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MISSION STATEMENT
Initiative Africa’s (IA’s) mission is to nurture and develop educational spaces and material in all
effort to improve the overall quality of education throughout Ethiopia and Africa.
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OUR VISION
Insure that today’s children and youth are well prepared to be tomorrow’s innovations and leaders.

OUR MOTTO

To teach, inspire and support !
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ETHICS POLICY

(a)

(b)

(d)

(e)

(f)

IA adheres to the highest standard of conduct so as to foster fair and honest relationships
among staff members. All IA activities are conducted in strict observance of both the letter
and the spirit of the law.

All persons representing IA must maintain the organization’s standards of conduct by
exercising judgment and diligence in the performance of duties, and by the avoidance of a
conflict of interest. All relationships must meet both legal requirements and the test of
honesty and integrity.

All persons representing IA must conduct themselves so as to avoid any action or behavior
that would bring embarrassment to IA.

A conflict of interest would arise if a person representing IA had any interest or activity
outside IA that could be advanced at the expense of IA's interest. A conflict could arise
whenever this obligation or commitment to the outside interest and the obligation or
commitment to IA pulled the individual in opposite directions.

A conflict of interest is defined as any situation wherein a gain, which could have accrued to

IA because of an action taken by an employee, is offset or reduced by a gain to a second or
third party (which could also be that same employee) as a result of that employee's action.

The degree of conflict is inconsequential. There can be no gray areas, there either is or not
a conflict of interest. It is the policy of IA that no conflict of interest will be tolerated.

Initiative Alnica

PAGE 14

‘d |eq2uan



Initiative Alnica

USE OF IA’s NAME FOR ADVERTISING OR ENDORSEMENT

IA will not grant permission to any individual or organization, either public or private, to use the IA
name, symbol, logotype, publications, or material from its publications for testimonial, promotional
or advertising purposes. IA will not permit its functions and publications to be used to advance
partisan interests or to promote commercial services or products, except for educational exhibits
conducted by IA.

‘d |eq2uan

Initiative Africa Initiative Africa

Fig: Official Logo of Initiative Africa
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CO-SPONSORSHIP WITH OTHER ORGANIZATIONS

(a)

IA’s operations are not-for-profit educational activities that are deemed to be in the public
interest.

(b) Under this restriction IA is prohibited from entering into any "joint activity" which is

(c)

designed for the primary purpose of producing a profit for the benefit of some taxpaying,
profit-motivated organization.

IA is not prohibited from retaining the services of a taxpaying entity to help in fulfilling its
operational mission. However, in working with a taxpaying organization, it is important to
frame the program as an IA project with the retention on an independent contractual basis
of the taxpaying organization paid for the services it renders IA.

Initiative Alnica
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LOBBYING OR PR
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No substantial part of the activities of IA shall consist in carrying on PR or otherwise attempting to
boycott the constitution of Ethiopia. It shall not participate in, or intervene in (including the publishing
or distributing of statements) any political campaign on behalf of any candidate for public office.

PRESS RELEASE

All press releases and public announcements concerning IA affairs will originate from the headquarters
office. Organizational branches which have a relating to their need for media contracts make their
activities will to the office, needs known which will establish and maintain the necessary contracts.

PRESS ATTENDANCE AT IA FUNCTIONS

Members of the press will be admitted to IA functions such as seminars, courses and conferences on
a complimentary basis only by special arrangements made through IA’s office.
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LEGAL ADVICE
All contacts with outside legal counsel must be cleared through the Executive Director of Initiative
Africa (IA).

‘d |eq2uan

All contracts and agreements must be overlooked or drafted by a legal advisor for legitimacy and
being up to standard with the current law.

IA will retain legal advises on matters such as:
(a) Forall agreement and contract drafting and approval
(b) If subpoena by the Courts on behalf of an individual, Company, Organization or Government
(c) Termination of contracts and Agreements with service providers and partners
(d) Changing the management bi-laws

(e) And other matters concerning legal advice
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CRITERIA AND POLICY FOR IA PROPOSALS TO OTHERS

The following guidelines are established to aid in making a decision as to whether |IA will bid or offer
services in response to solicited and unsolicited requests for proposals from donor countries, private
and nongovernmental organizations.

‘d |eq2uan

(a) The nature of the project must be consistent with the purposes of IA as set forth in the
Article of association, IA's mission, and with IA's objectives as they currently exist.

(b) A high degree of confidence must exist that if the project is awarded, IA will be able to staff
and implement the project successfully.

(c) The project should not be a part of an advocacy program.

(d) If there is no doubt about any of the above, or if one or more of the following conditions

apply, the proposal must be submitted to the Executive Board.
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RELEASE OF INFORMATION
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Itis IA's policy to comply with all applicable laws and regulations, and to cooperate with groups and
individuals legitimately seeking information about IA or information IA has in its possession.

However, information must be safeguarded for the best interest of IA, and the public, as follows:

(a) Initiative Africa will release, externally, information if disclosure is called for by
governmental or contractual regulation or commitment.

(b) Initiative Africa will respond fully and candidly to all requests for information, which do not
compromise IA's or its members' or customers' competitive position, legal position, or

reputation. Requests for such information should be forwarded to the Executive Director.

ELECTORNIC RECORDING OF IA’s ACTIVITIES

No electronic recording of any meeting is to be made without the knowledge and approval of the
person (s) being recorded.
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BOARD OF DIRECTORS
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IA’s Board of Directors consist of 8 members varying in Professional background, age, gender and
status in the BoD. This man and women contribute effortless work to the smooth and productive
working methodology is taken by IA, and Evaluate and monitor the activities and changes within the
organization.

Each Board Member is expected to adhere to a high standard of ethical conduct and to act in
accordance with IA's Mission, Core Values and Commitments. The good name of IA depends upon the
way Board Members conduct business and the way the public perceives that conduct. Unethical
actions, or the appearance of unethical actions, are not acceptable. Board Members are to be guided
by the following principles in carrying out their responsibilities. Note, however, that this Code
summarizes such principles and nothing in this Code should be considered as limiting duties,
obligations or legal requirements with which the Board Members must comply.

SERVICE
Election and Evaluation of the Board of Directors is done through previous members and stakeholders.
This process will include:

*d $1032241Q JO paeog

e Collecting Eligible professionals from different sectors of the professional world (Only from
HQ Country Citizens)

e Extreme assessment and Vetting of prospective candidates

e Have the potential candidates introduce for vote and select the one with the highest votes.

e AllSelected or new BoD members must sign affiliation and acceptance to IA’s Code of Conduct
MoUs.

Each BoD will be eligible to serve for a limited term of:

o 4 Year in the Board and 1 year in the top positions within the board.
e After a 2-year sabbatical, Previous members may be re-elected again.

LOYALTY

Board Members should not be, or appear to be, subject to influences, interests or relationships that
conflict with the interests of the organization or its ability to operate for the benefit of the Internet
community as a whole. Board Members shall act so as to protect IA's interests and those of its staff
members, assets and legal rights, and Board Members shall serve the interests of IA organization and
the group or stakeholder of IA.

CARE

Board Members shall apply themselves with seriousness and diligence to participating in the affairs of
the Board and its committees and shall act prudently in exercising oversight of IA organization, and
shall be attentive to legal ramifications of his or her and the Board's actions. Board Members are
expected to be familiar with 1A's work, projects and the environment in which the organization
operates, and understand IA's principal organizational plans, policies, strategies and core values.
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INQUIRY

Board Members shall take such steps as are necessary to be sufficiently informed to make decisions
on behalf of IA and to participate in an informed manner in the Board's activities. Board Members are
expected to attend all meetings of the Board, except if unusual circumstances make attendance
impractical.

COMPLIANCE WITH LAWS, RULES AND REGULATIONS
Board Members shall comply with all laws, rules and regulations applicable to IA.

OBSERVANCE OF ETHICAL STANDARDS
Board Members must adhere to the highest of ethical standards in the conduct of their duties. These
include honesty, fairness, transparency and integrity.
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INTEGRITY OF RECORDS AND PUBLIC REPORTING

Board Members should promote the accurate and reliable preparation and maintenance of IA's
financial / External Auditor, Program Manager and other records. Diligence in accurately preparing
and maintaining IA's records allows IA to fulfill its reporting obligations and to provide stakeholders,
governmental authorities and the general public with full, fair, accurate, timely, understandable, open
and transparent disclosure.

CONFLICTS OF INTEREST
Board Members must act in accordance with the Conflicts of Interest Policy adopted by the IA’s staff
and members, and as amended from time to time.

ORGANIZATIONAL OPPORTUNITIES

Board Members are prohibited from: (a) taking for themselves personally opportunities related to I1A's
Projects; (b) using IA's property, information, or position for personal gain; or (c) competing with 1A
for project opportunities. Board Members shall exercise prudent judgment to avoid the appearance
of improper influence when offered opportunities, gifts or entertainment.

CONFIDENTIALITY

Board Members should maintain the confidentiality of information entrusted to them by IA as
confidential and any other confidential information about IA, its operations, customers or suppliers,
which comes to them, from whatever source, except when disclosure is authorized or legally
mandated. For purposes of this Code, "confidential information" includes all non-public information
relating to IA, its Projects, Beneficiaries, Partners or Service Providers.
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Process surrounding maintenance of confidential information can be found in the Board Governance
Bylaw and IA’s operation Manual developed and amended from time to time, as the Board deems
appropriate.

BOARD INTERACTION WITH INTERNET COMMUNITY AND MEDIA:

1. The Board recognizes that members of the Supported Community, Media, Internet
community, IA constituency groups and the public at large have significant interests in IA's
actions and governance and therefore the Board seeks to ensure appropriate communication,
subject to concerns about confidentiality.

2. The Board notes that the President speaks for IA, consistent with applicable policy.

3. If comments from the Board to the above parts on behalf of IA are appropriate, they should
be reviewed and discussed by the Board in advance, and, in most circumstances, come from
the Chair of the Board.

ENFORCEMENT

Board Members will discuss with the Board Governance Personals on the Board Governance Bylaw
and IA’s Policy about any questions or issues that may arise concerning compliance with its codes.
Breaches of this Codes, whether intentional or unintentional, shall be reviewed by the Board
Governance personals, which, if necessary, shall make recommendations to the full Board for
corrective action. Serious breaches of this Code may be cause for dismissal of the Board Member
committing the infraction in accordance with IA's Bylaws and applicable law.

*d $1032241Q JO paeog

AFFIRMATION
All Board Members shall read this Code on start of their Membership as well as at least annually, and
shall certify in writing that they have done so and that they understand the Code.

REVIEW

This Code will be reviewed periodically by the Board Governance Personals, which shall make
recommendations to the full Board regarding changes to or rescinding of the Code, as deemed
appropriate.
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EMPLOYMENT POLICY
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TITLE OF CONDITIONS OF SERVICE

These “Staff Conditions of Service” may be referred to as the Staff Regulations of Initiative Africa or
otherwise in this publication as the “Conditions of Service”. The “Conditions of Service” has been
prepared on the basis of sound management policy, good labor-management relations, and in
conformity with the Labor Proclamation NO. 42/1993.

AUTHORITY

These Conditions of Service were approved by the Board of Directors of Initiative Africa. These
Conditions of Service has been revised shall be deemed to have commenced on January 1st, 2013.

APPLICATION OF THE CONDITIONS OF SERVICE

These Conditions of Service, except where otherwise specified, shall apply to:

(a) All members of the permanent staff of the Organization.

(b) All persons employed by the Organization on probation or contract in an established post.
(c) All persons engaged in a temporary capacity on a monthly rated basis.

(d) All persons engaged on a daily-rated basis.

*d JuswAiojdw]

In the application of these Conditions of Service any reference to staff members of the masculine
gender shall apply to staff members of the feminine gender as well.
AMENDMENT OF CONDITIONS OF SERVICE

These Conditions of Service may be reviewed, added or amended by the Organization from time to
time.
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PURPOSE

The purpose of these Conditions of Service is to lay down the general principles for recruitment and
staff management policy for Initiative Africa and to put in clear terms the rights and obligations of
staff members with the view to promote orderly and harmonious relations between staff members
and the management of the Organization.

These Staff Conditions of Service should serve as a guideline to address human resources management
issues uniformly and consistently.

Every attempt has been made to present a clear complete set of regulations. There may be omissions
or ambiguities. Users are requested to present comments and suggestions to the following address.

The Human Resource Manager
Initiative Africa

P.0.Box1123

Addis Ababa.

*d JuswAiojdw]
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DEFINITIONS

In these Conditions of Service, unless the context otherwise requires;
(a) “Organization” or “IA” means Initiative Africa, including its branches if applicable.

(b) “staff Conditions of Service” or “Conditions of Service” means the Terms and Conditions of
Employment as herein contained.

(c) “Employee, Staff, or Staff Member” means a person who is engaged by the organization
following a formal letter of appointment.

(d) “Conditions of Employment” means the state of relations between the staff member and the
organization as stipulated in these Conditions of Service.

(e) “staff Regulation” or “Regulations” shall mean the work rules of norms of the organization as
prescribed in these Conditions of Service.

(f) “Promotion” shall mean the advancement of a staff member from a lower grade to a higher
grade within the organization’s Job Grading System, in recognitions of his/her readiness to
assume greater responsibility.

(g) “salary” shall mean the regular fixed gross monthly remuneration of a staff member excluding
allowances and benefits.

(h) “Step Increment” shall mean a salary raise of a staff member established within a grade of the
salary scale of the organization.

(i) “Appointment” shall mean the employment of a person by the organization whose terms and

*d JuswAiojdw]

conditions of employment are spelt out in a formal letter of appointment.
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STANDARDS OF CONDUCT

People-Centered
(a) 1A shall act in solidarity with the goals of the communities that the organization works with

and the priorities that the community partners identify for themselves.

(b) 1A shall involve all men, women, young people, children and the disabled in its target areas
to the greatest possible extent, making them responsible for the conception, implementation
and evaluation of projects and programs.

(c) 1A shall respect indigenous knowledge, identify individuals’ dignity, culture, faith and values.
But, IA will not support traditional practices that may harm an individual or the community.

(d) The design of IA’s programs will take into account the needs of the people and the wellbeing
of the environment and the country.

(e) IA’s programs will be planned, designed, implemented, monitored and evaluated with
egalitarian practice and the participation of the people concerned.

(f) 1A shall abide by the principle to allocate resources efficiently and effectively within our
organization and its target communities.

(g) 1A shall respect and adhere to internationally recognize citizens’ privileges.

*d JuswAiojdw]
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CODE OF CONDUCT

Preamble

This document sets out the ethical principles and compliance procedures underlying professional
performance and attitudes at Initiative Africa. Ethical codes stand in the shadow of law. In contrast to
law, this code is not enforceable, but instead is meant to give guidance to board and staff members
regarding their professional responsibilities.

The ethics of Initiative Africa reflects values of integrity, veracity and autonomy, providing professional
and ethical models for educational development. An environment suitable for enquiry and learning
should be fostered.

Article 31 of the Federal Constitution of Ethiopia guarantees the right to freedom of associations and
has established an enabling environment in which NGOs can co-operate effectively and can formulate
and implement a Code of Conduct. Initiative Africa, therefore, commits to uphold the norms and
standards within framework.

Compliance with guidelines
e Staff members should familiarize themselves with the following documents: the relevant
statute of law and regulations, Initiative Africa’s (IA) mission statement, manuals and
guidelines, IA’s policies and procedures and seek to comply with these established guidelines.
When in doubt, members of the staff should at the earliest moment refer matters to the
relevant senior staff member for independent guidance and for resolution.

Definitions
e The Code of Conduct is a set of norms, principles and values that recognizes IA as a non-for-
profit, non-self-serving, non-governmental, non-partisan and independent organization based
in Ethiopia which brings together practitioners and their organizations to improve and quality
education and development practices in Ethiopia and Africa. Through locally driven
development programs and activities, IA actively contributes to the process and improvement
of the overall quality of education in Ethiopia.
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Non-for-profit means not for private gain or profit, there may be paid employees or activities
generating revenue which will be used solely for public benefit. Non- partisan and independent
indicates that IA is controlled and directed by its founders in keeping with its mandate honoring
community values and obligations and its responsibilities.

The Code of Conduct includes two parts. These are Standards of Conduct and Code Observance. The
Standards of Conducts are the norms that need to be adhered to while the Code Observance pertains
to the mechanism of enforcement of the Code.

(a) Signatories are members of the board who have signed and accepted this ‘Code of Conduct’.

(b) IAis the abbreviation of the organization’s official name Initiative Africa.
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PURPOSE OF THE CODE

The Code of Conduct will:
e Ensure transparency and accountability in the operation of IA by voluntary self-regulation;

e Improve the quality of service provided by IA by adopting high standards of conduct and to
devise efficient decision-making processes.

Mission Statement
e Initiative Africa’s mission is to nurture and develop educational spaces and material in all
effort to improve the overall quality of education throughout Ethiopia and Africa.

Fairness and Equity

e |A shall exercise and promote fairness, impartiality and equity in all of its activities and in its
dealings with interested parties, community partners and the general public.

Equal Opportunity
e Initiative Africa is committed to a work environment free from discrimination on the grounds
of ethnic affiliations, gender, religion, disability, age, or political or sexual preference, and
where decisions on employment and promotion are made on the basis of merit and
assessment. Behavior which constitutes sexual harassment, physical or any harm of
intimidation is unacceptable.

Moral and Ethical Integrity
e |A shall be truthful in all activities and refrain from practices that undermine the moral and
ethical integrity of its organization and partners.

o |Ashall utilize all the resources and privileges available to the organization in order to meet
its mission and strategic objectives.

*d JuswAiojdw]

e |A shall accept funds and donations only from sources whose aims are consistent with its
mission, objectives and capacity and organizations that do not undermine its independence
and identity.

Health and Safety
e |Initiative Africa seeks to ensure a safe and healthy work place. Staff members must abide by

all requirements of the established IA guidelines for safety, and ensure that no unsafe
practices go unreported.

Transparency and Accountability

e |A shall be transparent and accountable in its dealing with government and community
partners, the public, donors and other interested parties. IA shall use available opportunities
to inform the public about its work and about the origin and use of its resources.

e |A shall maintain and make available to all concerned bodies, periodic audit, financial and
activity reports.

o |A shall conform to the constitution, laws, rules and regulations of the Federal government
of Ethiopia and, where necessary, lobby for change.
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e |Asshall devise and develop sound financial policies as well as systems in order to manage its
accounts.

e |Ashall be truthful and honest in all matters related to raising, using and accounting for funds.

e |Ashall maintain an annual financial and accounting system that ensures the use of resources
in accordance with the intended purpose.

Good Governance

e |A shall have a written constitution or memorandum of association that clearly defines its
mission, objectives and organizational structure.

o |A shall develop a written policy that affirms its commitment to equal opportunities in its
employment practices, promotion of staff(s) and board compositions.

e All of IA’s transactions shall be free of conflicts of personal and professional interest.

e The services of the governing body shall be given freely and voluntarily other than
reimbursements for essential costs incurred during service.

Independence
e |A’s activities and practices shall promote the interests of its targets populations and the
sector at large.
e Although IA shall always respect community values and traditions, it shall strive to maintain
its autonomy and resist conditional ties that may compromise its mission and principles.

Communication and Collaboration
e |Ashall foster an atmosphere of collaboration and co-operation in its partnerships supportive
relationships to the best advantage of its targets populations.
e |Ashall promote harmony, collaboration, and team spirit within and outside the sector.
o |A shall share and exchange information, experiences and resources pertinent to its mission
with the view to promoting, learning and common understanding within and outside the
sector.
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Gender Equity

o |A shall seek to advance gender balance and equity and endeavor to ensure the equal

participation of women in all its educational development initiatives.
> 1A shall fully integrate gender sensitization into its human resource development and
promote non-discriminatory working practices and relationships.

e |A will strive to create a balance of gender in senior decision-making positions at 1A’s
headquarter and in advisory groups.

e |A’spolicies and procedures will be designed to promote gender equity in recruitment, hiring,
training, professional development and advancement.

Environment Consciousness

o |A shall exercise a responsible and responsive approach to the care of the environment and
to the proper management of the eco-system in all its activities.
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Sustainability
e All IA’s programs will be designed in full consultation with community and other interested
parties. Projects that will be taken over by target communities or by government bodies shall
be designed and facilitated to enhance sustainability.

Impact

e |A shall develop and promote clear and measurable impact indicators for its
programs/projects in order to gauge their relevance and effectiveness.

e |A shall formalize various monitoring and evaluation tools to gauge its performance in
relation to its objectives and the short and long term goals of its activities.

e |A shall make accessible to the public the findings of any assessments or evaluations of its
activities.

e |Ashallinstitute proper mechanisms for the internal and external valuations of its programs.

Use of IA Resources

e  Members of staff have a general responsibility to safeguard, properly use, and care for IA’s
resources. They are responsible for the maintenance and protection of IA’s property and for
the proper expenditure of IA’s funds. Financial procedures and systems are designed to
ensure that the Initiative Africa is publicly accountable for expenditure of monies entrusted
to it. Fraud or theft by a staff member may result in dismissal, and where appropriate, legal
action will be taken.

e  Members of staff have a general responsibility to use IA’s resource only for official IA related
business. IA’s facilities are necessarily provided in an accessible manner on trust to staff.
Members of the staff have responsibility not to abuse that implied trust. IA’s equipment,
including motor vehicles, is for official use by staff and volunteers.

e Members of staff have a general responsibility to use IA’s information systems only for official
IA business. Electronic equipment and copying devices represent particular areas where
members of the staff are obliged to act responsible. IA information systems, including
software and computer equipment, may be used only by staff or volunteers of IA within the
established IA guidelines, and only with the approval of a duly authorized IA officer.
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Public comment
e In making written or oral comments which purport to represent the views or authority of
Initiative Africa and which might reasonably be expected to become public, each member of
the staff is responsible to ensure that they hold proper authority to make such public
comments, and that such authority has been given to them by a member of senior staff or
him-/herself holding actual authority on behalf of the IA.
o All staff members have the right to express their views publicly on any matter of public
interest provided that they clarify the fact that such views are those they hold as private
citizens.

Gifts, Benefits and Sponsorship
o  Where staff members are offered favors or gifts from a person or organization who could
benefit or who might be perceived by the public to benefit by influencing staff members in
the exercise of their authority or duty, or by placing staff members under some obligations,
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a full disclosure of all relevant facts should be made by the staff member to an appropriate
senior officer of IA at the earliest possible time, and an appropriate opinion sought as to the
property of accepting gifts, favors, or sponsorship.

Personal Behavior
e Staff is expected at all times to:

» Perform official duties with care, skill, fairness and diligence and to exercise their given
powers only for the purpose of those powers have been granted;

» Perform their duties professionally;

> Not assault or insult, threaten or malign members of IA, or behave in such a way that
brings IA into disrepute; and

» Treat partners, colleagues and members of the public with courtesy, and with respect
for their rights, duties and aspirations.

Conflicts between Personal Behavior and the Interests of Initiative Africa
e In this paragraph the term “personal interests” shall be defined. Members of staff shall aim
to avoid being placed in a situation which may cause conflict between the interests of IA and
their personal interests or those of their family or friends. If that situation arises, a full
disclosure in writing of all relevant facts shall be made at the soonest possible time that is
reasonable to the relevant senior officer of IA. Furthermore, an independent opinion sought
as to the priority of proceeding while such conflict exists. In particular, Initiative Africa
expects staff not to place themselves in a position where it could be construed that they
have:
» Used IA’s assets or confidential IA information for personal gain or to obtain a benefit
for themselves, their family or friends: or
> Without IA’s approval, entered into a contractual arrangement to supply goods or
services in addition to their normal contract of employment.

*d JuswAiojdw]
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CODE OBSERVANCE

Establishment

The following organs are established for ensuring observance of this code:
e  The Board of Directors
e The Compliance officer

The Board of Directors
e All members of the Board of Trustees shall be the supreme body of the Code Observance.
e  The Board of Directors shall review and decide on all appeals during their regular meetings.

The Compliance Officer
e  The Compliance Officer is a senior management representative.
e  The Compliance Officer shall act as guardian of the Code of Conduct.
e The Compliance Officer shall ensure understanding, trust and co-operation between IA, the
public, the government, the donors and the community partners.
e The Compliance Officer shall promote and maintain the Observance of the code.
e The Compliance Officer shall consider and determine complaints related to the non-

observance of any violation against the Code of Conduct from the staff of IA, government,
donors, community partners, the public and other NGOs.

e The Compliance Officer may from time to time review and recommend changes to the Board
of Trustees.

e  The Compliance Officer shall review significant breaches of the Code.

e  The Compliance Officer shall be engaged in awareness rising about the Code of Conduct
enshrined herein involving signatories.
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Complaints
e Any person (staff member/s) may file a complaint or petition with the Compliance officer.
e A written complaint shall include the following:
»  The name and address of the complaint;

»  The circumstances in which the breach or violation of the Code is alleged to have been
committed; and

»  Where possible, a reference to the Standard of Conduct that was allegedly breached.

e  The Compliance Officer shall open a file after ascertaining that the compliant meets the
requirements of the above requirement.

Jurisdiction of the Compliance Officer
e  The Compliance Officer shall hear and decide on all instances involving the violation or breach
of the Code of Conduct by any person.
e  When a complaint is made under 4 hereof, the Compliance Officer may either dismiss the
case where no breach of the code is established or notify the Board of Directors.
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e Inaninstance of a significant breach or violation of the Standards of Conduct, the Compliance
Officer:
» Shall call a meeting of the staff and/or the person who lodged the complaint in order to
discuss the case.
o When the Compliance Officer and the Board of Directors finds that the accused has violated
the Code, he/she take one of the following measurements:
» Provide the necessary education for compliance;
» Advice the Board of Directors to take corrective measures against the official or
employee who is directly responsible for the breach of the Code;

Appeal

e An aggrieved party may appeal against the decision of the Compliance Officer for
consideration by the Board of Directors within two weeks of the receipt of a copy of the
decision.

e Alate appeal may be entertained only where the appellant is able to establish good cause for
the delay.

e  The Board of Directors may, after considering the decision of the Compliance Officer;
» Remand the case of the Compliance Officer for reconsideration
» Confirm, reverse or vary the decision based on the memorandum of appeal and the

available evidence

Non-conformity
e The Compliance Office shall not take part in any deliberation or decision making process
where he/she has an interest in the case of compliant.
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Scope of Application
e The standards of Conduct shall apply to all officials and employees who act for and/or on
behalf of Initiative Africa which have agreed to abide by this Code.

Compliance to the Code
e  All staff and all individuals or groups who act for and/or on behalf of IA shall observe, respect
and uphold the standards of this Code.
e To that end, IA’s Board of Trustees shall ensure that all its officials and employees are
adequately acquainted with the standards of the Code and work with them.

Revision of the Code
Revision of the Code will require the approval of two-thirds of the Board of Trustees.
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SELECTION PROCESS - VACANCIES

@) The necessary care shall be exercised in filling vacancies with persons having the requisite
qualifications, experience and competence. Selection and recruitment shall be made
without any prejudice to gender, religion, culture or any other affiliation of the applicant.

(b) Unless the organization wishes to fill vacancies through internal competition, all vacancies

shall be advertised in a manner deemed appropriate by the organization for external
competition.

RECRUITMENT COMMITTEE
1. The organization may form a recruitment committee for the selection of the appropriate
candidate on the basis of the criteria determined for each vacancy.
2. The successful candidate shall be required to submit the following before the finalization of
the appointment process: -
a) A medical certificate on medical fitness of the candidate, issued by a medical officer
appointed by the organization, whose decision will be final.
b) Police clearance; for guards, messengers and drivers;
c) Reference names of two known persons who can be contacted by the organization;

d) Any other requirement which the organization might deem necessary under the
circumstances;
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LETTER OF APPOINTMENT

1) After the finalization of the screening process by the recruitment committee a successful

candidate shall be employed by a letter of appointment for a probation period. The letter of
appointment shall indicate:

(a) Name and address of the person recruited,

(b) Position, grade and classification,

(c) Initial wages or basic salary, allowances and other entitlements,

(d) Date of engagement and commencement of work,

(e) Duration of probation period,

(f) Whether employment is full-time temporary, full-time permanent or full-time contract,
(g) Duty station,

(h) The tasks, duties and responsibilities, which shall include the usual duties of the office to

which the employee is appointed and any other duties the employee may properly be
called upon to perform, and

(i) Immediate supervisor or official in charge.

2) An employment shall be deemed to have been concluded for an indefinite period unless
specifically defined pursuant to IA’s policy No. 215 of this condition of services.
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PROBATION PERIOD

(a) A staff member shall undergo a probation period of forty-five (45) days from the date of
employment during which time the organization or the staff may terminate the employment
without the need of a prior notice.

