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Employee Welcome Note to the National Transit Authority
Welcome to the National Transit Authority (NTA).
On behalf of the Board of Directors and Management of National Transit Authority (NTA), I would like to welcome you to the National Transit Authority family. We are pleased to have you as a member of our team.
We are committed in maintaining a work environment that is meaningful, productive, fair and safe. One that respects a balance life and the creative contributions of every staff. Each contribution to the NTA’s work will be greatly valued as we consider the personnel that work for NTA as the most critical resources; having the ability to make a positive contribution to the values and aims of the National Transit Authority. Your commitment, dedication and adherence to NTA values and principles is expected at all times.
The policies and guidelines herein contained was introduced by the Board of Directors, which has delegated authority and responsibility for the administration, and by the Managing Director (MD). The Managing Director may elect to delegate the authority of administering specific policies. Employees are encouraged to consult with the MD or his designee (Deputy Managing Director for Administration & Human Resource Manager) for additional information regarding the policies, procedures, and privileges described in this Handbook. In addition, the Managing Director may review questions relating to human resource matters.
The National Transit Authority promises to be a fair and just employer; where the voices and opinions matters, the respect for individual concerns and their respective well-being are consistently demonstrated.
In addition, the National Transit Authority will provide each individual a copy of this handbook upon employment.  Your first duty as an employee is to read and comprehend this Handbook, and expected to abide by it.
Please keep this Handbook for future reference.

Sincerely yours,


Managing Director




DEFINITIONS OF TERMS
For the purpose relating to authority level in Human Resource Management the below definitions are used throughout this manual.
	No.
	Areas/Activity
	Authority

	1
	Formulation of Strategic Policies
	Board of Directors

	2.
	Approval of Budget
	Board of Directors

	3.
	Compensation Policy
	MD/DMD/A

	4.
	HR Manual revision/Personnel Policy
	MD/DMD/A

	5.
	Salary increases & Benefit package revision
	MD/DMD/A

	6.
	Structuring/restructuring
	MD/DMD/A

	7.
	Recruitment requisition
	Supervisors

	8.
	Requisition approval
· Recruitment in department
· Recruitment not from department
	

Department head/Supervisor HR/DMD/A

	9.
	Employment contract/employment letter signing
	DMD/A

	10.
	Recruitment
	DMD/A

	11.
	Orientation of new Staff
	HRM

	12.
	Resignations acceptance
	MD/DMD/A

	13.
	Approval of Job Description
	MD/DMD/A

	14.
	Termination or Dismissal/Retrenching
	MD/DMD/A/HRM

	15.
	Quit Claims
	HRM

	16.
	Warning letters
	HRM/DMD/A

	17.
	Leave request (other than LWOP)
	MD/DMD/A

	18.
	Leave without pay (LWOP)
	MD/DMD/A

	19.
	Contracting and extending
	MD/DMD/A

	20.
	
Overtime payment
	Managers in consultation with HR

	21.
	Medical benefits payment
	HR Manager/DMD/A

	22.
	Verify time sheet and check for payroll preparation
	HR Manager

	23.
	Reclassification
	MD/DMD/A

	24.
	Staff evaluation
	Manager

	25.
	Promotions
	MD/DMD/A

	26.
	Trainings (within budget)
	HR Manager/Manager

	27.
	Trainings outside budget
	MD/DMD/A

	28.
	Recommendation Benefits
	Manager/HR Manager







Introduction
Mission Statement
To establish and implement a systematic and efficient transit system for all citizen and foreign nationals residing in Liberia.
Vision
To provide and expand access to affordable, convenient, reliable and sustainable mass transit services to all parts of Liberia
Background for the establishment of the National Transit Authority
The National Transit Authority (NTA) was established in the city of Monrovia, by the Government of Liberia through legislative enactment on September 11, 2008 and approved into law by Her Excellency President Ellen Johnson-Sirleaf on March 24, 2009. The NTA has its root erstwhile Monrovia Transit Authority, created in 1979 as a department of the Monrovia City Corporation to provide affordable mass transit service to the resident of Monrovia.
The new government under the leadership of Madam Johnson-Sirleaf envisioned that to holistically address the challenge of poverty, it was important to decentralize governance and all services appertaining there from. Hence, affordable public transportation for Liberians was identified as of the arears for strategic intervention.
In October, 2011 with a generous donation, by the Government of India of 25 Ashok Leyland buses, the Government of Liberia officially launched its mass transit services for the people of Liberia. This donation was soon followed by the purchase of additional 8 new buses by the Government to further augment NTA’s capacity to extend access to mass transit services for our people.
Significantly, the remodeling of the MTA into the NTA seek to decentralize the provision of affordable, reliable and convenient mass transit services to citizens throughout the length and breadth of the country. The Government believed this policy would facilitate the safe movement of people and goods within and out of the country at affordable cost’ and would further expand and enhance or national development agenda- to reduce poverty, create more jobs and stimulate domestic trade and commerce.
The framers envisaged that the NTA will grow into a viable and sustainable public transportation outlet for the people of Liberia. It is expected that the NTA shall endeavor overtime to establish subsidiaries in other parts of the country as and when appropriate and shall encourage private participation of small, medium and large transport companies to promote an efficient and effective mass transit system in Liberia.
Intent & Purpose of the HR Manual
This Employee Manual contains personnel practices, procedures, and guidelines for all employees of National Transit Authority to the extent permitted by local law. This Manual is intended to:
· Describe guidelines for employee employments, appointments, classifications, benefits, employee relations, and work conditions;
· Delineate uniform timekeeping and payroll practices with regard to hours worked, deductions, leave regulations, promotions, and salary increases;
· Ensure that employees are treated fairly and in accordance with established guidelines; and
· Facilitate a working environment that promotes both individual job satisfaction and the achievement of NTA’s goals.
This manual is in line with the applicable legislation in the Republic of Liberia.
Policy applicability or authority
Unless stated otherwise, this manual is for the use of the National Transit Authority employees and every employee shall take responsibility to read and abide by the terms of this Manual.    
The procedures and benefits contained in this Manual may be reviewed and revised at the discretion of National Transit Authority Managing Director, with the approval of the Board of Directors. In making revisions, NTA will consider the need for and appropriateness of changes. The National Transit Authority (NTA) reserves the right to amend, modify or revoke any provisions, procedures, or benefits described in the Manual and will apply such changes to both current and future employees. The Manual supersedes all previous employment policies whether they were written or verbal, express or implied.
The manual’s application is effective as soon as published by an administrative memorandum issued by the Managing Director. From the date of publication, every employee holding a contract signed with NTA is subjected to the provisions of the manual.
Responsibilities:
1. It is incumbent upon the Managing Director (MD) of NTA for the interpretation of policies and procedures related to this manual. In the case of disagreement in the interpretation or implementation, the Managing Director is the ultimate authority for final decision.

2. National Transit Authority HR Manager is responsible for coordinating the implementation of policies and procedures, prepare the amendments to the Manual and deal with the management structures of work of all matters related to the institution’s staff.

3. It is incumbent upon the HR Manger and the staff responsible for HR, to ensure compliance with policies and procedures, maintaining updated information on disciplinary measures, leaves, attendance control and registration of employees of the institution.

4. During the process of implementation of the existing policies and procedures, all line managers and supervisors are jointly and individually responsible for the impartial application and ensuring compliance, monitoring attendance, performance, and discipline and maintaining the register of staff under direct supervision.

5. It is the duty of all employees of NTA to comply with policies and facilitate implementation of internal procedures contained in this manual.

Legal Framework 
1. Sources of law to this HR Manual are the current labor legislation and other regulations as may be necessary to the Republic of Liberia.

Amendments to the Manual
The National Transit Authority may, at any time through written amendments issued by the Managing Director, be updated as follows:
· When a directive is received from NTA Board of Directors, or Government of Liberia which applies to National Transit Authority’s administration/HR policies, the Director may issue a written amendment to this Manual accordingly.
      
· Any or all staff may (and are encouraged to) propose changes to this Manual.  All proposed changes will normally be considered during periodic updating of the Manual, however critical changes, if required, will be made at any time, with the involvement of the Senior Management Team (SMT).   Generally, the HR Manager will coordinate proposed Manual revisions in close consultation with the Senior Management. All Senior Managers will consult with supervisors who, if necessary, will consult with their staff, prior to the finalization of changes or additions to this Manual.

Each amendment will require the re‑printing of the page or pages affected. The amended page (or pages) will be attached to a memo addressed to all Heads of Department, which will: 
 	a)	Explain all/any changes or additions in the Manual. 
 	b) 	Give reference to the specific section numbers.
	c) 	Give reasons for the changes. 
	d)	State the effective date(s) of the changes.
         	e)	Instruct Manual holders to replace the previous section(s) with the updated section(s).
Supervisors are responsible for orienting their staff to all amendments to this Manual within a reasonable period following receipt of each amendment notice and updated page(s).
A complete review of the policies and procedures will be done every 3 years by the SMT, with participation of all NTA staff. 
Note: The DMDA shall seek the approval of the MD to proceed with any of the above step indicated in this matrix that s/he is an alternative to.

SECTION 1.  RECRUITMENT PRINCIPLE
Recruitment and selection are critical activities to ensure that it has the right people, at the right time, in the right places, equipped and able to do what needs to be done to fulfill institutional objectives. 
1.1. Principle 
This policy sets out the principles of good practice in sourcing and selection, and in promoting equality of opportunity for all candidates to be applied throughout the Authority, whatever the vacancy and whoever the recruiting manager. This policy is intended to provide a framework to guide the design of high-quality recruitment and selection processes and support robust judgments to be made. 
1.2. Indicators
· Written policies and procedures outline how staff are recruited and selected for positions in our institution. 
· Recruitment methods aim to attract the widest pool of suitably qualified candidates. 
· Our selection process is fair, transparent and consistent to ensure the most appropriate person is employed. 
· Appropriate documentation is maintained and responses are given to candidates regarding their selection/non-selection to posts. 
· The effectiveness and fairness of our recruitment and selection procedures are monitored. 

1.3. Recruitment planning 
It is the responsibility of the recruiting/ Human Resource manager to design the process in compliance with NTA recruitment and selection principles, local labor law, and other related regulations to ensure that they maximize the chances of recruiting the best person for the job in timely and effective manner.  This planning should be undertaken in collaboration with HR who is responsible to provide support, guidance and learning from previous processes. 
Planning should involve: 
· Obtaining authorization to recruit 
· Identifying who will be involved, securing their commitment and booking their time as early as possible 
· Job analysis and job description writing following guidelines established
· Confirmation of grade, salary range and terms and conditions – collaboration with MD/ DMDA 
· Scheduling the stages of the recruitment process and ensuring that all those involved are aware of their part and when they will be required 
· Identifying suitable assessment techniques - in collaboration with DMDA/ MD and legal if required 
· Leading the assessment and selection process 
· Ensuring the relevant documentation is completed, submitted, and archived by the HR personnel
· Ensuring the relevant due reference checks are completed 
· Agreeing on the offer conditions with HR; HR is responsible for making the offer to the successful candidate 
· Planning the welcome and orientation of the new recruit – with HR and following orientation guidelines clearly established.












































SECTION 2. RECRUITMENT POLICIES AND PROCEDURES
2.1. Recruitment/Hiring Policies
National Transit Authority selects for its personnel, most qualified people for the emerging positions, giving preference to internal candidates whose applications are submitted before external candidates submit their applications for employment. 
1. The selection of candidates is based on the satisfaction of the requirements necessary to perform the job successfully, the main factors to take into account in the selection, are; competencies, academic qualification, previous experience, personality traits, skills and availability.

2. The employment policy at National Transit Authority gives priority to the selection of candidates who are the best qualified for the job while ensuring the promotion of gender equity as well as staff development within talent management framework. National Transit Authority provides equal opportunities in employment prohibiting any discrimination based on race, skin color, gender, age, national origin, political affiliation, religious belief or physical disability.

3. National Transit Authority treats all employees equally, whether on the filling of new positions, penalties, training, awards, etc., regardless of race, skin color, religion, sex, age, ethnic origin, political affiliation or disability; while at the same time promoting Gender equity and equality by identifying opportunities for women candidates who have demonstrated competencies, experience and agilities to assume broader and senior level positions within NTA. 

4. Applicants below 18 years of age will not be employed for any position.


2.2. Minimum Qualification Category for Designation/Position:

	

No.
	

Designation/Position
	Minimum Academic Qualification
	Minimum Years of Experience
	

Comment(s)

	
1.
	Managerial & Supervisory Positions
	
Bachelor’s
	
5 Years
	

	





2.
	




Risk and Compliance Officer

	




Bachelor’s/Associates of Arts
	





5 Years
	Entry level for this designation may require minimum 3 years of experience

	
3.
	
Mechanic and Drivers
	High School, Vocational Certificate and or experience
	
5 Years or more
	

	


4.
	Conductor, Transit Patrol Officer, General Services Officer, Ware house Attendant
	

High School Certificate
	
	

	






5.
	




House Keeper, Fleet Preparation Personnel, Ground Keeper
	




Not Applicable to the designation in this category
	
	Employees in this category must have the right attitude when performing their duties and responsibilities.



NB: where there is a shortage of qualified high school graduate for a position that is advertised, the Management of the NTA will consider other recruitment options.
2.3. Policy of Hiring Spouses and Relative 
As a general policy, employment of relatives (Spouse, parents, children, brothers, sisters of the employee or in-laws of the employee) of employees is not allowed by the NTA.  However, with the Managing Director's (MD’s) written approval, the relative of an employee may be hired by the Institution, provided that:
a) The relative is the most qualified candidate for the position vacant.
b) Neither of the related persons will directly supervise the other nor have direct working relation.
	    	
