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ABOUT THE POLICY 

 

The Human Resources Policy provides responsive tools, information, guidelines, and 

procedures for the organization to enhance day-to-day operations, accountability, 

and compliance with contract terms and regulations. This policy is not a substitute for 

good judgment but a resource for decision-making and a source of reference and 

order for operations.  

 

This manual covers the entire value chain of human resource management within the 

organization including recruitment, training, performance evaluation, personnel 

administration and regulation, and end of service. It also provides a framework for the 

organization’s volunteer management system. 

 

The policies and procedures established in this manual apply to employees and 

volunteers in the organization as indicated within each policy. 
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1 RECRUITMENT 
 

1.1 Purpose 

The purpose of this policy is to define the mechanism to recruit employees to allow the 

organization to secure the right people for the right positions at the right time in a systematic 

and standardized manner. This will also build up the image of Akkarouna as a professional 

employer given that the underlying rationale for recruitment will be principles of fairness and 

provision of equal opportunities to all job applicants. Finally, sourcing the right people for the 

available vacancies would eventually reduce employee turnover and associated costs. 

1.2 Scope 

The policy applies to the recruitment of all full and part time employees in the organization, 

unless otherwise indicated. 

1.3 Responsibility 
 

The HR officer is responsible for ensuring sound policy implementation. 

Department Managers and Akkarouna’s director are responsible for conducting interviews. 

 

1.4 Policy Statement 
 

1.4.1 Position Description 

Employees require a clear, complete, and current description of the duties and responsibilities of 
the position, which they are expected to fill. Prior to any assignment or recruitment effort, a 
position description must be developed for each position. This position description will be given 
to each accepted employee and utilized in subsequent management and evaluation efforts. 
Position descriptions should be reviewed and updated at least every two years, or whenever the 
work involved in the position changes substantially. All position descriptions shall include a 
description of the purpose and duties of the position, a designated supervisor and worksite, and 
a listing of job qualifications and experience. 

1.4.2 Recruitment principles 

Employees shall be recruited without discrimination based on race/ethnicity, color, gender, 

religion, national origin, sexual orientation, physical handicap or disability, age, marital status, 

family responsibilities, political affiliation, or any other areas of discrimination.  

1.4.3 Recruitment of Minors 
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It is absolutely forbidden to set to work adolescents who have not yet completed thirteenth year 
of age. If a minor above thirteen years of age is employed, a medical examination will be 
performed to ascertain that he/she can carry out the work for which he/she was hired. 

1.4.4 Application 

Employees are required to complete an application prior to joining Akkarouna. Applications will 
be reviewed and screened by the HR officer and prospective employees will be selected for an 
interview. 

1.4.5 Interviewing 

Prior to being assigned or appointed to a position, all employees will be interviewed to ascertain 
their suitability for and interest in that position. The interview should determine the 
qualifications of the employee, their commitment to fulfill the requirements of the position, and 
should answer any questions that they might have about the position. Interviews may be 
conducted either in person or by other means. 

1.4.6 Medical examination 

In cases where employees/volunteers will be working with visitors with health difficulties, a 
health screening procedure may be required prior to assignment. In addition, if there are physical 
requirements necessary for performance of a task, a screening or testing procedure may be 
required to ascertain the ability of the employee/volunteer to safely perform the task. 

1.4.7 Criminal record check 

As appropriate for the protection of clients, employees are asked to submit to a background 

criminal check. Those who do not agree to the background check may be refused assignment. 

1.4.8 Probationary Period  

All employees are hired on a three-month probation period. Near the conclusion of three 
months, the supervisor will meet with the employee to discuss the adequacy of the employee’s 
performance. Should the supervisor determine that the employee is not performing adequately 
but that the problems can be corrected, and if the employee is willing to do so, a program for 
performance improvement can be agreed upon. The supervisor can recommend either continued 
employment or termination of the employee in question to the director of the organization. 

1.5 Procedure 
 

Step 1: Hiring Manager develops the terms of reference for the desired position. 

Step 2: HR officer advertises the open positions on the organization’s website or any other 

means.  
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Step 3: The HR officer collects CVs received and screens them. This will result in a shortlist of CVs. 

The HR manager sends the list of CVs to the Hiring manager for verification. 

Step 4: Conduct interviews  

The Hiring Manager conducts the first round of interviews. Successful candidates undergo a 

second round of interviews with the Executive Director.  

Step 5: Send offer/rejection letter1 

If the candidate passes the interview rounds, the HR officer should send him/her the offer within 

a period of maximum 3 weeks.  

In the event of failure to meet the position requirements, the HR officer can send a rejection 

letter explaining the reason for rejection.   

Step 6: Sign contract 

If the candidate accepts the offer, s/he should sign the contract. The Human Resources Officer 

prepares the contract. The President of Akkarouna signs the contract as well on behalf of 

Akkarouna. 

 
2 TRAINING AND DEVELOPMENT 

 
2.1 Purpose 

The organization recognizes a responsibility to enhance the employees’ opportunity to develop 

skills and abilities for full performance within the position and for career advancement within 

Akkarouna.  

The purpose of training is to equip people with the necessary skills, knowledge and attitudes to 
meet the organization’s needs in relation to its objectives. By investing in people through their 
training, we ensure we harness their full potential and focus their energies on the needs of the 
organization while fulfilling their need for personal development and job satisfaction. 

2.2 Scope 

This policy and procedure apply to all employees in the organization.  

 

                                                           
1 Some donors require that candidates provide a list of references and biodata sheet prior to giving an offer. In 
addition, a vetting is requested. In this case, Akkarouna shall follow donor requirements and perform a vetting and 
request references and biodata sheets before giving an offer 
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2.3 Responsibility 

¶ The HR officer has overall responsibility for the effectiveness of this policy and procedure and 
for ensuring compliance with the relevant statutory framework. Day-to-day responsibility 
including ongoing review of this policy and procedure is also the responsibility of the Human 
Resources officer, and any questions about the content or application of this policy and 
procedure should be addressed to him/her. 

¶ Managers are responsible for identifying and monitoring staff training and development 
needs on an ongoing basis. Employees who wish to undertake any form of training relevant 
to their role should raise the matter with their managers in the first instance. 

2.4 Policy Statement 
 

¶ Akkarouna is committed to ensuring that all employees are trained and resourced to 
achieve the organization’s mission and objectives.  The policy aims to achieve this 
objective by linking training and development to a formal supervision process and 
performance-based appraisal system and by promoting sound working practices. 

¶ Each department initiates the professional development process with the use of an 
employee’s performance appraisal. Through the Performance Evaluation system, an 
assessment is made of the training and development needs of the department and its 
employees. 

¶ Akkarouna recognizes that employees may still have a wish to further develop their skills. 
Eligible employees can request time off work for study or training. The purpose of this 
policy and procedure is to provide a framework within which we can consider those 
requests. Acceptance of the time-off is subject to management approval. 

¶ The following training is mandatory for the designated groups(s) of employees: 
o Any regular staff employee with a full time equivalent (FTE) of 0.5 or greater shall 

attend new employee orientation within 30 calendar days after his/her first date 
of employment. 

o Note: If an employee separates and returns to regular employment within one 
year, the employee will not be required to attend new employee orientation. 
Employees who separate and return to regular employment in over one year are 
required to attend new employee orientation. 

o Employees should receive at least one training per year based on the identified 
needs. 

¶ This Training Policy and Procedure does not form part of any employee’s contract of 
employment and is entirely non-contractual. It may be amended, withdrawn, suspended 
or departed from at the discretion of Akkarouna. 

¶ All Akkarouna staff members should contribute and proof that they will contribute per 
week 5% hours extra to their hours with Akkarouna into building something with 
Akkarouna teams. This is proportional to their type and hours in contract. 

2.5 Procedure 
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Step 1: HR officer conducts a training needs analysis – HR officer identifies training needs for 

employees based on position requirements and needs identified during performance appraisals 

and special requests. 

Step 2: HR officer develops training plan – The HR officer assesses training needs and prioritizes 

initial training list. 

Step 3: HR officer implements training through provision of in-house or external trainer – Training 

can be provided in-house through an internal trainer/manager or through an external company. 

If a trainer is available in-house then the HR officer should arrange internally with the trainer and 

agree on a convenient date and time and schedule the training accordingly. If a trainer is not 

available in-house, then the HR officer should look for external training providers. Several 

providers should be evaluated (quality and price) and the one with best value chosen. Refer to 

procurement policy for details on procurement of services. 

Step 4: HR officer records the training – The HR officer must keep records for the following details 

for each employee attending the training: 

¶ Name of employee 

¶ Name of training  

¶ Date 

Step 5: The employee should fill in a training summary and submit to his direct supervisor. The 

training summary report summarizes the training content and the key lessons learned during the 

training. 

3 PERFORMANCE EVALUATION 

3.1 Purpose 

Performance appraisals provide both, supervisors and employees, the opportunity to discuss 

job tasks, identify developmental needs, encourage and recognize strengths, and discuss 

positive and purposeful approaches to meeting goals. In summary, the objective of the 

performance appraisal is to: 

• Determine if training is needed 

• Identify areas where improvement may be needed 

• Revise or update individual goals 

• Evaluate job performance in terms of meeting goals and job responsibilities 

3.2 Scope 
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This policy and procedure apply to all employees in the organization.  

3.3 Responsibility 

¶ It is the responsibility of the HR officer to ensure that the performance of each staff employee 
is reviewed and recorded in accordance with the prescribed procedure, a minimum of one 
time per year. The HR officer will provide a systematic procedure to insure that a viable 
performance appraisal program is ongoing. The HR officer will also monitor the performance 
appraisal procedure to ensure consistency in application throughout Akkarouna.   

¶ Each employee is required to fill in his/her own self-assessment.  

¶ Direct supervisors should fill in their top-down evaluation of their employees.  

¶ The director of Akkarouna is responsible for approving the outcome of the evaluation. 

3.4 Policy Statement 

Employees are to be provided a formal performance evaluation at least annually from their 

immediate supervisor utilizing the appropriate performance evaluation form. Supervisors are to 

adhere to the instructions for the specific performance evaluation form. Evaluations are to be 

completed and signed by both the supervisor and the employee. Akkarouna’s director should 

review and approve all performance evaluation results and has the right to ask for clarifications 

on any appraisal received. Performance evaluations should be maintained in employee files. 

Akkarouna is committed to utilize a performance appraisal program to maximize employee’s 
overall job performance and professional development, and act as a basis for future salary 
increase. 

3.5 Procedure 

Step 1: HR officer notifies both employees and supervisors responsible for completing 
performance evaluations through email (or online portal) when a performance evaluation is due. 
Notification includes standard form to be used. 

Step 2: Upon receiving notification, employees fill in their self-assessment and send to their direct 
supervisor.  

Step 3: The employee’s direct supervisor fills in their evaluation in the designated section.  

Step 4: The direct supervisor discusses the completed evaluation with the employee during a 
performance evaluation meeting. 

Step 5: The supervisor forwards the completed and signed original copy to the HR officer. The HR 
officer should send evaluation forms for the director for approval. 

Once the director reviews and approved the evaluation, the HR officer files in the performance 
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evaluations in employee records. 

 

4 PERSONNEL ADMINISTRATION 

4.1 Purpose 

The purpose of personnel administration policy and procedure is to establish policies and 

procedures for the business management of the personnel administration function, covering the 

following: 

¶ creating and updating personnel records 

¶ preparation of certificates of employment 

4.2 Scope 
 

This policy and procedure apply to all employees in the organization.  

4.3 Responsibility 

HR officer is responsible for ensuring that personnel administration policy is implemented. 

4.4 Policy Statement 

4.4.1 Creating personnel 

The HR officer is responsible for creating a physical file containing all relevant information about 
each new employee, upon his/her recruitment. 

4.4.2 Updating personnel 

All events necessitating the updating of employment records should be forwarded to the HR 
officer for execution 

These events can include [list not exhaustive]:  

¶ Changes in employee personal information 

¶ Employee transfer / relocation 

¶ Promotions 

¶ Salary changes 

4.4.3 Obtaining certificate of employment 
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All employees are eligible for obtaining a certificate stating their employment for the 

organization. Certificates of employment should be provided to the requesting employee within 

three working days from receiving the request. 

