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JEEV KA :

An Inifiative of Govermment of Bihar for Poverty Allevialion

Bihar Rural Livelihoods Promotion Society
State Rural Livelihoods Mission, Bihar

1" Floor, Vidyut 8hawan-1l, Bailey Road, Patna - 800 021; Ph, : +91-512-250 4980; Fax ; +91-612-250-4360; e-mall : info@brlp.in; Website : www.brlp.in

Ref: BRLPS [Admn [or [0s]vol-14{567 Deite ' 16-05-2022
OFFICE ORDER

By the approval of the Executive Committee in its 62" meeting, honorarium structure of

Community Professionals working with Community Based Organisation (SHGs, Vos & CLFs)
stands revised as following: -

1. Honorarium has been revised as per Annexure — A.

2. Above mentioned revision as per Annexure - A will be effective from 1 June 2022.

3. Detailed guideline with respect to revision in honorarium will be circulated separately.
SPM-IBCB to ensure issue of the guideline within 10 days of the issue of this office order.

4. DPMs and BPMs ta ensure sharing of the information with all staffs working with them at
DPCU and BPIU respectively.

5. BPMs to serve the information to related Community Professionals and associated CBOs.

6. The element of sustainability needs to be emphasized to all stakeho ers.

(Balamurug“? L)())V;I(VQ/L

Chief Executive Officer
Copy to:
1. Director/OSD/AO/CFO/Procurement Specialist
2. All PCs/SPMs/SFMs/PMs/AFMs
3. All DPMs/BPMs/ All Thematic Managers -
4. IT section
5

. Concerned file
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/f’ ~ .A'
“F ' REVISED HONORARIUM MATRIX FOR CADRES (CM,VO-BK,CLF-BK,CF,BM)
For the Period: from 1st June 2022 to 31st May 2024
' Revised Honorarium Matrix for Community Mobilizer (For support to 10 SHGs)
¥ %"ami”'ﬁa“ Existing Honorarium Matrix Increment Differential Revised Honorarinm Matrix
{01.06.20 Revised
s %;’;g‘) CBOs CBOs CBOs Payable
Project Project Project Amount
3"!{. SHG vO SHG VO SHG VO

Probation 0 0 750 0 0 450 0 0 1200 1200
1Year 100 50 1350 0 0 900 100 50 2250 2400
2 year 500 50 1200 0 0 1050 500 50 2250 2800
3 Year 1000 50 950 0 0 1200 1000 50 2150 3200
4 Year 1500 50 950 0 0 1500 1500 50 2450 4000
5 Year 2500 () 0 0 0 1500 2500 0 1500 4000
6 Year 2500 0 0 0 0 1500 2500 0 1500 4000
VA
On:raa:-dq 2500 0 ] 0 0 1500 2500 0 1500 4000
Note; (1) T P TACIEER SHUPTA 15 TG P [0 10 B Gaa)/ Fodl & | 2K QaT & Uaw 3 Wag! 51 Goil aul Jugda YaF Ales

F YR TR ALY AR T o B w1 (2) Ay ¥ T e S aRer R g 9t S UR i €, aui- S7- Wi EEg !

Revised Honorarium Matrix for VO Book Keeper (For support to 5 VOs )

WiftRt WY | Existing Honorarium Matrix Increment Differential Revised Honorarium Matrix

¥ Revised
{01.06.2022 ) CBOs CBOs CBOs Payable
v H et Project Project Project Amount

arg vo CLF Vo CLF vo . CLF

Probation 0 0 1000 0 0 600 0 0 1600 1600
1 Year 500 0 1500 0 0 1200 500 0 2700 3200
2 year 1000/ 500 1000 0 0 1500 1000 500 2500 4000
3 Year 1500, 750 750 0 0 1800 1500 750 2550 4800
4 Year 2000 1000 500 0 0 2100 2000 1000 2600 5600
5 Year 2500 1000 0 0 0 2100 2500 1000 2100{ 5600
6 Year 2500{ 1000 0 0 0 2100 2500 1000 2100 5600
g:;z: s | 2s00] 1000 0 0 0 2100 2500 1000 2100 5600
Note: (1) G 7T GTB-TGTaIe SR 8 AT TG & (0 7t B Hebell/ Tl ¢ | ofet: Qal o Tasi 1 U TG &l Wl el SUded

YT ARRY & UK W WY R 1 Torr &1 wedt | (2) TR B e W WTTe BT ARG I T W 1 HET TR AR €,
TYT- 200/-51Y 99 W5




-,
Revised Honorarium Matrix for CLF Book Keeper
#:hga“:‘@ Hol:‘t::::lﬁm Increment Revised Hunprarium Revised
(01.06.2022 T Matrix Differential Matrix Payable
Fzrremia Amount
g CLF |Project CLF Project CLF Project
Probation 0 2000 0 1000 0 3000 3000
1 Year 3500 0 0 1750 3500 1750 5250 .
2 year 4000 H 0 2000 4000 2000 6000
3 Year 4500 0 0 2250 4500 2250 6750
) 4 Year 4500 0 0 2250 4500 2250 6750 '
5 Year 4500 0 0 2250 4500 2250 6750
G Year 4500 0 0 2250 4500 2250 6750
7 Year Onwards 4500 0 0 2250 4500 2250 6750
Revised Honorarium Matrix for Cluster Facilitator
mﬁga _a:tr:%u Exi:dtai‘rtxrgi:a;;:;ai;‘si;lm ExistingM l;t;;?crarlum Increment Differential RevisedM}::x}s‘rarium roviced
g;gr:% :?}) o T reavels * Payable
i :?::a" Comm | Total CLE |Project CLF Project CLF Project Amount
Probation 2000 0 2000 0 2000 0 600 0 2600 2600
1 Year 3500 1000 4500 0 4500 0 1350 0 5850 5850
2 year 4000 1000 5000 0 5000 0 1500 0 6500 6500
3 Year 4500| 1000 5500) 2750 2750 0 1650 2750 4400 7150
4 Year 4500 1000 5500 5500 0 0 1650 5500 1650 7150
5 Year 4500 1000 5500 5500 0 0 1650 5500 1650 7150
6 Year 4500 1600 5500 3500 0 0 1650 5500 1650 7150
.17 vear Onwards 4500] 1000 5500| 5500 0 0 1650 5500 1650 + 7150
Revised Honorarium Matrix for BANK MITRA
mgg:;w ' Existing Matrix (Details) Existing Matrix Increment D?ﬁerenﬁal Revised Honorarium
(01,06.2022 ) Matrix Payable
Wt;;‘nf Lot Hox::“rari A%::"E'E_. ,, Total cuF |Project CLF Project cLE Project Amount
Probation 1000 250 1250 0 1250 0 750 0 2000] 2000
1 Year 1750 500 2250 0 2250 0 1350 0 3600 3600
2 year 1750 500 2250 0 2250 0 1350 0 3600 3600
3 Year 1750 500 2250 0 2250 0 1350 1] 3600 3600
4 Year 1750 500 2250 0 2250 0 1350 (1} 3600 3600
5 Year 1750 500 2250 0 2250 0 1350 g 3600 3600
6 Year 1750 500 2250 0 2250 0 1350 0 3600 3600
7 Year Onwards 1750 500 2250 1] 2250 0 1350 0 3600 3600
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Rural Developmant Department, Government of Bihar

Bihar Rural Livelihoods Promotion Seciety
State Rural Livelihoods Mission, Bihar

. e AR
39 Floor, Vidyut Bhawan-II, Bailey Road, Patna - 800 021 ; Ph.: +91-612-250 4980; Fax; +91-612-250 4960, Website s www.brlps.in
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JEEVIKA

An Iniliative of Government of Bihar for Poverty Alleviation

Bihar Rural Livelihoods Promotion Societ
State Rural Livelihoods Mission, Biharty

1% Floor, Vidyut Bhawan - Il, Bailey Road, Patna- 800 021 ; Ph.+81-612-250 4980; Fax: +91 -612-250 4960 Website:m brip.in

Ref. No.: BRLPS/ }%vj/ U //4 /4,25 + Date: 95 +62+ /S~

Office Order

Village Organization Bookkeeper Policy in JEEViKA (REVISED)

In the project, village organizations are providing several financial and sacial services to the
SHGs which include savings from SHGs, routing of CIF, managing CMs and their honorarium,
health risk fund, food security fund etc. Apart from this, many VOs are engaged in availing
various services and benefits of government schemes and programmes. Incorporating all the
above services that VOs are providing to SHGs, timely and quality updating of books of accounts
and nurturing of VO Is of paramount importance. In order to maintain VO books of accounts and
records, ensuring generation of financial reports and its nurturing, a CLF staff namely VO
Bookkeeper' is envisaged which is functioning across the project. Based on the field experience,
certain amendments are required in the existing policy of VO Bookkeeper. This will then
augment the functioning of CBOs and strengthen its entity.

Entity of VO Bookkeeper

The VO Bookkeeper' is a part time staff of CLF. S/ he will have a formal agreement with the CLF
which clearly depicts roles and responsibility, payment process, appraisal system and procedure
of removal. One VO bookkeeper will provide servicas to maximum of 5 VOs.

Profile of VO Bookkeeper

VO Bookkeeper’ is preferably a rural woman/ man or SHG member or ward/ spouse of the
SHGs members who will act as a facilitator for village organisation. S/ he should have a
minimum qualification of 10" pass. The main responsibility will be to facilitate VO meeting,
writing its books of records and responsible. for overall nurturing of the VO. Preference will be
given to a candidate from SC/ ST or vulnerable HHs.

Characteristics of VO Bookkeeper

» Preferably a woman from the same cluster villages and preferably from the same
community or SHG member or wards of the SHG members. However, in case of
unavailability of such candidate spouse of the SHG meinber/ rural man may be
considered,

o Shall be minimum 10 class pass and must possess good knowledge of language,
mathematics and calculation. S/ he should also have a good writing skill. In case of 10"
class pass candidate is not available then 8% class pass may be considered with the
mentioned eligibility criteria.

e Shall not be a public/ elected representative like mukhia/ panch/ ward member or any
other.

» Shall have patience and -are sensitive to the rural poor women,

Shall be vacal and should not have any constraints regarding mobility.
Shall be in the age group of 20 to 45 years, effective from date of advertisement,

1 | VO Boskkeeper Policy, ICB, February'15




Roles
1.

2.
3.

NG A

w

10.

11.

and Responsibility of VO Bookkeeper

S/ he will participate in all the VO meetings and facilitate the meeting processes to

inculcate the concepts of *SAPTASUTRA’ within the VO.

5/ he will update the books of record in VO meeting.

S/ he will prepare different financial reports on monthly basls i.e. receipt and payment,

income and expenditure statement; reconciliation of bank passbook, utilization certificate

etc. and put it before VO EC for approval.

fgoviding guidance and supervision to Community Mobilisers in effective bookkeeping by
em,

Preparation of VO audit compliance reports.

Regular MIS updating.

S/ he will be responsible for conducting VO level Micro plan of the concern VO.

?:/ he will facilitate the VO and ensure timely repayment of all type of loans from VO to
LF.

s/ he will be responsible for preparation and submission of all type of Utilisation

Certificate (UC) with due discussion with the concern SHG and VO and submit it to the

CLF/ BPIU office.

S/ he will be responsible in preparation of all types of document related to bank account

opening, forms related to convergence elc. at the VO level.

S/ he will also support the VO in preparation of ‘Masik Prativedan’ to be presented in the

CLF meeting every month.

Selection Process of VO Bookkeeper
1. Existing VO Bookkeeper
The triggers for existing VO bookkeepers to avail the new honorarium will be as-

o Agreement done between VO bookkeeper and CLF,
e Updating of all BoR of VOs and certification from the CLF/ concern AC.
e Submission of *Mashik Prativedan’ in the CLF.
The process of transition to the new honorarium slab shall be completed by March’15.

2. In a New Village Organisation

» During the community mobilization drive (by CRP or staff), 2-3 members will be
identified who fulfills the criteria of VO bookkeeper.

« The identified members are then endorsed by all the participating VOs.

¢ The mobilisation team will involve representatives of VOs (from the local village/
nearby village) to test the suitability of candidate and send the list to BPIU for their
trainings.

o The same discussion shall be duly accepted in the combined VO meeting and
minutised in the meeting register of the VOs. A resolution copy to be attached with
the profile of the VO bookkeeper selected as an Intern.

« Some of the Interns are also deselected during the trainings. A debriefing on the
training to be held at the block level where the trainer scores on each of the trainee.
This needs to be shared with the VOs which will approve the recommendation
saying the discontinuation of the VO bookkeeper.

¢ The newly selected VO bookkeeper will work as an Intern for 3 manths’ time.

« After the formation of CLF, s/ he will have a formal agreement with CLF for an initial
of 1 year. Depending on the performance, agreement will be extended further. Till
the time, CLF is not formed; the newly selected VO bookkeeper will have a formal

agreement with the BPIU.
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3. When the Cluster Level Organisation is Formed

° é{t:r ti-[xe formation of CLF, new VO bookkeeper will be identified and selected by the

only.

o CLF EC will discuss about the selection of 'VO bookkeeper' in their meeting and take
decision regarding the same. The concerned Area Coordinator will facilitate CLF EC
meeting and discuss eligibility criteria, roles and responsible for VO baokkeeper.

o Further, CLF will constitute a committee of 5 members including 2 OB member and 3
RGB members under the leadership of Secretary. The committee will be responsible
for completion of selection process of 'vO bookkeeper”,

e CLF will call for the application from eligible candidates through advertising at public
places or informing concerned CBOs working in the area. The concerned Community
Coordinator shall facilitate the selection process. The schedule for selection process
fs as-

1. The candidates will submit the application form at the CLF office through
hand drop.

2. The candidates may submit the application form within 15- days of date of
publication of advertisement,

3. The CLF will display the name of shortlisted candidates within a week of last
date of receipt of application form.

4. Within 7- days of publication of name of shortlisted candidates, CLF will
conduct written test and interview.

5. Within a week of date of interview, CLF will publish the list of finally selected
candidate. :

¢ As per performance on the wtitten test, the committee will shortlist 2-3 candidates
for final interview. Further, the committee will conduct final interview and finalize
one VO bookkeeper’ based on experience and performance. Area Coardinator will
assist the selection committee and facilitate the selection process.

e The committee will submit the final selection list to CLF EC for Its approval. The
selected *VO bookkeeper’ will be under internship for 3-months. The CLF Executive
Committee will take the decision for final selection of VO bookkeeper, A resolution
for taking the services of particular VO bookkeeper with 3-months internship will be
recorded in the CLF EC meeting minute's book.

e She will have a formal agreement with the CLF for an initial of 1 yeat. Depending on
the performance, agreement will be extended further.

Capacity Building of the VO Boolkkeeper '

During the Internship period, selected Interns will be imparted intensive residential trainings.
The district training cell along with other thematic managers will organise the following training
for the Interns.

During the Internship Period
1. VO concept and management (3days): 2days classroom and 1day field exposure.
2. VO Books of accounts and records (7days)
3. Exposure on best practices to see the functioning of VO and VO baokkeeper (1day)
4. All'the Bank and convergence documents (2days)

After gaining some practical experience in the field, following customized trainings will be
organized for the VO bookkeeper.
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During the First year

CLF concept and management (3days): 2days classroom and 1day field exposure.
VO MIS (2days)

VO level Micro Planning (4days)

Concepts of Livelihoods (2days)

HRF and FSF (2days)

Micro insurance (1day).

