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1. About us

Our Beginnings
	
Centre for Action Research, a charitable Trust with its registered office at Bhubaneshwar, Odishsa, was initiated by likeminded social activists in the year 2016 for protection, promotion and enrichment of natural resources.  

Centre for Action Research initiation is a part of fight for global protection with conservation of natural resources that includes water, forest, commons, minerals, environment. This also encompasses issues like global warming, carbon cycle level. 

Centre for Action Research also recognizes the welfare of inhabitants for their rights on all natural resources and their duty for protection and promotion of mother earth. Accordingly public awareness creation, education and mobilization of community, training etc. are the underlining activities of the Trust.  

Our VISION

Centre for Action Research ensures protection, promotion and sustainable development of natural resources in all forms of diversities with advocacy for community participation with equal right and responsibility as guardians of nature and mother earth.

Centre for Action Research commits for protection of biodiversity with conservation of natural resources for sustainable development while influencing Government/s and Public actions to reverse existing trends in demographics, consumption patterns and human-nature relationships, ensuring a enriched green-pollution free environment is realistically available for present and future generations without compromising on ecosystems.

Centre for Action Research as an independent not for profit researcher is a  resource centre for natural resource management and development studies with commitment for restoration of tribal culture, tribal rituals and livelihoods campaigning and influencing public policy framing and decision making process, nationally and globally. 

Our Mission 
Centre for Action Research solicits and promotes equal participation of community in promotion, protection and sustainable development of natural resources while facilitating for needed resources including education, trainings, livelihood support,campaigns etc.
Centre for Action Research networks, facilitates and coordinates studies, surveys and research on issues related to protection, promotion and development of natural resources in all forms of diversities while campaigning against global warming, climate change and toxic pollution while acting as a catalyst for a healthy and dignified living of community especially poorest of the poor, marginalized and those belonging to primitive tribal groups. This is achieved by promoting education, capacity building, improving health support system and livelihood supports. Promoting, strengthening and taking forward the Vision. 

Our Core Objectives 

· Center for Action Research Trust will work around issues of water, forest, commons, minerals, environment, livelihoods, tribal /indigenous people, marginalized and disadvantaged communities across the country and worldwide. 

· Undertake, support, promote and coordinate activities related to protection, education and restoration of natural resources and commons including water, forest, minerals, land and common property resources. 

· Undertake support, promote and coordinate activities related to nature, culture, livelihoods support to marginalized and disadvantage communities including Tribal people/PVTG, DNTs with women and children in focus.

· Undertake, support, promote and coordinate study, survey and research on activities related to environment, climate, pollution, Global warming and natural resources.  

· Act as a resource / research Centre for information, data base and dissemination on matters related to climate change, pollution, climate change and natural resources.

· Conduct, coordinate and facilitate capacity building, discriminating information, knowledge sharing, training, workshops, seminars at national and international level


2. About this Policy:

This Human resource Policies and Procedures Manual of CAR is designed to set forth the policies and procedures practiced and/or to be practiced in the organisation.
This manual is designed to furtherance of following goals:

· To provide a uniform system of human resource administration throughout the organisation.
· To assist the Trustees and team CAR in development of sound HR practices and procedures supporting effective and efficient use of available human resources throughout Organisation.
· To promote free flow of communication among all members
· To ensure, protect, and clarify the rights and responsibilities of both the Trustees and team CAR.
· To provide recruitment, training, advancement, and tenure of all members promoting a better growth oriented career of earning, dedication, commitment to Values, Vision and Mission of CAR.

These policies and procedures are intended to serve as guidelines to assist in un-iformand consistent administration of personnel policies throughout the Organisation. This policy manual is designed to provide essential information to accomplish the Vision and Mission of the organization.
Policies and Procedures outlined herewith are applicable to ‘team CAR’ that include all Trustees and office bearers of CAR, Advisors, Consultants and staff members appointed on regular basis as well as on temporary&/or contractual basis.

However, the term “staff members” will not include those engaged as Volunteers, Apprentices, Fellows and/or resource persons with specific assignments. 

All staff members subscribe to Memorandum and Articles of Association of CAR apart from to Vision, Mission and Values of the organization.



3. Code of Conduct:

Every member of CAR including Trustees and staff members shall fulfill to the best of his/her ability to duties and responsibilities of position assigned to her/him upholding the Vision, Mission and Objectives of CAR.

General policies:
· During their engagement with CAR, every member is also subject to other laws, rules, and regulations as pertain there to that are generally practiced.

· Every member would devote their time, attention, and efforts to pursue the Vision, Mission and Objectives of CAR.