4.5 Procedure 

4.5.1 Creating and updating records 

Step 1: HR officer requests from the newly recruited employee to fill in his/her personal 

information form and sign it. 

Step 2: HR officer verifies that all information in the sheet is complete, and files the original copy. 

Step 3: In case any change occurs in the records, the employee notifies the HR officer who in turn 

ensures completeness and proper authorization of documents/information received and updates 

the employee record accordingly. 

4.5.2 Requesting a certificate of employment 

Step 1: The employee requests certificate of employment by writing to the HR officer clearly 

indicating: 

¶ The name and ID # of the employee 

¶ The department at which he/she works 

¶ The party to whom the certificate is addressed 

Step 2:  The HR officer checks the employee’s personnel file for ensuring that the content of the 

employment certificate is authentic and free of any modifications or omissions and drafts the 

certificate of employment.  

Step 3: The HR officer sends the certificate to the Akkarouna’s President who signs the certificate.  

Step 4: The HR officer sends the certificate to the employee in a sealed envelope. 

5 PERSONNEL REGULATIONS 

5.1 Purpose 

The personnel regulation policy is intended to serve as a guideline to assist in the uniform and 

consistent administration of personnel policies.  

This policy is designed to: 

¶ Provide a uniform system of human resource administration throughout the organization 

¶ Assist managers in the development of sound management practices and procedures, and to 
make effective consistent use of human resources 
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¶ Ensure, protect, and clarify the rights and responsibilities of both the employer and 
employees 

5.2 Scope 
 

This policy and procedure apply to all employees in the organization. This does not include 

volunteers, external subcontractors, or consultants. 

5.3 Responsibility 

The HR officer is responsible to keep track of all issues related to personnel regulation. 

5.4 Policy Statement 

5.4.1 Working hours and holidays 

Office working hours are 8 am to 5 pm, including a one-hour lunch break, Monday through Friday.  
The number of daily working hours (8) does not include time spent for transportation from place 
of residence to office or work location or vice versa and does not include time spent for mid-day 
meal or break. No overtime pay is authorized without the prior written approval of the 
Akkarouna’s director. 
 
Employees are entitled to leave with pay during the local holidays listed in the table to be sent to 
each office location each end of year stating the public holidays for Akkarouna.  
 
When a holiday falls during an employee’s paid annual leave, the day will be charged to holiday 
and will not reduce the number of leave days due to the employee. Timesheets must accurately 
reflect days charged to holidays versus days charged to annual leave. 

 
5.4.2 Paid Annual Leave 
 
Akkarouna offers employees annual leave, or Paid Time Off (PTO), accrued at a rate of 1.5 days 
per month.  
 
Staff must complete a leave request form in advance for planned leave. The employee’s 
supervisor must approve leave requests. A copy of the approved leave request should be 
provided to HR officer for updating the employee record. When an employee plans to be out for 
an extended period (three working days or more), the employee must submit a leave request 
form at least one week in advance. For shorter periods of leave, such as one or two days, a leave 
request form may be submitted a few days prior to the date of the scheduled leave. 
 
When taking annual leave, the employee is responsible for ensuring that he/she has submitted a 
list of pending tasks and other tasks that may need attention to their supervisor, and has 
communicated with partners, vendors, and others who they should contact in his/her absence. 
When an employee fails to appear for work without valid justification, the employee is 
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considered on unapproved leave. Such a status is unpaid and may result in loss of employment. 
 

5.4.3 Sick leave 
 

The organization provides employees with sick leave to recover from illnesses or accidents, per 
local labor laws. 
Continued payment of salary in the event of illness shall be according to the following: 

¶ Half a month with full pay, and half a month with half pay for employees who have spent 
three months at least and up to two years in service. 
 

Sick leave may be used in hourly increments, including for medical appointments, with 

supervisor approval. Unused sick leave may not be carried over from one calendar year to the 

next. 

For non-elective emergency sick leave, an employee is required to inform his/her supervisor 

and the HR officer at the earliest possible time on the morning of each day of absence. In cases 

of prolonged illness with an estimated duration, the employee will indicate the date he/she 

anticipates returning to work. In either case, the employee must complete a leave request form 

and obtain retroactive approval as soon as he/she returns to work. For elective sick leave, such 

as for scheduled surgery or medical examinations, the employee must fill out a leave request 

form and obtain supervisor approval prior to taking such leave. 

If sick leave exceeds 1 working days, a verifiable medical report describing the illness and its 

leave requirements, signed by a qualified physician on his/her letterhead, is required. The 

employee must bring this report with him/her on the first day of returning to work. Failure to 

do so may result in time off being designated as unjustified leave, without pay. 

5.4.4 Leave Without Pay 
 

In exceptional situations where an employee must be absent from work when he/she does not 

have enough leave accrued, leave without pay may be granted with the supervisor’s approval. A 

leave request form must be completed, and salary payments will be suspended for the duration 

of leave without pay. If an employee is out of the office on approved leave without pay for any 

period longer than four weeks, all other benefits, including health insurance, will be suspended 

from that point until the employee returns to work. 

 
5.4.5 Maternity Leave 

 
Akkarouna provides maternity leave to female employees who are pregnant to allow them to 

deliver, rest and recuperate, and care for their baby after delivery. To schedule maternity leave, 

the employee must fill out a leave request form and provide a medical certificate stating the 

approximate date of delivery at least one month prior to the anticipated start of such leave. 

Approval for maternity leave will be issued accordingly. 
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Any medical problem resulting from the pregnancy or delivery (certified by a medical doctor) 

that prevents the employee to work after the end of the Maternity Leave period shall be 

considered as sick leave. 

Maternity leave is given according to Lebanese labor law. 

5.4.6 Paternity Leave 
 

Male employees with pregnant spouses may be entitled to paternity leave with full compensation 
for up to 3 Days. 
 
5.4.7 Bereavement Leave 
 
Employees are granted two consecutive paid working days to attend the funeral and fulfill the 
social obligations associated with the death of a close family member, defined as a parent, 
child, grandchild, spouse, brother, sister, or parent-in-law. Bereavement leave is not granted for 
other relatives such as aunts, uncles, and cousins, although annual leave can be taken to fulfill 
these obligations. 
 
The employee should notify his/her supervisor as soon as possible after the death. Upon 
returning to work, he/she is responsible for completing a leave request form and obtaining 
retroactive approval. 
 
5.4.8 Marriage Leave 

 
Employees who get married are entitled to marriage leave with full compensation for up to 3 
working days. 

 
The employee should notify his/her supervisor at least one month before the wedding event 
and should submit the leave request to HR. 
 
5.4.9 Benefits 
 
Akkarouna strives to provide a competitive package of benefits to all staff. In general, benefits 
for each staff member are defined by the category into which they fall and per the individual’s 
agreement. 
 
Social Security. Akkarouna registers its employees with the National Social Security Fund (NSSF) 
and pays the contributions into the NSSF as required by local law. Contributions to the NSSF are 
paid on a quarterly basis if the total number of employees is under 10, and monthly if the total 
number of employees is above 10. The current rate of contribution to the NSSF at the time of 
issuing this manual is as follows: 

¶ Medical/maternity: 9% of taxable earnings, with 7% covered by the employer and 2% covered 
by the employee. The maximum threshold of taxable earnings is LBP 2,500,000 per month. 
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¶ Family allowance: 6% of taxable earnings, covered by the employer. The maximum threshold 
of taxable earnings is LBP 1,500,000 per month. 

¶ End-of-service indemnity: 8.5% of the entire salary, without any maximum threshold, covered 
by the employer. 

Salary increase. Akkarouna reviews the salaries of its employees on yearly basis and provides 
employees with a salary increase of up to 5% per year subject to the performance of the 
employee and the financial capabilities of Akkarouna. 
 
Transportation Allowance. Akkarouna provides a transportation allowance according to local 
law. The allowance rate at the time of issuing this manual is LBP 8,000 per effective worked day 
based on monthly timesheets.  
 
Family Allowance. Akkarouna provides a family allowance on behalf of the NSSF according to 
the Family Allowance sheets issued by the NSSF and per local law. Family allowances are paid 
by the employer directly to the employee and deducted from the total amount of the monthly 
contributions due by the employer to the NSSF. The allowance rates at the time of issuing this 
manual are as follows:  

¶ LL 33,000 per month for each child (up to a maximum of 5 children). A “child” is defined as:  
o a dependent child under 18 years of age,  
o an unmarried dependent daughter who is unemployed and is under 25 years of age,  
o a permanently disabled child, irrespective of age or sex 
o a male child who is a full-time student in an officially registered educational 

institution, is unmarried, and is under 25 years of age.  

¶ LL 60,000 per month for a wife, payable to male employees. However, this is not payable if: 
(a) the wife is employed or undertaking a remunerated activity, (b) the wife is legally 
divorced or separated, or (c) the wife is physically separated, whether there is legal 
separation.  

¶ A female employee is entitled to the family allowance if:  
o she is a widow,  
o her husband is over 50% incapacitated,  
o her husband is retired,  
o her husband is unemployed and/or is over 64 years of age,  
o she is the sole supporter of her dependent children, or  
o her husband is not registered under Lebanese social security and does not receive the 

family allowance.  
 
Education Allowance. Akkarouna provides an education allowance to eligible employees. (If 
stated in Contract) The number of children who benefit from the allowance is fixed at three, 
provided that each student has completed his/her fourth year of age during the school year, 
has not exceeded 25 years of age, and is registered in a regular school (evening schools are not 
taken into consideration).  
The allowance rates at the time of issuing this manual are as follows:  
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¶ LBP 300,000 per year for a child enrolled in a public school free-of-charge schools, or 
institutes for disabled persons  

¶ LBP 750,000 per year for a child enrolled in a private school or university  

¶ LBP 450,000 per year for a child enrolled at the Lebanese University  
 
In October of each year upon eligibility for the education allowance, an employee requesting 
the education benefit must submit an enrollment certificate from the appropriate educational 
institution. The benefit will not be paid without this certificate. Payment will be made in 
October of each year in one lump sum following receipt of the certificate. 
 
5.5 Procedure 

Procedure for leave request (annual, maternity, elective sick leave) 

Step 1: The employee desiring to take a leave completes the Leave Request Form including 

date(s) of request and type of leave requested (Employee signature required) and sends it to 

his supervisor for initial approval.  

Step 2: The supervisor approves or rejects request and sends it back to the employee within 3 

working days.  

Step 3: Upon approval, the employee sends request to HR officer. HR officer checks employee 

file to verify the eligibility of employee for leave and updates records.  

6 LOCAL TRAVEL 

6.1 Purpose 

The travel policy is intended to serve as a reference for managing all local and international travel 

requests. 

6.2 Scope 
 

This policy and procedure apply to all employees in the organization. This does not include 

volunteers, external subcontractors, or consultants2. 

6.3 Responsibility 

The office manager circulates and administers policy directives and required procedures and 
coordinates travel and transportation activities for Akkarouna. 

The direct supervisor is responsible for approving travel requests. 

                                                           
2 Based on signed agreement or contract 
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The director is responsible for authorizing lodging requests and advance payments. 

The finance manager issues and reconciles travel advances and per diems. 

6.4 Policy Statement 

6.4.1 Travel authorization 

Before commencing on any official local or international travel, the traveling staff member must 

submit a Travel Authorization Request (TAR). 

6.4.2 Authorized use of Akkarouna vehicles 

Akkarouna vehicles are for business use only. Only authorized Akkarouna staff are entitled to 
operate Akkarouna vehicles. Authorized drivers must maintain a current and valid driver’s 
license. Drivers may not allow persons not authorized or employed by Akkarouna to operate or 
ride in a company vehicle unless specifically approved by a senior supervisor. Vehicles may only 
be used for travel for Akkarouna business. 