(b) A staff member shall not be entitled to severance pay, benefits or entitlements during a
probation period.

(c) Upon successful completion of his/her probation period, the employment of the staff
member shall be confirmed in writing.

(d) If the person recruited continues to be engaged after the expiration of the probation period
without the completion of the necessary formalities indicated in IA’s policy No. 211 (c)
he/she shall be deemed to have completed the probation period successfully with the result
that the employment formalities have to be completed subsequently.
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FILLING OF A VACANCY

(a) The Executive Director and his designate shall be responsible for the proper and efficient

utilization of the human resources of the organization and for filling vacancies in the best
interest of the organization.

(b) Vacancies shall be internally announced by the organization inviting eligible staff members
to compete for the vacant positions.

(c) The successful staff shall be appointed to the position and will be entitled to the salary,
allowance, benefits and other entitlements of the said position.

(d) If a vacancy cannot be filled by internal competition, it has to be advertised as provided for
in 1A’s policy No. 208 (b).

(e) A staff member shall work at least for twelve (12) months in any given position before he/she

is allowed to compete for a position in a higher grade.
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HIRING RATES

A maximum hiring salary rate has been established for each grade. Any request to offer a job candidate
more than this maximum requires the prior approval of the Executive Director.

*d JuswAiojdw]
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REFERENCE CHECKS

(a) In order to ensure the reliability of the applicant's statements pertaining to education,
work experience and salary history; it is the policy of IA to conduct thorough reference
checks on each prospective staff member.

(b) Falsification or misrepresentation of any information provided by an applicant
including, but not limited to, resumes, application forms, and interviews will be
considered as grounds for rejecting a candidate's application for employment and as
cause for immediate termination in cases where the misrepresentation is discovered
after a person has been hired. However, before any action is taken as a result of a
reference discrepancy being discovered either prior to employment or subsequent to
hire; the candidate or staff member will be informed of the discrepancy, thereby

allowing an opportunity for the individual to present further information or
explanations.
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EMPLOYMENT AGENCY FEES

When an employee is hired through a regular licensed employment agency, |A will pay the agency fees
upon receipt of proper billing.
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DURATION OF EMPLOYMENT

° An employment may be concluded by the organization for a definite or an indefinite

period as may be required.

An employment for a definite period may be renewed by mutual agreement as
required or as specified in 1A’s policy No. 304
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HOURS OF WORK

Normal working hours

e Monday - Friday: 08:30-12:30 and 14:00 - 17:30.

The immediate supervisor or official in charge may however, set different working hours, taking into
consideration the nature of work required.

e Saturday 08:30-12:30

e Drivers: Irregular hours for which special arrangements will be made. Details about
working hours for drivers are available in the office.

e No Employee shall be absent from work on any day of the working week without prior
permission of the Executive Director or his immediate supervisor or official in charge. Any
such absence without permission for more than five days shall be deemed as termination
of appointment by the Employee, enabling the Organization to withhold all further
payments to the Employee. The Organization has the full right to fill the vacant post.

e In case an Employee who has been absent of work without permission returns within five
days, he shall be queried and if no satisfactory reasons for his absence is given, the
disciplinary procedure shall apply as specified in IA’s policy No. 303.

e The Organization may request employees to work beyond normal working hours or work
irregular hours, if and when required, and the employees shall comply there with subject
to compensation as provided in IA’s policy No. 403.

e Public holidays are those published in the official newspaper/Gazette of the Federal
Democratic Republic of Ethiopia.
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> Business cards will be authorized for employees whose work places the employee is
substantial public contact at a level such that the use of a business card is in |A’s interest.

> Business card printed in the style approved will be obtained through the multi-media center
with the approval of the senior management member.
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INITIATIVE AFRICA
STAFF PERFORMANCE EVALUATION FORM

Employee Name Job Title Department
Supervisor Appraisal Period Date of Appraisal
4/1/17 through 3/31/18

|.  PERFORMANCE FACTOR RATINGS Using the following definitions check the box that most closely
describes the employee’s performance for each of the required performance factors.

S points: FAR EXCEEDS: Outstanding performance that always exceeds expectations, demonstrated foran
extended, sustainable period of time.

4 points: SURPASSES: Very strong performance that exceeds expectations inmost situations, and meets
expectations in allothers.

3 points: SUCCESSFULLY MEETS: Consistently strong performance, always meets expectations, occasionally
exceeds expectations.

2 points: PARTIALLY MEETS: Indicates good but inconsistent performance, meeting some, but not alljob
requirements or expectations.

1 point: DOES NOT MEET: Major gaps in performance against job requirements or expectations.
Immediate and substantial improvements must be made.

Il. PERFORMANCE FACTORS

DOES
FAR SUCCESSFULLY PARTIALLY NOT
EXCEEDS  SURPASSES MEETS MEETS MEET

QUALITY OF WORK

Consider accuracy, thoroughness,
effectiveness.

ADAPTABILITY

Consider performance under
pressure and handling of
multiple assignments.

INITIATIVE AND RESOURCEFULNESS

Consider the extent to which the
employee seeks opportunities to
be proactive and to create
solutions.

JUDGEMENT AND POLICY COMPLIANCE

Consider knowledge about the
organization’s policies and procedures
and ahility to decide to prevent




DEPENDABILITY
Consider the extent to which the

employee completes assignments

ontime and carries out
instructions.
INTERPERSONAL AND

COMMUNICATION SKILLS
Consider the extent to which the

employee is cooperative,
considerate, and tactful indealing

with faculty administrators,
students and public. Customer
service skills.

RESPONSIVENESS TO

FEEDBACK

Consider the extent to which
the employee acts on feedback
and makes adjustments,

PUNCTUALITYAND

ATTENDANCE

Consider such factors as
timeliness vs. tardiness

or excused vs. unexcused

absences.

JOB MASTERY

Consider the employee’s
understanding of the
position and mastery of the
required and desirable
skills.

PRODUCTIVITY

Consider how the employee

uses available working
time, plans and prioritizes
works, sets and
accomplishes goals, uses
available resources and
completes assignment on
schedule

I, PROFESSIONAL DEVELOPMENT: (1) List all the professional development/training activities (incl. lunch
and learn programs, such as Friday Focus, and online trainings) attended during the rating period.
(2) Describe recommended professional development and training for the next rating period.




lll. SUPERVISOR’S COMMENTS: Use this section to summarize the employee’s overall performance,
strengths and weaknesses and to make recommendations going forward.

IV. EMPLOYEE COMMENTS: This section may be used to comment on your evaluation.

Employee: Sign and return form to your supervisor within 48 hours of receipt Date

Supervisor: Sign and present to employee Date




nnnnnnnnnnnnn
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PERSONNEL POLICY
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EQUAL EMPLOYMENT OPPORTUNITY AFFIRMATIVE ACTION

It has been and will continue to be the policy and practice of the IA not to discriminate against any
applicant or employee because of race, color, religion, sex, age, origin, and physical disability. This
policy extends to every phase of the employment process, including: recruiting, hiring, training,
promotion, compensation, benefits, transfers, and IA sponsored educational, social and recreational
programs.

All employment and promotion decisions are to be made on the basis of job-related criteria, and all
such decisions are to be made so as to further the principle of equal employment opportunity.

‘d |2Uuo0siad
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GENERAL RULES AND REGULATIONS

(a) Each Employee shall be present at the place where he is deemed to perform his duties and
devote his time and ability to the Organization at the hours of work.

(b) The Organization reserves the right to search Employees within its premises or take any other
precautionary measure it thinks fit to prevent stealing.

(c) No article of whatever nature, which is the Organization’s property, shall be removed from
the Organization’s premises without the written approval of the Executive Director or the
immediate supervisor or official in charge.

(d) The Employee is at all times responsible for the equipment issued to him; he will replace any
deficiencies.

(e) No person shall bring in or consume on the Organization’s premises alcoholic drinks.
Permission to serve alcoholic drinks at social gatherings on the Organization’s premises must
be obtained in advance from the Executive Director or the immediate supervisor or official in
charge.

(f) An Employee shall not submit articles to the press dealing with the Organization’s business
and/or the Organization’s Conditions of Service or Conditions of Employment, unless the prior
written approval of the Executive Director or the immediate supervisor or official in charge
has been obtained.
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(g) Gambling, betting, touting and sale of goods are prohibited on the Organization’s premises.

(h) No collection of money may be made on the Organization’s premises unless the consent of
the Executive Director or the immediate supervisor or official in charge has been obtained.

(i) Employees must notify the Executive Director or the immediate supervisor or official in charge
immediately of any change of name or address.

(j) Anyinjury, however trivial, or any accident, however slight, in which Employees are involved,
must be reported immediately to the immediate supervisor or official in charge.

(k) An Employee shall not be absent from work without having given 24 hours’ notice and without
having obtained permission from the immediate supervisor or official in charge.

(I) Employees shall at all times behave in an orderly manner so as to guarantee peace and safety
to the fellow Employees.

page 51



Imitiative Alnica

TERMINATION OF EMPLOYMENT AND DISMISSAL
(a) An employment for an indefinite period may be terminated by either party on a prior written
notice as indicated in policy No. 216 of the conditions of services.
(b) An employment for indefinite period shall be terminated for one or more of the following
reasons. The procedure applicable to cases of misconduct is defined in policy No 306 to 311.
e Unsatisfactory performance of duties by the staff with title hope for improvement;
e Failure by the staff to demonstrate the expected expertise, experience, competence,
conscientiousness, reliability, or diligence;
e Inability to carry out duties efficiently due to poor health or permanent disability.
e Failure to abide by these regulations or policies of the Organization;
e Involvement in any criminal activity;
e Refusal to accept a transfer to any branch, department or other section of the
Organization without justifications;
e Abolishment of the staff member’s position;
(c) Dismissal
An employee, who contravenes the Rules and Regulations laid down in these Conditions of Service,
may be given a warning in writing by the Executive Director of the Organization or his immediate
supervisor or official in charge. Notwithstanding the provision of policy No. 304 (period of notice), the
Employee may be summarily dismissed if:
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e He/She has received warning letters in accordance with policy No 306 to 311;
e He/She contravenes the rules and regulations stated in these Conditions of Service;
e  Willful waste of Organization time and/or materials;

e Serious misconduct or insubordination

e Misconduct includes;

e Flagrant disregard of the contents and clauses of this Conditions of Service

e Betraying of the Organization’s secret

e Stealing, pilfering or fraud

e Dereliction of duty

e Gross insubordination

e Refusal to obey a reasonable instruction

(d) Having regard to an Employee’s past good service, a period of suspension without pay (not
exceeding 2 (two) weeks may be imposed instead of dismissal without notice as mentioned
under this article.

(e) A staff member may resign upon giving advance notice in writing in accordance with policy
No.304.

(f) Without prejudice to policy No.303 (b) termination of employment for a definite period shall
be subject to the terms and conditions of the corresponding letter of appointment of the staff
member.

(g) Initiative Africa’s property such as office keys, employment ID, and copy issued staff
conditions of service must be returned before the last working day of the employee.

(h) Upon termination of a contract, the terminated employee will be required to sign a statement
indicating that he/she has received all consideration due to him/her and that they have no
future claim against Initiative Africa.
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(i) Where the employment contract of an employee is terminated he/she shall be given a
certificate of work. The certificate shall state the employee’s salary, positions, length of
service and type of activities.

TERMINATION PERIOD OF NOTICE
In the event of termination of employment by the Organization or a staff member, prior written notice
shall be given as follows:
e One month: in the case of a staff member whose service in the Organization is less than one
year?
e Two months: in the case of a staff member whose service in the Organization is more than
one year
Notice for termination may not be necessary where the Organization or a staff member pays
compensation in lieu of notice as stated in (a) above, i.e. one month or two months’ basic salary
respectively.

RETIREMENT
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(a) A staff member shall retire on reaching the retirement age.

(b) The retirement age of a staff member shall be fixed at 60 years. A retired staff may be engaged
by the Organization on a short-term contract not exceeding one year, which may be renewed
by mutual agreement.
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GRIEVANCE PROCEDURE
The procedure for the handling of grievance at management level within the Organization shall be as
follows:

(a) Should an Employee wish to register a grievance, he will first report the matter to his
immediate supervisor or official in charge, who will, within 48 hours (Saturdays, Sunday and
Public Holidays not included) investigate the report and make his findings known to the
Employee within five days.

(b) If the Employee is not satisfied with result of said investigation, he may submit his grievance
in writing to the senior manager of the Organization, who will then deal with and take the
final decision on the matter and advise the employee at his earliest convenience.

The procedure for the handling of grievance at board level shall be as follows:

(a) Statement of Policy — Definition: Any staff member who feels aggrieved by any final and
judicatory order or rule-making decision made by the institution regarding his or her
employment may, after exhausting all remedies within the institution, request the Board to
review such final order or decision in accordance with the procedures hereinafter provided.

(b) Request for Review: Requests for review shall be in writing and shall state the specific reasons
therefore. Requests shall be submitted to the Chief Executive Officer who will forward the
requests, with his or her comment, to the President of the Board. Requests for review must
be submitted to the Chief Executive Officer within ten days after the staff members receive
notice of the order. Supporting documents may be submitted along with the request. The
President shall docket the request for consideration by the Board as soon as practicable. The
Board may, in its discretion, grant or deny the request for review; The Board shall grant the
request for review. If the Board grants the request to review the order or decision on the
merits, it will then determine whether or not to hold a hearing and otherwise specify the
procedure to be followed.

If the Board denies the request, its decision is final. (The staff member may thereafter seek judicial
review as permitted by law).

‘d |2Uuo0siad
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BREACH OF ESTABLISHED NORMS
Disciplinary measures shall be imposed pursuant to these Regulations a staff member whose conduct
is proved to be contrary to the established rules of the Organization in these conditions of services.

WARNINGS BEFORE DISMISSAL

The Organization shall give to the staff a warning in the following situations:
(a) Violation of the established working rules and regulations issued from time to time by the
Organization.
(b) Repeated absence from work without good cause;
(c) Leaving office repeatedly during working hours without permission;
(d) Repeated late coming to work or early leaving from work;
(e) Repeated failure to maintain a reasonable degree of personal hygiene
(f) Repeated indulgence in habitual indebtedness;
(g) Incompetence or lack of reliability;
(h) Committing sexual harassment;
(i) Committing any other offense of a similar nature to the above.
If a staff member has received two such written warnings, the Organization may decide to terminate
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the Employment.

FINAL WARNING

The Organization shall give to the staff only one final warning in writing before dismissal in the
following situations.

(a) Working for a private interest without prior permission from the Organization pursuant to

policy No.207 of these Regulations.

(b) Involvement in severe physical violence while on duty;

(c) Reporting to work in a state of sever intoxication;

(d) Gross negligence of duty;

(e) Committing any other offence of a similar nature to the above;
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GOOD CAUSE FOR DISMISSAL WITHOUT A WRITTEN WARNING

The following offences shall constitute good cause for dismissal of the staff:

(a)
(b)

(c)
(d)
(e)
(f)

(8)
(h)
(i)
(i)
(k)
(1)

(m) Committing any other offence of a similar nature to the above.

Willful and flagrant disobedience or insubordination.

Securing or attempting to secure benefit, or diversion of the Organization’s interests to the
staff member’s own benefit or to the interest of a third party.

Refusal to accept assignment or the transfer without good cause.

Unauthorized disclosure of the Organization’s confidential information to a third party.
Falsification of certificates, documents or fraudulent misrepresentation.

Destroying or causing serious damage to the Organization’s documents, property, good will
or interests.

Misappropriation of the Organization’s property or funds.

Committing forgery of documents or falsifying accounts.

Absence from work without good cause for over (5) days.

Conviction for a criminal offence.

Involvement in physical violence with customers while in office.

Committing sexual offence at the work place.
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DISCIPLINARY COMMITTEE

(a) The Organization may create disciplinary committee which shall be responsible for laying
down the procedures for the implementation of the provisions, as well as for the investigation,
and advice on each act of indiscipline committed by staff.

(b) The disciplinary committee shall consist of three (3) members, two staff members designated
by the Executive Director and Board Member.

(c) The committee’s recommendation shall be implemented after approval by the Executive
Director who may review the decision following an appeal by the interested staff.

(d) The committee shall prepare its own rules and procedures.
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INDEMNIFICATION BY A STAFF MEMBER

A staff member may be required to indemnify the Organization, in whole or in part, for any loss
incurred as a result of the staff member’s negligence or violation of these Regulations, or

administrative directives of the Organization.

RIGHT OF SEARCH
The Organization may at any time ask its employees to submit to being searched whilst on or about
to leave the premises and the employee on such request muse submit, provided that a female shall

not be searched except by a female.
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ACCESS TO PERSONNEL RECORDS

(a) Any active staff member has the opportunity to review his/her personnel file. A Personnel
Representative must be present when a staff member reviews his/her personnel file.

(b) Requests to enter documentation into a personnel file may be made by any staff member;
however, the office has the final approval on what will be entered. Letters of commendation
will be accepted only if received by Personnel within thirty days from the date the document
was prepared.

(c) Only Personnel representatives may remove documents from the personnel file and/or make
photocopies of the same.

(d) No staff member may remove a personnel file from the office for salary review, etc. Requests
for personnel file material from outside organizations will not be honored unless IA is under a
court order to comply.

(e) Exceptions to the release of personnel file documentation will be made in those situations
involving potential litigation over unemployment insurance, worker's compensation, benefits
or other employee relations claims before a duly recognized court or agency authorized to
resolve that particular issue.
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TRAVEL TO FOREIGN COUNTRIES
(a) No staff member(s) may arrange travel on IA business outside Ethiopia without the prior
approval of the Executive Director and to the senior manager whom he/she is responsible.
(b) Any such travel, without express approval as authorized above, shall be presumed to be for
personal reasons, and IA shall assume no liability under these circumstances.

REIMBURSEMENT OF BUSINESS EXPENSES

IA will reimburse employees for all reasonable and necessary expenses incurred in connection with IA
business. It is expected that each individual, as well as the managers authorized to approve expense
accounts, will exercise prudent judgment with regard to such expenditures.

(a) Perdiem is established and/or revised by a management committee established by the
Executive Director.

(b) The IA travel and perdiem settlement form must be used by all employees to report business
and travel expenses for reimbursement, to account for travel advances and to account for
prepaid (direct charge) travel expense.

(c) Travel and perdiem settlement forms are to be submitted on a frequent basis (no less than
once a month) by employees who incur expenses regularly. Employees who incur expenses
intermittently should submit reports within one week from the date the expense is incurred.

(d) A receipt for each item of hotel/lodging expense, transportation expense (including air, rail,
auto rental, etc.) and separate expenditures must be submitted with the Travel and perdiem
settlement forms.

(e) Original receipts are to be attached to the expense report.

(f) Cash advances can only be granted if prior advances have been accounted for and excess
monies refunded.

(g) Cash advances, prepaid airline transportation and traveler’s checks will be provided when
necessary.

(h) Charges resulting from the use of an approved travel service or any other costs paid directly
by IA are to be reported as a "Direct Charge" by the employee and copies of hotel bills, all
passenger coupons, etc. are to be attached to support each direct charge
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AUTO RENTAL

Cars should be rented only when doing so provides transportation, which is less costly or more
practical than other means of transportation. Whenever renting a car, the employee should utilize, if
possible, one of the firms currently extending discounts to IA.

Please use the IA car and service rental form for such service inquiries.
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GIFTS FROM PARTNERS/SUB GRANTEES

(a) IA staff members must decline all offers of gifts or gratuities, except trinkets of no market
value, made by a past, current, or prospective sub grantee or made on the sub grantee's behalf
to an employee or to any member of the employee's family.

(b) With regard to entertainment, business lunches or dinners, trips, etc., a staff member may
accept an invitation only if that staff member can reciprocate by making the same offer to the
sub grantee and know, beyond doubt, that the charges for this expense would be reimbursed
to the employee under the IA Policy No. 315, Reimbursement of Business Expenses.

(c) For purposes of clarification, a sub grantee is defined as an NGO which currently, in the past,
orin the future desires to provide goods or services to IA in return for a grant of money, goods,
or services from IA.

(d) Failure to comply with this policy will result in disciplinary action since such failure could
adversely impact IA.
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USE OF IA EQUIPMENT BY EMPLOYEES

IA employees shall not use IA’s equipment, other than that specifically provided for recreation and for
personal purposes.

This equipment must be checked out and checked in from the custodian in the form they have been
received in.

PERSONAL TELEPHONE CALLS
(a) While personal phone calls are not encouraged, IA recognizes that there are occasions when
a call from the office is necessary such as in cases of emergency and for calls that simply cannot
be made at night.
(b) Any manager who feels there is a pattern of abuse should discuss this with the individual staff
member involved and resolves any problems before any disciplinary action is taken.
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SMOKING IN THE WORK PLACE

To provide a safer and healthier work environment for all staff members by making reasonable efforts
to accommodate the individual preferences of both smokers and nonsmokers, smoking is prohibited
in all IA public meeting rooms, including the common areas, such as restrooms, lobbies, copy rooms,
and/or copy machine areas, storage rooms, the library, and those areas prohibited by the
management.

POLITICAL INVOLVEMENT
Political activity in one’s country is a private matter. However, staff members who take a public

position on an issue or work in a political campaign must make it very clear that they are acting as
individuals, and are in no way speaking or acting on behalf of Initiative Africa.
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SOCIAL EVENTS

All IA-sponsored social events for staff members are to be coordinated by the office, whether held on
or off site. Any informal social event on IA premises at which alcoholic beverages are to be served,
such as retirement receptions, must be coordinated with the office manager.
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NON-DISCRIMINATION AND ANTI-HARASSMENT
GENERAL POLICY

Initiative Africa (1A) is committed to providing its associates, patients, and visitors with an environment
free from discrimination, unlawful harassment and other harassing behavior. Maintaining such an
environment is a responsibility shared equally by all associates.

PURPOSE

The purpose of this policy is to:

e Foster a work environment characterized by respect, tolerance and understanding.

e Recognize the strength, talent, and insight Initiative Africa draws from associates with diverse
views and experiences.

e Guarantee equal employment opportunity that is free from discrimination or harassment on
the basis of race, color, religion, creed, national origin, alienage or citizenship status, age, sex,
actual or presumed disability, history of disability, sexual orientation, genetic predisposition
or carrier status, pregnancy, military status, marital status, or partnership status, or any other
characteristic protected by law.

e Describe the procedure for reporting, investigating, and resolving complaints of
discrimination, harassment, and retaliation.
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INDIVIDUALS AND CONDUCT COVERED

This Policy applies to all individuals affiliated with Initiative Africa, including: full-and part-time
associates, temporary associates, agency workers, patients, students, visitors, volunteers, sub
grantees, consultants, and independent contractors.

This Policy applies to conduct both in the workplace and at work-related activities outside of the
workplace (for example, an off-site business meeting or a business-related social event occurring after
regular working hours).

NON-DISCRIMINATION

IA draws strength, talent, and insight from the diverse views and experiences of its associates. This
diversity is a strategic asset to IA because it helps the medical center recruit and retain the best
possible associates who, in turn, provide patients with the best possible care.

To sustain this diversity, IA will recruit, hire, train, transfer, promote, layoff and discharge associates
in all job classifications without regard to their race, color, religion, creed, national origin, alienage or
citizenship status, age, sex, actual or presumed disability, history of disability, sexual orientation,
genetic predisposition or carrier status, pregnancy, military status, marital status, or partnership
status, or any other characteristic protected by law.
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In accordance with Human Resources Policy VI-8 concerning the employment of qualified associates
with a disability, A will provide reasonable accommodations to associates with disabilities so that they
can perform the essential functions of their positions.

Examples of prohibited discrimination include:

e Allowing racial, ethnic, sexual, or religious stereotypes or assumptions to influence hiring or
promotional decisions, or an appraisal of an individual’s performance;

e Refusing to hire, transfer, or promote a qualified individual because of his/her age;

e Refusing to hire, transfer, or promote a qualified individual because of his/her religious beliefs
or practices;

e Refusing to hire, transfer, or promote a qualified individual because he/she is responsible for
caring for a child, parent, or a person with a disability;

e Refusing to hire, transfer, or promote a qualified individual because he/she speaks English
with an accent, or because English is not his/her primary language.

e Refusing to hire, transfer, or promote a qualified individual because he or she is regarded as
disabled or has a history of disability;

e Refusing to hire, transfer, or promote a qualified individual because of his/her perceived
sexual orientation or his/her stated gender identity;

e Refusing to hire, transfer, or promote a qualified individual who is legally authorized to work
in the United States because of the nature of his/her work authorization;

e Refusing to discuss with a disabled individual reasonable accommodation that would enable
him/her to perform the essential functions of his/her positions;

e Refusing to grant an individual a leave of absence to fulfill his/her military service obligations;

e Prohibiting associates from conversing in a language other than English during their break
periods or when not performing their duties;

e Refusing to hire transfer, or promote a qualified individual because she is or may be pregnant,
or may become pregnant in the future; or

e Using racial, ethnic, sexual, or religious slurs.
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HARASSMENT

Unlawful harassment

Under this policy, harassment is verbal or physical conduct that denigrates or shows hostility to or
aversion toward an individual because of his/her race, color, sex, religion, creed, national origin,
alienage or citizenship status, age, actual or presumed disability, history of disability, sexual
orientation, genetic predisposition or carrier status, pregnancy, military status, marital status, or
partnership status or any other characteristic protected by law that: (i) has the purpose or effect of
creating an intimidating, hostile or offensive work environment; (ii) has the purpose or effect of
unreasonably interfering with an individual’s work performance; or (iii) otherwise adversely affects an
individual’s employment opportunities. Harassing conduct may include (but is not limited to):

e Epithets, slurs or negative stereotyping;

e Threatening or intimidating acts;
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e Denigrating jokes; or

e Displaying or circulating objects or written or graphic material that denigrates or shows
hostility or aversion toward an individual or group (including through email, the internet, or
the mail).

Sexual Harassment

Itis a type of unlawful harassment. Sexual harassment is defined in this Policy and in federal guidelines
as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of

a sexual nature when, for example, (i) submission to such conduct is made either explicitly or implicitly
a term and condition of an individual’s employment; (ii) submission to or rejection of such conduct by
an individual is used as the basis for employment decisions affecting the individual; or (iii) such
conduct has the purpose or effect of unreasonably interfering with an individual’s work performance
or creating an intimidating, hostile, or offensive working environment.

Sexual harassment may include a range of subtle and non-subtle behaviors and may involve individuals
of the same or different sex. Such behaviors may include one or more of the following:

e Touching or groping;

e Unwanted sexual advances or requests for sexual favors;

e Sexual jokes and innuendos;

e Verbal abuse of a sexual nature;

e Commentary on an individual’s appearance or body;

e Leering;

e Insulting or obscene comments or gestures; or

e Displaying or circulating sexually suggestive objects or written or graphic material (including
through email, the internet, or the mail)
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Other Harassing Behavior

Harassing behavior that does not fall within the definitions above violates this policy and is contrary
to the standards of IA. Such behavior may consist of verbal or physical conduct that has the effect of
denigrating, belittling, ridiculing, or intimidating an individual.

RETALIATION IS PROHIBITED

This Policy prohibits retaliation including intimidation against any individual who (a) reports, in good
faith, discrimination, harassment, intimidation or retaliation (b) participates in an investigation of such
a report (c) conducts an investigation, effects discipline and/or reports prohibited conduct to a
government agency. If an individual feels he or she is the victim of retaliation or intimidation, he/she
should make a complaint in the manner described below.

IA will severely discipline any person who engages in retaliation. Such discipline may include (but is
not limited to) a suspension without pay or discharge.
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REPORTING AN INCIDENT OF DISCRIMINATION, HARRASMENT OR RETALIATION

Early reporting and intervention are the most effective methods of remedying actual and perceived
discrimination, harassment, and retaliation. Therefore, IA strongly urges individuals to report
promptly their complaints so that it can take rapid and effective action. The Medical Center urges
individuals to make the compliant before the objectionable conduct becomes severe or pervasive.

Individuals who believe they have experienced discrimination; harassment or retaliation can make a
compliant to any of the following persons:

e The individuals’ immediate supervisor,

e The administrative or clinical leader of the individual’s department,
e A Human Resources Business Partner,

e A Labor/Employee Relations Manager,

e The Director of Employee/Labor Relations,

e The Associate General Counsel for Labor and Employment,

e Corporate Compliance or

e Office Number (011-6-62-26-40/41)

An individual should not feel obligated to make a compliant to his/her immediate supervisor first. The
individual can complain to any of the persons listed immediately above.