VO Convergence (1day)

PG Concept and Management (3days)

QNN

During the Second year
1. VO Systems (4days)
2.  Refresher training on VO Books of records (3days)
3.  Exposure to best practices to see the functioning of VO and VO bookkeeper (2days)

Internship and Confirmation

VO Boakkeeper will be under internship for a period of 3-months and will be having a formal
agreement with the CLF. CLF EC will confirm the iriternship of VO bookkeeper after review of the
performance. The Internship of new VO bookkeeper may be cancelled in case of no significant
improvement/ development in their skills on VO accounting and facilitation. Internship
confirmation or rejection shall be minutised in the VO/ CLF meeting minute’s book.

Triggers of Successful Completion of Internship
o She has successfully completed the trainings.
« The VO bookkeeper is conducting regular and timely VO meetings and updating all Books
of Records. )

Appraisal of VO Bookkeeper
1. Timely conduction of VO meetings and VOs are following principles of Sapta Sutra.

Updating of all books of accounts and recards of VO.

Preparation of VO Masik Prativedan and timely subrission to BPIU/ CLF.

Preparation of Micro plan of the VOs.

Preparation of all types of document related to bank account opening, bank linkages,
forms related to convergence etc. of SHGS.

Facilitation of the VO and timely repayment of all type of loans fram VO to CLF.

7. Preparation and submission of all type of Utilisation Certificate (UC) with due discussion
with the concern VO and submit it to the CLF/ BPIU office.

s W N

o
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Payment of the VO Bookkeeper

1. During the internship period, BPIU/ CLF will pay Rs. 1000/- (lump sum) per month to
Intern through account payee cheque,

2. After the confirmation, BPIU/ CLF will review the performance of VO bookkeeper on
monthly basis and release the honorarium based on their performance by account
payeic-aI cheque. It should be recorded in the books of accounts including the payment
voucher,

Payment Matrix (for 1 vo bookkeeper servicing for 5 VOs)

T e T e e T
MO Batiiag g0 it i G R T R Ut
vo PROJECT
During the
Internship Period | RS 1000.00 - - By the Project
Rs. 400.00
1% Year VO (Rs. 2ogpoe/': r::rn th per Rs.100/- per R Rest amount by the
month for 5 VOs) month per VO Project
. 500,00
2™ yoar 5(5) (Rs. 250%e/l: l:::l th per Rs.200/- per Rs. 500/~ per Rest amount by the
month for 5 VOs) month perVO | month (fixed) | Project
3" Year 53‘ f@f 'ggglﬁr__';:p th per Rs.300/- per Rs. 750/-per | Rest amount by the
month for 5 VOs) month per VO | month (fixed) | Project
4 Year S(SJ (7:3 ggg‘}f,r_ r::rnth PE | Rs.400/- per Rs. 1000/- per | Rest amount by the
month for 5 VOs) manth per VO month (fixed) | Project
5% Year and VG (e a0 o PEr | R 500/ per | Rs, 1000/ per ]
Onwards month .for 5 V0s) month per VO month (fixed)

1. A VO bookkeeper will give her services to a maximum of 5 VOs.

2. The VO will contribute a compulsory saving every month and will be given to VO
Bookkeeper as her honorarium from the VO.

3. The tapering of contribution from the CLF and praject will be done as described in the
matrix above. Till the time the concerned CBOs is not formed, the payment to the VO
Bookkeeper will be done by the project. :

Provision for Yearly Increment

After successful completion of 12 months after the induction period, CLF may give its VO
bookkeeper, an annual increment in accordance to the payment matrix. The CLF will ensure that
an annual increment will only be given to that VO bookkeeper who is discharging her duty as per
the roles and responsibility mentioned, Before taking the increment, the VO Bookkeeper has to
show the closure of VO BoR as on 31% March. The EC will have the right to hold the increment
and give VO bookkeeper a chance to improve upon.

Termination/ Discontinuance of the VO bookkeeper
BPIU/ CLF Executive Committee may terminate VO bookkeeper with ane month prior notice on
the following ground-

1. If there is a financial discrepancy by VO bookkeeper or she Is Involved in an illegal

activity and it has been proved.

2. Indiscipline and erratic behavior.

3. She s not able to discharging her duties and responsibilities.

4. She is not following the organization norms.
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Initially, BPIU/ CLF EC will give so cause notice to VO bookkeeper before termination and
provide one month duration for reply. If she is not able to give appropriate response or EC is not
satisfied with the reply, VO bookkeeper will be finally terminated. The decision of Executive
Committee with reason for termination of VO bookkeeper must be minutised in the minute book
of SHG/ VO/ CLF meeting and the same shall be communicated to her. In the same way, if a VO
bookkeeper wants to leave the job then she will have to give one month prior notice to BPIU/
CLF,

In the case of discontinuance due to any person reason, the VO Bookkeeper will have to give
one month prior notice to BPIU/ CLF.

e o [o]1S
(Dr. N. Vijaya Lakshmi)
Chief Executive Officer-cum-State Mission Director

Encl.:  Annexurel: Format of BIO DATA of VO Bookkeeper
Annexure2: Format of Information of Selected VO Bookkeeper to BPIU/ CLF
Annexure3: Application invited for VO Bookkeeper
Annexure4: Contract between VO Bookkeeper and Cluster Level Organization

For Distribution:
1. OSD/Dlrector/CFO/AQ/FO/PS/PO
2. All PCs/SPMs/PMs/SFMs/AFMs
3. All DPMs/FMs/Managers-IB&CB/BPMs
4, 1T Section
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Annexurel: Format of BIO DATA of VO Bookkeeper

Post applied for:

Name:

Father's/ Mother's/ Husband’s name:
Date of Birth:

Telephone/ Mobile No.:

Gender:

Category:

Address for Correspondence-
House No. /Street:

City/ town/ village:

State:

Pin Code:

Permanent Address-
House No. /Street:
City/town/village:
State;

Pin Code:

Education detzils-

Sl._| Level of Education Board/University

Year of passing

% of marks

Work Experience detail-

Organization Designation Area of
Name Experience

Highlights of
success

Experience in
month

Declaration:

1. The above information furnished is true to my best of knowledge.

2. Iam not an elected public representative.

7 | vo Bookkeeper poicy, 168, Fetruary'ts
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Annexure2: Format of Information of Selected VO Bookkeeper to BPIU/ CLF

To

Block Project Manager/ President,

BPIU/ CLF:

Subject: Information regarding selected VO Bookkeeper

¥

“Hodkkeeper.

i"Eétsgng!?ﬁ;@ﬁli%&‘f;m“ T

LA S S

g e TR

.

Name of VO bookkeeper

Sex

Age

Father’s /Husband's Name

Whether the selected VO
bookkeeper is part of any SHG?
Tf yes, name of SHG and Village

Address of VO bookkeeper

Bank A/c Details/ Status

Educational Qualification

Name of Village Organisation:

Signature with Stamp

President

Secretary

Treasurer

8 i VO Boukkeaper Policy, 1CB, Februgrv'is
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Annexure3: Application invited for VO Bookkeeper

The project has formed village organizations at village level for ensuring that project benefits reach to the
members which gradually empower rural poor women to come out of poverty. In order to maintain VO
hooks of accounts and records on weekly basis, ensuring generation of finandial reports and nurturing of
groups, a CLF staff namely 'VO bookkeeper’ is envisaged which is functioning across the project.

Entity of VO bookkeeper
The 'VO hookkeeper is a part time staff of CLF., She will have a formal agreement with the CLF,

Profile of VO Baokkeeper

VO Bookkeeper shall be a rural woman/ man or SHG member or ward/ spouse of the SHGs members who ¥
will act as a facilitator for village arganisation. S/ he should have a minimum qualification of 10" pass.

Preference will be given to a candidate from SC/ ST or vulnerable HHs.

Characteristics of VO Bookkeeper
v Preferably a woman from the same cluster villages and preferably from the same community or
SHG member or wards of the SHG members, However, in case of unavailability of such candidate
spouse of the SHG membery rural man may be considered.
*  Shall be minimum 10" class pass and must possess good knowledge of language, mathematics
and calculation. S/ he should also have a goad writing skill,
Shall not be a public/ elected representative like mukhia/ panch/ ward member or any other,
Shall have patience and are sensitive to the rural poot women,
Shall be vacal and shauld not have any constraints regarding mobility,
Shall be in the age group of 20 to 45 years, effective from date of advertisement.

Roles and Responsibility of VO Baokkeeper

1. S/ he will participate in all the VO meetings and facilitate the meeting processes to inculcate the

concepts of 'SAPTASUTRA’ within the VO.

2. S/ he will update the books of record in VO meeting.

3. 5/ he will prepare different financial reports on monthly basis I.e. receipt and payment, income
and expenditure statement, reconciliation of bank passbook, utilization certificate ete. and put it
before VO EC for approval.

Providing guldance and supervision to Community Mobilisers in effective bookkeeping by them.

Preparation of VO audit compliance reports,

Regular MIS updating.

S/ he will be responsible for conducting VO level Micro plan of the concern VO,

S/ he will facilitate the VO and ensure timely repayment of all type of loans from VO to CLF,

S/ he will be responsible for preparation and submission of all type of Utilisation Certificate (UC)

with due discussion with the concern SHG and YO and submit it to the CLF/ BPIU office.

10. S/ he will be responsible In preparation of all types of document related to bank account opening,
forms related to convergence etc, at the VO leval.

owa

© @~

The interested candidates who fulfill eligibllity criteria are requested to submit their application at CLF
office, ( ) through hand drop in the prescribed format,
within 15 days of publication of advertisement. The consolidated honorarium of a VO bookkeeper after
confirmation of internship will be ranging from Rs,2000/- Rs. 3500/~ based on the work experience.
During the internship period a VO bookkeeper will receive consolidated honorarium of Rs. 1000/ par
month.

President
( JEEVIKA Sankul Sanga,

9 l VC Bookkeepar Paucy, (CB, February’ss



PIRCGTAT
UE THIEMAT 36T BB wvovrrerrerrvarerasaseces T oerereresresss i ssssimsessesssrstusnsassssareena st et sesies Sfifmt “ama
TS HBE T TTH cevererrseemsirimmasmsssmsmsssssssasasssessssisns s Tleuuseensssesmsnsornssosisssssinssssiosssssasttssmmssssstessasssnssrassisse
............ ~U2Id W&
5]
E11 721 1 RO £=:: SN FUAT/ART ccveerircnsinrsssmnssssassasesrscsssessssesssssrsamssesssen e/ WA
T Tro OO UURORP ORISR, -1 . =< =B
Faleiida Rear arEm |
TH USTTAH B AT “rvvsrarssisensmcssrmmesssesestesmsmssassses St “aw domadge du @ g sl
.......................... @ daelt @ W Fear JeEAH dvew B darieaar! Reefalaa wew fegait
T cvvveersscesinens L (1 ; PO . & o0 F Semive AR W agata Bl B
1. oE 5 doreaaw A/EEd e, T gl safr @
T B AR WY Aeal FOEAE Hoee Jaed et aremi%«r—ﬁ’lvuzﬁmama
for arEfa o= B
2. g & sftefielt e DI TR Wl 10 A 12 O WETHdT FE A 4 X 5 A
e B WG/ MATE/ANE Gem e, WY WERI] JAEANH Holeer 3das  qiaded,
FaEEr o Fae W ud o afvRkel d a3 RS e T T s

1~ Vg FE = el

a. T 5 e TRduEa ®RAGE ¥ aET R o ore @ Rafy d umen e o
37T FoeE/AY B 39 @7 UY WeAld @ SR U sues Janl & uHd ' 6 R Rl
3T HOTH /AT B edeiaiel & Fpdl & vd  oras vaw & IFw Aerw R smwem

4. Tz 5 ‘Fueasim g ST e ssserene @t sl B ATE-TTT
R HEime BT Al Ul o agayu datg @t Rl & @1 aifter €
5, g 5 fishedt . , e o 9 o =R B uew o

aﬁrmﬁmﬁm%mmmmz&mﬁm%l

ERGIG T AT
fader gar- W de- dfeg . e
AR U Hoea [HGA HY”
IS 1.
2.

2. uenfaly wanw o=

10 E VO Bookkeapar Poley, ICE, Februany’Ls




JEEVIKA

An Initiative of Government of Bihar for Poverty Alleviation

Bihar Rural Livelihoods Promotion Society
State Rural Livelihoods Mission, Bihar

, fER wWer
1" Floor, Vidyut Bhawan - II, Bailey Road, Patna- 800 021; Ph.:+91-612-250 4980; Fax: +91-612-250 4960, Website:www.brlp.in

Ref. No.: BRLPS/ ﬂrﬂc ‘]7 ?,Qé/ /4 /4 ,?,Zé Date: 009, /-~

Office Order

Community Mobiliser Policy in JEEVIKA {REVISED)

The project has formed self help groups at village level for ensuring that project benefits reach to
the members which gradually empower rural poor women fo come ouit of poverty. In order to
maintain SHG books of accounts and records on Weekly basis, ensuring generation of financial
reports-and nurturing of groups, a VO staff namely ‘Community Mabiliser” s envisaged which is
functioning across the project, Based on the field experience, certain amendments arg required in
the existing policy of Community Moblliser. This will then augment the functioning of SHG and
strengthen its entity.

Entity of Community Maobiliser

The *Community Mobiliser' is a part time staff of VO, She will have a formal agreement with the
VO which cleatly depicts roles and responsibility, payment process, appraisal systein and
procedure of removal,

Profile of Community Mobiliser

Community Mobiliser shall be a woman who will act as a-facilitator for SHGs. She should have a
minimum qualification of 7t pass. The main responsibility will be to facilitate SHG meeting, writing
its books of records and responsible for overall nurturing of a group. Preference will be given fo a
candidate from SC/ ST or yulnerable HHs,

Characteristics of ‘Community Mobiliser

« Preferably women from the same village with minimum qualification of 7t* pass. However,
in case of unavailability of such candidate, a capable woman with lower qualification may
be considered.
(In the case of non- availability of qualified women CM, a male candidate can become z
CM only after a certification from the BPM/ CLF President regarding non- availability of
qualified women CM in a particular vitlage)

e Shall have basic knowledge of writing and calculation,

* Shall not be a public/ elected representative like mukhia/ panch/ ward member or any
other.
Shall have patience and are sensitive to the rural poor wormien.
Shall be vocal and should not have any canstraints regarting mability.
Shall be in the age group of 20 to 45 Yyears, effective from date of advertisement.

Roles and Responsibilfity of Community Mobiliser

1. She will participate in all the weekly meetings and facilitate the meeting processes to
inculcate the concepts of ‘PANCHSUTRA’ withih the SHGs.

2. She will read out all the updates (such as savings, inter-loaning, repayment and decisions
taken during the last mesting) for the knowledge. of all the SHG members In the
beginning of subsequent meeting,

3. She will alsa réad out the minutes of the meeting (along with saving, inter-loaning,
repayment, efc) status before the end of all the SHG meetings

4. She will update the books of record in the weekly mesting.

5. She will facllitate the SHG COM practices in the field.

6. She will be responsible for conducting Micro plan of all SHGs of the concern VO,
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7. She will facilitate the SHG and ensure timely repayment of all type of loans fram member
to SHG and also from SHG to VO.

8. She will be responsible for preparation and submission of all type of Utilisation Certificate
(lfJfg) with due discussion with the concern SHG and VO and submit it to the VO/ BPIU
office.

9. She will prepare all types of document related to bank account opening, bank linkages,
forms related to convergence etc, of SHGs.

10. She will also be responsible for conducting specialized training to the SHGs.

11, She will also be responsible for timely filling up the DIDI sheet and submission it to the
concern VO/ BPIU office. .

