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| confirm and certify that the information given above is true, correct and complete to the best of my
knowledge and belief. I accept responsibility for any misstatement that may be subsequently discovered.
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Candidate’s

Date ©9- o?--)_:)')_c/ Full

Signature
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[Field Joining Form - Jan 2020]

CHIP TRAINING & CONSULTING

JOINING REPORT BY A NEW EMPLOYEE

Name of the Employee

M l/‘ammac! Zoin ¢ ( AA e(L'n,,

Position appointed to

fleld focilitatod

Department and/or ‘ ' .
Lo HR Depattment  Kemafy Disthict
appointment

CNICH b240l-3930585¢ -7

CNIC Expiry Date 20-03-2029

Date of Joining 19t JU L}// 200Y

Date and Ref. No. of
appointment letter

v
13-07-24 12393

Supervisors Comments
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ond Wil Wov K ow  Eyee\ U wil\
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¢ Suecess)
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Supervisors Signature
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CTU emplovess arg obligad to ervate and maintam an enviemnent which presents sesnnl
explomaton, abese and hamsanent amd peometes the implementation ol it code of comduet
Seme management amd managens ot all levels have collevtive respuonsibilities by sppont and
devehop aviems w el mastam s cnvnenintem

£ Al car¥ pemiers are eapoctadd 1o act with empathy, toloranee, sensitivily wind vl pespedt
for diversing, They have the ebligation to ensaine that they do not engage i, condone, o tolerite
Sehavzor, which would aesstitute diserimination, haracment, sexial haenssient, of abuse ol
authonnh

CTC shall prevent SEAN and haracament mendents though mplementation ol this palicy 1o

s

saforuand 7ts stafl and stalcholders

Reporting process for CTC Employees

Ll Immediate supervisor or Manager: Employees who believes that they have been stibjected
1o amy form of diserimination o harasment or who witnesses others being subyjected o sich
harmssment or drerimination are encouraged to fiest approach to their immedinte superyisor
This 2allows for 2 Jireet and immediate resolution with in the work unit

32.CTC Management: if emplovee is uncomfortable reporting the incident to their SUperyisor,
they have the option to approach any member of CTC management. This ensures employees
hanve multiple avenues to seek assistanes or file a complamt

23 HR Director: emplosees also have the option to report incident directly o the TIR Director.
This step may be appropriate if the employees teel that their immediate supervisor or manager
is imohad in the harsssment or 1f they prefer to involve HR from the putset.

£.4.CTC Disciplinary and Complaint Management: another option available to cmployees is to
report incident through various channels, including email, phone call, hotline or, through
cliemss Staff working on disciplinany and mvestigation functions specializes in handling and
imastigating complaints related to harassment and discrimination. They guide employees
throuch the reporting provess and ensures a thorough investigation takes place.

Confidentialinn and Secreey: the mater is treatad with confidentiality, meaning that the

information shared during the investigation s kept private and disclosed only W those directly

imvolved in the imvestization provess. This approach helps protect the privaey and well-being of all
partics imohed

Remeadial Actions: upon completing the investigation, focal person of harassment in consultation

with the relevant cakeholders, may determine appropriate remedial action. These actions can

include vanous measures such as counselling, traming, intervention, mediation, or disciplinary
action. The severity of the action taken may depend upon the seriousmess of the oflence.

False Accusation or Good Faith complaint. it is crucial to recognize that complaints made in
cood f2ith. 2ven if found to be unsubstantiated. This ensutes that employees feel encournged and

)

come formasd without fear of retaliation to register complaint, as long as their complaints are

genuine and without any malicious mtent

Bl -

Penalties for SEAH
he consequensss for emplosees found puilny of sevual harassment (excluding sexual assault, for

which they will be dismissed) are as follone
.

(% CamScanner
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‘ Annex-2
CTC PRSEAH Acknowledgement Form
Name of employee /consultant/ Vendor: Muhomma 8 Zovin- U['A‘:QC("“
Position: F:C (d Fo el iakol
Department: HR De Pa vt Menf

I have received, read and I fully understand the CTC PRSEAH policy included in the CTC ESR
manual.

1 understand its contents and agree to comply with the guidelines set out in the subject policy and
understand that failure to comply may result in disciplinary or legal action(s).

Date: '9 -0 7" 2.4 Signature: ‘@4(

)]

Please sign and return to HR Team. This document will be filed in the employee’s personal file.

(%3 CamScanner
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. Demotion.

b Writen warning.

¢ Suspension

d  Negative performance review

¢ Denial of promotion and/or salary increases for one year,
I Dismissal for repeat offence

1. Investigation Mechanism for SEAT Complaints

11

10.1. Complainant Submission: Complamant ¢an subiit their complant vis email or phone
providing their name, designation, and work location. This enables complaint vfficer 10 contacl
and proceed with the matter.

