[C1C-HREOPS-Contra hing~-7 2-b-006- 1F/MA/SK]
[Offer Letler = September - 2022/

16" September 2022

Abrar ussain,
Assislanl Supervisor,

IFaislabad .
Subject: Offer Letter for the Position of Assistant Supervisor

Dear Abrar Hussain,
Reference to your submission of CV and subsequent interview against subject position.

l'am pleased to inform you that CHIP Training & Consulting (CTC) has.dccided to .offer youa full ime
position of Assistant Supervisor (Grade - 4 ) - Faislabad with required travelling to field areas as

governed by CTC Employee Service Rules (ESR).

A three-month Probationary Period will apply to this role, which itself subject to termination during
any stage, by cither party. Upon satisfactory performance in the probation period, the confract may
[urther be extended for three or six month depending upon your performance and continuity of the
position.
During probation period your monthly Gross Salary shall be @ PKR 65,000/, at CTC Grade - 4. The salary
shall be payable on accrual basis and subject to income tax deductions. In addition, you shall be entitled
to following benefit:

°  You'll be provided with Fuel Expense for field @PKR 25,000/- per month.

¢« Communication Expenses @PKR 1,000/~ per month.
Death and disability Insurance cover @ PKR 1,500,000/-.

an and send it at hrassociate@ctc.org. pk within one

-]

If acceptable, please sign the copy of this letter, sc
working day, so that formal agreement can be prepared.

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

Regards,

I'accept above offer
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HR Department
Muhammad Arshad

CHIZ TRAINING 2 CONSULTING (PVT) LTb
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TRAINIHB& [Application for Employmvn!-Scptmnbc;-
CONSULTING
Annexure D: Application for Employment with C1 C
Chip Training & Consulting (Pvt) Ltd
Application for Employment
Instructions: T
Read the whole form carefully before starting to fill it in.
“T'his form should be completed in ink, in candidate’s own handwriting.
Attach copies (not originals) of all testimonials and certificates.
I£ space provided in the form for any particular information is inadequatc,
Pleasc attach additional sheets.
1f any information given in this form is subsequently found to be incorrect, it will be
construed as a gross misconduct, liable to be punished by instant dismissal and other
disciplinary action as may be appropriate to the nature of misstatement.
]
Dot vod o1 . v =
Position applied for: 4“ /5 /ZM (: \(ét/%/y yr5ub
DONZ OR (3
1.1 Full Name '5£ﬂ,e HUISA/N
1.2 | NIC No. 39/e4- o114 3~
1.3 | Date of Birth 25-0l- 1988 |
1.4 | Father’s Name Muldmmap TVAYA T
Marital Status MALLED §
1.5 | Spouse or next of Kin UMmnp AF2AL / ’
No. of Children 3.
6 Permanent /ﬂA//J’V(”AH' TEH W ALIRABAD DSt - 60 PAN WAL
Address
Present
el Residental address s AbevE
1.8 | Phone Numbers 030/. 6600299 )
1.9 | E-mail address abfm/a l]n/o, p ﬂ’ﬂ“]' . GeM>
2.Bank Details
Account Title :
(Name of Ac | ABRR R HyssArN
Holder)
Account No.
0948- 280 /3% 9%
Bank Name
BankName |y /7gpy  BANK. W A2IRASAD BRANCH
1/4
-
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[Apphcation por Employiment-Septenber-2022]

1.

3. QUALIFICATIONS J§
gualifications, starting with the sehoof ceritificate (Matviculation)
Main Subjects

Grade / Div.

2 yr acaderntc and techntaal ¢
] Cert. / Depree obtained

Year ] lllSlil\Hlt‘rl}” ) WV jects a
Goer M3t ST | pagene ﬂt'/ﬂd/,&o /mary 2 WD,
ne | MAnEIAR Y , . ‘
M2 AR Gt | oo | Phyic il Gk
003 | Desrec College T /D
L Jéh B A = 2 A A
“ mresS , Gmpu
3005 | 4 8-A EComimie=y Gmp y)
Psl. Sciemt 2~D.