12. She will be responsible for preparation of SHG ‘Masik Prativedan’ to be presented in the
VO meeting every month.

Selection Process of Community Mobiliser
1. Existing Community Mobiliser
The triggers for an existing Community Mebilisers to avail the new honorarium will be as-
a Agreement done between CM and VO.
» Updating of all BoR of SHGs and certification from the VO/ concern CC.
s Submission of ‘Mashik Prativedan’ in the VO.
The process of transition to the new honorarium slab shall be completed by March’15.

2. Ina New Village Enfry

During the community mobilization drive (by CRP or staff), 2-3 members will be
identified who fulfills the criteria of CM.

« The identified members are then endorsed by SHGs.
o The mobilisation team will involve representatives of SHGs (from the local village/

nearby village) to test the suitability of candidate and send the list to BPIU for their
trainings.

The same discussion shall be duly accepted in the combined SHG meeting and
minutised in the meeting register of the SHGs. A resolution copy ta be attached with
the profile of the CM selected as an Intern.

Some of the Interns are also deselected during the trainings. A debriefing on the
training to be held at the block level where the tralner scores on each of the trainee.
This needs to be shared with the SHGs which will approve the recommendation
saying the discontinuation of the Community Mobiliser.

The newly selected CM will work as an Intern till the formation of VO. She will have a
formal agreement with the VO for an initial of 1 year. Depending on the
performance, agreement will be extended further.

3. When the Village Organisation is Formed

After the formation of village organisation, new Community Mobiliser will be identified
and selected by the VO only,

VO EC will discuss about the selection of *Community Mobiliser’ in their meeting and
take decision regarding the same, The concerned Community Coardinator will
facilitate VO EC meeting and discuss eligibility criteria, roles and responsible for
Community Mobiliser,

Further, VO will constitute a committee of 5 members Including 2 OB member and 3
RGB members under the leadership of Secretary. The committee will be responsible
for campletion of selection process of ‘Community Mobiliser’.

VO will call for the application from eligible candidates through advertising at public
places or informing concerned CBOs working in the area. The concerned Community
Coordinator shall facllitate the selection process.
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The schedule for selection process is as-

a) The candidates will submit the application form at the VO office through hand
drop.

b) The ecandidates may submit the application form within 15- days of date of
publication of advertisement.

€) The VO will display the name of shortlisted candidates within a week of last
date of receipt of application form.

d) Within 7- days of publication of name of shortlisted candidates, VO will
conduct written test and interview.

e) Within a week of date of interview, VO will publish the list of finally selected
candidate,

* As per performance on the written test, the commitiee will shartlist 2-3 candidates for
final interview. Further, the committes will conduct: final interview and finalize one
*Community Mobiliser* based an experience and performance. Community Coordinator
will assist the selection committee and facilitate the selection process.

* The committee will submit the final selection list to VO EC for its approval. The
selected *Community Mobiliser’ will be under internship for 3-months, The VO
Executive Committee will take the decision for final selection of Community Mobiliser.
A resolution for taking the services of particular Community Mabiliser with 3-months
probation period should be recorded in the VO EC meeting minute’s book,

© She will have a formal agreement with the VO for an initial of 1 year. Depending on
the performance, agreement will be extended further,

Capacity Building of the Community Mobiliser
During the Internship period, selected Interns will be imparted intensive residential trainings. The
district training cell wil organise the following training for the Interns,

During the Internship Period
1. SHG concept and management (3days): 2days classroom and 1day field exposure,
2. Facilitation Skills (2 days)
3. SHG Books of account and records (7days).
4. Exposure on best practices to see the functioning of CBO and CM (1day)
All the Bank and convergence documents (2days)
VO concept and management (3days): 2days classroom and lday field exposure.

o o

After gaining some practical experience in the field, following customised trainings will be
organised for selected Community Mobiliser.

During the First year

. SHG MIS (2days)

- Micro Planning (4days)

+  HRFand FSF (2days)

«  SHG Bank Linkages (1day)

. Micro insurance (2days)

«  SHG Convergence (1day)

7. PG Concept and Management (3days)

2
3
4
5
6

Puring the Second year
1. CLFconcept and management (3days): 2days classroom and lday.field exposure.
2. Refresher training on SHG Books (3days)
3. Refresher training on Livelihoods (3days)
4. Exposure to best practices to see the functioning of CBO and CM (2days)

3 E Comnuanity Mobiliser Pollcy, ICB,Eetnan'1s




Internship and Confirmation

Community Mobiliser will be under internship till the formation of VO and will be having a formal
agreement with the VO, VO EC will confirm the internship of Community Mobiliser after review of
the performance. The intemnship of new Community Mobiliser may be cancelled in case of no
significant improvement/ development in their skills on SHG accounting and facilitation. Internship
confirmation or rejection shall be minutised in the SHG/ VO meeting minute’s book,

Triggers of Successful Completion of Internship
» She has successfully completed the trainings.
« The Community Mobiliser is conducting regular and timely SHG meetings and updating all
Books af Records.

Appraisal of Community Mobiliser

. Timely conduction of SHG meetings and SHGs are following principles of Punch Sutra.

Updating of all books of accounts and records of SHG.

Preparation of SHG Masik Prativedan and timely submission to BPIU/ VO.

Preparation of Micro plan of the groups.

Preparation of all types of document related to bank account opening, bank linkages,

forms related to convergence etc. of SHGs.

Timely filling up the DIDI sheet and submission it to the concern YO/ BPIU office.

Facilitation of the SHG and timely repayment of all type of loans from member to SHG

and also from SHG to VO.

8. Preparation and submission of all type of Utilisation Certificate (UC) with due discussion
with the concern SHG and VO and submit it to the VO/ BPIU office.

9, Members made signature literate.

b

N

Payment: of the Community Mobiliser
1. During the internship period, BPIU/ VO will pay Rs. 750/- (lump sum) per month to
Intern through account payee cheque.
2. After the confirmation, BPIU/ VO will review the performance of Community Mobiliser on
monthly basis and release the honorarium based on their performance hy account payee
cheque. It should bé recorded in the books of accounts including the payment voucher.

SHG vO PROIECT
During the . . .
Internship Period Rs. 750.00 By the Project
Rs. 150.00 per month per
Rs.10/- per Rs. 50/- per Rest amount by the
1% Year g;&gs()ks. 1500/-for 10 | otk per SHG | month (fixed) | Project
Rs. 175.00 per month per Rs.50/ _
5 .50/~ per Rs, 50/- per Rest amount by the
2 Year g:gs()ns. 1750/-for 10 | (o rih per SHG | month (fixed) | Project
Rs. 200.00 per month per Rs.100/ . .
.100/- per Rs. 50/- per Rest amaunt by the
3" Year gﬁgs()“ 2000/-for 10 | i per SHG | month (fixed) | Project
Rs. 250.00 per month per Rs.150/ .
,150/- per Rs. 50/- per Rest amount by the
4 Year gﬁgs()ks 2500/- for 10 month per SHG | month (fixed) | Project
5% Year and g;g?&ogspgg /'_“?orfgoper Rs.250/- per _ -
Onwards SHGS) ! month per SHG
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1. A Community Mobiliser will give her services to a maximum of 10 SHGs in a village. An
additional CM will provide her services to remairing SHGs in a VO.

2. The SHG will contribute a compulsory saving every month and will be given to CM as the
honorarium from the VO,

3. The tapering of contribution from the VO and project will be done as described in the matrix
above,

Provision for Yearly Increment

After successful completion of 12 months after the induction period, VO may give its Community
Moblliser, an annual increment in accordance to the payment matrix. The VO willl ensure that an
annual increment will only be given to that Commuriity Mobiliser who is discharging her duty as
per the roles and responsibility mentioned, Before taking the Increment, the CM has to show the
closure of SHG BoR as on 31% March. The EC will have the right to hold the increment and give
Community Mobiliser a chance to Improve upon.

Termination/ Discontinuance of the Community Mobiliser
BPIU/ VO Executive Committee may terminate Community Mobiliser with one month prior notice
on the following ground-
1. If there is a financial discrepancy by Community Mobiliser or she is involved in an illegal
activity and it has been proved.
2. Indisclpline and erratic behavior,
3. She is not able to discharging her duties and responsibilities.
4. She is not following the organization norms.

Initially, BPIU/ VO EC will give so cause notice to Community Mobiliser before termination and
provide one month duratian for reply, If she is not able to give appropriate resporise or EC is not
satisfied with the reply, Community Mobiliser will be finally terminated. The decision of Executive
Committee with reason for termination of Community Mobiliser must be minutised in the minute
book of SHG/ VO meeting and the same shall be communicated to her. In the same way, Ifa
Community Mobiliser wants to leave the job then she will have to give aone month prior natice to
BPIU/ VO, .

In the case of discontinuance due to any person reason, the CM will have to give one month prior
notice to BPIU/ VO,

20 IQ/J 1<

(Dr. N. Vijaya Lakshmi)
Chief Executive Officer-¢um-State Mission Director

Encl.:  Annexurel; Format of BIO DATA of Community Mabiliser
Annexure2: Format of Information of Selected Community Mobiliser to BPIU/ CLF
Annexure3: Application invited for Community Mobiliser (Community Mabiliser)
Annexure4: Contract between Community Mobiliser and Village Organization

For Distribution:
1. OSD/Director/CFO/AQ/FO/PS/PO
2. All PCs/SPMs/PMs/SFMs/AFMs
3. All DPMs/FMs/Managers-IB&CB/BPMs
4, IT Section
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Annexurel: Format of BIO DATA of Community Mobiliser

Post applied for:

Name:

Father's/ Mother’s/ Husband's name:
Date of Birth:

Telephone/ Mobile No.:

Gender:

Category:

Address for Correspondence-
House No. /Street:

City/ town/ village:

State:

Pin Code:

Permanent Address-
House No. /Street:
City/town/village:

State:
Pin Code:
Education details-
Sl. | Level of Education Board/University Year of % of marks
passing
Work Experlence detail-
Organization Desighafion Area of Highlights of Experience in
Name Experience success month
Declaration:

1. The above information furnished is true to my best of knowledge.

2. Iam not an elected public representative.

6 | Community Mabiliser Policy, ICEFsbrianyl5
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Annexure2: Format of Information of Selected Community Mobiliser to BPIU/ CLF

To
Bleck Project Manager/ President,
BPIU/ VO:

Subject: Information regarding selected Community Mobiliser

e s

;Gommfnﬁﬂn “ﬁml T

Name of Community Mobiliser

Sex Age
Father's /Husband's Name

Whether the selected
Community Mobilliser is part of
any SHG? If yes, name of SHG

and Village

Address of Community Mabillser

Bank A/c Details/ Status

Educatlonal Qualification

>

Name of Village Organisation:
Signature with Stamp

President Secretary Treasurer
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Annexure3: Application invited for Community Mobiliser

The project has formed self help groups at village level for ensuring that project benefits reach to
the members which gradually empower rural poor women to come out of poverty. In order to
maintain SHG books of accounts and records on weekly basis, ensuring generation of financial
reports and nurturing of groups; a VO staff namely *Community Mobiliser’ is envisaged which is
functioning across the project.

Entity of Community Mobiliser
The ‘Community Mobiliser’ is a part time staff of VO, She will have a formal agreement with the
VO,

Profile of Community Mobiliser

Community Mobiliser shall be a woman who will act as a facilitator for SHGs. She should have a
minimum qualification of 7% pass. Preference wiil be given to a candidate from SC/ ST or
vuinerable HHs,

Characteristics of Community Mobiliser

 Preferably women from the same village with minimum qualification of 7% pass,
Shall have basic knowledge of writing and calculation,
Shall not be a public/ elected representative like mukhia/ panch/ ward member or any
other.
Shall have patience and are sensitive to the rural poor women.
Shall be vocal and should not have any constraints regarding mobility.

» Shall be in the age group of 20 to 45 years.

Roles and Responsibility of Community Mobiliser
1. She will participate in all the weekly meetings and facilitate the meeting processes to
inculcate the concepts of 'PANCHSUTRA’ within the SHGs.
She will update the books of record in the weekly meeting.
She will be responsible for conducting Micro plan of all SHGs of the concern VO.
She will facilitate the SHG and ensure timely repayment of all type of loans from member
to SHG and also from SHG to VO.
She will be responsible for preparation and submission of all type of Utilisation Certificate
(UC) with due discussion with the concern SHG.and VO and submit it to the VO/ BPIU.
6. She will prepare all types of document and repotts related to bank account opening, bank
linkages, forms related to convergence, DIDI sheet, Maslk Prativedan of SHGs.

Sl SN

o

The interested candidates who fulfil eligibility criteria are requested to submit, their application at
VO office, ( , ) through hand drop in the
prescribed format, within 15 days of publication of advertisement. The cansolidated hanorarium of
a Community Mobiliser after conflrmation of probation will be ranging from Rs, 1500/- Rs. 2500/~
based on the work experience. During the internship period a Community Mobiliser will receive
consolidated honorarium of Rs. 750/~ per month.

President

( JEBVIKA Gram Sangathan, )}

8 § Conunumty Mobtiser Paitey, 1CB. Fehnany't s




e

Annexured: Contract betiwween VO Bookkeeper and Cluster Level Organisation
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No J-11060/108/2017- RL- Part (8) (387347)
Government of India
Ministry of Rural Development
Department of Rural Development
(Rural Livelinoods)

7" Floor, NDCC Building-II
Jai Singh Road, New Delhi-01
Dated: 12" April’24

To,
The State Mission Directors/Chief Executive Officers,
State Rural Livelihoods Mission
All States/ UTs

Subject: Advisory on Human Resources for Cluster Level Federation.
Sir/Madam,

As you are aware, writeshop of Model CLF was conducted at Delhi during
18th to 21st Dec 23. During the writeshop, participants from different States/
UTs along with the NRPs have provided inputs to finalize different advisories
and training materials. Out of those, one advisory on Human Resources for
Cluster Level Federation is finalized and attached herewith.

As CLFs are to be self managed community institutions, there should be
least interference of the other stakeholders, including Mission staff in
recruitment & management of the CLF HR. The points mentioned in the
advisory are indicative and may be further detailed out, based on context, if
required.

States/ UTs are requested to ensure all the Mission staff are oriented on
the advisory and if required, support of services of the NRPs/ RPs supporting
for Model CLF are taken for implementing the same on field. Mission staff
should be oriented to strengthen the capacity of the CLF EC in recruitment &
management of their HR.

It is also to be noted that all the advisories regarding Governance,
Financial management, systems should be applicable to all the CLFs and not
only limited to Model CLFs.

Enclo: Advisory on Human Resources for Cluster Level Federation.