6.4.3 Logbook 

The logbook is a document that tracks the use of a car. This document allows the 
administration to check the consistency of gas bill reimbursements with journeys. All vehicles 
should include a logbook. Drivers are required to maintain the logbook and accurately record all 
travel. Logbook entries must be made on individual journey basis. The driver is responsible for 
keeping the logbook and the office manager should review the logbook at the end of each 
week. The logbook should include: 

¶ Date of the journey 

¶ Mileage at the start of the journey 

¶ Mileage at the end of the journey 

¶ Purpose of the journey 

¶ Signature of the driver 

6.4.4 Repair and maintenance 

The drivers are responsible for keeping Akkarouna vehicles in good and serviceable conditions 
all the time. The driver should maintain a service and maintenance log for each vehicle 
recording the date of maintenance or service, the work performed, and the cost of the work 
performed. 
Drivers must always keep the vehicle clean. Drivers are reimbursed for reasonable expense for 
keeping the vehicle clean upon submission of receipts for reimbursement. Drivers will also be 
reimbursed for parking fees incurred on official duty in a commercial parking. Parking violation 
fees will not be reimbursed. Vehicles should be regularly checked for gasoline, oil, and air 
pressure and maintained according to the manufacturer’s recommendation to maintain valid 
warranties. 
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6.4.5 Traffic violations 

Traffic and parking violations received while driving rental, personal, or Akkarouna owned 
vehicles are not reimbursed.  

6.4.6 Use of private vehicle 

When the Akkarouna vehicle is not available, and as a last resort, employees may use their 
private vehicle for official business travel. Employees however must obtain a signed approval 
from the direct supervisor to be able to use their private vehicle. It is important that the 
employees wishing to use their private vehicle for Akkarouna business notify the office 
manager ahead of time. Akkarouna will not reimburse the employee for any accident during the 
use of his/her own vehicle for Akkarouna business. Akkarouna will reimburse employees at a 
rate of $0.3363 (based on latest rate by General Services Administration) per kilometer as per 
the standard distance estimates only upon the submittal of the Local Reimbursement Form. The 
office manager should always check for the reasonableness of the mileage through google map. 

6.4.7 Use of taxi 

When the Akkarouna vehicle is not available, employees wishing to travel on Akkarouna 
business are entitled to use taxi services, subject to prior authorization of their supervisor. Once 
authorized, employees are entitled to reimbursement equivalent to the amount charged by the 
taxi. The office manager is responsible for booking taxis for employees. 

6.4.8 Per diem (If stated in contract) 

If an employee spends less than 6 hours total for travel and in the place to be visited, the 
employee is not entitled to any reimbursement for food or lodging expenses. If they spend 
more than 6 hours, the employee is entitled to be reimbursed an amount up to USD 30 to cover 
expenses on food and other incidentals subject to submittal of receipts. If an employee is 
required to stay overnight during travel outside their home region, the employee is entitled to 
reimbursements for actual hotel or guesthouse expenses, not to exceed the equivalent of USD 
75.00 subject to filling the request form and obtaining approval. Receipts or bills for lodging 
must be provided with the expense claim. In exceptional circumstances, which must be pre-
approved by Akkarouna in advance, a higher allowance for lodging may be granted. For 
advance request, 80% (eighty percent) of the requested amount is paid in advance and the 
remaining 20% upon the return and submission of to the finance manager. 

6.5 Procedure 

Step 1: Employee wishing to commence on local travel should fill in the Travel Authorization 

Request and submits to his/her direct supervisor. 

                                                           
3 Subject to change receipts per donor rate 
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Step 2: The direct supervisor reviews the request and approves. 

Based on the employee case, follow the relevant procedure: 

In case the employee is using Akkarouna vehicle 

Step 3: Employee hands the request form for the office manager who informs the driver about 

the trip. 

Step 4: At the end of the trip the employee should sign on the Mileage log sheet to confirm the 

use of the vehicle. 

In case the employee is using his /her private vehicle or if Per diem is required 

Step 3: Once the employee returns from the trip, he/she should fill in the Local Reimbursement 

Form and send to Office Manager for review.  

Step 4: The Office Manager reviews the form and sends the Local Reimbursement Form to the 

direct supervisor for approval. 

Step 5: The direct supervisor then returns the Local Reimbursement Form to the employee who 

in turn submits to the finance manager. The finance manager then issues the payment. 

In case the employee is using a taxi or rental 

Step 3: The employee submits the approved Travel Authorization Request to the office 

manager. The office manager assesses the best option between getting a rental and booking a 

taxi. The selection should be based on best price/value option. 

If the office manager books a taxi then: 

Step 4: The office Manager books a taxi for the employee and gets the exact price. Based on the 

price the office manage informs the petty cash custodian to give an advance to the employee.  

Step 5: The petty cash custodian pays the employee an advance amount. Once the employee 

return back, he/she should submit the receipts to the cashier. (Refer to cash management 

policy for details) 

If the office manager books rental car then: 

Step 4: The office Manager books a car from the rental company for the requested time.  

In case lodging is needed 

Step 3: The employee submits the approved Travel Authorization Request to the director  

Step 4: The director authorizes the travel for the employee and the advance payment. 

Step 5: The employee gives the travel request to the Finance manager. 80% of requested 

amount is payed to the employee. 
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Step 6: Once the employee is back, he/she should submit the receipts. The finance manage 

should reconcile and issue the remaining amount to the employee 

7 END OF SERVICE 

7.1 Purpose 

The purpose of this policy is to ensure employment termination is managed and compliant with 

the provisions of the Lebanese Labor Law and workplace agreements. 

7.2 Scope 
 

This policy is applicable to all employees within the organization.  

7.3 Responsibility 

The HR officer oversees receiving and validating end of service decisions.  

7.4 Policy statement 
 
Termination of employment may be initiated either by the employer or by the employee for a 
variety of reasons, as follows: 
 
Voluntary Termination refers to the employee’s or the employer’s decision to put an end to an 
open-ended employment contract, for a valid reason, after serving a prior notice according to 
the following: 

¶ 1 month, in case a period equal or under three years of employment has elapsed since the 
employment contract 

¶ 2 months if more than three years but less than six years of employment 

¶ 3 months if more than six years but less than twelve years of employment 

¶ 4 months after the twelfth year of employment 
 
Termination for Cause (Job Performance) is initiated by the employer for reasons such as 
sustained unsatisfactory job performance, insubordination, unauthorized leave, intentional 
violation of established safety/security rules, breach of contract, breach of standards outlined in 
this policy, or otherwise damaging the interests of Akkarouna. As soon as the employee’s 
supervisor identify a problem that may warrant termination for cause, he/she will meet with the 
employee to discuss the problem; this will constitute an admonishment/warning. Every 
reasonable effort will be made to work with the employee to resolve the problem and/or improve 
performance. If the situation does not improve based on the warning, the employee’s supervisor 
will prepare a performance evaluation specifying the expected improvements to be made. A 
second follow-up performance evaluation will be conducted within one month. If the results are 
still negative, a third evaluation will be done within two weeks to one month. A negative written 
evaluation will constitute a written notice. At the end of this process, if the evaluation is still 
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negative, the employee’s supervisor will obtain an approval from Akkarouna’s director to begin 
the termination procedures. 
 
Should the employee refuse to sign the written warning, it will be issued in the presence of two 
literate witnesses, who must certify the refusal to sign. 
 
Three written warnings served to an employee within the same year (12 months) will lead to an 
immediate dismissal for serious misconduct. 
 
Termination for Cause/Immediate Dismissal (Personal Conduct). An employee may be separated 

for cause without a review period for an offense which has been determined by the director 

and/or other designated authority to be a gross infraction of Akkarouna policy, professional 

standards, work performance or ethics, as articulated in the Personnel Manual.  

The immediate dismissal may be applied only in one of the cases provided for by Article 74 of 

the Labor Law. These cases are:  

1. If the employee attributed him/herself an nationality that is not his/her;  
2. If the employee does not provide satisfaction to Akkarouna during the three-month trial 

period;  
3. If the employee has committed a proven deliberate act or intentional negligence with the 

aim of causing damage to material of prejudice to the employer. In this case, Akkarouna will 
have to inform by writing the Social Affairs Service within three days of verification of the 
facts;  

4. If the employee, despite the written warnings given to him/her, commits three times within 
the same year a serious breach against the Internal Staff Regulations;  

5. If the employee is absent for more than fifteen days a year or more than seven consecutive 
days with no legitimate reason;  

6. If the employee is condemned to imprisonment one year or more for having committed a 
crime or if he/she committed an offence at the workplace and during working hours and if 
the employee was convicted for the deeds or acts enumerated and sanctioned by article 
344 of the penal code;  

7. If the employee assaults the employer or his/her assigned deputy in the workplace.  
 

The employee is entitled to quit the job before the end of the contract and without prior notice 
in the following cases: 

¶ If the employer or a representative has deceived the employee, regarding working conditions 
at the time of concluding the contract. The employee may not avail himself of this right after 
the expiry of thirty days from the start of his/her engagement in work 

¶ If the employer has not fulfilled his/her obligations towards the employee 

¶ If the employer or his/her representative has committed a moral crime against the employee 
personally or a member of his/her family 

¶ If the employer or his/her representative has committed assault and battery on the person 
of the employee 
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Termination due to Unforeseen Circumstances. Termination initiated by the employer may at 
times be necessary due to causes beyond Akkarouna’s control, such as a major program 
reorganization in response to donor requirements that affects an employee’s suitability for the 
new position description; a reduction in the scope or budget of the program; or early closure of 
the program due to political or economic conditions. In case of early closure of the program, 
Akkarouna will give its employees two-month notice when financial circumstances permit, and 
after consulting the Ministry of Labor, with the aim of developing a redundancy program for the 
various employment contracts and taking into consideration the employees’ seniority, 
specialization, age, social and family status, as well as the means necessary for their re-
employment. 
 
All terminations will only be authorized and approved by Akkarouna’s director. 
 
7.5 Procedure 

7.5.1 Procedure for voluntary termination of employment  

Decision by employee 

Step 1: Employee wishing to resign submits a resignation notice to his/her direct manager 

Step 2: When the employee’s direct manager receives the resignation notice, he/she should: 

¶ Discuss with the employee the reasons for the resignation; 

¶ If the employee is a “high potential”, attempt to convince the employee to withdraw his/her 
resignation notice; 

¶ If the resignation is confirmed, forward the resignation notice to HR officer with 
recommendations on whether to proceed with the final exit or attempt to reverse the 
employee’s decision. 

Step 3: Once resignation is confirmed, HR officer conducts an exit interview with the employee. 
Ideally, exit interviews should be conducted face-to-face because this enables better 
communication, understanding, interpretation etc., and it provides better opportunity to probe 
and get to the root of sensitive or reluctant feelings. 

7.5.2 Procedure for termination of employment for job performance 

Before an employee layoff is considered due to performance issues, Akkarouna will provide a 
series of counseling and warning notices given by the employee’s manager, as follows: 

Step 1: The supervisor conducts first counseling where he/she discusses deficiencies and 
methods of improving performance with the employee. Akkarouna’s director should be notified 
before the supervisor gives the warning to the employee. The supervisor can develop a 
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performance improvement plan for the employee and obtain approval from the director of 
Akkarouna. 

Step 2: If no improvement is shown, the supervisor informs Akkarouna’s director and obtains 
approval to issue a written warning notice to the employee. The purpose is to reemphasize the 
area of concern and outline the corrective actions to be taken, in a memo to the employee. The 
employee should sign the receipt of the warning notice. The HR officer should keep a copy of the 
signed notice.  

Step 3: If the situation persists, the supervisor informs Akkarouna’s director and obtains approval 
to issue a second written warning notice. The supervisor specifies the persisting problems and 
the date for corrective action; the supervisor should meet with the HR officer before sending this 
warning to the employee. The employee should sign the receipt of the warning notice. 

Step 4: If the situation persists, the supervisor informs Akkarouna’s director and obtains approval 
to issue a third written warning notice. The supervisor specifies the persisting problems and the 
date for corrective action as well. The employee should sign the receipt of the warning notice. 

Step 5: If the problem is not solved after the third written warning notice, the supervisor can 
judge that employment termination is necessary, and informs Akkarouna’s director about the 
situation to get an approval for employment termination. Upon Akkarouna’s director approval, 
the supervisor informs the HR officer to launch the lay-off execution process. 

Step 6: The HR officer receives and validates lay-off decisions, ensuring that the layoff decision is 
made in accordance with the causes stated in the organization’s HR manual. As needed, meeting 
with the party initiating the lay-off to assess the reasons for the decision. 

Step 7: The HR officer assesses the feasibility of employee transfer. In case the HR officer judges 
that the employee transfer to another Department is feasible and if a vacancy is available, the 
HR officer is in charge of: 

¶ Securing the approval of the Department manager where the employee will be transferred 

¶ In coordination with the Department manager concerned (both initiating and receiving), 
ensuring that the employee is informed about the transfer in a professional manner 

¶ Ensuring that the employee’s personnel file is updated 

Step 8: In case the final decision is to layoff the concerned employee, or in case the employee 
rejects the offer to transfer to another Department, HR officer executes lay-off and coordinates 
with Finance manager to close all pending payments to the employee in accordance with 
Lebanese Labor law. 

