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Introduction

Status

Uwezo Uganda ("“Uwezo") is a (not for profit) company limited by guarantee with registration
number 80020002150575 of P.O Box 33275 Kampala, Uganda. The organisation’s activities

throughout Uganda and globally are managed through Uwezo. From 2009-2019, Uwezo was
a program of Twaweza East Africat; as of 15 October 2019 it became fully independent and

manages its own affairs.

Purpose and application

This Human Resource (HR) Manual has been prepared to enable the application of fair, consistent
and equitable terms and conditions for all employees. The terms of the HR Manual applies to
each staff member unless, with the consent of the Board, it is stated otherwise in his or her signed
employment contract.

Considerations shaping policies

The conditions of service have been developed with reference to and in consideration of the
following:

(i) Statutory regulations and obligations

(il The Uwezo Vision, Mission and Values

(i Policies and practices in similar organisations

(iv)
V)

Seeking to assure long term sustainability of Uwezo
Seeking to provide a supportive working environment

Setting of policies

The major policies and regulations of Uwezo shall be set by the Board consistent with Uwezo
Articles of Association and applicable legislation. The Board reserves the right to revoke, add or
amend the HR Manual and other Policies at any time as it deems fit. The manner in which staff may
suggest changes to the policies is provided for in the Governance and Management Policies.

Compliance

Uwezo employees are required to read, understand, abide by and promote organisational
Policies. Ignorance of the policies or specific part thereof shall not constitute a defence. Where
specific responsibilities are delineated, officers or persons responsible shall discharge their
responsibilities fully in accordance with the Policies. Non-compliance with the Policies or any
part thereof shall constitute a breach of employment contract and the Code of Conduct as
specified herein.

The Executive Director and Unit Leads, shall have primary responsibility of promoting and
explaining the Policies and ensuring that all staff understand, appreciate and comply with the
Policies.
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Any employee who has knowledge of non-compliance of the Policies shall be responsible
for promptly alerting his/her Supervisor and/or Executive Director of the matter. Where the
Executive Director is not in compliance, and has not rectified the breach once raised with him/
her, the matter should be raised with the Board Chairperson.

Any employee who through gross negligence, misappropriation or misapplication of resources,

or other significant non-compliance of the Regulations causes loss or damage to Uwezo may be
held personally liable, and shall be subject to reimbursement of loss/damage to Uwezo and/or
face other disciplinary action. The Executive Director (or where the matter concerns the Executive
Director, then the Board of Directors) shall make such determinations in a fair and consistent
manner, and provide reasons for the determination in writing. The employee concerned shall have
right to a fair hearing and right to appeal in accordance with applicable provisions for the same as
set forth in the Policies and these Regulations.

In the interest of transparency, accountability and communication, and to aid institutional
memory, all employees at Uwezo shall strive to ensure clear, thorough, accurate and succinct
documentation of policy application. Both requests and determinations should make

reference to specific policy applied to the extent possible.
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3.5

where this serves the evolving interests of the organisation and can be accommodated for in the
budget.

Upon approval of the staff establishment the Unit Lead shall develop a job description for the post,
in accordance with Uwezo standards, and submit for approval to the Appointing Authority.

Appointing authorities
The applicable appointing authorities are shown below:

Position Appointing Authority

Executive Director Board of Directors

Other employees Executive Director in consultation with relevant

Unit Leads and Supervisors

Appointments may only be made by the appointing authorities. The contract of the Executive Di-
rector shall be signed by the Board Chairperson. All other contracts shall normally be signed by the
Executive Director.

Recruitment Process
No recruitment may commence without having a clear set of approved requirements in the form of
approved job description or terms of reference.

Uwezo shall normally recruit long term contract employees in the staff establishment through an
open and competitive process. Job vacancies shall always be posted on the organisational website

for a minimum of two weeks before closing deadline so as to allow any interested party to apply.
Consultants, shorter term employees and interns who are hired for up to eleven months do not
need to be recruited through an open process.

Where seen to be effective, job adverts shall be placed in newspapers and/or circulated through
email and social media networks. Adverts (or e-links to adverts) shall normally describe the Orga-
nization and state the key job responsibilities and qualifications required. Alternatively, after consul-
tation with the relevant staff, the Executive Director may authorize the use of a professional recruit-
ment agency or consultant to undertake the search (instead of broad public advertisement) where
this is considered likely to be more effective.