2009 (/’287;53 UNNE«':(? M;}ng
0 [

|

—_—

SRR RS
¥id

Give details of your present employment.

Ifyou are curvently unemployed, gﬂ'l/l’u_zfcgl_/ﬁ in respect ¢ of the last employment held b ' you.
Premmed Dic. BéfContsvse)

41 rl\ame of the Employer —[
4.2 / Employer’s ( BEACON Hovsw PUIT) 7;: C",rfw;_., é’ﬁqgﬂﬂt‘ék
—

Address

43 | Date of

Joining [ 2-05-20/8

Main
Dudes

4.4 ’YourLastjob Tide l ClosTer ZﬂCA"’/‘K~:
Oporeatiined) zn#éu,} fop sdalr

Ac o domir Mm\{u W s A Emamu( )

4.6 Name & Title of y
Emediate boes;) o /'g'"l‘-el J(\L"i \ ('
A} N\

47 | Gross Monthly Pay

From/ | Eni)lTycr’s Name & |

gun

5. PAST WORK EXPERIENGE -
R e N

List all the previons job: held by you, starting ﬁm

Address
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[CTC-HR&OPS-Recruitment-I-7,2--03 1-1T/MA/SK]

[Application for r”’)””}l“u'uI-.S':'IJla'mfu'r-2()22I

Give details of three wferves, not related to you by bluod or marviage, who nu; vorch for yonr character and work, excperience
1 Name /7 uwm [\cl,,ﬂ
1 Address ’U
First L b oo
5 ; -
Refe ‘ontact P .
S ContactPhone No. | 5373 - 888878S
Nature of association with
you. gX~ Boss .
Name Asou | QN‘Q wi) ]
Address e e
| ﬂ A 2
57 | Second N mh‘)b ‘\ji_n GQN —
= | Referee t Contact Phone No. 0343- T40° 5Y3Y
[ o .
. Narture of association with
‘ you. x - Cnojz_o.x‘-\
Name _
! ljldrcss T
5.3 | Third Referce = S—
i Contact Phone No.
| Nature of association with
\ you.

' Do you suffer from any serious

; ailment, or disability? Na -
If so, give details.

6.2 | Have you ever been tried or

convicted for any crime? NI~

If so, give full details.

6.3 Give any other information not “’
covered by this form which in your

- opinion is relevant to your

7 application.

6.4 If an offer is made to you, how soon )’M A

| can you join us? STl Gl

6.5 | Whatare your salary and benefits , i

expectation? 'Zo K.
1
3/4
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/o;llll /2 /JJP $elyd

8. DECLARATION BY THE APPLICANT

| confirm and certify that the information given above is true, correct and complete 1o the best of my
knowledge and belief. | accept responsibility for any misstatement that may be subsequently discovered
N e

Candidate’s

Date D]/?/yy | Full

Signature

"
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TRAINING &
CONSULTING

[CTC-HR&EOPS-Recruitment-I- 7.2-038-c-1T/MA/SK]
[Joining Form=Seplember 2022)

CHIP TRAINING & CONSUL TING

JOINING REPORT BY A NEW EMPLOYEE

Name of the Employee

ABOK  Hussom

Position appointed to

Department and/or
Location of appointment

CNICH
CNIC Expiry Date

Date of Joining

Hsitoal g@/mﬂ"“
fuislobd

oY el)rs 25
aB/}_o Z 202

Date and Ref. No. of
appointment letier

Name of the Supervisor

s

lobana  Manshy

Designation of Supervisor

Supervisor's Comments

Supervisor's Signature

I 39

/’fafé:f”ﬂfaﬁat: o
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o e 3-159 ' ision Date: November
TCAR&OPS-ESR-7.2&3-001 Revis
3 Document #. C'1 e
TRAINING &
CONSULTING Title: Employee Service Rules (ESR) Revision # 01

