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1.1.

Introduction and objective

This policy is designed to establish written procedures to guide recruitment,
promotion, and retention of employees at Transparency Maldives (TM) and
ensure that all stages of the process are managed professionally and

transparently.

. TM is committed to uphold the good governance principles of Transparency

International and to provide equal employment opportunities in line with the
Employment Act of the Maldives (Act No 2/2008) and pursuant laws. As such,
TM guarantees that all recruitments, promotions and retention of the
employees of the organization will be subjected to and supported by a merit

process, to employ and retain qualified candidates within the organization.

. This policy is only applicable to those recruited to TM under an employment

agreement as defined by the Employment Act of the Maldives.

. This policy is not applicable to provision of services provided by independent

consultants/contractors and other parties to TM, under various forms of
service agreements that does not fall under the purview of the Employment
Act of the Maldives.
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2. Types of recruitment

2.1. TM'’s recruitment will comprise of the following:

2.1.1. Fulltime employment — Defined for full-time employees at
Transparency Maldives, in accordance with the duration and terms
specified in the employment agreement

2.1.2. Part-time employment — Defined as those employed under a part

time employment contract.

2.2. Recruitment may take the following forms:

2.2.1. Recruitment through open advertising — This will take the form of
announcing job openings to the public.

2.2.2. Headhunting — This form of recruitment will take place under the
following conditions:

i) The position was publicly announced twice but did not result in
successful recruitment.

ii) In urgent cases, where a critical vacancy must be filled within a
limited timeframe to prevent disruption of essential operations,
projects, or organizational commitments, headhunting can be
pursued after the first round of announcements. The determination
of such urgency shall be made by the Executive Director

iii) Headhunting will comprise forming a team inclusive of the Executive
Director (ED), HR and relevant managers identifying potential
candidates, either externally or internally, and offering them
positions or recruitment contracts as required by TM.

iv)For internal headhunting, an evaluation process must be conducted
to assess the staff capability for the position and take into account
the past performance of the staff.

v) When opting for headhunting, a committee decision on justification
for headhunting should be included and documented.

vi)External headhunting will also include an evaluation and

assessment process.
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vii) In-house job openings — this mode will consist of advertising job
openings only within TM and are restricted to TM employees.

3. Understanding staffing and job requirements

3.1. Before proceeding with any form of recruitment, promotion and retention, it
is important to understand the staffing requirement and job scope. This
exercise will be undertaken by ED, in consultation with relevant line
managers, designated HR and finance personnels.

3.2. Staffing requirements will consist of identifying the number of employees,
positions and level required to execute a task, based on TM’s work plans or
project plans.

3.3. Similarly, job scoping will entail identification of functions, core
responsibilities and required skills, as well as duration of the contract. This
process will also assist in determining the type of recruitment to be

undertaken.

4. Employment of minors

4.1. Inaccordance with the Employment Act of the Maldives, TM will not employ
minors under the age of 16 (sixteen), except in connection with trainings
associated with their education or development as outlined in the Child
Protection Policy. The employment process of minors must be followed in
accordance with the guidelines set forth in that policy.

4.2. As ageneralrule, children under the age of 18 (eighteen) will not be eligible
to apply for any form of employment advertised by TM.

4.3. Children between the ages 16 (sixteen) to 18 (eighteen) will be eligible to
apply for part-time or short-term recruitments and in such cases, TM has to
obtain written approval from their legal guardians before confirming any form
of employment.

4.4. In addition, TM will respect and uphold the following conditions outlined ipf

the Employment Act of the Maldives:
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4.41. Avoid engaging minors in any work or conditions that may have
detrimental effects on their health, safety, education and conduct.

4.4.2. Refrain from assigning or engaging in any work that should be
carried out during school hours of the minor.

4.4.3. Ensure that minors are not required to work after 11pm at night.

5. Recruitment process

5.1.  All recruitments will follow the steps below:
5.1.1. Open job announcements to invite applicants from the public. The job
announcement should be widely circulated and published.
5.1.2. Existing employees of TM can also apply for the open job advertised
by TM while the recruitment process remains the same.
5.1.3. If TM is unable to obtain suitable candidates through the first round
of advertising, a second announcement should follow.
5.1.4. If TM is unable to attract suitable candidates through the second
announcement, TM may consider the following options to proceed:
i) Headhunt for suitable candidates within TM and offer the position.
i) Headhunt for suitable candidates outside TM and offer the
position.
iii) Headhunt for suitable candidates through TM merit pool registry.
iv) Adjust the job requirements or salary scale and re-announce as
outlined in TM’s job and salary structure.
v) Any decision to recruit through open advertising or any
adjustments made to job requirements or salary scale and
selection process should be documented in writing, with

justification and rationale for the mode of recruitment chosen.