Employees, who are often best placed to understand and promote the Organisation, are encour-
aged to aid the recruitment of long term contract employees and inform the staff in charge of
potential candidates in writing (email).

Employees or affiliates of Uwezo interested in vacant positions may apply by fulfilling all application
requirements, and shall generally need to compete with external candidates.

Criteria for selection

Selection of employees shall be based on the ability to get the work done in the job description
effectively, reliably and with quality. Criteria to be considered shall vary depending on the position,
but shall normally include relevant work experience, academic background, record of delivery,
commitment to Uwezo mission and values, cultural fit, personal integrity, demonstrated skill level,
writing/publications record (for program staff), language fluency (English), letters of reference, and
performance during interview(s). These criteria shall be applied fairly and flexibly rather than rigidly.
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Minimum qualification requirements may be waived where the candidate who does not possess
them is regarded to be best able to fulfil work responsibilities provided such a waiver is warranted
and documented.

Diversity, preference and non-discrimination

Uwezo is an equal opportunity employer. In the course of recruitment and employment, Uwezo
shall not discriminate against anyone on the basis of race, ethnicity, place of origin, age, sex, sexual
orientation, marital status, origin, disability, creed, political belief, religion or HIV status, unless a
person'’s status impairs the effective performance of his/her duties at Uwezo. Wherever possible,
emphasis shall be placed on encouraging qualified women and people with disabilities to apply.
Recruitment may also take due account of the need for diversity and balance in the workplace,
provided this does not compromise the competence required of all employees.

All candidates shall be obliged to divulge any information that they have regarding legal, health and
other issues that could reasonably be expected to impair their ability to successfully perform their
duties. A candidate who knowingly withholds such information shall be considered in breach of the
Uwezo Code of Conduct and be subject to termination of contract or other disciplinary action.

Consistent with statutory requirements, first preference shall be given to nationals of the country of
work station and second preference to nationals of the other countries of East Africa in recruiting
long term contract employees. Where Uwezo is unable to recruit competent and qualified nation-
als/East Africans after exhausting all reasonable avenues for doing so, it may consider recruiting
non-citizens of East Africa provided immigration and all other applicable laws and requirements
can be are fulfilled.

Applications and Assessments
The Executive Director in consultation with the staff in charge shall establish a fair, clear and efficient
process for processing, assessing and responding to applications.

All applications received through all means shall be recorded and entered into a simple register
stating position applied, name of applicant, date received and whether all application requirements
have been fulfilled. This shall apply regardless of whether the process is managed by Uwezo or by a
third party on behalf of Uwezo. The register may be electronic and automated.

As soon as is practicable, the management shall transition to making its application process fully
onlinge, so as to enable efficient processing, greater responsiveness, easier tracking, transparency

and fairness.

Where managed by Uwezo, the key steps of the process shall include:

Action Purpose Responsible Maximum Time
1 | Receive applications | To ensure no Officer responsible As received,
and record in register | applicationis for HR completed

(process to be misplaced, allow within 2 working days

automated in future) | tracking of application deadline

2 |Remove not qualified | Sort out applicants Officer responsible Within 5 working days
for HR of

application deadline

applications, Prepare | who meet criteria

long-Llist
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The employee shall be given reasonable opportunity to read these documents and to seek clari-
fication as needed prior to signing the contract and commencing employment. Upon satisfaction,
the employee shall return two signed copies of the contract to signify his/her understanding and
acceptance of the full terms of the appointment.

Status of posts
Unless specified otherwise in writing in the contract, all appointments at Uwezo are classified as
‘professional’ posts.

All posts at Uwezo shall be of a fixed term. The Appointing Authority may determine the term of the
appointment, which normally shall not exceed two years or the approved Strategy period.

Settling in allowance

A long term contract employee whose place of recruitment is different from his or her duty station
and who was residing outside the work duty station at the time of appointment is entitled to receive
a one-time, fixed settling-in allowance of USD one thousand (1,000) only. This is meant to contribute
towards the costs of transport, temporary accommodation and incidentals. No other relocation,
transport or settling-in costs shall be provided unless provided for otherwise in writing.