Your faithfully,

(Niviedita Prasad)
Deputy Secretary to the Govt. of India

Caopy to: SPM (IBCB)/ Nodal Person for Model CLF, All States/ UTs
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Background

Deendayal Antodaya Yojana-National Rural Livelihood Mission (DAY-NRLM) is one of the largest flagship programmes of
the Ministry of Rural development that works towards the holistic development of women and rural poor by forming
community institutions like SHGs and their federations. As on date, the Mission is being implemented in 7141 blocks
across all 30 States and 4 UTs. Cumulatively. 10 crore women have been mobilized into around 90.40 lakh SHGs. Further,
the SHGs have been federated into 5.02 lakh Village Organizations and around 32,205 Cluster Level Federations (CLFs).
Among the list of varlous community institutions, CLFs are critical community institutions, which play a vital role in not
only scaling up of various development interventions but could also potentially become partners of SRLMs and
development agencies in providing the required services to its members. Positioning of skilled and efficient CLF staff,
community service providers and CRPs critical to enable CLFs in emerging as effective grass-root level sustainable
member owned, member managed and member-controlled organizations. This document provides an overview of the
HR management system to be installed in CLFs to strengthen its performance and meet the objective of improving the
lives and livelthoods of its members,

Types of Sacial Capital/Human Resources in Community Based Institutions: The social capital in CBOs is divided into
three broad categories:

i CBO Staff: CBO staff are the persons employed by the CBO i.e., SHG/VO/CLF to provide long term continuous
critical operational support to the CBO such as overall management support to the governance, maintaining
accounts and relevant data to sustain the CBO. The staff shall be identified, recruited, and paid by the CBO
from its own income. This comprises of CLF manager/Facilitator, CLF Accountant, CLF MIS Assistant, VO
Accountant, SHG bookkeeper and other roles as decided by the concerned CBO.

ii.  Community Service Providers (CSPs): CBOs provide various services to its SHGs and their individual members
such as financial services, livelihoods, and social development activities —like gender, education, Food,
Nutrition, Health, and WASH {FNHW) and convergence to achieve the objectives of the CBO through a cadre
of service providers.

These service providers e.g., community auditors, Swasthya Sakhis, Pashu Sakhis, Bank Sakhis, Bank Mitras,
Bima Mitras, Udyog Mitras, Krishi Sakhis, MCP trainers, Master trainers etc., get their payment either partially
or fully from individuals /SHGs /CBOs /promoting agencies depending on the nature and purpose of the
activity, The Service fee to the service provider can be decided by the EC of the CBO.

iil. Community Resource Persons (CRPs)- The services of CRPs are hired by the stakeholders or partners (including
State Mission, govt. departments, NGOs, or other agencies) for the purpose of social mobilization, formation,
and nurturing of federations, conducting trainings, providing coaching and mentoring services etc. The cost of
the CRPs shall be borne by the engaging organization (mission or any other department or organisations).

The services of 2™ and 3™ categories may or may not be regularly required during the life of the CBO. The general HR
policy components like code of conduct, performance appraisal, disciplinary actions etc., shall be applicable to all
persons directly or indirectly working with the CBOs, whether paid directly or indirectly by the CBOs.

CLF staff: Rationale

The CLF will have a larger scale of operations in terms of outreach, functions, and accountability and therefore it
requires a greater number of staff. The CLF needs to recruit CLF Manger, CLF Accountant, CLF MIS Assistant, 2-3
Community Facilitators and other staff as and when required.

From time to time, the Executive Committee shall determine the staff strength based on the workload and the CLFs
financial position. The CLF general body is competent to create new posts/new designations, new levels and abolish
the existing ones or rename them. However, it is advised that the CBO should not go for staffs over 10 as it may attract

critical legal compliances linked to labor laws.

In case of staff hired for specific programme or purpose, CLF general body needs to decide separately regarding their TA,
DA, Remuneration and other Personnel and HR related norms.




CLF Manager
CLF Manager: CLFs are engaged in various programs for example Livelihood, FNHW, Gender Interventions etc. It
will be required to oversee and manage all these programs to serve the needs of its members. A CLF manager is
required to manage all the operations of the CLF and should act as a CEO. S/he will be recruited through an open

selection process by respective CLFs meeting required eligibility.

No. of Positions:1
Minimum eligibility criteria:

Preferably a woman candidate.

Preference will be given to Graduates but in case of unavailability of any suitable candidate in backward
regions, 12"‘pass candidates may be considered.

Having more than 22years of age with maximum age limit of 40 years.

Minimum 2-years’ work experience with SHGs and its federations

Preferably the candidates should be from the local area or SHG member or their family member.
Proficient in the local language

Able to read and write in the local language and English,

Have basic knowledge of Computers.

Shouid have good inter-personal communication skills.

Should not be from the family of the EC or OB members of that CLF.

Should not be PRI members.

The candidate must not continue to render services as an ICDS worker or an ASHA worker or as a full-
time worker of any government organization/NGO/PR| members/PRI Office bearer.

Should be willing to travel extensively.

Desirable Criteria:

Graduate in any discipline. Preference will be given to B.com graduates.

Preferably be a member of a SHG having good performance track record.

Having a two-wheeler with a valid driving license.

Preference can be given to those candidates who have undergone training on the concept of
SHG/VO/CLF, bookkeeping, MCP, PIP, etc.

Sincere towards their work and should have a good reputation within the community; and

Should be sensitive towards women and rural poor.

Roles and Responsibilities:

The major roles and responsibilities of a CLF manager is as follows:

Responsible for achieving targets as per the plan, budgetary spending, managing data, preparing
reports, laisioning and reporting to BMMU, Govt departments, managing staff and overall
administrative management for smooth functioning of the CLF.

Timely and accurate reporting and documentation of success stories

Support Office Bearers and EC in carrying out the functions.

Provide relevant information to CLF and its members on various thematic areas of the programme and
other schemes.

Support CLF in identification, training, and development of community cadres

Manitor the performance of CLF accountant, MIS Assistant, CFs, and other CLF staff,

Roll out of all activities and programmes of DAY-NRLM and programmes undertaken by CLFs,

Any other tasks as entrusted by CLF.

Manager will verify all bills before payment and his/her signature is mandatory for the bills.

Key Deliverables:

Setting strategies and direction for strengthening of the CLF

Support EC in developing Perspective Plan for the CLF and in Vision building, Annual Action Plan,
Budget, and Business Development plan of the CLF.

Preparation of documents of CLF for Registration under suitable Act and foliow up the process




*  Preparing Annual Report and ensuring Statutory Audit and putting it before EC/BoD for approval in the AGM &
timely submission of returns.

& Establishment of robust systems and processes, financial management and HR systems (as per
CLF Policy Document)

* Development of a Capacity Building plan and conducting trainings to SHG, VO and CLF leaders, Sub-
committees, CBO staffs and Community cadres as per requirement

e Conducting, Facilitating, Supporting, Setting agenda for EC/GB/RGB/BoD/AGM/Spl. AG Meetings
e Support CLF in conducting timely grading and internal & external audit of its member institutions.
e Ensure effective roliout of community procurement process.
® Support CLF in rolling out “Community Grievance Redressal” mechanism.

CLF Accountant

CLF Accountant: One of the major function of CLF is Financial Intermediation. A robust accounting system is
required to be maintained at CLF level to perform the FI function efficiently and effectively. Apart from the
flnanclal intermediation function thare are various programmatic and administrative transactions that happens
from the books of CLF. CLFs are also envisaged to implement various development programs which includes
grants from government, etc. In such context it is of utmost necessity that CLF should have an Accountant. S/he
will be recruited through an open selection process by respective CLFs meeting required eligibility.

No of positions:1

Minimum eligibility criteria:

= Preferably a woman candidate.

Should be atleast12' pass with commerce or mathematics.

Should be more than 22 years of age.

Should have at least 2 years of work experience in accounting related work.

Should be able to read and write in local language and English.

Should have basic knowledge in aperating Computers.

Should have good inter-personal communication skills.

Willing to travel to State/District/Block/Villages.

Should not be from the family of an EC or OB member of that CLF.

Should not be PRI members.

The candidate must not continue to render services as an ICDS worker or an ASHA worker or as a full-
time warker of any government organization/NGO/PRI members/PRI Office bearers.

s Preferably the candidate should be from the local area or SHG member or family member of an SHG member.

® ¢ o ®» o & o o

Desirable Criteria:

Preferably be a member of SHG or family member of a SHG having good performance track record.
Should be preferably from commerce educational background.

Should preferably have experience of baokkeeping work in CSOs/CBOs

Should preferably have undergone training on SHG/VO/CLF bookkeeping.

Should be sensitive towards women and rural poor.

Should be sincere towards the work and should have good reputation in the community.

Should be preferably efficient in working on MSOffice, Internet, and accounting software.

& Should be able to travel to banks and other villages and be willing to go for exposure visits and
trainings within and outside the State.

Roles and Responsibilities:
The major roles and responsibilities of a CLF Accountant are as follows:

® Real time transaction recording and accurate maintenance of books of record both in physical

books and digital accounting applications.
*  Preparation of Monthly Progress Report /Maasik Prativedan, DCB and other reports for the CLF meeting.




CLE accountants should ensure timely and accurate updating of VO Books of record.
CLF Accountant is responsible for providing trainings and capacity building to VO accountants.
Support SHG/VO in banking related operations.

Preparation of financial statements.
Support and cooperate with both internal and statutory auditors while conducting CLF/VO audits.

Any other work as entrusted by CLF

Key Deliverables:

e Supporting preparation of Annual Budget and put it before EC for approval.

e Preparation of different monthly/quarterly/half-yearly and annual financial reports i.e., receipt and

payment, income and expenditure statement, Bank Reconciliation, Utilization Certificate, Internal

Audit reports, balance sheet, PAR etc. and put them in front of EC members for review and approval.

Providing trainings and handholding support to VO bookkeepers and review regular entry of VO books.

Verification of books of accounts and records of member VOs

Support EC members in ensuring half yearly internal audit and statutory annual audit of the CLF.

Supporting CLF Managers in preparing audit compliance report and put it in front of CLF EC for

verification and approval respectively.

e Support and review Community Auditors in periodic internal audit of member VOs and SHGs and
verification and compilation of audit reports at CLF level.

o Ensure Annual Return filing with the support of CLF EC with the support of CLF Managers

e Maintaining different stock and asset related registers, safekeeping of bills, vouchers, and other
accounts related documents.

s  Maintaining cash, bank and other finance related norms as described in the financial manual of the CLF.

e Ensuring Bank Reconciliation Statement, other bank related works on a regular basis.

&  Any other task as maybe assigned by the CLF EC from time to time.

CLF MIS Assistant:

No. of Positions: 1

CLF MIS Assistant: CLFs are engaged in various programs for example Livelihood, FNHW, Gender Interventions
etc. It will be required to maintain robust MIS to serve the needs of its members. An MIS Assistant is required to
maintain MIS around all the thematic programs that the CLF is engaged in. For day-to-day entry and maintenance
of data which includes both one-time entry (which includes profile and master data entries for several thematic
applications) and regular entries (which includes entries which are expected to emerge as the program expands),
generate relevant reports, develop formats, keeping track of the programs by maintaining MIS as required at CLF
level, the CLFs need to have a CLF MIS Assistant. S/he will be recruited through an open selection process by
respective CLFs meeting required eligibility.

Minimum eligibility criteria:

e Preferably a woman candidate

Should be at least 12 pass.

Should be more than 20 years of age.

Should be able to read and write in the local language and English.

Should have proficiency in computer operations.

Undergone minimum 1-year certificate course/diploma/degree in Computer Application, or 1 year
of work experience in MIS/Computer Application related work.

Willing to travel to State/District/Block/Villages.

Should not be from the family of an EC or OB member of that CLF.

Should not be PRI members.

The candidate must not continue to render service as an ICDS worker or an ASHA worker or as a full-
time worker of any government organization/NGO/PRI members/PRI Office-bearer.

o Preferably the candidate should be of that local area or SHG member or family member of SHG.




Desirable Criteria;

Preferably be a member of SHG having good performance track record.

Should be good in the local language and English typing.

Preference will be given to the candidate from the same district.

Should preferably have experience of working with CSOs/CBOs.

Should be sincere towards the work and should have a good reputation in the community.
Should have knowledge of typing in vernacular language

Roles and Responsibilities:

Responsible for collecting required data, compiling, preparing, updating, and ma naging all MIS

related information.

Timely reporting to CLF.

Prepare internal reports for CLF meetings.

Support EC/OB's and manager as and when required to organize and run CBO smoothly.

Provide training, handholding support and assist in supervision and monitoring of MIS and book-keeping
related cadres/staffs.

Any other tasks as entrusted by CLF.

Key deliverables:

Rolling out of MIS related initiatives in CLF

Respansible for updating of all MIS applications on a timely basis.

Monitor and support SHG and VO mobile bookkeepers.

Consolidation and sharing of reports of CLF.

The MIS assistant will provide required data to the CLF OB/EC, mission units, govt.
departments and any other stakeholders

Resolving queries and issues related to data errors in MIS, ensuring timely updating.

Reports bugs/errors in the software to concerned person at block/district/state level.
Report progress of MIS and other activities to CLF.

Validation and analysis of data entered in MIS.

Maintenance of different MIS related files, registers, reports at CLF level,

Regular training and review of community cadres on data entry, data collection and data validation.
Any other tasks as entrusted by the CLF.

CLF Community Facilitators:

Community Facilitators: To facilitate various programs in the ground, competent HR are required for
implementing various activities as decided by the CLF. Such resources are required to provide handholding
support to pool of social capital {CRPs, CSPs) developed by NRLM over the years. S/he will be recruited
through an open selection process by respective CLFs meeting required eligibility.

No of Positions:2 or as decided by the CLF
Minimum eligibility criteria:

Preferably a woman candidate.

Should be at least 10" pass.

Should be more than 20 years of age.

Should have at least 1 year experience of working with CBOs (SHG-VQ-CLF).
Should be able to read, write and speak the local language.

Should have good inter-personal communication skills.

Willing to travel to Block/Villages.

Should not be from the family of the EC or OB members of that CLF.




e Should not be PRI members.
Desirable Criteria:

Should have expertise and knowledge around the themes s/he will be recruited for.
s Should be able to drive a two-wheeler and should possess a valid driving license.
e Should have knowledge to operate Mobile Applications of NRLM.
e The person should preferably have good inter-personal communication skills.
The person should be sincere towards the work.
The person should preferably have undergone training on concepts of SHG/VO/CLF and have a good
track record of working as a Master Trainer/PRP/CRP/CSP under NRLM.

Roles and Responsibilities:
The major roles and responsibilities of Community Facilitators are as follows:

¢ S/he will be responsible to execute the key deliverables of programs. S/he will be engaged in by the CLF.

¢ S/he will be responsible for providing the monthly progress report to the CLF on the program s/he is engaged in

o S/he will be responsible to provide technical training to SHG/VO members and their sub-committees
around specific themes

s S/he will be responsible for providing technical trainings to community cadres/active
women/community service providers around specific themes.

s S/he will be responsible to prepare and plan with cadres/volunteers/community service providers/
active women to deliver program outputs which will be assigned to her/him.

e S/he will be responsible for providing handholding support to community cadres, SHG and VO
members/Sub-committees on a specific theme.

e S/he may be given responsibility of more than one theme by the CLF based on spread of activities
under the CLF jurisdiction.

s List with some examples is given below. The list is not exhaustive and only depicts few examples of
handholding work that Community Facilitators may engage in.

Themes Types of hand holding support {indicative list)
Financial Intermediation & | Ensuring CBRM {Community Based Monitoring Mechanism of Bank Loans
Financial Inclusion to SHGs).

Support SHG/VO/CLF in Bank Linkage and other bank related work.
Ensuring coverage on life/health insurance and other pension
schemes of SHG members.

Facilitating VOs-SHGs for timely loan repayment, educating them around
the financial intermediation & financial inclusion function.

Ensuring financial literacy and digital transactions through Fintech
services (e.g., Sakhi, Digi pay model)

Gender Coordinate Gender Resource/Justice
Center Act as a paralegal

Support SHG/VO/CLF to write applications, lodge complaints,
interface with police administration, etc.

Livelihood Hand holding support including on field demonstration of
agriculture, livestock, and other non-farm interventions.

Support SHG/VO/CLF to interface with different line departments, GP for,
bringing in livelihood investments, agriculture extension services, etc.

