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A. STATUTORY BASIS AND REFERENCES

Article VI of the Constitution lays down the overall policy and procedures in relation to
Personnel. This manual is prepared under the framework of the above article.

B. PERSONNEL COMMITTEE

This Committee is a standing committee of the Executive Committee (Bye-Laws to
the Constitution: On Committees and Commissions, Section 2). It shall consist of
seven members: one Executive Committee member from each of the regions and
one vice-chairperson of the Federation, who will chair the committee. It shall meet
in conjunction with the Executive Committee, but when urgent needs arise, email
consultation and vote shall resolve these.

It shall be responsible for:

1.

Determining the Personnel Policies and office regulations within the Rules laid
down by the Federation.

Reviewing any grievances of the executive staff including executive staff in the
regional offices, with regard to the administration of the WSCF.

Reviewing and determining contracts for executive staff for approval by the
Executive Committee.

Reviewing and recommending salary structure for all staff to the Executive
Committee.

Consider requests made by staff members and/or regional bodies with respect to
professional development and recommend the proportion of the costs which the
Federation should shoulder.

Meeting with the present staff in order to discuss their work with them and
identify possible areas of difficulty or conflict.

C. DEFINITIONS

1.

Co-Secretaries General

Persons, one of whom shall be a woman, appointed by the Executive Committee
and approved by the General Assembly, and having overall executive responsibility
for the Federation. In 2004 the General Assembly decided to appoint one General
Secretary only.

Administrative and Finance Support Staff

Persons appointed by the IRO or regional offices, responsible for administrative
and finance support to the executive staff. They are responsible to the appointing
body.
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3. Regional Executive Staff

Persons appointed by the Executive Committee on recommendation of the
appropriate regional bodies. They are responsible for the implementation of inter-
regional and regional programmes and priorities.

4. Other IRO Executive and project Staff

Persons appointed by the Executive Committee upon recommendation of the Co-
Secretaries General, primarily responsible and authorised for the implementation
of the regional and inter-regional programmes.

5. Interns

Usually a student. Often funded by some type of special grant, student loan,
scholarship, etc. an intern can be appointed by the Executive Committee. The IRO
or the Region can also appoint them, if there is no financial implication for the
Federation/Region.

6. Home Station

The home station shall be determined at the time of appointment with due regard
to the place of residence, family, professional and civic ties, the personal situation
of the staff member concerned and the interests of the Federation. At the request
of the staff member concerned, the home station may be changed during his/her
employment at the discretion of the Personnel Committee.

D. GENERAL PROVISIONS

1. No staff member may undertake activities or commitments which interfere with
the proper performance of or prejudice his/her duties for the Federation.

2. IRO will provide every new member of staff with a copy of the following:

a. Constitution and bye-laws of the Federation;

b. WSCF History Book;

c. Current WSCF Personnel Policy and Procedures, with appendices;
d

Descriptive material on WSCF regional and inter-regional structures, on the role
and functioning of the various organs of the Federation, and on international
and ecumenical relations and partners;

e. Descriptive material on the general programmes, project themes and areas of
interest of the Regional and Inter-Regional Offices;

f. Guidelines on internal and external reporting processes and procedures;

g. The necessary documentation on the financial systems and procedures of the
Federation, including controls and accountability;

h. The job description.

i. Sexual Harassment Policy
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3. Every new member of staff will be given a contract as determined by the
appointing body, specifying the terms and conditions of employment, and review/
termination deadlines. The terms of the contract shall include, but need not be
limited to:

a. the period of appointment;

b. the period of notice required to terminate the appointment and period of
probation, if any;

¢. the basic salary and allowances;

d. the working hours and vacation, if different to those stated in the WSCF
Personnel Policy;

e. the home station;
f. the duty station;

g. thaton taking up the appointment, the staff member agrees to accept the
provisions of the Personnel Policy;

4. The Inter-Regional Office is responsible for the current and archival maintenance of
a file for each staff member, containing relevant personal information.

5. No Co-Secretary General or Regional Executive staff can be appointed after the
age of 45, except under special circumstances, which must be approved by a 2/3
majority of the appropriate appointing body.

6. Co-Secretaries General can serve a maximum of 2 terms and Regional Executive
Staff can serve a maximum of eight years in one role.

7. Office working hours will conform to the conditions prevailing in the country
where the office is located. A full-time position with WSCF is understood as a
minimum of 37.5 hours work per week.

8. Unless rendered impossible by practical circumstances, outgoing and newly
appointed executive staff shall have a one-month overlapping period to ensure a
smooth transition and continuity in the interest of the Federation.