Probation

During the first three (3) months upon commencing full time contract employment at Uwezo in a
new post, the employee shall be considered to be on probation. During this time the Supervisor
shall strive to provide regular feedback about expectations and performance.

About 10 weeks after the employee commenced work, the employee on probation shall be formal-
ly assessed by his/her Supervisor, using set tools provided by the HR section. The employee shall
first undertake a self-assessment before being assessed by his/her Supervisor. Both the employee
shall have the opportunity to provide and write down their point of view. The probation assessment
shall be clearly documented.

The supervisor and Officer responsible for HR shall review the probation assessment and make a
recommendation to the Executive Director. Upon consideration of the recommendation, the Execu-
tive Director may a) confirm the appointment, b) not confirm the appointment, or ¢) extend the pro-
bation period for a further specified period not exceeding three (3) additional months. Confirmation
of this action shall be provided in writing and signed by the Executive Director. Non confirmation
shall normally entail termination of the contract. A lapse of the three month period without confir-
mation of the post or communication in writing shall not connote confirmation.

During the period of probation the employee shall accrue but not be entitled to take annual leave
(except for health reasons or genuine emergencies). If the contract is terminated by the employee
during the probation period or before the employee has served for six continuous months on a long
term employment contract for whatsoever reason, or if the employee is terminated on misconduct,
he/she shall forfeit accrued leave.

During the period of probation either party to the contract may terminate the contract by providing
seven (7) days' notice in writing or payment of seven day's salary and allowances in lieu of notice,
unless specified otherwise in the employment contract. For director level appointees either party
may terminate the contract by providing one month's notice in writing or payment of one month's
salary in lieu of notice, unless specified otherwise in the employment contract
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47 Good Start

471 In order to enable a new long term contract employee to understand and use organisational
requirements and systems effectively, and to ensure a ‘Good Start’, the Officer responsible for
HR and the employee's Supervisor shall collaborate to ensure that necessary set-up, orien-
tation, training and briefings have been well prepared and implemented in good time. These
include but are not limited to:
() Establishing a personal file for the new employee and ensuring that it is complete
(i) Introducing new employee to staff through in office platform, staff meetings and walk-by

introductions

(iiiy Briefing on the organization key ideas and values

(iv) Briefing on organizational policies, norms, systems and key procedures
(v) Enrolment in health and group accident insurance and pension schemes where applica-

ble

(vi) Enrolment in organisational payroll where relevant

(vii) Having set up working desk and computer and network, set up email, operating software,
telephone use and photocopier use accounts and passwords

(viii) Training on how to use key organisational systems

(ix) Providing staff ID and business cards where relevant (these may be done after confirma”
tion of post where appropriate)

(x) Close review of Annual Plan and Budget and Job Description, communication of expecta-
tions and development of Key Performance Indicators

472 The schedule for the Good Start actions above shall be well planned and documented, and
communicated to all relevant staff in good time. The officer responsible for HR shall coordi-
nate schedules and logistics.

4.73 All staff are expected to provide reasonable time and cooperation to make the Good Start
successful and make the new employee feel welcome, valued and comfortable.

4.8 Organogram and staff lists
The Officer responsible for HR shall maintain excellent records of staff positions, status and
contracts against staff establishment, and update these regularly (at least once each month).
The officer responsible for HR shall ensure that the staff organogram, staff information on
Uwezo websites and internal contact lists are also updated at least once a month.
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Personal files

Purpose: Uwezo shall maintain a personal file for each employee recruited for a period of six months or
more for the purposes of providing a record of the key aspects of the employee's qualifications, family
details for distribution of benefits, conduct and performance.

5.1 File contents
511 Each employee's Personal File shall contain the following items:
(i) His/her entire application package including application letter, CV, writing samples, copies of
relevant academic certificates and transcripts
(iiy Letters of reference (if confidential these shall be maintained in a separate file that is not acces-
sible to the employee)

(i) Either copies of the national ID or key passport pages

(iv)  Taxpayer Identification Number (TIN)

(v)  Personal data form record (updated annually) that includes names and key details of the em-
ployee's family, next of kin and emergency contacts. Employees are required to update Uwezo as and
when there is change in their status

(Vi) Signed copy of contract(s) and job description/responsibilities
Records of earnings of salaries, pension and other benefits while employed at Uwezo.