It is incumbent upon the employee and the applicant to report to the HR Manager any knowledge regarding the employment of relatives.  Failure to do so will result in the necessary disciplinary action.	

Staff who get married after employment e.g. staff who become involved in a romantic relationship and who have line management authority /supervision of one over the other must disclose relationship to the HR Manager. HR, with the consultation of the MD, will take measure to break the supervisory subordinate relationship.  Furthermore, staffs from different units and/or programs who formalize a relationship beyond professional levels (marriage, partnership) must disclose to HR and their respective managers. 
2.4. Attracting and Sourcing
Recruitment being a set of procedures designed to attract potentially qualified candidates and that are able to occupy positions within the institution, National Transit Authority states that:
1. In its policy framework, the filling of vacancies resulting from new jobs created, termination, resignation or progression in NTA is based on objective factors of employment. Therefore, it is necessary that:

a.  The manager or supervisor of the job fills the request for recruitment form and attached the respective Job Description (JD) and submit to the HR Manager who will further submit for approval to the MD or his/her designee.

b. Following receipt of the request for recruitment by Human Resources, with the competent approval, an internal and external bidding process must be opened to fill the open vacancy through a memo to all employees, with a maximum duration of 10 days from the date of publication. 

c. The memorandum must be sent via email and then posted in the window of public access.

d. After expiry of the period for submission of applications, the Human Resources Manager in coordination with the recruiting Manager of the vacancy, shall screen the candidate’s documents, both internal and external, and then establish a short-list of potential candidates for interviews.

e. A committee is established to interview the short-listed applicants. The recruiting manager and the HR Manager shall be the members and two other members selected based on their job relation to the position and or experience in interviewing. This committee will make the final decision in the selection and send the report for the MD’s approval.  

f. After the selection, the HR Manager on behalf of the recruitment committee shall prepare a report communicating the outcome of the process.

g. Based on the recommendations of the Recruitment Committee and positive decision of the MD, HR will proceed to search for professional references, which must be supplied by the supervisors/line manager of the candidates in their last three places of employment.

2.5. Exceptions 
In some instances, it may be in the institution’s interest to identify and select candidates for higher-level or time-sensitive positions without going through the formal recruitment process noted above.  In this instance:
1. The Head of Department or Deputy Managing Director -Administration (DMDA) will prepare a memo which identifies the institutional interest and, if available, identify a potential candidate.  If a candidate is identified, the memo must outline qualifications and attach the CV of the candidate.
2. The MD, DMDA and HR, will discuss the proposed recruitment and, if in agreement, will interview and approve the selection of the candidate. The report is prepared within 2 working days of the interview and is signed by all panel members and approved by the MD.

It is important that the institution maintain good public relations throughout the recruitment, selection and interview process.  Many job applicants, whether they are hired or not, will form opinions about the National Transit Authority based on the professionalism and integrity of our hiring system.  In general, those involved in the hiring process should note the following:

1. All job applicants must be looked upon as potential employees and should be treated with consideration.

2. No favors from potential candidates shall be solicited nor provided.

2.6 Selection Process

1. The selection of candidates for vacancies at NTA is made-up of internal and external candidates. The process of decision making for choosing an occupant of the post is in accordance with the following:

1.1. Candidates are selected based on employment policy and on factors such as previous work (experience), academic training, salary compatibility, better performance on knowledge tests.

1.2. Priority may be given to former NTA employees that are released from the institution by reasons other than disputes; these applications will be reviewed with the same level of scrutiny as applied to external candidates. Any application from a former employee expelled from NTA is unacceptable;

2. The contents of the application for admission and interviews are considered confidential material, only members of the selection committee have access during the process and must respect this responsibility of confidentiality. 

3.  All candidates to the positions of the advertised posts, whether successful or unsuccessful in interviews or tests, will receive a notification not later than fifteen days after the date of the interview reporting on the results;

4. NTA favors maintaining good relations with candidates. Thus, all applicants for employment should be treated with due NTA, respect and sensitivity especially during the interview. 

5. Following the receipt of the Interview Panel or the SMT Panel report, HR will make a job offer.  If accepted, an employment Letter is prepared.  If the candidate does not accept the position, then subsequent candidates, if available, will be contacted.

6. If an internal candidate has applied for a position but it is felt that they would not be suitable for the position during any part of the recruitment process, the supervisor should discuss the reasons for a decision taken not to consider him/ her. This shall be followed up with a communication thanking them for their interest and notifying them that they have not been selected. This will be sent to the internal candidates, under the signature of the HR. 

7. For external candidates, only those short-listed will be notified in the event they are not selected for the position.

2.7. Employee Record 
1. The Personal File is the most common criterion of organizing the records of individuals in all organizations, thus, all employees must gather and organize documents deemed essential to constitute the Personal File.

2. Apart from the details that must appear in the Personal File, to be completed by the employee him/ herself or his/her immediate superior, during the duration of the employment relationship, all the relevant information about the employee should be filed in the personal file based on the employee record form (Appendix III – Employee personnel record form):

Personal records are treated as confidential documents and accessible only to authorized staff; each employee can have access to his/her file in the presence of the person in charge of the file.
3. The employee must attach all supporting documents and / or birth certificates of dependent children and marriage certificate or other document issued by the authority from his/her habitual place of residence; 

2.8. Employment Status/Probationary period – Policy 

1. Any new employee hired by the National Transit Authority is subject to a probationary period that do not exceed more than three months. This probationary period is intended to measure the compatibility of skills, abilities and attitude with the NTA’s requirements for the particular position. The probationary evaluation will occur at the end of the probationary period. Only two options will be available after the probationary period, consider the employee as successful or unsuccessful and hence termination of employment.

2. The NTA, shall give an employee who has completed any period of probation a reasonable period of notice of termination of the employee’s employment. 

     The periods of notice set out in the following table are considered to be reasonable: 
	Period of employee's continuous service 
	Minimum number of weeks’ notice 

	Less than three months 
	One week 

	More than three months but less than six 
	Two weeks 

	More than six months but less than one year 
	Three weeks 

	More than one year 
	Four weeks 



2.9. Probationary Period-Process
1. The employee will be advised about the length and criteria for evaluation in his/her employment letter.
2. During the onboarding process, the Supervisor will hold a conference with the employee and supervisor to explain the probationary period's purpose, the performance metrics, and the support available to the new employee
3. The HRM Office shall ensure that the conferences are held and to make sure that all
             SOPs are adhered to.

4. The Immediate Supervisor shall, on the basis of job description, define a work plan for assessing the performance of the employee during the probationary period in order to gather information for deciding whether the employee meets the requirements for the post to which he/she was hired for.
5. The supervisor will schedule regular monthly meetings to discuss the employee’s progress, address any concerns, and provide feedback to the employee on his/her performance.
6. One week before the end of the probationary period, the HRM Head shall forward to the employee the Probation Period Evaluation Form to complete the applicable section of the form
7. The employee shall complete the relevant section of the form and submit to his/her supervisor for assessment and evaluation two (2) working days before the end of the probationary period.
8. The Supervisor shall evaluate the performance of the employee by completing the relevant portion on the form and submitting to his/her Department Head for review and acknowledgement within three (3) working days of receipt from the probationer.
9. The HRM Office shall review the Probation Period Evaluation Form for comprehensiveness and convene a conference within two (2) working days with the employee, supervisor and the Department Head to ensure issues of concerns are addressed.
10. If there are performance issue, the HR and supervisor will develop a performance improvement plan with clear steps and deadlines to address these concerns
11. The HRM office shall retain the original copies of the Probation Period Evaluation Form and performance improvement plan in the employee’s file and give the employee a copy
12. During the probationary period, both the employee and the National Transit Authority are required to comply with the terms agreed and set out in the Work Plans.

13. During the probationary period, both the employee and NTA may terminate the employment under the law prescribed in Section 14.6 of the Decent Work Act of Liberia
2.10. Confirmation of Employment
Upon successful completion of the probationary period, the employee will become a confirmed employee and will receive an employment confirmation letter signed by the HRM and approved by the MD or his/her designee.  Effective from the date of confirmation, and retroactive to the date of hire, all accrued benefits will be afforded the employee.
2.11. Rejection During Probationary Period
A probationer may be rejected at any stage of his probationary period if he/she fails to perform satisfactorily. A written notice of rejection including the following details shall be delivered to the probationer at the end of the probation period.:
A statement of the reasons for rejection;
2. The effective date of termination;
3. The compensation due him/her;
4. A notice of rejection must be delivered to the probationer on or before the effective date of rejection at least one working day to the effective date of termination.
2.11.1.    Rejection during Probationary Period-Procedures
1. Where a supervisor observes that a probationer is not performing to expectation or is not fit for the job and that having the probationer complete the probationary period will not yield the anticipated performance result, the Immediate Supervisor shall document the concerns by completing the Performance Review & Evaluation Form.
2. After documenting his/her concerns, he/she shall submit the form to his/her Department Head and the HRM Head at the same time.
a. The HRM Head shall discuss with the Department Head and the Supervisor reasons for the rejection.
b. The HRM Head will convene a meeting with the probationer, his/her Supervisor and the Department Head to brief the probationer of the evaluation.
c. After the meeting, the HRM Head shall prepare and sign the dismissal letter which shall be approved by the Deputy Managing Director for Administration.
d. The HRM Head shall ensure that the employee completes the Asset Turnover Form.
e. The HRM Head shall ensure that any compensation due to the rejected probationer shall be available to him/her at the same day of termination.




Section 3. EMPLOYMENT 
The status of employees in the National Transit Authority is assigned to individuals admitted to work for the Institution under an employment contract signed by both parties for a definite or indefinite period. A contract of employment may be for employment that is: (1) Full-time, (2) Part -time, and (3) Casual
1. Employees of NTA have a salary paid by the Institution through the remuneration system and within the conditions agreed under Contract.

2. The employee agrees to work at a minimum of 40 hours per week on a continuous delivery system. 

3. Certain positions due to the nature of their work are required to work beyond 40 hours per week, within legal limits and where authorization has been obtained from supervisor. This applies in most cases to drivers, mechanics and bus conductors; it is imperative that approval be maintained beforehand as well as the monthly documentation of overtime work recorded and maintained by HR

3.1. Full-Time employment
Full -time employment means an employee who is engaged for five days’ work in a week, not less than 40 hours’ work in each week; and an employee who is engaged for six days’ work in a week, not less than 48 hours’ work in each week; 
3.2. Part -Time employment
part-time employment means employment to perform the same work as a full- time employee, but for fewer hours of work, on a reasonably predictable basis.
3.3. Casual employment
Casual employee means a person who is engaged as such on an hourly basis, other than as a full-time, part-time or fixed-term employee.
A casual employee who is engaged by the same employer on a regular and systematic basis for a sequence of periods of employment during a period of six months shall thereafter have the right to choose instead to become a full- time or part-time employee, according to the number of hours the employee is usually engaged to work. An employee can convert his/her employment status from casual to full-time or part-time by responding within four weeks of receiving a written notice from his/her employer. An employee who takes no action within that period will be deemed to have chosen not to change their employment status.
3.4. Internship 
The internship program at NTA is in line with the desire to provide the opportunities for young men and women within Liberia for them to gain practical work and learning experiences.
This program also considers the possibility of gaining valuable lessons from trainees gained from their research and academic learning process, which can strengthen the internal knowledge of how to do even better using the scientific knowledge resulting from their academic work and investigative spirit of student trainees.
3.5. Scope and Application
This Internship Policy at the NTA applies to all students of vocational schools or higher-level institutions, in the country. The requests of individuals and institutions are to be submitted to the Managing Director or her/his authorized representative, or who are eligible under the signing of a Memoranda of Understanding.
3.6. Qualification or Eligibility
To be eligible for an internship at NTA, the candidates should meet the following requirements.
1. Registered as a student of an accredited institution as stated in the scope and application, whose disciplines include those of relevance to NTA namely in the areas of Auto-mechanic, Procurement, Budget & Finance, Human Resource Management, mechanical engineering and other related areas.
2. Provide a letter of interest and commitment, and clearly define priorities for internship with NTA
3. Provide relevant academic records as required

3.7. Rights and Duties of the Trainees
1. Undertake an orientation program where they will be based to ensure adequate understanding of NTA’s vision and mission as well as principles, and policies.
2. Each intern must have an assigned NTA supervisor who will provide guidance and support to the intern, and review the intern’s performance. 
3. Participate in events, training sessions within the organization’s programs, as long as that has to do with the subject of his/her work and will, contribute to his/her formation and consolidation of their knowledge;
4. The intern performance will be evaluated at the end of the internship to ascertain if the intern achieves the objectives of the internship as well as recommendations for the future. This performance review will be conducted with their supervisor and the report will be shared with the senior management. 

3.8. Duties of the NTA to the Trainees 
1. Ensure that the supervisor appointed produces a detailed report on the internship program, in which he/she states the lessons learned from the trainee, performance during the probation period, observations and recommendations for the trainees and for NTA.
2. Ensure appropriate guidance, support and supervision to enable the intern to accomplish objectives stipulated.
3. Ensure safety and an environment of dignity, respect, equal treatment with other employees in the framework of values and principles of NTA.