Note: An immediate lay-off without counseling / warning could be required or justified in the 
following cases: 

¶ Grave infraction or error made by the employee, as specified in the HR manual 
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¶ Employee still within the probation period  

 

8 VOLUNTEER MANAGEMENT 

8.1 Purpose 

¶ Provide overall guidance, structure and direction to Akkarouna when considering involving 
volunteers in their work; 

¶ Provide a foundation on which Akkarouna involvement of volunteers will be based; 

¶ Give a cohesive and consistent approach to ensure that volunteers are fully supported during 
their volunteering role; and, 

¶ Help ensure fairness and consistency when involving a diverse group of people. Being able to 
refer to a written policy ensures that decisions are not made on an ad-hoc basis. 

8.2 Scope 

Unless specifically stated, these policies apply to all volunteers in all programs and projects 
undertaken on or on behalf of Akkarouna, and to all departments and sites of operation of the 
organization. 

8.3 Responsibility 

The productive utilization of volunteers requires a planned and organized effort. The volunteers’ 
coordinator is responsible for supervising the volunteer programs. This position is to provide a 
central contact, offering coordinated and effective management for the benefit of Akkarouna 
and volunteers in their efforts to provide productive services. 
 
8.4 Policy statement 
 
8.4.1 Volunteer Relations 

Volunteers are critical to the success of Akkarouna and are essential to the organization’s day-
to-day operations. Volunteers are considered partners in implementing the mission and 
programs of the organization, each with complementary roles to play. Designated staff are 
expected to provide orientation, training, supervision, and feedback to volunteers. 

8.4.2 Equal Opportunity Policy 

Akkarouna maintains a strong policy of equal volunteer opportunity. We recruit, accept, train, 
promote and dismiss volunteers on the basis of personal competence and position performance, 
without regard to race creed, color, religion, sex, age, marital status or handicap. 

8.4.3 Volunteer Rights and Responsibilities 
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Volunteers are valuable resource to this organization and its beneficiaries. Volunteers shall be 

extended the right to be given meaningful assignments, the right to be treated fairly, the right 

to effective supervision, the right to full involvement and participation, and the right to 

recognition for work done. In return, volunteers shall agree to actively perform their duties to 

the best of their abilities and to remain loyal to the goals and procedures of Akkarouna. 

8.4.4 Application Form 

Prospective volunteers are required to complete an application form for consideration in the 

volunteer program. (Refer to the Appendix for application form) 

8.4.5 Interviewing/Screening 

Prior to being assigned or appointed to a position, all volunteers will be interviewed to 

ascertain their suitability for, and interest in, a position. The interview will offer the opportunity 

to learn more about the prospective volunteer and give the prospective volunteer the 

opportunity to learn more about the organization. Volunteers will also be given the opportunity 

to ask any questions they may have about the position. Background and reference checks may 

also be required for volunteer positions within Akkarouna. 

8.4.6 Orientation and Training 

All volunteers will receive a general orientation on the nature and purpose of the organization, 

all pertinent policies and procedures, and to the work to which the volunteer has been 

assigned. Volunteers will receive specific training to provide them with the information and 

skills necessary to perform their volunteer assignment. All volunteers will have a position 

description for the work they perform on behalf of Akkarouna. 

8.4.7 Supervision 

Every volunteer will have a clearly identified supervisor who will be responsible for support and 

direction. The supervisor will be responsible for the management and guidance of the work of 

the volunteer and shall be available to the volunteer for consultation and assistance. 

8.4.8 Feedback and Evaluation 

Volunteers shall receive periodic evaluations to review their work and progress. Evaluations will 

include an examination of the volunteer’s performance of position responsibilities and a 

discussion of any suggestions the volunteer may have concerning the position or volunteer 

program. 

8.4.9 Volunteer Record Keeping System 
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A system of records will be maintained on each volunteer with the organization. The record will 

include volunteer application, volunteer agreement, emergency information, dates of services, 

position held, duties performed and evaluation of work. 

8.4.10 Scheduled Volunteer Time/ Record of Volunteer Hours 

A volunteer sign-in form will be present at each volunteer program or event, and volunteers 

should sign in and out each time they work on any project. Volunteers must be accountable to 

uphold their commitments to volunteer at established times/places. 

8.4.11 Job Description 

A position description will be specifically defined for each volunteer or group of volunteers. 

Each volunteer will receive a copy his/her position description during the orientation program. 

8.4.12 Standard of Conduct 

The lasting impression that volunteers make on those they serve and work will reflects directly 

on all volunteers and board members of Akkarouna. All words and deeds should help build our 

volunteer program and its reputation for quality. 

8.4.13 Absenteeism 

Volunteers should do their best to be present and on time for each event or activity for which 

they are scheduled. If you know that you will be late or absent, you should contact the person 

in charge of the event or your supervisor at least 24 hours before you are expected to come or 

as soon as possible so that alternate plans can be made. If a volunteer fails to be present for 

more than 15 days a year with no valuable excuse, then Akkarouna reserves the right to dismiss 

the volunteer. 

8.4.14 Grievance Procedure 

Volunteers are expected to act professionally and in accordance with their position 

descriptions. Should a volunteer have a grievance concerning their work environment, they 

should report it promptly to the Volunteer Coordinator or the direct supervisor. Every effort 

will be made to achieve speedy and effective resolution, and all complaints will be treated 

confidentially. 

8.4.15 Discontinuation of Volunteer Service 

Volunteers maintain the right to terminate their volunteer service for any reason. Akkarouna 

reserves the same right. 

8.4.16 Media Conduct 
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A Volunteer should not represent himself/herself as a spokesperson or representative for the 

organization under any circumstances without prior approval. 

8.4.17 Alcohol/Drugs 

When participating in Akkarouna activities, volunteers are prohibited from purchasing, 

transferring, using or possessing illicit drugs, alcohol, or prescription drugs in any way that is 

illegal. Implementing this policy provides a drug and alcohol free work place in order to ensure 

a safe, healthy, and productive environment for all volunteers and employees. If caught or 

suspected of breaking this policy, disciplinary actions up to and including termination will result. 

8.4.18 Harassment Policy 

Volunteering should be an enjoyable experience. Harassment is not only illegal, but it also 

creates uncomfortable conditions and unpleasant experience for everyone involved. Any 

volunteer who feels harassed should speak to his/her volunteer supervisor or the volunteers’ 

coordinator in attempt to reach a solution. 

8.4.19 Confidentiality 

As a volunteer at Akkarouna, you may have access to confidential information (information 

regarding medical treatment or diagnosis, financial information regarding contractual 

arrangements or other transactions, information regarding homes or income of clients, 

information about convictions or allegations of arrests or abuse). Volunteers must ensure that 

the organization’s official board approved confidentiality policy is followed. Volunteers are 

required to sign the confidentiality policy receipt form prior to beginning their volunteer 

service. 

8.4.20 Conflict of Interest 

It is the policy of Akkarouna to avoid potential and actual conflicts of interest in all of our 

efforts. Akkarouna abides by a board approved conflict of interest policy. Volunteers will 

receive a copy of this policy at their initial orientation.  

 
8.5 Procedure 

To develop the framework for the organization’s volunteer management system, the 
I.S.O.T.U.R.E. model of volunteer management and development is implemented. The acronym 
stands for the seven parts of the volunteer management and development process: Identifying, 
Selecting, Orienting, Training, Utilizing, Recognizing and Evaluating.  

The procedure for volunteer management is summarized as follows: 
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Step 1: The volunteers’ coordinator identifies volunteer opportunities within the organization 
and develops appropriate written position descriptions for them. This entails: 

¶ Identifying needs of the departments/program and volunteer roles that meet those needs 

¶ Identifying the type of volunteers needed 

¶ Developing a position description that outlines expectations and responsibilities of the 
position  

Step 2: Volunteers’ coordinator selects volunteers best qualified for the volunteer opportunity. 
Volunteers are requested to fill in an application form. Departments Managers requesting 
volunteers shall review the applications and select appropriate candidates. Only in specific cases, 
an interview can be requested. Once selected, volunteers should sign an agreement form with 
Akkarouna. 

Step 3: Volunteers’ coordinator orients volunteers both to the organization and to the specific 
volunteer responsibility. Details on volunteers’ orientation are listed in the appendix under 
“Volunteers’ management further details”.  

Step 4: Volunteers’ coordinator implements trainings for volunteers to allow them to develop 
additional knowledge, skills, and/or attitudes that will help them be successful in fulfilling their 
volunteer responsibility. 

Step 5: Volunteer’s coordinator utilizes volunteers’ knowledge, attitudes and skills to contribute 
to the organization’s success and growth by segmenting volunteers into different groups and 
developing activities list. Details on volunteers’ utilization are listed in the appendix under 
“Volunteers’ management further details”.  

 Step 6: Manager of the organization in coordination with relevant parties at the organization 
recognize volunteers for the positive contribution they make to the organization through formal 
and informal means. Details on volunteers’ recognition are listed in the appendix under 
“Volunteers’ management further details”.  

Step 7: Volunteer’s direct supervisor evaluates the performance of volunteers and programs in 
which they are utilized to capture areas of improvement. The evaluation takes place at the end 
of the volunteering assignment, or yearly if the assignment extends over a long period of time. 

 

 

Volunteers’ management further details 

Volunteers’ orientation: 

Three types of orientation exist: 

¶ Social Orientation: The goal of social orientation is to help the new volunteers find a social 
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comfort zone as quickly as possible in their new work environment. This type of orientation 
is like that of a new employee on the first day of work; such orientations can include 
introductions to the office staff, an explanation of the dress code and directions to the break 
room.  

¶ Position Orientation: This form of orientation allows volunteers to understand their specific 
roles and responsibilities. 

¶ System Orientation: Often overlooked, this phase gives information to new volunteers about 
the organization they are serving and their roles in it. 

Volunteers’ utilization: 

Utilization is providing opportunities for volunteers to put their knowledge and skills into 
appropriate action.  

The first step in proper utilization is to segment volunteers into groups offering a mechanism to 
organize them based on the type of applicant. Volunteers can be segmented into three 
categories: 

¶ Junior volunteers:  

o Composition: Includes school and university students  

o Purpose: Nourish the humanitarian work in the youngsters; Teach new skills to students 
at an early age; Increase the volunteer base; Allow for new initiatives and activities 
originated from the community 

o Advantages: Allows proper allocation of activities to youngsters 

¶ Individual/professional volunteers:  

o Composition: Categorized as members with special skills (engineering, language services, 
emergency relief…) 

o Purpose: Offer opportunity to individuals who want to contribute to the community and 
serve the causes supported by the organization 

o Advantages: Leverage on the professional skills of individuals in the best advantage of the 
organization and the community 

¶ Group volunteers 

o Composition: Members of the community who form a group based on mutual interests 
(e.g. basketball team, company X team) 
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o Purpose: Offer opportunity to groups who want to contribute to the community and serve 
the causes supported by the organization; Increase the volunteer base; Allow for new 
initiatives and activities originated from the community; Maximize the variety of skills 

o Advantages: Allow groups to contribute to the community through group activities 

The second step is to develop an activities list and allocate volunteers accordingly. This will allow 
proper allocation of volunteers based and ensures proper placement of skills.  

Volunteers’ recognition: 

Recognition is acknowledging and rewarding sound volunteer efforts. It helps motivate 
volunteers to stay involved in the program. It is best built on respect and appreciation. 

Recognition comes in two forms: formal and informal. Formal recognition includes being honored 
at a dinner or banquet, being mentioned in news articles and/or being given special pins, 
certificates and appreciation letters. Volunteers also appreciate informal recognition such as a 
pleasant work environment, timely information about new developments, involvement in 
decision-making, training or opportunities to mentor new volunteers. Recognition is also 
provided through feedback on a job the volunteer is doing, challenging work assignments and 
opportunities to take on new responsibilities. 

Building relationships with volunteers is vital to the recognition process. When professionals 
build a relationship of trust and respect for the volunteer, the rewards become more valuable.  