(vii) Copies of health plan and group accident insurance information and identity cards
wiiiy Copies of letters/memos written to or by the employee regarding his/her conduct
(ix) Copies of employee’s performance appraisal and other assessments

(x) Records of all leaves

(xj) Current passport size photograph of the employee (physical and electronic) relevant

i) Any other information that the Executive Director and Officer responsible for HR believe to be

51.2  The Officer responsible for HR shall open a Personal File by or on the first day of the employee com-
mencing employment. Each employee shall cooperate with the Organisation in a timely manner

to provide the requisite information no later than two weeks of commencing employment, and to
update the necessary information from time to time as needed.

51.3 Key documents in the Personal File shall be scanned and an electronic version of the Personal File
established for each employee by the officer responsible for HR.

5.2 Confidentiality and access

521  Personal Files shall be kept confidential. They shall be maintained in a secure cabinet (and secure
electronic folders) and not released to any person except the Executive Director and the Officer
responsible for HR. The employee has the right to view and make copies of the contents (except
confidential letters of reference) of his/her Personal File at reasonable times with the permission
and supervision of the Officer responsible for HR. The employee's Supervisor may also have access
to the Personal File through the Officer responsible for HR.
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Uwezo shall not assume any obligation or liability in relation to an employee's loan application or
in the event an employee defaults on loan repayments, or leaves the organisation, or for any other
reason.

Consultancy payments

Consulting rate for consultants shall be determined by taking into consideration value of work to
be done, available funds, market rates, and internal organisational equity (i.e. salaries paid to long

term contract employees as well as consultancy rates paid to other consultants undertaking similar

work). Generally rates shall be lower than rates offered by international organizations such as the
World Bank and the UN.

In order to ensure consistency and equity, all rates for consultants shall be subject to review by
the HR Officer and approval by the Executive Director. Staff may therefore not verbally or otherwise
commit to pay a particular rate without the assent of the Executive Director.

While consultants may be paid a daily rate, wherever practicable Uwezo shall pay for outputs
successfully delivered rather than days worked, though the amount to be paid for outputs may be
derived from an estimate of days that will be needed to deliver the output. (e.g. If researching and
writing a report is estimated to take 5 days, and the appropriate daily rate is determined to be USD
200, the consultant would be offered payment of USD 1,000, and would be paid that amount upon
delivery of report that meets Uwezo's standards regardless of whether the consultant used less or
more days to compile the report).

Before making payments the staff in charge and supervisor shall carefully assess quality, quantity
and timeliness of work delivered against contract requirements, and pay accordingly. Where work
delivered does not meet Uwezo standards in terms of quality, quantity and timeliness (where the
delay is not caused by Uwezo), a commensurate amount shall be deducted from the payment.

Advances to consultants shall be avoided where possible and where not possible, kept as low as
possible, and generally may not exceed 50% of the total anticipated fee.

Triggers for payment or disbursement schedule for consultants and other short term employees

of Uwezo shall be commensurate with the terms of their contract. The consultant shall initiate the
process in accordance with the terms of the contract, and submit an invoice/request for payment
preferably with copy of contract, and forwarding it to his/her Supervisor. The Supervisor shall scru-
tinize the request and if satisfied prepare a PV with supporting documents.

Uwezo shall deduct all applicable taxes on consultancy payments as per statutes prior to making
payment. Contracts shall state so clearly, and all employees dealing with consultants shall make
this requirement clear to the consultants at the time of discussing contracts. The Accountant shall
advise on applicable tax rates, and ensure that they are properly deducted at time of payment and
submitted to the authorities at month end in good time well before statutory deadlines.
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The HR Officer shall at the beginning of each year issue a list of officially recognized public holidays
for the year.

Notwithstanding the above, where required to further Organisational interests, Uwezo may require
an employee to work on public holidays on an exceptional basis and procedures for managing time

off in lieu (TOIL) provided in the Policies shall apply.