3.9.   ORIENTATION
 All newly hired employees must participate in a formal process of orientation to enable them to understand the organization get to know his/her job and to become acquainted with colleagues. 
The orientation program will be prepared by the supervisor in collaboration with the HR and could differ from one employee to the other depending on the employee’s position and grade. It includes two parts:
General orientation that deals with:
· NTA history and domain of intervention, activities, organization of NTA,
· History, activities, organization of NTA,
· Core values and code of conduct,
· Human Resources policy,
· Administrative and finance procedures and policies to the extent applicable,
· Settling in of the employee and introduction to the staff.

Specific orientation, which covers:
· Employee’s personal records,
· Job description and responsibilities,
· The Mission and department/division/project objectives, 
· The employee’s work plan and the objectives of the probation period,
· The working materials (work station) available for the position,
· Key relationships and resource tools, materials and other things that facilitate the discharge of responsibilities.
While it is the NTA’s responsibility to prepare a suitable orientation process for new employees, it is the employees’ responsibility to actively seek information required to ensure that they are aware of policies and procedures as well as the need for his/her specific position.
3.10. PERSONNEL ACTIONS

3.10.1. Transfer Policy and Procedures
3.10.2. 
The purpose of this policy is to outline the procedures and guidelines for transferring employees within the National Transit Authority. Transfers can provide employees with new opportunities for growth, enhance organizational flexibility, and address staffing needs.
Thus, employees are obliged to accept permanent or temporary assignments within the NTA in the country. They are also expected to accept transfer from one assignment to another.
There are three types of transfer:
a. Lateral Transfers: Moving to a different role at the same level within the institution.
b. Promotional Transfers: Moving to a higher-level role within the institution.
c. Temporary Transfers: Short-term assignments or projects in different departments or locations.
No individual employee shall be transferred to any specialized functional area of the NTA unless he/she has completed at least 12 months of continuous service with the NTA, have a satisfactory performance record and possess the necessary skills and experience for the new role, either through training or professional qualification consistent with the minimum qualification for the new role. Transfers can be in two categories, namely: voluntary or involuntary.
Voluntary transfer is employee -initiated movement to another position in the same or different role in the same pay band. The employee may seek the transfer through the recruitment and selection process or through a non-competitive process.
Involuntary transfer refers to the process where an employee is moved from one position, department, or location within the NTA without their consent. The Management of NTA will initiate an involuntary transfer to improve the effectiveness of the NTA.
3.10.3. Transfer Procedures:
1. The request for transfers shall be submitted by the employee or through the Department Head or immediate Supervisor to the HRM Office, when it is voluntary and to the Deputy Managing Director Administration (DMDA) when the transfer request is involuntary.
2. When an employee requests a voluntary transfer, he/she provide justification for the transfer e.g. NTA advancement and the vision of the NTA.
3. The Department Head or immediate Supervisor shall submit a request for an involuntary transfer to the Deputy Managing Director Administration along with the necessary justification. If the transfer is immediate, the employee shall be informed verbally of the decision and the reason for the transfer by his/her Immediate Supervisor and the DMDA.
4. All requests for involuntary transfer shall be reviewed by the HRM Office, the Department Head and the Deputy Managing Director Administration.
5. All requests submitted shall be reviewed and analyzed by the HRM Office, the relevant Department Head and the DMDA.
6. Employees seeking voluntary transfer will be formally informed of the decision a day after the request is received
7. Employees that are transferred due to a management’s decision shall be informed of the decision at least five (5) working days before the effective date of the transfer. If the transfer is immediate, the HR manager shall inform the staff within 24 hours of the transfer.

3.10.4. Promotion Policy and Procedure
1. Promotions are the movement from one grade to a higher one and only because of an increase in responsibility.   A valid recommendation is that an employee has demonstrated the potential for increased responsibility and should be considered when the opportunity arises.

2. [bookmark: _Toc367280875][bookmark: _Toc367281104][bookmark: _Toc367299936][bookmark: _Toc440989310]Underlying Principles of Promotion

a. Existence of an approved vacancy and the need to fill it with a candidate who is sufficiently competent to handle the duties and responsibilities and meet the requirements.

b. Vacancies will be advertised and opened for competition.

c. Preferential treatment for competent candidates from within is given because of the following reasons:

1. NTA seeks to attract and retain committed and high performing staff and     therefore seeks to fill in positions from within when appropriate and defined by talent management processes

2. [bookmark: _Toc367280876][bookmark: _Toc367281105][bookmark: _Toc367299937][bookmark: _Toc440989311]Such action will be an incentive for other employees to improve and thereby foster high morale;

3.11. The Basis for Promotion:
1. An employee is expected to complete one year service with the NTA before he/she can be eligible for promotion. However, the Managing Director or his designate may consider promotion on exceptional cases when necessary.

2. Only employees with the minimum qualifications required for the vacancy shall be considered as candidates for promotion.

3. In cases where it is found essential, interview or written or other tests could be given to candidates.

4. It is not considered as promotion if it is with in the same grade. It is normally called a lateral transfer.
3.12. Promotion to a higher and new position:
1. The employee promoted to a new position will receive a minimum of a 10 % increase over their current salary for the new position/grade.   If the starting salary for the new grade is higher than 10% of the employee’s current salary, the salary of the new grade will be maintained for the employee. All increment in salary and benefits shall be given after the completion of the probationary period. Employees promoted to a higher position will have a probationary period determined case by case. The Managing Director could also decide the amount of increase in salary of employees up on promotion based on other factors including inconsistency of application of previous salary scales.  

2. During the probationary period, which will be determined by HR and the Department Manager, the employee promoted will retain the salary as well as the benefits of the previous position. 

3. The employee’s performance will be evaluated one week before the end of his/her probationary period.  If successful the employee will be confirmed in his/her new position and receive the salary and benefits for the new position.

4. If the performance during the probationary period is below requirements, the employee will be reinstated to the position held prior to the selection for the new position. 

3.13. Discipline-Policy statement
By accepting employment with NTA, an employee shall agree thereby to work in a responsible, harmonious and productive manner, to be loyal to the Institution, and to act in a manner conducive to the accomplishment of the Institution’s vision and mission as well as demonstrates the value of NTA and professional conduct required. The employee agrees, by accepting an appointment, to abide by the rules and regulations of the National Transit Authority as stated in our code of conduct and ethics and Human Resources Manual and in any other lawful, reasonable instructions, written or verbal, given by the authorized personnel of the Institution.
Any infraction by an employee will be dealt with according to the disciplinary guidelines stated below.
The following definitions of infractions are intended to provide examples of behavior inconsistent with the institution’s principles and they should not be understood to constitute an exhaustive list. Offences committed outside those listed below will be fully examined by a committee appointed by the Managing Director. The committee will recommend the appropriate action to be taken against the employee in line with the decent work act and other national regulations.  
3.14. Classifications of offense and correspondent Penalties
           NTA may apply the following disciplinary measures for breaches:
A. Verbal warning;
B. Written warning
C. Suspension of work, within the limits of ten days for each offense and thirty days in each calendar year;
D. Dismissal.
In determining the disciplinary measures, it should be taken into account and consider the gravity of the offense, the importance of the injury caused, and in particular, the circumstances in which facts have been produced, the degree of culpability, the economic situation and the professional conduct of the offender.

3.15. [bookmark: _Toc367280882][bookmark: _Toc367281111][bookmark: _Toc367299943][bookmark: _Toc440989317][bookmark: _Toc441505723][bookmark: _Toc441505998][bookmark: _Toc441595509][bookmark: _Toc441597507][bookmark: _Toc13319220][bookmark: _Toc98130294][bookmark: _Toc98130517][bookmark: _Toc98130779][bookmark: _Toc98130999][bookmark: _Toc98131559][bookmark: _Toc98131808][bookmark: _Toc98132021][bookmark: _Toc98133079][bookmark: _Toc98133563][bookmark: _Toc218320808]Major Offenses for Immediate Dismissal:
The first offence for items listed under can be cause for an immediate dismissal.  In cases where there is high suspicion, but inadequate documentation, of an employee's involvement in any of the offences, the employee may be suspended for up to 30 days until an investigation is completed.
	Infraction (s)
	1st Offense
	2nd Offense

	Physically attacking another NTA employee during or after office hours either within or outside NTA premises, as a result of incident or issues emanating from NTA working environment.

	Dismissal
	

	Violence, threats or abuse (physical or verbal) against any NTA Personnel including verbal abuse of a sexual nature.

	Dismissal
	

	Misuse and unauthorized use of machinery or equipment.

	Dismissal
	

	Failing to account for funds, assets or properties entrusted to you by NTA.

	Dismissal
	

	Falsification of NTA records or documents
	Dismissal
	

	Intentionally giving false testimonies or refusing without justifiable reason to cooperate during an official investigation authorized by NTA.

	Dismissal
	

	Unauthorized absence or, failure to report for work after the expiration of any leave, for a period of ten or fourteen working days as per the decent work act or other national regulations. 
	Dismissal
	

	Divulgence of confidential matters.


	Dismissal
	

	Failure to notify NTA of the employment of an immediate relative. 

	Dismissal
	

	Bringing NTA in to legal dispute
	
	

	
Insubordination: disrespect, disobedience, refusal to follow the lawful orders of supervisors or refusal to follow the policies of the institution or refusal to accept official letter addressed to him/her.

	Dismissal
	

	Intentionally causing damage to NTA’s property.

	Dismissal
	

	Allowing a non‑NTA employee to perform a duty of an employee.

	Dismissal
	

	Selling dead or unauthorized tickets (used tickets) to passengers

	Dismissal
	

	Refusal to issue tickets to passenger

	Dismissal
	

	Discrimination against a subordinate based on the solicitation of sexual favors in exchange or expectation of favorable, evaluation, promotion, hiring, etc.

	Dismissal
	

	Submission of False documents: educational, work exp., medical bills and leave, certificates, recommendations, reports etc...)

	Dismissal
	

	Being Convicted of a Criminal offence.  Note that being indicted will result in Suspension without pay until proven guilty or innocent.  If guilty, employee is subject to immediate dismissal. If proved innocent, employee will be reinstated to his/her former position. However the Managing Director has the authority to decide to allow any payment to the employee.

	Dismissal
	

	Carrying firearms or any harmful instrument or substance on duty or to carry them on NTA premises.


	Dismissal
	

	Discrimination of any kind against any employee on grounds of: race or ethnic origin, sex, religion, color, or other differences.

	Dismissal
	

	Violation of the policy against sexual exploitation

	Dismissal
	

	Receiving poor ratings consistently in performance evaluation.

	Dismissal
	

	Taking illegal drugs and/or intoxication while inside NTA premises and vehicles.

	Dismissal
	

	Engaging outside employment without the permission of the MD.

	Dismissal
	

	Other offences of a similar nature and/or weight as those listed above.

	Dismissal
	

	
	Dismissal
	












3.16. Offenses to Follow Disciplinary Procedures:
	Infractions
	1st Offense
	2nd Offense
	3rd Offense
	Final Offense

	Sleeping on the job
	Verbal warning
	Written warning
	Dismissal
	

	Unauthorized use of NTA Materials
	Written warning
	Written warning
	Dismissal
	

	Neglect of duty: the employee’s omission to carry out or perform his/her assigned duties, functions or assignments
	Written warning
	Written warning
	Dismissal
	

	Lateness on five (5) occasion within a month
	Verbal warning
	Written warning 
	Final written warning 
	Dismissal

	Using mobile phone while driving NTA vehicles
	Written warning
	Final written warning
	Dismissal
	

	Leaving place of work without permission
	Verbal warning
	Written warning 
	Final written warning 
	Dismissal

	Failure to carry out legitimate orders
	Written warning 
	Final written warning
	Dismissal
	

	Loss of property under an employee’s responsibility
	Written warning 
	Final written warning
	Dismissal
	

	Shortages above LD 300.00
	Refund & Verbal warning
	Refund & Written warning 
	Final written warning 
	Dismissal

	Three (3) shortages less than LD 300.00
	Verbal warning
	Written warning 
	Suspension
	Dismissal

	Two unauthorized excuses within a week.
	Verbal warning
	Written warning 
	Final written warning 
	Suspension

	Possessing more than LD 800 for out-of-town rounds
	Suspension
	Dismissal
	
	

	Failure to settle advances taken for travel, procurement, medical treatment, etc. within the time prescribed by NTA’s Financial Policies
	Written warning
	Final written warning
	Dismissal

	



In addition to Penalties listed in the schedule of offences, A 2nd WARNING IS ALWAYS ACCOMPANIED BY LOSS OF ANNUAL INCREMENT FOR THE PERIOD DURING WHICH THE FINAL WARNING IS ISSUED.

Dismissals and legal Action 
In the case of gross infractions an employee may be issued a notice of dismissal from the Institution. An employee who is to be dismissed shall be notified in writing 24 hours before the effective date of the dismissal. Any dismissal action will be handled in a prompt and equitable manner and shall be, in full compliance with the Decent Work Act or other national regulations of Liberia.
The HRM office shall give written notice of dismissal to the employee no later than 24 hours before the effective date of the dismissal.
3.17. Grievance and Dispute resolution  

a. Filing a Complaint/Grievance

It is the responsibility of supervisors to assure that:
· Employees understand the NTA Grievance Procedure;
· Employees are aware that no reprisals will be taken against them for using the Procedure unless the employee is deliberately trying to accuse another employee falsely;
· Grievances are responded within the prescribed time frame.

Procedures:
1. Employees are encouraged to first bring any grievance(s) to the attention of their immediate supervisor(s) in writing within two days of receipt of a Warning Letter or occurrence of any other incident that gives rise to the grievance.  Hopefully, this will bring about a fair and reasonable solution.

2.  Upon receipt of an employee's grievance letter, the supervisor should reply in writing within two working days.

3. Should the immediate supervisor be unable to resolve the grievance to the satisfaction of the employee, then the employee should bring the grievance in writing to the attention of the Manager within five working days.