9 INTERNSHIP 

 

9.1 Purpose 

The purpose of the policy is to provide overall guidance, structure and direction to Akkarouna in 

hiring and managing interns. 

 

9.2 Scope 
Unless specifically stated, these policies apply to all interns in all programs and projects 
undertaken on or on behalf of Akkarouna, and to all departments and sites of operation of the 
organization. 

9.3 Responsibility 

HR officer is responsible for ensuring that the internship policy is implemented. 

9.4 Policy statement 
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Akkarouna supports internship programs that provide growth and learning opportunities to 

students and employs interns for specific periods. 

Applicants for an internship should be graduate students or holders of a first university degree 

or their equivalent who intend to study further in a field relevant to Akkarouna work. 

Preference will be given to candidates pursuing masters’ level degree. 

Akkarouna will not pay for the internship and all expenses connected with it. Akkarouna 

accepts no responsibility for costs arising from accidents and/or illness incurred during the 

internship assignment.  

Each intern application should be pre-evaluated by the requesting unit in order to assess the 

suitability of the candidates. Each intern assignment has to be cleared by Akkarouna Executive 

Director.  

Interns must keep confidential all unpublished information obtained during the course of the 

internship and not publish any reports or papers based on such information except with the 

explicit authorization of Akkarouna. 

9.5 Procedure 
 
Step 1: Department/project managers who plan to add interns for specific assignments must 

send a request to the Human Resources Officer indicating the a) responsibilities, b) hours of 

work, and c) duration of the expected work. Requisitions for these positions will be routed to 

human resources (HR) after the director’s approval has been obtained. 

Step 2: The HR officer posts the announcement on the Foundation’s website or on any other 

means. 

Step 3: The HR officer sends the CVs received to the requesting manager for filtering. 

Step 4: The hiring manager interviews candidates for this position and selects the best fit. 

Step 5: The successful candidate shall sign on an internship agreement with Akkarouna. 

 

 

 

10 APPENDIX 
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Personal Information Form 
 

NAME: DATE: 

PERSONAL INFORMATION 

EMPLOYEE NUMBER:  

DATE AND PLACE OF BIRTH:  

NATIONALITY:  

EDUCATION DEGREE:  

PRESENT ADDRESS:  

  

HOME TELEPHONE NUMBER:  

PERSONAL CELL PHONE NUMBER:  

IN CASE OF EMERGENCY WHO TO CONTACT 
AND EACH ONE’S PHONE NUMBER: 
 

1)                                             Tel:    

2)                                               Tel:    

3)                                               Tel:    

MARITAL STATUS:  

FULL NAME OF SPOUSE:  

NUMBER OF DEPENDENTS:  

NUMBER OF CHILDREN:  

OFFICIAL INFORMATION 

POSITION EMPLOYEE OCCUPIES:  

REPORTING LINE:  

STARTING DATE OF EMPLOYMENT:  

BUSINESS UNIT:  

BUSINESS LOCATION:  

EMPLOYEE SIGNATURE AND DATE 

 
 
 

Supporting documents should be attached to the completed form 
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Control Sheet for Personnel files 
 

Employee number _________________ 
Full name  _________________ 
  

1.  Employee personal information form 

   

2.  Photocopy of national ID or Passport 

   

3.  Photocopy of residency and work permits for non-Lebanese 

   

4.  No-objection-certificate from previous employer – as applicable 

   

5.  Attested original educational degree or diploma 

   

6.  CV 

   

7.  Employment application form and recruitment evaluations 

   

8.  A criminal record statement 

   

9.  Vacation / leave requests 

   

10.  Career track at the organization (promotions, salary increases) 

   

11.  Awards / disciplinary action 
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LEAVE REQUEST FORM 

 
Employee Name: 
 
Employee Number: 
 
Position: 
 
Reason for Requested Leave: 
 

 δSick                                                 δBereavement ἦ Annual Leave    
 

 δUnpaid Leave                                δMaternity/Paternity Leave                              
 

 δOther: ______________________________________________________________________ 
 

Dates Requested 

From:               To:  

Notes / Explanation / Justification (in case of sick leave): 

 

 

 

 

 

Remaining Annual Leave days: ___________________ 

Employee’s Signature:       Supervisor’s signature: 

Date:          δApproved 

          δRejected 

 

Comments 
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VOLUNTEER APPLICATION 
 

Contact Information 

 
Name  

Sex  

Date of birth  

Address  

Home Phone  

Mobile  

E-Mail Address  

Facebook and Twitter  

 

Availability 

During which days/hours are you available for volunteer assignments? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

Interests 

Areas you are interested in volunteering 

 
___ Logistics/Administration 

___ Events 

___ Field work 

___ Fundraising 

___  Volunteer coordination 

___ Community Mobilization 

___ Advocacy 

___ Other: 

___  

___  
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Education and experience  

Current status: 

 

Student                                 Employed                          Retired                      Unemployed 

 

Education level   ________________________________________________________________ 

Current occupation and name of organization (If applicable) _____________________________ 

______________________________________________________________________________ 

Special Skills or Qualifications  

Summarize special skills and qualifications you have acquired from employment, previous 
volunteer work, or through other activities, including hobbies or sports. 

____________________________________________________________________________

____________________________________________________________________________ 

  ____________________________________________________________________________ 

 

Previous Volunteer Experience  

Summarize your previous volunteer experience. 

 

Organization and address, point 

of contact & phone # 

Duration 
From (dd/mm/yyyy) 
To      (dd/mm/yyyy) 

Key activities performed 

   

   

   

 

 
 

Agreement and Signature 

By submitting this application, I affirm that the facts set forth in it are true and complete. I 
understand that if I am accepted as a volunteer, any false statements, omissions, or other 
misrepresentations made by me on this application may result in my immediate dismissal. 

 
Name (printed)  

Signature  

Date  
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EMPLOYMENT APPLICATION 

 

Please read carefully, answer all 
questions and observe accuracy 

 Position Applying For: 
……………………………….. 

 

Personal Information: 
   

  
 
 

 
 
 
 

       PHOTO 

First Name                      Middle Name                        Last Name 
 
………………                       …………………                            ……………… 
 
Sex:                       Male   Ğ             Female   Ğ 
 
 
Date of Birth:   ……./ ….../ …… 

   

 

Address Information 
 
 

 

Education Information: 
 

Name and location of 
institute 

Major Degree Date 

    

    

    
 

Language proficiency: (2: Limited;  3:  Good; 4: Advanced; 5:  Native) 
 

Language Proficiency speaking Proficiency reading Proficiency writing 
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Employment history 
 

Position title Employer’s name and 
address, point of 
contact & phone # 

Dates of employment 
From (dd/mm/yyyy) 
To      (dd/mm/yyyy) 

Annual Salary (L.B.P.) 

 
 
 

   

 
 
 

   

 
 
 

   

 

 

Certifications and publications (List all certifications acquired and publications) 
 
 
 

 

 

Special skills and qualifications  

Summarize special skills and qualifications you have acquired from employment, previous 
volunteer work, or through other activities, including hobbies or sports. 

 

 

 

Acknowledgement 
To the best of my knowledge, the above facts as stated are true and correct. 
 
 
Date: …../ …../ …..                                             Applicant’s signature: ………………………… 
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Interview assessment form 
 

Name of applicant: _________________________________________________________ 

Position - Department: ______________________________________________________ 

Job description no. : _________________________________________________________                                                           

   
Instructions: Please rate the employee's performance in the below table according to the following 
criteria: 
5 = Exceptional 
4 = Above average 
3 = Average 
2 = Below average 
1 = Unsatisfactory 
N/A = Criteria doesn't apply to position 
 

Evaluation 

criteria 
Criteria description Rate 

Communication  The candidate's ability in expressing himself/herself in 

a clear and logical manner 

 

Fit with the 

culture of the 

organization 

The interviewer's perception on the candidate's fit 

with the organization's culture 

 

Self-confidence The candidate's confidence in handling the 

interviewer's questions 

 

Motivation The candidate's enthusiasm and drive to join the 

organization 

 

English 

proficiency  

 

The candidate expresses herself/himself in precise, 

logical and clear manner both written and spoken in 

English Language 

 

Stamina The candidate ability to work under pressure  

 

Innovation 

The candidate’s ability to think out of the box and 

come up with innovative ideas 

 

Teamwork The candidates ability to work in a team  

Leadership Ability to influence and motivate people  
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Evaluation 

criteria 
Criteria description Rate 

Interpersonal 

skills 

The candidates ability to work with various 

stakeholders and can act as a representative for the 

organization 

 

Critical thinking 

Ability to analyze situations and come up with 

solutions 
 

Functional know-

how 

The candidate possesses solid functional know how 

(incl. tools, methods) that allows him/her to fully 

fulfill job requirements 

 

Industry know-

how 

The candidate possesses solid industry know how 

base that allows him/her to fully fulfill his/her job 

requirements 

 

 

COMMENTS: 

 

 

  
Do you recommend this applicant:     Yes                   No     
                                         

Date: _______________               Signature and Name of assessor: _______________       
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Performance Evaluation 
 

Employee Name:  
Employee 

Title/Position: 
 

Date Appointed to 

Current Position: 
 

Date of 

Review: 
 

Performance Period Covered by Review: 
From To 

  

Reviewer’s Name:  
Reviewer’s 

Title/Position: 
 

 

Section 1: Key Responsibilities (completed by employee and supervisor) 

The staff member and supervisor should determine the key responsibilities up to a maximum of seven. 

Responsibilities, and the means of measuring them, are defined at the start of the review cycle. They may 

need to be ǊŜǾƛǎŜŘ ŀǎ ǘŀǎƪǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŎƘŀƴƎŜΦ ¢ƘŜ ǘƘƛǊŘ ŎƻƭǳƳƴΣ ά!ŎŎƻƳǇƭƛǎƘŜŘ ¢ŀǎƪǎΣέ ǎƘƻǳƭŘ 

be completed at the end of the review cycle. 

 

Key Responsibilities/Objectives Accomplished Tasks 

1.  Comments by employee:  

 

Comments by supervisor: 

 

2.  Comments by employee: 

 

Comments by supervisor: 

 

3.  Comments by employee: 

 

Comments by supervisor: 

 

4.  Comments by employee: 
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Comments by supervisor: 

 

5.  Comments by employee: 

 

Comments by supervisor: 

 

6.  Comments by employee: 

 

Comments by supervisor: 

 

7.  Comments by employee: 

 

Comments by supervisor: 
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Section 2: Performance Factor Ratings (completed by employee and supervisor) 

The ratings in this section should be discussed at the start of the review cycle and completed at the end of 

the review cycle. The pre-review discussions should clarify for the employee and supervisor performance 

factors and the ratings in the context of the key responsibilities. 

 

Ratings:  

E = Exceptional, C = Commendable, S = Satisfactory, N = Needs Improvement U = Unsatisfactory 

 

 Employee Self-

Rating 

Supervisor Rating 

Teamwork Skills E C S N U  E C S N U 

1. Solicits input from other team members on issues of mutual interest            

2. Communicates policies/procedures to other staff members effectively            

3. Works well with other members of the team            

Quality of Work        

4. Consistently meets deadlines in a thorough and accurate manner            

5. Plans and organizes work and is able to deal with unexpected or unusual demands            

6. Identifies, analyzes, and innovatively solves problems            

7. Performs work independently, involving his/her supervisor when necessary            

8. Punctuality, starts work on time, attends meetings in a timely fashion            

9. Final results require minimum checking and correction            

10. Seeks new and more efficient means for performing the job            

Quantity of Work        

11. Volume meets expectations relative to the position requirements            

12. Utilizes resources efficiently in producing work            

Organization of Work        

13. Manages his/her time effectively            

14. Takes initiative, finding innovative approaches to getting the job done within 
budget 

           

15. Plans, schedules, and monitors the progress of work            

16. Prioritizes assignments            

17. Contributes to programmatic strategies/plans            

18. Demonstrates self-reliance and resourcefulness            
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Job Knowledge and Technical Skills        

19. Utilizes necessary knowledge and skills to perform the job            

20. Stays current and understands relevant job changes and developments            

21. Actively strives to keep current with new technology and concepts in area of 
responsibility 

           

22. Quickly understands and applies knowledge            

Communication Skills        

23. Listens effectively and demonstrates understanding of information received            

24. Writes clearly and convincingly            

25. Speaks clearly, logically and convincingly            

26. Presents a positive image of the organization when communicating with others            

Supervision and Management (for staff who supervise others)        

27. Effectively prepares budgets and maintains them            

28. Provides regular and candid performance feedback, including timely and 
thorough reviews 

           

29. Delegates responsibilities and tasks to maximize use of resources to develop 
people 

           

30. Develops staff and interns through coaching and training            

 

Section 3: Overall Rating (completed by supervisor) 

 

  Exceptional -- Performance exceeds all expectations. 