· Members shall not directly or indirectly solicit, receive or agree to receive any compensation, remuneration, honorarium, or gifts  from  any  external  sourcesfor any matter or proceedings connected with or related to their duties, unless otherwise permitted/agreed by the management.

· Members shall not disclose confidential information                                                                                                                                                                                                                                                  gained by her/him during her/his engagement with CAR except as authorized by Management or required by law. Also, she/he will not use such information for her/his personal gain or benefit in what so ever form it maybe.

Political activity:
While all members of CAR enjoy freedom of political thinking, no member shall seek membership of any recognized political party, and/or candidature for any elections of civil bodies/public offices/trade unions or campaign for nomination/election of any candidate for public office. She/he will not support or participate in any rallies/strikes/dharnas/bundhs/demonstrations called or organized by any political party.

Discrimination:
No member will show discrimination against any person in connection with caste/sect/religion/region/race/language/ gender/faith/color/nationality disability/age and/or positive syndromes either within the organization or outside the organization during the course of her/his engagement with CAR. Humility and mutual respect are non-negotiable values of the organization that is to be practiced by all. Also, such values are upheld and exhibited during recruitments/appointments, trainings, promotions, retentions, job /duty allocation, workspace allocation or any other personnel actions.

Statutes and Law of the land:
While ensuring principles of good governance, CAR adheres, recognizes, respects and practices applicable statutes and Laws of land that will bind both the organization and its members. All members strictly ensure compliance to such Statutes/Laws with no violations whatever so be. This open and inclusive clause also takes note of prevailing other Human and animal rights laws such as:

· Protection of Women from DomesticViolationAct,2005;
· The Child and Adolescent Labour (Prohibition and Regulation)Act of 1986;
· Sexual Harassment of Women at Work place (Prevention, Prohibition and Redressal) Act, 2013;
· Prohibition of smoking in Public places Rules,2008
· Pre-Conception and Pre Natal Diagnostic Techniques (Prohibition of Sex Selection) Act,2003, commonly called PC-PNDT Act,
· [bookmark: _Dowry_Prohibition_Act,_1961]Dowry Prohibition Act,1961
· Prevention of Cruelty to Animals Act,1960 etc.

And all other Acts/Rules that are enacted from time-to-time by State or Central Governments.

· Consumption of liquor/Alcohol by any member in the work place or while on duty is noted as a misconduct that would invite disciplinary action.

· Sexual Harassment of Women at Workplace (as defined under the Act) by any members in what so ever form is a serious offence with Zero tolerance that invites stern disciplinary action.

· CAR discourages usage of plastic items and/or plastic made products. Hence usage of plastic items and items of plastic by-products including furniture are consciously discouraged from usage. All members commit to ensure that plastic items and/or plastic made products in whatever form are banned from usage, not only in office but also in their personal life.

4. General Governance
Equal Employment Opportunity

CAR is an equal employment opportunity organisation and is committed to offer equal employment opportunities to all suitable candidates. Organisation’s Personal Policies and Practices prohibit discrimination based on caste/ sect/ religion/ region/ race/ language/gender/faith/color/ nationality/disability and/or positive syndromes in all actions including in appointments, hiring, promotion, transfer, termination, pay/salary fixation, defining job description, selection for training and/or for extension of any other welfare benefits.
Responsibility and disciplinary action

It is the responsibility of Management/Office bearers and every member of CAR to ensure compliance under this policy. Any violation/s individually or collectively will be termed as violation of the Policy and practices/code of conduct that is liable for disciplinary actions as decided by the management including to the extent of termination.
Appointment

It is the policy of CAR that all appointments/engagements are through a system, action, and transparent process. All positions/ posts are filled up considering applicant’s/ candidate’s skills, educational qualification, experience, ability to meet the demands of job description. Willingness and acceptability of the candidate to Vision, Mission and Objectives of CAR is equally a consideration for all engagements. Principle of equal employment opportunity is assured to all applicants and in selection process.

Process of selection and appointment would be decided by the President/Secretary on case-to-case basis. On selection and finalization including consultation with Trustees, a communication of appointment will be made to the selected candidate with all details.

President/Secretary would finalize the process of appointment, position, salary fitment, confirmation, reference checks (if necessary) etc. before reporting for duty.





Probation and regularization
All new members entering to regular services of CAR would serve the probationary period. The probationary period is designed to give the member time to learn the duties as assigned and to enhance her/his potential and performance. Probationary period of each member would be decided and communicated by President/Secretary on case to case basis.
                                                                                                                                                         
Probationary period is normally for six (6) months starting from the date of reporting to duty.