This policy does not preclude an individual who believes he/she experienced discrimination,
harassment, intimidation or retaliation from promptly advising the offender that his/her conduct is
unwelcome and from requesting that the offender discontinue the objectionable conduct.
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This policy relies, in part, on the good faith of IA’s associates. If an associate deliberately abuses this
policy and files a false or malicious compliant, IA may discipline the associate. Such discipline may
include (but is not limited to) a suspension without pay or discharge.

MANAGERS MUST REPORT DISCRIMINATION, HARRASSEMT OR RETALIATION

Managerial associates are required under this policy to promptly report to either a Business Partner
of the Labor and Employee Relations Division of the Human Resources Department any complaint
they receive concerning discrimination, harassment or retaliation. Consistent with this policy, the
Business Partner or the Labor and Employee Relations Division will assist the managerial staff member
in determining the appropriate response to a compliant.

INVESTIGATION OF A COMPLIANT

IA will promptly investigate a complaint about discrimination, harassment or retaliation. The scope of
the investigation depends on the nature of the compliant. The investigation may include individual
interviews with the parties involved and, where necessary, with individuals who may have observed
the alleged conduct or may have information relevant to the investigation. Depending on the
circumstances and the nature of the allegations, a manager in the department where the complaining
associate works, a representative from the Human Resources Department, or an outside party
retained by IA may conduct the investigation

PAGE 68



Imitiative Alnica

The Human Resources Department is responsible for ensuring that the investigation is prompt,
thorough, fair and accurate.

IA will keep confidential the identities of the individuals involved in the investigation (including the
person who made the compliant, the person accused of violating this Policy, and the persons
interviewed during the investigation) only to the extent feasible to conduct an adequate investigation
and take any appropriate corrective action.

CORRECTIVE ACTION

IA will address a violation of this Policy promptly and effectively. Depending on the circumstances,
corrective action by the Organization may include one or more of the following measures:

e Counseling;

e Training;

e Disciplinary warning or suspension without pay;

e Denial of a promotion or pay increase;

e Reduction in wages;

e Demotion

e Reassignment

e Discharge

e Reporting to professional and/or investigative authorities (such as the Office of Professional

Discipline and the Office of Professional Medical Conduct);

e Termination of the relationship with the sub grantee

e Termination of the relationship with the independent contractor.
In cases where the organization concludes that this policy was not violated but that an associate
engaged in unprofessional or inappropriate conduct, it may in its discretion, discipline the associate
(including a suspension without pay or discharge) or reassign him/her to another manager,
department or location.
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All IA Human Resources policies and practices are guidelines and may be changed modifies or
discontinued at any time by the Senior Vice President of Human Resources, or designee, with or
without notice. Exceptions do not invalidate the above policy.
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ANTI-CORRUPTION POLICY
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INTRODUCTION

Initiative Africa (IA) has a number of fundamental principles and values which it believes are the
foundation of sound and fair business practice and as such are important to uphold. One such principle
is a zero tolerance position in relation to corruption, wherever and in whatever form that may be
encountered.

The Bribery Act 2010 was passed in April 2010 and is in force from 1 July 2011.

LEGAL OBLIGATION
Itis IA’s policy to comply with all laws, rules and regulations governing anti bribery and corruption law.

Under UK law, bribery and corruption is punishable for individuals by up to 10 years’ imprisonment,
and if the company is found to have taken part in corruption it could face an unlimited fine, be
excluded from tendering for Government contracts and face untold damage to its reputation. It can
easily be seen why Initiative Africa takes its legal obligations in this area very seriously.

Under UK law the payment, or offer to pay bribers, or provision of or offer to provide gifts or anything
of value forimproper purposes to obtain or retain business or any other benefit, (whether for Initiative
Africa or any other party) is prohibited. Such payments or gifts are also forbidden under the terms of
this policy and may result in immediate dismissal for those involved in their payment or receipt.

IA is required to keep financial records and to have appropriate internal controls in place which will
evidence the business reason for making payments to third parties.

SCOPE
It extends the crime of bribery to cover all private sector transactions (previously bribery offences
were confined to transactions involving public officials and agents).

CRIMINAL OFFENCES :g
The offences contained in the Bribery Act carry criminal penalties for individuals and organizations. ?
For individuals, a maximum prison sentence of ten years and/or an unlimited fine can be imposed; for Q
companies, an unlimited fine can be imposed. The Act will be enforced by the Serious Fraud Office. é
The Act creates four offences: =
o A general offence covering offering, promising or giving a bribe. g
. A general offence covering requesting, agreeing to receive or accepting a bribe. o
o A distinct offense of bribing a foreign public official to obtain or retain business. )

. A new strict liability offence for commercial organizations where they fail to prevent bribery

by those acting on their behalf.

VIGILANCE
The following is a list of bribery and corruption indicators suggested by the Serious Fraud Office which
all staff should be aware of and should report any suspicious activity. This list is not an exhaustive list:
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e Abnormal cash payments

e Pressure exerted for payments to be made urgently or ahead of schedule

e Payments being made through 3rd party country, e.g. Goods or services supplied to country
‘A’ but payment is being made, usually to shell company in Country ‘B’

e Abnormally high commission percentage being paid to a particular agency. This may b split
into 2 accounts for the same agent, often in different jurisdictions

e Private meetings with public contractors or companies hoping to tender for contracts

e lavish gifts being received

e Individual never takes time off even if ill, or holidays, or insists on dealing with specific
contractors him/herself

e Making unexpected of illogical decisions accepting projects or contracts

e Unusually smooth process of cases where individual does not have the expected level of
knowledge or expertise

e Abusing decision process or delegated powers in specific cases

e Agreeing contracts not favorable to the organization either with tern\ms or time period

e Unexplained preference for certain contractors during tendering period

e Avoidance of independent checks on tendering or contracting processes

e Raising barriers around specific roles or departments which are key in the
tendering/contracting process

e Bypassing normal tendering/contractors procedure

e Invoices being agreed in excess of contract without reasonable cause

e Missing documents or records regarding meetings or decisions

e Company procedures or guidelines not being followed

e The payment of or making funds available for high vale expenses on behalf of others.

POLICY

This Policy applies to individual employees, agents, sponsors, intermediaries, consultants or any other
people or bodies associated with IA. Bribery is committed when an inducement or reward is provided
in order to gain any commercial, contractual, regulatory or personal advantage for IA.

No bribes of any sort may be paid to or accepted from customers, suppliers, politicians, government
advisors or representatives, private person or company. It is not permitted to establish accounts or
internal budgets for the purpose of facilitating bribes or influencing transactions (slush funds).
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This policy does not prohibit the following practices providing they are customary in a particular
market, or are proportionate and are properly recorded:

e Normal and appropriate hospitality (given or received)

e The giving of a ceremonial gift on a festival or at another special time

IA also appreciates that to refuse a gift in certain circumstances and/or countries would cause offence
to our trading partners. The test to be applied in all circumstances is whether the gift or entertainment
is reasonable and justifiable. What is the intention of the gift? Special care must be taken in accepting
or giving gifts/entertainment and these are not permitted if it would create a real or perceived conflict
of interest.
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EXPECTATIONS OF IA AND STAFF

The prevention, detection and reporting of bribery and corruption is the responsibility of all
employees throughout IA. Suitable channels of communications by which employees or others can
report confidentially any suspicion of bribery will be maintained and shall operate in conjunction with
the Whistle blowing Policy.

ENTERTAINMENT HOSPITALITY EXPENSES
It is an offence under the Bribery Act to use corporate hospitality to influence the decision of
customers to purchase goods and services from us.

Corporate hospitality must be reasonable and proportionate and have regard to the Company’s
expenses policy. All corporate hospitality must be with the knowledge and permission of a Board
Director.

TRAINING AND COMMUNICATIONS

This policy and relevant guidance will be communicated to employees across the Company through
our established internal communication channels. We will also communicate this policy through our
corporate website www.initiativeafrica.net

All employees will receive appropriate training on how to implement this policy in the scope of their
employment with IA.

MONITORING AND REVIEW

The appointed Compliance Officer in associating with the Board of Directors will monitor and review
the implementation of this policy in respect of its suitability, adequacy and effectiveness and make
improvements as appropriate.

INTERNAL CONTROLS AND AUDIT

IA has established mechanisms to maintain accurate records which properly and fairly document all
financial transactions. Internal control systems will be subject to regular audits to provide assurance
that they are effective in countering bribery and corruption.

FURTHER GUIDANCE

Inevitably, decisions as to what is acceptable may not always be easy, particularly in the absence of
minimum legal standards or where they are poorly enforced. If anyone is in doubt as to whether a
potential act constitutes bribery/corruption, the matter should be referred to their immediate
manager, a Director.
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This policy is endorsed by the Executive Director to demonstrate the Board’s commitment.
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GENDER POLICY
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GENDER EQUALITY INITIATIVE (GEl)
A Gender Action Plan for IA programs

What is this action plan for?
1.1 This Gender Equality Initiative (GEI) explains how Initiative Africa will help its sub-grantees to
achieve gender equality and women’s empowerment.

1.2 In 2007 and 2010, IA held workshops with its sub-grantees in which it committed itself to making
its work on gender equality and women’s rights more of a priority.

1.3 This Plan explains what action IA will now take. It sets out how IA can better use its partnerships,
its support, and the way it manages its activities to make a lasting difference to gender equality
and women’s empowerment.

Why does gender equality matter?

2.1 Gender equality is a goal in its own right, and has a vital role to play in achievement of the
Millennium Development Goals (MDGs). Progress on gender equality is a critical factor in
achieving all the Goals. MDG3 specifically commits the international community to promote
gender equality and the empowerment of women.

2.2 There is increasing evidence of the link between making progress on gender equality, and making
progress on all the other development objectives. Tackling gender inequality in access to services
and resources is proven to increase women'’s productivity, and reduce poverty and hunger.

2.3 At its heart, gender equality and women’s empowerment is a political issue, needing a political
response, and not a technical one. It means that national government has to address the wider
issues of promoting justice for everyone, tackling discrimination and upholding women’s rights.
The evidence from across the world shows that when more women participate in politics, either
formally or informally, their access to services, jobs and education — and rights, more generally —
improve.

What have we learned from earlier work on gender?
3.1.Within IA, there is an understanding that more should be done to achieve gender equality and
women’s empowerment. This plan aims to change all aspects of IA’s business and systems to help
us to do better. We want to use the lessons that we —and others - have learnt in order to progress
in achieving gender equality and women’s empowerment.
3.2.For example, in our works on Human Rights and Democracy we found that we were achieving
impact on the ground where we and others were:

* asking the right questions, at the right times on empowerment of women and
enforcement of the rights to gender equality;
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* prepared to challenge those who ignore or overlook gender equality and the rights of
women

* championing evidence and demonstrating the real differences and improvements being
made

PAGE 75



3.3.An important lesson is that our commitment at policy and strategy level has been relatively
strong, but that we have failed to fully and consistently translate that commitment into actions
that made a difference on the ground. As our practice was inconsistent, the impact we had was
uneven.

Who is responsible for implementing the action plan?

4.1 Overall responsibility within IA rests with the Senior Program Manager, assisted by a gender
consultant, who is responsible for designing and promoting activities for raising awareness
among partners and project beneficiaries alike. The Senior Program Manager will report
periodically to the IA board on progress relating to gender equity.

4.2 Everyyear, we will review the Gender Equality Initiative scheme and make our progress report
available to our stakeholders and the public.

What does the Action Plan cover?
5.1 Details are set out below. This plan focuses on the new IA strategy and mission relating to the
grant entitled: Support to Quality Education for All. This a “living document “so will be updated
periodically. It groups IA’s activities into three main areas:

e Policy dimension
e Organizational arrangements
e Enabling environment

Initiative Alrica
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GENDER EQUALITY INITIATIVE (GEI) FRAMEWORK

Focus Area A: Policy Dimension

The formal mechanisms, for example, administrative rules, laws, regulations, and standards, used by
government to guide stakeholder actions to achieve the development goal

A. Policy Dimension

Are the available policy instruments enough to advance gender empowerment and balance

Objectives

Al. Strengthen policy
instruments (in particular,
cost-effectiveness, in terms
of high incentives for
compliance, low
administrative burden, and
low negative externalities),
contradictory and
burdensome
administrative regulations
to ensure gender balance
and empowerment

A2. Promote
accountability for gender
equality

Outputs

i. Review operational
context of
constraints

ii. Change process for
each reform,
including the
objectives, vision
for change toward
the reform

Annual review of the
GEl and indicators on
policy and program
planning and
operations;

Attitude change of
decision makers on
challenges and
opportunities

Key indicators Responsibility

(i) Compliance of the
government, NGOs,
and other
institutions
decisions with
established policies

Sub-grantees
with the
assistance of 1A

(ii) Policies and
guidelines to
mainstream gender
equity in projects

Changes reported or Sub-grantees
observed in gender

parity

IA and sub
grantees

Number of training
and/or discussions
conducted on gender
equity issues
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Focus Area B: Organizational Arrangements
The systems, rules of action, processes, personnel and other resources that government and non-
government stakeholders bring together to achieve development goals

B. Organizational Arrangements

Initiative Alrica

Ensure effective organizational arrangements are in place for achieving gender balance and

empowerment

Objectives

B1l. Improve
organizational
arrangements (in
particular, operational
efficiency in ensuring
gender empowerment)

B2. Reduce barriers
to increase gender
equality within
project/Programme
management

Outputs

Put in place adequate
administrative
arrangement to
handle the envisaged
gender balance
initiative actions

Strategic plan with
links between core
objectives; and
gender equality/

empowerment;

Gender equality and
empowerment
integrated in sub-
grantees project
activities

Key indicators

i. Number of sub-grantees
implementing new
strategy/plan

ii. Number of organizational
arrangements related to GEl
initiated

iii. Number of monitoring and
evaluation of GElI
implementation progress
initiated

List of concrete actions taken to
balance the position of
male/female within the project

Ensure forthcoming projects are
strong on gender

Responsibil
ity

Sub-
grantees

Sub-
grantees
with IA
assistance

Program
Division
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Focus Area C: Enabling Environment
The political and social forces that determine the priority given to women empowerment and balance
by the government, civil society, and private sector. IA will work closely with national governments,
regional organizations international bodies, civil society organizations and other government
departments to develop coordinated strategies to advance gender equity.

C. Enabling Environment

Initiative Alrica

Support the sociopolitical environment conducive to achieving gender equity and balance

Objectives

C1 Identify barriers
(attitude, economic,
social & physical)
advancing
participation and
voice in decisions
about GEl goals

C2. Increase
participation of
community in policy-
making processes
through public
consultations during
problem identification
and definition, and
assessment of policy
options

Outputs

Increased discussions
with major
stakeholders and
regularly updated

Increased
participation of
stakeholders in
decisions about the
development goal

Cl1.2. IAto
increasingly mention
gender equality and
women’s
empowerment issues
in any national
debates on aid and
development
effectiveness

Key indicators

community provide
inputs into policy
formulation process

Learning and feedback
forums organized
regularly to improve
project/Programme
outcomes

Share best practices of
sub-grantees

Responsibility

Program Division

Sub-grantees; IA
Program Division

Program Division; |A
sub-grantees
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IA’S GENDER ACTION PLAN

Focus on Sida Supported Project: ‘Support to quality education for all’

Project No: 2900229

IA’s Gender Action Plan clarifies roles and responsibilities within IA’s offices, including Senior
Managers and consultants involved in the above referenced project. The Action Plan ensures that
gender equality is integrated in all relevant activities and in all area of the work program.
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PROPOSED GENDER ACTION PLAN (GAP)

Project Components Actions Proposed
Actions Proposed

Part A: Physical
Infrastructure:

e Disaggregate students by gender to understand the participation in

math and science classes;
Development and/or

rehabilitation e Consultations with parents (men and women) on their participation
in the planning process, implementation and monitoring.

Of schools P &p P 8

infrastructure e Specific considerations that affect females (e.g., separate school and

public latrine facilities in different locations and sufficient space
within bathrooms) should be reviewed.

e Female headed households (FHH) will be encouraged to participate
in all aspects of the project implementation;

Part B: Institutional
Development:
e Gender training for all projects sub-grantees

e 50% of the community representatives related to the project will be

Capacity building female.

program e 50% of sub-grantee staff on capacity building program will be female.

e Training materials should be sensitive to the needs of both men and
women.

e Increase awareness of importance of math and science among men

Support to qualit
PP d y and women promoted equally.

education for all
Education Program e At least 30% of all the projects education program participants are
women.

e 50% of workshops, orientation and training participants will be
female.
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e GAP consulting service include: (i) a national gender specialist (12
person-months);

e Project benefits and impacts will be monitored through gender
disaggregated data. Survey respondents will include both men and
women.

pace 81



Initiative Alrica

Project e Records of participation and awareness training will also be gender-
Implementation disaggregated.

Arrangements e Progress reports submitted to IA and the Government will include
gender updates;

e Theindependent M&E specialist will also monitor implementation of
GAP.

Implementation arrangements and estimated costs of GAP will be integrated into the overall
arrangements and total budget of the Project. The sub-grantee will be responsible for implementing
and monitoring GAP.

MONITORING AND EVALUATION

Survey to develop baseline data, which includes gender-disaggregated, will be conducted during the
Project inception and regular monitoring will be undertaken and reported upon during the project
implementation and completion. Gender specialist will also (i) conduct gender assessment on the
additional subprojects in accordance with GAP; and (ii) undertake regular assessments of project
benefit in all project components and sub-components to track gender impacts and identify and
remedy gender gaps as appropriate. In addition, the independent M&E specialist will monitor
implementation of GAP.
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COMPENSATION POLICY
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SALARY

(a) Taking due account of the levels of responsibilities, competence and relevant qualifications

(b)

(d

(e

)

~

and the yearly income of the Organization, appropriate regulations relating to salary scale,
step increments, allowances, benefits or entitlements for its staff members will be proposed
to the Board for decision.

The salary scale, step increments, benefits, allowances and entitlements shall be reviewed
periodically by the Organization, taking into account changes in the cost of living and the
competitiveness of such remuneration in the consultancy market (service industry).

Wages and salaries will be paid once monthly, preferably on or before the 30th/ 31st day of
the month, except in December, which can be at the discretion of the Management. If the day
falls on a Saturday or Sunday, the wages and salaries will be paid on the previous Friday.

Initiative Africa may make cash loans to staff member where an emergency for a staff member
makes it necessary. Nevertheless, advances should be rare and never repetitive.

Initiative Africa withholds all deductions required by applicable law. Deductions from salary
may be made for the following reasons:

e Taxes, levies and other public charges

e Salary advance

e Court order

e Contribution for provident fund.

Inithakive Alnica
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TRANSFER

(a) A staff member may be transferred permanently or for a specific period of time to any other
department or branch if the interest of the Organization so requires. The staff member’s
preference shall take into account whenever possible.

(b) A transfer of a staff member from one position to another within the same grade shall not
result in any material advantage to the staff.

(c) A staff member may object to a permanent transfer or for a transfer for a specific period of
time for good reason and may appeal to the appropriate authority of the Organization. The
decision of the appropriate authority on the issue shall be final and binding.

Inithakive Alnica
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PERFORMANCE EVALUATION

(a)
(b)

(c)

(f)

(g)

There shall be a system of performance evaluation of the Organization’s staff every year.
Those supervisors who are responsible for managing the staff of an organization need to base
their decisions about their subordinate staff on objective assessment of their performance.
The performance appraisal process is done quarterly or at least bi-annually which will finally
be consolidated annually.

Positive results of performance evaluations shall serve as a basis for the consideration of
transfers, training, salary increments, promotions, incentive payments, entitlements or
privileges.

Staff member who got below average grade is not entitled for salary increment and for
training opportunities.

If according to the performance evaluation a staff member’s rating falls below the required
average and there is little chance for improvement, this may lead to termination of
employment in accordance with article 5.6.

Instructions and guidelines of Initiative Africa staff performance evaluation forms are available
in the office.

Inithakive Alnica
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OVERTIME PAYMENTS

(a) Without prejudice to public holidays and weekly rest days a staff member shall devote not
less than forty (40) hours of work per week.

(b) Any work done in excess of the said forty (40) hours, on account of urgency or pressure of
work shall be paid as overtime work in the following manner, provided that such overtime
work is approved in advance by the Executive Director or his immediate supervisor or official
in charge.

o  Week days—from 06:00 am to 08:30 am and 17:30 pm to 22:00 pm the hourly rate of
the staff member’s salary multiplied by 1.25.

e Saturday and Sundays — the hourly rate of the staff member’s salary multiplied by 2.

e Public holidays — the hourly rate of the staff member’s salary multiplied by 2.5.
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(c) For the purpose of determining the hourly rate, the staff member’s monthly salary will be
divided by 170 hours which is the approximate number of working hours per month of a staff
member.

(d) Overtime payment of a staff member shall be added to the monthly gross salary which shall
be settled at the end of the month.
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ALLOWANCES

Local per diem

Local per diem allowance shall be paid in connection with duty travel for an overnight stay outside the
staff member’s duty station. When an overnight stay is not involved and more than 6 hours is spent
outside his duty station, the per diem allowance shall be 50% of the applicable full rate. The full per
diem rates for an overnight stay shall be fixed to be as practiced in the service industry.

Per-diem for overseas travel will be determined separately.

Housing Allowance

A staff member may be provided by the Organization with a housing allowance upon transfer to
outlaying branches (outside the place of recruitment). The rate of the housing allowance will be
determined on a case-by-case basis and be based on prevalent practice in the service industry.

Disturbance Allowance
e Adisturbance allowance may be provided by the Organization to the employee at the time of
transfer from one city to another city based on prevalent practice in the service industry.
e Transfer from one department to another or form one branch to another located in the same
city will not qualify for a disturbance allowance.

Transportation Allowance

o Anemployee may be provided with a monthly transportation allowance as determined by the
Organization.

e During transfer, the Organization shall pay transportation expenses for the employee, his/her
spouse, children and recognized dependents traveling with him/her. Reasonable expenses for
the packing and transportation of belongings of the above shall also be covered by the
Organization.

e In places where air transport is available, the staff member concerned with travel by air and
his family with his belongings will travel by surface transport.

e The organization will reimburse the employee for travel expenses as decided by the president
of the organization or his authorized representative on a case-by-case basis and be based on
the prevalent practice in the service industry.

Non-Accident Bonus

The Organization may pay each year accident free bonus to an Employee driver, whose driving has
been adjudged proficient and without accident or dent to the car throughout the year, beginning from
1st January to 31st December of each year, Neatness, cleanliness, and character of the driver should
form part of the requirements to be considered. Such a bonus is subject to a maximum of one month’s
salary. The bonus is forfeited for any misconduct resulting from severe reprimand in connection with
the duties of the driver during a period of twelve months.

Death

Where an Employee dies while in the service of the Organization, shall pay his full entitlements to the
deceased legally nominated representative in accordance with the appropriate laws of the Federal
Democratic Republic of Ethiopia. If the staff member dies on assignment away from his home,
Initiative Africa will arrange and pay for transporting of the staff members’ personal effects.

Inithakive Alnica
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BENEFITS POLICY
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ANNUAL LEAVE

(a) A staff member shall be entitled to sixteen (16) working days of leave for the first year of
service in the Organization. The staff member shall earn one working day for every additional
year of service thereafter, up to a maximum of fourteen (14) days, such that the total annual
leave shall not exceed thirty (30) working days.

(b) Staff members are expected to take their annual leave every year as per the leave schedule
prepared in advance, and as approved by the immediate supervisor or official in charge. They
may however be allowed to accumulate leave entitlements of two years’ maximum.

(c) Under special authorization by the Executive Director of the Organization or his immediate
supervisor or official in charge, staff members may be allowed to convert leave days into cash
payments on the basis of the regular monthly rate if the interests of the Organization so
require.

MOURNING LEAVE

(a) In the event of death of parents, spouse, children, brothers, or sisters, a staff member
shall be granted three (3) days of mourning leave with pay.

(b) In the event of death of grandparents, stepfather, stepmother, father-in-law, mother-in-
law, uncle, or aunt, a staff member shall be granted two (2) days of mourning leave with
pay.

(c) When a member of the staff member’s household dies, he/she shall be granted one day
of mourning leave with pay.

WEDDING LEAVE
A staff member shall be entitled to three (3) working days of leave with pay as his/her wedding
leave.

MATERNITY LEAVE

Female Employees, whose appointment has been confirmed, shall be entitled to thirty (30) calendar
days of leave before the expected date of confinement as certified by the Organization’s Medical
Officer and sixty (60) calendar days of maternity leave after delivery of the child.

Whilst on maternity leave, female Employees will be paid their normal basic rates of pay. Payment
due for the first thirty days of maternity leave will be made at the beginning of the maternity leave
period; payment due for the other sixty (60) days may be draw for 50% immediately following the
birth of the child, and the remaining 50% upon resuming the duties at the end of the maternity leave.

Inithakive Alnica

PAGE 90

*d Myauag



Inithakive Alnica

SICK LEAVE
(a) Staff members shall be entitled to sick leave upon presenting a valid medical certificate from
the Medical Officer appointed by the Organization or from any other qualified medical
doctor to the satisfaction of the Organization. Sick leave entitlement, however, shall not
exceed a total of six calendar months in any one year.
(b) Sick leave shall be granted in the following manner:
o The first four weeks with full pay;
e The next four weeks with 50% pay;
e Thereafter, his position will be reviewed by the Organization
(c) Sick leave shall neither be accumulated nor approved retroactively for the period prior to
the doctor’s visit.
(d) such staff shall be discharged without any prejudice to his/her entitlement under the law
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and these Regulations.

LEAVE WITHOUT PAY
Leave without pay not exceeding one (1) month may be granted for urgent and justifiable reasons by
the immediate supervisor or official in charge.

PUBLIC HOLIDAYS
Public holidays are those published in the official Gazette of the Federal Democratic Republic of
Ethiopia. Such public holidays are granted to the Employees of the Organization with full basic pay.

SOCIAL HEALTH INSURANCE SCHEME

According to the Ethiopian Proclamation No.690/2010 to provide Social Health Insurance,
employees and pensioners shall be members of the social health insurance scheme. IA shall get
registered all its employees for the social health insurance scheme. The social health insurance
scheme shall have the following sources of finance:

(a) Members’ contributions;
(b) Employers’ contributions;
(c) Investmentincome; and

(d) other related sources

e Beneficiaries of the social health insurance scheme shall be staff members and their families.

e Any member shall have the obligation to provide accurate information about his family
composition and use the service properly.

e Members and employers shall contribute to the social health insurance. The Government shall
also make additional contributions for pensioners.

e An employee and employer shall make equal percentage contributions based on the salary of
the employee.
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IA shall withhold the contributions of employees from their monthly salaries and timely
transfer the same with its own matching contributions.

IA shall furnish the particulars regarding each employee’s salary and other related information
as may be required.

EDUCATION AND TRAINING SUPPORT
(a) On-the-job training may be provided to the staff member as needed and specific training

programs may be organized by the Organization from time to time for the benefit of its staff

members.

(b) The Organization may provide financial support for tuition and registration fees to staff
members who, in their own free time, attend evening classes up to grade twelve.

(c) The Organization may also provide financial support for tuition and registration fees to staff
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members who undertake Organization related studies at local colleges or universities through

evening classes, or by correspondence. However, the staff member must;

Be a reqular full-time staff member.

Have completed at least 12 months of full-time service with IA at the time of registration.
Have an acceptable performance rating at the time of the staff member's last review and not
be in the warning process.

Have a good attendance record.

Have completed and obtained the necessary approvals on the Application for Educational
Assistance and submitted it to the Personnel Department at least 10 days before the course
begins.

Individual courses or a degree program must be relevant to the employee's job to qualify for
reimbursement.

Courses must be taken at accredited educational institutions.

The staff member cannot allow course work to interfere in any way with the performance of
regularly assigned job duties. All class work and study shall be done outside the staff
member's normal work hours.

(d) The Organization shall not refund staff members who have repeated grades or failed courses

and penalties for late registration.

(e) Costs incurred by the staff for textbooks, stationery, teaching materials and other costs shall

not be refunded by the Organization.

(f) For IA courses and programs staff member eligibility must;

1.

Be a regular full-time staff member for at least 90 days. Under exceptional circumstances,
consideration may be given to requests to attend IA meetings prior to the completion of 90
days of employment.

Have a good attendance record.

Be recommended for attendance by the manager as developmental action if the staff
member is in the warning process or has an unacceptable performance rating.

Courses must be related to the staff member's present job.
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5. Courses should be taken at the location where programs are normally conducted that is
closest to where the staff member works.

