Office Policies and Procedures Manual 
Abt Associates Incorporated Georgia

USAID Health System Strengthening Project

Office hours

Office hours are 9.30am - 6.00pm, Monday – Friday, with half an hour lunch break. 

HSSP Office location
University “Georgia” Building - 1B Budapest Str, 5th floor 0160. The Building has 1 public entrance from the Street and second entrance from the backyard. Both entrances have iron doors with multiple lockers. There is 24-hour guard’s shift securing the entrances of the building.

Prevention: Office has 1 iron door. Public entrance door has automatic locker system and monitor. Office is equipped by Security Alarm System. Entry is coded.  There are two fire extinguishers in the office.

Access to the Office

Central entrance has automatic locker system and monitor which is controlled by receptionist. All staff members have unique code for entering the office, which is time to time, is changeable and managed by F&A Assistant. The code is strictly confidential and prohibited to pass it to any other person. F&A Assistant also has key copies of office door. 

There is 24-hour guard boot by the public entrance of the building securing the building from unauthorized entries. In late night hours whole building is locked.
First Aid facilities in the event of staff injury is in the kitchen.
Unexpected leave, late arrival or early leaving

It is expected that all staff be punctual with respect to their entrance time and lunchtime. In cases of unexpected leave, arriving in the office late, or leaving the office early, the staff member must call the office and inform the Finance and Administrative Assistant or Finance and Administrative Director about the issue. Afterwards the Finance and Administrative Assistant or Finance and Administrative Director shall inform staff members in the office by e-mail or other communications.

Working hours 

Working hours for full-time employees are 8 hours per day and 40 in a workweek 
Working hours for part-time employee, including hours per day and hours per work week are negotiable with COP. 

Staff member can arrive at work late (or arrive in the office early), and compensate by leaving the office later (or earlier, if the staff member arrived early) or not taking lunch break.  However, this should be in communication with COP or Finance and Administrative Director, and the staff member should still complete the appropriate amount of work hours, and all of their project responsibilities. 

Holidays
The office will be closed for the official Georgian holidays the list of which will be provided to all staff in the beginning of the calendar year by the  Finance and Administrative Director.
Compensation for working on holiday or weekend 

In the event the employee works on a holiday or week-ends, the employee is entitled to take another day of the week as a rest period, if employee is not eligible to be reimbursed overtimes. This must be coordinated with COP and approved by him/her. The employees who are eligible for paying overtime will be compensated at a rate of two times their regular salary.
Communication with USAID, MOLHSA, Georgian Parliament, and other cooperation project organizations
A copy must be made of all outgoing and incoming official communications with individuals from USAID, MOLHSA, Georgian Parliament and any other cooperating organization (Please contact COP for full list of cooperation organizations). All official correspondence should be printed on the official HSSP letterhead. It is the responsibility of every staff member to make a copy of his or her communication and file it in the outgoing correspondence file. Beforehand they should obtain a register number. The register of correspondence is managed by Translator/Office Assistant.

No staff member should contact USAID, a minister or deputy minister, heads of government agencies, and parliament members without the permission of the COP or the acting COP.

Staff meetings

All staff is expected to attend staff meetings held weekly on Monday mornings, or at other times designated by the COP, to update one another on the activities they have been working on and on their plans for the week.

Per-diem

Daily fixed amounts for M&IE (Meals and Incidental Expenses) for staff traveling outside of place of positing is 60.00 GEL (Gross) -51.00 GEL (Net) with overnight trip and without overnight is 45.00 GEL (Gross) – 39.00 GEL (Net). Per-diem includes meal and other incidental expenses. No receipts are required for meals and incidental expenses. 
Rates for lodging are based on actual lodging expenditure and must be receipted. If the vendor is not tax registered but physical entity, the staff should issue the HSSP-Abt Associates receipt. In this case, by Georgian Tax Law, Abt Associates Inc. is eligible to pay Income Tax 20% above actual paid amount on behalf of vendor. 

Abt Associates Inc is eligible to withhold and transfer to the Tax Authorities’ Bank Account the Income Taxes on paid per-diems.

The traveler should submit the Domestic Travel Expense Report, which will be provided by Finance and Administrative Director, in two days period after returning from the Trip 

Allowable reimbursable expenses

Apart from per diem (lodging and M &IE), there are other expenses that staff might incur that are allowable program expenses and are therefore eligible for reimbursement. Please contact the Finance and Administrative Director to make certain that other expenses qualify for reimbursement. In order to receive reimbursement for such expenses, staff must submit receipts for all expenses.
Allowable costs not covered by M&IE that are reimbursable include:

· Taxi fares for work purposes

· Telephone call for work purposes to the CoReform office

· Stationery supplies

· Laundry and dry cleaning services on trips of 5 days or more or when the trip is unexpectedly extended 

· Passport photographs and visas

Non-reimbursable expenses include:

· Travel expenses of non business related companions, such as family members with the exception of travel in connection with relocation.

· Personal entertainment

· Purchase of magazines, newspapers, etc. for personal use

· Child and pet care fees.