Completion of probation: Well before the end of probationary period of the given member, review of her/his performance would be held/facilitated by the Secretary. Review opinion might also be sought from other staff members/Peers and/or from members of the unit/s to which the probationary member is associated, directly and/or indirectly.

Based on overall feedbacks/observations/opinions, Secretary decides on ending or extending the probationary period. A communication of such decision shall be given to the staff before the last day of the probation. On completion of probationary period, services would be regularized.

Extension: Based on the feedbacks, Probationary period for a member may be extended for a further period, maximum of three months.  Such  member  would  be notified of the same with  reasons  for  extension  and  the  length  of  extension.  During this period, said member would improve her/his performance with due guidance and support of peers/other collective members. At the end of the period, performance and improvement would be reviewed. If not satisfactory, the probation may be extended to another last term and/or services may be terminated as per the suggestion of the President/Secretary. Concerned employee would be notified accordingly. Decision of the President/Secretary in this regard is final and no appeal/request for reconsideration is entertained.



5. Salary/Pay:
Salary of staff member is bound by the provisions of Minimum Wages  Act  that  is  in force as well as the provisions under the given project. 

Gross Salary and its components (to arrive at the cost to Organisation) for each member and/or for any identified post/designation would be decided by the President/Secretary on case-to-case basis. It would be communicated to respective member accordingly. Decision of the President in this matter is final and not open for dispute/arbitration/questions/challenges by any member either at the organizational level or by judicially during the course of engagement/employment or on or after separation.

Salary Procedure
Salaried days are calculated for the calendar month. Salaries are disbursed through banking channel only. Cash paymentsare not entertained under any circumstances. Monthly Salary of respective member will be deposited to her/his bank account directly or by issuance of crossed cheques. Any delay for what so ever reason beyond this period will be notified to staff members accordingly.

Revision/Increase of salary:

Board of Trustees of CAR is vested with the exclusive authority and responsibility of revision of salary from time to time. The amount, proposition &/or process of such increase/revision to individual member selectively or to all members collectively would be as recommended by the President/Secretary/Treasurer of the Orgnisation.


6. Working Schedule
Working schedule of CAR is as follows:

· Working days: Monday to Saturday of each week. All Sundays and declared holidays of the month are considered as holidays.
· Working Hours: 10.00 am to 6.00pm (8hours of work) including ½hr lunch break from 1:30 pm to 2.00 pm is office-working hours. While the lunch break is of 30 minutes is fixed, lunch breaking hour could be flexible depending upon the work, work schedule and work engagement of members.
· All members are expected to adhere to this schedule. However, in exceptional cases, as necessitated by the urgency/priority of the work in hand, working beyond the scheduled time period could be warranted. Members are expected to cooperate on such exigencies.

[bookmark: Punctuality]Punctuality

All members are expected  to report on time for  work.Habitual late coming is construed as  a mis-conduct and/may lead to appropriate disciplinary action. Late coming by 15 minutes in normal circumstances is defined as in-time. Members on travel arriving late in the night  or  arriving  early  morning  causing  delay  to  their duty beyond the working hour should inform the  Secretary  &/or  their  Manager about the same.

Exceptional permission: In individual and exceptional case of coming and/or going to and from office beyond the notified time needs specific and explicit permission of the President/Secretary.  This exception is decided by the President/Secretary on individual member basis.

Daily Attendance:

Marking daily attendance is mandatory for all members. Marking attendance is a statutory requirement also. Members are required to mark their attendance in the Attendance Register maintained at office.  Administration in-charge will monitor the same. Any omissions/blanks in the register, if any, would be marked as “absence” of respective member. Staff availing leave with prior intimation/permission will be mentioned in the register accordingly by the administration in-charge. So also for those who are on duty travelling for office works/meetings/trainings/workshops etc. Respective staff will notify the administration in-charge accordingly for record and attendance marking purposes.  

Overwriting/tampering of the Attendance Register by anyone other than the Administration in-charge is considered as mis-conduct and would be viewed seriously for disciplinary action.

[bookmark: House_Keeping_Practices]House Keeping Practices

All members are requested to keep office premises and working environment clean and neat, adhering to good housekeeping practices.  A clean, neat and beautiful office is everyone’s responsibility. Maintenance of hygiene in and around the office is every member’s right and also duty. The Administration Unit along with General support team will be responsible for regular cleaning and maintenance of the office premises.
At office, all tools/equipment/machineries including computer desk-tops/laptops/printers/copying machine etc. must be properly cared for and maintained. If any problems like non-functional or losses etc. are encountered, same must immediately notified to Secretary and the administration Unit so to ensure said fault/problem is addressed to.