6. Attendance should not interfere with the staff member's proper job performance and the
meeting of scheduled completion dates for assignments.

7. Since outside registrations take precedence over complimentary registrations, a staff
member's name may be withdrawn from the rosters of full programs or from programs
where two or more |A staff members will be present. The appropriate division will notify the
staff member of intent to cancel no later than one week before a session begins.

STAFF PARTICIPATION IN ACTIVITIES OF EXTERNAL ORGANIZATIONS

IA believes strongly in encouraging the professional development of its employees both for their
own benefit and the benefit of the organization through membership in business and
professional societies and participation in various professional activities external to IA. Examples
of such activities include speeches before interested and appropriate external organizations and
the writing of articles for external publications.

PROVIDENT FUND

(a) IA shall contribute (6) percent of the staff salary to the provident scheme of the
government. The percent of provident fund for salary is subject to change according to
the rue of the Ethiopian government.

(b) IA shall contribute ten (8) percent of the gross monthly salary of the members of the
provident fund and the staff five (6) percent of their respective gross monthly salary.
Both contributions shall be deposited in the Provident Fund Account, which shall earn
interest at the rate applicable for saving deposits.

(c) The Provident Fund shall be administered in accordance with separate regulations,
which IA shall prescribe.

Inithakive Alnica
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COMMUNICATION POLICY
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The Communication Handbook (CH) is an agreement between the Project Partners on common project
work procedures and internal communication. General rules for the project cooperation are outlined
in the document. The CH shall be discussed by the Project Partners and approved by the Board of
Directors.

The whole project is based on cooperation and partnership. Only, if all the Project Partners work
together the project goals can be achieved and will lead to a better cooperation within the Danube
area. Therefore, it is necessary that all Project Partners are aware of the responsibilities and duties
they have in the course of the project. Each member of the Project Team shall be aware of the content
of the Communication Handbook and give all necessary support to the Project Manager, to the Work
Package Leaders and to the Activity Leaders for their work.

This document deals only with internal project issues, all other issues concerning external
communication and dissemination will be included in the Dissemination Plan.

ORGANISATIONAL STRUCTURE

The Board of Directors is the strategical supervising body of the project supported by experts of the
Advisory Council. The Executive director is the person who m The Project Manager is the operative
coordinator and manager of the project, who reports regularly to The Executive director and
occasionally to the BoD. He is also the contact point for the IA Program bodies. The Project Team
consists of all persons who execute the project on operative level.

IA PROJECT STRUCTURE
The organization of the project is structured according to the Lead Partner Principle, which is clearly
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defined by the IA Program. The Lead Partner (LP) co-ordinates the whole project internally and
represents it to the Program bodies and to the other stakeholders. The LP shall transfer all information
to the Project Partners (PP). The PPs should not communicate in relevant issues about the project
without approval of the LP. The LP should know about all relevant project issues and should serve as
a main contact point for the 1A Program bodies, external stakeholders and for the PPs as well.

The Board of Directors is the supervising body of the project on strategical level supporting the work
of the consortium. The BoD consists of the directors of the waterway administrations and acts as the
steering committee of the project, dealing with strategic issues like objectives of waterway
administrations, communication strategies and the exchange of trainees and experts. The activities of
the BoD are supported by the Advisory Council, consisting mainly of observers like representatives of
river commissions (Danube Commission, Sava Commission), the International Commission for the
Protection of the Danube River (ICPDR), the GIS Forum Danube as well as other relevant organizations.
Their expert knowledge will support the execution of the tasks and will help to disseminate the project
results on national and international level.
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DIVISION OF EXTERNAL AND INTERNAL COMMUNICATION

In order to improve the work, the project was structured into Work Packages (WP) and Sub Work
Packages, so called Activities (Act.) and responsible WP Leaders (WPLs) and Activity Leaders (ALs) were
selected by the LP to support the Project Management. The so called Project Core Team consists of
the Project Manager and the Work Package Leaders. Project Core Team is an operative project
management body that discusses project issues and prepares material. It is chaired by the Project
Manager.

STRUCTURE OF THE PROJECT CORE TEAM

The Project Manager delegates tasks to the Work Package Leaders (WPLs) to decentralize work to
Work Package level. Therefore, all PPs should try to solve problems, discuss issues with Activity
Leaders - AL (if exist) or Work Package Leaders first. If the issue cannot be solved on Work Package
level, the Project Partner can contact the Project Manager.

All Project Partners shall have a project staff, which is coordinated by the Coordinator of the Project
Partner. The PP’s Coordinator is the contact person for the Project Management and for other PPs as
well. The Coordinator is responsible for coordinating organizational issues and supporting his/her
Project Team consisting of experts to fulfill project duties. The Coordinator should have an overview
of all the activities where his/her organization is involved. The Coordinator or expert of the Project
Team should inform the Project Manager or WPLs in advance when he/she can foresee any obstacles
that can influence project work.
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PROCEDURE

PROGRESS AND FINANCIAL REPORTING

PROGRESS REPORTING

The reporting deadlines of the IA Program are fixed events taking place number of times in a year
according to the contract timeline. Each Project Partner has to foresee appropriate time — depending
on its national procedures — to deliver necessary information to the Work Package Leader or Lead
Partner. Templates for the reporting is found in the IA Cloud which have to be used for reporting.
These templates will be collected from the donor at the signing of any project contract and IA’s
reporting manuals for partners in that project will be modified according to the templet of the donor
for better compliance. When the provided input has to be corrected, the whole template has to be
resubmitted. In general, two weeks before the reporting deadline of the IA Program the input from
the Project Partners has to be finalized. Hence, it’s recommended to submit the input Four weeks
before deadline so that there is enough time to make corrections. The internal reporting procedures
and deadlines will be evaluated after each reporting deadline. Each member is asked to contribute to
the optimization of the process.

FINANCIAL REPORTING
(Reference to the IA Implementation Manual Financial Section/ Policy)
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WORKFLOW, DECISION MAKING PROCESS FOR DELIVERABLES

The Lead Partner is responsible for the implementation of the overall project. Consequently, he is also
responsible for costs handed in by the Project Partners (refer to Partnership Agreement). Even if there
are costs which have been certified by the First Level Control, the Lead Partner has the power not to
accept costs if he is in doubt of their relevance for the project. Therefore, all Project Partners are asked
to stick to the project application handed in and discuss planned purchases within the Work Package
and also with the Lead Partner.

Activity Leader co-ordinates the technical work with the involved partners. Furthermore, the Activity
leader is responsible for planning the work in accordance with the time schedule as defined in the
project application and in the “Description of Work”. A draft of the deliverable has to be sent to the
Work Plan Leader for review and feedback. This sends the document to the Lead Partner and to the
Quality Manager for review and feedback. The LP and the QM shall check the general quality and
compatibility with the. The

If the deliverable has been approved, it can be published on the project website or the intranet site of
the project (depending on sort of document).
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MEETINGS

GENERAL
Generally, general meetings shall take place on Tuesday. Meetings shall not start earlier than 09:00AM

and last longer than 01:00PM. Monday is reserved for finalization of task given for that week before
the meeting. Staff absence on this meeting is taken seriously, therefor staff member must inform the
office manager or meeting leader in advance and send in task reports for the week ahead.

Partnership meetings (for the first 2 meetings) shall take place on predefined day acknowledged by all
on start of the project or partnership. Meetings shall not start earlier than 09:00AM and last longer
than 05:00PM. The host of the meeting shall organize beverages during the meeting. Lunch breaks
shall be foreseen within the agenda but the lunch itself is not an obligation to be paid by the host. For
meetings lasting several days a common dinner shall be offered to the participants, which doesn’t
have to be paid by the host.

The meeting schedule of the project is in general defined within the project application. At the end of
each meeting the dates for the next two meetings of such kind have to be defined. The dates agreed
have to be indicated in the Meeting Minutes. For a meeting which is not foreseen within the project
application, the date for the meeting shall be announced at least 2 weeks prior to the event. In general,
the meetings are coordinated by the WP Leaders (project Manager) in order to minimize time for
travelling for the overall Project Team. WPL shall define a proper meeting schedule at WP meetings.
The involved participants shall be informed as soon as possible.

MEETING EQUIPMENT
For each meeting the host shall make available the necessary equipment according to the type of
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meeting scheduled for the day. This include; office equipment and projection equipment.

MEETING MINUTES
For each meeting (General or partner/Work plan), Meeting Minutes have to be provided. For these
Minutes the appropriate template has to be used, which contains the following information:

e Date of the meeting

e Duration of meeting

e Location of the meeting

e Reason for the meeting

e Participants

o Keeper of the minutes

e Agenda of the meeting

e Results, outcomes, conclusions, etc. (depending on kind of meeting)
o Next meeting

e Tasks set for the participants (if any)

e Action points out of the meeting (incl. responsible person and deadline)
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In general, the host is responsible for the moderation of the meeting and the preparation of the
Meeting Minutes. A draft version of the Meeting Minutes has to be provided for the participants
within two days after the meeting. They shall have the opportunity to make comments or request
changes within the Meeting Minutes. After all participants have agreed, the Meeting Minutes shall be
declared as final. The final version of the Minutes has to be forwarded for information to relevant
persons within the WP. In all cases the responsible WP Leader and the Lead Partner have to be
informed.

LANGUAGE OF MEETINGS AND MINUTES

All project meetings are in English language. Meetings on national level are not affected by this
agreement. If there is a need for interpreters, the project member has to organize and pay the service
on his own. Meeting Minutes always have to be provided in English language independent of the
meeting language.

INTERNAL COMMUNICATION

PROJECT INTRANET

In order to enhance the project workflow and communication a common virtual workplace, a web-
accessed intranet media has been established, where the following tools support the project
implementation:

e Project calendar

e File manager (download area)
e Address book

e News

o Tasks

Link of Slack is: initiativeafrica.slack.com

Furthermore, a public website (http://www.initiativeafrica.net) will be established with general
information and news about the project. The details are included in the Dissemination Plan.

TEMPLATES FOR DOCUMENTS
The use of project templates is obligatory during the project. For the following documents templates

are available on the intranet under “file manager”:

e Meetings: Meeting Minutes (.dot)

e Reporting (Donner’s and IA’s): Narrative Report (.dot), Financial Report (.xls)
e Presentation (.pot)

e Request for Payment (.dot)

e Cover Page (.dot, .pdf)

e Official Letter/ |A Letter Head (.dot)

Inithakive Alnica
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DOCUMENT NAMES AND IDENTIFICATION OF DELIVERABLES
The documents should be named precisely in order to have a common understanding what is behind
the title. Suggestion for document name:

IA_{Number of activity} {Document name} {version}.doc
e.g.:IA_2-1_Communication_Manual_v2.doc

Meeting documents should start with document type (agenda, minutes...), meeting (Status, WP,
WPL, BoD...) and include the date (Month.DD, YYYY), and venue (city, where the meeting is hosted).

{Document type} {Meeting} {Date} {Venue}.doc e.g.: Agenda_General-Meeting_January 01,
2018 _Addis Ababa.doc

FILE FORMAT
The partners agree to use Microsoft Office 2003-2016 (.doc or .docx) and Adobe PDF standard file
formats for project administration. Special exceptions can be made if it is agreed by all stakeholders.

DISTRIBUTION OF MEETING MINUTES
Distribution

on meeting related
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documents

Partner
Project
Manag
Project
Officers
Coordin
ator
Executi
ve
Director
Board
of
Director
Advisor
Council

er

Agenda minute of

x
>
x
x

General Meeting

Agenda minute of
WP Meeting
Agenda minute of
BoD Meeting
Agenda, Notes of
LP Meetings

The progress reports that will be forwarded to the IA Program will be distributed to all project
members.

x
x
>
x

X X X

X (if only) X X X

REPLYING

IA telephone answering must be formal and always start with “Initiative Africa, {name of Person}
speaking” and always must pass on information to the person in need by note as soon as possible. IA
email or online replies must always contain formal beginning “dear {name},” and end with a signature,
which will be provided for any of the IA staff for online communication purposes.

IA staff and the project members agree are required to replay to emails or telephone calls pertaining
to IA — if feedback, comments or any other type of inputs are requested — within 3 working days. If a
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defined deadline can’t be achieved, information has to be sent to the appropriate team member. It
has to be pointed out until when the requested input will be available.

In Cases of absence from office, the staff must have an automatic email replay set up to redirect the
contact to other staff or to their personal phone for emergency purposes, and include the days where
the staff will be back to work to replay to this email.

EMAILING

Due to the fact, that the number of emails sent during the project will be enormous, the partners
should keep to some basic rules when sending electronic mails to each other. Also must include
email signature at the end of any of IA related email. The subject of the email should indicate
references to the relevant part of the project as described below:

IA {Number of activity} : {Subject of email}

e.g. Subject of email: IA Act.2.1: Input on Communication Manual

LANGUAGE
The official language for deliverables, communication including meetings (see point 4.3) shall be
English. All Project Partners should provide a certain level of quality. (See chapter 5)

HIERARCHY OF PROJECT DOCUMENTS
As there are many documents used for the implementation of the project, a clear hierarchy has to
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be defined between them. The following order should be applied:

1. Application form, Subsidy Contract, Partnership Agreement, IA Implementation Handbook,
IA Program Manual

2. Description of Work

3. Communication manual, Dissemination Plan, WP Implementation plan

Order for work content & finances Order for cooperation rules

1 | Application form Subsidy Contract, IA Implementation manual, IA
Program Manual

Description of Work Partnership Agreement

Communication manual, Dissemination Plan

pace 101



Inithakive Alnica

PROJECT QUALITY MANAGEMENT SYSTEM

GENERAL
The Project Partners and the financial supporters have decided to develop and execute the project in
order to achieve results. In the project development phase, the project factors were defined:

After basic definition of the project a detailed requirement specification shall be elaborated, which is
the basis of the project work. The main financial support will be accompanied by a Subsidy Contract,
which will define the tasks and conditions of support. The requirements are basically laid down in the
Description of Work. During the project monitoring and quality management the quality of the work
shall be ensured. The establishers of the project will be satisfied if the project delivered the defined
outputs in a good quality and the project reached its goals. The project results and goals achieved can
be found in the Final report.

The project shall be administrated precisely, which is a basic condition of the quality management.
The Project Team should be committed to produce high quality results.

The Project Partners should provide proper human resources for the project. High quality tasks can be
executed only by highly educated, English-speaking staff. Project Team members should master both
oral and written English on a high level. The selection and training of proper persons is the
responsibility of the Project Partner. The project should provide adequate circumstances for the
Project Team members (e.g. travelling, office...etc.)

QUALITY MANAGEMENT SYSTEM

CHECKING THE QUALITY OF WORKFLOW AND DELIVERABLES
The workflow should be well administrated and the deliverables should be of high quality. All drafts
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and final documents should be sent to the Quality Manager in copy, which provides a continuous
check of quality. If the quality does not reach a certain level, the QM sends the document back for
revision. The Request of quality revision will contain which part does not conform and will set a
deadline for correction.

The work of the QM is supported by the WPLs and ALs, who are responsible for the technical content
of the deliverables. The WPLs and ALs are reporting to the QM about the content quality of their WP.
The QM reports to the PM on the status of quality level regularly.

PURCHASE, SUBCONTRACTING

In order to produce high quality results, the purchase and sub-contracting procedures should be
executed carefully. The partners should be able to choose from several offers and select the best
quality goods or services for the price. All contracts should be well-prepared and the special project
aspects should be taken into account (e.g. ERDF and IPA financial rules).

The Project Partner should guarantee that its subcontractors are also committed to ensure high
quality.
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MONITORING SYSTEM
The Project Team is monitored by the Board of Directors and discusses issues with the Advisory
Council. The Board of Directors meetings are organized three times a year.

INTERNAL AND EXTERNAL QUALITY FEEDBACK

Feedbacks — internal and external — will be collected about the project continuously. For this reason,
a feedback-section (questionnaire) will be made available on the website. The internal feedbacks are
provided by the Project Partners (anonymous feedback is an option too) to revise the project
management system if needed. The external feedback will be collected from the stakeholders and
from the visitors of the webpage. At every status meeting the feedbacks are evaluated and the
management or dissemination system can be revised if needed.
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ANNEX A - CONTACT INFORMATION

Program contact person:

Yehualashet G/Michael or

+251 911 72 8159

yehualashet.g@initiaitveafrica.net info@initiaitveafrica.net

Beruk Worku

+251911 12 6661 More contact information:
beruk.w@initiaitveafrica.net http://www.initiaitveafrica.net/about us
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CLOUD MANAGEMENT POLICY
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IA’s cloud system is for fast, secure and easy way to share and store the works it does. This cloud
system will house from the core elements (Manuals, Policies and codes) the organization is operating
with and also the project documents and reports to share to the partners.

ACCESS POINT
To access IA’s cloud system:

(a) Follow this google drive ID — initiativeafricabackup@gmail.com

(b) Use password provided by office manager.

(c) Adding or Removing any files from the system will be by approval of Executive Director and
Communication officer.

Inithakive Alnica
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BACKUP PROCEDURE
Cloud provider have an Application/ Software to be installed for direct and scheduled backing up
directly from the PC.

e Retrieve the Software from Communication officer or the Offline Backup located at
Headquarter office.

e |Install the software and create a definite folder dedicated to the backup files as directed on
the setup windows

e Once Finished, share files on backup by simply placing it in the folder you have created.

e For classification of the file as private and Public, please open backup cloud system and move
them into the private folder.

SHARING OF FILES FROM THE CLOUD

It is recommended to download these files and share them to person meant to via the medias
applicable. If not, sharing this files only and not allowing access to the entire cloud but changing of the
security setting on the sending option is recommended.

For more information, please refer to the IT specialist for guidance in case of software change or
update in the cloud system provider.

SECURITY
IA Cloud backup file sharing is protected under IA’s privacy policy. Any sharing of files from backup
must be approved by the Executive director or senior Project manager.

Files tagged sensitive or private in the cloud are prohibited from sharing, and if its deemed absolutely
necessary and have approval from Executive director, its only allowed to share parts of those files but
not all.

Sharing of the Password and Link to access the IA cloud system is prohibited unless its approved by
the Managing staff. In cases of unauthorized pass of this information is caused, it is ground for
immediate suspension pending assessment of employment status in the organization of the person
responsible by the BoD.
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In case of breach of security, the organizations IT specialist must check for any loss or change of any
data in the system and change password and username. This changes must be reported to the staff
which have access previously.
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PROCUREMENT POLICY
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The purpose of IA procurement guideline is to define the procurement policies and rules to be
applied by Co- operation partners or by IA in IA financed operations. A prerequisite for applying
IA procurement guideline as regulatory framework is however the existence of an agreement
between IA and the co-operation partner.

Preamble
The procurement manual helps for efficient use of funds and sound procurement in
projects/programs that is essential to a well-functioning of IA as an organization. Therefore,
procurements must be carried out in a manner that is not only economic and efficient but also
fair, transparent and non-discriminatory.

The Purpose
These IA Procurement Guidelines set out the procurement policies and rules to be followed in
IA-financed operations, when so agreed in the Agreement, for contracts covering goods, works
and consultant services between IA and the Co-operation Partner.

IA adopts a variety of financing and co-operation instruments in its development co-operation
assistance. Those instruments should, whenever appropriate, address the procurement issue as
well as define the relevant procurement policy framework and the specific provisions to be
applied for the procurement of contracts subject to IA-financing.

Unless IA has otherwise agreed, procurement shall not be initiated before there is an effective
Agreement concluded between IA and the Co-operation Partner.

Definitions and Terminology

For the purpose of clarity and simplicity these IA procurement guidelines apply the following
definitions:

(a) The term Co-operation Partner is used throughout the IA procurement guideline as a
common expression for the party, which enters into the Agreement with IA and is
thereby responsible under the Agreement for the correct application of these IA
procurement guideline.

(b) 1A's Representative is the common expression for a staff member of IA's organization
who is granted the authority to issue a “no objection” in respect of the various steps and
components in the procurement and contract administration process.

(c) With Firms means all suppliers of goods, works and services.

(d) Agreement is used throughout the IA procurement guideline as a common expression
for the various financing and co-operation agreements and instruments applied by IA in
its development co-operation work.

(e) The terms “No objection”, whenever used in the IA procurement guideline, constitutes
IA's written communication to the Co-operation Partner that IA's review of tendering

(f) procedures and contract management concludes that agreed procedures have been
followed as required by IA procurement guideline and the Agreement.

(g) ” Procurement”: the purchase, leasing, rental or hire-purchase of goods, works or
services.
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(h) With “Contract document means the basic documentation for either “Tender Dossier”
(services) or “Tender Documents” (goods and works).
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Applicability of the IA Procurement Guideline
Subject to an effective Agreement established with the Co-operation Partner, these IA
procurement guideline, unless otherwise agreed, shall be applied in the following circumstances:

(a) The Co-operation Partner undertakes the procurement and is the party to the contract;

(b) The Co-operation Partner is the party to the Agreement, but another entity under a sub-
agreement with the Co-operation Partner undertakes the procurement and concludes
the contract;

(c) The Agreement specifies that IA may undertake procurement and conclude contracts
subject to financing under the Agreement for the purpose of efficiently serving or
monitoring the project.

When |IA applies the procurement guideline
With reference to Clause 1.4 Applicability Para c), IA shall apply these IA procurement guideline,
when so agreed in the Agreement, on the same condition as the Co-operation Partner but with
the following exceptions:

e The word Co-operation Partner shall be replaced by IA where applicable

e C(Clause 2.2 second paragraph on eligibility will not apply

e Clause 2.7 Procurement Secrecy and 5.13 on Confidentiality will not apply since the
Swedish  Secrecy Act will apply;

e C(Clause 3.14, second paragraph on Pre-Tender meeting will not apply;

e Clause 3.16.1 and 3.16.2 on Tender Opening: (b) will apply and (a) will not apply.

e Clause 3.14 fourth paragraph on Submission of tenders in separate envelopes is optional
for 1A

e Clause 3.19 regarding Appeal will not apply
e Section 6 regarding Review of procurement decisions will not apply

*d JUaWaINJ0.d
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PRINCIPLES AND CONSIDERATION

Basic Principles
Open and fair competition is the foundation for good procurement practice. In addition to
economy, efficiency and to ensure that procurement decisions are based on commercial
grounds only, IA requires transparency and accountability in conjunction with the use of its
financing of projects and programmers. This will affect the choice of procurement method and
the documents and procedures that are used and IA, therefore, requires its Co-operation
Partners and own organization, in all appropriate cases, to undertake the procurement of goods,
works and services through competitive tendering procedures in accordance with the rules
outlined in these IA procurement guideline.

Eligibility

Procurement of goods, works and services for contracts financed by IA shall be open to all
suppliers. Where another rule on eligibility restricting participation is considered for a certain
project or contract, the applicable rule should be clearly addressed in the Agreement. The
relevant eligibility rule to be applied should also be stated in the invitation to tender or to
prequalify (Letter of invitation or/ and publication notice) irrespective of the procurement
method used. IA shall not finance a contract or make payment to suppliers that are prohibited
from participation by any act taken by the Ethiopian government.

Co-operation Partner Responsibilities
Co-operation Partners are responsible for implementing IA financed projects and contracts,
including all aspects of the procurement process from the stage of planning through to the
award of contracts, as well as the administration of the contracts themselves.

The rights and obligations of the Co-operation Partner tenderers for goods, works and services
to be furnished will be governed by the tender documents issued by the Co-operation Partner
and not by these IA procurement guidelines.

IA Responsibilities
IA conducts reviews, in accordance with Section 6 IA's Review of Procurement Decisions, to
ensure that the tendering process has been carried out in accordance with agreed procedures,
as required in the Agreement. IA is responsible for procurement contracts concluded by itself.

If at any time in the procurement process (even after the award of contract) IA concludes that

the agreed tendering or contract administration procedures were not substantially followed in
any material respect, IA may declare that the contract is no longer eligible for financing. 1A will
also declare a contract ineligible for financing if it determines that its “no objection” was based
on incomplete, inaccurate or misleading information furnished by the Co-operation Partner.

Ethics in Procurement
It is a requirement of IA that the Co-operation Partners, as well as tenderers, suppliers,
contractors, and consultants under IA-financed contracts observe the highest standards of ethics
during the procurement and execution of such contracts. In pursuance of this policy, IA requires
that all parties concerned take measures to ensure that contracts and purchase orders relating
to IA financing are not used as devices for the transfer of gifts, payments or other benefits to
public officials and/or procurement management/staff members with decision making
responsibility or influence.

*d JUaWaINJ0.d
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For the purpose of this provision, the terms set forth below shall have the following meaning:

” corrupt practice” means the offering, giving, receiving or soliciting of anything of value to
influence the action of a public official, or the threatening of injury to person, property or
reputation in connection with the procurement process or in contract execution in order to
obtain or retain business or other improper advantage in the conduct of business; and

” fraudulent practice” means a misrepresentation of facts in order to influence a procurement
process or the execution of a contract to the detriment of the Co-operation Partner and includes
collusive practices among tenderers (prior to or after submission of tenders) designed to
establish prices at artificial, non-competitive levels and to deprive the Co- Operation Partner of
the benefits of free and open competition.

IA reserves the right where a Co-operation Partner, firm or individual has been found by a
judicial process, or an official enquiry under- taken by any of the IFI (International Financial
Institutes) or bilateral donors, or by an independent review of IA, to have engaged in corrupt or
fraudulent practices to cancel all IA financing for such Co-operation Partner, firm or individual. In
a contract financed by IA, a provision shall be included requiring firms or individuals to permit IA
to inspect their accounts and records relating to the performance of the contract and to have
them audited by auditors appointed by IA.

Conflict of Interest
No affiliate of the Co-operation Partner shall be eligible to tender or participate in a tender in
any capacity whatsoever unless it can be demonstrated that there is not a significant degree of
common ownership, influence or control between the Co-operation Partner and the affiliate.

Where a firm, its affiliates or parent company, in addition to consulting, also has the capability to
manufacture or supply goods or to construct works, that firm, its affiliates or parent company
normally cannot be a supplier of goods or works on a project for which it provides consulting
services and vice versa, unless it can be demonstrated that there is not a significant degree of
common ownership, influence or control. The only exceptions would be turn-key, single
responsibility, public works concessions or similar undertakings where design, supply and
construction activities are an integral part of the contract or where certain critical items of
equipment are an essential part of the process design.

A tenderer may submit or participate in any capacity whatsoever in only one tender for each
contract. Submission or participation by a tenderer in more than one tender for a contract
(other than alternatives, which have been expressly permitted or requested by the Co-operation
Partner) will result in the disqualification of all tenders for that contract in which the party is
involved. However, this does not limit the inclusion of the same subcontractor in more than one
tender.
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Consultants shall provide professional, objective and impartial advice and at all times hold the
Co-operation Partner’s interests paramount, without any consideration for future works, and
strictly avoid conflicts with other assignments or their own corporate interests. Consultants or
any of their affiliates shall not be engaged for any assignment which, by its nature, may be in
conflict with another assignment of the consultant. IA may accept the participation of a
consultant in a tender that has been engaged in the preparation of a project if it can be
demonstrated that no unfair advantage is given to the consultant and that the tendering process
offers equal opportunities to all tenderers.

Procurement Secrecy
The procurement process, generally, is confidential from the time of receipt and opening of
tenders to the notification of the award. The handling of the issue of confidentiality may differ
depending on whether it is the Co-operation Partner who undertakes the procurement or IA

itself. The invitation to tender or the instructions to tenderers shall state the applicable rule for
the specific tender.

Green Procurement — Environmental Considerations
The Co-operation Partner shall give preference to environmentally sound products and/or
services and shall follow the requirements state in IA's Policy for Green Procurement for Co-
operating partners and where appropriate, special requirements stipulated in the Agreement.
Environmental demands shall be clearly stipulated in the tender documents.

*d JUaWaINJ0.d
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PROCUREMENT METHODS AND COMMON RULES
(Applicable to all Contracts)

Procurement Planning
Sound and efficient planning of procurement is crucial for the successful outcome of a project.
The Co-operation Partner must determine what goods, works and services, including such
independent services that may not be procured under Section 5, are required to carry out the
project, when they must be delivered, what standards and other considerations are needed, and
which procurement and contracting procedure is most suitable for each contract. IA's requirement
of a procurement plan shall be specified in the Agreement.

Procurement Methods
The following procurement methods, under the rules and conditions described below, shall be
used in the procurement of contracts for goods, works and services, including consultant services
that are financed by IA.