4. The Manager should respond to the employee's appeal within at most five working days.

5. If there is no resolution of a grievance through the above procedures, the employee should appeal his/ her case in writing to the Managing Director (or a person designated by the MD), within five days of receiving the decision of his or her Manager. 

6.  The Managing Director will make a final decision within at most ten working days.  This decision shall be final on the part of NTA.

3.18. Dispute Resolution
Misunderstandings or conflicts can arise in institution. To ensure effective working relations, it is important that such matters be resolved before serious problems develop. Most incidents resolve themselves naturally; however, should a situation persist that the employee believes is detrimental to his or her employment with the institution, the employee should follow the procedure described here for bringing the complaint to management's attention. 
Step One: Discussion of the problem with the employee’s immediate supervisor is encouraged as a first step. If, however, the employee does not believe a discussion with his or her supervisor is appropriate, the employee may proceed directly to Step Two. 
Step Two: If the problem is not resolved after discussion with the supervisor or if the employee feels discussion with the supervisor is inappropriate, the employee is encouraged to request a telephone conversation or a meeting, where feasible, with his or her supervisor’s supervisor or HR or the Managing Director. 
NTA does not tolerate any form of retaliation against employees availing themselves of this procedure. The procedure should not be construed, however, as preventing, limiting, or delaying the institution from taking disciplinary action against any individual, up to and including termination, in circumstances where the institution deems disciplinary action appropriate (such as those involving problems of overall performance, conduct, or interpersonal skills).
3.19. Separation from the institution

· Resignation
Employees may resign after giving at least thirty (30) days’ notice, although additional notice of resignation is preferred to permit the institution time to recruit a replacement, if required. During this time, the employee is required to complete urgent tasks and hand over outstanding issues. The time requirement may be shortened with the approval of the appointment authority. Any employee wishing to resign will submit his/her resignation in writing to his/her supervisor and HR stating the effective date of resignation.  The employee's decision to resign will be considered final by the institution. Employees under probation may resign at any time without giving reason or notice, however advance written resignations are more proper.

Regular and contract employee termination
The services of an employee may be terminated by the institution for the following reasons:      
a. Employee medical reasons.
b. Cessation or reduction in activities.
c. Retrenchment.
d. Retirement at age of 60
e. Commission of a serious offence as enumerated under Discipline  
f. Upon Expiration of contract.	
g. As a result of poor performance.

All terminated employees, except those who will be terminated due to theft and corruption, will be entitled to all accrued benefits they have earned, less any obligations which they owe to NTA.
· Probation period employee termination
The services of a Probation employee may be terminated by the institution at any time without any reason or notice.
· Dismissal
The services of Regular, Contract, or Probation status employees may be terminated for Cause by the Institution for major infractions subject to the procedures stipulated in Discipline (Section ). 
· Retirement
Retirement from service is automatic and mandatory upon an employee attaining 60 years of age. The date of retirement will be deemed the date on which the employee's services with the institution will cease. Contract of employment shall terminate at the age of 60 unless the MD extends such period. Employees who retire shall be entitled to all accrued benefits due to them. 
· Death
Upon the death of an employee, the date of death will be deemed the date on which the employee's services with the Institution will cease.  Legal heirs according to signed declaration in the employee file will be entitled to all accrued benefits due to the employee.
Note: In the case of termination, the same duration of notice and payment of unused leave will apply, as in termination.
3.20. Exit Interviews
An exit interview is to take place with the employee either when or shortly after notice of separation is provided either by the employee or by NTA. The Managing Director, Deputy Managing Director and/or the Human Resource Manager will conduct exit interviews. The purpose of the exit interview is to allow an opportunity to identify reasons for separation. (Exit interview form)
3.21. Termination of Service payment 
If NTA terminates a work contract for reasons related to the end of the project, organizational restructuring and any other operational reasons, the employee shall be entitled to receive benefits for termination of contract and other pecuniary compensation in accordance with the applicable labor law and the HR Manual in force.
3.22. Calculation of cessation benefit:
1. The employee will not be eligible for termination benefits if the service time at NTA is less than twelve months. 
2.  The employee will be eligible for termination benefits if he/she has provided services to NTA for more than twelve months, to the proportion of one month's salary based on final base salary for each year of service. 
If the employee demonstrates an inability to perform his duties or tasks for reasons having to do with the proven health and / or mental or physical disability, he/she will be entitled to benefits of cessation of contract provided for under the preceding paragraph.
NTA to terminate the contract of employment on grounds of misconduct, disciplinary offenses and grave breaches of internal rules, the employee is not entitled to any termination benefits of employment contract.
The other cases related to the termination of work contract will be treated in accordance with the applicable laws in force in the Republic of Liberia.
References
NTA shall provide the employee with a certificate of service which shall include the employee's position, salary, and dates of service with NTA. NTA shall in like manner respond to any specific requests for references.












Section 4.  WHISTLEBLOWER POLICY 

The NTA encourages whistle blowing as it allows staff to raise their concerns about the performance of the NTA and its staff.
The NTA is committed to the uppermost standards of openness, transparency, corruption, zero tolerance to corruption, integrity, adherence to policies and procedures as applicable by all employees including senior management and accountability. In accordance with this policy, employees are encouraged to come forward and speak out.
4.1. Purpose of the Policy:
1. To encourage the staff to feel confident in expressing their concerns and to question and act upon concerns about wrong-doing in the institution.
2. To provide a way for the staff to express concerns in confidence and receive feedback on any action taken.
3. To ensure that the staff receive a timely response to their concerns and that they are aware of how to pursue them if they are not satisfied.
4. To reassure the staff of NTA’s commitment to protect them from possible retaliations or victimization if they have reasons to believe that they have made a disclosure in good faith.

4.1.1. Who does the policy apply to?
[bookmark: _Toc412213164]The policy applies to all employees (management, consultants, contractors, casual laborers suppliers, service companies & all stakeholders). This policy has been discussed with the relevant stakeholders and has their support.
4.1.2. Types of Concerns covered:
All concerns are covered. Some of these include but not limited to the following:
1. The unauthorized use of public funds.
2. Possible fraud and corruption including submission of fraudulent document to the Authority.
3. Sexual, physical or other abuse of clients and other employees.
4. Nepotism
5. Failure to comply with the HR Policy, SOPs, Code of Conduct, Policies on conflict of interest.
6. Conduct which is an offence or a breach of the Liberia Labor law.
7. Failure to comply with a legal obligation.
8. Disclosures related to miscarriages of justice.
9. Health and safety risks, including risks to the public as well as other employees.
10. Damage to the environment.
11. Other unethical conduct.




4.2. [bookmark: _Toc412213165]Protection of Whistleblower
1. If you decide to blow the whistle on the NTA you are protected and your employer cannot victimize you (e.g. by not offering you a promotion or other opportunities your employer would have otherwise offered).

2. Whistleblowers are protected for public interest, to encourage people to speak out if they find malpractice in an institution or workplace.

3. Malpractice could be improper, illegal or negligent behavior by anyone in the workplace.

4. For your disclosure to be protected by the law it must be true and conform to the requirements of the Liberian laws. You must make a disclosure in good faith through a process approved by your employer. 

5. However, if you make an illegal or false disclosure which may, among other things, maliciously injure any party, you may be subject to legal and or disciplinary action up to and including termination.

6. If you feel unable to make a disclosure to your employer then there are other 'prescribed institutions you can make a disclosure to like the LACC, Justice Ministry & Civil Society.

7. You could make a disclosure to the person responsible for the area of concern to the departmental head. For example, you might raise concerns about health and safety with a health and safety representative.

4.3. [bookmark: _Toc412213166][bookmark: _Toc410155792]Safeguards and Victimization
You should have nothing to fear because you are doing your duty to your employer, those for whom you provide service and your country.
The NTA recognizes that the decision to report a concern can be a difficult one to make. If what you are saying is true, you should have nothing to fear because you will be doing your duty to your employer and those for whom you provide a service.
[bookmark: _Toc412213167]The NTA will not tolerate any harassment or victimization (including informal pressures) and will take appropriate action to protect you when you raise a concern in good faith.
4.4. [bookmark: _Toc410155794]Dismissal or Victimization for Whistle Blowing
[bookmark: _Toc379945300][bookmark: _Toc408651722][bookmark: _Toc408656680][bookmark: _Toc410155795]If you are dismissed or victimized for whistle blowing, the protection you are offered is different depending on whether you are an employee or worker.


1. Employees
If you are an employee protected from whistle blowing and you are dismissed for complaining about malpractice at work, you can make a claim for unfair dismissal, even if you don’t have one year’s service.

If you have been victimized or suffered detrimental treatment (e.g. you have been demoted or denied promotion), because of blowing the whistle you take your case to the NTA’s Board of Directors. Your claim would be for 'detrimental treatment’.

2. [bookmark: _Toc379945301][bookmark: _Toc408651723][bookmark: _Toc408656681][bookmark: _Toc410155796]Non-Employees
If you are not an employee and your contract has been terminated or you have been victimized you should be able to take your case to the Managing Director, Deputy Managing Director for Administration, and the NTA’s Board of Directors and claim that you have suffered 'detrimental treatment'.

4.5. [bookmark: _Toc412213168]Confidentiality
All concerns will be treated in confidence and every effort will be made not to reveal your identity if you so wish. At the appropriate time, however, you may need to come forward as a witness.

[bookmark: _Toc412213169]This Policy encourages you however to put your name to your concern whenever possible.
1. Procedures – Confidentiality
To make a confidential call please ring the dedicated Whistle blowing number:  

The Whistle can be blown directly to the Managing Director or Deputy Managing Director for Administration.
[bookmark: _Toc412213170]
4.6. Arrest, Subpoenas, Services and Processes Policy
[bookmark: _Toc410155800][bookmark: _Toc412213171]The Authority as a law-abiding entity encourages its employees to be law-abiding citizens to honor arrest, subpoenas, services and processes by law enforcement and to seek legal counsel when necessary.

1. Procedures – Arrest, Subpoenas, Service and Processes
Authorized representatives of law enforcement or civil authorities desirous of serving legal papers shall be referred to the following relevant parties:

Warrant of Arrest for Criminal Acts committed on the NTA’s property shall be channeled through the Legal Head.

The Legal Head shall liaise with the HRM and Corporate Affairs and Strategic Planning (CASP) Heads in ensuring that the employee complies with the Warrant of Arrest.

Warrant of Arrest, Subpoena, Citations, Services and Processes for the NTA matters shall be channeled through the Legal Heads served through the Managing Director office or directly to the concerned officer.

Criminal acts not committed on NTA property which result in law enforcement agencies seeking custody of a NTA employee through a warrant of arrest shall be brought to the immediate attention of HR Manager; and

Subpoenas, services of process and other related matters involving a criminal case may be served on NTA property. An attempt shall be made to keep the matter private and inconspicuous matter through HRM Office.

NTA will not tolerate any form of coercion, intimidation, acts of revenge or retaliation against anyone who discloses losses, illegal acts or violations of the Code or make available information or assistance with an investigation. Any such act against an employee that has been proven could lead to corrective actions and may include the penalty of Dismissal.




Section 5. CODES OF CONDUCT AND COMPLIANCE 
NTA is keen on maintaining a reputation of professionalism, competence and responsibility that is reflected in the conduct, behavior and competence of its employees. NTA recognizing the need to establish a healthy working environment requires from its employees a conduct, behavior and competence according to standards set in the following Codes of Conduct.
5.1.   CODE OF CONDUCT
1. [bookmark: _Toc221110835][bookmark: _Toc221112269]Objective
[bookmark: _Toc221110836][bookmark: _Toc221112270]The purpose of this policy is to create an awareness to the rigid codes of conduct of NTA.
2. Policy
[bookmark: _Toc221110837][bookmark: _Toc221112271]All employees of NTA and the national offices run by NTA must comply with the policies that follow. Failure to comply with any of these policies may lead to termination of employment.
3. Affected Personnel and Offices
The policies listed in this section apply to all employees of NTA, regardless of their department, unit or section. 
[bookmark: _Toc222218987]	Representatives of supply and sellers must comply with strict standards to ensure ethical conduct in business practices. All relationships will be professional and managed to ensure free and competitive prices. In addition, the activities of supply shall be conducted in order to avoid conflicts of personal or organizational interest.

All NTA staff involved in procurement activities should take into account and respect the policies and standard procedures regarding conflicts of interest, confidentiality and non-acceptance of gifts and gratuities. Despite this knowledge, the employee and the organization can be protected from breaches in ethical conduct, whether intentional or not. NTA officials should maintain the highest ethical standards and any breach could lead to disciplinary action. 
5.2. [bookmark: _Toc221112273]Code of Conduct on Supplies 
All employees must comply with codes of conduct that NTA has outlined below:
You cannot select a seller of goods or services for any other reason than its ability to meet the needs of the institution.
You may not personally accept any goods, services or any other form of compensation or favors from a vendor, taking the job done as a normal contribution to NTA.
Fees, commissions, returns or any form of bribe intended to induce or compensate for favorable decisions and governmental actions are unacceptable and prohibited.
No employee in violation of any law may pay, offer payment, or give any object of value to government or political party.
This statement is not intended to prohibit normal business gifts and of little value, normal trade relations elsewhere, provided that no law, regulation or policy applicable of NTA is violated and that if that is the case it be communicated to the employee’s immediate supervisor.
Before and during the procurement process of issuing tenders, offers in closed letters, requests for proposals and any other form of solicitation, no employee or member of the supply committee may accept gifts, money or services by such vendors. The procurement process must be transparent and not have any actual or implied appearance of inadequacy.
5.3. [bookmark: _Toc221110840][bookmark: _Toc221112274]Losses and Fraudulent Acts
NTA's reputation is an asset of inestimable value. We must all work to maintain the highest level of accountability to our stakeholders and to avoid or prevent situations that might compromise our position. This policy applies to any irregularity or suspected irregularity, involving not only employees but also vendors and third parties.
In cases of occurrence or suspicion of irregularities, investigations will be conducted, regardless of length of service, position, title or relation of the suspected official.
The actions that can be described as collusion, embezzlement or tax irregularities may include, but not limited to, among others:
· Any dishonest or fraudulent act;
· Forgery or alteration of cheques, bank statements or other financial documents;
· Misappropriation of funds, goods, securities, supplies, spare parts, materials and equipment or other assets;
· Handling or improper recording of money, financial transactions or tender procedures;

· Acceptance or solicitation of material values from the sellers or people that provide services / materials to NTA (exception: perishable goods for a group of employees, such as candy or flowers);
· Misappropriation or destruction of records, furniture, accessories or equipment;
· Misuse, alteration or improper management of documents or information and / or similar irregularities or related.
			