Working Additional Hours

Uwezo shall strive to create a work-Llife balance that enables employees to have adequate time out-
side official working hours for family, rest and recreation. At the same time, Uwezo's results based
orientation means that employees shall undertake what is necessary, including working extra hours,
to deliver on agreed outputs at the required quality and in a timely manner.

Given the nature of Uwezo's work, the Executive Director or relevant supervisor may occasionally
require an employee to work on weekends or public holidays to undertake a specific special task

that is important to meeting organizational objectives, or to travel for work. Such a request shall be
initiated by the relevant supervisor (not the employee being requested to work extra), requested in

advance in writing in a special online form established for the purpose, and shall state the task(s),
expected outputs, date and duration.

Authorized time spent on special tasks shall be compensated through equivalent time off in lieu
(TOIL) for professional employees, not to exceed one working day off for up to every 24 hour period
(e.g. airplane travel for work that takes 19 consecutive hours shall be compensated with one work-

ing day off). In such cases the relevant supervisor shall, at the time of making the special task re-
quest, discuss and agree with the professional employee the date(s) and time(s) when he/she may

take the TOIL, provided it is mutually convenient to Uwezo and the employee and does not disrupt
the work of the Organisation, and document the same at the time of requesting TOIL.

The earned TOIL shall be scheduled and must be taken within 4 weeks of undertaking the spe-
cial task, otherwise it shall be forfeited. No professional employee may be paid for additional time
worked on special tasks.

Key details of the special task (nature of task, location, start/end times) as well as the dates/ times
when the TOIL shall be taken shall be recorded by the employee in his/her electronic calendar
(Gcal).

No TOIL shall be requested or granted for an employee who works additional hours on a work day
or voluntarily stays late/works extra in order to clear backlog of work or meet deadlines.

Outside work
As a general rule, every long term contract employee commits to work full time at Uwezo and not
undertake paid work outside Uwezo.

An exceptional basis, with prior approval, employees may take up other paid or unpaid work outside

official working hours provided it does not:

(i) interfere with, disrupt, compromise or otherwise diminish their performance or impede the
work plan at Uwezo;

(iy cause the employee to seek unplanned leave or personal days off in order to undertake the
work;
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(iiiy constitute a potential, actual or appearance of conflict of interest or harm the interests or repu”
tation of the Organisation;

(iv) involve engaging with parties or in an activity that contravenes Uwezo mission or values or in
any way conflicts with the interests of Uwezo; or

(v) represent work gained through the employee's connection to Uwezo that otherwise the Organi-
sation may have chosen to undertake itself.

Moreover, no employee may take on work that is commissioned by an entity in relation to which
Uwezo or its representative has significant influence, decision-making or advisory functions.

An employee may hold shares in and derive earnings from companies, provided the shareholding is
disclosed and the employee is not an officer, employee or active player in the company. An employ-
ee may also own and oversee small scale private business projects provided these do not poten-
tially or actually or appear to interfere with his/her work at Uwezo.

In the interest of transparency, each employee shall seek prior written approval of the Appointing
Authority when he/she wishes to undertake or continue to undertake outside (voluntary or paid)
work, including small scale business ventures or serving as adviser, consultant, board director or
any other formal appointment. The Board Chairperson shall be informed of such involvements of all
directors.

All outside work engagements shall additionally be disclosed in the conflict of interest disclosure
form each year and updated anytime there is a change in circumstances disclosed in the annual
form. Failure to provide prompt, accurate and timely disclosure shall be considered a breach of the
Code of Conduct.

The Executive Director or the Board reserves the right to require an employee to not engage or to
cease engagement with specific outside work activities where they determine it to be interfering
with or harming Uwezo's interests or reputation.

No employee undertaking outside work or activities may share any unpublished or confidential
information that may potentially harm the interests of Uwezo, its members, directors or employees.
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Salaries (and other cash benefits) shall normally be paid directly into the personal specified bank
account of the employee located at the employee’s duty station. Uwezo shall normally bear the
costs charged by its bank for making the transfer. Employees who chose to maintain accounts at
banks other than the preferred bank designated by Uwezo shall be liable for any delays caused in
the transfer process and for any charges imposed by their host bank.

Payments for partial months worked shall be calculated using the following formula: monthly salary
level divided by 22 working days multiplied by the number of days worked in that month.