9. Regular meetings of the Co-Secretaries General and all WSCF executive staff
shall take place for mutual leadership training and exchange of information
in conjunction with the Executive Committee meeting and the International
Coordinating Committee meeting of the FIM programme, and the General
Assembly. The responsibility to convene and to prepare the agenda of these
meetings rests with the Co-Secretaries General.

10. a. Upon proposal from the Personnel Committee, the Executive Committee shall
promulgate guidelines for staff performance appraisal and evaluation.

b. Evaluation procedure: The regional executive staff shall be evaluated annually
by the regional bodies in consultation with a member of the personnel
committee. The report of the evaluation will be submitted to the Personnel
Committee.
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E. PASTORAL CARE

The regional committee shall in consultation with the staff member appoint a suitable
person to act in support, advice and encouragement (for example a Senior Friend).

F. APPOINTMENT OF PERSONNEL

1.

Regional Executive Staff are appointed by the Executive Committee upon
recommendation of the respective regional committee. Search committees should
include at least the two regional ExCo representatives (or proxies) and an Officer.
The regional committee shall forward the curriculum vitae of the nominee to

the Inter-Regional Office for circulation to the Executive Committee at least two
months prior to the expected date of employment.

Re-appointment of regional executive staff is reviewed by the Executive
Committee upon recommendation of the respective regional body not less than
six months before the expiration of the term of appointment. The Inter-Regional
Office shall remind regions of the termination dates of regional staff contracts six
months before the dates.

a. Prior to each request for contract renewal, the regional or standing committee
shall submit to the chairperson of the Personnel Committee an evaluation of
regional executive staff, based on guidelines sent by the Personnel Committee.

b. Requests for re-appointment of regional executive staff must be presented to
the Executive Committee together with the region’s last annual evaluation of
these staff.

The Regional Secretaries in consultation with the appropriate regional body
appoint regional administrative staff. The Co-Secretaries General appoint
administrative staff for the Inter-Regional Office. For all staff the probation
period shall be six months. One month’s notice is required for the termination of
employment on either side during the probation period.

The contract for the Co-Secretaries General, other Inter-Regional executive staff,
and the Regional Secretaries shall carry two of the signatures required by the
Constitution in Art 9,3. The contracts for the Inter-Regional administrative staff
carry the signatures of the Co-Secretaries General. The contract for the regional
administrative staff shall carry the signature of the Regional Secretary.

On taking up appointment, staff will be entitled to

a. claim freight charges by sea, surface or air (whichever is the cheapest) up to a
maximum of 2 cubic meters from home station to the work station,

b. a moving-in allowance equal to a month’s salary provided that the staff is
moving from one city to another and

c. airfares of the staff, spouse and children from home station to the work station.
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6. Interim staff in a particular region shall be appointed by the appropriate regional
body which will notify the Co-Secretaries General. The maximum term of
appointment is six months.

G. TERMINATION OF CONTRACTS

1. Termination of inter-regional and regional executive staff appointments is subject
to three months’ notice given either by either the ExCo or the staff concerned.
Termination of other staff appointments is subject to the minimum notice period
provided in the labour law of the country of the office concerned.

2. The notice of three months is not valid for terminations on disciplinary grounds.

3. For Co-Secretaries and inter-regional and regional executive staff who have held
that position at least three years or have completed their contract shall be entitled
to:

a. claim freight charges by sea, surface or air (whichever is the cheapest) up to a
maximum of 3 cubic meters from the work station to the home station,

b. aseverance allowance equal to a month’s salary

c. airfares for the staff, spouse and children from the work station to the home
station.

The Executive Committee may at its discretion pay repatriation costs for staff who
resign before the term of the contract is completed.

4. A severance payment, equivalent to one month’s salary, shall be given to each staff
member upon termination of his/her work with the WSCF, provided that he/she
has worked at least two years with the WSCF.

5. The repatriation entitlement can only be used by the Co-Secretaries and the
regional executive staff for repatriation costs incurred within 6 months of the
expiration of his/her contract.

H. SALARIES, ALLOWANCES AND BENEFITS

1. The base salary of the Co-Secretaries General and of regional executive staff will
be determined and administrated in a manner that considers internal equity,
cost of living, local laws, exchange rates and budgetary provisions. The salary
will be determined at the time of appointment by the Executive Committee (or
by the Personnel Committee acting on behalf of the Executive Committee) in
consultation with the region.