5.4. [bookmark: _Toc221110842][bookmark: _Toc221112276]Confidential Information
NTA maintenance records and confidential information and must be dealt with properly. This applies to all verbal or written communications, including but not limited to work being created as part of his/her function. Financial data, computer files, contracts, material supply lists (vendors, purchase orders, etc...), and, personal information or on staff (personal files, salary information, etc.) and documents of the institution (internal policies, procedures, minutes of meetings, documents, notes, files).
Employees are expected to protect and maintain the strict confidentiality of applicable information and exercise a degree of reasonable care to prevent the disclosure of any information on NTA in a manner adverse to the interests of NTA or injurious or with whom NTA works. It is prohibited to reproduce any confidential information for use inside or outside NTA or for any purpose other than performance of his/her obligations at NTA.
Violators are subject to appropriate disciplinary action, which may include dismissal, for revealing confidential information without authorization. If you are unsure about the confidential nature of specific information, ask for clarification from your supervisor.
5.5. Code of Conduct on use of internet 
The purpose of this instrument is to regulate the use of Internet and Email within the network and the computers of NTA. This document is in accordance with the core values of NTA, as regards the proper use of material goods and means of work of the organization in order to get the most out of them.
Thus, calls to all employees to read and comply with the following guidelines:
1. Access to web sites inappropriate work environment as well as inappropriate to public is prohibited (such as pornography sites).

2. Access to web sites that promote or incite violence is prohibited.

3. It is forbidden to use NTA Internet, in an attempt to access sites with private services, with the objectives of damaging or getting access to information from other institutions without having proper authorization.

4. It is forbidden to re-send anecdotal messages (e.g., you will win the lottery if you send this message to 20 people or else you will lose your job if you delete this message, etc...) Through the NTA mail server. 

5. It is forbidden to lend NTA computer / Laptop to people who are not employees of NTA.

6. It is forbidden to download music, movies and other files on the Internet not relevant to your work.

5.6. Conflict of Interest
This Code of Practice on Conflict of Interest describes the NTA policy regarding conflicts of interest and complements HR Manual of NTA.

All NTA employees that according to NTA Guide on the Policy of Authorization of Signature, are authorized to approve expenditures of funds, all staff in the Procurement and all staff that regularly order goods and services must annually sign a Statement on Conflict of Interest.

Policy: The Staff of NTA should scrupulously avoid any conflict between their own individual interests and the interests of NTA ("conflict of interest").

Definition of "Conflict of Interest": Conflict of interest may arise in a variety of situations. A clear conflict of interest arises when a NTA employee or a family member of the employee: 

· Participate in the evaluation, selection, awarding, or administration of a contract or other order for the purchase of goods or services that directly or indirectly benefit the employee or the employee's family.

· Directly or indirectly have a financial or other interest in any part in talks with NTA.

· If one puts him/herself in a position to personally gain something individually or in any transaction in which NTA is a part.

· Accept gifts, favors, or anything of monetary value from vendors, including contractors, (with the exception of unsolicited gifts with a value of less than $ 25).

Of course, there are many other situations of conflict of interest than those described above. If an employee has a question about a potential conflict of interest, he/she should consult his/her supervisor.
Definition of "Family" of Employee: For purposes of this Declaration of Conflict of Interest, an employee's family includes the spouse, siblings, parents, children or domestic partner.

Avoid perceptions of conflicts of interest: In addition to avoiding real conflicts of interest, NTA employees must appear to avoid conflicts of interest to all people within and outside NTA.

Revelation in Conflict Situations: Should be revealed in all situations where there is alleged or there is a conflict of interest to the immediate supervisor of the employee.

Approval of Certain Conflicts: In some limited circumstances, an employee may be allowed to remain in a situation or perceived conflict of interest. Only the Managing Director is authorized to grant such approvals.
5.7. Sexual Exploitation 
Code of conduct on sexual harassment and exploitation of employees and members of the benefiting communities of NTA program.
The purpose of this agreement is to define and clarify the policy of NTA on the subject of harassment and exploitation in the workplace and in the communities where we work.
This policy, in line with the Vision, Mission and Core Values of NTA (especially on respect, integrity,), reflects the will and commitment of NTA to promote an organizational environment free from all forms of discrimination, harassment and sexual exploitation, ensuring the same in all our work with communities and partners. Thus, each employee must be able to fully contribute to the Vision and Mission of NTA, and each member of the community where we work be sure that NTA will not subject him/her to any kind of abuse or sexual exploitation.
NTA strictly forbids - and will not tolerate- any form of harassment, abuse or exploitation, whether physical, sexual or psychological, or both between employees and beneficiaries of NTA and other members of the communities where NTA works. This is very important to the effectiveness of NTA as an Institution.
Thus, all employees must read, understand and sign the code of conduct, which was prepared in a process of consultation and active involvement of the Management Team and following the guidelines of NTA.








Section 6. POLICY AGAINST DISCRIMINATION AND HARASSMENT 

The purpose of this document is to define and clarify the policy of NTA on the subject of harassment and discrimination in the workplace. It reflects the intention of NTA to promote a good working environment free from all forms of discrimination and harassment and no tolerance to the adoption of conduct that disturbs or affects work performance of employees, partners or beneficiaries, create a threatening, aggressive and hostile environment, in order to change the equality of opportunity or treatment in employment. This is very important for the efficiency of NTA as an Institution, in respect of fundamental values and ensuring that all employees of NTA are able to contribute to the mission.
6.1. Conceptual Framework
To allow each employee understands and adheres to this policy, it is necessary to prove a literary definition on the concepts of discrimination and harassment.
1. Discrimination
Discrimination means exclusion, preference for treatment and taking action against an individual because of tribe, race, color, religion, sex, sexual orientation, age, marital status, national origin, physical or intellectual disability or health status.
2. Harassment
Harassment is submitting a person to be subject to offensive behavior and/or attacks that have or intends to humiliate, degrade and exert power over individuals demonstrating a lack of respect for human dignity. Harassment can be verbal as well as physical; in the case of verbal harassment this must be documented clearly by the individual who has suffered from the harassment to avoid issues of misinterpretation.  An individual may and should request clarification from HR or from the DMDA or MD regarding any potential concerns of either verbal or physical harassment. Any employee, NTA’s suppliers or visitors who have contractual relations with the latter may be the victim or instigator of harassment. In this document, we will limit ourselves to sexual harassment and bullying.
Sexual harassment means any act, comment, request or conduct of indecent nature directed at another person in the context of the work that disturbs, upsets or if the fact that employees submit to or refuse to submit to such conduct influences decisions regarding them.
There may be sexual harassment among individuals who have professional relations, but cannot be considered, where there is consent between the parties. However, consent is questionable if it is obtained by means of threats or promises regarding employment.  
Some examples of sexual harassment:
· Recommending professional returns in exchange for sexual favors, explicit and implicit;
· Threatening or implying that the acceptance or refusal to obey to sex orders affect the terms and conditions of work;
· Obscene observations, indecent words used to describe an individual, letters, notes or insinuated invitations, requests or proposals are contrary to decency;
· All provocative or obscene physical contact or attitude;
· Assessments or unfair sanctions, work overload and disciplinary measures as a revenge because of denial to improper requests;
· Consented normal socio-professional relations in the workplace are not considered sexual harassment. It is forbidden to directly or indirectly supervise an agent to whom one has love relationship.

a. Moral Harassment
When two individuals live together, there is a risk of friction. The abuse of power and hierarchy pressures can often lead to bullying.

Bullying can be exercised in different forms. This harassment can be established between two people of different hierarchical levels but also among colleagues.
Many methods can be used:
· Aggressor manipulates everything that the victim says in order to discredit him/her in the face of his/her superiors or his/her colleagues, denigrates his/her work and / or his/her professional skills, try to slander him/her through his/her private life to further destabilize him/her;
· Discredit the victim as part of the work;
· Isolation of the victim;
· Isolating the victim, not addressing him/her and encouraging others to behave in the same way.
For a supervisor, harassment may be submission of the victim to the tasks below or above their skills. To a colleague of the same level, moral bullying can be affirming that the person does not have the skills required for the work entrusted or affirming that he/she spends much of his/her working time to personal issues.
For the victim of bullying, the drawbacks are many and depend on one personality. Such behaviors adversely affect the work environment, increase stress and have negative impact on the productivity of the employees.
6.2. Conduct to adopt in case of harassment
Every employee who is a victim of harassment or discrimination in the exercise of work or because of his or her responsibilities is called upon to speak first with the instigator to caution him/her on the act, gesture inconsiderate or inappropriate.
However, this step is optional depending on the nature and seriousness of the fault.
Given the case to appeal to a supervisor, the aggrieved party may appeal to the following people below:
· Immediate supervisor;
· Supervisor of your immediate supervisor;
· Head of Human Resources of NTA.
· Advice the DMDA or MD of the concern
A report must be written signed by the offended and the person contacted. The report must provide details about the facts, including dates, places and names of all witnesses. The person receiving the complaint must refer the report to the head of human resources.
When the head of Human Resources acknowledges receipt of the report, he/she tells the victim and the head of his/her section without giving further details.
If the victim does not receive acknowledgment of his/her, report within ten (10) days from the date of referral to the head of human resources, the victim can contact him/ her personally to tell him/her of what happened and its stand point.
The human resources manager checks the facts reported in the written report about the version of the facts of the offended through an administrative letter.
It should be noted that complaints of harassment will be subject to a strictly and confidential impartial investigation.
The initial report and all information collected will subsequently be stored confidentially and will be sent only to qualified persons for investigations and take action to resolve the dispute.
6.3. Inquiries on complaints
A confidential and impartial investigation will be undertaken for any allegation of discrimination and sexual abuse. The investigation may consist of cross-examination of witnesses or other sources, the collection of information on the alleged conduct, the production of documents or any other evidence. The presumed offender against NTA policy will have an opportunity to present his version of facts in writing. NTA will reserve its decision until the end of the investigation.
The relevant measures will be taken to separate the victim from the alleged perpetrator pending the report of the investigation.
Within forty-five (45) days after the end of the investigation, the victim and the alleged culprit will be informed of the results of the investigation. All documents of the investigation will be confidential.
6.4. Reprisals
NTA will not tolerate any form of coercion, intimidation, retaliation against employees who have reported cases on discrimination or harassment, that provide information or other assistance in the investigation. It should be noted that all slanderous denunciation will not be tolerated.
6.5. Penalties in case of discrimination, harassment and retaliation
Any employee guilty of discrimination, harassment, coercion, intimidation or retaliation against another employee will be sanctioned according to the severity and compliance with standards.



Section 7. EQUAL EMPLOYMENT OPPORTUNITY

It is the NTA’s policy to offer equal employment opportunity to all persons without regard to tribe, race, color, sex, age, religion, creed, national origin, citizenship status, marital status, sexual orientation, physical or mental disability.  No applicant or employee is to be discriminated against because of these factors.  This policy applies to recruiting, hiring, promotion, layoff, termination, compensation, benefits, and all other privileges, terms and conditions of employment.
All members of the staff share in the responsibility for assuring, through their personal actions that the policies are effective and apply uniformly to everyone.
Any employee, including managers, involved in discriminatory practices that can be verified will be analyzed individually to determine the seriousness of the grievance. Employees are encouraged to speak to their supervisor if they believe they have been the victim of a discriminatory act. If their supervisor is unavailable, employees should speak to HR. If the HR is unavailable, employees may contact the Deputy Managing Director for Administration or the Managing Director.
7.1. Gender Equity and Diversity 
NTA operates in approximately fifteen counties nationally, with a unique culture, perspectives, and socioeconomic environment.  It is NTA’s diversity, found in our global presence that provides the resource and strength to fulfill our vision to overcome poverty and promote social justice.   Continued success in the future is determined by our ability to harness the full potential of diversity within NTA.  This requires us to fully apply the talents of our staff within an environment rich with innovation, creativity, mutual respect, and value for the contribution of all.  Understanding and appreciating diversity is a process to create these conditions; a way to engender respect for differences, talents, and perspectives; and a vital process to identify untapped potential to maintain NTA’s excellence in addressing complex development issues. NTA follows this principle and apply it to its work environment. 