Open Tendering
Open Tendering procedures are those procedures under which all interested firms are given
adequate notification of contract requirements and all eligible tenderers are given an equal
opportunity to submit a tender. The Co-operation Partner must give sufficient public notification
of tendering opportunities for potential tenderers to determine their interest and to prepare their
tenders. Open Tendering may be conducted with or without prequalification proceedings.

Open Tendering is the principal method for procurement when the individual contract value in
Ethiopian Birr (br.) exceeds:

Birr
Goods 300,000
Consultant Services 300,000
Works 300,000

Co-operation Partners are also encouraged to apply Open Tendering below the above thresholds,
but may use other methods where the conditions specified further in this section are met.

Open Tendering with Prequalification
Co-operation Partners may require potential tenderers to prequalify when that is justified by the
nature of the contracts and all tenderers that meet the prequalification criteria should be invited
to submit tenders.

The notification for prequalification and the evaluation procedure shall be consistent with those
for Open Tendering in these rules. In the procurement of consultant contracts, the

prequalification proceedings correspond to the request for “Expressions of Interest” and the
short- listing of qualified firms. The prequalification criteria, which shall be specified in the
prequalification documents or in the invitation to prequalify, shall be based entirely upon the
capability and resources of the prospective tenderers to perform the particular contract
satisfactorily and they shall be in the form of pass/fail criteria as regards contracts for goods and
works.
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Prequalification or shortlisting for consultancy services will use another methodology as further
described in 5.9.
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Negotiated Procedure
If no tenders or no appropriate tenders are submitted subject to a notification under open
tender procedure, the Client may initiate a Negotiated Procedure without further publication of
a Procurement Notice provided the contract terms originally laid down in the contract
documents have not been substantially altered. Such procedure shall, with the exemption of
notification, be carried out in accordance with the procedure stated for Open Tendering, and
subject to “No- objection” from IA.

Selective Tendering
Selective Tendering procedures are similar to those for Open Tendering, except that qualified
firms are preselected for each tender and invited in writing by a direct invitation. In order to
ensure sufficient competition, the number of invited tenderers, normally, should not be less
than three (3) firms. A tender from a firm, which is not pre-selected, shall be treated in the same
way as a tender from an invited firm.

Selective Tendering may be used for awarding contracts when the value of the contract is less
than:

Birr
Goods 300,000
Consultant Services 300,000
Works 300,000

Selective Tendering includes the preparation of a complete set of tender documents and the use
of formal opening procedures.

Single Source Procurement/Selection
Single source procurement for goods or Single Selection for consultant services may be used in
exceptional cases or when the contract value is less than:

Birr
Goods 50,000
Consultant Services 50,000
Single source procurement, when the above thresholds are exceeded, may be justified in the
following cases:

(a) The extension of an existing contract awarded in accordance with the procedures for
Open or Selective Tendering for additional goods, works or services of a similar nature
would clearly be economic and efficient and where no advantage would be obtained by
further competition. In the case of a consultant contract, the contracts maximum value
shall not exceed 50% of the original contract, unless otherwise agreed with IA.

(b) A product or consultant services can only be provided by a single firm because of exclusive
capabilities, exceptional worth for the assignment or proprietary rights;

(c) Standardization with existing equipment is determined to be important and justified and
compatible goods cannot be provided by other suppliers;

(d) It is a case of extreme urgency not foreseeable or attributable to the Co-operation
Partner.
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List of single source procurement vendors by IA
e Stationary Materials Vendors
e Helen Woldemariam Sekru

Dawit Abraha Asfhah Stationary

e Computer and Electronics Vendors

e Today Computer Technology PLC

e Necom Computer Technologies

e Etu computer trading

e Kamas Computer System and Trading PLC

*d JUaWaINJ0.d
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Other Rules

Valuation of Contracts and Thresholds
For the purpose of determining the applicable procurement method, Co- operation Partners shall
ensure that the estimation of the contract value is made correctly and cover all costs related to
the

specific contract, whether it is a so called one-off contract or a time-based contract for a certain
period of time.

No procurement requirement for a given quantity or input of a contract may be split-up with the
intention of avoiding the application of a formal procurement method.

Notification and Advertising
Timely notification of tendering opportunities is essential in competitive tendering. For this
purpose, IA requires Co-operation Partners under Open Tendering to publish invitations to
prequalify or to tender and to make known the requirements to the public in the following
manner:

(a) Whenever applicable, in at least one newspaper of national circulation in the country of
the Co-operation Partner;
(b) The Co-operation Partner shall submit a “Procurement Notice” to IA for publication.

The invitation to prequalify or tender may be sent by fax or electronic mail and shall contain all
information necessary to guide the prospective tenderers about the requirements, the means and
the cost, if any, of obtaining the tender documents, and the place and deadline for submission of
tenders.

Only a nominal fee should be charged for the tender documents, solely to cover the costs of
reproduction and of dispatching the documents by courier.

Time Limits
Prescribed time limits for the preparation and submission of applications to prequalify or tenders
shall be sufficient for all tenderers to prepare and submit applications or tenders. The following
minimum time limits apply from the date of publication:

(a) Open Tendering with Prequalification
e Prequalification/ “Expressions of Interest” 30 days

e Submission of Tender 30 days
(b) Open Tendering 30 days
(c) Selective Tendering 30 days
(d) Simplified Tendering 15 days

For large and complex contracts, the time limits under Open Tendering should be extended
considerably, normally to not less than 90 days.
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Language
Tender documentation, including all published procurement notices, shall be prepared in English
and/or Amharic. The chosen and governing language shall be stated in the Agreement between
IA and the Co- operation partner. In addition, the Co-operation Partner may prepare a further set
of the tender documentation in other languages in order to assist local firms in tendering.
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However, the English or Amharic text and the interpretation thereof govern the tender
documentation. A text in another language than the governing language is to be regarded only as
a translation and as a guide to local firms.

Qualification of Tenderers
In tenders where a prequalification of tenderers has not been carried out, the Co-operation
Partner shall assess the qualifications of a tenderer as part of tender evaluation in order to
determine whether it is capable of performing a possible contract satisfactorily.

The qualification of tenderers may be undertaken as a post-qualification in the final step of the
tender evaluation for goods and works.

Alternatively, the assessment of tenderer qualifications may take place during the preliminary
examination of tenders. The qualification of tenderers for consultant contracts should always be
undertaken before the detailed technical evaluation of tenders is initiated.

The tender documents for goods and works and the tender dossier for consultant services should
state the minimum qualification requirements that have to be met by the tenderers in order to
qualify for the award of contract. Such minimum requirements may cover the following aspects,
as appropriate:

(a) Necessary professional, technical and organizational capacity, financial resources and
other required facilities to perform a contract;

(b) Proven experience, including the satisfactory completion of similar contracts;

(c) Legal capacity to enter into a contract.

To satisfy itself that the firms are qualified in accordance with the criteria referred to in the above
section, the Co-operation Partner may, as appropriate, require the tenderers to provide the
necessary documentary evidence or other information it may deem useful. The requirements
specified shall be relevant for the particular procurement and be based on objective grounds.

Consequently, the evaluation of the qualifications of the tenderers must be carried out in
accordance with the criteria and procedures laid down in the tender documents, and nothing else.

Grounds for Disqualification
A firm may be excluded from the evaluation and the award of a contract, who:

(a) is bankrupt or is being wound up, whose affairs are being administered by court, who has
entered into an arrangement with creditors, who has suspended business activities or
who is subject of an injunction against running business by court;

(b) is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory
winding up or administration by court, or for an arrangement with creditors or of any
other similar proceedings;

(c) has been convicted of an offence concerning his professional conduct by a court;

(d) has been found guilty of grave professional misconduct;
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(e) has not fulfilled obligations relating to payments of taxes.
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Verification of Qualifications
In addition to the verifications necessary to determine a firm’s qualifications according to the
various requirements set out above, prior to contract award, the Co-operation Partner, unless
deemed unnecessary, shall ensure that a tenderer meets formal requirements as stipulated under
national law. A tenderer would normally be required to include in its tender evidence that it:

(a) is registered by a national Registrars of Companies and a Trade Association;

(b) is registered for declaration and payment of value added tax or a similar sales tax in
accordance with national legislation;

(c) has declared preliminary taxes for staff and employee contributions; and

(d) is free from debts regarding taxes.

In case of a request to the tenderer for the information referred to above, it shall be stated in the
tender document/tender dossier, the procurement notice or letter of invitation in what manner
the tenderer must provide such information. Failure to furnish such information may be a ground
for rejection.

Clarifications

Clarification of Contract Documents
Tenderers shall have the right to seek clarifications on any aspect of the Contract documents and
receive responses from the Co-operation Partner in good time before the deadline for submission
of tenderers, normally not less than 14 days prior to the deadline. The responses prepared by the
Co-operation Partner shall be sent to all firms that have received the Contract Documents at the
same time and without disclosing the names of the prospective tenderers.

Clarification of Tenders
The Co-operation Partner may also request clarification or amplification of a tender, if this can
take place without risk of preferential treatment or limitation of competition.

The Co-operation Partner may also request for clarification or amplification of a certificate, written
proof or other documentation that has been submitted as laid down in Clauses in classifications
section.

Submission of Tenders
Tenders shall be submitted in writing, unless otherwise determined by IA procurement guideline.
The Co-operation Partner shall allow enough time for the consultants to prepare their tenders.
The time allowed shall depend on the assignment but shall never be less than the minimum time
limits set out in Clause 3.8.

For more complex procurements, it may be appropriate to arrange a pre-tender meeting between
the invitation and the deadline for submission. This should be stated in the invitation to submit
tenders and all firms that have declared their intention to submit a tender shall be invited to
attend.

*d JUaWaINJ0.d

If necessary, the Co-operation Partner may extend the deadline for submission of tenders. If such
a decision is taken, the tenderers shall be informed of the decision to extend the deadline, not
less than 7 days before the deadline for submission of tenders.
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When the procurement relates to consultant services, technical and financial proposals shall be
submitted at the same time but in separate envelopes.

Validity of Tenders
The period of validity of the tender should be specified in the tender documents and be sufficient
to enable the Co-operation Partner to complete the evaluation of tenders and conclude a contract
with the successful tenderer, including receiving IA's “no objection” when so required. This would
normally be in the range of 60—-90 days. In exceptional circumstances, the Co-operation Partner
may request the tenderers to extend the validity of their tenders, subject to IA's “no- objection”.

Tender Opening

Goods and Works
Tenders solicited under Open and Selective Tendering procedures for goods and works shall be
received and opened under procedures and conditions guaranteeing the regularity of the opening
as well as the availability of information from the opening. The following procedures will apply:

(a) Tenders opened under procedures where the Co-operation Partner is responsible for the
procurement.

At the time and place stated in the tender documents, the Co-operation Partner will open all
tenders that have been received before the deadline for submission of tenders. Tenders shall be
opened in the presence of the tenderers or their representatives that choose to attend. The name
of the tenderers and the total price of each tender shall be read aloud and recorded when opened.
Minutes of the tender opening shall be distributed to all tenderers that have purchased the tender
documents as well as to IA.

IA shall have the right to nominate an observer to attend the meeting

A non-public procedure may be used by the Cooperation Partner for opening of tenders under
Simplified Tendering and Single Source Procurement.

Tenders received after the deadline for submission will be rejected and returned unopened, see
Clause 5.10, fourth paragraph.

(b) Tenders opened under procedures where IA is responsible for the procurement.

Opening of tenders shall be carried out in a non-public meeting the second day after the deadline
for submission of tenders and all tenders shall be recorded in a protocol issued and signed by two
persons appointed by IA.

Consultant services
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(a) Tenders opened under procedures where the Co-operation Partner is responsible for the
procurement

The technical proposals shall be opened as soon as possible after the closing time for the
submission of the tenders by a committee of at least three officials in a non-public session. The
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financial proposals shall remain sealed until the technical evaluation has been completed and
thereafter opened, provided they meet the minimum technical score, and recorded in accordance
with the same procedure as for the technical proposals above. Tender opening minutes shall be
prepared. Any tender received after the closing time for submission shall be returned unopened.

A non-public procedure may be used by the Cooperation Partner for opening of tenders under
Simplified Tendering and Single Source Procurement.

(b) Tenders opened under procedures where IA is responsible for the procurement

Opening of tenders shall be carried out in a non-public meeting the second day after the deadline
for submission of tenders and all tenders shall be recorded in a protocol issued and signed by two
persons appointed by IA.

Rejection of All Tenders
Rejection of all tenders shall only be done in exceptional circumstances. It may be justified when
there is a lack of effective competition, where the budget is extensively exceeded, or where there
is a lack of responsive tenders.

Joint Ventures

The formation of joint ventures is allowed in tendering for IA-financed contracts when so stated
in the pre-qualification or Contract Documents. Any tender shall be signed by all partners of the
joint venture, so as to legally bind all partners, jointly and severally, and any tender shall be
submitted with a copy of the joint venture agreement providing for joint and several liabilities
with respect to the contract, including the nomination of the lead firm of the joint venture. The
Co-operation Partner may request the successful joint venture tenderer to establish a special
judicial form as a condition for contract execution.

Appeal
Tenderers with the view they have been harmed by an error or irregularity during the award
process may file a complaint with the Co-operation partner directly.

The Co-operation Partner shall immediately inform IA of such complaint and must respond to the
complainant within a reasonable time as well as send a copy to IA.

If the outcome of above procedure does not satisfy the complainant, the tenderer may have
recourse to procedures established under the Co- operation partner’s national legislation.
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PROCUREMENT OF GOODS AND WORKS

In this section, a number of areas related specifically to the procurement of goods and works will
be addressed including such independent services that may not be procured in accordance with
section 5.

Tendering Procedures
The selection of procurement methods to be used in the procurement of goods and works are laid
down in Section 3. Procurement methods and common rules applicable to all contracts including
the thresholds for the various procurement methods and rules on advertising and time limits.

Tender Documents
The tender documents are the focal point in the tendering process and shall furnish all information
necessary for a prospective tenderer to prepare a responsive tender for the goods and works to
be provided.

While the detail and complexity of these documents may vary with the size and nature of the
tender package and contract, they generally should include:

(a) Invitation to Tender;

(b) Instructions to Tenderers;

(c) General and Special Conditions of Contract;
(d) Technical Specifications;

(e) Schedule of Requirements;

(f) Tender Form;

(g) Contract Form;

(h) Appendices.

Tender documents shall be drafted so as to permit and encourage the widest possible
competition. They shall clearly define the scope of works, goods and associated services to be
supplied, the rights and obligations of the purchaser and of suppliers and contractors, and the
conditions to be met in order for a tender to be declared substantially responsive, and they shall
set out fair and non-discriminatory criteria for selecting the winning tender.

Standards and Specifications

Standards and technical specifications referred to in tender documents shall promote and allow
the broadest possible competition, while assuring the critical performance or other requirements
for the goods and/or works under procurement. Co-operation Partners should use European (EN)
and international standards (ISO) and specifications wherever these are available and appropriate.
The use of performance related specifications are encouraged and may be appropriate to include
when full comparability for evaluation purposes between the tenders can be achieved. The use of
brand names and similar references should be avoided. If it necessary to quote a brand name of
a particular manufacturer to clarify an otherwise incomplete specification, the words “or
equivalent” shall be added after such reference.
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Domestic Preferences

IA does not allow the inclusion of domestic preferences for local firms in the tender documents
for evaluation purposes.
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Tender Securities
A tender security, in the amount specified in the tender documents, affording the Co-operation
Partner reasonable protection against irresponsible tenders may be acceptable, but it shall not be
set so high as to discourage tenderers and the amount would normally fall within the range of 2-
5% of the estimated contract price.

EVALUATION CRITERIA
The Co-operation Partner shall accept either the tender, which is:

(a) the economically most advantageous in consideration of the given evaluation criteria,
such as price, operating costs, quality, aesthetic and functional characteristics, service and
maintenance, environmental impact etc. or

(b) the lowest price

Only one of these two evaluation principles may be given in the Con- tract Documents.

The economically most advantageous tender
Tender documents, in the relevant section of the Instructions to Tenderers, shall specify the
relevant factors in addition to price to be considered in the tender evaluation and in the manner
in which they will be applied for the purpose of determining the most advantageous tender.
Factors, which may be taken into consideration, include, inter alia, the time of completion of the
construction or delivery, the operating costs, the efficiency and compatibility of the equipment,
and the availability of service and spare parts.

Factors other than price to be used for determining the most economically advantageous tender
should be quantifiable and expressed in monetary terms, or where that is not practicable, given a
relative weight in the evaluation provisions of the tender documents.

Tender with the lowest price
This method may be appropriate for goods and works of a standard or routine nature where well
established specifications and standards exist. Under this method, a minimum of technical points
for quality is established. Those tenders securing the minimum threshold are determined
qualified. Thereafter the firm with the lowest price shall be selected.

Award of Contract
The Co-operation Partner shall award the contract to the tenderer whose tender has been
determined to be substantially responsive and has been determined to be the most favourable

tender, provided further that the tenderer is determined qualified to perform the contract
satisfactorily.

The award decision must be made in writing in an evaluation report and the report shall be
distributed to all Tenderers.
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Evaluation Procedure

The following steps and considerations should normally be followed and made in the examination
and evaluation of tenders:
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(a) Prior to the detailed evaluation, the Co-operation Partner will examine each tender to
determine whether it is complete, the documents are properly signed, it is substantially
responsive to the tender documents and any computational errors have been made;

(b) The Co-operation Partner may at this stage undertake an examination of the tenderer’s
qualifications in accordance with the qualification requirements specified in the tender
documents in order to determine whether the tenderer is qualified to perform the
contract satisfactorily. Alternatively, the determination of a tenderer’s qualifications may
be made when the evaluation is completed as a post- qualification of the tenderer whose
tender has been determined the lowest evaluated;

(c) A substantially responsive tender is one that conforms to all the terms, conditions and
specifications of the tender documents, without material deviation, reservation or
omission. A material deviation, reservation or omission is one (i) which affects in any
substantial way, the scope, quality or performance of the goods, (ii) which limits in any
substantial way the rights and obligations under the contract, or (iii) the rectification of
which would affect unfairly the competitive position of the other tenderers;

(d) The Co-operation Partner may waive any minor informality, non- conformity or
irregularity, provided that such waiver does not prejudice or affect the relative ranking of
any tenderer;

(e) If atender is not substantially responsive, it will be rejected and may not subsequently be
made responsive by any correction of the tender;

(f) The Co-operation Partner shall thereafter analyze the price and costs for those tenders
determined substantially responsive, and the award shall be made to the tenderer that
has submitted the most favorable tender

Negotiations
Negotiations on price are not permitted with tenderers prior to the award decision, other than in
connection with Negotiated Procedure or single source procurement. Clarifications in writing in
respect of a tender may be sought by the Co-operation Partner during the evaluation process.

In the course of concluding a contract with the successful tenderer, the Co-operation Partner may
invite the winner for a meeting in order to discuss and agree on outstanding issues related to the
contract to the extent that no substantial change is made to the basis on which the award decision
was made.

Contract Models
Unless otherwise agreed, all contracts shall be concluded directly be- tween the Co-operation
Partner and the selected supplier or contractor. Co-operation Partners may use appropriate
international contract models for the delivery of goods and works with associated services, such
as the World Bank’s sample contracts for goods and works as well as the various FIDIC (the
International Federation of Consulting Engineers) contract formats appropriately adapted to IA's
requirements as set out in the Agreement.
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PROCUREMENT OF CONSULTANT SERVICES

Introduction

The main concern when selecting consultants should be the quality of the services that are
provided. The concept of quality in this context covers the entirety of factors subject to evaluation
of the technical proposals, such as the qualifications of the consultant’s team and the suitability
of the approach and methodology indicated by the tenderer in its tender. The procedures for
selecting consultants and contracting for their services should be competitive and transparent to
ensure that assignments can be efficiently executed in a cost-effective way with high standards of
performance, while providing the necessary degree of accountability.

Tendering Procedures

The selection of consultants will fundamentally rest on the same principles and basically follow
the same procurement methods as laid down in Section 3. Procurement methods and common
rules applicable to all contracts, including the thresholds applicable for the various procurement
methods and rules on advertising and time limits. However, there are some significant features
associated with the procurement of consultant services which generate the need to design and
adopt special procedures to be used in order to ensure the quality of the firms to be retained as
well as to secure the observation of requirements of objectivity and transparency in the evaluation
and award of contracts. The term “Tender” as used in the following is normally composed of a
Technical and Financial Proposal.

The following procurement procedures should be used:
(a) Open Tendering with prequalification

This procedure should normally be used for large and complex consultant contracts where it is
necessary to limit the number of tenderers for evaluation purposes.

The first step is the publication of an invitation notice where firms are invited to submit
“Expressions of Interest” in order to establish a formal short list of qualified firms. The next step
is to determine which firms are to be included in the short list based on the criteria stated in the
invitation and thereafter invite those firms short-listed (in the range 3—6 firms) to submit a Tender
based on the tender dossier issued by the Co-operation Partner.

(b) Open Tendering

The invitation to tender, which may be combined, with a direct invitation of pre-identified firms,
shall be made by the publication of a contract notice. Since no formal short list is

prepared, all eligible firms are invited to submit a tender. However, the invitation to tender and
the tender dossier should state the minimum qualification requirements needed in order to
determine which firms are qualified to perform the con- tract satisfactorily. Those firms not
meeting the minimum qualification requirements will be rejected as non-responsive and excluded
from further participation.
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(c) Selective and Simplified Tendering

This involves a direct invitation, normally not less than three firms chosen on objective grounds.
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(d) Single Source Selection

A qualified consultant firm or individual may be selected directly, when so justified (see Clause 3.5
Single source procurement/Selection), without the requirement to prepare a short list. The firm
shall be asked to prepare a technical and financial proposal on the basis of a ToR furnished by the
Co-operation Partner and acceptable to IA, which may then be negotiated.

Selection and Evaluation Variants
The selection and evaluation of tenders will be conducted on the basis of the following variants
which will govern the design of the tender dossier, in particular the instructions to tenderers with
the application of the evaluation criteria and procedure, and the choice of contract conditions:

(a) Quality and Cost-Based Selection (QCBS)

This process takes into account both the quality of the technical proposal and the cost of the
services in the selection of a successful firm. The relative weight to be given to the quality and cost
shall be determined for each case depending on the nature of the assignment. Quality must be
measurable.

The budget and funds available for the assignment may be stated in the tender dossier, where
appropriate.

Normally, Quality and Cost-Based Selection shall be the guiding basis for procurement of
consultant services financed by IA.

(b) Least-Cost Selection

This method may be appropriate for assignments of a standard or routine nature (audits and
engineering design of non-complex works, and so forth) where well-established practices and
standards exist.

Under this method, a minimum of technical points for quality is established. Those tenders
securing the minimum threshold are determined qualified. Thereafter the firm with the lowest
price shall be selected.

The Procurement Process

The procurement process for consultants under Open and Selective Tendering normally involves
the following steps:

(a) Preparation of Terms of Reference (ToR) by defining the scope, objectives and
deliverables, as well as determining the selection method and evaluation basis to be
followed;

(b) Preparation of cost estimate and the budget;

(c) Preparation of the complete Tender Dossier normally comprising:

i. Invitation to Tender,

ii. Instructions to Tenderers,
iii.  Terms of Reference (ToR),
iv. Draft Contract;
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(d) Advertising and/or the preparation of a short list of qualified firms (which varies with the
selection method chosen);

(e) Receipt of Tenders (Technical and Financial Proposals);

(f) Evaluation of Technical Proposals;

(g) Evaluation of Financial Proposals;

(h) Preparation of complete Tender Evaluation Report;

(i) Negotiations and award of contract to the selected firm.

When Simplified or Single Source Procurement is used all the steps as listed in the above process
are not needed.

Terms of Reference (ToR)
The ToR shall clearly and comprehensively describe the background, including objectives and
scope of the project supported, the objectives, including intended longer-term effects, the scope
of the assignment, the tasks to be performed and the time schedule for them, the deliverables, as
well as the reporting requirements and other implementation arrangements.

Full harmonization between objectives, tasks, deliverables and time schedule should be obtained.
The scope of the services described in the ToR shall be compatible with the available budget.

Cost Estimate (Budget)
Preparation of a realistic cost estimate is essential for the financial planning and IA’s allocation of
resources to a project and for the specific assignment and contract. Costs shall be divided into two
broad categories (a) fees and (b) reimbursable.

Tender Dossier
The Tender Dossier should furnish all information necessary for a prospective tenderer to prepare
a responsive and competitive tender for the services to be provided. While the detail and
complexity of these documents will vary with the size and nature of the proposed contract, they
shall include:

(a) The Invitation to Tender which shall state the intention of the Co-operation Partner to
enter into a contract for the provision of consulting services, the type of tendering method
used, eligibility requirements, the source of funds (IA), the details of the Co-operation
Partner, any qualification requirements, the date, time and address for submission, and
the required validity period of the tenders. The validity period shall be sufficient (normally
60-90 days) to enable the Co-operation Partner to complete the comparison and
evaluation of tenders, and to allow for IA's review and “no objection”.

(b) The Instructions to Tenderers which shall contain all necessary information that would
help the consultants prepare responsive tenders, and shall bring as much transparency as
possible to the selection procedure by providing information on the evaluation process
and by indicating the evaluation criteria and factors and their respective weights and the
minimum passing quality score.

(c) The Tender Dossier, which shall normally include a draft contract proposal that takes into
account the special conditions and provisions applicable under IA financing. Any changes
or amendments to the general conditions should be introduced as special conditions of
contract, with the general conditions remaining unchanged.
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Advertising
Invitations to tender for consultancy contracts shall be done in accordance with the notification
and advertising rules and procedures laid down in Clause 3.7. Notification and Advertising.

In case no formal short list of consultants is prepared, as being the case under Open Tendering
without prequalification, the invitation to tender instead shall state the minimum qualification
requirements that will be applied to the tender. Tenderers that fail to meet these minimum
qualification requirements will be excluded from further participation and evaluation.

Preparation of Short Lists of Consultants
The formal short-listing of qualified firms to be invited to submit a tender is the first step under
Open Tendering with prequalification and requires the publication of a notice for “Expressions of
Interest”.

Formal short lists of consultants should normally include no less than three and no more than six
qualified and experienced consultants.

All relevant expressions of interest and other information on consultants should be collected that
would be considered for short-listing. The short-listing criteria should be worked out in advance,
preferably in the form of short-listing grids. The three to six consultants having received the
highest score then constitute the short list.

When the short-listed consultants have been invited to submit proposals, the other firms shall be
informed in writing that they were not short- listed this time.

A short list of firms is also established in connection with the use of Selective Tendering and
Simplified Tendering but without the publishing of an invitation notice. Instead, the short-listing
will be based on market knowledge of qualified consultant firms and available lists of firms that
have declared their interest with IA or the Co-operation Partners to participate in tenders for
certain areas of contracts.

Evaluation of Tenders under Quality and Cost-Based Selection
The evaluation of tenders shall be carried out in two stages: first the quality and then the cost.
Evaluators of the technical proposals shall not have access to the financial proposals until the
technical evaluation is concluded. Financial proposals shall be opened only after the technical
evaluation has been completed. The combined evaluation of cost and quality shall be carried out
in full conformity with the tender dossier.

The Co-operation Partner shall evaluate each technical proposal, taking into account several
criteria such as: the consultant’s experience, the quality of the methodology, the qualifications of
key staff, and other factors as needed, all in accordance with the tender dossier. The Co- Operation
Partner shall further evaluate each proposal on the basis of its responsiveness to the ToR. A
proposal shall be rejected at this stage if it does not respond to important aspects of the ToR or if
it fails to achieve a minimum technical score as specified in the tender dossier. In the absence of
a formal short listing of the tenderers, the Co-operation Partner shall conclude at this stage
whether the tenderers meet the minimum qualification requirements as stated in the tender
dossier.
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At the end of the process, the Co-operation Partner shall prepare a technical evaluation report of
the quality of the proposals. The report shall substantiate the results of the evaluation, describe
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the relative strengths and weaknesses of the proposals and indicate the technical scores of each
proposal. The Co-operation Partner shall open, under the procedures indicated above, the
financial proposals of those proposals that met the minimum technical score, the other financial
proposals to be returned unopened see Clause in Appeals. The name of the consultant, the
technical score, and the proposed total contract price (including fees and reimbursable costs) shall
be recorded. The total score shall be obtained by weighting the quality and cost scores and adding
them. The weighting principles for technical and financial merits shall be as specified in the tender
dossier and, normally, the weight for cost shall be in the range of 20—40 points out of a total score
of 100 points.