10.2. Initial Assessment: The Disciplinary and complaint management Associate will review the
case to determines if the complaints fall under the purview of sexual harassment. This
assessment should ideally be completed within two days from the receipt of complaint, I the
CMA determines that the allegation constitutes an act of harassment, the case is forwarded 1o
the complaint committee for further investigation.

10.3. Investigation and Reporting: the complaint committee is responsible for conducting a
timely investigation into the complaint. They should submit a written repart with their findings
and recommendation to the HR Head and the relevant client focal person with in 10 days from
the receipt of the complaint. The HR Head then ensures appropriate corrective action is taken
based on the recommendation provided by the committee.

10.4. Corrective Action: the corrective actions may vary depending on the specific circumstances
of the case. This may include:

a. Formal apology

b. Counselling

c.  Written warning

d.  Transfer of position

¢.  Suspension and termination

10.5. False complaint: if the complaint is found to be fnlse. appropriate action may be taken against
the complaimant by the management. adhering to due process,

Inquiry Commitice

11.1. Investigation and Adjudication: The inquiry commitiee is responsible for thoroughly
investigation and making decisions on complaint received related to the violation of the palicy,
[heir role involves gathering relevant information, interviewing involved parties, examining
evidences. and reaching a conclusion based on the investigation®s findings.

11.2. Committee Composition: the commitlee consist of 3 10 5 members with at least one member
being female and the other member from senior management cither from the Head oftice or
Regional office,

11.3. Desired qualities: Committee members are chosen for their principled, fair, credible and their
gender-sensitive charactenistics. They are expected to demonstrate strong personal integrity,
making decisions based on facts without any pressure from colleagues, fnends, or seniors and
should have no conflict of interest concemning the specilic case they handle

(%3 CamScanner
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114, Training and Support: CTC provides training to the inquiry committee mcmhcrs.on
investigation techniques and the prohibited acts outline in the policy. Additionally, CO‘“"‘}“"‘
Management Associate role is to assist the committee, it includes organizing the meeting,
serving as a liaison between inquiry committee and involved parties, maintaining records and
updating a database to track complaint processing.

12, External Victims/Harassers

1. Il any person outside CTC is believed to be the victim of sexual abuse and exploitation or
harassment, the victim will be guided and referred to the concerned department for dealing

with the matter,

2. Ifany person outside CTC is believed to be the harasser, CTC will take up the case and will
report it to the concerned department/organization.

13. Review Process

This policy will be reviewed every year by the HR Team in consultation with the Managing Director
and the directors of the concerned departments, unless an earlier need is identified by Management,
or HR.

[ﬁg/
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L

submission to such conduct is made cither explicitly or implicitly
submission 1o of rejection of such conduct by an individual is used as the basis for employment

decisrons affecting the target individual
such conduct has the purpose or eficet of unreasemably interfering with oo individual's work

performance or creating an intimidating, hostile or offensive working environment

The attempts of SEA and SH include but are not limited to:

n
0

1

I

fy

Phy sical approaches or physical confact of sexual nature
Gieneralized pender-based remarks and comments targeted at ehiciting any Lind of response

from any particular person (s from amongst the target audience.
Unwanted physical contact such as intentional touching, grabbing, pinching. brushing apamst

anather's body or impeding or blocking movement.

- Verbal or written sexually suggestive or obscenc comments, jokes or propositions including

letiers, notes, e-mail, invitations, of inappropriate comments about a person’s clothing, mannery,

pestures, pait, smile or laughter.
Visual contact. such as ogling, leering or staring at another's body, gesturing, displaying
sexually suppestive objects, cartoons, posters, magazines or pictures of scantily chid

individuals

. Explicit or implicit suggestions of sex by a supervisor or manager in return for o fvorable

employment action such as hiring. compensation, promotion, or retention.

. Invitation for meeting to inappropriate locations.
. Suggesting or implving that failure to accept a request for a date or sex would result in an

adverse employment consequence with respect to any employment practice such as

performance evaluations or promotional opportunity,
Continue to engage in certain behaviors of a sexual nature afler an objection has been raised by

the target of such mappropriate behavior,

Core Principals Relatine to Sexual Exploitation and Abuse and Sexual Harassment ot
I g n

Warkplace

CTC will pot tolerate acts of its employees and or anyone working for and under any form of
contract with company that results in the sexual exploitation or abuse of child or adult, helps
facilitate SEAH or where allegations of SEAH are ignored.