2. Each salary will be reviewed, by the Personnel Committee every two years. Data
obtained from UBS, ILO or other international agencies, documentation provided
by the staff concerned and other relevant matters will be taken into consideration.
Criteria for the salary structure may be changed by the Personnel Committee
on behalf of the Executive Committee, to ensure an open and fair calculation of
salaries for all staff.
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3. In case of relocation of a regional office to another city, the Executive Committee,
on proposal of the Personnel committee, will redefine the new base salary,
taking into consideration the conditions and circumstances of the new location.
The Co-Secretaries General, in consultation with the Honorary Treasurer and
the chairperson of the Personnel Committee, can act on behalf of the Executive
Committee in defining the new base salary, which will have to be ratified at the
following Executive Committee meeting.

4. In case of the relocation of the Inter-Regional Office, the same principle applies
as in paragraph 3. In this case the salary of all staff will of course refer to the new
location of the Federation headquarters

5. The starting salary of the newly appointed staff shall be as mentioned in
paragraph 1.

6. Regional and Inter-Regional Offices shall determine their own salary scale in
consultation with the regional or WSCF treasurer as appropriate for administrative
staff. In principle, the difference between the highest and the lowest base
salary should not exceed 40% unless local circumstances are exceptional. The
appropriate regional or inter-regional body shall be responsible for these salary
figures in the framework of the budget approved by the Executive Committee.

7. Child Allowances: The staff shall be entitled to the following allowances for

children:
1st child 3% of base salary
2nd, 3rd and 4th child 2% of base salary each
subsequent children 0%

This shall be paid until the child reaches the age of 18. Cases of an exceptional
nature may be brought to the Personnel Committee for consideration.

8. Legal Requirements: Each office shall conform to local laws and other legal
provisions on salaries, deductions and allowances, for both executive and support
staff.

9. Provident Fund Provisions: Except where local law requires otherwise, all
staff members shall have 7% of their gross salary deducted to be paid into the
WSCF Provident Fund. The Federation will pay a like sum into the Fund for each
employee. Except where local law requires otherwise, upon leaving the services
of the WSCF, the employee will receive all his/her contributions to the Fund, plus
interest, as well as a percentage of the contributions paid by the Federation, in
accordance with the Rules of the Provident Fund.

10. All staff must have health insurance. For executive staff (see C. Definitions 1. Co-
Secretaries General/ General Secretary and 3. Regional Executive Staff) half of the
premium is paid by the staff themselves and half by the WSCF. In the event that
an employee’s legally recognised spouse is unemployed and then WSCF also pays

WSCF PERSONNEL POLICY AND PROCEDURES PAGE 7/14



half for that person, and also pays half for any child. The percentage of the staff
salary that goes into the premium should be the same for all staff. The Executive
Committee and Standing/Regional Committees must facilitate the procuring of
health insurance for all staff. All staff shall look for appropriate health insurance
systems in their duty-station.

11. Accident Insurance: All staff are covered by a group accident insurance scheme,
without charge to staff members. Dependants are not covered. Details will be
provided to the staff member.

12. A staff member required to travel to high-risk zones will have special insurance
coverage provided by the WSCF. A staff member may decline to travel in high-risk
zones.

13. Travel Insurance: The cost of travel insurance for staff undertaking travel as part of
their work will be covered by the Federation.

14. Child Care: Childcare shall be provided in Executive Committee meetings for
children up to the age of two. The request for childcare should be sent to the Inter-
Regional Office three months in advance of the dates of the Executive Committee.
For children over the age of two, and up to the age of five, childcare facilities will
be provided at the meeting or conference site if parents provide the ticket for the
child. If parents cannot purchase a ticket from their own pocket, then WSCF will
pay for childcare facilities in their home community.

Special Cases: Exceptional cases will be handled by the Co-Secretaries General
if the Inter-Regional Office and the regional offices are notified three months in
advance.

|. LEAVE OF ABSENCE

1. All staff shall be entitled to 24 working days on full salary and allowances, on the
basis of 2 days per month. Statutory holidays of the duty station shall be observed
in addition. Annual leave may be taken in units of days or half days up to a
maximum of six weeks. Unused leave days may be carried over into the new year
but must be taken before 31st March of the new leave period.

The period between Christmas and the New Year will be in addition, but these
days may not be carried over in the case of absence for whatever reason.

Annual leave is calculated on a calendar year basis. Employees joining the staff
during the year are entitled in the first year to leave proportionate to the period
of service in that year. Leave in excess of the number of days already accrued shall
not normally be granted until the staff has completed a period of three months’
service from the date of his/her appointment.
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Staff may carry over from one calendar year to another a maximum of 15 days
leave. The timing of staff holidays should be worked out among the staff. The
timing of annual leave shall be arranged in relation to the requirements of

the work of the WSCEF, cleared with a collective decision. In case of insoluble
disagreement, the person(s) heading the respective office is/are required to make
the final decision.