PREVENTION OF SEXUAL EXPLOITATION, ABUSE AND
HARASSMENT (PSEAH) POLICY
CHIP Training & Consulting Pvt, Ltd

Review & Change History

: Reviewed '
Version Ef?eiﬁve Created by by Approved by MD

1 Nov 30, 2021 HR CTC

1. Policy Brief and Purpose

Chip Training and Consulting (CTC) PESAH policy aims to safeguard employees of all
sexes and gender identities from unwanted sexual advances (sexual exploitation & abuse
and harassment) and provide them a safe and conducive working environment. It provides
guidance to report actual or suspected incidents of any type of unwanted sexual advances

and also explains how CTC address and handle com

plaints and take actions against
offenders.

CTC has zero tolerance for any type of Sexual Exploitation and Abuse (SEA) and Sexual
Harassment (SH) at workplace. Additionally, CTC will not tolerate Sexual Exploitation and
Abuse (SEA) and Sexual Harassment (SH) of any nature from outside the company either

from its stakeholders or vendors. CTC employees have an obligation to uphold high

standards of personal and professional conduct and must not misuse their position and
authority to exploit others.

2. Scope

This policy applies to all emplpyees of CTC Or anyone working for and under any form of

contract with company including interns, customers, contractors and consultants. The policy
is applicable regardless of the location of the individual,

\ J'\)\\‘N}J\/
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° Document #: CTC-1IR&OPS-IESR-7.2&3-001 Revision Date: November
| 2021

& Fi b
TRAINING & o
CONSULTING Title: Employce Service Rules (ESR) Revision # 01

3. Policy Statement

3.1 Sexual Exploitation and Abuse (SEA) and Harassment definitions

3.1.1  SE: Sexual Exploitation is defined as an attempted or actual misuse of authority

over a vulnerable position having power differentials or trust, for sexual
purposes, including, but not limited to, proposing monetary benefits, social or
Political incentives in the form of the sexual exploitation of another,

SA: Sexual Abuse is defined as the actual or threatened physical intrusion of a
sexual nature, whether by force or under unequal or coercive conditions.

SH: Sexual Harassment is any unwelcome sexual advance, request for sexual
favour, verbal or physical conduct or gesture of sexual nature, or any other

behaviour of a sexual nature that might reasonably be expected or
to cause offense or humiliation,

3.1.2

3.1.3

be perceived
when such conduct interferes with work, is made
a condition of employment or creates an intimidating,

hostile or offensive work
environment. Sexual harassment may

occur in the workplace or in connection
with work. While typically involving a pattern of conduct, sexual harassment
may take the form of a single incident or series of incide
may be deliberate, unsolicited and coercive. Both male
either be the victims or offenders. Sexual harassment may also occur outside the
workplace and/or within working hours or even after working hours.
“Sexual Harassment is unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when;
a) submission to such conduct is made either explicitly or implicitly
submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting the target individual
¢) such conduct has the purpose or effect of unreaso
individual's work performance or creating
working environment,

nts. Sexual harassment
and female colleagues can

nably interfering with an
an intimidating, hostile or offensive

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

a) Physical approaches or physical contact of sexual nature,
b) Generalized gender-based remarks and comments tar
response from any particular person (i

c) Unwanted physical contact such as intentional touching, grabbing, pinching,
brushing against another's body or impeding or blocking movement.

d) Verbal or written sexually suggestive or obscene comments,
including letters, notes,

geted at eliciting any kind of
s) from amongst the target audience,

jokes or propositions
e-mail, invitations, or inappropriate comments about a
person's clothing, manners, gestures, gait, smile or laughter.