Sexual exploitation and abuse by CTC employees constitute acts of gross misconduct and are
therefore grounds for disciplinary actions including termination of employment contract,
Sexual activity with children (persons under age of |8) is prohibited regardless of the age of
majority or age of consent focally. Mistaken belief regarding the age of child is not a defense,
Exchange of money, employment, goods or services for sex, including sexual favors or other
forms of humiliating, degrading or exploitative behavior is prohibited.

Anyv sesual relationship between CTC employees and anyone working in connection to C1¢
i.c third parry staff, contractors, vendors, consultants, that involves improper use of position
and conduct is prohibited. Such relationships undermine the eredibility and integrity of CIC
employ ces.

If a CTC employee develops concerns or suspicions regarding sexual abuse or explontation or
harassment by a fellow employee, whether in the CTC or other organization. he or she shall

report it as per prescnbed reporting mechanism

(% CamScanner
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TRAINING &
COHSULTING

PREVENTION AND REPORPING O RESUAL
EXPLOTEATEHON, ABUSE AND HARASSMEN D ('HUBEAL
roLIcy
CHIP Training & Consulting I'vi Ll

Lo Palicy Bricland Purpose

PRSEAN policy nims o safegund vinployees of all sexes wnd peadir sdentition B nvsaiiled
sexual advances (sexunl exploitntion & abwse woed bgasaiwnt) and grovise fiei o anls il
conducive working environment. It provides guidanes to epan) gl or sivgsected eidepila ol
iy type of unwanted sexual advinees nnd also exploing hoss C 10 wliiess il e ceanplainta
und take actions against ollenders

CTC has zero tolerance for any 1ype of Sexual Exploiation wad Alwe (50480 sl Sesnal
Harassment (S workploce, Additionnly, CTC will ot telorute Bosonl ) |II|H”1I|I-H| il Abiia
(SEATD nnd Sexual Flarassment (ST of any nabre frop antsbde the compaiy eiilicn e s
stakeholders or vendors, CTC employees hive an obligntbon touplodid bl stadards of perzonnl
and professional conduct and muwat not misise thede position and aothionty o eapiloit otlivis

2, Seope

This policy applies to all employees of € TC or anyone working for atal vineder any feein ol comtiet
with company including interns, customers, contractors wid consilinila The pedicy bs applicabils
regardless of the locntion of the individual.

3. Policy Statement
Sexual Exploitation Abuse and Harassment- (SEAH) definitions

I, SL: Sexual Explostation is delined as an attempted or actusl misose of autliorty over a
vulnerable position having poswer ditferentials ar trust, for sexnal paeposes, nchliog. bt gt
limited to, proposing monetary benelits, social or political inceatives in the fovm of the sewial
exploitation of another.

2. SA: Sexual Abuse is defined as the actal or threatened pliysical inteusion of w sexial natugy,
whether by force or under unequal or coercive conditions

3. S Sexunl Harassment is any unwelcome sexual advance, request Tor sexual favanr, verbal or
physical conduct or pesture of sexual nature, or any other biehaviour of o seaual nuture tha
might reasonably be expected or be perceived o cause afllense or lmillation, when wach
conduct interferes with work, 15 made a condibon of emplayment or crentes an intimidating
hostile or offensive work environment. Sexual harassment may occur in the wortkpilace o In
connection with work. While typically involving o pattern of conduct, sexual harassnent may
take the form of a single incident o serics ol ncidents, Sexuanl hinrasument miy be delibiepate,
unsolicited and coercive. Both male and female collzagues can either b the wictimy nr
offenders, Seaual harassment muy also occur outside the sworkplace and/or within working
hours ar even after workmg hours

4. “Sexual Harassment is unwelcome sexual advances, regquests for sexual Tavers, and ethier verbal
or physical conduct of 2 sexunl rature when:

(% CamScanner
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Disclosure of Relationship / Kinship Form
(To be filled by Emploves)

I gqin_t_ff_ﬂb?d-'n . S/D/W ol M-‘Jkumm_o’__lqi‘rﬁ'agu?, holding  CENIC:

Y240/- 39305569 designated as Freld Facilitatol (city/ district & Province)

_.ECIS_{;_.‘{E_@QU Tl'ndfh_ffﬂ‘.ﬂcﬁfw“h CHIP Training & Consulting (Pvr) Ltd (CTC),
do hereby declare as: .

1. That none of my blood/close relations which may include inter alia parents, brother, sister,
husband, wife, spouse, children, maternal and paternal uncle, aunt, niece, nephew,
{ather/ mother /sister-in-law or any other relationship which could come under the standard

definition of “blood/close relations” 1s employed at CTC/Client's office

|3

That, | shall be bound to declare - 1.,l|n_1rinzﬂrI my course of Lgmp]g}‘m{'l'lt - if any of my above
mentioned relationship is appointed at CTC/Client's office.
3. The following blood/close relation {as mentioned in the Article - 01 above) is employed in

By §

Sr.No Name Designatinn Organization | Dist/Province Relation

P e
= ~~

Declaration: [ do hereby solemnly affirm and declare that the information provided above is
true, correct and nothing has been concealed therein.