Building capacities of institutions & members in planning and
implementation of various livelihood activities
Prepare MCP of SHG




Social Inclusion and Convergence

Writing applications and filling up different entitlement/scheme forms
and formats for individuals, SHGs/VOs/CLF
Support CLF/VOs/SHGs in PRICBO convergence activities including VPRP

FNHW

Training and awareness campaign on BCC
Importance of Kitchen Garden, its adoption
Importance of IHHL and its use

Support individuals to apply for different schemes like Matri
Vandana Yojna, attend VHND, access provisions from ICDS.
Demonstrate different hygiene practices.

Laisioning with stakeholders

Institution Strengthening

Conduct Audit of SHGs and VOs

Conduct Grading of SHG, VO

s S/he will be responsible for maintaining all relevant data of the activities/he is engaged in.
e  S/he will assist in the performance review of the cadres related to the specific theme s/he is engaged in.

**The above-mentioned points can be mentioned in the contract letter of the CLF Community Facilitators

Apart from the above-mentioned regular staff of the CLF there are other cadres and resource persons who are
engaged with the SHGs, VOs and the CLF on a day-to-day basis. They are called Community Service Providers and

Community Resource Persons.

Community Service Providers (CSPs) and Community Resource Persons (CRPs)

1 Community Service Providers (CSPs): CLF provides various services to its SHGs and their individual
members such as financial services, livelihoods, and social development activities — like gender, education,
FNHW and convergence to achieve the objectives of the CLF through a cadre of service providers. These
service providers e.g., community auditors, Swasthya Sakhis, Pashu Sakhis Bank Sakhis, Bank Mitras, Bima
Mitras, Udyog Mitras, Krishi Sakhis, MCP trainers, Master trainers etc., get their payment either partly or
fully from individuals/ SHGs/CBO/ promoting agency depending on the nature and purpose of the activity.
Service fee to the service providers can be decided by the Board of the CLF.

2. Community Resource Persons (CRPs): The services of CRPs shall be hired by the stakeholders or partners
(including State mission, govt. departments, NGOs, or other agencies) for the purpose like social
mobilization, formation, and nurturing of federations. The cost of the CRPs shall be borne by the engaging
organization (mission or any other department or organization).

Salary/Honorarium, TA, DA, and other Allowances:

e EC shall decide the Salary/Honorarium for all the positions. They may consult DMMU/BMMU for
fixing the salary/Honorarium, TA & DA, and other atlowances. This should be decided based on
qualifications, work responsibilities, experience and availability of funds and should be at par with the

existing market rate.

e After the annual appraisal EC may in consultation with DMMU/BMMU shall decide the period and
percentage of increment /revision of honorarium and other perks and allowances (Mobile Allowance,
Insurance) for the staff based on inflation and profitability of the institution.

e In case the staff are asked to perform short duration specific tasks in other CLFs, the EC will
decide on the Honorarium/TA/DA based on the task performed.
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Indicative Salary Structure:

Name of Staff | Multi-Panchayat Level Cluster Level GP Level Federation
Federation )
Indicative Tentative Salary Indicative Tentative Salary
Manager Rs.10000/-to Rs.15000/-Per month Rs.6000/-to Rs.8000/-Per month
| Accountant Rs.6000/-to Rs.8000/-Per month Rs.3000/-to Rs.6000/-Per month
MIS Assistant | Rs.6000/-to Rs.8000/-Per month Rs.3000/-to Rs.6000/-Per month
CLF Facilitator | Rs.4000/-to Rs.6000/-Per month Rs.3000/-to Rs.5000/-Per month

Note: The salary of the stall should be decided basad on the revenue earned by the CLF and keeping it consideration
that it should not be below the minimum wage declared at specific State.

Working Hours:
The requirements of community-based work and because of the varied nature of engagement and roles across
different positions, it is difficult to prescribe standardized timings for ali the CLFs. But to integrate the internal
functioning of the
CLFs with the mission office timings, it is recommended that all CLF staff should adhere to the normal office
timings as followed by the mission offices and other govt offices in the area, will attend to field work and or office
duties for 8 hours a day usually from 10 am to 6pm/48 hours in a week.

i Attendance:

All CLF staff shall sign the attendance register maintained in the CLF office. In case a staff is in tour or on leave
the attendance register will be marked ‘T’ and ‘L’ respectively. Being present in the office or in the field the staff
will mark ‘P'or ‘F’ respectively and for half day leave the staff will mark ‘1/2L. The OB should check the
attendance register once a month and sign it after checking.

Leave and Holidays:

CLFs can design thelr own leave policies in addition to the national/state holidays. The leave policy may include
provisions for casual leave, medical leave, maternity leave etc. and get the policies approved as per their

incorporation in the by-laws.

CLF office will observe 12 holidays in a calendar year. At the beginning of each calendar year, a list of official
holidays needs to be prepared and approved by the CLF board keeping in view local festivals/conditions

Note: Refer to Annexure 6 for a sample leave policy

Note: In case the Central/State government declares a day as holiday during elections, the same will be observed
by the employees of the CLF

Recruitment of the staff of the CLF: Process

Objective:
To ensure transparent recruitment process of CLF staff.
s Recruitment of CLF Staff should not be outsourced.

11




(&

s If there are existing staff placed by other organizations, they should report to the CLF Board apart from their
own organization. The roles, responsibilities & key deliverables should remain the same as mentioned in section
2. Any other role assigned to professionals placed from other organizations should have prior approval from CLF
Board.

Advertisement and Applications:

s  CLF EC will pass resolution in the monthly meeting for conducting the recruitment process of the CLF staff.

¢  CLF will publish advertisement for recruitment of staff in at least two local daily newspapers {Optional)
The notification/advertisement shall be published in the notice board of CLF office, VO offices, district
and block Mission offices, GP Office, and in other public places in the block.

¢ Hard copies of newspaper cutting of the advertisement, application forms and job-profile of each post
shall be kept at the CLF office as well as district and block office of NRLM.

¢ Minimum 15 days should be given for receipt of application, from the date of advertisement.

Note: Refer to Annexure 1-5 for Recruitment related formats
The following important points are to be mentioned in the advertisement mandatorily:

1. Documents in support of identity, qualifications, experience, etc. must be produced in ‘originals’ during the
Time of the selection.

2. Only the shortlisted candidates will be invited for the recruitment process. The candidates not
shortlisted will not be allowed to attend the selection process.

3. The selection process will consist of shortlisting of candidates based on academic qualifications,
experience and skills followed by a written examination and Personal Interview.

4. The prescribed eligibility conditions viz. age, qualification, and experience etc. should have been
acquired as on application closing date. Education Qualifications should be from approved and
recognized institutions.

5. In case of false or insufficient information/ lack of proof to ascertain the eligibility of the
applicant, their candidature will be rejected at any stage of the selection process.

6. The eligibility criteria for selection may be changed based on the number of applications received,
without assigning any reason thereof,

7. The last date of receipt of applications is
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Formation of Selection Committee:

A selection committee should be constituted at CLF level for screening of applications, shortlisting of candidates and for
conducting the selection process. The committee shall consist of three EC members among which at least one member
should be OB member; and one external person from any other organization (E.g., members from other CLF, members
from partner organizations, officials from line departments, others as decided by the CLF ) to maintain transparency in
the selection process.

The role of mission staffs and other organization will be of support function. CLF EC may invite mission staff and people
from other organizations to support them in the selection process. The final decision regarding selection of the
candidates will be taken by the CLF EC members.

Training on the recruitment process: Recruitment is 3 complex process and should be done by trained people. SRLMs
should ensure that proper training and orientation should be conducted with the selection committees before the
recruitment takes place.

Single Point of Contact regarding the recruitment process: CLF President should be made the Single Point of Contact for
raising any issues or concern that may come up before, in between or after the recruitment process. CLF President in
consultation with the selection committee and other EC members will be responsible to deal and resolve the issue.

Registration of Applicants:

The application for all the positions will be received either by post or~manually in a drop box at the CLF level. There
should be a last date for submission of the applications and post that date no applications should be entertained. The
selection committee should maintain records of all the applications received in a format and should also safely keep the
applications through proper filing for future reference.

Shortlisting of candidates:
The applicants will be shortlisted based on the eligibility criteria as mentioned against each position. The list of
shortlisted candidates should be maintained in a format properly after the signature of the selection committee, for
future reference and compliance.

Invitation for Selection process:
The shortlisted candidates should be informed by the recruitment committee over emall and phone. The list of the
shortlisted candidate for the recruitment process should be displayed in the notice board of the CLF. The shortlisted
candidates should be informed at least 5 days before the date of the recruitment.

Selection process:
The recruitment process should be carried out in two phases:

1. Written Test
2. Personal interview

Written Test: The CLF members will take suppart from the BPM to prepare a questionnaire for the written test. The
BPM should be responsible for maintaining the confidentiality and transparency of the process. CLF members will
ensure that the written test takes place by all fair means. The BPM should prepare a questionnaire of 75-100 marks with
3 combination of abjective and subjective questions to understand the skill of the candidates around quantitative
aptitude, writing skill, basic mathematical skills, general knowledge, thematic knowledge, etc. Written examination
should be of 1 hour to 1hour.15 minutes based on the guestionnaire and the position for which the test is being
conducted. Tentatively following weightage can be maintained while preparing the questionnaire for positions:




Areas Positions (Marks)

CLF Manager CLF Accountant | CLF MIS Community

Assistant Facilitator

Quantitative 30 30 20 20
aptitude
(Objective)
Writing skills 30 5 5 5
Thematic 10 30 30 50
knowledge
Computer 25 20 30 5
knowledge
Practical 5 15 15 20
knowledge
Total 100 100 100 100

Scores should be given to the candidates and maintained in a format. All the answer sheets are to be kept properly
for future reference and compliance. Selection committee should decide on a cut-off mark to select the candidates for
the next round of the selection process. It should be ensured that all candidates who have secured the cut-off marks
should be allowed to attend the Interview. The names of the shortlisted candidates for Interview should be displayed
before the next round of the selection process.

Personal Interview: EC members need to play a crucial role in conducting the personal interview. The BPM should ensure
that most of the questions asked during the personal interview should be posed by the EC members. The BPM should
orient the EC members prior to the selection process about the areas of exploration while conducting the Personal
Interview.

Personal Interview is to be conducted with the eligible candidates after the written test, The areas which need to be
explored while conducting a personal interview are: Personal background, thematic knowledge, prior understanding
about the nature/profile of work, mobility, general attitude, knowledge about NRLM, communication skills, aspiration,
and motivation of the person to join the CLF as a staff, confidence, body language, etc. After the personal interview
selection, the committee should internally discuss and suggest a list of potential candidates to be produced in front of £C
for final selection.

Final Selection: At least two candidates need ta be there in the waitlist for each of the positions so that in case the
finalized candidate denies or defer to join, they can be offered the position instead. The final name of the candidate
can be displayed in the CLF office and mission offices within a day or two and the candidate should be informed
through letter, email, and phone. The list of the selected candidates should be maintained in a format duly signed by
the selection committee for future reference and compliance




Contract letter
¢ Anoffer letter (for initial contract of one year) in a standard format on letter Pad of the CLF duly signed
by the president should be given to the successful candidate.
¢ It should clearly mention the tenure of contract, reporting person, job responsibilities, salary/honorarium,
other allowances, leave and important norms of the CLF.
* Asigned copy of the acceptance by the candidate along with her/his/ profile should be stored in office.

Staff development:

Staff Development is a very important responsibility of the CLF to help their staff to growth in their skills personally,
socially, and technically. The CLF can provide opportunities for them to develop knowledge, skills, abilities, tools,
resources, and opportunities to be successfully deal with the community. Although the primary responsibility for an
individual's development rests with the individual, the CLF has an important role in:

Encouraging

Supporting

Resolving problems

Providing resources for their development

Meet with them to discuss their plan

Provide feedback on irregular economic and human development activities.
Provide suggestions for development activities

Help them set realistic time frames

® & 8 & 2 0 s @




° Help them trouble shoot potential obstacles.

® Provide essential residential trainings on soft skills and on project activities
o Conduct review meetings and workshops

e Strengthening the Monitoring systems

o Provide Handholding support

* Plan for Exposure visits to the staff by taking support from the organization
o Provide technical support.

. Provide timely Honorarium/Salary/TA/DA/Allowance

Capacity Building Plan

Planning Capacity Building activities is an essential part to be undertaken for the development of CLF staff, This will
help in putting CLF staff on the right track from the time of their joining.

Capacity building of each staff may be planned in phases i.e., inputs to be provided during different phases i.e., induction
period (within 3 months of joining), probation period (within 6 months of joining}, during rest of the first contract period
{within lyear/11months of joining) and then from time to time based on the requirements. Brief of phase wise inputs to

staff is given below:

Phase Period Inputs
Manager Accountant MIS Assistant Community Facilitator
Induction upto3 Introduction Introduction and Introduction and Introduction and
months and Induction kit, Basic | Induction kit, Basic | Induction kit, Basic inputs
Of joining | Induction kit, inputs on NRLM, inputs on NRLM, on NRLM CBQOs, all
Basic inputs CBOs, all functions | CBOs, all functions functions for operations,
on NRLM, For operations, For operations, Roles & responsibilities,
CBOs, all Roles & Roles & specific inputs based on
Functions for | responsibilities, responsibilities, Responsibilities and areas
operations, Inputs related to Specific inputs of engagement, field
roles Special area of Based on immersion
& engagement, field| responsibilities,
responsibilities | immersion
Field immersion
Probation Upto6 specific Inputs related to Refresher & need Refresher & need based
months Inputs based Integration of based inputs inputs
of joining | on different themes
responsibilities
T Contract | uptol Refresher Refresher & need
Year of and need Based inputs
joining Based inputs

A}Induction modules will include the following (0-3 months):

o Introduction of the staff with CLF OB & EC members, BMMU, MCLF anchor person at District and State Unit,
Bankers of the banks under the jurisdiction of CLF, BDO & other line department officials,
Pradhan/Chairperson of all the GP /VC under the jurisdiction of the CLF, community cadres under the CLF.
Concerned BPM and Cluster Coordinator / Area Coordinator will be introducing the concerned CLF staff to all
the stakeholders immediately after joining of the staff. Induction kit would be handed over to the CLF staff
by the MCLF nodal person (at State/District/Block level)/CLF President/Secretary on the day of joining.

Induction Kit will include the following:

s Detailed ToR of the staff




HR policy of CLF
TA/ DA/ Leave norms of the staff

Profile of the CLF including information regarding VOs and SHGs

NRLM documents related to different thematic areas

Operation Manual of the CLF

Byelaws of CLF

SOP on Governance and Financial Management of CLF

Other staff and cadre details of CLF

Vision document of CLF (if already prepared)

Business Development Plan and Annual Action Plan for the present year of the CLF
e Checklist of books/registers/files to be maintained by each staff

»  Checklist of reports to be regularly maintained by the concerned staff along with the timeline/frequency.

Training inputs as well as field exposure on basics concepts, various thermatic areas, job responsibilities, administrative,
financial, operations & management functions etc. Will be provided to each staff based on their roles &
responsibilities.