N
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¢ staring at another's body, gesturing,

i i ering 0
ual contact, such as ogling, le ' :
i ' magazines or pictures of

displaying sexually suggestive objects, cartoons, posters,
scantily clad individuals.

f) Explicit or implicit suggestions of sex by
favorable employment action such as hiring,

g) Invitation for meeting to inappropriate locations.

h) Suggesting or implying that failure to accepta request '
in an adverse employment consequence with respect to any employment practice
such as performance evaluations or promotional opportunity.

i) Continue to engage in certain behaviors of a sexual nature after an objection has been

raised by the target of such inappropriate behavior.

a supervisor or manager in return for a
compensation, promotion, or retention.

for a date or sex would result

4. Core Principals Relating to Sexual Exploitation and Abuse and Sexual Harassment

at Workplace

4.1 CTC will not 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 SEA or where allegations of SEA are ignored.

4.2 Sexual exploitation and abuse by CTC employees constitute acts of gross misconduct
and are therefore grounds for disciplinary actions including termination of
employment contract.

4.3 Sexual activity with children (persons under age of 18) is prohibited regardless of the
age of majority or age of consent locally. Mistaken belief regarding the age of child is
not a defense.

4.4 Exchange of money, employment, goods or services for sex, including sexual favors
or other forms of humiliating, degrading or exploitative behavior is prohibited.

4.5 Any sexual relationship between CTC employees and anyone working in connection
to CTC i.e. third party staff, contractors, vendors, consultants, that involves improper
use of position and conduct is prohibited. Such relationships undermine the
credibility and integrity of CTC employees.

4.6 If a CTC employee develops concerns or suspicions regarding sexual abuse or

RY exploitation or harassment by a fellow employee, whether in the CTC or other
5\ organization, he or she shall report it as per prescribed reporting mechanism,
’0\ 4.7 CTC employees are obliged to create and maintain an environment which prevents

sexual exploitation, abuse and harassment and promotes the implementation of its
code of conduct. Senior management and managers at all levels have collective
responsibilities to support and develop systems which maintain this environment.
4.8 All staff members are expected to act with empathy, tolerance, sensitivity and
mutual respect for diversity, They have the obligation to ensure that they do not

i
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Document # CTC-I IR&OPS-LSR-7.2&3-001 Revision Date: November
o 2021
TRAININES. | - |
BUHS"“'NG Title: Employce Service Rules (ESR) Revision # 01

engage in, condone, or tolerate behavior, which would constitute discrimination,
O ’

harassment, sexual harassment, or abuse of authorily. . .
4.9 CTC shall prevent SEA and harassment incidents though implementation of this

policy to safeguard its staff and stakeholders.

5. Reporting process

5.1 CTC Employees
Any employee who believes that s/he has been subjected to any form of prohibited
discrimination/harassment, including sexual harassment, abuse or who witnesses others
being subjected to such harassment or discrimination is encouraged to promptly report the
incident(s) to either their supervisor or manager, head of HR department or directly to the
managing Director. All employees are expected to cooperate in the investigations and failure
to comply shall result in disciplinary action, up to and including termination of the

=S employment contract,

While the matter shall be handled confidentially and secrecy shall be maintained, CTC shall
be taking certain measures such as counselling, sensitization, training and orientation
sessions etc. to ensure conducive work environment. In the event of any non-compliance by
any employee, stern disciplinary action shall be taken up to and including termination of

employment contract.
If any employee knowingly makes a false accusation of unlawful discrimination/harassment
or knowingly provides false information in the course of an investigation of a complaint,

s/ he shall be dealt with breach of conduct and can be grounded for strict disciplinary action.
However, complaints made in good faith, even if found to be unsubstantiated, should not be

onsidered a false accusation.

All employees have a right to seek redressal of their grievance relating to any exploitation.

o Stagel
In the first instance the employee should reqﬁeSfa‘Iineet.l"ng with Super\iisbr or Manager and
'J‘/ try to resolve the matter if the harassment is of minor nature, The employee may be
’\ accompanied by a person of similar status to help present the case. Where the harassment of
,\/‘\ serious nature, it shall be investigated as per due process and policy and action shall be

taken accordingly.
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o Document #: CTC-HR&OPS-ESR-7.2&3-001 Revision Date: November
L 2021
‘i 3 ‘\ li.
TRAINING & B
GONSULTING Title: Employee Service Rules (ESR) Revision # 01
o Stage2

If the matter is not resolved at stage 1 (minor harassment incident!), the employee s‘hould
register the complaint in writing within one week of the meeting outlined in stage 1 with the
Director HR / Focal Person of HR at Head office.