In case of any advertent damages caused by any members, same would be brought to the notice of Secretary for detailed enquiry and suggested disciplinary action.

All members are expected to exercise economy while avoiding wastage of resource including water, electricity, stationery, cleaning materials and other equipment.“Penny saved is Penny earned”.

While exercising value for money, Guarding against any such loss is everyone’s responsibility.

7. Separation from CAR:

Members are the collective strength of CAR.  They  are  at  the  center  around whom all  programs,  projects  and  activities  are  planned,  developed  and  executed. While all members commit to Vision, Mission and Values of CAR,   each member act with same equity contributing to organization’s growth.  As   focal strength and stronger  resource of   CAR,  Members   are   encouraged to engage with  the organization with  committed participation regularly  on   long-term basis.

Separation of any member is the least desired focus or priority of CAR.

[bookmark: Separation_due_to_Resignation_of_members]Separation due to Resignation of members

i. Any member keen on separation/resignation from CAR, needed to serve intimation of her/his intention to separate to the Secretary, in writing, specifying exact reason/s for desired separation.

ii. Minimum of one month’s prior notice is mandatory for separation.

iii. On receipt of such intimation and resignation letter, the Secretary after discussions at appropriate levels (including President, Treasurer and/or other members as appropriate) will advise concerned staff member suitably on separation and cut-off date for separation.

iv. In exceptional cases, the Secretary will waive off the requisite mandatory notice period fully or partially as the case may be.

[bookmark: Separation_due_to_Termination]Separation due to Termination

[bookmark: The_President_in_consultation_with_the_m]The Secretary in consultation with the management has the authority to terminate a member from services of CAR on following grounds or offenses
a) Consistent poor performance/non-performance
 
b) Working against the values and interest of the organization

c) Continuous absence from work without prior approval/leave application

d) Misuse of office assets including machineries/vehicles/ Office premise etc.
e) Causing damages to office assets including machineries/ vehicles/Office premise etc.
f) Misuse of official information/documents/MIS and/or parting the same to third parties with a benefit to self or to cause damage to CAR.
g) Breach of code of conduct (as referred in specific or in general under this policy) or violation of any of the Laws/ Acts that are detrimental to goodwill/interest and/or values of CAR.

[bookmark: Separation_due_to_Redundancy_/_Project_P]Separation due to Redundancy/  Project Phase out

Separation may also happen due to following extreme and unavoidable reasons:

i. Planned phase out of project or position
ii. Planned retrenchment due to non-availability of funds, project closure or reduction in project activities
iii. Redundancy due to organizational restructuring
iv. Right sizing arising out of the organization review of future program status/financial status etc.
v. Unplanned,  unforeseen project termination particularly in a situation of conflict or emergency

In all cases of separation:

i. Secretary and the Accountant will ensure that the separating member:
a. Does not draw amounts beyond her/his normal entitlements and nothing overdue remains to her/his account.
b. Said Member meant for separation continues to render satisfactory services in a cordial atmosphere while serving her/his notice period until the last cut-off date.
c. Will discharge all job responsibilities/duties as entrusted and/or accepted.
d. Does not take any major decision what so ever.





ii. Mandatory  notice period:

a). Minimum One month’s prior intimation from either side to the date of intended cutoff date for separation is mandatory for all staff members.
b). In case of emergency and exigency the notice period can also be compensated with refund of salary for the same period.
c). The mandatory notice period may be reduced or condoned under special and specific consideration of the Secretary on case to case basis.

iii. Members’ obligations

a. While servicing the notice period for separation staff  member  will not avail leave for more than four days at a stretch  including adjoining Sundays.
b. Will hand over all official papers/documents/reports/ books/official gadgets including storage hard-discs etc. that were in her/his possession.
c. Will submit all job related reports/MIS/data that are both routine in nature and/or entrusted for with all details.
d. Will submit a handing-over report for the role she/he vacates two weeks before leaving the organization.

iv. The Secretary will also ensure that:

a. Respective member’s contact number/e-mail id and address is obtained.
b. Back-up of all official data/reports is taken.
c. Protective password for laptop/ desktop used by the member is collected and confirmed its accuracy accordingly.
d. On satisfactory completion of all above terms and condition, with the approval of president accounts unit would be advised for full and final settlement of honorarium for the month.


8. Holidays
Organisation’s Policy on annual holidays is as follows:

· National Holidays: 3days (26thJanuary-Republic Day; 15thAugust– Independence Day & 2nd October– Gandhiji’s Birthday) are National Holidays. These are Compulsory holidays irrespective of a working day or Sunday.