During induction phase, concerned CLF staff will be attached with CLF Nodal person {mission staff/PRP/BRP) during the
induction period to understand each document, modules and processes and clear the doubts as and when required. The
responsibility of the CLF Nodal person is to ensure that the concerned staff has a clear understanding of all the
processes & training modules, reason behind each process, outcome of each process & training modules. The CLF Nodal
will also mentor the concernad staff to learn all important processes by carrying it on field and providing them feedback
accoardingly. (In case the staff is not able to learn all the things within the period of 3 months, his/her attachment with
CLF Nodal person will continue during the probation period)

Training inputs to CLF staff

List of indicative training inputs for each staff are given below:

1. CLF Manager: Inputs to be provided to CLF Manager during the induction period of 3 months (total 21 days
training and 30 days field exposure) is given below:

Sl. Training Broad contents Durati Timeline Level Trainer
No. on{day
5)
Poverty Dimension & DAY-NRLM
Overview, Structure of CBOs, their
linkages, Existing functions the CLF is
performing, their vision, concept, SRPs  for
. importance and usage of Business . MCLFs (for
Induction . District o
plan and present year Business Plan, initial
) 7 days of /State  (10-
1 (Residential Annual Action Plan prepared and | 5 ioinin 25 batches
training) status as on date, Role of CLF ! & articioants | SUPPOTt of
manager, Various stakeholders, and i‘:]a baFt)ch) NRP may be
their roles, dealing with various taken)
resource  organizations, Various
systems in office management, data
management (MIS overview).
Sl - Duratio - .
No. Training Broad content n(days) Timeline Level Trainer




Accounting Books of Record of SHG, VO, CLF 4 14, .c!ays District SRPs_for
of joining | /Block MCLFs
level
PM{MIS)
District along with
MIS .and SHG, VO and CLF MIS 3 20. .d‘ays /Statce. (10 | District/Bl
reporting of joining participan | ock level
ts in a | MIS
batch) Assistant
SRP for
District M.C.LFS (for
Facilitation Facilitation skills - importance 30 days | /State (10- initial
skills and process 3 of jolning | 25 batches
participant support - of
. NRP may be
s in a
batch) taken)
Understanding different processes in
field, meeting processes  of
SHG/VO/CLF, group dynamics, group
strength and weaknesses, norms During the
followed by CBOs, leadership status field
in groups, aspects on which CBOs are immersion,
working, inputs on assessing quality s/he will be
of  various  activities  being in constant
implemented (including assessing touch with
cadres). In case s/he Is not a SHG the
member or from the family of 2 SHG concerned
member, the assignment is to be Cluster
done while in the village. Coordinator
Assignment would include the gc;rugltasrlfylr';%
following: least once
E'e'd 30 2" month | Village w.eekly s/he
xposure will  share
Weekl: her/his
learnings
a. Attend SHG meetings of at least with
4 SHGs - newly formed SHG, concerned
3months old SHG, 6 months old Cluster
SHG and 1 year old SHG @ 1 Coordinator
each. and at the
b. Attend VO meeting ~ concept end
seeding meeting (in case such assignment
possibility is there) / newly sharing  will
formed VO, VO yet to come be done in
under CLF fold, VO already the presence
under the fold of CLF, VO having of the CLF
functional sub-committees EC.

aligned with CLF@ 1leach.
¢. Attend SHG basic / membership
training.




SI.
No.

Training

Broad contents

Duration
(days)

Timeline

Level

Trainer

d. Attend SHG training on BoRs

{for all the BoRs for SHGs, if it is
provided in phases, then
should attend all the phases)

Week 2:

a.

Attend VO training an BoRs
Attend Grading of SHGs and VOs
Attend MCP preparation for
SHGs,

Conduct grading of SHGs and
VOs (at least 2 each)

Attend VQ basic / concept &
management training

Week3:

a. Facilitating at least 2 SHGs
for preparation of MCP
b. Attend specific ongoing CLF

level activities such as:

e Visioning

e Livelihood Planning

e Financial Literacy
camps and Trainings

e  (Cadre Selection
Process

s Gender Forum
Meetings
JVHND

e Health camps

e Attend review
meetings of
community cadres
under different themes

e Attend VPRP
preparation for a VO

Week4:

All

Facilitate SHG basic training
Facilitate VO concept &
management training

Support CLF / VO EC members
in Cadre Selection Process,
review & planning

the activities mentioned in

different weeks may be arranged as
per activities being conducted on
field through which the CLF Manager
Will get ample scope to learn as well




sl . Duration
Trainin Broad conte imeli i
No. g nt (days) Timeline Level Trainer
As practice hands-on on field during
assignment.
SRP/MCLF
Nodal at
Within 7 State
- Debriefing on field exposure days of State /District &
6 Debriefing and action plan preparation 2 field /Distric Block along
exposure t with
concerned
cC
SRP for
. . District M C .LFS (for
Financial JState  (10- initial
7 Management | All contents as per SOP on FM of CLF| 5 3" month 25 batches
participants support  of
in a batch) NRP may be

taken)




Parallel ongoing engagement:

On field, understanding the ongoing activities as assigned by the CLF/Mission Staff such as attending any specific
meetings, assigned tasks, quality of training inputs being provided by the cadres etc.

Office waork on managing files, registers, generating reports; supporting CLF EC to conduct their meetings and manage
administrative work, supporting CLF Sub-committees in preparing various reports, organizing planning and review
meetings of cadres and other CBO staff, presenting progress report in EC meetings.

2. CLF Accountant: Inputs to be provided to the CLF Accountant during the induction period of 3 months (total

33 days training and 15 days field exposure} is given below:

Accountant, Various Stake holders
and their roles, dealing with
Various resource organizations,

Sk Training Broad contents Duration Timeline Level Trainer
No. (days)
Poverty Dimension & DAY-NRLM
Overview, Structure of CBOs, their
linkages, existing function the CLF District SRP for MCLFs
. is performing, their vision, concept, /State (10 (for initial
Induction . .
1 (Residential importance and usage of Business 7 daysof | - batches
eslaentia plan and present year Business 4 joining 25 support  of
training) . -
Plan, Annual Action Plan prepared participant | NRP may be
and status as on date, Role of CLF in a batch) | taken)




Sl. - Duration .
No. Training Broad content (days) Timeline Level Trainer
Various systems in office
management, data management
(MIS overview).
District
/State
2 | Accounting | Books of Record of SHG, VO, CLF | 7 14 days of | (10- SRP for MCLFs
joining 25
participant
s in a
batch)
District PM(MIS) along]
/State (10 | with  District,
3 | MIS SHG, VO and CLF MIS 2 ?O?n?:;"“‘ of | participant | Block level Mis
s in a | Assistant
batch)
District SRP along with
Introducing different reporting 30 davs of (:Slg?te IS:\&:;e /D:\s/ltgf;
4 Reporting formats, preparation, and use of 3 joinin\g/ 2% Nodal Person
such reports participant | with FM / Fl
s In a | Nodal
batch)
District SRP along with
/[State State/District
Financial All contents as per SOP on FM of nd (10- level MCLF
> Management | CLF 6 2 month 25 Nodal Person
participant | with FM / FI
s in a [ Nodal
batch)
Understanding different processes
in field, inputs on assessing quality
of wvarious activities being
implemented (including assessing
cadres) In case the accountant is
not an SHG member or from the
family of an SHG member then
Village stay to be added.
Field nd
6 Exposure Assignment would include the 15 2" month

following:
Week1:

a. Attend SHG meetings of at
least 2 SHGs — 6 months
or lesser aged and 1 year
old or older SHG @ 1
each.




ilé Training Broad contents Duration{days) Timeline Level Trainer
b. Attend VO
meetings — VO yet
to come under CLF
fold, VO already
under the fold of
CLF, VO having
functional sub-
committees
aligned with CLF @
leach.
c. Attend SHG /
VO basic
training oh
concept &
management.
d. Attend SHG
training on BoRs
{for all the BoRs
for SHGs, if it is
provided in
phases, then must
attend all the
phases)
e. Attend review
meeting  with
MBK
Week2:
a. Attend VO
training on
BoRs
b. Attend Grading
of SHGs and VOs
¢. Conduct grading
of SHG s and VOs
{at least 2 each)
d. Conduct BoRs
training of SHGs
& VOs
All the activities mentioned
in different weeks may be
arranged as per activities
being conducted on field
through which the CLF
Accountant will get ample
scope to learn as well as
practice hands-on on the
field during the assignment.
within 7
. Debriefing on  field days of
7 Debriefing exposure and action plan 2 field
preparation exposure




Auditing

Internal audit and
external audit, its
importance and process,
reporting required - At
SHG, VO and CLF level

9{(2+1+2

+3+1 in phases)
(concept and
process of audit,
different report,
and its utility +
SHG audit practice
+ VO audit practice
+ CLF audit
practice +report
preparation and
analysis)

3" month

District
/State

(10-

25
participant
in a batch)

SRP for MCLFs




Parallel assignment:

On field, understanding the ongoing activities as assigned by CLF/Mission Staff such as attending any specific meetings,
assigned tasks, quality of booking training inputs being provided by the cadres, SHG and VO audits being done by the

cadres etc.

After receiving inputs on auditing, within a period of next 1 month, the CLF Accountant had to conduct 6 half
yearly/yearly audit and grading of at least 5 VOs under the CLF.

Office work on maintaining records & registers, files, generating reports; preparing loan files & supporting OB members
in assessment of loan applications, supporting CLF Asset management and loan Sub-committees in preparing various
reports. Writing BoRs during EC meetings.

3. MIS Assistant: Inputs to be provided to CLF MIS Assistant during induction period of 2months (total 25days of
training & field exposure) is given below:
Sl - Duration N .
Training Broad content Timeline Level Trainer
No. (days)
Poverty Dimension & DAY-NRLM
Overview, Structure of CBOs, their
linkages, Existing function the CLF is
performing, their vision, concept, SRP for
importance and usage of Business _— MCLFs (for
! District s
plan and present year Business Plan, 7daysof | /State (10- initial
1 Induction Annual Action Plan prepared and | 4 'oini:: 25 batches
status as on date, Role of CLF MIS ] & articinants support of
Assistant, Various stakeholders, and p P NRP
. . - . in a batch)
their roles, dealing with various maybe
resource  organizations, Various taken)
systems in office management, data
management (MIS overview).
District
. 14 days of | /State (10- | SRP for
2 Accounting Books of Record of SHG, VO, CLF 4 joining 25 MCLEs
participants
in a batch)
MIS District
] PM(MIS)
3 ;’}:ZN\'%’& SHG, VO&CLF MIS 3 30 days of | /State {10 | g1on0 it
. joining Partncnpants District/Bloc
CLF ina batch) k level MIS
Assistant

o




A\*2]

Sl

No.

Training

Broad content

Duration
(days)

Timeline

Level

Trainer

Field
Exposure

Understanding different processes in
field, inputs on assessing quality of
various activities being implemented
{including assessing cadres) In case
the MIS Assistant is not a SHG
member or from the family of a SHG
member then Village stay to be
added.

Assignment would include the
following:

Week1:

a. Attend SHG meetings of at least
2 SHGs - 6 month or lesser
aged and 1 year old or older
SHG @ 1each.

b. Attend VO meeting — VO yet to
come under CLF fold, VO having
functional sub-committees
aligned with CLF @ 1 each.

¢.  Attend SHG / VO membership
training.

d. Attend Grading of SHGs and VOs

Attend review meetings of
MIS community cadres

30 days of
joining

Debriefing

Debriefing on field exposure

within 3
days of
field

exposure

MIS-CLF

CLF MIS and reporting and inputs on
State specific MIS and other State

specific system in practice.

Presentation of Action Plan

45 days of
joining

District
/State (10
participants
in a batch)

PM(MIS)
along with
District/Blo
ck level
MIS
Assistant

Parallel assignment:

Office work on maintaining data and generating reports. Identifying the gaps (i.e., presently the reports not being
generated but are required to be monitored by CLF) and developing required system for maintaining such reports.
Submitting reports to Manager and CLF EC members for EC meeting.

On fleld, supporting YO- Book keeper to prepare Manthly Progress Report and consolidate all the VO-MPR at CLF level.
Supporting MIS cadres wherever required.




4. CLF Community Facilitators: Different CLF might engage Community Facilitators for different thematic areas,
thus inputs for Community coordinators would be based on the thematic area & their assignment for which
they are engaged. Common inputs to be provided to CLF Community Facilitators during induction period of 3

months is given below:;

i‘(‘). Training Broad content (Ddt;r;:)mn Timeline Level Trainer
Poverty Dimension & DAY-NRLM
Overview, Structure of CBOs, their
linkages, Existing function the CLF is
. performing, their vision, concept, District SRP for MCLFs,
induction | ! .
1 - Generic | IMmportance and usage of Business 5 .7.d.ays of | /Block (10- | Sr.
training plan and prgsent year Business Plan, joining 25 - Managers of
Annual Action Plan prepared and participants | MCLFs
status as on date, Role of CLF in a batch)
Community Coordinator, Various
stakeholders and their roles, inputs
of SHG/ VO/ CLF BoRs, SHG/ VO/CLF
MIS.
Induction | Inputs on different themes based on Based on District SRP  for
2 - engagement of the staff in specific] . 30 days of | /State (10- ificth
Thematic | themes  (Gender/FNHW/PRI-CBO| "SOUIreMe | i e 25 specifict
. nt . eme
training Convergence/S! participants
/LH-F/LH-NF) in a batch)
; District
ni
3 i,?g;’f Inputs on SOPs of MCLF 5 2month ésstate (0- | srp_mcLF
participants
in a batch)
SRP for MCLFs
4 iic'::;lt:tlo Facilitation skill -importance and| 3 3“month éSState (10- support of
process . . NRP may be
participants taken)
in a batch)
5 Field Assignment to be given based on role
Exposure | of Community Facilitators

Other than trainings, Community Facilitators will be involved in various activities assigned by the CLF Manager or CLF EC

Topics to be covered under thematic trainings to Community facilitators:

S.No | Themes Topics

1 Gender Refreshers on all thematic training modules, specific roles expected
from them.

> ENHW Any other training as and when designed & developed.

3 Sl

4 Farm Livelihood

5 Non-Farm Livelihood




PRI-CBO convergence

B) Probation module will include (i.e.,4 to 6 months of joining) the following:

1 gLF Manager: Training inputs to be provided during 4" month to 6™ month (training and exposure visit for 21
ays):
ﬂ(’)_ Training Broad content SI‘))uratlon(day Timeline | Level Trainer
District
Basics of Livelihoods- Farm /State (10-
1 Livelihoods | and Non-farm, role of CLF, < 4t 25 SRP for MCLF
Basics Cadres; assessment of on month Participant | & SRP forLH,
field activities, reports to be sina MCLF
maintained, different batch) Nodal person
projects, fund flow & fund at
management State/District
Understanding Concept, District
processes on FNHW, /State (10- | SRP for MCLF
3 Orientation | activities undertaken, 5 4" 25 & SRP for
of FNHW role of CBOs, community month Participant | FNHW,
cadres (CRP/CSP), their sina MCLF Nodal
assessment and various batch) person at
reporting. State /District
Understanding Concept,
processes on Gender, Social District
. . Inclusion, VRF and other th /State (10- | SRP for MCLF
Orientation I 4
3 of Gender activities undertaken, role 2 month 25 &S RP for
of CBOs, community cadres Participant | Gender, MCLF
(CRP/CSP), their assessment sina Nodal person
and various reporting. batch) at State
/District
Understanding Concept, District SRP for MCLF
. . processes on Gender, /State {10- | & SRP for
Orientation . th
4 on PRI-CBO activities undertaken, role 5 4 25 Convergence,
convergence of CBOs, community month Participant | MCLF Nodal
cadres (CRP/CSP), their sina person at
assessment and various batch) State /District
reporting.
9(2+1+2
+3+1 in phases)
(concept and
process of
audit, different
Internal audit and external | report, and its
. audit, its importance and utility+SHG 5"
5 Auditing . A <
process, reporting required - | audit month
At SHG, VO and CLF level. practice+VO
audit Practice+ District SRP on MCLF,
CLF audit /State (10 | State/District
participant | level Mission
sina staff from
batch) Finance / FI

Theme




;I;) Training Broad content Duration(days) Timeline Level Trainer
practice+
report
preparation and
analysis)
Within 7
days of
completi
Reporting Reports related to HR, on .of
6 . 2 various
and Analysis | CB, LH, FM, Annual trainings SRPs on MCLFs,
Report etc. on State/ district
different Block/ mission
themes district staff/BPM
Exposure
visits to well-
functioning gih
7 CLFs within Understanding different | 3 month
State systems
/Outside
State

After induction period i.e., after 3 months of joining,
inputs will be provided to the CLF Accountant, CLF M

Other than training,
CLF EC.

based on requirement refresher training and training for other
IS Assistant and Community Facilitators accordingly.