Evaluation procedures that include hearings or the presentation of tenders by the tenderers
during this phase should not normally be practiced, except for cases where it is determined
necessary to conduct interviews with key members of the proposed team to determine their
suitability for the positions. The Co-operation Partner shall prepare a final evaluation report and
the firm obtaining the highest total score shall be invited for negotiations.

Negotiations and Award of Contract
Negotiations may include discussions of the ToR, the methodology, staffing, Co-operation
Partner’s input, tax liability and special conditions of contract. These discussions shall not alter the
original ToR or the terms of the contract, lest the quality of the final product, its cost, and the
relevance of the initial evaluation be affected. The final ToR and the agreed methodology shall be
incorporated as an attachment to the contract. Normally, proposed unit rates for fees shall not be
negotiated, since these have already been a factor of selection in the cost of the financial proposal.

The selected firm shall not be allowed to substitute key staff, unless both parties agree. If it is
established that key staff were offered in the proposal without confirming their availability, the
firm may be disqualified and the process continued with the next ranked firm. The key staff
proposed for substitution shall have qualifications equal to or better than the staff initially
proposed.

If the negotiations fail to result in an acceptable contract, the Co-Operation Partner shall
terminate the negotiations and invite the next ranked firm for negotiations. The Co-operation
Partner shall consult with 1A before taking this step. Once negotiations are commenced with the
next ranked firm, the Co-operation Partner shall not reopen the earlier negotiations.

Negotiations with all firms meeting the requirements on technical scoring are not acceptable. The
award decision must be made in writing in an evaluation report and the report shall be distributed
to all unsuccessful Tenderers.

Confidentiality
Information related to evaluation of tenders and recommendations concerning awards shall not
be disclosed to the consultants who submitted the proposals or to other persons not officially
concerned with the process, until the award of contract is notified to the successful firm, except
as provided in the above paragraph.
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Tenders and information concerning tenderers shall be regarded as classified until a contract has
been signed or the procurement finalized in another fashion. The Co-operation Partner shall
ensure that its employees, its consultants and their personnel and any other person involved
respect the provisions regarding confidentiality set out in these IA procurement guideline.
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IA’s Review of Procurement Decisions
IA reviews the procurement process for the procurement of goods, works and services with
respect to its fiduciary responsibility to ensure that tendering and contract management are
carried out in accordance with agreed procedures as required by IA Procurement Guidelines and
the Agreement. IA will communicate the result of its review in the form of either a “no objection”
or a statement that IA is not in a position to issue a “no objection”.

1. |A's prior review is mandatory in the following manner for all IA procurement guidelines
procurements with a contract value over the threshold value SEK 500.000 Unless otherwise
agreed in the Agreement

Goods and Works

e Prior to an invitation to prequalify or tender, the Co-operation Partner shall submit the
complete draft set of prequalification or tender documents to IA for its review;

e Use of Negotiated Procedure in accordance with 3.2.2;

e Prior to finalizing a prequalification list or awarding a contract, a detailed prequalification
or tender evaluation report setting forth the specific reasons on which the
recommendation to prequalify or award the contract is based shall be submitted, to IA for
its review;

e The Co-operation Partner shall submit the draft final contract and any amendments to IA
for its review.

Consultant Services

e Prior an invitation to prequalify or tender, the Co-operation Partner shall submit the
complete draft set of prequalification or tender documents to IA for its review;

e Use of Negotiated Procedure in accordance with 3.2.2;

e Prior to finalizing a prequalification list a detailed prequalification evaluation report
setting forth the specific reasons on which the recommendation to prequalify is based
shall be submitted, to IA for its review;

e Prior to opening the financial proposal, a detailed technical evaluation report shall be
submitted to IA for its review;

e Prior to inviting a selected firm for negotiations, a complete tender evaluation report
setting forth the specific reasons on which the recommendation to select the successful
firm is based, shall be submit- ted to IA for its review;

o The Co-operation Partner shall submit the final draft contract and any amendments to IA
for its review.

2. Inaddition, IA may require the following prior review actions regarding all types of contracts
(goods, works and services):
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e Use of Single source procurement;
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AUTHORITY

IA awards grants and cooperative agreements under the agreement reached with donors. SIDA in
August 4th, 2010 Amendment of the Agreement between Sida and Initiative Africa on Support to the
Co-operation with Civil Society Organizations in the area of Human Rights and Democracy (Now
Education for All (EFA) during 2004/05-2006/07.

The program focuses on supporting the Education for All campaign which has 6 objectives:
Expand early childhood care and education

Provide free and compulsory primary Education for All

Promote learning and life skills for young people and adults

Improve the quality of basic education

Promote Green Environment
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PURPOSE

This IA GRANT FUNDING guide clarifies the requirements for awarding and administering grants to
civic and non-profit organizations.
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TYPES OF GRANT PROGRAMS

The IA Grant and Cooperative Agreement guide can be found at: www.initiativeafrica.net

General Program Features
IA identifies the following areas where it can act more effectively:

Support to Quality Education for All
NGOs/CSOs Capacity Benchmarking
Addis International Film Festival
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Environmental Education
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All Children Reading Program

The thematic priorities of IA program cover the following:
Expand early childhood care and education

Provide free and compulsory primary Education for All
Promote learning and life skills for young people and adults
Improve the quality of basic education

Improve Early Grade Students Reading Skills
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Promote Green Environment
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FUNDING CEILING

Any grant awarded under this program must fall between the following minimum and maximum
amounts:

Minimum amount: ETB 40,000
Maximum amount: ETB 2,000,000

No grant may exceed 75% of the total eligible costs of the action. The balance must be financed from
the applicant’s or partners’ own resources, or from sources other than the IA budget.

PRE-AWARD REQUIREMENTS

Announcements for grants and cooperative agreements shall be announced through: the IA website
and/or letters to NGOs and umbrella organizations, and/or the media. The grants announcements
shall include instructions regarding where to obtain the full information for the opportunity.

GRANT AWARDING PROCESS/STANDARD AWARD TERMS AND CONDITIONS

(a) Consistent with the agreement reached with Sida, IA’s policy is to use competitive procedures to
award grants whenever possible. A grant can result from:

1. A proposal submitted in response to Grant Request Announcement
2. Anunsolicited proposal.

(b) The proposal shall contain a detailed narrative description of the work to be undertaken, including
the objectives of the project and the applicant’s plan for carrying it out. All proposals shall include
budget data as prescribed in the -Budget Summary Narrative detail must support the proposed
budget.

IA may accept cost sharing when voluntarily offered. However, recipients may be requested to secure
a maximum of 10% matching funds.

A Taxpayer ldentification Number (TIN) must be included with the address listed on the proposal. If
an award is made, advance payments cannot be made without a TIN.

All announcements for grant and cooperative agreement funding opportunities shall require the
applicant to submit all required certifications, disclosures, and assurances as part of the proposal.

Imitsabiwe Alnca
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ELIGIBILITY REQUIREMENT

In order to be eligible for a grant, applicants must:
1. Beregistered with a recognized legal status as an Ethiopian Residence NGO or an Association to
operate in Ethiopia;
2. Have a Tax Identification Number (TIN) issued by the Federal Inland Revenue Service
3. Have prior program activities in the education sectors or adequate experience [at least 3 years]
and organizational capacity to administer, implement, and evaluate the project
4. Propose project activities that are within the NGO ability to manage programmatically,
financially and administratively;
Propose activities reflecting the need and demand of communities;
Focus on activities that can be sustained and maintained beyond and over the funding period;
Propose project activities with provisions for participation by communities;
Address gender and geographic representation equitably;
Use local resources and skills as much as possible;
10. Applicants must provide the last two years’ annual reports;
11. Applicants must provide the last two years’ external audit reports;
12. Applicants with unmet obligations on prior grants i.e. late/incomplete reports may not apply.
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Potential applicants may not participate in calls for proposals or be awarded grants if:

(a) They are bankrupt or being wound up; are having their affairs administered by the courts,
have entered into an arrangement with creditors, have suspended business activities, are the
subject of proceedings concerning those matters, or are in any analogues situation arising
from a similar procedure provided for in national legislation or regulations;

(b) They have been declared to be in serious breach of contract for failure to comply with their
contractual obligations in connection with a procurement procedure or other grant award
procedure financed by the Community budget.

(c) Applicants are also excluded from participation in calls for proposals or the awards of grants
if, at the time of the call for proposals, they:

Are subject to conflict of interests;

1. Are guilty of misrepresentation in supplying the information required by the contracting
authority as a condition of participation in the call for proposals or fail to supply this
information;

2. Have attempted to obtain confidential information or influence the evaluation committee or
the contracting authority during the evaluation process of current or previous calls for
proposals.

Sub-grant assistance criteria will be widely disseminated throughout the target community across the
nation. It will be publicized using a variety of media, including IA’s website, meetings of interested
NGOs, and advertisement in the print media.
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EVALUATION AND SELECTION

Technical evaluation of proposals will be conducted by the cognizant IA technical officer (s) and/or
consultants grant request will undergo and may be based on peer reviews using the latest IA
Evaluation Manual.

The Project Manager will finally review the budget, and any changes made by subsequent revisions to
identify any item which may be unallowable under the cost principles, or which appears unreasonable
or unnecessary.
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All projects will be assessed according to the following criteria before approval:

Administrative compliance
Verification that the application is complete in accordance with the checklist and the proper (30%)
administration and (70%) Programme Budget distribution is maintained.

Eligibility of the applicants, partners and actions
Verification that the applicant, the partners and the project are eligible according to the criteria set
out in section 4

Evaluation of the quality of the proposals and financial evaluation

An evaluation of the quality of proposals, including the proposed budget, will be carried out in
accordance with the evaluation criteria set out in the Evaluation Grid shown below. There are two
types of evaluation criteria: selection and award criteria.

The selection criteria are intended to help evaluate the applicants’ financial and operational capacity
to ensure that they:

e Have stable and sufficient sources of finance to maintain their activity throughout the period
during which the action is being carried out and, where appropriate, to participate in its
funding;

e Have the professional competencies and qualifications required to successfully complete the
proposed action. This also applies to any partners of the applicant.

The award criteria allow the quality of the proposals submitted to be evaluated in relation to the
objectives and priorities set, and grant to be awarded to projects which maximize the overall
effectiveness of the call for proposals. They cover such aspects as the relevance of the project, its
consistency with the objectives of the call for proposals, quality, expected impact, sustainability and
cost-effectiveness.

Please not the following important information:

Scoring:

The evaluation criteria are divided into sections and subsections. Each subsection must be given a
score between 1 and 5 in accordance with the following guidelines: 1 = very poor; 2 = poor; 3 =
adequate; 4 = good; 5 = very good. The applications with the highest scores will be given priority when
grants are awarded.

If a total score lower than “adequate” (12 points) is obtained for section 1, the proposal will not be
evaluated further. If a total score lower than “good” (20 points) is obtained for section 2, the proposal
will not be evaluated further.
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. Maximum Application
Section

Score Form Q

1. Do the applicant and partners have sufficient experience of project 5 ‘:3
management? 2
2. Do the applicant and partners have sufficient technical expertise? )

. 5 ]
(knowledge of the issues to be addressed) 6‘6’
3. Do the applicant have Management Capacity? (including staff, 5 fBD
equipment, ability to handle the budget for the action) )
4. Does the applicant have stable and sufficient source of finance? 5 =
5. How relevant is the proposal to the objectives and on or more of the 0
priorities of the call for proposals? (if the proposal specifically addresses 5
at least one priority)
6. How relevant to the particular needs and constraints of the target 5
region(s), area(s) is the proposal (including avoidance of duplication)
7. How clearly defined and strategically chosen are those involved 5
(beneficiaries, target groups and concerned parties)?
8. Have the needs of the target groups clearly defined and does the 5
proposal address them appropriately?
9. Does the proposal contain specific elements of added value, such as 5
innovative approaches, models for good practice, equal opportunities?
10. Are the activities proposed appropriate, practical and consistent with 5

the objectives and expected results?

11.How coherent is the overall design of the action? (in particular, does
it reflect the analysis of the problems involved, take into account external 5
factors and anticipate an evaluation)

12. Is the partner’s level of involvement and participation in the action
satisfactory?

13. Is the action plan clear and feasible? 5

14. Does the proposal contain objectively verifiable indicators for the

outcome of the action? >
15. Is the action likely to have a tangible impact on its target groups? 5
16. Is the proposal likely to have multiplier effects? (including scope for
replication and extension of the outcome of the action and dissemination 5
of information)

17. Are the expected results of the proposed action sustainable —
financially (how will the activities be financed after the IA funding end?)-
Institutionally (will structure allowing the activities to continue to be in c
place at the end of the action? At the policy level (where applicable, what

will be the structural impact of the action e.g. will lead to improved
legislation, codes of conduct, methods, etc.)

18. Is the ratio between the estimated costs and the expected results c
satisfactory?

19. Is the proposed expenditure necessary for the implementation of the 5

action?
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CHOICE OF AWARD INSTRUMENT

(a) A grant shall be used as the legal instrument to reflect a relationship between IA and a recipient
whenever the principal purpose is the transfer of fund to the recipient to accomplish a public
purpose of support. Grants are distinguished from cooperative agreements in that substantial
involvement is not expected between IA and the recipient when carrying out the activity. The
major types of grants and cooperative agreements are defined as follows.

1. Aproject grants to accomplish agreed objectives in advancing quality education for all. A grant
may be used to provide funding to an association to hold a conference where the benefits
flow primarily to the association and its members, or a specific training to a certain
constituency.
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2. A cooperative agreement to accomplish agreed objectives in advancing in advancing quality
education for all, with substantial involvement between IA and the recipient during
performance of the contemplated activity. Characteristics inherent in a cooperative
agreement include those that apply to a grant, plus substantial IA involvement in and
contributions to the technical aspects of the effort are necessary for its accomplishment. This
could involve an active IA role in collaborative relations, access to an IA site or equipment, or
sharing IA facilities and personnel.
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AWARD PROCEDURES

Award instruments are classified as follows:

4. Annual grants are grants awarded for a short term (e.g., on an annual basis).

5. Multiple year grants support projects that may span over 2 years. |A policy is to make
maximum use of multiple year grants.

6. |A may provide partial support for a project or conference where additional funding is being
provided by other agencies.
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FORMAT AND NUMBERING

(a) A contract, containing only those provisions and special conditions necessary to protect the
interests of the SIDA/IA.

(b) Cover page formats shown in the Contract Agreement shall be used for all IA grant and cooperative
agreement award documents.

(c) Grants and cooperative agreements will be sequentially numbered. The Identification Numbering
System to be used for all types of IA grants and cooperative agreements will be applied as follows:
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1. |A prefix: represented by the characters “IA”.

2. ETA: represented the three digits of the sub grantee e.g. (Ethiopian Teachers
Association/ETA).

3. 05: represented by the project year

4. 008: sequential numbers identified by three digits

As an example of the above set forth methodology, the first two project grants awarded are Addis
Ababa Youth Association (IA/AYA/05/003) and Ethiopian Economic Association (IA/EEA/05/006).

Distribution
(a) Copies of grants and supplements will be provided to —
1.Payment offices (original copy);
2.Program Manager;

(b) In addition to receipt of grants and supplements, the administrative grant officer will receive
a copy of the approved budget.

(c) The file will record the addresses for distribution.
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EVALUATION AND SELECTION OF UNSOLICITED PROPOSALS

(a) Unsolicited proposals are for new and innovative ideas. IA recommends contact with IA technical
personnel before submission of an unsolicited proposal to determine if preparation is warranted.

(b) IA will evaluate unsolicited proposals the same whether awarded as grants.

(c) All unsolicited proposals recommended for acceptance as grants shall be supported by a
Justification for Acceptance of an Unsolicited Proposal (JAUP) prepared by the Program Manger.
The JAUP shall be submitted for the approval of the PMU after review and concurrence at a level
above the Program Manager.
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(d) If an unsolicited proposal will not be funded, 1A will notify in writing the organization or person that
submitted it. The method of notification is at the discretion of the Program Manger. Proposals will
be returned only when requested.
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ALLOWABLE COSTS UNDER SPECIFIED CONDITIONS OR LIMITATIONS FOR SELECTED
ITEMS

The following costs are allowable. In the event of uncertainty please contact the IA Program Manager
or his/her representative.

Equipment

Cost of purchases for new and replacement equipment with a useful life of more than one year and
an acquisition cost of USD $5,000 or more must be pre-approved by the appropriate grant-approving
official(s). The approval is a separate written request describing how the equipment would support
the grant project.
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Travel
Costs for foreign travel-related expenses are allowable, provided such expenses are for specific
services benefiting the grant project.

Training

Costs of training personnel, for HR & D advancement purposes are allowable when the training
supports the objectives of the grant project. Development costs of new training curricula and
materials are allowable if they will not duplicate materials already developed for similar purposes by
other NGOs working in similar areas. Costs are allowable to modify existing materials to meet
particular local instructional needs.

Program Cost

Costs are allowable for consultant services from universities, public agencies, non-government
organizations and individuals, provided applicable procurement procedures are followed.

Costs are allowable to support a specific grant project with promotional activities, which offer
incentives or encourage the general public to advance Quality Education for all practices. Promotional
items and activities must directly relate to the project objectives.

Costs of meetings and conferences, where the primary purpose is the dissemination of technical
information, are allowable, including meals, transportation, rental of meeting facilities, and other
incidental costs. Adequate records must be maintained to document that the primary purpose of the
meeting was for dissemination of technical information.

Public Communications

Costs are allowed for the purchase of program advertising space in the mass communication media,
for all HR & D grant funds. This includes the purchase of television, radio time, cinema, internet, print
media, and billboard space Note: Television public service announcements created with the SIDA/IA
funds must contain closed-captioning of the verbal content.
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Facilities and Construction

Costs for construction or reconstruction, maintenance and designs of permanent facilities, such as 9
building, paving, towers etc. ‘:3
Costs for remodeling for any buildings or structures or for purchase of office furnishings and fixtures. m
The following are some examples of those items: E)
)
Desk Credenza Storage Cabinet ,3[,
Chair Bookcase Portable Partition 3
Table Filing Cabinet Picture, Wall Clock o
Shelving Floor Covering Draperies & Hardware
Coat Rack Office Planter Fixed Lighting/Lamp, The cost of land.
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UNALLOWABLE COSTS FOR SELECTED ITEMS

The following items are unallowable:

Vehicle
Costs for the purchase of motor vehicle

Training

Costs to pay for an individual's salary while pursuing training or to pay the salary of the individual's
replacement, which is considered supplanting.

Costs of training employees of government agencies.
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Program Administration

Alcoholic beverages for any consumption purposes. Costs of entertainment, including amusement and
social activities and any costs directly associated with such costs (such as tickets to shows or sports
events, meals, lodging, rentals, transportation, and gratuities).
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PRE AWARDS
Forms for applying grants

Special grant or sub-grant conditions for ““high-risk" grantees.
A sub-grantee may be considered high risk" if IA determines a sub-grantee:
(a) Is not financially stable, or

(b) Has a management system which does not meet the management standards set forth in this
part, or

(c) Has not conformed to terms and conditions of previous awards, or
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Special conditions or restrictions may include:
(a) Payment on a reimbursement basis;

(b) Withholding authority to proceed to the next phase until receipt of evidence of acceptable
performance within a given funding period;

(c) Requiring additional, more detailed financial reports;
(d) Additional project monitoring;
(e) Requiring the sub-grantee to obtain technical or management assistance; or

(f) Establishing additional prior approvals.

If and when IA decides to impose such conditions, it will notify the sub grantee as early as possible, in
writing, of:
(a) The nature of the special conditions/restrictions;
(b) The reason(s) for imposing them;(3) The corrective actions which must be taken before they
will be removed and the time allowed for completing the corrective actions; and

(c) The method of requesting reconsideration of the conditions/restrictions imposed.
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POST AWARD REQUIREMENTS
The financial management systems of sub-grantees must meet the following standards:

(a) Financial Reporting. Accurate, current, and complete disclosure of the financial results of
financially assisted activities must be made in accordance with the financial reporting
requirements of the grant.

(b) Accounting Records. Sub-grantees must maintain records which adequately identify the
source and application of funds provided for financially-assisted activities. These records must
contain information pertaining to sub-grant awards and authorizations, obligations,
unobligated balances, assets, liabilities, outlays or expenditures, and income.
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(c) Internal Control. Effective control and accountability must be maintained for all grant and sub-
grant cash, real and personal property, and other assets.

(d) Budget Control. Actual expenditures or outlays must be compared with budgeted amounts
for each sub-grant. Financial information must be related to performance or productivity data.

(e) Allowable Cost. Applicable terms of sub-grant agreements will be followed in determining the
reasonableness, allow ability, and allocability of costs.

(f) Source Documentation. Accounting records must be supported by such source
documentation as cancelled checks, paid bills, payrolls, time and attendance records, contract
documents, etc.

IA may review the adequacy of the financial management system of any applicant for financial
assistance as part of a pre-award review or at any time subsequent to award.

Changes
Sub-grantees are permitted to re-budget within the approved direct cost budget to meet
unanticipated requirements and may make limited program changes to the approved project.
However, certain types of post-award changes in budgets shall require the prior written approval of
IA whenever any of the following changes is anticipated:

(a) Any revision which would result in the need for additional funding.

(b) Unless waived by IA, cumulative transfers among separately budgeted lines which exceed or

are expected to exceed ten percent of the current total approved budget.

(c) Transfer of funds allotted for staff allowances (i.e. from. staff budget line to any other budget
lines)

(d) Budget revision which would result in the need for additional funds
(e) Any revision of the scope or objectives of the project

(f) Need to extend the period of availability of funds.
(g) Changes in key persons in cases where specified in an application or a grant award

Requesting prior approval
1. A request for prior approval of any budget revision will be in the same budget formal the
grantee used in its application and shall be accompanied by a narrative justification for the
proposed revision.

2. A request by a sub-grantee for prior approval will be addressed in writing to IA. 1A will
promptly review such request and shall approve or disapprove the request in writing.

COPYRIGHTS
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IA reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish or otherwise
use, and to authorize others to use, for non-commercial purposes:

(a) The copyright in any work developed under a grant; and

(b) Any rights of copyright to which a sub-grantee purchases ownership with grant support.
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REPORTS
Monitoring and reporting program performance

1. Grantees shall submit progress and terminal performance reports. However, performance reports
will not be required more frequently than bi-annually. Bi-annual reports shall be due 60 days after
the grant period, the terminal performance report will be due 90 days after the expiration or
termination of grant support. If a justified request is submitted by a grantee, IA may extend the
due date for any performance report.
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2. Performance reports will contain, for each grant, brief information on the following:

(a) A comparison of actual accomplishments to the objectives established for the period. Where
the output of the project can be quantified, a computation of the cost per unit of output may
be required if that information will be useful.

(b) The reasons for slippage if established objectives were not met.

(c) Additional pertinent information including, when appropriate, analysis and explanation of
cost overruns or high unit costs

(d) Significant developments. Events may occur between the scheduled performances reporting
dates which have significant impact upon the grant supported activity. In such cases, the
grantee must inform IA as soon as the following types of conditions become known:

(e) Problems, delays, or adverse conditions which will materially impair the ability to meet the
objective of the award. This disclosure must include a statement of the action taken, or
contemplated, and any assistance needed to resolve the situation.

(f) Favorable developments which enable meeting time schedules and objectives sooner or at
less cost than anticipated or producing more beneficial results than originally planned.

(g) 1A may make site visits as warranted by program needs.

(h) IA may waive any performance report required by this part if not needed.

Financial reporting

Sub-grantees will use only the forms specified by IA in
(i) Submitting financial reports to IA/Sida, or (ii) Requesting advances or reimbursements or
report on the status of funds.

(i) Each grantee will report program outlays and program income on a cash or accrual basis.

(iii) IA may prescribe the frequency of the report for each project or program. However, the report
will not be required more frequently than quarterly. If the IA does not specify the frequency
of the report, it will be submitted bi-annually. A final report will be required upon expiration
or termination of grant support.

(iv) When reports are required on a quarterly or semiannual basis, they will be due 30 days after
the reporting period. When required on an annual basis, they will be due 90 days after the
grant year. Final reports will be due 90 days after the expiration or termination of grant
support period.
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CLOSE OUT

(i) 1A will close out the award when it determines that all applicable administrative actions and
all required work of the grant have been completed.

(i) Within 90 days after the expiration or termination of the grant, the grantee must submit all
financial, performance, and other reports required as a condition of the grant. Upon
request by the grantee, IA may extend this time frame. These may include but are not
limited to:
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(iii) Final performance or progress report.

(iv) Financial Status Report.

(v) Final request for payment.

(vi) 1A will, within 90 days after receipt of reports, make upward or downward adjustments to
the allowable costs.

(vii) 1A will make prompt payment to the grantee for allowable reimbursable costs.

(viii) The grantee must immediately refund to IA any balance of unobligated (unencumbered)
cash advanced that is not authorized to be retained for use on other activities.

Later disallowance and adjustments.
The closeout of a grant does not affect:

(i) 1A’s right to disallow costs and recover funds on the basis of a later audit or other review;
(ii) The grantee's obligation to return any funds due as a result of later refunds, corrections, or
other transactions;

Collection of Amounts Due
(a) Any funds paid to a grantee in excess of the amount to which the grantee is finally
determined to be entitled under the terms of the award constitute a debt IA. If not paid
within a reasonable period after demand, IA may reduce the debt by:
1. Making an administrative offset against other requests for reimbursements,
2. Withholding advance payments otherwise due to the grantee, or other action
permitted by law.

(b) Except where otherwise provided by statutes or regulations, IA will charge interest on an
overdue debt in accordance with the prevailing national bank rate.
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APPLICABLE COST
Capacity Building Cost — Under this heading the Sida grant allows IA to allocate of the total budget
for direct purchase of goods and services, to support the institutional and technical capacities of
grantees.

Technical Assistance - For each published Notice of IA provides a technical assistance workshop to
potential grant applicants. The information provided at the covers aspects of factual contents of
the theme narrative, including grant parameters, constraints, and elaboration of the Log matrix.
General guidance on completing the budget forms is also provided.
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Overhead Cost
A lump sum not exceeding 10% of the direct eligible costs of the Project may be claimed as
indirect costs to cover the administrative overheads incurred by the Beneficiary for the Project.

APPLICABLE COST
To ensure that all publications representing the Swedish International Development Agency and
Initiative Africa Program convey a consistent and accurate message the sub-grantees will review
GENERAL STATEMENT materials based upon the guidelines contained in this policy.

Most publications should include an overview paragraph about the Sida/IA program. In some
cases, the mission statement is appropriate. The following paragraph is appropriate for most
publications:

e Neatness and quality of typography and photography are important. Low-quality computer
typesetting and instant photographs generally are unacceptable.

e The purpose of the publication and audiences for whom it is intended should be clear.

e All publications are expected to use accurate, standardized information.

e The publication should leave readers with a positive impact and the impression that warm and
friendly people stand ready to serve their needs.

e Printed material should be attractive and well designed. The copy should convey information
accurately, concisely. Clearly and in a style that invites readership and avoids jargon.

e The publication should include instructions about how readers can obtain additional
information.

e In publications with limited copy areas — e.g., pamphlet-type brochures, fliers, posters-the
following statement may be substituted: “This document has been produced with the financial
assistance of the “Swedish International Development Agency and Initiative Africa”.

e This line should appear in ALL publications/stories that promote your projects
events/programs
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PROGRAMME MANAGEMENT

PROJECT PLANNING
Planning is essential for the delivery of desired results. Before its inception, a typical IA Project
Document already contains plans, although as it is impossible to foresee every aspect at this stage,
plans are too general and they are of little use to those executing them — particularly when a
project team has had no insight into background planning. Therefore, one of the most important
exercises is to develop concrete plans to be used for their execution as well as, ultimately, for
monitoring, control and assessment of results achieved.

ANNUAL WORK PLAN (AWP)
Each project document contains an Annual Work Plan (AWP) for each year of its implementation.
These are prepared in accordance with a uniform IA format and on MS project or Excel. Usually,

AWPs that are attached to project documents are prepared by IA Programme manager and/ or
Officers.

AWP REVISION
AWPs are revised quarterly and when a change occurs in project outputs/activities or budgets.