2. Sick Leave: In case of sickness, the Co-Secretaries General or Regional Secretary
shall be notified immediately. Sick leave on full pay and allowances shall be
granted when necessary according to the normal practice in the country in which
the office is situated:

GUIDELINES:
1st year 3 weeks
2nd year 1 month

3rd and 4th years 2 months
subsequent years 3 months

Absence due to sickness in any year in excess of the above maximum will be
treated as sick leave without pay, unless the staff member chooses to use annual
leave, subject to any overriding provision in the contractual health insurance

policy.

3. Extended Travel Leave: Leave may be taken after travel lasting 15 days or more.
The additional leave shall not exceed the number of Saturdays and Sundays
worked during the trip and not already compensated for by other days off during
the trip. This leave shall be taken within 30 days after return.

4. Overtime: Overtime of administrative staff should be compensated by equivalent
hours in a less busy time in consultation with the Executive Staff. This should not
exceed a week within a quarter, with no carry-over.

5. Relationship recognition leave: 5 working days of leave are granted around
marriage or legal civil relationship recognition ceremony of the staff member.

6. Maternity/Paternity Leave: A female staff member is entitled to sixteen weeks’
paid maternity leave. A male staff member is entitled to four weeks with pay for
childbirth by his spouse. Part of these allowances may be taken before the birth of
the child and part thereafter, according to circumstances determined by the staff
member. These arrangements should be made in advance with the head of the
staff member’s office.

7. Compassionate Leave: To enable a staff member to attend to an unforeseen
family or personal obligation on compassionate grounds up to a maximum 5 work
days in a year may be granted. Compassionate leave will be granted, upon request
by a staff member, by the Co-Gen Secretaries in the case of Regional Executive
Staff and IRO staff and by the Regional Executive Staff in the case of Regional
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administrative staff. Granting of leave to Co-Gen Secretaries will be vested with the
Chair of the Personnel Committee who will inform the officers.

8. Leave Without Pay: Leave without pay in excess of normal leave shall be granted
only in exceptional circumstances and only after the approval of the Co-Secretaries
General or Regional Secretary, and in the case of Executive Staff only after
consultation with the Co-Secretaries General and Chairperson.

9. Home Leave: If during the second term of a Regional Secretary, the staff member
has been reappointed and is willing to serve for at least another term in the WSCF,
in whatever capacity, staff members are entitled to have travel expenses for leave
paid for themselves and their families. This applies equally to travel expenses for
home leave of unmarried staff. The Co-Secretaries General are entitled to home
leave during their second term, upon their reappointment by the Executive
Committee.

The expenses of travel for home leave shall be a reasonable balance of comfort
and cost.

Five additional working days of leave shall be granted to the employee at the time
of taking home leave.

10. Wellness Leave: All staff are entitled to a maximum of 2 days of wellness leave per
calendar year, taken in consultation with their colleagues.

11. Record of leave: Executive staff will fill in the record of leave template provided by
the IRO and send this every month to the IRO to update their personnel file.

Personnel Policy revised by Personnel Committee Porto Alegre, Brazil, February 2006
Approved by ExCo by email March 2006

Revised by ExCo, Alexandria, June 2007

Revised by ExCo by email May 2008
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APPENDICES

APPENDIX I.
Regional Secretary Job Description

A WSCF Regional Secretary is responsible to co-ordinate, manage, support, organise
and expand the WSCF activities in their region according to the WSCF Constitution
and WSCF Executive Committee. They are to act on recommendations of Regional
Assemblies and Committees, respecting local laws.

Responsibilities

ORGANISATION S/HE IS RESPONSIBLE:

To the Executive Committee and the Regional Committee for the interpretation of
WSCF’s vision in the general management, administration and supervision of the
staff in the regional offices in order to ensure a consistently high standard of work,

To co-ordinate and oversee the work of the member movements in the region
assisting in the implementation of national and local activities, exploring
possibilities and supporting movement activities as possible,

For organising the regular regional meetings as set out in the regional bye-laws

To organise regional study sessions, seminars, conferences and workshops (at least
3-5 a year) where possible, including project conceptualisation, development,
fundraising, project implementation and follow-up,

To work bi-laterally with the Inter-Regional Office, the national movements of the
region and other regional offices,

To report the work of the region to the IRO, the Executive Committee and to partner
organisations,

To search for new partners.