NTA values and believes in gender equity and diversity because:
· We need a variety of perspectives to inform relevant and responsible choices about how programs are designed and about how projects are managed and implemented in order to enhance and advance our work;
· NTA’s success in the future is dependent upon its employees’ ability to learn and innovate. Employees differences in knowledge, approach and perspective are a source of innovation and learning;
· We need to build collaborative relationships and partnerships with people who have both similarities and differences to increase the capacity within the communities with which NTA works;
· NTA’s mission calls for affirming the dignity and worth of all people, which includes, but is not limited to, addressing discrimination in all its forms;
· We believe it is the right thing to do and it upholds our core values of “Respect, Integrity, Commitment and Excellence”.


7.2. Gender Equity
Gender equity is a critical component of NTA’s commitment to diversity. All people, by virtue of their shared humanity, carry inherently equal dignity and rights.  NTA affirms and upholds the equal rights and opportunities of men and women.  In addition, each person, by virtue of her or his particular character and context, has a unique identity and combination of aspirations and abilities.  Therefore, NTA must strive to understand how the particular conditions of each individual or social group shape their ability to excel, and create tailored opportunities for each to thrive.  Realizing our vision and upholding our mission and core values requires staff to apply standards to our organizational behavior that support and reaffirm the equal dignity and rights of all. 
NTA strives to create and maintain a gender sensitive environment built on systems, policies, practices and structures with an equitable gender balance at all levels (based on available talent), women and men are represented in senior management positions and decision-making processes, and NTA’s benefits policies are equitable and responsive to the need to balance work, family/civic life, and the different gender roles of staff (e.g. responsibilities of pregnancy, child rearing and family).  NTA fosters an environment of trust where non-discriminatory working relationships and respect for diversity in work and management styles is encouraged.  
7.3. NTA’s Commitment
Gender equity and diversity is an organizational imperative, and NTA is committed to take full advantage to improve our organizational effectiveness and the quality and impact of our services to the public.   
By advancing gender equity and diversity, NTA seeks to ensure that, collectively, NTA’s partners and staff at all levels embody the richness of diversity found in the socioeconomic and cultural environments in which we work. Embracing gender equity and diversity at NTA means valuing, respecting and fully benefiting from each individual’s unique qualities and abilities in order to fulfill and strengthen our vision and mission.
NTA conceptualizes diversity in the broadest sense, going beyond regular classifications of gender, race, nationality, ethnicity, religion, sexual orientation, age, disability, among others, to also include diversity of perspectives that uphold NTA’s core values, and to emphasize the value of creating and maintaining a work environment that promotes diversity. 
NTA seeks to provide opportunities for women in our workforce, taking into consideration cultural and family issues that may not permit them to be as mobile as men.  It is the intention of NTA to ensure thorough consideration of factors that can contribute to the promotion of women within the organization including the provision of skills training, mentorship as well as temporary placements in order to build capacity in senior leadership roles.  This factor will be an indicator reviewed in all recruitment processes.



7.4. Framework 
To ensure progress in advancing gender equity and diversity, a multi-facet framework composed of three fundamental advantage areas is the foundation for NTA’s goals and actions:
· Representation - gender equity and diversity is encouraged at all levels throughout the organization, and staff have an opportunity to contribute to decision-making, including both strategic and operational issues.  
· Trust - staff feel trusted, authorized to contribute fully to NTA, and valued for who they are and what they do.  
· Learning - staff and the organization have the opportunity to learn and to utilize this learning towards advancing gender equity and diversity, leading to increased organizational effectiveness.

7.5. DUTIES OF EMPLOYEES
7.5.1 Official Working Hours
It is considered as business hours, the start and end of the normal working hours, including rest breaks. All administrative staff of the National Transit Authority is expected to work in accordance with Chapter 17, sub-section 17.1 of the Decent Work Act, 2015 from 9:00 am – 5:00 pm, weekly with a rest period of one (1) hour after five (5) hours of work. However, employees on various shifts work hours vary depending on their operational functions. Management may defer an employee’s lunch break within the eight (8) hours working period depending on the circumstances. Subsequently, employees working at irregular intervals (conductor, task force, bus drivers) run two shifts but meet the 8 hours per day and 48 hours per week. 
7.5.2. Daily attendance
It is binding upon all employees to report to work daily in line with work schedules and official working hours as stated in the section on official working hours. An employee can be considered absent from work if she/he stays away from work without authorization from his/her manager and HR. 
1. The following are considered justified absences:
a. When the absence is related to work factors;
b. Off-days authorized by the superior;
c. Illness; and other approved absences

2. All absences not provided above in count 1, are considered unexcused absences.




7.5.3. NTA Vehicle Use and Regulations
1. [bookmark: _Toc441595605][bookmark: _Toc441597603][bookmark: _Toc13319319][bookmark: _Toc98130399][bookmark: _Toc98130622][bookmark: _Toc98130884][bookmark: _Toc98131104][bookmark: _Toc98131665][bookmark: _Toc98131910][bookmark: _Toc98132120][bookmark: _Toc98133176][bookmark: _Toc98133658][bookmark: _Toc218320883]Authorized Use
For insurance reasons particularly, NTA vehicles shall be used for official purposes only, unless otherwise authorized by the appropriate authority.
2. [bookmark: _Toc441595606][bookmark: _Toc441597604][bookmark: _Toc13319320][bookmark: _Toc98130400][bookmark: _Toc98130623][bookmark: _Toc98130885][bookmark: _Toc98131105][bookmark: _Toc98131666][bookmark: _Toc98131911][bookmark: _Toc98132121][bookmark: _Toc98133177][bookmark: _Toc98133659][bookmark: _Toc218320884]Authorized Drivers
Only employees with authorization and valid driver's licenses shall be allowed to drive NTA vehicles.
7.5.4. [bookmark: _Toc441595607][bookmark: _Toc441597605][bookmark: _Toc13319321][bookmark: _Toc98130401][bookmark: _Toc98130624][bookmark: _Toc98130886][bookmark: _Toc98131106][bookmark: _Toc98131667][bookmark: _Toc98131912][bookmark: _Toc98132122][bookmark: _Toc98133178][bookmark: _Toc98133660][bookmark: _Toc218320885]Driving carefully
All persons authorized to drive NTA vehicles shall drive in a responsible, defensive manner and at reasonable and safe speeds.
Drivers shall obey all traffic laws.  Any violation of traffic laws by an authorized driver is the responsibility of the driver and not NTA. Driving under the influence of alcohol is considered a major infraction and any employee who drives under the influence of alcohol, or any other drug which may affect driving performance, will be subject to disciplinary action accordingly.
Any accident is deemed unacceptable unless NTA, in conjunction with the supervisor, determines that there was no negligence on the part of the driver.  All other reports and opinions will be considered, but the final decision is entirely up to the NTA management team

1. Any driver who overturns or badly damages a vehicle due to negligent driving is automatically terminated.  This includes serious damage inflicted upon another vehicle or person for which NTA and/or the driver is held liable by the court.  

2. At the discretion of the Managing Director, any driver involved in an accident of any sort may be suspended without pay until the supervisor completes an inquiry to determine whether or not the driver was negligent or a contributing factor in the accident.  If the driver is deemed to be at fault on the bases of supporting evidence, disciplinary action will be taken by the supervisor or HR.  Disciplinary action could be termination, but could also be limited to fines, payment for damages, temporary suspension without pay, demotion, assignment, etc.   If, after investigation, the driver is proved innocent/not guilty, he/she will be reinstated with full salary and status.

3. Supervisors should consult with HR before taking final disciplinary action with regard to vehicle accidents.

It is the responsibility of the supervisors to ensure that authorized staff that drives the NTA vehicles are familiar with and accept the above policy.


7.5.5 Seat Belts/Mobile Phone Usage
All drivers and all passengers are required to use seat belts at all times, including short trips near residences/office and on backcountry roads.  Failure to use seat belts/helmets will result in disciplinary action. It is the responsibility of the driver to enforce this regulation with respect to front and back seat passengers.  Drivers will be subject to disciplinary action for failure to enforce the seat belt regulation for front seat passengers.  Senior staffs are expected to set an example and to enforce this policy. NTA is not obliged to pay death or accidental dismemberment benefit for any employee believed to have died or sustained injury for not wearing seat belts or helmets where provided.

Any employee should not use mobile phone while driving NTA vehicle.  Failure to abide by this rule will result in disciplinary measure.
7.5.6. Vehicle Protection
Drivers are responsible for safeguarding the vehicle and its contents, to the best of their ability, against the possibility of theft or damage.  Failure to do so will result in disciplinary action.  
7.5.7. [bookmark: _Toc218320888]Reports
Drivers shall report immediately to their supervisors any accident or traffic violation in which they were involved.  Furthermore, the driver shall report any accident immediately to a nearby police officer or police post and submits a vehicle accident report on the incident.  This report shall follow the standard format and should be submitted to Administration as soon as possible.  Prior to the submission of the vehicle Accident Report, Police Report, etc. the incident should be reported to Operations Manager so that he/she can alert NTA Management.
Drivers shall report to the Technical Manager any vehicle malfunction or damage as soon as possible after the problem is noticed.
7.5.8. [bookmark: _Toc441595611][bookmark: _Toc441597609][bookmark: _Toc13319325][bookmark: _Toc98130405][bookmark: _Toc98130628][bookmark: _Toc98130890][bookmark: _Toc98131110][bookmark: _Toc98131671][bookmark: _Toc98131916][bookmark: _Toc98132126][bookmark: _Toc98133182][bookmark: _Toc98133664][bookmark: _Toc218320889]Routine Checks
Each driver shall check the vehicle assigned to him/her before using it on a daily basis.  This check shall include basic functions (brakes, lights, engine, clutch, etc.) and all fluid levels (tires, oil, petrol, water, battery, brake fluid, etc.).  It is the driver's responsibility to ensure that fluid levels are maintained and that any malfunctions or defects are reported and repaired.
7.5.9. Alcohol and Drug policy
[bookmark: _DV_M487][bookmark: _DV_M488]In the interests of the safety, health, and productivity of NTA's, this policy seeks to provide employees with a work environment that is free of drugs, alcohol and controlled substances of any kind. Therefore, the unlawful manufacture, distribution, dispensing, possession, or use of drugs, alcohol or controlled substances in the workplace is prohibited at all time. The transportation of controlled substances, drug, equipment or furnishings associated with illegal or controlled substances on NTA’s premises, or at any location while performing their official duties or conducting business for, and on behalf of, NTA is prohibited.	

SECTION 8. RESPONSIBILITIES OF EMPLOYEES
Observance and adherence to this policy shall be a condition of employment. Employees who violate this policy shall be subject to appropriate disciplinary action, for example: being suspended from duty or termination of contract.
8.1. [bookmark: _DV_M489]Smoking policy
In order to provide a healthy work environment for all employees, smoking is not allowed inside the office premises and in vehicles.  Employees are responsible for informing visitors of this policy.

8.2. Usage of NTA property and equipment
NTA will provide employees with the necessary equipment to do their job. The equipment should not be used for personal reasons, or removed from the confines of the NTA, unless a supervisor approves it in advance.  
Equipment essential in accomplishing job duties is often expensive and may be difficult to replace.  When using NTA property, employees are expected to exercise care, perform required maintenance, follow all operating instructions, and adhere to safety standards and usage guidelines.
It is the employee’s responsibility to notify his/her supervisor if any equipment, machines, or tools appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  
8.3. Dress Code
National Transit Authority encourages a business casual dress code in the office. This means attire that displays a professional but relaxed image. Those on field trips and in the workshops should wear comfortable but neat clothes. Those who must attend formal meetings with business partners or the Government of Liberia should dress more professionally. In these instances, men should wear either a shirt with a tie or an African shirt, while women should wear a business suit or a dress or skirt.
8.4. Quietude and No Interruptions
Staff should be conscious of other staff members who are holding meetings or need their privacy to complete their work. Please get to know the needs of your fellow colleague in helping all of us meet needs for quiet and privacy. Please refrain from loud discussion and from interrupting meetings unless it is an emergency.
Cell phones should be used with consideration of colleagues and office neighbors. They should be turned off during all meetings. Radios, if necessary, should be kept at a low volume that does not distract colleagues and office neighbors.
8.5. Business Visitors
The administrative staff at the front should be notified of all business visitors who have appointments and or are expected to arrive. Expected visitors will be given entrance and will wait in the reception area while the arrival is announced. Unexpected visitors will wait at the security gate until permission is received. All visitors will be escorted to their appointments.
8.6. Private Visitors 
Employees are to discourage their relatives and friends from coming to their offices for personal reasons except in cases of emergency that requires the employee’s immediate action. When it is established that the visit is of an emergency nature, the employee will meet the visitor in the reception area and must escort the visitor back to the reception area after the conclusion of their discussion. On the other hand, if the visit is not an emergency, the visitor will be advised to return during the employee’s lunch break or after working hours.
8.7. Remuneration, Benefits and Rewards
Time sheets/attendance register
As required, all NTA employees, with the exception of department heads and their principle assistants, shall be required to sign the attendance register daily, as this will help the finance department in preparing the payroll.
8.8. Annual Increment

Salary increases are not automatic on completion of one year of service with NTA and no employee shall have the right to claim for a yearly increase in salary. Salary increases shall be accorded to an employee and determined on the following criteria: 
· recommendation made through a performance evaluation
· re-classification of the employee, and
· promotion  	

 The MD will decide the percentage of increase. 
8.9. Deductions

NTA defines salary deductions as amounts taken from an employee’s salary payment prior to disbursement.  The deductions can be:
a. Tax Deductions: Based on the prevailing Government of Liberia tax legislation, NTA deducts specific amounts from each employee’s monthly gross salary and remits that amount to the Liberia Revenue Authority on a monthly basis.  