· Festival/ Declared Holidays: 10Days
Festival/General declared Holidays for the coming year are to be identified on annual basis in the collective meeting during the last week of December every year. Holiday list will be finalised and notified accordingly. These holidays are in addition to above notified National holidays.
· Any emergency holiday or additional holidays  would be declared based on collective consensus. This includes office closing on days for State Assembly or Parliament elections, Public Bundhs etc. This would be in consultation with the CAR team.

9.  Leave Policy
Leave provision for regular and confirmed members of CAR are as follows:

· Calendar year from January–December is considered for this provision.
	Leave Eligibility
	Permissible Leaves
	Remarks

	Annual leave for all regular and confirmed members
	Total 30 days per year that includes all categories like casual, Sick, or for continuous period
	This leave can be availed on half-day, full day or continuous basis.

	

Maternity Leave
	
6 months with full salary
	Extension of leave for further period not exceeding additional 6 months with or without salary will be considered on case to case basis.

	
Paternity Leave
	
5days
	To be availed in one stretch within one month from the date of child’s birth.

	
Leave on Loss of Pay
	
Maximum of 30days per year
	Case to case basis.

	


Compensatory Leave
	
· One day each for working on Holidays (as notified above) with minimum 5hrs. of working.
· Maximum 3 days can be accumulated at one stretch.
	· Tobeavailedwithinnext10workingdays.
· Cannot be clubbed with other leaves/holidays.
· Travelling, Attending Meetings/Trainings/workshops,  are also considered as working hours.



· All leaves unless and otherwise in emergency instances will be availed with written request and with prior approval of the Secretary.  Oral/Telephonic/SMS communications if any will be followed by written applications at the possible earliest so to place the same on record.
· Emergency leaves should be justified.
· 2 days of leave without prior notice would call for disciplinary action.
· Leave requests on health grounds for more than 4 days would be supported by appropriate medical certificate by the doctor.
· In cases of accidents and emergencies that demand longer period of leave, collective decision will be taken on such need based leave and also  on  release salary of said member during the leave period.
· For continuous leave beyond 4 days, any holidays including Sundays, falling in-between or at the end would be considered.
· Administration in-charge will monitor the members’ leave status, records and related MIS. Secretary would be overall in-charge of the same.

Leave for new members on Probation:

· New members who are on probation or those due for confirmation as regular members, are entitled for one day leave  for  completed  service  of  one  month each.

· Such leave can be accumulated for a maximum period of 6 days.

· New members on Probation are NOT entitled for any other category leaves including compensatory leaves.


10. Sexual Harassment Policy

Sexual harassment at workplace is a violation of women’s right to gender equality, life, and liberty.  Sexual harassment will not be tolerated in our Organisation and will be dealt with stringently by our Internal Complaints Committee that is notified from time-to-time.

Some examples of sexual harassment at work place are:
· Physical contact or advances
· Demand or request for sexual favours
· Carrying out sexual remarks
· Showing or mailing pornographic material
· Other forms of offensive visual display
· Other Verbal / non-verbal conduct that is sexual in nature and is unwelcomed by other members

CAR’s Policy on Sexual Harassment is guided and governed by the provisions of The Sexual Harassment of Women at Work Place (Prevention, Prohibition and Redressal) Act, 2013. 
























11. Members Covenant:

All staff members of CAR are expected to conduct in a way of value based approach that includes:
· To be honest fair and trust worthy in all activities undertaken by the organization.
· Avoid all conflicts in the best interest of the Organisation
· Foster an atmosphere of fair practices
· Strive for a safe workplace and protected environment
· Maintain Cleanliness and neatness
· Recognize, value and exemplify ethical conduct
· Ensure punctuality and regularity including attending office, meeting and trainings both at  office and at outside.
· Have a positive attitude with the work of the organization and its values.
· To accept accountability for the work assigned.
· To respect confidentiality and authority
· To be solution seekers and not problem creators
· To respect others’ personals pace and know when to comment and when to listen
· To uphold honesty, integrity and transparency in everything we do
· To focus on the problem and not the person/staff members
· To respect time and the value of planning and work initiations
· Use stationery reasonably. Do not waste paper
· Use resources like water, electricity, and internet, any other gadgets including computers, printers, copiers etc. cautiously and judiciously. Wastage and misuse of the same is not acceptable.
· Not to use office premises for any personal reasons without prior permission and knowledge of the Secretary. 






12. Authority on Policy

This policy that governs the day-to-day functioning of the organization is adopted by the Governing body of CAR. This policy is subject to review/ revision/modification/cancellation/re-adoption as decided by the Governing Body from time-to-time. General Body of CAR from time-to-time will deliberate and decide on the review/revision/modification of the policy and will advise the Secretary on further course of action.   
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