Travel Advance

A travel advance is given for an employee to have sufficient funds to pay for lodging and ground transportation while traveling on official business. Funds given as travel advance are only to be used for travel purposes only; any unused travel advance funds should be returned to the project upon return from the trip.

For international travel, travelers may request up to 80% of the advance for per diem, plus estimated transport expenses. Payment of the balance of 20% will be made only upon receipt of an expense report. For domestic travel, advances are available for estimated ground transportation and lodging. All previous travel advances must have been cleared before another advance can be given. Travel advance requests should be submitted at least one day in advance.

The traveler should submit the Travel Advance form which will be provided by the Finance and Administrative Director.
Lost receipts

If a receipt is lost, contact the business that issued the receipt to obtain a copy of the receipt. If it is not possible to obtain a replacement receipt, the COP may authorize reimbursement without a receipt on an exceptional basis.  Normally, however, lost receipts will not be reimbursed.
Mileage Reimbursement
Contractually eligible staff members are reimbursed each Monday for Kilometers drawn during the last week at the rate established by the Government of US for US funded projects outside country per kilometer in Georgian Lari at the official exchange rate established by Georgian National Bank on that very day.
Monthly Vehicle Reimbursement

Drivers are eligible for Monthly vehicle maintenance reimbursement in the fixed amount determined by COP in agreement with F&A Director. This is fixed lump sum and is transferred to Drivers Bank accounts in the beginning of each month and corresponds that month (no receipts required). This payment is addition to kilometers reimbursement and is for keeping the vehicle in safe conditions.  The amount is considered as Driver’s income and it taxed by 20%, payment of it by Georgian Tax code is Abt Associates responsibility.
Office driver’s service use and travel arrangements
Office has two full time drivers. To use their service, each staff member needs to write on the white board in the entrance of the office, the time and date of the meeting they plan to attend, in as far advance as possible.  This will provide the Finance and Administrative Assistant with adequate time to plan the drivers’ schedules, and arrange all logistical issues in accordance of priority.  The use of the drivers is on “first-come, first-serve” basis, and the importance/priority of the meeting/event that a staff member may attend.  

The Administrative and Finance Assistant is responsible for the organization of travel, including airport pick ups and travel outside of Tbilisi.  
The Finance and Administrative Assistant will assign a driver for any requested trip, and will notify the requesting staff member via writing the driver’s name on the board next to the intended trip.  
Transportation safety

Drivers and all HSSP staff riding on the front seat of office cars should wear seat belts while the vehicle is in motion.
Taxi services
The staff is permitted to use a Taxi Service when office drivers are not available. The staff is strongly encouraged to use the Taxi Service provider companies which can issue the appropriate receipt (200-200, Aldagi, 008). 
Office landline telephone use

The office telephones are to be used for business purposes only. For International calls staff should use 8 16 International Operators Services. Any personal international phone calls made should be declared to the Finance and Administrative Director and the staff member will be required to pay for the cost of the personal phone call. 

Office landline telephones should not be used for calling cell phones, unless there is an emergency. For emergencies, staff should use 8 16 0 5 (77, 99, 93, 55, and etc mobile operator codes) XX XX XX (mob number)
The Finance and Administrative Assistant is responsible for answering the incoming calls when he/she is in the office.  In case of his/her, absence another project employee shall be instructed by him/her to answer the phones.  Calls are answered on time using the phrase “USAID Health Systems Strengthening Project”. All phone messages taken by staff member should include:  the date and time of the phone call, name of caller and the person that received the message, brief summary of the message that the caller is leaving, and other pertinent information (phone number where the caller can be reached, etc). This shall be delivered to the desk of the addressee of the call.
Cell phone calling cards

Abt staff are provided with cell phone calling cards at the beginning of each month. The quantity/amount of calling cards are determined by the COP and the Finance and Administrative Director.  The calling cards are provided for the purpose of making project-related calls.  If the staff member exceeds the limit of project-supplied calling cards in a given month due to a high volume of project-related calls, the staff member may seek approval from the COP for an additional card for that month.  If the staff member exceeds the limit of project-supplied calling cards in a given month due to personal calls, the staff member should replace calling cards as needed to ensure that the cell phones is not unavailable due to non-payment.   
Cell phone use
Personal cell phone calls should be kept to a minimum during working hours.  All personal and project-issued cell phones must be kept on silent mode while on office premises.

Office supplies

Frequently used office supplies are ordered and purchased on a regular basis by the Finance and Administrative Assistant. Should anyone need something specific, this should be requested through the Finance and Administrative Assistant.  The office supplies are kept in a centralized file cabinet.  Requests for office supplies for project events such as roundtables, seminars, workshops, conferences etc. shall be made by e-mail to the Finance and Administrative Assistant.
Software on office computers

HSSP staff should not install any unlicensed software on HSSP computers.