ANNUAL DETAILED WORK PLANS (ADWPS)

Annual Detailed Work Plans (ADWPs) expand on AWPs; they cover more detail by listing sub-
activities and identifying annual targets at activity level. Unlike AWPs, they are operational
documents, prepared by the Project Manager in close coordination with the respective
Programme Officer. They are mapped out just before the start of the planning year; a preliminary
draft should be available for authorization by 15 January. Once agreed with the respective
Programme Officer, it is signed by the Project’s National Coordinator (as appointed by a
counterpart government or non- governmental party — National Implementing Agency) and the IA
Resident Representative. This must be complete by 15 February at the latest.
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ADWP REVISION

ADWPs can be revised without quarterly program if:

1. project activities change;

2. donor funding alters (e.g. additional funds are given or funds are withdrawn);

3. budget revision is significant (i.e. expected expenditure is outside 10% of that planned).
In order to keep the changes in order, the ADWP must be on the server and cloud while every
personnel with in the project gets a notification of the changes. Each Change must be approved
by the Project Manager, the Executive Director of IA and finally by the Donor before being
finalized.
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PROJECT REVISION
A project may be revised at any point in response to change, reflecting necessary adjustments in
design and resource allocation. It also can be revised if it seems targets are unlikely to be met for
justifiable reasons.

Project revision may be initiated by Programme Officers or Project Managers in consultation with
the CSO laws and stakeholders. Project revision is usually discussed at a multilateral meeting; in
order to proceed, all parties must agree. Decisions are documented in a report and relevant
changes are made to the project document and attachments (including AWPs and ADWPs). If
there is no change in a project except for the timeframe (e.g. extension), this can be formalized
through a memorandum (Amharic, English). Likewise, a memorandum will be required if there is
a change in the overall funding of the project with no other changes in the project (Amharic,
English).

BUDGETING

PEACHTREE AND NON-PEACHTREE BUDGETS
AWP budget details are entered in Peachtree. The latter provides the necessary information on
the budgetary status of projects. As it is often slow to respond and has practical limitations, project
management may like to use a simple Excel based tracking system for income and expenditure.
Formats may wary from project to project but should reflect Peachtree structures in terms of
activities, numbering and budget lines, allowing comparisons to be made easily. Project managers
may use any tool they deem appropriate.

BUDGET REVISION
To ensure sound financial management, budgets must be kept up to date. Budgets are revised, if
there are changes in expected expenditures with no actual changes in outputs or activities. If
outputs or activities need to be changed, this is referred to as project revision.

Budget revision (except for technical reasons) may be initiated by a Programme Officer or Project
Manager. Budget revision must be accompanied by valid justification - explaining why it is
necessary. If a revision is initiated by a Project Manager, a form needs to be submitted to their
Programme Officer for approval. Action will then be undertaken by Programme Assistants.
Budgets may also be revised for technical reasons: correction of budget codes, elimination of
minor discrepancies, etc. Programme Assistants may undertake such revision as long as they notify
respective Project Managers and Programme Officer.

SPECIAL BUDGET ITEMS AND THEIR CALCULATION

In order to recover its expenses, the IA HQ Office charges fees for various services. It also charges
for administering resources - regulated by cost-sharing agreements. IA’s Cost Recovery Policy
provides a background for this. General Management Services (GMS) are levied at a percentage
(identified by the cost sharing agreement attached to a Project Document). While such
agreements are managed by the HQ Office. project personnel need to be aware - in order to
calculate revisions. It’s important to know when GMS charges are being made, how much they are
for and when they will appear in actual project budget expenditure. Project personnel are
encouraged to seek advice from their respective Programme officers and finance department on
this.
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REPORTING
ANNUAL REPORTING

Since the reporting periods differ based on the donor’s preference and project agreement:
e |A must highlight these dates on the ADWP.
e |Aservice providers and partner’s must send in their reports 60 — 45 days before IA annual
report deadline
e |A Program team and Finance team must submit the reports both financial and narrative
reports 15 days before deadline.
All documents regarding annual reports must and need to be submitted to respective Programme
team and Executive director for review before submitting to donors for final approval.

PROJECT BRIEFS

Project briefs should be prepared during the first month of the project implementation and be
updated on a quarterly basis by Project Managers or designated project personnel. Project briefs
should include the following information:

e project background, e main partners,
e objectives, e total budget,
e activities and e contact details.
e expected results, e Other information may also be
e duration, added, if deemed necessary by
e |ocation, project management.
e National Implementing Agency
and
PEACHTREE REPORTS

Peachtree generates reports for verification and monitoring. The most useful are:

Combined Delivery Reports (CDRs): These are official expenditure reports, detailing all
expenditure and encumbrances for all concerned (government, IA, donors and so on) over a given
period. Once the financial year has closed, Finance department send end-of-year CDRs to Project
Managers and Executive Director for verification.

Project Budget Balance Reports: These show each project’s detailed financial situation, including
pre- encumbrances (requisitions entered into the system), encumbrances (purchase orders) and
actual expenses at activities level. It can also summarize data by project, fund and donor. Available
resources are defined as budget less encumbrances (POs) and expenses.

Expenditure Detail Reports: These give a very detailed picture of expenditures by activity. They
include vendors, vouchers (with description), purchase orders, accounting dates, Implementing
Agents, funding, donors, accounts, analysis groups and types, invoices and payment information,
payment currencies and the exchange rates.

Purchase Orders Budgetary Activity Reports: These can be used to look at open (not fully paid)
and fully matched (fully paid) encumbrances charged against the project. If a Purchase Order is
fully paid, then it should be closed by the HQ Office; if not, the report shows the original amount
of the created PO, the amount already paid against this PO (liquidated amount), the vouchered
amount (usually equal to the liquidated amount) and the remaining amount. Project Managers
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should regularly review this report to identify the status of POs and, where open POs exist, decide

on relevant action.

Payment ledger Report: These can be used to verify and look at the different receipts and payment
orders out for a given project organized in each administration sub budgets and project sub
budgets. All necessary receipt codes or copies must be filed accordingly for easier tracking and
verification purposed.

FINANCIAL MANAGEMENT AND REPORTING

FINANCIAL ACCOUNTABILITY
The IA HQ can advance funds to designated institutions; the latter are responsible for ensuring
spent funds fulfill agreed targets.
Designated institutions must maintain records to ensure accurate and reliable reports. Advances
received and disbursed must be tracked so that budget categories are not exceeded.
They must also maintain inventories of acquired property, containing information on all property
and equipment purchased directly by the designated institution from funds advanced by IA.

ADVANCED FUNDS
Advances must be based on annual and quarterly work plans with a corresponding budget. They
require planning and close consultation between the partner’s ad service providers involved. IA
provides funds in line with progress towards meeting targets.

A designated institution may request that IA distribute advances to other institutions - such as
regional sub-recipients or service providers undertaking project activities in line with the work
plan and budget. Fund distribution has to be approved by the IA HQ with line to the Agreement
with each service provider or partner.

‘d uoneljuswa|duwi 133foid

Advances are given on a quarterly basis and are forecast on quarterly or monthly expenditures, in
accordance with the project work plan. Advances must not exceed the funds set out for the next
quarter.

A designated institution may initially request an advance on the basis of the Project Cooperation
Agreement (Amharic, English), an Agreement on Advances and an Appendix to Agreement on
Advances with the amount of requested advance and the indication of budget lines, signed by IA
and the designated institution.

Subsequent requests for advances are submitted to the IA HQ by the designated institution
through the Financial Report, a Letter and the Appendix to Agreement on Advances mentioned
above.

The Financial Report details two reasons for advances:

e Qutstanding obligations: costs are contracted for but as yet unpaid. Only obligations to be

paid in the next period are eligible;

e Planned expenditures: new input is to be procured and paid for during the next period.
Advances are usually made in the local currency. Requests for foreign currency must be previously
approved by IA in accordance to a strict consideration to the request.

IA pays advances into the bank account or by check after of the designated institution after the
institution provides with a legible receipt for the amount; this can be recorded on a special transit
budget line until the Financial Report is submitted to IA by the designated institution.
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At the end of every financial report, project or Project Cooperation Agreement, the designated

institution returns any unused advances to the bank account of the IA before closing that period
or agreement.

FINANCIAL REPORTS FOR ADVANCES
Each quarter, the designated institution prepares a Financial Report (mentioned above), recording
expenditures from the current quarter against advances, calculating the remaining advance and
requesting advances for the next quarter (based on the project budget). The designated institution
submits the signed Financial Report, including the Appendix, to the IA HQ within 15 days of the
end of the quarter.

Advances will be made to the designated institution by IA on receiving a signed and completed
Financial Report containing all details of expenditures made against the previous quarter’s
advance. Before submitting the Financial Report, the project management must ensure that
resources are available in the budget and that the requested advance does not exceed the funds
reasonably required to cover costs for the next three months.

IA also reviews the financial report and verifies that resources are available and correspond to the
work plan. It verifies the use of funds for the previous period and whether progress is being made
towards the achievement of targets.

The designated institution should be contacted if a financial report has not been received within
15 days of the end of the reporting period, and after 2 warnings, the advance payment received
by the institution and also the project will be terminated with the respective institution

PETTY CASH
Where possible, payments should be made by cheque or bank transfer. If this is impractical, petty
cash can be advanced for minor expenditures. However, advances, salaries, overtime and
allowances must not be made from petty cash.

A cheque for petty cash can be drawn in Ethiopian Birr (ETB) for an amount not exceeding USD
200 in ETB equivalent. All cash payments from this source should be made in local currency up to
the equivalent of USD 40 per individual payment. A clear payment ledger must be kept by the
Finance assistant or Petty Cash Custodian, nominated by the Executive Director, showing all petty
cash transactions. All payments must be clearly recorded in sections in which the payment has
been made for (Administrative or project sub-parts).

When submitting a request for replenishment, the Finance Assistant/Petty Cash Custodian must
submit the original petty cash ledger as supporting documentation alongside official receipts and
invoices for each transaction. Replenishment is given in ETB. The amount needed must be
indicated with the name of the Finance Assistant or Petty Cash Custodian (his/her data should be
presented). The budget account used for petty cash advances must be indicated.

Petty cash is advanced for a period of 15 days; a financial report should be submitted to the HQ
at the end of 15 days. No further resources can be advanced until the petty cash book/ ledger is
submitted with supporting documents for the previous advance. If a custodian doesn’t submit
their petty cash report in time, the Finance head has the right to deduct the advanced money from
the Custodian’s (whoever relevant) salary. The petty cash report should be provided to respective
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department for verification and signature. If someone is receiving petty cash for the first time, the
Custodian should provide an internal memo, describing the rules and procedures.

CHART OF ACCOUNTS
The Chart of Accounts provides the foundation of the PEACHTREE financial system - for control,
budgeting and reporting. It must be used correctly to ensure accurate financial, management and
donor reporting. Project staff dealing with financial aspects of projects should have a good
understanding of the chart-fields and their purpose.

The chart-field structure of the PEACHTREE Chart of Accounts is described in the following chart:

Main Budget Donor Fund

Project

20/80 cost breakdown U Implimentation

Cost

Su b‘BUdgetS Pettycash Admin Cost Service provider

Implimented

PAGE 157

‘d uoneljuswa|duwi 133foid



Inithakive Alnica

ASSET MANAGEMENT

ASSET DESCRIPTION
Equipment refers to manufactured and semi-manufactured goods, raw materials and other
supplies that are needed to meet IA project targets. They can be categorized as follows:
o Non-expendable equipment is valued at USD 50 or more and has a life of more than 1
year.
e Expendable equipment is worth less than USD 50 and has a life of less than 1 year.

ASSET ACQUISITION AND TRANSFER
Equipment can be acquired by purchase, transfer or donation. That financed or provided by IA
belongs to IA unless and until such time as ownership is transferred to the government or to an
entity nominated by it. Ownership of equipment purchased with IA funds is usually transferred to
the recipient nominated in the Project Document. Otherwise, transfer can be made upon a
decision by the Multilateral Review Meeting.

If an agreement has been reached regarding transferal, an Exchange of Letters will be prepared
for signature by IA and the designated entity to have copies distributed to stakeholders and office
of government overseeing assets depending on the size and type of equipment.

Before equipment is transferred, depreciation (when equipment is not new) must be calculated
on a case by case basis. The lifespan of common items is categorized as follows:

e Typical office items that run on electricity (computers, printers, scanners, copiers and fax
machines) — 3 years

e large machinery (generators and air conditioners) — 20 years

e  Furniture — 10 years

e Vehicles — 5 years or 100,000 kilometers, whichever comes first

Equipment may be temporarily transferred to a designated institution for project activities.
Normally, designated institutions are nominated in the Project Document; however, they may be
additionally identified during implementation, in line with work plans.

Temporary equipment transfer requires the following documents: An Agreement on Temporary
Equipment Transfer and an Exchange of Letters signed and stamped by IA and the designated
entity. For inventory purposes, all equipment provided by IA should be clearly and visibly marked
“IA” and have a special inventory number -automatically generated by the IA Inventory guideline.
Equipment which has not been transferred from IA’s ownership will remain so until formally
disposed of in one of the following ways:

e Transfer to entities identified in the Project Document or otherwise
e Transfer to another project - with confirmation from IA and National Implementing
Agencies on the basis of an Internal Exchange of Letters.
Equipment may be temporarily kept under IA custody for no more than nine months - after which,
a final decision should be made on its disposal or transfer.

ASSETS DISPOSAL
Assets procured under IA projects, may be disposed due to its destruction, obsolescence or normal
wear and tear confirmed by technical documents from customer service centers:
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For equipment valued less than USD 2,500 or equivalent to it in ETB, this can be done by using a
Letter of Equipment Disposal duly certified by the respective Office Administration and approved
by the Executive Director.

For equipment valued over USD 2,500 or equivalent to it in ETB, any disposal should be cleared by
the board of directors. In such cases, a special request for asset disposal is prepared by the office
administration and submitted to the IA Executive Director for approval. Once the case is cleared
by CAP, the Project management will receive an appropriate communication (a copy of the original
request duly signed by the UNDR Resident Representative). The equipment concerned then is
moved to IA’s custody to execute the decision of the CAP.

MANAGEMENT OF EQUIPMENT

The project is responsible for ensuring equipment and supplies procured with IA funds are used
strictly for the purposes of the programme or project, as described in the Project Document. Each
project is responsible for maintaining complete and accurate records of all expendable and non-
expendable equipment.

Projects must ensure that equipment is kept in good working order. In case of damage, theft or
loss, the project must provide IA with a report (including a police report) giving full details of the
events leading to the damage and/or loss of the equipment. The report will be used for an
insurance claim and/or for disciplinary action if necessary.
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PROJECT AUDIT

INTERNAL AUDIT

Internal audits aim to examine the accuracy of financial data within a project over a certain period.
Usually, it is undertaken by IA Finance Department staff at least once within a project’s
implementation period.
During an internal audit, the following will be checked:

e cash advances;

e equipment;

e inventory records;

e document archiving;
Project personnel should provide access to all documents and materials requested during the
audit. Internal audit reports must be kept in files on the project. In assessing a Project Manager’s
performance, an assessor should refer to the conclusions of the internal audit, if available — since
these help determine the quality of management over the project.

EXTERNAL AUDIT
External audits aim to check that project resources advanced to organizations and entities are
spent as agreed — to meet targets in the Project Document and Annual Work Plans. Project
Managers should ensure that, if an external audit is necessary, costs are allocated for this in the
project budget. Programme Assistants can supply estimates.

An external auditor is designated by the proposal they submit according to the ToR IA releases.
Executive Director is notified accordingly and they must take responsibility for ensuring necessary
documents and materials are available with the finance team. Once an external audit is
completed, a copy of the report will be sent to the program team, donor and relevant government
office for necessary action, if any, and inclusion in the files of the project.

PROJECT CLOSURE

OPERATIONAL COMPLETION
A project is operationally complete when the final IA-financed inputs have been provided and all
planned activities have been completed in accordance with the Project Document and
AWPs/ADWPs. In order to operationally close a project, project managers must ensure that the
following reports are submitted to the IA Programme Unit:
Final Project Review is conducted in the final quarter before project closure; this includes a results
assessment and progress made towards targets. The Executive Director, the Project Manager, and
Programme Officer are responsible for submitting this report in a timely manner using Progress
Report as a template.
Lessons Learnt Report assesses the bottom-line results and progress. The Project Manager should
log lessons in a specially designed form and submit a brief overview of any problems which arose
within the project and how they were resolved. They can also list successful outcomes and give
suggestions for future improvement. The respective Programme Manager is responsible for
ensuring the report is submitted in a timely manner.
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FINANCIAL COMPLETION

A project is considered to be financially complete when all financial transactions have been
reported. In order to financially close a project, Project Managers should ensure the following are
done:

Payment advances: if a project was financed through advances, a final Financial Report has to be
submitted to the Programme Manager. An unused balance against received advances must be
returned to IA’s project balance from service providers / Institutions.

Petty cash: if a project used petty cash advances, a final Petty Cash Report/ ledger has to be
submitted to the Finance department head for verification. An unused balance against petty cash
advance must be returned to IA’s project balance.

Transfer of Assets: equipment purchased for the project is usually transferred to the ownership of
recipient institutions nominated in the Project Document. Alternatively, equipment transfer can
be agreed by a Multilateral Review Meeting.

Donor Report: if a project was financed by donors, a Final Donor Financial Report must be
submitted to Programme Assistants for certification. The unused cost sharing balance must be re-
funded to the donor by IA HQ Office.

Project Documents/Files: documents, files and other materials kept on project premises must be
transferred to the IA HQ from service providers and offices in accordance with the check list. A list
of transferred documents, files and materials must be certified by the Project Manager and
Programme officer.

Final CDR: this report is generated by the IA HQ to ensure that all financial transactions are
recorded against the project and incurred expenditures are in compliance with approved
AWPs/ADWPs. The final CDR must be signed by the Executive Director and submitted to the
respective Donor.

The Executive Director, the Project Manager, and Programmed Officer are responsible for the
timely preparation and submission of all reports. Finance Department will be overlooked by the
program department to submit the financial report in time.

A project must be financially closed within one month of being operationally completed. The
Project Manager should ensure personnel contracts are extended to cover this period, enabling
completion to be finalized. A contingency reserve should be included in the project budget to
cover such costs.
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PROTESTING GRANT PROCEDURE

PROTEST PROCEDURES
Any applicant aggrieved by the process, may file a protest with IA. Such letters should be
addressed to the |A Head Office. Letters will be kept on file.
It is the Executive director and Program manager to act on complaints. This process is governed
by the IA Procurement Manual. The Executive director and Program manager may suspend or
terminate a contract pending investigation. Project personnel are notified accordingly.

MONITORING
Project personnel need to monitor contract performance, ensuring that terms and condition of
procurement are met. If a serious deviation from contractual terms occurs (such as delivery or
quality), this should immediately be communicated in writing to the service provider which will
turn into a termination of the contract if no change is seen by the revised deadline.

PAYMENT
In accordance with IA general procurement guidelines, payments are made on delivery. All
Requests for Direct Payment (RDP) must be supported by an original Acceptance Receipt and
Payment request.

Programme officers must screen all RDPs to ensure a signed payment requests and legal
Acceptance receipts exists. RDPs for advance payment can be accepted where unavoidable.
However, advance payments should be minimized; in such cases, Project Managers are
responsible for the prompt submission of Acceptance Receipt and Payment request to Programme
Assistants on receipt of goods/services.

Finance Unit staff have final control over Acceptance Receipt and Payment request. A monitoring
table, containing a list of missing receipts and reports, can be found at Documents / Finance /
Missing Documents. Any exceptions must be requested and reviewed on an individual basis.
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WORKSHOP/ EVENT ORGANIZATION
GUIDELINE
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STEPS IN ORGANIZING PROJECT LAUNCHING WORKSHOPS

STEP 1: DESIGN YOUR PROJECT LAUNCHING WORKSHOP
OK, this step has a lot built into it. It is important to get together with your team that wants to
organize the Launching workshop with you right at the beginning to answer the following
important questions to guide the vision and organizing of the workshop:

What are our goals of the workshop?

Who do we want our workshop to reach? How will we get them there? How many
people?

What skills and sessions are most important to our participants?

How long of a workshop do we want to/can we organize?

What is our budget for the workshop?

Once you have the answers to these key questions in place and a basic vision, it’s time to start
reaching out and nailing down the details.

STEP 2: CHOOSE A VENUE
The primary factor in selecting a venue is likely going to be where you have free access or
affordable price. If you do have some flexibility or choice in the matter, we have a few
recommendations to consider:

Look for venues that provide all the services (refreshment, lunch and meeting hall with
the necessary materials) are available at the same compound.

If there is an available and affordable venue, being away from the city in a natural setting
can go a long way in providing focus, quiet for reflection, and inspiration to the group.
Don’t forget the costs associated! The further you go the greater is your expense.

If you're organizing a multi-day workshop, we recommend trying to have people stay
overnight in the same place together (if your budget allows you!), as evening free time
often becomes important bonding time.

Finally, most workshops benefit from having slideshows or power points or videos
displayed during the workshop, so having an LCD projector, sound system, and
microphone is pretty important.

Ideally, the following conditions should be met in respect to the location for a training
workshop:

The workshop should be held in a location away from the normal place of work of the
participants

The room used should be large enough to hold all participants comfortably

Seating facilities should be comfortable

It is advisable to check the training venue in advance for the availability of relevant resources.
Check for:
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AC Does it exist and who is responsible for turning it on / off?

Lighting Is this adequate and are there blackout facilities if you need to show a film?
Electricity Where are the electrical outlets, will you need an extension cord and an adapter?
Furniture Are there enough chairs and tables and is it possible to move them around?
Walls Is it possible to post materials on the walls or will you have to bring flip chart

stands/use blackboard?

Equipment What equipment is available, is it working, are there Flip Chart Stands, LCD

projector? TV antenna (if needed)?

Kitchen Can food be prepared at the venue (are there cups, etc.) or will it have to be

brought in (i.e. Tea/coffee/water/lunch...)?

Toilets Do they exist, are they clean, will they be open? Is there a toilet paper?

Access Is it easy to find or will participants need a map? Car parking? Disabled access?

After you decided on which venue, get confirmation, in writing, from the venue providers that
they have agreed on the terms and conditions (See Appendix VIl for Venue Confirmation Sample).
Letter if there is a prepayment schedule, make sure that you have covered it. Remember your
procurement policy! (Services that might be larger than ETB 1,000 need Performa invoice.)

STEP 3: CHOOSE WORKSHOP DATES

We often find workshops have some of the best results when there is a clear, short-term trajectory
for the group’s work following the workshop. By timing the workshop shall be organized 2 — 4
weeks prior to the major project activities, just in case the participants might want to change the
types of the project activities or their duration or the extent of the activities, so that you will have
time to adjust the activities and the budget with the major partners (Initiative Africa or the
signatories). You can provide a powerful opportunity for collaboration following the workshop
that will help cement the bonds formed by participants.

The only other major thing to consider is to choose dates that work for your target audience, to
make sure you get the people there that you want to reach.

STEP 4: SELECT APPROPRIATE PARTICIPANTS

Ensuring highly motivated participants in your target audience is possibly the most important step
in organizing your workshop — here are our recommendations for making sure you get great
participants:
e In our experience for workshops, anywhere from 20 — 25 participants can be a good size.
It’s enough people to have a diversity of perspectives and quality discussions, but still
small enough to have more intimate experiences and develop real, lasting relationships
and bonds in the group.
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e In case of events, the size is determined by the theme and exclusivity of the program.
(Always note that amount of participants present may vary from paper so always have a
contingency ready).

o We recommend using the answers to the following questions

o Which government offices are the signatories to this project?

o Who has stake in this project?

o Who can influence the implementation of the project activities?
o Who can be representatives of beneficiaries?

e Seekto get a diverse set of perspectives into the room — it will make for a richer and more
educational experience for everyone!

Sending Invitations

Invitation letters to the selected workshop participants shall be sent a week earlier to the workshop
date (See Appendix | for sample invitation letter). It shall be sent in writing to be handed personally or
via postal service or via email. Invitations through telephone calls or SMS messages are also possible.
In any case, what is important is the selected participants have clear messages on the following:

e the workshop date(s)
o workshop objectives
e what is expected of them

Your letter must clearly state the number of representatives and the qualifiers if you are requesting
an office to delegate concerned participants. You may send the agenda along with the invitation letter
if you want your participants to come prepared to the workshop on the topics planned for discussion.
Remember! You need to request for their confirmation of attendance.

STEP 5: DESIGNATE THE FACILITATORS/ SPEAKERS

Having effective, energizing facilitators are keys for running a successful workshop. Here are some
recommendations for considering your facilitation team:

e You’ll want more than one facilitator so you don’t get totally exhausted. For small groups (15-
20 participants) 2-3 facilitators is sufficient. A couple more is also usually fine especially for
large groups, though you want to be sure that facilitators don’t overwhelm the group dynamic.

e It can be helpful to make sure facilitators don’t have logistical considerations on their plate as
well —this will distract from their ability to be able to prepare sessions appropriately.

e It can be important to have at least one facilitator with workshop facilitation experience.

e Make sure your facilitators know they are responsible for keeping the workshop on time, for
preparing and covering all the material and group exercises, and making sure everyone
participates. Be sure to design how to present the project objectives, results and activities as
well as how each participant can get his/her role in the implementation of the project. Also
check out how to answer possible questions as well.

Facilitators are not teachers in the traditional sense; their role is rather to facilitate the process of
learning by the participants, to be an intermediary between new knowledge, fresh ideas and the
group. The responsibility of a facilitator is to build a relationship with the group participants. To this
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end, while working with the group, the facilitator should demonstrate in practice her/his belief in the
principles of non-violence and gender equality. In most cases, facilitators work in pairs — as a training
team.

Facilitators can either be from outside or inside of the organization requesting the training/workshop.
Combining inside and outside facilitators as a team creates can especially be effective in the
training/workshop, as each facilitator brings different skills and knowledge to the sessions. For
example, an outside consultant facilitator can bring the overall knowledge and skills for facilitating a
training workshop on a particular issue, while the internal facilitators bring knowledge of the
organization and the country specifics in relation to the training issue.

It is important that the selection of facilitators be based on the following criteria:
The facilitator(s) must have:

e expertise in the subject matter;

e ability to use interactive presentation methods;

e professional credibility and appropriate reputation;

e awareness of their own values, biases, and comfort with diversity;

e understanding of group learning processes;

e flexibility while conducting exercises and the unanticipated situations that arise in them;

e ability to establish an informal, warm, and supportive atmosphere using a relaxed approach;

e ability to handle participant resistance and denial and to deal with highly-charged emotional
issues;

e ability to remain open to the feedback of participants.

STEP 6: PREPARE THE BUDGET AND ORGANIZE THE LOGISTICS

DETAILED BUDGET PLAN

Securing the venue, knowing the dates, having the number of participants and referring the budget
line you agreed with the lead partner/donor (Initiative Africa) and the procurement policy, leads you
to have a detailed budget plan. (See Appendix Il for Sample Budget Template)

Alongside, the budget plan you shall make ready the payment sheets (Per Diem Sheet, Transport
Reimbursement Sheet ...) (sample formats are attached in Appendix VII)

LOGISTICS
Making sure things run smoothly is an important part in setting participants up to focus on learning
and bonding with their fellow organizers.

e Food: Providing food on site will enable participants to focus, and keep them from getting
hungry and distracted. Meal times are also a valuable, informal team-building time and it is
usually best to have group meals together. Providing tea and coffee to keep people awake,
and for breaks is very helpful as well. Make sure to ask people about food allergies!

e Travel: Make sure you know when people are arriving and communicate to them about what
support you can provide, and where to go when they arrive.

e Lodging: Let participants know what type of lodging they’ll be staying in, whether they need
to bring bedding, if there will be showers, etc.
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The necessary materials and equipment will depend on the training methods that are used. Some
might be needed for preparation (e.g. computer, printer & photocopiers) and others during the
workshop itself. No list of materials would ever be complete but here are some ideas to begin with -
you can brainstorm and create your own checklist!

Materials

e large papers/flip chart papers

e small sheets of paper/ notebooks

e pens, markers of different colors

e scotch tape

e chalk

e overhead transparencies/videos/cassettes/slides

Equipment

e adequate number of chairs and tables (including extras)

e video equipment (if necessary), overhead projector, etc.

e board, tripod or stand, or somewhere to put large sheets of paper on the walls. An option is a
flip chart by the wall where there is open access (flip-charts are the large white writing pads
with holes that allow them to be fixed to the special stand) (see Picture 1).

In case some resources are unavailable, make necessary arrangements ahead of time, or use your
creativity to find substitutes to support the workshop/ training exercises.

After identifying the type of costs your project covers and based on the budget line you agreed with
the donor, you need to prepare a budget and secure it to cover the costs.

PRINTED MATERIALS

Prepare adequate time with your facilitators to decide on the type of printed materials workshop
participants should be offered (could be project summary, excerpts from related research papers,
power point presentations...). We recommend printing out all necessary materials per participant so
that people can follow along, make notes, and refer to the agenda throughout the workshop sessions.