  

  Commendable -- Exceeds many of the expectations of the job description. 

  

  Satisfactory -- Meets the expectations of the job description. 

  

  Unsatisfactory -- Performance does not meet job requirements and needs close supervision. 
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Section 4: Overall Job Performance (completed by employee and supervisor) 

The space below is for comments on performance. Be sure to address accomplishments and areas that 

need improvement or special circumstances that may have impacted job performance. Use examples to 

provide clarity. 

1. Strengths & Accomplishments 

Employee comments: 

 

 

 

Supervisor comments: 

 

 

2. Opportunities for Improvement 

Employee comments: 

 

 

 

Supervisor comments: 

 

 

 

3. General Comments & Recommendations 

Employee comments: 

 

 

 

Supervisor comments: 
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Section 5: Professional Development (completed by employee and supervisor) 

1. List the areas the staff member can focus on for further professional development.  

Employee comments: 

 

 

Supervisor comments: 

 

 

2. What training classes or other opportunities (coaching, mentoring, etc) would be helpful to the staff 

member? 

Employee comments: 

 

 

Supervisor comments: 

 

 

 

Signed by: 

Staff Member:      Date:  

 

Supervisor:  

 

Director review and approval 

Name and Signature: 
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VOLUNTEER PERFORMANCE EVALUATION 

 
 

Name of volunteer: _____________________________________________________ 

Position/type of activity: ______________________________________________________________ 

Period covered: ________________________________________________________                                                           

 

OBJECTIVE: This form will allow the appraiser to evaluate the performance of the volunteer in various 
aspects of his/her job. This performance is for a specified period in time and touches upon different sides of 
the volunteer’s performance 

   

DIRECTIONS: 

 

The appraiser should the rate the volunteer on each of the categories by filling the number in the adjacent 
box using the following four points rating scale 

5 = Exceptional 
4 = Above average 
3 = Average 
2 = Below average 
1 = Unsatisfactory 
N/A = Criteria doesn't apply to position 

 

The filled in form should then be printed, comments should be added if necessary, and the form should be 
signed by both parties 
 

APPRAISAL REVIEW CATEGORIES Grade 

1. Demonstrates an understanding of the organization’s mission and philosophy  

2. Exhibits poise in handling difficult situations  

3. Reliable regarding schedule and time commitment  

4. Completes assignments in a timely manner  

5. Exhibits flexibility (willingly accepts tasks/activity changes)  

6. Exhibits enthusiasm in conjunction with opportunities to learn new information or 
procedures that will make work more effective 

 

7. Consistently completes and follows through on assignments  
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8. Staff, program participants and/or other related individuals indicate they have 
benefited from the volunteer’s contributions/service 

 

9. Possesses a wide range of skills and experience  

10. Works well in teams  

 

1. What are the volunteer’s strengths?  
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 
2. In which areas is there a need for improvement? 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
3. What are the training needs 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 

APPRAISER      APPRAISEE  
Name: __________________________  Name: __________________________ 
Signature: _______________________  Signature: _______________________ 

       Date:___________________________  Date: ___________________________ 
 
 

 

 

 

 

 

 

 



Approved Version1.1 

CV EVALUATION FORM 
 

 
 
KEY FACTS ABOUT CANDIDATE 

 

Name of applicant: _______________________________________________________ 

Age:___________________________________________________________________ 

Current Profession:_______________________________________________________ 

Current Employer:________________________________________________________ 
 

         Male                 Female                                                            National             Non-national 
 

KEY FACTS ABOUT CANDIDATE 

Relevant educational level:                                               Yes                      No 

Relevant professional experience:                                   Yes                      No 

                                                                         In years: 

Relevant industry know-how:                                            Yes                      No 

Relevant functional know-how:                                         Yes                      No 

Relevant language skills: English (if required)     Yes                      No 

            Arabic                  Yes                      No 
 

ADMINISTRATIVES 

Possible entry date: __________ 

Comments (missing material, remarks, exceptional qualification, etc.): ______________________ 

 __________________________________________________________________________________ 

__________________________________________________________________________________ 

 

DECISION 

Invitation to interview:                   Yes                      No 

Invitation checked by: ______________ on      ____________________ 

Invitation sent by:       ______________ on      ____________________ 
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TRAINING ASSESSMENT FORM 

 
Name of the training: ____________________________ 
Trainer: ____________________________ 
Date and location: ____________________________ 
 

DIRECTIONS: 

Fill in the questionnaire below with 1, 2 , 3, 4 based on the below key 

1: Far below expectations; 2: Below expectations; 3: Meets expectations; 4: Exceeds expectations 

 
A. Training/Coaching Content  

Was the training content clear and easy to understand? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Was the training content well organized? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Did the training meet your needs or expectations? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Have your skills/knowledge increased because of the training? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Will you be able to apply what you learned to your job? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

How would you rate the overall training? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

 

B. Facilitation 

Were the trainer knowledgeable about the training topic? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Did the trainer encourage active participation from the class? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Were the trainer well prepared and organized?  1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Did the trainer communicate clearly and effectively? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Were your questions answered to your satisfaction? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

 
C. Venue 

Were the meeting room and facilities adequate and comfortable? 1 ἦ  2 ἦ  3 ἦ  4 ἦ 

Were the Visual Aids useful and/or helpful in understanding the 
training materials? 

1 ἦ  2 ἦ  3 ἦ  4 ἦ 

 
D. Comments 
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Training Session Summary Report 
Please submit within two weeks of the training. 

 
Training Date: 
 
Training Location: 
 
Training title: 
 
Trainee:   
 
 
 
What are the main objectives of the training session? 
 
 
 
What are the main concepts covered during the training? Briefly summarize each 
concept/knowledge area. 
 
 
 
What are the main skills acquired during the training?   
 
 
 
What are the key lessons learned during the training? How will this reflect on your daily work 
at Akkarouna? 
 
 
 
Are there any areas not covered during the training? If so, are you aware of the reason behind 
that? 

 
 
 
 
Please write down any extra comments, observations on the training 
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Certificate of employment 
 
[Insert your address] 

[Insert date] 

 

 

To whom it may concern 

 

This letter is to verify that [Insert employee name] has been employed by 

Akkarouna from [Insert date] to [Insert date] in the position of [Insert position]. 

 

[Insert employee name] is registered in the National Social Security Fund under 

the number [Insert number] and receives a compensation of [Insert salary per 

month] per month. 

 

This certificate was issued upon his/her request. 
 
 
 
Name: 
Position: 
Signature: 
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Exit interview 

Employee Name: 

Position: 

Date of interview: 

 

1. What is the primary reason for leaving this position 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 

2. Did dissatisfaction with any of the following factors influence your decision to leave? 

 Yes No 

Type of work   

Working conditions (setting, schedule, travel, flexibility)   

Pay   

Supervisor   

Location   

Cost of living in area   

Commute   

 
3. If you accepted another job, please complete the following. 

Name of new employer  

Location of position  

Title of position  

Nature of work of position  

Salary of position (optional)  

What the new position and/or organization offers that 
we do not? 

 

 
4. Please rate the following aspects of the job you are vacating 

 

 Poor Fair Good Excellent 

Type of work performed     

Fairness of workload     

Salary                                 

Working conditions     

Tools and equipment provided     

Training received     

Co-workers     

Supervision received     
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5. Please rate the following aspects of the organization overall 

 

 Poor Fair Good Excellent 

New employee orientation                                    

Training opportunities     

Career development opportunities     

Employee morale     

Fair treatment of employees     

Recognition for a job well done     

Support of work-life balance     

Cooperation within the organization     

Communication between management and employees     

Performance and development planning and evaluation     

Interest and investment in employees     

 
 

Interviewer Signature: __________________________ 

 

Employee Signature: __________________________ 

 

Date: __________________________ 
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Volunteer/Internship Agreement 
 

This Agreement is a description of the arrangement between Akkarouna, and (the 
volunteer/intern) in relation to your work.   

Period  

Your internship/volunteering begins on ______/______ /20___ and ends on ______/______/ 
20___ 

Assignments 

The intern/volunteer will handle the following tasks: 

¶ List the tasks that will be handled by the volunteer/intern 

¶ … 

¶ … 

¶ … 

¶ … 

¶ … 
 

Working hours 
The normal hours of work are xx hours per week. Standard office hours are xx to xx, Monday to 
Friday, including a xx lunch break. 
 

Obligations of the volunteer/intern 

a. To keep fully confidential, during the period of this agreement and after its termination for 
any reason, any information of whatever nature relating to Akkarouna or to any of its 
partners, and not to publish, notify or disclose to anyone or by any means such information. 

b. To keep safely any assets or documents belonging to Akkarouna or to any of its managers or 
employees. 

c. To abide by all instructions and recommendations emanating from the director of the 
organization and/or from other superiors. 

 
 
___________________________________      ___________________________________ 

Name and Signature of the volunteer/intern  Name and Signature of Akkarouna’s director 
 

 

___________________________________ 

Date 
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SAMPLE OF EMPLOYMENT CONTRACT 
 
 

Employment Contract 

For Limited Period 

 

 

ϢϸвЮϜ ϸϸϲв ЬвК ϸЧК 

 

 

Executed between: 

 

Akkarouna, domiciled at 

____________________________, 

represented by 

__________________________. 

First Party 

 

:дтϠ ϝвтТ ЙЦмв 

 

ϝжϼϝЪК  аЦϼ ϼϠ϶м аЯК_____ ϝкϾЪϼв ̪

сТ______________ЯϪвв ̪ϣ 

__________________. 

 

ЬмцϜ ХтϼУЮϜ 

 

And 

 

Mrs./Mr.______________ of Lebanese 

nationality, domiciled at  ________________. 

 

Second Party 

м 

 

ϸтЂЮϜϢ/ϸтЂЮϜ ________ ̪ ϣтЂжϮЮϜ дв

_______  сТ ϣвϝЦϜ Ьϲв Ϻ϶ϦвЮϜ ̪

__________________ 

 

сжϝϪЮϜ ХтϼУЮϜ 

Preamble: 

Whereas the Second Party has stated that he 

enjoys qualifications as outlined in the 

attached Scope of Work,  

And on the basis thereof has offered to work 

for the First Party as ___________________, 

starting from the date of signature of the 

present contract, 

 :ϣвϸЧв 

 ϤыкϔвЮϝϠ ЙϦвϦт йжϓϠ ϰϼЊ ϸЦ сжϝϪЮϜ ХтϼУЮϜ дϝЪ ϝвЮ

̪ХϲЯвЮϜ ЬвЛЮϜ аϝлв сТ ϤУЊм сϦЮϜ 

 ЬвЛт дϜ ЬмцϜ ХтϼУЮϜ пЯК ЌϼК ̪ϝлтЮϜ ϸϝжϦЂъϝϠм

ϣУЊϠ йтϸЮ_______________________ ̪

сЮϝϲЮϜ ϸЧЛЮϜ ЙтЦмϦ ϵтϼϝϦ дв ̯̭ϜϸϦϠϜ̪ 
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Whereas the First Party has agreed to such 

work according to the conditions set forth in 

this Contract, 

It has been mutually agreed between the 

parties on the following: 

 ϣжтϠвЮϜ АмϼІЮϜ ХТм ШЮϺϠ ЬϠЦ ЬмцϜ ХтϼУЮϜ дϝЪ ϝвЮм

̪ϸЧЛЮϜ ϜϺк сТ 

 

:сЯт ϝв пЯК дтЮϸϝϠϦвЮϜ пЎϼЮϜм ЬмϠЧЮϝϠ ФϝУϦъϜ аϦ ϸЧТ 

 

Article 1: Effect of the Preamble 

The above mentioned preamble and the 

attached documents hereto are deemed to be 

an integral part of this Contract. 