6. Receiving applications and screening candidates

6.1. All applications together with supporting documents will be accepted

through email (or other mode as specified in the recruitment announcement)

on or before the application deadline announced.
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6.2.

6.3.

6.4.

6.5.

6.6.
6.7.

6.8.

6.9.

6.10.
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Any application emailed after the deadline will not be considered and no
exception will be made for any candidate under any circumstance.

HR will review all applications to see if all the required documents are
submitted and are in order.

To ensure fairness in the recruitment process, all applicants will be given
the opportunity to submit any missing documents within 48 hours of the
request.

All applicants will then be screened against the job requirements to
determine their eligibility for shortlisting.

Shortlisted candidates will be informed about the assessment and interview.
If there are more than 5 (five) applicants meeting the minimum requirements
for each job opening, the Selection Committee may shortlist the best 5 (five)
candidates for assessment based on desired qualifications and related
experience.

If there are less than 5 (five) eligible candidates, all candidates will be
subjected to the assessment and interview stage, or TM may consider re-
advertising for additional applications.

If TM becomes aware of any unethical behavior or practices, or failure to
disclose potential conflicts of interest, or ongoing court cases against a
candidate that were not disclosed in the application or during the interview
process, TM deserves the right to reject the application of such candidates
at any time during the recruitment process. For the purposes of this policy,
“unethical behavior” includes actions such as
misrepresentation/falsification of information, dishonesty, violation of laws
or TM’s policies, breaches of confidentiality, discriminatory behavior,
harassment, or any conduct that compromises the integrity, fairness, or
reputation of the organization.

In such cases mentioned in 6.9, HR should make a note of it with the

applications.




7. Selection Committees

7.1,

7.2.

7.3.

7.4.

7.5.

Selection Committees are formed by HR in consultation with relevant
managers, to conduct the assessments and interviews of job applicants and
make decisions on selecting candidates for job advertisements.

Selection Committees will be formed to make decisions on recruitment for
all types of jobs with no exceptions for headhunting and will make the final
decision on selection of candidates.

Selection Committees will consist of a minimum of 3 members, comprising
a managerial staff, an HR staff and a relevant program/operations staff who
hold a position at the same level or higher than the position being evaluated.
If the ED decides, external members may be invited to be part of the
Selection Committee.

For all managerial positions, the selection committees must include ED or a
representative appointed by the ED and may include an external member
or a Board member (identified by the Board or ED).

8. Reference checks and extending job offer

8.1.

8.2.

8.3.

8.4.
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Following interviews and assessments, candidates who are selected will be
subjected to reference checks by HR.
Candidates will be requested to provide a minimum of 2 (two) professional
references.
If for any reason, referees abstain from responding to reference checks, TM
will provide candidates with the opportunity to provide additional referees in
lieu of the ones mentioned in their application if they have worked in multiple
places.
However, this requirement will be waived in the following circumstances:
8.4.1.For positions which do not require previous work experience.
8.4.2.If candidates have already submitted two reference letters with their

applications.




Promotions and re-designation

8.5.

8.6.

8.7.

8.8.

8.9.

8.10.

8.11.

8.12.

8.13.

8.14.
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TM endeavors to recognize, reward and retain qualified and high-performing

employees in the organization.

Internal promotion is one way to retain valuable employees and benefit from

the continuation of their services to the organization.

Promotions will be undertaken in line with TM’s job and salary structure,

based on the annual performance appraisal.

Any Promotions should be approved by the ED and documented in writing,

with justification and rationale and shared with the board.

Budget availability and sustainability should also be confirmed before

approving any promotion.

Any promotions or retentions that require funding from core funds must be

included in core budget and approved by the Board annually.

Any advancement given to an employee, in terms of elevating to a different

position with increased responsibilities with/or adjustment to a higher salary

scale, is considered a promotion. The two main types of promotion that TM
will provide are:

8.11.1. Vertical promotion — Promotion to a higher
rank/grade/classification with greater responsibility and/or
managerial authority.