STEP 7: CRAFT THE AGENDA

Once you have the logistics together and your participants selected, it’s time to map out exactly how
you’ll use your time together. Look at the sessions on this site for ideas. Here are some things to
consider:

e Less is more: the more you pack in, the more you’ll need to rush and the fewer participants
will actually learn. Cut back as much as you can so you can learn things in greater depth.

e Ask your participants: survey your participants to see what they most want to prioritize
learning

e Build in breaks: Free time, breaks, and informal socializing is key for bonding and to keep up
motivation and focus. If you don’t give your participants breaks, they will rebel!

e Plan an open session: Let your participants plan their own session, whether it’s a skill share, a
chance to share their work, or a discussion they’d like to have as a group.

e Know that you’ll go overtime: It just happens — plan to be flexible.
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STEP 8: MEDIA COVERAGE
Once the venue and participants are confirmed, the organizing team must contact the media house
by phone or either a formal invitation letter to attend and cover the event.

Contact addresses for the media houses are included in the organization cloud storage and will be
updated in any change.

STEP 9: RUN YOUR WORKSHOP/ EVENT
Have a great time, remember to breathe, and spend time getting to know the people who come —
they’re who you’re building this movement with! A few other reminders:

e Stay energized — make sure to play plenty of games and energizers throughout the training to
keep people’s spirits up

e Document — make sure to take photos and videos to remember the workshop — and send
them to us too!

DURING THE WORKSHOP:

1. Deliver brief presentations; adhere to time limits and to the assigned topic;

2. Make practical recommendations;

3. Use examples. Newspaper articles and hypothetical examples to help illustrate your point
more clearly.

4. Use visual aids, such as handouts, flipchart with textual graphics, charts, maps, films,
videotapes, posters, photographs, audio-visual equipment, etc.

5. Encourage active group participation withholding your judgments.

6. Build on the Ideas Put Forward by Others

7. Encourage participants to bring out their ideas with emphasis made on the quantity of
suggestions, not quality

SUGGESTIONS FOR SET-UP
Certain ways of arranging a room facilitate an open and equal learning environment for all the
participants of the training session (including the training team).

It is advisable to arrange the furniture so that the participants are able to face one another. This kind
of set-up promotes open communication and the sharing of ideas. One common way to facilitate this
is to organize the table and chairs in a U-shape, with the facilitator and visuals located in the front, as
seen below in Picture 1.

Another effective arrangement for smaller groups is a circle, as seen in Picture 2. Chairs should be
easily moveable around the room, depending on the conditions and types of training activities (for
example, to conduct smaller working groups).

Facilitators should use their own judgment for whether or not tables are necessary in the set-ups
presented in setup 1 and setup 2. A traditional classroom set-up with tables in rows, however, is
generally not effective. A more relaxed set-up is better for encouraging open communication. Two of
the most common schemes for arranging tables and participants are illustrated below:

Inithakive Alnica
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Setup 1 Flipchart or Blackboard
O | | O
@
O O O Participants
O O @ Facilitor
O O
C O O O C O

Setup 2 Flipchart or Blackboard

o O
O O Participants
O OO Og go @ Facilitor
O
O

Group 1

8 Group 3 8 Gmflio

O O O O

CONDUCTING GROUP EXERCISES

The purpose of the group exercises and activities is to facilitate the learning process. For the
group exercises to be successful they should meet the following requirements:

The exercises should:

¢ have an objective;

e atopic to discuss with and share ideas or strategies;
e De strategically placed within the training;

e occur within a specific time frame.

‘d auljaping juang /doysyiom

Therefore, besides a general workshop facilitation plan, it is necessary to develop a more
detailed plan of how each exercise will be conducted.

While planning a group exercise, it is advisable to take in account priorities, i.e. all important
issues should be addressed at the beginning of the session, and secondary issues may be
combined and summarized for the remainder of the time.
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Each exercise is divided into specific consistent logical steps:

1. Facilitator’s introduction leads the participants to form groups and into the main topic
of the exercise (could be approaches to the project activities implementation).

2. Then, through various techniques, the facilitators gradually facilitate reaching the goal
of the exercise.

3. The exercise concludes with the Facilitator’s commentary or debriefing, which allows
the training team to summarize the results of the discussion, briefly review the
group’s accomplishments and emphasize the most important points regarding the
subject of the exercise. The facilitator’s commentary is a response to the objectives set
forth for the exercise.

Some flexibility is necessary, however, to ensure active participation, otherwise the group’s
grasp of the subject matter may be insufficient and they will not master any new information.

STEP 10: EVALUATE THE WORKSHOP

At the end of the workshop thank participants for their participation and time. The, ask them
to reflect on the overall proceeding of the workshop and get some feedback orally. But, it is
better to use a questionnaire to get all participants’ feedback in detail (See Appendix III for
Sample Evaluation Sheet). The aim of the evaluation is to learn from the current workshop
and improve the coming ones. The following three are the areas that need evaluation:

1. Quality of the Workshop
2. Facilitators’ Skill
3. Services Provided

The responses from the evaluation questions can be summarized in the form of tables or
charts and can be included with the workshop report or be developed as a separate document.

STEP 11: MINUTES/REPORT OF THE WORKSHOP

Within two days of the workshop you must have either the minutes or the report of the
workshop. As time goes on, notes might be lost and ideas proceedings of the workshop might
disappear from our mind. Thus, consulting the notes you have taken and the video recordings
(if any) you should produce the report immediately with the flavor of the incidences of the
workshop (See Appendix IV for Sample Workshop Report Format).

9,
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1. Minutes of the Workshop

The minutes should be organized according to the following structure. The minutes should be
included in one single document.

Section

Contents

Programme

Please provide the list of contents of the programme of the workshop
together with the information about the experts delivering the
contents

List of Experts

Please provide the list of experts delivering the workshop programme
together with their affiliations

List of Participants

Please provide the list of participants together with their affiliations.

Minutes

For EVERY item listed in the programme please report what
happened during the workshop in terms of:

- Contents delivered

- Feedbacks

- Conclusions

2. Template for the production of the Report of the Workshop

The report should be organized according to the following structure. Please provide a
separate folder for each section indicated below

Section

Contents

Introduction

Please provide an introduction document with the following information:

= Description of the strategy used in order to involve the participants
(e.g. direct telephone contacts, mailing, publication of newsletter etc)

= Type of target groups addressed (e.g. experts in the field, directors of
prisons, etc)

= Geographical areas where the information about the workshops was
promoted

= What material did you use for informing the potential participants?
(e.g. power point presentations; leaflets; brochures etc.)

External Experts involved | For every expert in charge of delivering the workshops please provide a

short CV (about 8 lines each) detailing their expertise and experience as
well as their affiliation.
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Participants involved Please provide the list of participants involved and their affiliations

Proof of Participation Please provide a scanned document collecting the signatures of each of the
participants

Materials Please provide materials used and delivered during the workshop (e.g. PPT
used, documents distributed etc.)

Photos Please provide pictures taken during the workshop (6-10 pictures)
Conclusions Please describe the overall conclusions and final decisions adopted
Evaluation Please write one page describing the results of the evaluation. In order to

do so, at the end of every workshop please deliver the evaluation form
attached at the end of this document. The form may be changed and
adapted.

STEP 11: PRESS-RELEASE
After the workshop, press release is mostly recommended. Draft the main highlights of the event and
send to the respected media’s to compile and rewrite them for their programs and print media’s.

STEP 11: FOLLOW UP

After the workshop, aside from providing time for people travel home, rest, and digest the material,
it’s good to build off the positive energy and momentum created in the workshop experience to
continue engaging everyone, and ideally transitioning into real action. This requires creating clear and
efficient communications channels — email list serves, face book groups, Google groups etc — and it
requires modeling constructive use of those tools. When a workshop ends, no matter how tired you
are, try not to disappear. Take a deserved rest, but capitalize on the moment and both model
continued leadership by initiating more work, and also continue in your role as a facilitator, attempting
to draw out and support other’s leadership, not simply falling back to the same organizing team you
began with when you started.

Go through the report, the feedbacks and your notes and see if there is anything that changes your
project activities, schedule or budget. If there is, prepare a justified revision plan and discuss with IA’s
PMT. If there is no major change that brings a change of plan or budget submit your report and move
on for your project implementation capitalize on the success report.
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APPENDIX I: INVITATION LETTER SAMPLE

Tel. 251-11-662 2640/662 2641
Fax. 251-11-662 2642

P.O. Box 1123Addis Ababa, Ethiopia
E-Mail: info@initiativeafricanet
Web: www.initiativeafricanet

Initiative

e

Ret:
Date:
ACL PATT RLRS oS L. /LT
ATA D& AT RLES @OSA FIT
ACE AT RLE T0E
AMMS AT RLRS @e(SA TN
ANLA AT REFS oo0S A T/

annr

PAR - PTCERT Mt Podf Ao-L75+F T3 Lovphd-A

LCEATT ARG h§eh PONET 2% FLAET CoMtT3 PN L2 NANF A
AAN, A%YE PAYRE “YAL9 AL b/ "Making Sure Girls Complete Secondary School” ¢-17 TCRht
PR 20 Neopanc Aco-pae h*devAhdFo- PhAA NLC2T ETCERT F2L 0Py E 974
LAl

MLV cowldt PPEENET 93 F ANALCT AhAE P99 PoLes Phhe ewlsh a4t 4 473
2008 9.9 MP-lde AL AN FE A=

AArY PrE GO @IUC WG PELETT RPOPA TELT PULENING WIS erruc
han®P+ 2:30 £o°¢ he A6 Obaddor $35 03 NenT7F Phhe A-000a- A& AT500T AL A% s

hw AT A o0

hezge e he
PTeEht e Ahes
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APPENDIX II: Workshop Budget Sample

Capacitating the Youth to Get Engaged in Social Action Projects

A},
HOLLA

Horn of Africa Leadership and Learning For Action

Launching Workshop in Addis Ababa

Venue: Monarch Hotel
Date: December 18, 2015
Participants: On this consultative meeting, there will be about 30 participants drawn from concerned

bodies of this project. Their composition will be:

Representatives of AA Finance, Education and Youth & Sports Bureaus (3)
* Representatives of Sub-cities (6)

e School Directors and Teachers (16)

e Representatives British Council (2)

e Project staff and documentation (IA) (4)

Budget Estimate
The following table shows suggested budget estimate which could be covered by IA from its World

Vision account.

S. No Budget Title Budget Estimation Total Amount
1 Venue Rent Birr 280/half day/person 9,800.00
2 Transport for participants | 30 participants x Birr 150 4,500.00
3 Rollup Banner Birr 1200 (lump sum) 1,500.00

Sub Total 15,800.00
Contingency (5%) 790.00
Total Budget 16,590.00
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APPENDIX IIl: Workshop Evaluation Sheet Sample (English Version)
A},

HOLLA

HORN OF AFRICA LEADERSHIP AND LEARNING FOR ACTION

Traini eedback Questionnaire for Trainee

Dear Participant, this questionnaire helps us to evaluate the training offered by HOLLA in
collaboration with Initiative Africa. Please use the following rating scale below and put V in the

cells.
5 = Very high
4 — High
3 — Moderate
2 - Low
1 — Very low
| — Quality of Training
Characteristics 1 2 3 3 5

Motivating / Interesting to participants
Participant’s involvement

Relevance to participant's training
expectations

Relevance of the training material
Usefulness of training contents
Adequacy of time

Il = Ability of Trainers
Aspects of evaluation 1 2 3 Bl 5
Presentation skill

Facilitation
Language usage
Time management

.= Tealnina Servi { Coordingt
Type of Service 1 2 3 4 |5
Venvue (training place & hall)
Refreshment

Lunch

Stationery

Program Promotion kit

1|Page
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IV — General Comment(s)

A/ Write three ideas you learnt from this training

;

B/ Write two things that interest you from this training

1.

C/ Write two things that disappointed you during this training

1

2.

Any other comments for further improvement:

Thank You!

2|Page
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Workshop Evaluation Sheet Sample (Amharic Version)

PoAMS oMyt @091 P PR

Initiative Africa

& AAFLPTF LY ool NALLAN AL CFamarT 2AmS Aew)9*9Ps
AWELLT TIANe P64 W7%.P0TFAT tars QALY N°LhilAa- evph P av(drT
NS HE o0 OV AR 097849 YANTF07 ATLTIAA ANTmePAT s

S | L P T Al

4 - he %

3 - ewhhA¥F

2 — NPT

[ | L A TR B

b~ CoamGTar Yot
awce e+ 1 2 3 4 | 5
APAFLPT RiPEST GATT “IALS-
ALk

CroAMTa AN T

CYNAMT o ZVF P
AAmGa- Clavla- 2L 04T

€ - PANANGT ot
P9 1°7.8 10T 1 2 3 4
hdédN

S 270 B B Y O
eRIL AP Poe
e AP

h

i — PAMS AIAINT
PAIAINT LT 1 2 3 4 |5
CAoAMT 03T ASET
PR LS (K5 a1 35
PRVLA a0l PG RARNT  APCNT
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PoAms @o-mI o1t 19017 PR

0 — PPA Q7Y
v/ MY 2ams 2 e ot PS ST e P20 o3 00T YA0TF gR4-x

p 8

2,

3.

A/ By ~2AamS 200 F o 150F o0 DAt PICTT BR4x

g 2

2.

A/ HILY ~2AmS 0GR Tor 150F o0r AT PICTT LR

T

2.

PTIMPALT PwLLT TINTL YAN NALT AmC AL Clar PNFS-n

AT 1507
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APPENDIX IV: Workshop Minutes Sample (Amharic Version)

ALOPLA AFch
OAN " 0-A9° VIST 20" 172005 NN 8o TCERT L P
POALT Y ATE AR PHIIE P14 Am-f 75T T99E L7CT

1 P RORIRGRCT C . .. ... USRC 15 4T 2006 9.9
O ioasineians TR | Y725 ol (1 U o0V T o B DA A ]
PAAMSTar TE2° ... . . . . WLy 2C EFeem-T Lovpht: ::

NAMG o Ppdlge-

1. RN SALPTSE Qfoo- L 2T MbALS 100 WY AT ol /... 1o 8: &
WA wwruC v0er ... w3/

3. CON VLT & w 5: 0 1/

AVr NENE ALY 26 P LHMN::

hAg Mtmddar &7 NAo-f P4 P & “T064LP PAMTT TEavy Pavdcp
PTCENE 24 RONLE Af PRAGT W rhht AU L2°CET PS4t LM AF At 203
Tl

N0 Ab PRANE Vorhhd ALT0LA ARCh PVITTF 1994297 e300 huaek
N0 CC TN WP .o e TEERT 4AmPLP2HET AR hhad 4490 6
NRAA DNAT? £ 4 CRATET BLE FPVCTE LT oS ar AN arOPA::

NewdmA g CTEENET A4MET AIAR IFLET PeAdh LCI8F N7 ‘W Pod:
AFPUCTE  AawdC NAMS  @hm Tt (G PCPC IHEP PawdPud-TE AT TTIANT
PELPTT PN AT VTAA 3 AT PUr £I0A @UhE T NGRS NoAZT S8 AL
harf POF TTNLE NTAPY ANGCAPA::

PUINLROLE NEPETP poée AONLE OGS @b 2105 oo NG RCanTrrs P-LS
sode WILUY UAAM- LCEA: AOM0T MMLSTor B GE oo ATPUCT Rewde ST ACHN
@PVETS @PYET PRF AL CATT NIANTE AAMST2T FAPEPA:: AT PO PAAMT
FYPATST PN @K MG APTAFT AT PN MLV NCFLE P06 8 PG
2EPT AEPL (1745 RLE AL LIFA NAPA::

AF PRAIT LU Ao-f P PTEERE RATL AMA oorT ARer oART MISF
PN hodet @i TA LCIF NI CLCE 97 @l AAOT P00 A0 NS TASGC U ML
PALYE &S W €9970A0 hodeTF @i TA foohd- TEENT 0AET hEFPUCT Aowd-CF
Coh @PVETT wPULT 26 N4 WIS TPAPE ATTOTFA 00 @G mkanPA::

PYCENE e ADLE TFAFLPE (at (L7 A3Sh4-4a WL N3A Nohba-T
TLEPT WLP ANPINIE (FLT TofLd ARG NohfTo- ZThert Aafihe N3S0CN
ALCVPA:: AT P2, LNEAITar T EEPTI° P A TT LovlAn::

1. @A 73040 PoRFA° U PUILTAS LA 4T 77 DT840 LTA07

2. wlav) 9% PPN LTAN?

1
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3. PwlS FVLT Nee-PREN T AMG LTAN?

4. PAETS PFUCT (WF 9TV 7 LavhAA? 0 a0l L19PA?
hAL aPL-F TeEPT Nat (F2T erhéat A L2T MNCHc htoff 024 01907
Lo P o ALY E AT Fe-T APCNPA:: hidNar aohhA e P47 W'::

TP WAET MLANN LLE 7 71849 L7408 ?

@A - PPNGT @TAT [RZUEF-0140, AT DACE U AL ONOA  PRI4 1N%T

DAY PUILTA wAT WY 0f L@ WET NISLS @044 NTSAMC A@AET N,

@Mz NEEA T1L499 T1THE €A% 997 AL ATRUY @AP i 700 ARG PULNG SN L

o7 P19 @7 AT NA ATECNE TLLT AT TUE PPG 0F @epf WS90

PN T pole ool NOINLEC LAT @f. FRNAT aodan W35UF “12:47::

TEE:- wlooy 97 TN LFAN 7

@ - PN TE9 WNTANIE N4 270N oL L0 TMELs haeds A AT

@fifg®:: WTS0-9 NRTE ATThes T PN AT TP FRCY 1P ATSOAmaer T4 NGT

ATS.2A hFALR ANAT 992409 N4 VNLTOE AL PONN 2TTE b @t NEZCT

@A« PPALR Z°0PCT Nevam®: Newld P reoCht A0 AEE hodZT 20 o-Let

WL AAm TOE 53T I-NMEI U meen P | aoem(C: AP avavdcF 1 WFILE UNLAN

20 fathé 7Y @ m ¢ FCTEAEET T04-F MheA Adh °hC LF L40::

TEE:- LS NAov- P2 99 N4 LFAM ?

@A - LO8T NEFA L4 [ QRN ACwls. @i FTi NG ao ot PAFT TET

@\PTG mlE TIMGTPC ¢ &Y aud A NG MANTT TAT @vaol b avFi:: NT5009° dAmS

@hmts FFAPR AALCT AWAT 09T PUULAND sl @t + AT CACT @ohéFe 1-aTN0

Py £ o8 aviynch::

TPE:- POAES PFALE 27T 900 eegead AaNT ?

@AN:- NPCONTE ARTS PCR o fPTS NMAPTIE 2465 arm397 P 20EF AL AANE @ohl-T::
FTEENE o4 ANLE A PRANT Vothan  Qvat ST NPdia ¢ e PAm-T

AT ATEERE AhA97F FAT AT AIAPCT MARPA::I AT AR PRAGTE A

ANCNEC vt (FRST 24T PAm0T OU39° A“Ymad PUA  APLIFE  TeEPT e

L7 AN PPF PULhrA@ o NAPA::

@AET L4 01T} (toviht:-
D | U 3 W S T
V' ANLAT RARNVET T12AT
v WISE Aa-r AL NEEA 1847
vVond s AdéAter L08 eedadt

Initiakiwe Alrica

PAGE 181

‘d auljaping juan3 /doysiyiom



hawgoued 26 emd 2779 wemi
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Workshop Report Sample (English Version)

Inifiative Africa

ALL CHILDREN READING PROJECT: An Action Research Approack ta Improve Reading Skills of Students Unng EGRA Remualts

Report on the School Leadership Training

1 - General Information
1. 1 Introduction

In November 2012, Initiative Africa has got a grant from World Vision for the "All children Reading Project” to be
implemented in three regions, namely: Amahara, Oromia and Addis Ababa. Consequently, Initiative Africa (IA) has
signed operational agreements with North Shewa Department of Finance and Economic Development of Amahra
Region, East Shewa Department of Finance and Economic Development of Oromia Region and Department of
Finance and Economic Development of Addis Ababa on the project titled “An Action Research Approach to Improve
Children Reading Using EGRA Results”. With these agreements, Initiative Africa has started to implement the
project in 30 selected schools of the three target regions. The project is a two year project and aims at improving
the reading skill of Grade 2 and 3 students in the selected target schools,

One of the activities listed on the project document is organizing capacity building trainings for teachers and school
leaders. Hence, this report presents the practices of the two days training on “how to support teachers in
classroom action research” organized by the project staff.

1.2 Training Objective
The major objective of this training was to build the capacity of school leaders of the selected schools in supporting
classroom action research and on some methods of teaching reading to improve reading skills of children.

1.3 Training Period and Venue
The training was conducted atArat Kilo Sports and Education Center (Former YMCA) and the training dates were
June 15 ~16, 2013

1.4 Trainers and Participants

1.4.1 Trainers

The training was given in collaboration with Thinking Schools International. The training manual was
developed by the Thinking Schools International via Eminence
Social Entrepreneurs and Thinking Schools Ethiopia. In this
training the following capable and professional trainers were
selected by the Institution.

L Mr. Robert Price

2 AtoBereket Awoke (Coordinator)

3. Ms. AtsedeTsehaye(Amharic)

4 Ms. Ruth Menbere{Oromiffa )
1.4.2 Participants

Out of the invited 44school directors, supervisors and woreda education experts 43of them attended the training.
(See Appendix A for the list of participants). The participants were drawn from the 30 selected schools and their
respective woredasof the three target regions.The following table shows the participants by region by gender,

Initatve Afvica, June 20130
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Table 1: Number of participants by region

No. of Participants
Region
M F Total
Addis Ababa 18 3 21
Angolela (Amhara) 8 2 10
Boset (Oromia) 9 3 12
Total ‘ 35 8 43

1.5 Summary of the Training

After the registration of participants that arrived in the training venue, Ato Eshetu Desta, from IA explained about
the project in general and the training objectives and introduced the program of the training (See Appendix C for
the training schedule). The opening speech was given by Ato Yehualashet, ACR Project Manager at |A. After the
keynote speech,Mr. Robert Price founder of Thinking Schools International, expressed his gratitude of being
invited to facilitate the training and the actual training commenced,

The training program was conducted according to the training guide (adopted for this training) which was
categorized into the following three broad sections:

Section 1: Introducing New Language for Leading and learning

Section 2: Learning the New Language

Section 3: Communicating with the New Language

On the introduction session, the trainers focused on how the training helps in improving the reading skills of
students explaining the following six points in brief,
1. Visual Tools,
Reflective Questioning,
Collaborative Networking
Developing Dispositions,
Thinking Skills,
Structuring Environment

oNsdwN

Then, the three categories of visual tools (brainstorming webs, graphic organizers and conceptual mapping),each
with specific purposes and visual configurations were subjects of the discussion on the first part of the training.
In section 1, Introducing New Language for Leading and learning, the following points were considered with the
participants’ full participation.

* Building personal and professional fluency with thinking process

*  Facilitating organizational change processes and student achievement

* Facilitating communication, problem solving and decision making across a range of leadership areas

In section 2,about Learning the New Language, the trainers facilitated the group and plenary discussions on the
following important ideas.

*  Essential leadership questions

¢ Thinking processes facilitated

*  Thinking maps as tools

Tree map

Double Bubble map

Initiatve Africa, June 20131
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The eight thinking maps were practiced by
participants associating the maps with the
language teaching in general and reading in

"' Multi-flow map

particular. The participants also practiced the
action research cycle, Using the thinking maps
participants tried reflective questioning and

-aridge map

narrowing action research questions.

In section 3, Communicating with the New Language,
* Collaborative problem solving and decision making
* Creating action plans using maps
e Using thinking maps for supervision and coaching

Towards the end of the training, the project staff presented on the action research selection criteria which will be
used to evaluate the individual action research whereby the winners will be awarded and published as a model for
sharing to other teachers. The project staff also introduced the coming action research activities schedule as was
done in the teachers training. Then, the training concluded asking the participants to give their feelings about the
quality of the training, the trainers’ ability and the training service that was offered. Finally, the closing remarks
were given by Ato Yehualashet, ACR Project Manager at Initiative Africa. In his remarks he thanked the trainees for
their active participation attending the training eagerly in their weekends and for the desire they showed to
change the existing problems students faced regarding reading skills. He also stressed that school leaders should
help teachers on the action research using the knowledge and skills gained from this training.

1.6 Achievement and Challenges

1.6.1 Achievements
* The selection of the Institution that offered the training (Thinking Schools International) was found to be
worthwhile,

* Training guide and its contents were well thought of, Thus, the quality and relevance of the training
materials were maintained.
Arrangement of the training venue at Arat Kilo Sports and Education Center is appreciated
98 % of the invited school leaders attended and completed the training.
The participants became familiar with “Thinking Maps”, “Classroom Action Research”, and “Methods of

Teaching Reading”.
* Trainees were not reserved due to language barriers as they were using three languages - Amharic,
Oromiffa and English
1.6.2 Challenges

*  Finding accommodation for all participants in the same place and not far from the training venue
*  Some irregularities in the distribution of the training guide
* There was a shortage of time for all the activities in the training guide

2. Training Evaluation

The trainees responded by indicating the extent to which they felt about the quality of the training, the trainers’
ability and the training service. The scoring was on a scale of 1to 5, where 1 = Very low; 2 = Low; 3 = Moderate; 4 =
High; and 5 = Very high.

2.1 Quality of Training
The quality of the training was rated using the following five characteristics:
1. Motivating / Interesting to participants
2. Participant’s involvement
3. Relevance to participant’s training expectations
4. Relevance of the training material

Ininative Africa, June 20132
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5. Adequacy of time
The following chart shows the summary of trainees’ feedback regarding the quality of the training.

w0 Quality of Training
35
30
gg B Very Low
15 = low
12 B Moderate

0 - ; . ® High

* s - L L
‘p@’ é’é" éeo &° &0 B Very High
o\‘é (;\0 4 \':“bc c&)‘b
& <° & @ &

Observation

As can be seen from the above chart, the majority of participants rated the quality of the training high and very
high in four of the characteristics except the adequacy of time. Concerning the adequacy of time for the training,
the number of participants who rated it as low, moderate and high is almost same, Those who rated “moderate”
might have thought that there wasn’t enough time to complete their expectations. They needed the training to
continue for some days. This shows that participants were satisfied with the training quality.

2.2 Ability of Trainers
The ability of the trainers was rated according to the following four features
1. Presentation skill
2. Facilitation
3. Llanguage usage
4. Time management
The following chart shows the summary of trainees’ feedback regarding the ability of trainers.

40 Ability of Trainers

35

30

25

20 W Presentation

15 M Facilitation

10
5 W Language Usage
Q- M Time Management

Observation

As can be seen from the above chart, the majority of participants rated the ability of the trainers as very high in all
the five of the features stated (only some rated them as high) which shows the level of satisfaction of the trainees
with the trainers.
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2.3 Training Service and Coordination
The training service offered by the coordinators was rated according to the following four aspects
1. Venue (training place & hall)
2. Refreshment
3. Lunch
The following chart shows the summary of trainees’ feedback regarding the training services and coordination

3 7 Training Service _

25
20
15 W Training venue -
10

5 ® Refreshment -

Al ® Lunch -

\,‘!‘ 0@‘9 @é\ NS
\“°b *"d

Observation

As can be seen from the above chart, the majority of participants (34 to 38 participants) rated the training service
as high and very high. About 4 participants rated the refreshment service as low. This shows there is improvement
from the previous training in the arrangement of the refreshment properly.

.//end
Appendix A: Participants’ List

Appendix B: Schedule
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Appendix V: Workshop Participants’ Registration Form

Inithakive Alrica

Tet 250.11-662 26407662 2641

Fan: 151-11-462 2642

P-0. Bax 1123 Addis Ababa, tout :

Exbapa Inn:.lavtit_ve

EMPOWERING YOUNG GIRLS: Building Communities Project
Sensitization Workshop en "Making Swre Girls complete Secondary School Project”
February 12, 2016
Qutera Hall, Wolita Sodo Town, SNNPR
Registration Sheet
S Ng Pavticipent Name Name of Office/School it
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Appendix VI: Workshop Participants’ Transport Payment Form

Tel 28111662 26400662 2641

Inithakive Alrica

Fax: 251-11-662 2642
PO, Box; 1133 M Mbobe, Initiative
Ethiopia F=
EMPOWERING YOUNG GIRLS: Building Communities Project
Schaool Violence Index Testing Workshop
April 20, 2016
Menelik 1T Preparatory School, Addis Ababa
Transport Payment Sheet
S Ne Participant Name Amosnt Signature Remark
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