The complainant must give information in his/her complaint both minor and serious
incidents regarding the following:

¢ Name of the alleged offender;

¢ Date(s) and location(s) of the alleged incident(s) of discrimination, harassment,
sexual harassment, or abuse of authority;

¢ Nature and details of discrimination, harassment, sexual harassment, or abuse of
authority;

* Names of witnesses and any physical and/or documentary proof in support of the
allegation (e.g., e-mails, message recordings, photos, letters, medical exams); and any
other relevant information that may substantiate his/her assertions.

CTC HR or nominated senior official will investigale the complaint and recommend
disciplinary actions in the light findings of the investigation. SEA and harassment
investigation will be carried out in timely, fair, transparent and confidential manner.

o Stage3 ‘

If any employee feels that his/her grievance is not redressed, s/he may write to managing
director explaining reasons for his/her dissatisfaction. If the managing director if deemed
necessary may initiate review of the case and shall undertake its own inquiry. The decision
of the MD taken in consultation with the managers or Board members shall be final.

Copies of all relevant materials under stage 1, 2 and 3 shall go to the personal files of the
employee.

5.2 External Victims/Harassers

a) If 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.

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

J
X

I Please see annex-1
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TRAINING &

CONSULTING Title: Employee Scrvice Rules (IESR) Revision # 01

6. Breach of policy:

1 1q " re 5
Sexual exploitation and abuse constilule acls of gross misconduct and are therefore ground
for termination of employment or assignment as the case may be.

Employees who are found guilty of minor harassment or reported for the first time may face
the following consequences:

Counseling and sensitization
Demotion

Warning letter

Negative performance review

Ul W o=

Denied promotions and salary increases (or 1 year.

The employees who shall repeat the minor harassment shall face disciplinary actions in the
form of termination of employment contract.

7. 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.

. bx\\\y/
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Annex |

Serious
|

Sexually suggestive written comment
verbal, message sent through SMS

Unwelcome sexual advances of any sort;

Serious discrimination in allocating work based on

gender, caste, religion. Nepotism and undue Insulting b

influence.

TR
Physical Abuse (pushing or any other means of |
inflicting physical harm)
Blackmailing and Exploitation.

Repeatedly instigating someone react by !

1

to !

indulging them in baseless arguments ;
Use of abusive language i
[

|

Slandering, Bullying
Abuse of authority (asking for non-sexual favors)
Collecting fines from subordinate staff under

duress.

s including ' An argument between two involving yelling /
shouting.
Use of derogatory, racial, discriminatory remarks

of less intensity

y making personal remarks

: Deliberate lack of Supervision

Or poor supervisor’s attitude

Promising recruitment, promotion, i
sexual or non-sexual favours.

Abuse

staff fails to accept request for date
other favours. Retaliation.

makes the staff uncomfortable such
grabbing etc. Repeated bullying :

Victimized for lodging a formal complaint

misinformation to the

Misuse of power for granting excessive or
unnecessary leaves (3 or less days) or anything in .
which his/her approval is required ‘
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. O Document # CTC-HR&OPS-ESR-7.2&3-001 Revision Date: November
. ApMEEE 2021
TRAINING &
GUNSUI.““G Title: Employec Service Rules (ESR) Revision # 01
]

Annex-2
CTC PSEAH Acknowledgement Form

Name of employee /conspltant/ Vendo:
Position: !}(’?JTEM?L .Qy]aw Y150y

Department:

1 have received, read and I fully understand the CTC PSEAH policy included in the CTC ESR

manual.

h the guidelines set out in the subject policy and

d agree to comply wil
ciplinary or legal action(s)-

I understand its contents an
ly may result in dis

understand that failure to comp

Date: ) Signature:

ocument will be fitéd in the employee’s personal file.