8.11.2. Horizontal promotion — Advancement to a higher salary scale
across the same job rank/grade/classification with greater
autonomy, comparable or greater responsibility and/or managerial
authority.

Promotion by grade/vertical promotion will take the form of re-classification

of existing or new positions by ED and subsequently offered to an incumbent

employee.

Re-classification will expand the responsibility and level of authority of the

incumbent employee and will generally be followed by re-designation of the

employee’s job title.

TM should also consider factors such as seniority, accumulated work

experience and service to TM, performance record of an employee, skillg




and competencies, before offering promotions by rank. These factors are
defined as follows:
8.14.1. Seniority: The duties and responsibilities performed in all positions
held by the employee including their designations.
8.14.2. Accumulated work experience: The total number of years of work
experience. This includes a minimum of 1 year of service to TM.
This is further classified as:
i) For Grade I: Minimum of 2 years,
ii) For Grade II: Minimum of 3 years,
iif) For Grade IlI: Minimum of 5 years,
iv)For Grade IV: Minimum of 7 Years
8.14.3. Educational qualification: Employee educational qualifications
should meet the job requirements outlined in the recruitment process.
8.14.4. Performance Record: Employee annual performance should be 80%

or above.

9. Internal transfers and re-designation

9.1. Ajob transfer is defined as the movement of an employee from one position
to another position within the same classification/level and similar pay
grades across the organization.

9.2.  TM may transfer employees across the organization on an ad-hoc basis if
more human resources need to be diverted towards completing a specific
project/program/task.

9.3. Such transfers are temporary and bound to the completion of the specified
project/program/task and records of employee transfer should be
maintained by HR. Transfers in this manner should be documented by HR
and approved by ED and shared with the respective employees.

9.4. Employees who wish to return to their former position and duties should be
given the opportunity to do so within the duration of their employment
contract.

9.5. ED should ensure that no employee should be transferred to a position

higher than their incumbent position or assigned responsibilities of
superior position.
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10. Termination
10.1. The termination process ensures that employees are dismissed through
established procedures that promote fairness and transparency. It is carried
out in accordance with the steps outlined below and applies to specific
situations. An employee will be terminated under the following
circumstances:
10.1.1. The contract period has ended.

10.1.2. Due to a result of disciplinary action taken in accordance with the
policies of TM.

10.1.3. Due to the discontinuation of activities carried out by TM,

10.1.4. Due to an operational change in TM, or due to the decline of the TM’s
financial status which may include but is not limited to reduced project
funding from donors.

10.1.5. In the event of the death of an employee, which will result in automatic
termination.

10.2. The notice period, along with the associated obligations and process, shall
be in accordance with the employment act, the terms of the employment

contract and the respective policies of TM.

11.Establishing and maintaining a merit pool registry

11.1. A merit pool registry is created to assist TM in maintaining records of
potential candidates, with qualifications and competencies that merit
attention.

11.2. Merit pool registry will be created by compiling information of strong
candidates whose applications to previous TM job openings were not
successful as well as existing and former interns, volunteers and former
employees with good performance records.

11.3. Candidates selected from the merit pool registry should not have an
unsuccessful application that was submitted more than 6 months ago.

11.4. The merit pool registry will be used to assist TM with the headhunting

merit registry if required.
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11.5.

11.6.

The committee selected for headhunting will make the decision regarding
the merit pool registry selection.
HR will update the records of the merit pool registry, based on the

information obtained from new applicants and internship requests.

12.Recruitment and promotion of Executive Director (ED)

12.1.

12.2.

12.3.

12.4.

12.5.
12.6.

12.7.
12.8.
12.9.

As outlined in TM’s Articles of Association, the Executive Director (ED) is
appointed by the Board

The powers and authority exercised by ED, together with remuneration, is
determined by the Board.

The recruitment of ED will initially involve an open advertisement. If the
number of eligible candidates is fewer than two, a second round of
advertisements will follow.

In cases of urgency, headhunting can be pursued after the second round of
announcements.

The headhunt selection will be made by the Board.

The selection committee for the ED will comprise at least 3 individuals,
including the Board Chairperson, and members of the Board or external
persons selected by the Board.