C)Inputs to be provided to CLF staff during the period of 7 th month to 1 year of joining:

1. CLF Manager:

on field activities and office work will continue in usual form as per the role and as assigned by the

i";) Training Broad contents Duration (days) Timeline Level Trainer
. i 8" month —
Various aspects qf ofﬁse 11™month State/Dist
Refresher management, financial . . SRP on
1 - Based on requirement| or as and | rict /Block
training management, cadre MCLFs
. (3-5 days) when level
management, audit etc. .
required
District i/f:g_s /n
Registratio | Registration of CBOs, /State Nodal
n and legal | required legal & statutory th (10- oda
2 ; . - 5 10" month person on
compliance | compliances, filing 25 MCLE from
[ returns, AGM etc. participant R
. State/Distr
in a batch) ict




2. CLF Accountant:

;'l;)‘ Training Broad contents E;;l::)lon Timeline Level Trainer
State/Di
1 Refresher Financial management, any Based on 7" month | strict SRP on
training other need-based training requirement | onwards /Block MCLFs
(3-5 days) level
. SRP on
District
e - . [State MCLF/
Registration Registration of CBOs, required Nodal
2 and  legal legal & statutory compliances, 5 10" month (10- person on
compliances filing return, AGM. 55 . MCLF from
artl.c b2 State/Distr
nts in a | .
batch) fet

All the staff of CLF (CLF Manager, CLF Accountant, CLF MIS Assistant and CLF Community Facilitators) will be
participating in preparation of Annual Action Plan & Business plan, review of plan, Annual General Meeting conducted
during the year of joining and subsequent years,

Some of the major points on capacity building of staff are given below:

s The selected candidate should be provided a comprehensive training & exposure based on the roles
and responsibilities.

e Induction training to be conducted to orient staff on the CLF structure and how they are linked, present
situation of concerned CLF, role of each staff and role of other stakeholders and basic inputs required
for the staff to delivery her/his role effectively.

e Overall training inputs may be on overall program, context of the CLF, its structure, various aspects of
accounts & Finance, MIS, Reports, Norms, Plan & Budget and other systems covering content of SOPs
on MCLFs etc.

o The content of the training may vary vis a vis roles and responsibilities of the CLF staff. Standardized
training modules to be used by all CLFs. Common training modules for staff to be adopted as per the
guidelines of NMMU. The modules to be prepared and shared by the States with NMMU for further inputs
(if required) and it can be used for creating a repository of resources at the National level which may be
referred by to other states. Training modules should consist of assessment tools for post training
evaluation. It should also consist of a checklist of materials required for each training. SRLM to facilitate in
making changes in training modules for specific CLFs, based on local context.

o In case the CLF Manager/ Accountant/ MIS Assistant is not a SHG member or is not from the family of
any SHG member, s/he will be sent for a village stay.

e Atthe end of every training, evaluation needs to be carried out based on the inputs given to the staff.

s CLF staff will be assigned field exposure within the area of the concerned CLF to learn the process of
social mobilization, SHG formation, training, VO formation, etc. After field exposure, they will be sharing
their learnings with the District/ Block anchor on MCLF, concerned Cluster Facilitators, SRPs on MCLF will
be present and will provide feedback on her/his learning.

» Need based training required for integration of various activities within the CLF and other refresher
trainings will be provided on a time-to-time basis.

¢ CLF staff will be sent for exposure-cum-immersion visit to Resource Organization to see the functioning of
SHG and its federation.

o National Resource Person (NRP)/State Resource Person (SRP)/ Master Trainer/ BMMU/ DMMU officials
should provide the training.

Trainings should be provided in groups after consulting other CLF BMMU/DMMU.
Handholding of CLF staff on cadre management, office management, financial management and data
management etc. Wil also be done by the concerned Cluster Facilitator/Area Coordinator/BPM/SRPs/YPs




Appraisal and performance management

Staff Appraisal

The purpose of an appraisal is to increase the staff performance and efficiency. They are also intended to increase
motivation, knowledge and ensure that they are kept updated with the latest developments and inform them of the skills
they will need to develop to address change positively.

¢ The EC shall decide to conduct appraisals on a periodic basis - monthly/quarterly by forming a sub-committee
constituting Office Bearers, EC member sand BMMU staff as members.

® It will be compulsory for the CLF staff to submit a monthly report. This report shall contain simple indicators for
monitoring the performance of the staff. The indicators may include coverage of left over poor by forming new
SHGs or including them in existing SHGs, it may also include the financial strength (i.e., savings, internal lending,
repayments, external borrowings etc.) of SHG sand Village Organizations.

¢ ltis important to establish a rapport and encouragement of the staff in a frank and open discussion. The CLF shall
prepare open-ended questions which will encourage and help them talk freely, listening and sharing their ideas and
VIeWsS.

* The CLF shall keep the facts, evidence, reports, and performance indicators of each staff. This information will be
useful for discussions with respective staff. Focus on the actual results that have been achieved specifically and
quantifiable and not on general or emotional issues.

* Seek practical, cost-effective solutions that will increase the performance and motivation of staff. CLF should not
offer or promise something that it cannot fulfil. During the appraisal Cluster Level Federations shall not raise any
issues that it cannot soive.

Staff needs to be motivated after their appraisals:

The cluster level Federation shall congratulate each staff irrespective of their levels. Appreciate everyone for being
consistent and most importantly accountable towards the CLF. Make sure no one feels left out. The board of CLF shall sit
with them, give them new realistic targets, and guide them as to how can they work with the team and come out with
more innovative ideas to show better performances in the years to come. The follow up tasks need to be taken by CLF
after appraisal of staff:

CLF shall focus on improving the performance of the staff.

Conduct and co-ordinate need based training to the staff

Conduct review and workshops regularly with the staff

The CLF shall take support of Mission and Resource Persons to improve their staff knowledge and skills
(both soft &Technical skills)

Staff Performance Management

Performance management provides an excellent and efficient mechanism for improving productivity, improving skills
of the staff to reach goals and objectives. Performance improvement can increase revenues by improving service
delivery, reducing costs, and increasing profits continuously for the CLF.

Pracess:

» After completion of 6 months of probation period the first appraisal of the staff would be conducted. Based on the
performance, the staff will be asked to continue or discontinue in the existing position.

e  After that the next performance appraisal would be conducted at the end of the financial year,
Once in a year performance appraisal shall be conducted preferably for the period from April to March.

» The CLF shall maintain personal files for each of their staff. It shall contain particulars of appointment,
emoluments, increments, leave, disciplinary proceedings, and allied matters.

s The EC shall fix the performance indicators to the staff yearly, keeping in view the priorities of activities of the
CLF and after due consultation with the Project.

= Before initiation of writing the performance appraisal of the Staff, the EC shall seek the feedback of VOs.

e The Performance appraisal report contains grading- A, B, C, D indicates “Excellent”, “Good”, “Needs
improvement”, “Needs immediate attention”.




T~

Grading A, B, C, & D should be supported by specific instances or justification along with recorded proof as above-
mentioned performance indicators.

The EC shall decide and take proper steps for rewards & recognition as well as penalties and continuously four to
five months poor performance of the staff would qualify for removal.

Code of Conduct and Discipline

° Each staff of the CLF shall be devoted to her/his duty and shall maintain absolute integrity,
discipline, impartiality, and sense of ownership.
. Each staff of the CLF shall have strong faith in the capacities of poorest of the poor, commitment to

work, honesty, sincerity, truthfulness, integrity, transparency and committed to the development of poor
communities especially deprived communities. He/She shall have empathy towards the poor, specially
towards women's issues.

e Each staff shall treat his fellow employees, CLF members, and community courteously and respectfully.

. No staff shall behave in a manner which is derogatory to the reputation of the CLF or place her/his
official position under any kind of embarrassment.

e She/He shall obey the orders of her/his supervisor and CLF Board members given in writing.

° Every employee holding a superior post shall take all possible steps to ensure the integrity and devotion
of duty of all employees under her/his control and authority.

. Explanation: An employee who habitually fails to perform the task assigned to her /him within the time

set for the purpose and with the quality of performance expected from her/him shall be deemed to be lacking
in devotion to duty.
° No employee shall in performance of her/his official duties act in a discourteous and discriminatory manner

Misconduct:

The following acts of omission and/or commission may be treated as ‘misconduct’ on the part of the employee:

s Furnishing false/wrong information regarding name, age, qualification, previous experience /employment,
etc., at the time of recruitment or during employment in the CLF

Theft, fraud, or dishonesty in connection with the business or property of the CLF

Willful damage to any property of CLF, or misusing CLF's property/assets

Riotous or disorderly behavior

Unauthorized absence from place of work OR absence from duty without information/ permission/
sufficlent cause

Taking up any other employment without approval of the CLF Board

Refusal to comply with reasonable instructions of the supervisor

Non-observance of confidentiality in respect of transactions/ activities of the CLF

Doubtful integrity

Commission of any act which amounts to a criminal offence devaluing moral integrity.

Carrying of firearms/ weapons, drugs, or any prohibited substance inside the premise of the CLF office

The above instances are illustrative and not exhaustive.

Resignation/ Termination of Employment

Employees have all sorts of different reasons for resigning from their jobs. Some relate to starting a family, continuing
their education, financial instability, insecurity, lack of subject knowledge, depression etc. These reasons may lead staff

resignations.

The staff may resign to his/ her post by submitting a formal letter citing reasons to the OB members of the CLF.
The service of a staff can be discontinued by providing at least one months’ prior notice by either side. In case of
short fall of notice period salary for the nos. of days short fall needs to be paid by either side.

OB members shall organize a face-to-face meeting with individual and inform EC for acceptance/rejection.

The EC shall provide advice, suggestions, guide to concern person before acceptance of resignation.
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s After acceptance of such resignation letter, the staff have to serve at least one month of notice period.

Handing Over Procedure

s CLF OB members shall advise the staff to handover his/her charge/duties to the assigned/ nominated staff.
The takeover report will be prepared by nominated staff and submitted to the office

s The staff shall handover the keys of the drawer/ cupboards if any, files, reports, make a list of her/his
personal belongings which are to be verified by CLF and allowed to be taken out by the concerned staff on
the date of resignation.

¢ It should be ensured that before releasing the staff, the amounts due from the individual to the CLF are
fully recovered

Termination/ Removal of Employment
in the following conditions staffs shall be removed:

1) The staff might misbehave.

2} Corruption

3) Misconduct

4) Poor performance

5) Medical inability after proper consideration
6) No loyalty and values towards the CLF

EC shall remove staff on the recommendation received from Manager and OB members during her/his employment for
sufficient and reasonable cause by giving such a person a show cause notice and to provide an opportunity to offer
her/his explanation.

The proceedings of the meeting and decision taken should be minuted in the CLF Minutes Book with the signature
of the EC members and staff.

Sexual Harassment
Every employee who is the in charge of a workplace shall take appropriate steps to prevent sexual harassment.

‘Sexual Harassment’ includes such unwelcome sexually determined behavior either directly or by implications such as

s Physical contact and advances

e Ademand or request for sexual favours

e  Making Sexually coloured remarks

s Showing pornography

s Any other unwelcome physical, verbal, or non-verbal conduct of sexual nature.

Taking serious note of increasing incidents of crime against women at warkplace, the Government of India, vide "Sexual
Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013, have made it mandatory for all
the establishments, companies, organizations employing 10 or more employees (weather permanent, temporary, ad-
hoc, volunteers, paid-unpaid, consultants, interns, or contract workers irrespective of their gender) to create policies and
systems which would help to provide a safe, secure, non-discriminatory and enabling environment, free from sexual
harassment to every woman at work. CLF as a registered or unregistered entity needs to abide by the Act and design an
appropriate policy accordingly.

The following circumstances, among other circumstances, if it occurs, or is present in relation to or connected with any
act or behavior of sexual harassment may amount to sexual harassment: —

Implied or explicit promise of preferential treatment in her employment

Implied or explicit threat of detrimental treatment in her employment

Implied or explicit threat about her present or future employment status

Interference with her work or creating an intimidating or offensive or hostile work environment for her

P om




e.  Humiliating treatment likely to affect her health or safety.

Internal Complaint Committee:
CLF's Office Bearers by an order in writing, constitute a committee to be known as the “Internal Complaints
Committee” in the CLF as well as in its every Village Organization (VO) member.
The Internal Complaints Committees shall consist of the following members to be nominated by the Office Bearers of the
CLF and respective VO on recommendation of its EC members in the EC meeting, namely: -
a.  Presiding Officer who shall be a woman employed by the CLF/VO at a senior level (CLF/VOs staff, cadre, etc.)
b. Not less than two Members from amongst employees preferably committed to the cause of women or
who have had experience in social work or have legal knowledge {such as Gender-CRP, etc.)
¢ One member from amongst non-governmental organisations or associations committed to the cause of women
or a person familiar with the issues related to sexual harassment:
d. At least one-half of the total Members nominated shall be women.

e. The Presiding Officer and every Member of the ICC shall hold office for such period, not exceeding
three years, from the date of their nomination as maybe specified by the CLF-EC/VO-EC

f.  The Member appointed from amongst the non-governmental organisations or associations shall be paid such
fees or allowances for holding the proceedings of the ICC, by the CLF/VO, as maybe prescribed

Disqualification of the ICC members: -
The Presiding officer or any of the Members of ICC maybe, shall be removed from the ICC incase S/he: -

a.  Any breach of the obligation of maintaining confidentiality of the inquiry process pertaining to sexual
harassment against the aggrieved woman.

b. Has been convicted for an offence, or an inquiry into an offence under any law for the time being in force
is pending against him/her

c. S/he has been found guilty in any disciplinary proceedings or a disciplinary proceeding is pending
against him/her

. Has so abused his/her position as to render his/her continuance in office prejudicial to the public interest,

e. Such Presiding Officer or Member, as the case maybe, shall be removed from the Committee and the vacancy
so created or any casual vacancy shall be filled by fresh nomination by the CLF/VO in accordance with the
provisions

Complaint of sexual harassment: -

Any aggrieved waman may make, in writing, a complaint of sexual harassment at workplace to the ICC if so constituted,
or the Local Committee, in case it is not so constituted, within a period of three months from the date of incident and in
case of a series of incidents, within a period of three months from the date of last incident:

Provided that where such complaint cannot be made in writing, the Presiding Officer or any Member of the Internal
Committee or the Office bearers of the CLF/VQ, in case the ICC is not formed,

In case, ICC is not formed in the CLF/VO, the office bearers/ Gender CRPs/SAC members, may and shall facilitate the
aggrieved women in filing the complaint either at the ICC constituted in the Block Mission Management Unit of the SRLM
or to the Local Complaint Committee through the nodal person of the concerned block/ taluka/ Mandal/ municipality
nominated so by the district officer under the POSH Act 2013.

Provided further that the ICC or, as the case may be, the Local Complaints Committee {LCC) may, for the reasons to be
recorded in writing, extend the time limit not exceeding three months, if it is satisfied that the circumstances were such
which prevented the woman from filing a complaint within the said period.