PROJECT PLANNING S/HE IS RESPONSIBLE:

For the planning, co-ordination and implementation of regional programmes and
projects based on the mandate and general policy guidelines formulated by the
General Assembly, Executive Committee and Regional Committee,

For the preparation of project proposals, budgets, financial plans, project reports,
financial reports and any other regional reports.
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PERSONNEL S/HE IS RESPONSIBLE:

For the pastoral care of the SCMs,

To work with employees, interns and volunteers in the region, which includes caring
for, supporting and encouraging personal professional development of the staff,
For hiring, managing and dismissing regional office support staff,

To organise training courses for personnel in the region,

To organise regular meetings for the office and personnel,

For conflict resolution between regional office staff members,

To ensure a smooth and orderly handover to the next regional secretary at the end
of her/his term.

ADMINISTRATION AND FINANCES S/HE IS RESPONSIBLE:

For reporting on regional administration and finances to the Inter-Regional Office,
Executive Committee, Regional Committee,

To prepare financial plans, budgets and actual expenditure reports,

For fundraising and contacts with donors,

For organising auditing of regional accounts,

To report immediately to the IRO and Regional Committee out-of-line situations,
To keep updated files of all regional activities,

To keep updated administrative and financial records.

COMMUNICATION S/HE IS RESPONSIBLE:

To relay information from the Inter-Regional Office to the national movements in
the region,

To participate in the Executive Committee and the Inter-Regional Programmes,
To facilitate communication between national movements, regional committees,
Executive Committee, Inter-Regional Office and other regional offices,

To relay information between youth movements and non governmental
organisations within the region,

To keep in touch with church executive bodies in the region in order to facilitate
and articulate WSCF’s work,

For making, building and maintaining new contacts within the region,

To articulate the WSCF vision to outside partners,

To communicate and co-operate with regional ecumenical institutions,

To communicate and co-operate with other student organisations,

To participate in local governmental and non-governmental functions, conferences
or seminars,

To encourage ecumenical and inter-faith dialogue,

To communicate with Senior Friends in the region,

To communicate with the Trustees of the Centennial Fund in the region so as to
facilitate accountability.

Approved and appended to the Personnel Policy by ExCo, Johannesburg, February 2002
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APPENDIX 1.
Co-Secretary General Job Description

The WSCF Constitution provides for two Co-Secretaries General to share overall
executive responsibility for the Federation and to co-ordinate its work at the global
level. However, current financial limitations require to leave one of these posts
vacant, meaning that the Executive Committee appointed only one Co-Secretary
General in August 2004.

The Co Secretary-General is accountable both to the Executive Committee and the
General Assembly and is mainly responsible for the implementation of decisions made
by both bodies. The tasks and responsibilities of the position include:

Enabling movement building at the national level through visits, correspondence
and various forms of communication as well as the implementation of projects
aimed at addressing specific needs related to the consolidation of national
movements;

Conceptualisation and implementation of international programmes as mandated
by the General Assembly;

Organisation of the General Assembly, Executive Committee and other statutory
meetings as well as executive staff meetings;

Fundraising for WSCF programmes and the general budget as well as initiate
thinking and conceptualisation of fundraising strategies with regional executive
staff;

Financial and general administration of the inter-regional office;

Financial and general administration of the Ecumenical Assistance Programme (EAP)
and the Centennial Fund;

Interpretation of the Federation’s work and vision to churches, ecumenical bodies
and fraternal organisations;

Stimulate and facilitate the articulation of a global analysis and theology as well as
the development of new strategies aimed at making the Federation’s work more
effective and relevant at national, regional and global levels.

Revised by ExCo, Alexandria June 2007

WSCF PERSONNEL POLICY AND PROCEDURES pace 13714



APPENDIX III.
Evaluation Guidelines

PROGRAMME PLANNING and MANAGEMENT

Planning and implementation of programmes
Initiative and creativity

Connection to students and academic realities
Interpretation of WSCF vision

Relations with movements and senior friends
Gender and ecumenical considerations

. COMMUNICATIONS and NETWORKING

Communication skills and facilitation
Initiative and creativity

Relations with ecumenical bodies
Networking

Intra-office relations

FINANCES

Financial management
Fundraising

Initiative and creativity
Interpretation of WSCF vision
Prioritisation of programmes

ADMINISTRATION

Initiative and creativity
Fundraising
Delegation of tasks
Prioritisation of tasks

PROFESSIONAL DEVELOPMENT

Developing skills necessary for the Federation

VI. UNDERSTANDING and ARTICULATION of WSCF VISION

Initiative and creativity

Connection to students and academic realities
Interpretation of the WSCF vision

Connection with churches

Gender and ecumenical considerations
Movement building

Approved by ExCo, Alexandria, June 2007
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