The evaluation process will include both an interview and an assessment.
The final selection will include a reference check as outlined in clause 8.
Promotion given to ED will follow the standards / guidelines established by
the Board.

13. Appointment of Acting Executive Director (AED)

13.1.
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The Acting Executive Director (AED) is appointed by the Board and serves
in cases where the ED position is vacant until a new ED is appointed
In this case, the AED shall receive temporary compensation at the same
grade level as the ED’s salary, in recognition of the increased
responsibilities. This compensation shall apply only for the period during
which the AED is formally performing the duties of the Executive Director.




13.2.

13.3.

Where the ED takes a leave of three months or longer, all duties and
responsibilities shall be handed over to the AED for the duration of the leave.
With the Board approval, the AED shall receive compensation equivalent to
the ED’s salary grade for the period in which they serve in this acting
capacity.

The AED shall deputize for the Executive Director as and when required.

14.Employee Retention

14.1.

14.2.

14.3.

14.4.

14.5.

14.6.

14.7.
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Employee retention outlines procedures involved in retaining employees
and reducing the employee turnover rate, especially during gaps within
project cycles.

Retention may be for a shorter term, when specific project funds are not
available to cover staff expenses. In this case, expenses will be covered by
the core budget with the approval of the Board.

Another way to retain staff is by offering a position from an existing project
or from an upcoming project. This can be applicable in situations where a
critical staff member is involved in a project that is ending. A critical staff is
an individual with extensive knowledge in TM’s area of work. Their expertise
is essential for ensuring the continuity of the next phases of the project or
similar work from an upcoming project and is significant to the work of TM.
To retain the staff, a position can be created in another project and offered
to them.

If the retention pertains to a position higher than the staff current position,
the process outlined in clause 10 shall apply.

Retention may also be considered in situations where a critical staff decides
to resign. In this case TM can offer a horizontal promotion (step-up), if funds
allow.

The decision to retain staff will be made by the Executive Director (ED).
14.7.1. For managerial staff, the decision to retain a staff will be made by

the ED. Once the decision is made, HR will be informed, and a

reference (TOR).




14.7.2. For non-managerial staff, the relevant manager will submit a
recommendation to the ED. Based on this recommendation, the ED
will make the final decision regarding retention.

14.7.3. HR is responsible for maintaining all documentation related to the
retention process. Once the briefing meeting has been held and
both parties agree to proceed, HR will issue the offer letter, followed
by the Terms of Reference (TOR) and contract.

14.8. Approaches for retention are as follows:

14.8.1. ldentify the need: Determine if there is a requirement to retain a
staff when their contract/projects end, to ensure continuation of
work in between project cycles and to retain a staff in a specialized
area on the job skills acquired during their time at the organization.

14.8.2. Budget Allocations: According to the organizational structure,
identify resources within existing projects or core funds to manage
budget for staff retention depending on the vacant positions and
based on organizational sustainability.

14.8.3. Performance evaluation: Check the performance of staff based
on the annual appraisal to assess their potential and are fit for
retention prioritizing the highest performer.

14.8.4. Seniority: Recognize and reward those who have served for a
longer duration to enhance their career path.

14.8.5. Relevant experience: Having experience in a relevant field is also
a factor for eligibility for retention, with the most experienced staff
given priority. This includes having demonstrated experience and
knowledge in the subject area, and willingness to learn on the job.

14.8.6. Duration for retention: Subject to confirmation of funding / and
indication of new projects and the requirement/resources available
for the position. In the event that the retention period of a staff
exceeds three (3) months, further approval from the board is
required for the continuation of the staff employment, provided the
retention is funded by the core budget.
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14.9. Staff recognition and Development
14.9.1. Staff development

i) ldentify the training needs of the staff through performance
appraisal.

ii) Provide learning and training opportunities for staff to build their
capacity, support project implementation and promote career
and personal growth.

iii) Create a safe nurturing work culture by providing opportunities
for staff to represent their work at TM and partner events, as well
as staff engagement gatherings.

14.9.2. Merit based rewards
Provide salary increments based on annual performance reviews,

in accordance with the Performance Appraisal Policy.

15.Implementation of the policy

15.1. This policy will be implemented following approval of the policy by the Board
and after circulation of the policy to all TM employees.

15.2. Any subsequent changes brought to the policy will be approved by the
Board and disseminated to all employees.

15.3. This policy will be reviewed every 2 years.
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