Security

The office premises are guarded from 6:00 PM till 9:30 AM by Security Guards who are responsible for letting people in and out the office during the non-working hours. The Security Guards have access to the office key, along with the COP and Finance and Administrative Assistant. All staff should ensure that the office door is locked at all times. 
Notify the Finance and Administrative Assistant about any unexpected visitors that have come to the office.   
Call Tree
In case of an emergency, where the office may not open, there is an established emergency call tree that will notify all staff members. The COP is responsible for calling the Finance and Administrative Assistant, who in turn will be responsible for communicating any messages to all staff members.
Salary rates

The project compensates its employees based on the USAID Foreign Service National (FSN) scale, all salaries and employee contracts are stated in US Dollars. The actual payment is made in Georgian Lari at the Official Exchange Rate announced by The National Bank of Georgia on that payment day. Fluctuations in the US dollar exchange rates have no bearing on salary rates.
Taxes

By the Georgian Tax Law the Employer is eligible to withhold the Income Tax from Staff Salaries and transfer it to the appropriate Tax Agencies.  Abt Associates has agreed to comply with this policy on behalf of all staff members.
Pay period

Abt Associates employee salaries will be paid twice a month, in the period not exceeding 15 Days. These dates can be adjusted towards weekends and major holidays.
Advances

Personal advances to employees are strongly discouraged.  They can only be issued in exceptional cases only after they are authorized by the COP.

Disciplinary action/separation for cause

Abt Associates expects high standards of behavior from its employees. Employees that behave in unacceptable manner or violate project rules, regulations and policies will face disciplinary sanctions proportional to the gravity of the offense committed. 
Undesirable behaviors subject to disciplinary actions include, but are not limited to:

1. Repeated absenteeism, or unauthorized absence from work

2. Insubordination or refusal to accept legal orders and work assignments arising out of the employment contract.

3. Misconduct including drug and/or alcohol use or possession in the work place

4. Unsatisfactory performance of duties

5. Failure to comply with rules, regulations and policies, oral or written

6. Sexual or other harassment

Disciplinary actions are as follows:

1. Oral warning

2. Written reprimand, generally used after oral warning has been made with no subsequent improvement in behavior, or when the severity of the misconduct warrants documentation. A copy of the reprimand will be placed in the employee’s personnel file for consideration during the annual performance evaluation.

3. Suspension without pay for up to 10 days per violation, or 30 days per calendar year. Suspension can be administered when the two above sanctions have not been successful, or when the gravity of the offense is so critical for continuation of the employment that a more severe corrective measure needs to be taken. A disciplinary infringement is considered to be serious when it is particularly intentional, cynical and exposes the project to undue risk.
4. Separation for cause. Employee’s unsatisfactory performance or gross misconduct will result in separation for cause. Employees who are involuntarily terminated by their supervisor shall be terminated in writing and receive 14 days notice. The employee may receive 30 days salary in lieu of notice. Reasons for termination shall be fully documented and place in the employee’s personnel file.

Employees have a right to enjoy a workplace that is free from harassment by word of mouth, or conduct resulting in fear, pressure or discomfort caused by any other fellow employee or supervisor. Employees who engage in any form of harassment of other employees that are an infringement of this agreement shall be liable to disciplinary action or immediate dismissal.

Gross negligence, conviction for a criminal offense, or gross conduct will result in immediate termination without pay. Gross misconduct includes misappropriation, negligent use of equipment and property, violent behavior or assault, or other behavior.
Grievance procedures

The objective of the grievance procedure is to resolve disputes as quickly and fairly as possible. If an employee feels at any time that disciplinary action taken against him/her is unfair, he/she has any grievance against the project, he/she may invoke the grievance procedure as follows:

a) Any grievance must be raised with the employee’s supervisor. Every effort must be made by both parties to resolve the grievance. If no satisfactory settlement can be reached, the grievance will be referred to higher authority for resolution.

b) If a grievance is raised during disciplinary procedures, notice of dismissal may not be given until the grievance has been resolved.

c) In all disciplinary cases, whatever description, the rules of natural justice apply. Those handling disciplinary cases shall be impartial and both sides shall be heard. No employee shall be subjected to any disciplinary measure without first being informed in writing of what she/he has violated and being given an opportunity to make his/her presentation.

d) Circulation of complaints and grievances to authorities outside the organization or to the press/media is prohibited.

Disclosure

During the course of employment, an employee may have access to confidential information. Examples of this type of information may include financial data, computer programs, documents, procedures and information in a formative stage. This information may be the property of Abt Associates, or the project or its client, USAID. Employees are prohibited from disclosing such information other than what is agreed, conferred and detailed within their employment contract and project employment. Disclosure of such information is grounds for dismissal. All information disclosed to the public, media, etc, should be done with the approval of the Chief of Party.
Amendments to office procedures  
Abt Associates may from time to time amend these terms and conditions of service by adding new policies and procedures, removing current policies and procedures, correcting current policies and procedures, or altering/editing the policies and procedures in regards to their compliance with Abt Associates company policies and procedures, Georgian labor law, and other relevant regulations.   The current and future polices and procedures  listed in this document will always ensure that the laws of Georgia are not contravened. Any revised versions of the Office procedures manual will be distributed to all employees.

ACKNOWLEDGEMENT:
I acknowledge that I have received and read the Office Policies and Procedures Manual for the USAID HSSP project.

Name of HSSP staff:________________________________________________

Date:________________________

Signature:
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