Income tax (PAYE) and other statutory deductions shall be calculated and recorded and processed
at the same time as payment of salaries, in order to reduce transaction time, and pay on time and
avoid penalties. Where benefits are paid (such as for end of year bonus or school fees) applicable
tax on the same shall also be recorded and deducted and promptly paid.

Electronic payslips shall be sent to all employees and shall constitute confirmation of payment
made. Any problems or disputes regarding rate of pay, deductions made or funds transferred
should be promptly raised with the Accountant with copy to the HR Officer within two weeks i.e. by
the 10th day of the following moth.

Salary advances or loans are not permitted.
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Pension

The Executive Director shall determine, after consultation and consideration of statutory
requirements, a suitable pension provider for long term contract employees. Employees are
encouraged to use the preferred pension provider.

Uwezo shall each month pay into the long term contract employee's pension account an amount
equivalent of up to ten per cent (10%) of his/her basic salary. The employee shall similarly have up
to ten per cent (10%) of his/her basic salary deducted and deposited into his/her pension account
each month.

In exceptional cases, where an employee prefers an alternate pension plan, the Executive Director
may consider equivalent alternate arrangements where practicable and to the extent permissible
by law.

An employee shall be eligible to receive pension payments and other benefits in accordance with
the provisions of the pension program. Uwezo shall not be liable for delays, failures or any other
problems that may arise in relation to the payment of benefits to the employee by the pension plan
provider.

Health Insurance

The HR Officer shall determine, after consultation, suitable health care or health insurance
provider(s) for long term contract employees. Uwezo shall pay the provider premium for basic
health care insurance for the employee, his/her spouse or partner, and up to four dependants,
biological, legal, or otherwise supported by the employee (who have been pre-registered in the
personal file). The maximum annual amount of premium shall be determined by the Executive
Director, subject to Board approval, and may be reviewed from time to time. (The approved amount
in 2020 is USD 3,000 per employee per year, prorated at USD 250 per month). Each long term
contract employee working full time, regardless of position, shall be eligible to receive the same
amount of coverage per year.

The amount provided shall be for a period of twelve months, valid from the first day of employment.
The amount of coverage provided to new employees who are recruited for part of the year shall be
prorated. An employee may seek to obtain a higher level of health coverage from the provider than
is covered by the amount offered by Uwezo, in which case he/she shall be responsible for paying
the difference in costs.

An employee who is no longer employed by Uwezo and his/her dependants are not entitled
to health care coverage through Uwezo; the employee must surrender any identity cards/
documentation immediately upon termination of employment contract.

Employees who are ruled ineligible for insurance by Uwezo's health care provider may opt to
receive monthly cash payments with their salary, calculated at the prorated health care coverage
rate, less statutory taxes.

Uwezo responsibility shall be limited to paying insurance premiums and the Organisation shall not
be liable for any malpractice, neglect, delays or other problems that may arise from failure by the
health care provider system or personnel to provide adequate or proper services.

The HR Officer shall be responsible for managing this benefit and shall provide employees with
information on levels of coverage and other relevant information as needed.
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Group Accident Insurance

Uwezo shall obtain insurance cover against accidents for long term contract and temporary
contract employees. The provisions of this insurance coverage shall be equivalent to or exceed
requirements of the law.

An employee shall in writing provide Uwezo with the name of his/her next of kin who shall be
entitled to benefits in the event the concerned employee is incapacitated.

Coverage and employee benefits shall be subject to the provisions stipulated by the insurer. Uwezo
shall not be liable to provide any additional compensation greater than that provided by the insurer
or any other failure on the part of the insurer.

The HR Officer shall be responsible for managing this benefit and shall provide employees with
information on levels of coverage and other relevant information as needed.

Funeral Expense Contribution

Upon the death of an employee's spouse or live-in partner, biological or adoptive parents, or up

to four biological or legally adopted dependent children, the Organisation shall contribute up to
USD six hundred (600) towards funeral expenses. This benefit shall only be eligible upon death of
eligible persons pre-registered in the employee's Personal File.