Where the aggrieved woman Is unable to make a complaint on account of her physical or mental incapacity or death or
otherwise, her legal heir or such other person as may be prescribed may make a complaint under this section.

Action during the pendency of the inquiry

During the pendency of an inquiry on a written request made by the aggrieved woman, the ICC may recommend to the
CLF/VO to—
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(a) Transfer the aggrieved woman or the respondent to any other workplace; or

{b) Grant leave to the aggrieved woman up to a period of three months; or
(c) Grant such other relief to the aggrieved woman as may be prescribed.

The leave granted to the aggrieved woman under his section shall be in addition to the leaves he would be otherwise
entitled.

Inquiry report: -

On the completion of an inquiry under the POSH Act, the
ICC shall provide a report of its findings to the CLF/VO within a period of ten days from the date of completion of the

inquiry and such report be made available to the concerned parties.

Recommendations for taking actions may be made as per the service rules of the CLF/VO, in case service rules of the
CLF/VO is not available or is silent, service rules of the concerned SRLM may be applied, in case the service rules of the
SRLM also does not exist ar is silent, as mayhe prescribed.

Similarly, punishment for the false or malicious complaint and false evidence/ witness may also be recommended by the ICC as
per the service rules of the CLF/VO or that of the concerned SRLM or as may be prescribed.

Appeal: Any person aggrieved from the recommendations of the ICC or non-implementation of such recommendations
may prefer an appeal to the court or tribunal

Duty of the CLF/VO under the POSH-Act 2013

The CLF/VO shall: -

(a) Provide a safe working environment at the workplace which shall include safety from the persons coming into contact at
the workplace.

(b) Display at an y conspicuous place in the workplace, the penal consequences of sexual harassments; and the order

reconstituting, the ICC.

(c) Organize workshops and awareness programmes at regular intervals for sensitizing the employees with the
provisions of the Act and orientation programmes for the members of the Internal Committee in the manner as may be

prescribed.

(d) Provide necessary facilities to the ICC or the LCC, as the case maybe, for dealing with the complaint and
conducting an inquiry.

() Assist in securing the attendance of respondents and witnesses before the ICC or the LCC, as the case

maybe.

(f) Make available such information to the ICC or the LCC, as the case be, as it may require having regard to the
complaints made under sub-section (1) of section 9.

(g) Provide assistance to the woman if she so chooses to file a complaint in relation to the offence under the Indian
Penal Code (450f 1860) or any other law for the time being in force.

(h) Cause to initiate action, under the Indian Penal Code (45 of 1860) or any other law for the time being in force,
against the perpetrator, or if the aggrieved woman so desires, where the perpetrator is not an employee, in the
workplace at which the incident of sexual harassment took place.

CLFs and VOs should adhere to the advisory issued on implementation of Sexual harassment of Women at the Workplace
(Prevention, Prohibition and Redressal) Act 2013 in DAY-NRLM

Grievance Redressal

it is necessary to handle and dispose any staff related grievances systematically and on time. CLF shall nominate
representatives from among member/EC/Board member for handling grievances. They may appoint single or multiple
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committees w.r.t the nature of grievance—administrative, financial etc.

Name of the committee and contact person should be clearly displayed on the notice board.

Process of addressing and approx. timeline too should be displayed

All grievances should be accepted in writing with clear mention of the name of the person, type of grievance etc.
The nearest EC meeting should take up the matter in agenda and address it.

The committee members should meet in person to understand and clarify.

Decision to be informed in writing and duly scripted in minute books.

In case of judicial matter, the case should be taken to the nearest court with the help of a legal expert

Notice Board

CLF office will have a notice board for the purpose of communicating information to the employees regarding CLF's
activities and change in rules, policies, natices from mission offices, govt departments, etc. Employees are expected to
look up the notice boards to keep themselves informed of latest developments pertaining to the CLF
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Annexures:

Annexurel: Sample Advertisement for Recruitment

Date:

Name of the CLF with full address invites applications from candidates for contractual offer of one-year for
the following positions. The contract may extend beyond one year based on the performance of the

candidate.
Positions No. of | Minimum| Minim| Experience Salary | Recruitment
Position| Qualifica | um Process date
tion age
limit
CLF Manager 1 Graduate| 22 2 years xxxxx | Xx/xx/xx
/
124Pass
CLF Accountant | 1 126Pass | 20 2 years XXXX Xx/xx/xx
CLF MIS Assistant] 1 124Pass | 20 1 year XXXX Xx/xx/3x
CLF Community | 2 8tPass | 20 1 year or have undergone XXXX Xx/xx/xx
Facilitator minimum 1-year
Course/ Diploma/
Degree in Computer
Applications

—_—
.

9.

General Terms and Conditions

Details of role, responsibilities, qualifications, and other eligibility criteria for each position

Livelihoods Mission.

The candidates must apply for different positions separately in the prescribed format available at
the CLF office and Mission offices.

Documents in support of identity, qualification and experience must be produced in original during
the time of the recruitment process.

The selection process will include shortlisting of candidates based on minimum eligibility criteria;
written test followed by personal interview.

The prescribed eligibility criteria should have been acquired as on application closing date and in
case of any false or insufficient information/ lack of proof the candidate will be rejected at any
stage of the selection.

Only shortlisted candidates will be informed about the further selection process through text message,
phone call and email.

The eligibility criteria for selection may be changed based on the number of applications received,
without assigning any reason thereof.

The last date of receipt of application for all the positions is..........cvvrevriiiienirinn

Signature and date with stamp

CLF President




Annexure 2: Format for shortlisting of candidates based on eligibility criteria for recruitment

Sl. No | Name Position Address Age Last Marks Experience
Applied For qualification | obtained In
with subject | last degree

Annexure 3: Score sheet for capturing scores obtained by candidates in written test

Sl Name Address | Quantitative Writing Thematic | Computer | Practical Total
No Aptitude score | skill score | knowledge | knowledge knowledge | score
score score score

Annexure 4: Assessment sheet for Personal Interview
Separate assessment sheet to be used for each interviewee

Characteristics Poor Average Good Excellent

Achievement
oriented

Motivation

Previous experience

Communication skifl

Attitude and
Behavior

Mobility

Any other
(Remarks)
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| Annexure 5: Format for shortlisting final candidates to be placed before EC for final selection

Sl. No

Name

Address

Education

Experience

Position
selected for

Written
score

Personal
Interview
score

Remarks by
recruitment
committee

CLF
Manager

CLF
Manager

CLF
Manager

CLF
Accountant

CLF
Accountant

CLF MIS

CLF MIS

CLF Comm
Facilitator

CLF Comm
Facilitator

CLF Comm
Facilitator

Annexure 6: Sample of Leave policy:

Leave from work should be taken after seeking prior approval from the CLF EC in case of leave for more than 3days ata
stretch in a month and from CLF OB members in case of leave of less than 3 days/leave in case of exigencies. Leave
cannot be claimed as a right. Those vested with the responsibility of sanctioning leave have the discretion to refuse or
revoke leave at any time according to the exigencies of the CLF's work.

For Example: A staff can avail a total of 88 leave in a year which includes 52 Sundays, 12 calendar holidays and 24 days
earned leave in a year.

Every staff of a CLF will be entitled to Earned leave of 24 days in a year to be credited to the Leave Account of the
concerned employee in advance in two half-yearly instaliments of 12 days on the 1% of April and the 1% of October every
year.

CLF can decide 12 calendar holidays at the beginning of every financial year which should include 3 mandatory calendar
holidays which are 26 January 15" August and 2™ October. Rest 9 calendar holidays will be decided based on the local
context,

Usually, a staff will be allowed to take 2 leaves per month. The leave will be on pro-rata basis. Leave may be taken in
terms of half day, for the first or second half day, the first half ending with the conclusion of the lunch interval and the
second half commencing after the lunch interval.

An employee will be given Maternity Leave as per Central Govt Act.

CLF can design leave polices which are gender responsive for example exigency leaves for female colleagues during
menstrual period, etc.




Annexure 7: Appraisal Parameters for CLF Staff

Indicative Appraisal Parameters for CLF Manager

SI.No

Appraisal Parameters

Very
Satisfactory
(Score : 3)

Satisfactory
(Score: 2)

Not so
satisfactory
(Score: 1)

Unsatisfactory
(Score: 0)

Supported EC members in
preparing Annual Action Plan
and BDP

Supported EC members in
conducting monthly meeting,
setting agendas and
preparing action plan

Supported EC members in
conducting quarterly review
meeting of AAP and BDP

Supported Sub-Committees
in conducting monthly
meeting, setting agendas and
preparing action plan

Presenting and explaining
various financial reports to
the EC on monthly basis (
OTR, PAR, Income
Expenditure, OSS, OER, etc)

Presenting various program
related reports to EC
members and Sub
Committees ( Saturation,
Livelihood outreach, Bank
Linkage status, Bank linkage
repayment status, RF-CIF
disbursement status, Training
details, Convergence data,
etc.) '

Supporting Sub Committees
and EC in reviewing of cadres

Support EC in Preparing
Annual Report, Ensuring
statutory audit, ensuring
compliance and conducting
AGM

Timely update to EC about
various schemes, programs,
information relevant to the
CLF and complying to various
requirements of NRLM, other
line departments and govt.
agencies in consultation with
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the EC members

10

Support CLF members for
developing functional
linkages and networking with
mission units, line
departments, technical
agencies and institutions,
FPO, PEs, CSOs and other
relevant stakeholders

11

Monthly meeting and review
with other CLF staff,
preparing plan with them for
successful implementation of
CLF AAP, administrative
issues, office management
and overall CLF functioning

12

Adherence of financial and
accounting policy of the CLF

13

Adherence of the CBO HR
policy of the CLF

14

Overall Office management

Interpersonal relationship
with community members,
CLF EC and OB members,

15 | other CLF staff

Score Performance
Very

40-45 satisfactory

30-39 Satisfactory
Not so

15-29 satisfactory

<15 Unsatisfactory




Indicative Appraisal Parameters for CLF Accountant

SI.No

Appraisal Parameters

Very
Satisfactory

(3)

Satisfactory
(2)

Not so
satisfactory

(1)

Unsatisfactory
(0)

Support EC in preparing
annual budget as per AAP

Monthly accurate update CLF
Accounts in LokOS

Monthly accurate update of
physical books of records till
LokOS is fully operational and
accurate

Monthly accurate update of
physical books of records and
registers which are not
available in LokOS (stock,
asset, etc)

Monthly update of DCB,
digitizing the DCB and monthly
preparation of various
financial reports and
statements from DCB (OTR,
PAR, etc)

Quarterly Trial Balance,
Balance sheet preparation and
sharing with Manager and CLF
EC and highlighting concern
areas

Filing of vouchers, bills, etc

Regular update of cash book

Regular update of asset
register, stock register,
purchasing committee register
and other important registers
as mentioned in the CLF
financial policy

10

Timely deposit and submission
of cheque, other bank related
works, maintaining BRS

11

Support internal auditors and
external auditors to perform
audit of CLF

12

Timely compliance of audit




reports

13

Monthly checking of VO books
of Accounts

14

Training and handholding
support and training to VO
Accountants

15

Organizing regular trainings
for VO and SHG book keepers
in a regular interval

16

Overall adherence of the CLF
Financial Policy

17

Adherence of the CLF HR
policy

18

Contribution in overall CLF
office management

19

Timely preparation of various
reports for mission units, line
departments and other govt.
agencies

20

Interpersonal relationship
with CLF EC and OB members,
community members, other
CLF staff

Score Performance
Very

50-60 satisfactory

40-49 Satisfactory
Not so

20-39 satisfactory

<20 Unsatisfactory




Indicative Appraisal Parameters for CLF MIS

SI.No

Appraisal Parameters

Very
Satisfactory
(3)

Satisfactory
(2)

Not so
satisfactory

(1)

Unsatisfactory
(0)

Maintaining soft copy and hard
copy of CLF Vision document,
AAP, BDP

Display of important pointers
of CLF Vision, CLF AAP and CLF
BDP in CLF office

Monthly update of MIS related
applications developed by
state and national mission unit
related to CLF financial and
non-financial data

Preparing and monthly update
of MIS data and preparing
analysis of various programs
and functions (Fl, Livelihood,
SD) run by CLF every month
and share with Manager for
presenting the same to the EC

Preparing and maintaining
quarterly progress report as
per CLF AAP

Preparing and maintaining
MPR/Masik Prativedan and
share with CLF Manager for
presenting in front of EC every
month

Proper filing and maintenance
of important documents,
letters, registers, etc

Maintaining hardcopy of
profiles of SHGs, VOs, cadres,
CLF staff and time update of
the same

Overall adherence to CLF
financial policy

10

Overall adherence to CLF HR
policy




11

Timely preparation of various
data required by CLF, mission
units, line departments and
other govt agencies and
sharing the same to CLF EC and
CLF manager

12

Contribution in overall office
management

13

Training and handholding
support to cadres for fetching
various data (data collection,
data entry and data validation)
related to CLF programs from
the field

14

Documenting success stories,
writing narrative reports, half
yearly and annual report about
CLF work and programs

15

Interpersonal relationship with
community members, CLF EC
and OB members, other CLF
staff

UT

Score Performance
Very

40-45 satisfactory

30-39 Satisfactory
Not so

15-29 satisfactory

<15 Unsatisfactory




Indicative Appraisal Parameters for CLF MIS

SI.No

Appraisal Parameters

Very
Satisfactory

(3)

Not so
isfacto .
Satisfactory satisfactory

Unsatisfactory

(0)

Technical knowledge about
the function/program/theme
the person is engaged in

Prepares and submit monthly
engagement plan and
progress to CLF Manager

Able to and conducts training
to community members on a
regular basis on the subject
s/he is engaged in

Organised and conducted
exposure of community
members and subcommittees
in best practices areas

Training to CLF and VO
subcommittee on the
respective theme

Support CLF and VO
subcommittee to prepare
action plan, support them in
organizing camps, rallies,
awareness programs around
the theme

Monthly presentation of plan
and progress around the
functions/programs/themes
as per CLF AAP to respective
CLF subcommittee

Preparing and maintaining
quarterly progress report on
the function/program/theme
as per CLF AAP and present it
during quarterly review
meeting of CLF AAP

Capacity building plan of
related cadres in the field

10

Conducts fortnightly meetings
with cadres of the related
functions/programs/themes

11

Prepares monthly plan of the
cadres and review progress




12

Provide handholding support
to the related cadres in the
field and demonstrate training

13

Have developed linkages with
related stakeholders, block
and district administration,
related line department and
have leveraged resources,
funds, convergence programs
related to the
functions/programs/themes
from stakeholders/block and
district administration/related
line departments

14

Overall adherence to CLF
financial policy

15

Overall adherence to CLF HR
policy

16

Timely preparation of various
data required by CLF, mission
units, line departments and
other govt agencies and
sharing the same to CLFEC
and CLF manager on the
related
functions/programs/themes

17

Contribution in overall office
management

18

Maintains MIS and other
important documents, letters,
registers, etc related to the
functions/programs/themes
s/he is engaged in and
providing training and
handholding support to
cadres for fetching various
data (data collection, data
entry and data validation)
related to the functions/
programs/themes from the
field

19

Documenting success stories,
writing narrative reports, half
yearly and annual report
about the
functions/programs/themes
person is engaged in




Interpersonal relationship

with community members,

CLFECand OB members,
20 | other CLF staff

Score Performancej
Very !

50-60 satisfactory

40-49 Satisfactory —,
Not so

20-39 satisfactory I

<20 ' Unsatisfactorﬂ
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