Please sign and return to HR Team. This d
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Registered No. 2003-mzW

THIS IS TO CERTIFY THAT

Abrar Hussain
Son of Muhammad Inayat
e, Wazirabad

of the Maulana Zafer Ali Khan Government Degree Colleg
(ex-student)

HAS OBTAINED THE DEGREE OF

BACHELOR OF ARTS

in this University at the examination held in October 2005,
securing 352/800 marks and was placed in the Third Division.
The examination was taken in parts.
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CREDIT &

COMMERCE
CONSULTANTS
(PRIVATE) LIMITED

March 08, 2010 Ref. # 1-30-30061
The Visa Officer
U.K Embassy

Tl L
i1Siamavad

Dear Sir,

We confirm that Mr. Abrar Hussain S/o Muhammad Inayat holding C.N.I.C No.
34104-1011423-7 is working in this organization since 02/01/2008 and
deputed to NIB Bank Limited Islamabad to work on the jobs assigned to us.

This certificate has been issued on the specific request of Mr Abrar without any
responsibility or liability on our part.

Sincerely Yours

For: C. & C. § (‘PVT) LTD
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XSP  National Rural Support Programme

(Licensed under section 42 of the Companies Ordinance 1984)  Approved U/S 2(36)/6] of the

Income Tax Ordinance 2001

CB-5G1 near Ghora Hospital, Sharif Farm, G.T. Road Gujranwala Ph: 0553866192

Date: 08-03-2011

TO WHOM IT MAY CONCERN

I highly recommend Mr.Abrar Hussain as a candidate for employment. Mr. Mr.Abrar Hussain was

employed by National Rural Support Programme in the project named Nationwide Poverty Targeting Survey

with collaboration_ of Benazir Income Support Programme as an Supervisor from October 2010 to February
Mr.Abrar Hussain was responsible for Team operation.

Mr.Abrar Hussain has excellent communication skills and is extremely organized, reliable. He can work
independently and is able to follow through to ensure that the job gets done. | found him to be consistently

pleasant, tackling all assignments and any project that is assigned to him with dedication and a smile.
Mr.Abrar Hussain was quick to volunteer to assist in other areas of organization operations, as well.

Mr.Abrar Hussain would be a tremendous asset for your organization and has my highest
recommendation. If you have any further questions with regard to his background or qualifications, please
do not hesitate to call me.

Best regards,

Amir Usman
District Logisti

NRSP- Bl

District Gujranwala
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EQUAL WELFARE ORGANIZATION ™

TEHSIL WAZIRABAD DISTT. GUURANWALA.

-----------------------------------

Date: auneeeeeeirviiireninns

To Whom It May Concern

It is certify that Mr. Abrar Hussain s/o Muhammad Inayat has

been working in our organization as a Social Worker since Aug

2006 to Date.

MR T 7 L L

During the whole period we found him honest, loyal, motivated,

dedicated and hard working,.

We wish him best of luck for his future.

Regard’s

Naseer ali
President
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association of Network For Community Empowerment
10-New Shalimar Ro

ad, Nawan Kot, Multan Road, L . ol
) . , Lahore, Pakistan P.O. Box Il 3029, GPO, Gulborg 1l
Tel: +92-42-37460285, 37460267 Coll: 0300-4269083

E-mail; rajaabas @ yahoo.com /| info@anco.org www.anco.org.pk

8" January 2014

TO WHOM IT MAY CONCERN

This is to certify that Mr. Abrar Hussain s/o Muhammad Inayat Is working with us as Social
Moblizer from 1% May 2013 to 10" December 2013.

His major responsibilities were Report writing, Event Organization, Awareness Ralsing,
Research work and mobilize the community.

His exposure in these areas contributed a great deal. During his tenure with us he is found

to be sincere and hardworking. He is highly committed towards his work and proved himself
as the most productive member of our team.

e wish him good luck for his future endeavor

L

jainst Slav
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