthens the owerall organisational cutturs and
reputation.

Ermployee onboarding Provide all new employees with essential information about your
organisation, including its mission, genem| structure, the expected behaviours [.0. briefing

Opsnand fair reruitment processes: Ensure all positions are open to evaryone, and
Q candidates are 5elected based on their skill set, not for their relations hips with collea gues in
=E on Code of Conduct), the reward framework, and the performance expactations.

Q‘ Regular staff r 05 Eneourags Courntry Directors [or mambers of the kaders hip team)
| toholdregular staff meetings with all teams (including national and intermational staff) to
-R provide useful updates andcreate 4 space far 5taff to share concerns and sugoestions, and

a3k questions.

Ermploymant contracts: All staff must have a current, legally valid employmant contract
ELL courtersigned by either 3 member of the leadership team or the local HR represertative.

IPEEPEPERE. Q6

HR policies and practices must enable the organisation to achieve effectiveness in its programmes
and provide a supportive working environment to its workforce. Organisations should aim higher than
simply meeting the minimum legal requirements.

All policies and practices relating to staff employment should be:

+ Documented in writing, using plain language as much as possible.
- Easily accessible to all staff

+ Implemented in a consistent and fair manner

- Monitored and updated regularly to ensure compliance with legal provisions and relevance to
cultural norms and the operating context

Organisations need to set up a governance process to formalise how policies and practices are carried
out. Many organisations have a specific policy review committee to ensure policies are fair, transparent,
and comply with current standards.

Managers should receive appropriate guidance, training, and support to effectively implement these
policies with their teams. This should include developing and supporting remote management
practices and procedures, and embedding them as a key part of the organisation's ways of working.

REFLECTION

@ Does your organisation have current and consistent contracts (including terms and conditions)
of employment for all categories of staff?

@ Are all policies up to date, legally compliant, and easily accessible to staff?
@ Are there processes, practices, and tools to support remote working?

@ How often are staff trained and reminded about the key HR policies?

) 9 Qe -
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Key HR functions

outlines six key areas of work that are necessary for an

organisation to meet the basic requirements of an HR system. Each
of these areas is outlined in more detail below. There are some

quick audit questions included to help you reflect on your own

This toolkit is designed from a strategic planning perspective and ‘

organisation and its HR needs. Some questions will be easy to
address, whilst others might require more in-depth follow-up

action.
1. Envision: HR strategy & workforce planning
2. Hire: Recruitment, selection and on-boarding
3. Manage: HR policies and practices, performance management, rewards
4. Inspire: Learning & development, engagement, recognition
5. Care: Health & safety, staff wellbeing, duty of care
6. Retire: Transition & separation
RESOURCE:
V' For guidance and templates to undertake an audit of your HR framework, download the
Hand! for. ing HR i — CHS Alliance
ENVISION

The HR function often falls under the remit of the Finance & Administration manager. In order to ensure
efficient management of the HR activities, meet the bjectives of an isation and
motivate staff, there is a strong business case to establish solid HR processes and procedure, with an HR
practitioner in place as a focal point and expert lead as a minimum.

There are many benefits to having a dedicated HR role in place — these are just a few examples:

* The organisation is kept up to date on legal issues and the latest employment law
development.

e Acoordinated approach can be taken with regard to strategy, policy and practice to ensure
the organisation has a fair, effective and consistent way of managing its staff.

Staff feel valued and encouraged to stay with the organisation and they have a plcae to go
to for advice and guidance.

Find out more about the roles and responsibilities of the HR Manager in the HR Manual, section 1.3
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+  Agrees on objectives and plans for the year with their line manager and is given opportunities
for merit increases and promotions.

+  Regularly receives feedback on their performance and the progress they have made towards
achieving planned objectives.

o Identifies, with their line manager, areas for improvement along with opportunities for growth
via learning and development plans.

«  Has regular opportunities to plan for their career development.

TIPS: Feedback is important because constructive feedback
Encourages learning and growth
Brings attention to concerns and opens the door to solving them

Creates an atmosphere of teamwork and support
Fosters an environment of mutual respect and support
Allows everybody to work better together

Please check Module 2 of the HR Manual — “Performance Management”.
Quick audit:
3 What approach is used and do staff feel some ownership of the process?

= Is the purpose fully understood and does it enable staff engagement? Are staff aware if their
is tied to their i

> What recording system is used? Is the documentation adequate and not overly cumbersome?
5 Are the review meetings handled well enough? (e.g. enough time to prepare, allowance of

enough time for meeting)
>
>

Do staff reviews relate to job and are linked to isation goals?
Are managers provided with adequate training to have high quality and honest conversations on
performance?
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Key HR Functions

This toolkit is designed from 4 stratedic planning perspective and outlines six key areas of focus that
are critical for an organisation to mest the basic requirements of an HR system.

ENVISION
» HR strategy and
workfores planning
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Recruttmant, sekction
and on-boarding <

WMANAGE

HR policies and practices,
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© rewards

L=arning and devalopmeant,
&ngagement, recogrition <

CARE
s Health, safatyand security,
statf wellbeing, duty of ca re
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REFLECTION

What performance management approach does your organisation use and do staff feel some
ownership of the process?

Q@ @

Do staff fully understand the purpose and process? Does the process enable staff engagement?

Are staff aware that their performance is tied to their compensation?

@ @

What recording system is used? Is the documentation adequate and not overly cumbersome?

Are review meetings handled effectively (e.g. allowing enough time to prepare and enough time
for the meeting)?

Q@

Do staff reviews relate to job descriptions and are they linked to team/organisation goals?

@ @

Are managers provided with adequate training to have high quality and honest conversations
about performance?

Feedback, whether positive or developmental in nature, should not be reserved for
the formal review period. Line managers should aim to give feedback on a regular basis
by meeting individually with employees once a week. This meeting is an opportunity

for line managers to give staff constructive feedback on their performance, as well
as discuss progress, challenges, possible needs for line management support, and
upcoming priorities.

&

Itis important for HR to put in place and implement training for the line
managers on the local performance process to:

PROVIDING CONSTRUCTIVE FEEDBACK

v Allow employees to receive highly desired feedback on their work

v Allow the organisation to reward employees for desired results and
behaviors

x5

Help the organisation identify and prioritise training and
development needs
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