b. Loss or Damage: To recover amounts owed by the employee for the loss of NTA resources, cash or equipment. 

c. Statutory Deductions:  NTA will deduct all statutory deduction amounts per Government of Liberia laws, rules and regulations, e.g. NASSCORP, etc.

d. Termination Adjustments: In the event an employee has left NTA employ, a calculation will be made to determine the value of any liabilities due to the organization.  
Stop
8.10. Salary Advances
Salary advance may be approved by the MD/DMDA on case by case depending on the employee reason and must be based only on very urgent and compelling issues. The salary advance will not be more than one-month salary at any time.  An employee can request salary advance once a year. The advance will not exceed fifty percent of the employee’s gross pay.
8.11. Benefits
8.11.1. General Principles
NTA defines the benefits package as monetary compensation or other regular or periodic benefits that are granted to employees;
In order to maintain a competitive package of benefits or for its improvement, periodic reviews will be made taking into account the practice of other Ministries, Agencies, Commissions and private companies on the same level.
8.11.2. Social Benefits
8.11.2.1 Concept of Social Benefit at NTA
They are considered as social benefits, all the financial facilities, materials and properties that the institution offers its employees, under the terms referred to in these manuals that guide the matter, henceforth considered as an integral part of this policy.
1. Type of applicable social benefits at NTA. The following are considered social benefits for all NTA employees:
a. Medical care
b. Insurance against accidents at work
c. Transportation under the terms defined in the appropriate internal regulation

2. Eligibility and duration of the beneficiary option

All NTA employees are eligible for social benefits, a situation that remains in force as long as the contractual link between the employee and the institution stays in place.
8.11.2.2. [bookmark: _Toc217298482][bookmark: _Toc238268773]National Social Security Corporation Fund (NASSCORP)
The NASSCORP is a compulsory savings scheme for workers as per Liberian law. As per the requirements of the law, contributions are a fixed percentage of an employee's salary or flat amount that is matched by an amount by the employer determined by the government up to a stipulated maximum amount.  NTA will make payments to NASSCORP each month as per Liberian social security laws.
Pension benefits are also paid by National Social Security and Welfare Corporation (NASSCORP) under the terms and conditions of its National Pension Scheme.
8.11.2.3. Medical benefit
NTA will provide medical benefits to its employees and dependents through medical insurance company. NTA will pay the premium for the insurance Co.  The medical benefit is not cumulative. However, management shall take responsibility for all occupational injuries in compliance with the labor legislation of the Republic of Liberia.
8.11.2.4. Assigned Vehicle
Members of the Executive Management including the Managing Director, Deputy Managing Director for Administration, and Deputy Managing Director for Operations and the Comptroller shall be assigned vehicle. Management shall also provide vehicles to managers and assistant managers in accordance with the job functions and in lieu with the approved management policy.
8.11.2.5. Pooled Vehicles
NTA shall establish a motor pool in which all utility vehicles belonging to the NTA shall be kept parked. All pooled vehicles should be parked after the normal working hours except where management approves the usage of such vehicle beyond schedule. All pooled vehicles should be in the custody of the Transportation/Operational Department and shall be accessed or taken away upon prior request by the divisional heads and approved by the Deputy Managing Director for Administration (DMDA).
When it is duly approved and authorized, no employee other than the NTA employed driver shall be allowed to move any such corporate vehicle, notwithstanding, only duly authorized licensed driver within the employed of the NTA shall be permitted to drive any such corporate vehicle, provided however that such person(s) shall be covered by insurance. Unless in the case of emergency, request for the use of any pooled vehicle shall be made within eight hours (8hrs) prior to usage.
Charter Benefit (Please refer to the existing charter benefit policy of NTA)
8.12. Other Benefits
In line with the approved scratch card and fuel policy, management shall from time to time provide additional benefits such as scratch card, gasoline allotment, and special allowance based on funding availability and with the approval of the Board.
8.12.1. Death on Duty
If an employee dies at the service of NTA, the Insurance Company shall pay a death benefit.


8.12.2. Overtime
The compensation payment will be according to the Decent Work Act, 2015. All employees (excluding managers) who are authorized by executive management to work beyond their normal working hours shall be entitled to compensation for overtime work. Authorization for overtime payment must be in writing, signed by the relevant supervisor, and approved by the DMDA or the MD.
8.12.3. Travel Expenses
Daily Sustenance Allowance (DSA) is used to cover all travels that will be determined in line with the travel ordinance of the Republic of Liberia. For travel outside of the country the employee shall claim only actual travel expenses to cover board, lodging, transportation and communication as per the guidelines and rates of the concerned DSA rate of the Government of Liberia. All such expenses shall be documented with receipts and within guidelines previously agreed.
In certain cases, employees shall be entitled to claim reimbursement from the NTA for actual travel related expenses incurred for official work purposes.
8.12.4. Holidays
During the last quarter of the calendar year, HR will prepare a list of all holidays to be observed by NTA during the next year and communicated to all staff. The list will include a maximum of 24 working days per month which will exclude all statutory holidays in the Republic of Liberia.
8.12.5. Vacation/Annual Leave
For all employees of NTA, a holiday is an inalienable right in any case its enjoyment being required under the Law. Each employee is entitled to an Annual Leave after a period of twelve consecutive months of service with the NTA. Annual leave in this context means a number of specified days off the job for which a staff shall still be eligible to receive his/her full salary and benefits. The number of days allotted to a given staff may vary depending on the years of service in the NTA. In spite of annual leave, employees shall also benefit from other leave which are in conformance with the DWA and are specified in this policy.
The table below describes the number of leave days each staff is entitled to as per section 18 of the Decent Work Act, 2015. Work days shall not include Holidays and days off.
Fig1. Table of Leave Schedule:
	

No.
	
# of Months of Continuous Service
	
Approved Period of Annual Leave Days

	1.
	12 months
	6 Working days

	2.
	24 months
	12 Working days 

	3.
	36 months
	18 Working days 

	4.
	60 months and above
	24 Working days 



Note: All unused annual leave days at December 31st will be lost and carried over into the following fiscal year.
8.12.5.1. Exceptional consideration
All Executive Managers irrespective of their years of service are entitled to thirty (30) working days which shall be taken at any time of their discretion. All line managers irrespective of their years of service shall be entitled to 24 working days which shall be agreed with by the Managing Director. According to the criteria of NTA, annal leave depends on the Calendar Year. 
1. National Transit Authority employees that at the date of termination of the Work Contract by own initiative or by mutual agreement of the parties have not taken the leave to which they are entitled, will receive a salary corresponding to the number of days of annual leave not taken.  The supervisor and employee are responsible for minimizing the number of leave days available to a staff member by the end of the calendar year.

Each employee is responsible for submitting his/her annual leave plan for the upcoming year within the first two weeks in December of the current calendar year; this must be approved and monitored by the supervisor during the course of the calendar year.
8.12.6. Sick Leave
Day- off due to illness is defined as leave that the NTA employee enjoys because of being sick, including injury and illness. All NTA employees are entitled to 10 days leave due to illness every year after having completed the probationary period. An employee that uses up all his/her sick leave days due to illness, automatically gets unpaid leave. This category does not include accidents at work.
Employees cannot carry-over unused sick leave from previous periods. Under no circumstances will payment be made for unused sick leave at the time of termination of employment or will the unused sick leave days be added to the length of service calculation.
8.12.7. Maternity leave
An expectant mother is entitled to 14 weeks of maternity leave with full payment of her salary. An employee on maternity leave cannot request an annual vacation or sick leave. Maternity leave applies regardless of whether it is live, premature or stillborn infant. 
An employed woman who takes maternity leave shall take a minimum of 6 weeks of leave after the date of confinement.
The start and end of maternity leave can be negotiated between the employee concerned and the relevant supervisor. If conditions permit, the employee can work only half days. In any case, Human Resources must be notified 15 days in advance.
8.12.8. Paternity leave 
The employed father of a child is entitled to five (5) days’ leave with pay at the time of the child’s birth, provided that this leave: 
a. may not be taken before the mother’s confinement; and 
b. shall be taken within the first month after the birth of the child, unless 

8.12.8.1. Exceptional circumstances. 
a. A man who has more than one wife may not take leave for the birth of children born to more than one wife, and must identify to his employer which wife will be relevant for the purposes of an entitlement under this section.

8.12.9. Leave Without Pay
Leave without Pay (LWOP) could be granted in exceptional cases for up to a maximum of 30 work days and is applicable to employees who have worked for a minimum of 2 years with NTA.  While on LWOP, the employee is not entitled to salary, allowances or benefits.  In general, LWOP is to be taken for unavoidable personal reasons, such as family problems or short-term study.  However, LWOP will not be allowed for the employee to work as a consultant or as an employee for another agency or business.  The employee must complete a Leave Request listing the purpose of the LWOP and length of time and obtain the approval of the Managing Director.
8.12.10.  Study Leave
The National Transit Authority has a long-term vision of improving its work force in terms of human capacity building. Hence, employees shall be entitled to undertaking undergraduate, graduate, post graduate, short/long term professional training or workshop out of Liberia especially if such undertaking is funded by self or through a scholarship scheme. All staff interested in Study Leave shall complete a Leave request form, collate and submit for approval, to the Managing Director through the Human Resource Department. All salient documents shall include but not limited to confirmation from funding source and letter of admission to the designated school or training institution.
Employees who may be granted study leave shall continue to receive salary payments for the tenure of his or study leave. Said employee shall be required to submit progress report on his/her academic performance to Human Resource Department periodically, depending on the nature of the academic program. Management reserves the right to terminate a Study Leave based on non-compliance of submission of progress report or unsatisfactory academic performance. If this is done the staff shall be given a notice to return to work within a reasonable period or face service termination. The tenure of this leave shall not exceed a consecutive period of four years.
Employees returning from study leave shall remain in the employ of NTA for a period of one year or remit one year salary. If the scholarship scheme is sponsored by NTA, the employee shall be required to work with NTA for at least 2 years before resigning from the NTA.
8.13. Reward and Recognition Policy and Procedures
It is always important that the Country office recognizes and rewards the performance of employees who have excelled in meeting their work challenges. Excellent performance will make a difference and should be rewarded accordingly.
Those who have long tenure of service with the NTA shall be given appropriate honor if and when the financial condition of the authority permits.
All employees of the NTA are urged to make all efforts to qualify for such honorable distinctions. It is our sincere hope that employees would regard this program as a challenge and an opportunity to improve their performance in their respective assignments.























Section 9. STAFF LEARNING, DEVELOPMENT AND PERFORMANCE MANAGEMENT
9.1. Staff Learning, Development Policy and Procedures
9.1.1. Staff training and development policy and procedures
The development process of the employee in the organization begins with the definition of a Work Plan, Training and Development, through which the direct supervisor of the employee will guide and support their subordinates in the process of work and professional growth.
In the case of a newly hired employee, the direct supervisor must immediately define a work plan on the basis of job description which should have measurable activities at the end of the probationary period, after all, the evaluation of the trial period is binding on the definitive offer of the post or termination of employment during the probationary period for unfitness of the tasks set.
9.2. [bookmark: _Toc441595634][bookmark: _Toc441597632][bookmark: _Toc13319348][bookmark: _Toc98130428][bookmark: _Toc98130651][bookmark: _Toc98130913][bookmark: _Toc98131133][bookmark: _Toc98131694][bookmark: _Toc98131939][bookmark: _Toc98132149][bookmark: _Toc98133205][bookmark: _Toc98133687][bookmark: _Toc218320912]GENERAL PRINCIPLES 
National Transit Authority recognizes that its prime resource is its human resources.  It is upon their commitment and effort in general and their skills, knowledge, expertise and motivation in particular that it largely depends for the effective implementation of its mission and vision. Therefore, to effectively achieve its objectives, NTA will actively promote staff development through formal and informal mechanisms.  A central and large component of staff development involves effective supervision, support, coaching and mentoring. As well, among the more formal mechanisms are training and development programs, both in-house and external to NTA.  This is based on the fact that the improvement of skills, knowledge and attitudes enhances NTA's capability in supporting and implementing its strategic activities.  This section addresses provisions for formal training.
9.3. [bookmark: _Toc441595635][bookmark: _Toc441597633][bookmark: _Toc13319349][bookmark: _Toc98130429][bookmark: _Toc98130652][bookmark: _Toc98130914][bookmark: _Toc98131134][bookmark: _Toc98131695][bookmark: _Toc98131940][bookmark: _Toc98132150][bookmark: _Toc98133206][bookmark: _Toc98133688][bookmark: _Toc218320913]AIMS
The aims of the staff training and development programs are to provide NTA with the quality of human resources it needs - now and in the future by:
· training employees to achieve maximum effectiveness in their performance;

· developing their skills and capacities for the benefit of NTA and their future career;

· sharpening the capabilities required to perform various functions associated with employees' present or expected future roles;

· Increasing employees' commitment.

9.4. Policy to achieve the aims
· NTA will develop strategies for providing opportunities for staff training and development through programs designed to ensure personal and career growth.

· It will also make efforts to design career opportunities that will maximize the contribution of its human resources at all levels.		

· Training events will be based on the identification of relevant training needs.  The relevance of training is directly proportional to the extent to which it contributes to achieving the long-range strategic objectives and goals of the organization.

· Based on the strong belief that the best training takes 	place in the normal course of work through training on the job, coaching and counseling, managers at all levels have the main responsibility for training their staff.

· To ensure that training and development programs make a proper contribution for the improvement of NTA’s performance, a regular process of evaluation 	shall take place on the basis of which changes or decisions as to whether to make use of similar training in future are made to increase relevance and effectiveness.