Severance Pay

Upon termination of contract by employer or employee for reasons other than gross misconduct,
the employee shall be entitled to one week (seven days) basic salary for each completed year (12
months), provided that the employee has been employed for at least twelve months. Severance
pay may not be provided where the employee terminates employment without providing minimum
notice. Calculation of severance pay shall be derived using the following formula monthly wages
multiplied by 3 and divided by 13 (to obtain pay for one week) multiplied by the number of full years
worked.

Travel and Daily Subsistence Allowance (DSA)

Employees undertaking work related travel shall secure the most cost effective means of reaching
their place of travel and for accommodation costs when out of station. Uwezo shall cover for
reasonable costs on the basis of reimbursement of actual costs or estimates of the same, and
employees are not expected to earn additional income through the provision of DSA. The full set of
entitlements and coverage are provided for in the Finance and Administration Policies of Uwezo.










request leave in advance using the online leave portal. Where advance notice is not possible the
employee shall inform the Supervisor and HR Officer as early as possible by writing, email or tele-
phone. All sick leave absences of more than one day shall require a medical certificate issued by a
certified medical practitioner recognized by Uwezo. The medical certificate must be presented to
the HR Officer as soon as possible and no later than the day of return to work.

10.3.5 Uwezo reserves the right to request a second medical opinion regarding the illness of an employee
where the HR Officer and/or the Executive Director determines this to be warranted.

10.3.6 The particulars of an employee’s illness shall be confidential and may only be revealed at the dis-
cretion of the employee.

10.3.7 Unused sick leave days may not be accumulated.

10.3.8 Uwezo may not be required to honor an employee's entitlement for sick leave if the employee fails
to produce a medical certificate from a certified medical practitioner recognized by the Organiza-
tion.

10.4 Maternity/paternity leave

10.41 The purpose of maternity and paternity leave is to enable employees to take care of their new- born
and support the spouse. Leave should be requested in writing as far in advance as possible and be
supported by a certificate issued by a certified medical practitioner recognized by Uwezo.

10.4.2 Once in every two years, full time female employees shall be entitled to 13 calendar weeks (65
working days) of maternity leave with full pay. The female employee may request leave to cover a
combination of the late stages of her pregnancy and early days of taking care of the new-born.

10.4.3 Upon return to work the female employee is entitled to a break of up to two hours per day for
breast-feeding her child, up to a maximum of six (6) months after the birth of her child. This time
shall be used only for this purpose. The time when this benefit is used shall normally be at the dis-
cretion of the employee and shall be negotiated with her Supervisor.

10.4.4 Full time male employees shall be entitled up to ten (10) working days of paternity leave with full
pay. The male employee may request leave to cover a combination of the late stages of his part-
ner's pregnancy and early days of taking care of the new-born. Paternity leave may only be request-
ed and used for genuinely taking care of the new-born and supporting the mother of the child.

10.4.5 Employees may request to take part of the maternity/paternity leave in half day increments; and the
Executive Director may grant this request after consultation with the employee's Supervisor.

10.4.6 Maternity/paternity days that are not used within six months of the birth of the employee's child
may not be accumulated and shall be forfeited.

10.4.7 In case the maternity or paternity leave period falls beyond the end date of the employee’s con-
tract, he/she shall only be paid until the end of the contract. The renewal of the contract shall how-
ever not be prejudiced by the pregnancy or maternity/paternity leave status of the employee.

10.4.8 Any maternity leave taken shall not affect annual leave entitlement of female employees. The

female employee is entitled to take both maternity and accrued annual leave in the same year, and
may combine the two types of leave provided advance notice is given.
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10.7.2

Uwezo is firmly committed to protecting the rights of expectant mothers. Uwezo's policy is to treat
women who are pregnant, or with related medical conditions in the same manner as other employ-
ees unable to work because of their physical condition in all employment aspects, including recruit-
ment, hiring, training, promotion and benefits. WWhen the employee returns to work, she is entitled
to return to the same or equivalent job with no loss of service or other rights or privileges.

Upon return to work, where new mothers are requested to embark on work related travel while their
child is still under the age of six months, Uwezo shall cover economy class travel for the female
employee, her child under the age of six months, and a child-minder. Uwezo shall cover the cost

of accommodation for the infant, including a cot where needed, and the child minder provided

that both, and together with the female employee, shall be accommodated in a shared room. The
child-minder accompanying the employee shall be entitled to Uwezo DSA rates for meals, drinks,
and incidentals. Additional costs associated with travel for the female employee with a child under
the age of six months are subject to approval by the Executive Director.