Signalure ﬁ‘

(%3 CamScanner
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[CTC-HREOPS-Contracling=T=2.2- - (M)ti= 1T TRK] Rof. 2= )
IU)I:ﬁ'F Letter =July« 2 J”

A |
RONSHITING

15" July 2024.
Muhammad Zain ul Abedmn,
42401-3930556-7,
Karachi - Sindh.

Subject: Offer Letter for the Position of Field Facilitator - Karachi.

Dear M. Zain,

Reference to your submission of CV and subsequent interview against subject position.

1am pleased to inform you that CHIP Training & Consulting (CTC) has decided to offer you a full time
position cf Field Facilitator - Karachi. ‘

A three-month Probationary Period will apply to this role. Upen satisfactory performance in the [
probation period, the contract may further be extended for 3 or 6 months depending upon your
performance and continuity of the position.

During probation period your monthly gross salary shall be @ PKR 42,000/ - subject to withholding
tax, at CTC Grade-3. In addition, you shall be entitled to the following benefits:

s Fuel allowance with a maximum limit of PKR 10,000/~ per month (payment based on actual
bills).

s A Post-paid sim with a limit of @ PKR 2,000/~ per month for official use

o Death and disability insurance cover @ PKR 3,000,000/ -

If acceptable, please sign the copy of this letter, scan and send it at hr assoclate@chipconsulting org within
one working day, so that formal agreement can be prepared.

Please contact undersigned for any further clarification/information in this regard. |

| accept above offer

Regards,
i
HR Department Muhammad Zain ul Abedin
CHIP Training and Censulting CNIC : 42401-3930356-7
- ABUJA OFFICE: LONDON OFFICE:
lf}'?ﬂéﬁéﬁﬁﬂ? £1 (FAYYAZ MARKET) | 1 CANS PARK IBRAHIM BADAMOSHI | OF FICE $ FLOOR 521
I y ULEVARD, ' I SRR L |
571 9, G0, SLAARSD A ABUATEL, NIGERIA LONDON SWIXTLY Py s s
PAKISTAN 44000 - PAMISTAN MLAITAMA ARLJATEL, NIGE RITED KINGOOM lhlm,ﬂ_',tl"_ nSIung.orn
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About Me Experience

Belive in putting dedicated hard

work and robust performance to . .
accelerate with and optimistic @ 01 Year Experience as a "COM PUTER

approach with my skill and abilities OPERATOR" in Digital Garments.

for the progressive growth my career
ond the organization.

& 02 Year Experience as a “HRv

COMPLIANCE" & “ADMIN" in Eastern

E Garments.
03482531607
. zainulabedinB9614@ gmail.com
6 @ 4-year BBA program continue from

Sector 15/D Orangi Town Virtual University of Pakistan.

Karachi :
@ Intermediate from commerce in 2020.

Skills Summary
¢ Matriculation from science Karachi in

@ Microsoft Office 2018.

@ problem Salving ® 07 Months Computer Information
€@ Management Technology Course from “ Sir Jamal
@ Stratesy Institution.”

L 2 Creativity
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Annex |

Degrees of Tarassment

Serfous

Sexually suggestive written: comments including

verbal, message sent through SMS
Unweleome sexual advances of any sort;

Serious discrimination in allocating, work based on
pender, - caste, religion, Nepotism and — undue
ntluence,

Physical Abuse (pushing or any other means of
intlicting, physical harm)

Blackmailing and Exploitation,

Repeatedly instigating someone 1o react

indulping them in baseless arguments

by

Use ol abusive language

Slandering, Bullying

Abuse of anthority (asking for non-sexual favors)
Collecting fines from subordinate staff under duress.
Promising recruitment, promotion, increments for
sexual or non-sexual favours.

Abuse of authority (sexual favours) i.e., Threatening
loss of job/ wrongly reporting where staff fails to
accept request for date / sex or any other favours.
Retaliation.

Intentional and unwanted physical contact that
makes the staff uncomfortable such as touching,
grabbing cte. Repeated bullying

Victimized for lodging a formal complaint.

Minor
An argument between two involving velling /
shouting,.

Use of derogatory, racial, discriminatory remarks
of less intensity

Insulting by making personal remarks

Deliberate lack of Supervision

Or poor supervisor’s attitude

Intentionally  providing misinformation to the
senior supervisor.

Misuse of power for granting excessive or
unnecessary leaves (3 or less days) or anything in
which his/her approval is required

(%3 CamScanner
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