 

ϣвϸЧвЮϜ ЬмЛУв :пЮмцϜ ϢϸϝвЮϜ 

 иыКϒ ϢϼмЪϺвЮϜ ϣвϸЧвЮϜ ϼϠϦЛϦϤϜϸжϦЂвЮϜм  ϣЧТϼвЮϜ

.ϸЧЛЮϜ ϜϺк дв ϒϾϮϦт ъ ̯Ϝ̭ϾϮ 

 

Article 2: Object of this Contract 

 

a- The First Party agrees to employ the Second 

Party in the capacity of _______________ at 

the service of Akkarouna. 

b- The Second Party shall perform his tasks 

according to the scope of work attached 

(Annex 1) 

c- It is expressly agreed between the parties 

that their relationship is governed by the 

present contract. Consequently, the Second 

Party admits that from the date of signature of 

this contract, his relationship with the First 

Party will be only governed by the provisions of 

the present contract, and by the Lebanese 

Labor Law, the Social Security Law, Akkarouna 

Internal Regulation and any memos issued by 

the First Party. 

d- The Second Party undertakes to carry on all 

the duties that are related directly or indirectly 

to the above mentioned position. 

 

ϸЧЛЮϜ ИмЎмв :ϣтжϝϪЮϜ ϢϸϝвЮϜ 

 

ϒ-ХТϜмт  пЯК ЬмцϜ ХтϼУЮϜаϜϸ϶ϦЂϜ  сжϝϪЮϜ ХтϼУЮϜ

 йϦУЊϠ_______________ ϣвϸ϶Ϡ ϝжϼϝЪК.   

Ϟ- РЊм сТ ϢϼмЪϺвЮϜ аϝлвЮϝϠ сжϝϪЮϜ ХтϼУЮϜ амЧт

 аЦϼ ХϲЯв) аϝлвЮϜ1( 

 

Ϭ- ϸЧЛЮϜ дϒ дтЧтϼУЮϜ дтϠ ϣϲϜϼЊ йтЯК ХУϦвЮϜ дв

 РϼϦЛт сЮϝϦЮϝϠ .ϝвлжтϠ ϣтϸЦϝЛϦЮϜ ϣЦыЛЮϜ аДжт сЮϝϲЮϜ

 дϒ ̪ϸЧЛЮϜ ϜϺк ЙтЦмϦ ϵтϼϝϦ дв ̯̭ϸϠ ϼЧтм сжϝϪЮϜ ХтϼУЮϜ

 ϢϼмЊϠ ЙЎ϶Ϧ ЬмцϜ ХтϼУЮϜ Йв ϣтϸЦϝЛϦЮϜ йϦЦыК

 ЬвЛЮϜ дмжϝЦ аϝЪϲцм сЮϝϲЮϜ ϸЧЛЮϜ ϸмжϠЮ ϣтϼЊϲ

Ϝ дмжϝЦм сжϝжϠЯЮϜ сЯ϶ϜϸЮϜ аϝДжЯЮм сКϝвϦϮъϜ дϝвЎЮ

 Јϝ϶ЮϜ (ϤϜ̭ϜϼϮшϜ Ϟ̵тϦЪ)Ϡ ϣтЛвϮϝжϼϝЪК ϣтϜм ̪

 дв ϝкϼтО дмϸ ЬмцϜ ХтϼУЮϜ дК ϢϼϸϝЊ ϤϜϼЪϺв

.аϝЪϲцϜ 

ϸ- ϣЧЯЛϦвЮϜ аϝлвЮϜ ЙтвϮϠ аϝтЧЮϝϠ сжϝϪЮϜ ХтϼУЮϜ ϸлЛϦт

.иыКϜ ϢϼмЪϺвЮϜ ϣУтДмЮϝϠ ϼІϝϠв ϼтО мϜ ϼІϝϠв ЬЪІϠ 
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Article 3: Salary of the Second Party – 

Transportation Allowance – Overtime hours. 

 

a- The First Party undertakes to pay to the 

Second Party during the period of this Contract 

a monthly gross salary amounting to only 

__________________  in return of the work 

furnished by the Second Party. 

Such salary shall be calculated and paid to the 

Second Party upon submission of a completed 

timesheet and approval of the director of the 

organization on the last business day preceding 

the end of the month.  The Second Party will 

receive payment by the 1st of the following 

month.   

b- The Second Party is granted a transportation 

allowance for every effective working day in 

accordance with Lebanese Laws and 

Regulations. 

c- No overtime pay or comp time in lieu of 

overtime pay is authorized without the prior 

written approval of the president of the 

organization.  

 сжϝϪЮϜ ХтϼУЮϜ ϼϮϒ :ϣϪЮϝϪЮϜ ϢϸϝвЮϜï ЬЧжЮϜ ЬϸϠ- ϤϝКϝЂ

ϣтТϝЎъϜ ЬвЛЮϜ  

 

ϒ- сжϝϪЮϜ ХтϼУЮϜ ЙТϸϠ ϸЧЛЮϜ Ϣϸв ЬмА ЬмцϜ ХтϼУЮϜ ϸлЛϦт

АЧТ НЯϠт рϼлІ ϼϮϒ 

__________________________  ШЮϺ

.сжϝϪЮϜ ХтϼУЮϜ Ϥϝвϸ϶ ̭ϝЧЮ 

 

 ϸЛϠ сжϝϪЮϜ ХтϼУЮϜ пЮϖ ϸϸЂтм ϼϮцϜ ϜϺк ϞЂϦϲт атϸЧϦ

 ϣЧТϜмвм аϝϦЮϜ сжвϾЮϜ ЬмϸϮЮϜϼтϸв ϣтЛвϮЮϜ  амтЮϜ сТ

 ХтϼУЮϜ пЮϜ ϼϮцϜ ϸϸЂт .ϼлІЮϜ ϣтϝлж ЬϠЦ ϼт϶ъϜ ЬвЛЮϜ

сЮϝϦЮϜ ϼлІЮϜ дв ЬмцϜ сТ сжϝϪЮϜ. 

 

Ϟ- ЬЪЮ ЬЧж ЬϸϠ дв сжϝϪЮϜ ХтϼУЮϜ ϸтУϦЂт сЯЛТ ЬвК амт

.ϣтжϝжϠЯЮϜ дтжϜмЧЮϜм аϝЪϲчЮ ̯ϝЧТм 

 

 

Ϭ- ϣтТϝЎъϜ ЬвЛЮϜ ϤϝКϝЂ ̭ϝЧЮ сТϝЎϖ ϼϮϒ ϞϮмϦт ъ

  ϣтА϶м ϣЧϠЂв ϣЧТϜмв дмϸ дв ϣтЎтмЛϦЮϜ ϤϝКϝЂ мϒ

.ϣтЛвϮЮϜ ЀтϚϼ дв 

 

Article 4: Obligations of the Second Party 

The Second Party expressly undertakes: 

a- To work exclusively at the service of the First 

Party. Consequently, the Second Party shall 

refrain from carrying on any job or activity of 

whatever nature for the account of any other 

person or establishment or company during 

the whole period of this Contract. 

b- To keep fully confidential, during the period 

of this Contract and after its termination for 

any reason, any information of whatever 

nature relating to the First Party or to any of its 

сжϝϪЮϜ ХтϼУЮϜ ϤϝвϜϾϦЮϜ :ϣЛϠϜϼЮϜ ϢϸϝвЮϜ 

 ϸлЛϦт:сЮϝϦЮϝϠ сжϝϪЮϜ ХтϼУЮϜ 

ϒ- ЙжϦвт ШЮϺЮ ̯ϝЛϠϦ ̪ЬмцϜ ХтϼУЮϜ ϣвϸ϶Ϡ ̯ϝтϼЊϲ ЬвЛЮϝϠ

 Имж рϜ дв АϝІж мϜ ЬвК рϓϠ аϝтЧЮϜ дК сжϝϪЮϜ ХтϼУЮϜ

 ШЮϺм ϣЪϼІ мϜ ϣЂЂϔв мϜ ϼ϶ϐ Ј϶І рϜ ϞϝЂϲЮ дϝЪ

.ϸЧЛЮϜ ϜϺк Ϣϸв ЬϜмА 

 

Ϟ- ϜϺк Ϣϸв ЬϜмА ̪ϣвϝϦ ϣтϼЂЮϜ пЯК ϣДТϝϲвЮϜ ϞϮмϦт

лϦжϜ ϸЛϠ пϦϲм ϸЧЛЮϜ дК ̪йϚϝ ϝвлв ̪ϤϝвмЯЛвЮϜ дв рϒ

 ̪ϝлϦЛтϠА ϤжϝЪϦϦ̪йϚϝЪϼІ дв рϒ мϒ ЬмцϜ ХтϼУЮϝϠ ХЯЛ 
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partners, and not to publish, notify or disclose 

to anyone or by any means such information. 

c- To keep safely any assets or documents 

belonging to the First Party or to any of its 

managers or employees. 

d- To abide by all instructions and 

recommendations emanating from the 

president of the organization and/or from his 

superiors. 

e- To refer to the President of the organization 

or to his direct superior for any matter relating 

to the duties and powers of the Second Party. 

 

Failure of the Second Party to abide by any of 

the provisions of this Article 4 shall give the 

First Party the right to terminate this Contract 

de jure at the responsibility of the Second Party 

without the need to any legal proceedings or 

prior notice, in accordance with article 74 of 

the Lebanese Labor Law. 

 ϣтϓϠм дϝЪ Ј϶І рц ̭ϝІТъϜ мϜ НтЯϠϦ мϜ ϼІж аϸЛϠм

.ϣЯтЂм 

 

Ϭ- ϝлϦтЪЯв ϸмЛϦ ϤϜϸжϦЂв мϜ ЬϜмвϜ пЯК ϣДТϝϲвЮϜ

.йтвϸ϶ϦЂв мϜ и̭Ϝϼϸв дв рц мϜ ЬмцϜ ХтϼУЯЮ 

 

ϸ-ЮϜм ϤϝвтЯЛϦЮϜ ЙтвϮϠ аϜϾϦЮъϜ дК ϢϼϸϝЊЮϜ ϤϝтЊмϦ

.йжК дтЮмϔЂвЮϜ дК мϜ/м ϣ̵тЛвϮЮϜ ϼтϸв 

 

̮к- йжК ϼІϝϠвЮϜ ЬмϔЂвЮϜ пЮϜ мϜ ЀтϚϼЮϜ пЮϜ ИмϮϼЮϜ

сжϝϪЮϜ ХтϼУЮϜ ϤϝтϲыЊϠм аϝлвϠ ХЯЛϦϦ ϣЮϓЂв ЬЪ сТ. 

  

 ϢϸϝвЮϜ иϺк аϝЪϲϜ дв рц сжϝϪЮϜ ХтϼУЮϜ ϣУЮϝ϶в дϜ4 

 пЯК ̯Ϝ̭ϝжϠ ϸЧЛЮϜ ϜϺк ϵЂТ Хϲ ЬмцϜ ХтϼУЮϜ Ьм϶Ϧ

ЮмϔЂв ϣтϚϝЎЦ ϣЛϮϜϼв рц ϣϮϝϲ дмϸ сжϝϪЮϜ ХтϼУЮϜ ϣт

 ϢϸϝвЮϜ аϝЪϲц ̯ϝЧТм ̪ХϠЂв ϼϜϺжϜ мϜ74  ЬвЛЮϜ дмжϝЦ дв

сжϝжϠЯЮϜ. 

 

Article 5: Duration of this Contract –Trial 

Period - Working Hours – Annual Leave. 

a- This Contract will take effect on ________, 

and shall end on ____________. 

b- This Contract shall not take effect until both 

the First and Second Party have signed. 

The first three (3) months are considered as 

trial period, during which the contract may be 

terminated by either party without prior 

notice. 

c- The normal hours of work are xx hours per 

week. Standard office hours are xx to xx, 

Monday to Friday, including a one-hour lunch 

break. 