9.4.1. Local Training Policy

a. The bulk of NTA training will be provided locally.

b. Training events will be conducted by making use of the experience and skills of local /regional experts and staff members.

c. Training needs for each department's staff will be coordinated by Department Managers in consultation with the Human Resource Department. Based on the annual Performance Evaluation process, HR will identify common training needs that can be addressed for multiple staff members.

d. Identification of such training needs should take into account:
· Performance evaluation identified needs
· the time required, 
· real needs of the department and link to the organization’s strategic directions,
· funding availability and 
· Availability of training resources.  

9.4.2. [bookmark: _Toc441595644][bookmark: _Toc441597642][bookmark: _Toc13319360][bookmark: _Toc98130438][bookmark: _Toc98130661][bookmark: _Toc98130923][bookmark: _Toc98131143][bookmark: _Toc98131704][bookmark: _Toc98131949][bookmark: _Toc98132159][bookmark: _Toc98133215][bookmark: _Toc98133697][bookmark: _Toc218320922][bookmark: _Toc441595645][bookmark: _Toc441597643][bookmark: _Toc13319361][bookmark: _Toc98130439][bookmark: _Toc98130662][bookmark: _Toc98130924][bookmark: _Toc98131144][bookmark: _Toc98131705][bookmark: _Toc98131950][bookmark: _Toc98132160][bookmark: _Toc98133216][bookmark: _Toc98133698][bookmark: _Toc218320923]External training Policy
a. Where resources for specific training needs do not exist in NTA, the institution will seek to:

· Arrange on-the-job training ;
· Sponsor employees to participate in workshops/meetings.
· NTA may consider short or long-term training activities for certain staff within/outside the country for job specific skills training.
· Such short or long-term training activities may be initiated either by the institution or an interested employee.  In both cases, such training takes place only where part or all of the following criterion are satisfied:

· External training can be provided more economically than in NTA;
· Employee is able to secure a sponsor;
· Funding is available and; 		
· Specific training need for the institution is approved by the Managing Director;

b. The objective of such training is to:

· Upgrade and enhance staff skills, thereby enhancing efficiency and effectiveness.
· Help the staff keep abreast of current thinking and new directions.

c. Legal undertaking should be signed by the staff who got the opportunity for the external training/workshop to work for the institution upon completion of his/her studies for a period of 2 years.

9.4.3. [bookmark: _Toc412213154]Academic Performance Policy
1. All recipients of the NTA’s Scholarships/fellowships are expected to maintain Good Academic Standing. A Grade Point Average (GPA) of “B” or above must be maintained at all times;

2. The NTA reserves the right to withdraw its Scholarship for poor performance and or unacceptable behavior by the recipient;

3. The NTA will not pay for any course that is repeated. The student shall be responsible for paying for all courses repeated.

4. If the recipient is terminated for poor academic performance or unacceptable behavior, the employee/beneficiary shall be obligated to reimburse the NTA for the full amount expended up to the time of his/her termination from the Course.

5. Upon the completion of graduate studies abroad, employee returning home shall be given a minimum of two weeks off work to resettle before beginning work. 


9.5. Performance Management Policy and Procedures
National Transit Authority recognizes that the impact on its work is directly dependent on the skills, talent and dedication of its staff.  Fostering a culture which promotes accountability, continuous improvement and development is vital to enable our staff to deliver our mission whilst fulfilling their potential. NTA performance management and development framework has been created to support managers and staff in achieving the greatest impact. The purpose of this policy is to ensure a shared understanding throughout the institution of the performance management and development process, roles and responsibilities and expectations. 
The success of NTA is closely linked to the institution's capacity to discover the talents of each of its employees and develop them continuously to get the best possible performance, while at the same time helping the employee to find out how to deal positively and constructively with their limitations.
Performance Management should be seen as a continuous and systematic process of planning, monitoring and evaluation of the performance of the employee, with the purpose of training and continuous development of staff of NTA, conducive to the achievement of individual and organizational objectives and the materialization of the Vision, Mission and Values of NTA.
9.5.1. Objective
The fundamental aims of the Performance Management Process in NTA are to:
a. Connect the mission, strategy, priorities and core values of the institution's performance and individual contributions;
b. Monitor progress towards achieving the objectives of individual / team and support the growth and development of the employee;
c. Establish, review and clarify performance expectations;
d. Detect development needs of the employee and provide support / guidance to overcome them and improve performance;
e. Ensure that performance plans of individual and unit / team are in accordance with annual and long-term priorities of the institution;
f. Provide advice and career guidance (growth and development) to the employee;
g. Encourage communication and continuous feedback between the supervisor and employee, thereby strengthening the team spirit.
h. Provide foundation for succession management systems, awards, etc.

9.5.2.  Roles and Responsibilities 
· Employee - proposes to the supervisor a Work Plan or agrees with him on a plan of action, provides and requests from the supervisor a continued and systematic feedback on his/her performance, notifies the supervisor development needs or support he/she has identified and makes a self-assessment of their performance. 

· Supervisor - reviews the Work Plan of the employee or agrees on a plan of action, requests and provides regular and constructive feedback on the performance of the employee, identifies development needs of the employee and creates conditions for their satisfaction, monitors and advises the employee on his / her performance, mentors the employee, especially in areas where he/ she shows potential.

· Senior Management Team:  Follow up to ensure that the policy is implemented and in line with the principles of the institution. 

· HR: 
· Monitoring, reviewing and evaluating the policy and its implementation. 
· Supporting managers and staff in the interpretation and implementation of the policy through the provision of tools, training and guidance 
· Advising on all aspects of performance management. 

· Managing Director - ensures that the process follows the strategic guidelines defined by the Corporate Strategic Plan, and compliance policies and procedures of NTA. It is specifically incumbent on him/her, the leadership of the Committee for Performance Management.

9.5.3. Performance Management Principles
NTA performance management and development framework is based on the following principles that flow from and help us to live our values in the way we manage and develop our staff: 
· The effective management of people is key to our success 
· Performance is appraised and rated in terms of both objectives (‘What’) and skills and behaviors (‘How’) 
· There is a fully collaborative environment where there is a two-way dialogue and agreement on the action needed to enhance performance 
· NTA will work to support all staff so that they have the tools, skills and authority they need to be successful in their jobs. 

9.6. Performance Management and Development cycle 
Performance management and development is a continuous process not a series of one-off isolated activities.  However, there are four mandatory elements within the framework which all managers and their staff must undertake and which help them to move through an annual cycle of planning, developing, delivering, reviewing and learning.
1. Performance objective setting
 It is important that we all know what is expected of us and how what we do contributes to achieving NTA’s goals.   You and your manager must agree what you will deliver and how you will deliver it at the beginning of the annual cycle (January) or at the beginning of your contract of employment whichever is most appropriate.  This agreement will outline the measures of success against which your performance will be monitored and reviewed during the forthcoming work period or contract.  The agreed activities, deliverables and outputs may change as circumstances and priorities change throughout the year or employment contract, however, they will constitute a performance management contract between you and your manager for which you will be held accountable. 
· Performance development planning
You and your manager will identify the support and development required for you to achieve your agreed deliverables and a personal development plan will be created which outlines any training or other development required.  Your manager will also detail the level of support that they can commit towards your development. You and your manager will also discuss your longer-term aims, where practicable and appropriate support will be offered in preparation of your next career move.
· On-going performance management and development support
You and your manager should collaborate on a day-to-day basis to ensure adequate communication, support and feedback.  This should involve: 
1. Meetings to review progress, plan and priorities activities, 
2. follow up on training or other learning activities, 
3. Check on workload and wellbeing more generally. 
These should be arranged at intervals which meet your support needs, but no less than once every month.  If you work at a different location to your manager these can be telephone meetings. 
· Semi Annual Performance review
You and your manager must have a formal performance review semi-annually as part of the annual cycle.  This is an opportunity to reflect on the work on the previous half year, instill learning, identify areas for improvements and celebrate successes.  If your contract is ending you must still have a review to help you and your manager learn from the experience of working together and the project you have completed. Performance Management Process complies with the following cycle:
January/March: Performance Planning - review of job descriptions (JDs), definition of Work Plans which   includes the Personal Development Plans (PDP), establishment of management and clarification of expectations.
April/June:	Performance follow-up and counseling. The Parties request and provide continuous feedback on performance and systematically seek ways to improve it. It can be informal (casual conversations over lunch, the corridor or elsewhere at any time) or formal, when the parties request a meeting to discuss progress and difficulties encountered and to propose new courses of action.
July/September: Semi Annual Performance Review and discussion. The parties discuss the progress made against the planned (Work plan or JD) and make modifications to the original plan, where necessary. Set more realistic expectations and goals and development plans of the employee.
October /December:	Annual Performance Revision,
9.7. Record Keeping 
Good record keeping is important so both parties have a record of the performance contract, to enable progress monitoring, and use as a reference in the case of any disagreement. 
It is required of you and your manager to keep records of the following: 
· Performance Assessment and Agreement 
· Performance development plan (a copy of which should be submitted to HR to feed into the institution’s annual learning needs analysis) 
· Performance review – signed and agreed by both parties. 

9.8. Dealing with poor performance and/or disagreements 
Managing performance well and developing a relationship of mutual trust and confidence will prevent the need to resort to formal procedures.  However, if, despite the management of performance as recommended, your performance is consistently below standard then it may be appropriate to refer to the disciplinary procedure to deal with that specific issue.  Similarly, if you and your manager disagree about your performance review and the issue cannot be resolved informally together or via mediation, the judgment of the manager’s manager will prevail. If you feel that you have been unfairly treated a grievance procedure may be instigated. 
9.9. Support and training
All staff will receive training or similar orientation on the institution’s performance management framework during their Orientation. 
9.10. Classification of Performance and Its Consequences
At NTA, there are five (5) levels of performance classification, namely:
1. Significantly Exceed Requirements (SER) – 
The employee consistently demonstrates superior performance, initiative and outputs are over and above the stated requirements. The employee is extraordinarily competent and knowledgeable individual who consistently exceeds requirements. This rating should be reserved for truly outstanding performance.
Performance at this level occurs throughout the year and across all key aspects of the job. Performance at this level is so distinguished that other individuals at NTA actively seek this person out for counsel and assistance. This person is widely recognized as a role model. The SER rating is exceptional and is unlikely to apply to more than 10 percent of the staff. 
2. Exceeds Requirements (ER) – 
The employee demonstrates strong, consistent performance particularly in critical competencies, skills and responsibilities.  Results add value beyond the scope of the current role, often benefiting the division/department.  Performance at this level is demonstrated by an employee who consistently meets and frequently exceeds one or more critical job requirements. 

A staff member who performs at this level shows initiative and versatility, works collaboratively, and has strong technical & interpersonal skills.  The ER rating is unlikely to apply to more than 15 percent of the staff members.

3. Fully Meets All Requirements (FMR) – 
The employee consistently demonstrates good, solid performance. Initiative and outputs are dependable and of high quality as per the stated requirements. The employee is a competent, knowledgeable individual who consistently meets and occasionally exceeds the core requirements of the position. FMR represents successful performance. 
4. Meets Most Requirements (MMR) – 
The employee demonstrates adequate performance in most areas, but needs improvements in one or more significant aspects critical to the position. Initiative and outputs are generally adequate, as per stated requirements. The employee is generally competent and knowledgeable in most aspects of his/her work, but needs marked improvement in critical areas of the job.  

An overall MMR rating means that while performance is adequate in most areas of the job, the employee's accomplishments in at least one critical area fall significantly short of expectations. Such performance shortfalls may be attributable to newness on the job or missing or undeveloped skills and experience. The message conveyed by the MMR is that performance does not meet expectations in that area and must be improved. 
5. Below Requirements (BR) – 
The employee consistently performs below the level expected of this position in all key aspects of the job. Initiative, outputs and quality of work are below the stated requirements and clearly unacceptable. The employee lacks competence and knowledge of critical aspects of his/her position, and consistently fails to meet the requirements of the job.
Performance at the BR level is unacceptable. Unless there is an obvious and immediate improvement, earning a BR rating should cause NTA and the NTA staff member to consider seriously whether continued employment at NTA is appropriate.
The completion of the investigation will dictate the adoption of one of the following three measures:
a. Dismissal for failure to perform his/her tasks by invoking justified cause of expulsion;
b. Preparation of a work plan for the recovery of the employee with greater monitoring by direct Supervisor / Manager;
c. Submission of an employee to a specific training for greater capacity building that will help in the performance of his/her duties if it is proved that the problem is lack of knowledge or if the institution has the responsibility.

9.11. Performance Management Committee
The Executive Management Leadership team acts like a committee to review Performance evaluations to ensure performance management at the institution is carefully done. 

9.12. Staff Wellness Policy
· Workplace Safety, Personal Belongings & Security
NTA provides information to all employees about workplace safety and health issues through regular channels such as staff meeting and emails. Each employee is expected to obey safety rules and exercise caution in all work activities. In the case of work related accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify the Managing Director or their supervisor.
· Safety Protocols
NTA will pursue the following specific strategies to address risk and promote the safety and security of its employees and operations: 

· Maintain security-related policy and procedures. 
NTA shall maintain a corporate security policy, incorporate security-related guidelines into its operating procedures, revise these from time to time as needed, and call employees’ attention to the guidelines’ importance. 
· Promote a safe working environment. 
NTA shall take steps to provide a safe working environment at headquarters, field offices, and project sites. These include analyzing local risks and threats, implementing systems that maintain security, utilizing equipment that helps maintain office safety, and calling on local authorities for assistance when necessary.
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