Compassionate leave
The purpose of compassionate leave is to enable long term contract employees to attend to the

death of family members who have been pre-registered in the Personal File.

The employee shall be entitled to paid leave as follows:

In the event of death of: Number of paid working days

Child (birth or legally adopted), spouse/live-in partner, Up to five (5) working days per event
parent, grandparent, grandchild, or immediate sibling of death
who has been pre-registered in the Personal File

In case of death of a relative or friend not covered under 10.5.2, or for time required that exceeds the
provisions noted above, an employee may request the Executive Director to use a portion of annual
leave for this purpose, or to be provided leave without pay.

An employee seeking compassionate leave shall request it by applying through the online portal,
unless circumstances do not allow for this, in which exceptional case he/she shall request leave
from his Supervisor and HR Officer, and retroactively fill in the leave request as soon as possible.

Unused compassionate leave days do not accumulate.

Unpaid leave

The Executive Director may, in exceptional cases, and at his/her own discretion, grant a confirmed
employee up to three months (13 weeks or 65 working days) of unpaid leave per year, where this is
seen to be essential for staff and/or organizational wellbeing.

When on unpaid leave an employee shall not be entitled to receive a salary or any benefits, except
health insurance and group accident insurance, nor accrue annual leave during this time.

Sabbatical leave
Sabbatical leave is a time period in which an employee of Uwezo at salary scale 8 and above may
not report to work over a prolonged period of up to 1 year but would remain an employee of Uwezo.

Only employees of Salary Grade 8 and above who have worked for Uwezo Uganda as an
independent entity for a continuous period of 7 years would be entitled to apply for this leave.
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10.7.3 Depending on availability of funds, sabbatical leave may be paid or unpaid. The decision to grant
sabbatical leave (whether paid or unpaid) will be exclusively in the hands of the Board of Directors
at the recommendation of the Executive Director (in the case of other ordinary staff) and at the
recommendation of the Board Chair (in the case of the Executive Director).

10.7.4 The person applying for sabbatical should provide evidence that the activity s/he is going to dois
relevant to the organisation. The person should provide a work plan.
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Where the matter is not resolved within one (1) month of suspension, Uwezo and/or the employee
may resort to the normal termination clauses as provided herein. In this event the employee shall
receive the benefits due in relation to termination of contract.

To the extent practicable, the employee concerned shall be provided an opportunity to defend him
or herself prior to a decision to suspend him/her.

Recovery of losses or damages

Where Uwezo suffers any loss or damages as a result of neglect of duty on the part of an employee
or non-compliance with any lawful instruction, or where the employee has caused willful damage
or loss, the Board of Directors or Executive Director may require the employee to make good such
loss or damage by withholding up to twenty five (25%) percent of his/her gross salary every month
until the liability is fully recovered.

Notwithstanding the provision above, Uwezo may additionally resort to legal action to recover the
value of damaged or lost assets.

Right of appeal

An employee who is aggrieved by disciplinary action taken against him/her may appeal within sev-
en (7) days to the Executive Director for reconsideration, stating his/her case in writing. The Execu-
tive Director shall respond to such appeals as soon as possible and no later than thirty (30) days of
receiving the appeal.

In cases where the disciplinary action against an employee involves suspension, termination on
misconduct or cost recovery, an employee who is not satisfied with the disciplinary action may fur-
ther appeal to the Board of Directors within seven (7) days, stating his/her case in writing. The Board
of Directors shall respond to such appeals as soon as possible and no later than thirty (30) days of
receiving the appeal.

The disciplinary actions taken shall remain in effect during the course of the appeal, unless the Ex-
ecutive Director or the Board as the case may be chooses to postpone action pending ruling of the
appeal.

Where the disciplinary action is overruled or modified after having been in effect, except as provid-
ed otherwise herein, the Executive Director or the Board as the case may be shall determine the

extent of foregone benefits to which the employee shall be entitled.

The decision of the Board in any case of appeal shall be final and conclusive.
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