 ϸЧЛЮϜ Ϣϸв :ϣЂвϝ϶ЮϜ ϢϸϝвЮϜï  ϼϝϠϦ϶ъϜ Ϣϸв- ϤϝКϝЂ

 ЬвЛЮϜï .ϣтмжЂ ϢϾϝϮϜ 

ϒ- дв Ϝ̯ϼϝϠϦКϜ ϺТϝж ϸЧЛЮϜ ϜϺк дϖ

____________ ϣтϝПЮм________. 

Ϟ-ϜϺк  ϱϠЊт ъ ϸЧЛЮϜрϼϝЂ  Й̵Цмт дϒ ϸЛϠ ̵ъϖ ЬмЛУвЮϜ

 .сжϝϪЮϜм ЬмцϜ дтЧтϼУЮϜ дв ЬЪ 

) ϣϪыϪ Ьмϒ ϸЛϦ3 ϾмϮт ̪ϣтϠтϼϮϦ ϢϼϦТ ск ϼлІϒ (

 ϼϜϺжϖ дмϸ дв ϸЧЛЮϜ ϵЂТ дтЧтϼУЮϜ дв ̵рц ϝлЮы϶

.ХϠЂв 

 Ϭ-ск ϣтϸϝЛЮϜ ЬвЛЮϜ ϤϝКϝЂxx ИмϠЂцϜ сТ ϣКϝЂ. 

 ϼϝтЛвск ЬвЛЮϜ ϤϝКϝЂ xx  пϦϲxx пЮϜ дтжϪшϜ дв ̪

ϣКϝЂ ϢϸвЮ ̭ϜϸПЮϜ ϣϲϜϼϦЂϜ ϝлЯЯ϶Ϧт ̪ϣЛвϮЮϜ.  
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d- The Second Party is entitled to an annual 

leave of  xx (xx) working days. This leave is to 

be taken by mutual agreement and according 

to the First Party’s work requirements.   

e- The Second Party is entitled to other leave 

days in accordance with Lebanese law. 

ϸ- дв РЮϓϦϦ ϣтмжЂ ϢϾϝϮϖ дв сжϝϪЮϜ ХтϼУЮϜ ϸтУϦЂтxx  

)xxϔϦ .ЬвК амт (Ϻ϶  ХтϼУЮϜ Йв ФϝУϦъϝϠ ϢϾϝϮшϜ иϺк

.йЯвК ϼтЂ дЂϲ Йв ̳ϝтІϝвϦм ЬмцϜ 

 ̮к-ϤϜϾϝϮϖ пЯК ЬмЊϲЮϜ сжϝϪЮϜ ХтϼУЯЮ Хϲт  оϼ϶ϒ

.ϣтжϝжϠЯЮϜ дтжϜмЧЯЮ ̯ϝЧТм 

Article 6: Social Security  

a- The First Party undertakes to register the 

Second Party at the Social Security Fund and to 

pay the subscriptions due for the latter.  

ϣЂϸϝЂЮϜ ϢϸϝвЮϜсКϝвϦϮъϜ дϝвЎ :  

ϒ- сТ сжϝϪЮϜ ХтϼУЮϜ ЬтϮЂϦϠ ЬмцϜ ХтϼУЮϜ ϸлЛϦт

 сКϝвϦϮъϜ дϝвЎЮϜ ФмϸжЊϤϝЪϜϼϦІъϜ ϸтϸЂϦм 

.йжК ϣϠϮмϦвЮϜ 

Article 7: Taxes  -  Social Security 

Contributions 

a- The First Party shall deduct from the salary 

mentioned in article 3 of this Contract all taxes 

and duties that may be due on the Second 

Party’s income according to any applicable 

laws. 

b- In the same respect, the First Party shall 

deduct from the above mentioned salary the 

portion of the Social Security’s contributions 

that are borne by the Second Party by virtue of 

any applicable laws. 

 :ϣЛϠϝЂЮϜ ϢϸϝвЮϜ ϞϚϜϼЎЮϜï дϝвЎЮϜ ϤϝЪϜϼϦІϜ 

 

ϒ- ϢϸϝвЮϜ сТ ϸϸϲвЮϜ ϼϮцϜ дв ЬмцϜ ХтϼУЮϜ ЙАϦЧт

 ϣϠϦϼϦвЮϜ амЂϼЮϜм ϞϚϜϼЎЮϜ ЙтвϮ ϸЧЛЮϜ ϜϺк дв ϣϪЮϝϪЮϜ

 ϣтКϼвЮϜ дтжϜмЧЮϝϠ ̯ывК сжϝϪЮϜ ХтϼУЮϜ Ь϶ϸ пЯК

.̭ϜϼϮшϜ 

Ϟ-ϝвЪ  иыКϒ дтϠвЮϜ ϼϮцϜ дв ЬмцϜ ХтϼУЮϜ ЙАϦЧт

 сКϝвϦϮъϜ дϝвЎЯЮ сжАмЮϜ ФмϸжЊЮϜ ϤϝЪϜϼϦІϜ ϣϠЂж

 дтжϜмЧЮϝϠ ̯ывК ϝлЯвϲϦт дϒ сжϝϪЮϜ РϼАЯЮ ϸмЛт сϦЮϜ

.̭ϜϼϮъϜ ϣтКϼвЮϜ 

 

Article 8: Election of domicile - Notifications 

a- For the purpose of any notification relating 

to this contract, the parties have elected 

domicile at the address mentioned next to 

their respective names. 

b- All notifications shall be in writing and shall 

be effective from the date of reception or of 

the refusal of the same. 

c- Any change of domicile by any party shall be 

effective only when notified previously in 

writing to the other party. 

 ϣвϝЦϜ Ьϲв Ϻϝ϶ϦϜ :ϣжвϝϪЮϜ ϢϸϝвЮϜï ϤϝПтЯϠϦЮϜ 

ϒ- ϼϝϦ϶т ̪ϸЧЛЮϜ ϜϺлϠ ХЯЛϦт ϼϝЛІϖ мϒ НтЯϠϦ рϒ ̭ϜϼϮш

аЂϖ ϞжϝϮ пЮϜ ϬϼϸвЮϜ ϣвϝЦшϜ Ьϲв дϝЧтϼУЮϜ .ϝвлжв ЬЪ 

 

Ϟ- дмЪт дϒ ϞϮтНтЯϠϦЮϜ  ϵтϼϝϦ дв рϼЂтм ̯ϝтА϶

 мϒ йвЯЂϦИϝжϦвъϜ .йвЯЂϦ дК 

 

Ϭ- ХтϼУЮϜ МыϠϖ йтЯК ̪йϦвϝЦϖ Ьϲв дтЧтϼУЮϜ ϸϲϒ ϼ̵тО ϜϺϖ

 ϢϼмЊϠм ̯ϝтА϶ ϼ϶фϜ.ϣЧϠЂв 



Approved Version1.1 

Article 9:  Applicable laws – Competent 

Courts 

a- This Contract shall be governed by the 

Lebanese laws and especially the Labor Law 

and the Social Security Law. 

b- Any dispute, disagreement, controversy, or 

claim arising out of or in connection with this 

Agreement (or the breach thereof) which, after 

discussion, cannot be settled by the parties, 

shall be determined in arbitration in Lebanon 

before the Labor Arbitration Board.  The award 

rendered in such a proceeding shall be final and 

binding on the parties.  

c- Akkarouna agrees to indemnify the Second 

Party against any unforeseen acts that may 

occur on its behalf in connection with services 

performed pursuant to this agreement.  

However, Akkarouna shall not be held liable for 

any losses, damages, liabilities and expenses 

that arise solely and directly from the 

negligence or legal wrongdoing of the Second 

Party. 

 аЪϝϲвЮϜм йЧтϠАϦ ϞϮϜмЮϜ дмжϝЧЮϜ :ϣЛЂϝϦЮϜ ϢϸϝвЮϜ

ϣЊϦ϶вЮϜ 

ϒ- дмжϝЦ ϝвтЂ ъ ϣтжϝжϠЯЮϜ дтжϜмЧЯЮ ϸЧЛЮϜ ϜϺк ЙЎ϶т

.сКϝвϦϮъϜ дϝвЎЮϜ дмжϝЦм ЬвЛЮϜ 

 

Ϟ- ϓІжϦ ϸЦ сϦЮϜ ϤϝКϜϾжЮϜ дϖ мϒ ϸЧЛЮϜ ϜϺк дК

 ЬЊмϦт аЮ рϺЮϜм ̪ϸЧЛЮϜ Ьы϶ϖ мϒ ϸЧЛЮϜ ϜϺк ЈмЊ϶Ϡ

 ϣтϲыЊ дв дмЪϦ ̪ϣІЦϝжвЮϜ ϸЛϠ йЯϲ пЮϖ дтЧтϼУЮϜ

 атЪϲϦЮϜ ϣϮтϦж дϖ .дϝжϠЮ сТ свтЪϲϦЮϜ ЬвЛЮϜ ЀЯϮв

.дтЧтϼУЮϜ пЯК ϣвϾЯвм ϣтϚϝлж дмЪϦ 

 

Ϭ- ϸлЛϦϦ ϣтЛвϮϝжϼϝЪК  Ьϝϲ сТ сжϝϪЮϜ ХтϼУЮϜ дϝвЎ

Ϧв ϼтО ϼмвϓϠ аϝтЧЮϜ ̯ϝЧТм ϣвϸЧвЮϜ Ϥϝвϸ϶ЮϜ ϞϠЂϠ ϣЛЦм

 ЬвϲϦϦ ъм .ϸЧЛЮϜ ϜϺлЮ ϣтЛвϮЮϜ рц ϣтжмжϝЧЮϜ ϣтЮмϔЂвЮϜ

 мϒ Ьϝвкϖ дК ϢϼІϝϠв ϓІжϦ ϤϝЧУжм ϤϝтЮмϔЂвм ϼϚϝЂ϶

жмжϝЦ ϤϝУЮϝ϶в.̯ϝтϼЊϲ сжϝϪЮϜ ХтϼУЮϜ ЬϠЦ дв ϣт 

Article 10 – Copies 

This Contract has been drawn into two original 

copies, the first copy kept with the First Party. 

The second copy has been handed over to the 

Second Party. 

ϵЂжЮϜ :ϢϼІϝЛЮϜ ϢϸϝвЮϜ 

 ХтϼУЮϜ Йв ϤДУϲ ̪ϢϸϲϜм дтϦ϶Ђж пЯК ϸЧЛЮϜ ϜϺк ϼϼϲ

.ЬмцϜ 

.сжϝϪЮϜ РϼАЯЮ ϣтжϝϪЮϜ ϣ϶ЂжЮϜ ϤтАКϒ 

 

Akkarouna  

  ϣтЛвϮϝжϼϝЪК 

First Party                                                ЬмцϜ ХтϼУЮϜ  

  

Second Party сжϝϪЮϜ ХтϼУЮϜ                                     

 

Date ϵтϼϝϦЮϜ                                                        

 

 

 

Date  ϵтϼϝϦЮϜ                                                       
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Annex 1 | Scope of Work 

Define scope of work for the prospective employee 
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Travel Authorization Request 

 

 

Name of requester:  

Traveler (s):  

Date of travel:  

Duration of travel: From:                                    To:    

Destination/itinerary:  

Reason for travel:  

 
Type of transportation: 

 

 Akkarouna car  Personal car 

    

 Taxi  Other 

 

     

Lodging required  Yes  No 

  

Approval 

Direct supervisor:  

Approved: Date: 

Disapproved: Date: 

Reason for disapproval:  
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In case an advance is required, complete the form below: 

ADVANCE CALCULATION: 

PER DIEM (Local Currency): 

LOCATION Number 

of 

Travelers 

DAYS RATE TOTAL  

 ESTIMATED 

APPROVED 

(80%) 

      

      

      

TOTAL   

 

LODGING (Local Currency): 

LOCATION Number 

of 

Travelers 

NIGHTS RATE TOTAL  

ESTIMATED 

APPROVED  

(80%) 

      

      

      

TOTAL   

 

OTHER EXPENSES (Local Currency): 

ITEM TOTAL  

 ESTIMATED 

APPROVED  

(80%) 

1. Transportation (Taxi, Fuel, Mileage…)   

2. Other    

TOTAL   
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TOTAL ADVANCE (Local Currency): 

TOTAL ADVANCE 

TOTAL  

 ESTIMATED 

APPROVED  

(80%) 

 

 

LBP  

 

 

LBP  

 

 

Requested by:  

 

Signature:  ………………………………………………………………………… Date:  ………/………/……… 

 

Approved by:  

 

Signature:  ………………………………………………………………………… Date:  ………/………/……… 

 

Authorized by:  

 

Signature:  ………………………………………………………………………… Date:  ………/………/……… 

 

 

 

 

 


