A Report on Staff Orientation Program
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Program Schedule
Time Activity Name Designation
8.45-9.30 a.m. Registration All
9.30-10.00 Introduction All
a.m.
10.0a0-r7110.30 Program overview Md. Alamgir Hossain PM
10.3a0-r7110.50 Overview on Disability Md. Eunus Hossain Disability Officer
10.50-11.10 Tea Break
a.m.
11.1a0-r7111.30 Overview of HR policies Julakha Akter Meem HR Officer
11.3a0-r7111.45 Speech Md. Mohsin Hossain Head of Department_Nutrition
11'4;;{1]2'00 Speech Kazi Maksudul Alam Regional Director
12.00-12.15
o.m Speech Md. Nazmul Haque Nehal Director Program
12.1p5;T1]2.30 Speech Md. Kamruzzaman Director- Renewable Energy
12'?)0;{]1'00 Speech Md. Shahidul Haque Chief Executive
1.00-2.00 Lunch and Prayer Break
p.m.
2.00-3.30 Orientation on PSEA Abdulla Al Farial HR Manager
p.m.
3'3;::'30 Cultural program Cultural committee
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Program Participants:

il

Total 83 participants (male 63 and female 20) attended the Orientation program from SARPV and
Concern Worldwide.

I\Skl)' Name Gender | Workstation Designation Phone number Email ID
1 Md.Shahidul haque | Male Dhaka Chief Executive 01711546860 shahidul.sarpv@gmail.com
Md.N IH .
2 Nehalazm“ °U€ | Male | Dhaka Director-Program | 01684584150 | nehal.sarpv@gmail.com
3 Abdullah Al Farial Male Dhaka HR Manager 01951709839 farial.sarpv@gmail.com
4 Kazi Maksodul Alam | Male Cox'sBazar Regional Director | 01712165407 sarpvcox91@gmail.com
Head of
5 Md.Mohsin Hossain | Male Cox'sBazar Department- 01717838621 mohsin.sarpv@gmail.com
Nutrition
. . , Sr.Finance . . .
6 Md. Ali Hossain Male Cox'sBazar Manager 01813038314 alihossain.sarpv@gmail.com
7 Md. Alimul Islam Male | YkhivaField | Programme 01847289579 | alimul.islam@concern.net
Office Manager
Zillur Rahman Ukhiya Field | Assistant Program .
8 Chowdhury Male Office Manager-FSL 01730044375 Zillur.rahman@concern.net
9 Gulib Hasan Male | Cox'sBazar | -rogramme 01677833557 | gulib.sarpv@gmail.com
Manager
P . .
10 Alamgir Hossain Male Ukhiya N:;)ﬁ;agr:rme 01712784766 alamgir.pm.sarpv@gmail.com
Deputy
11 MD. Shovon Al-Fuad | Male Ukhiya Programme 01841707706 shovon.sarpv@gmail.com
Manager
Syeda Sumaiya Deputy
12 Nyasrin ¥ Female | Ukhiya Programme 01887663875 sumaiya25.sarpv@gmail.com
Manager
Camp 8W Senior Project .
13 S.M. Symon Bappy Male and camp 10 | Officer 01681167166 symonbappy7@gmail.com
Camp 4 and Senior Project . .
14 Rafson Jony Male 5 Officer 01834341591 rafsonjony.sarpv@gmail.com
Rotnapalong Senior Project
15 Sujit Chandra Das Male and . ) 01837275299 pcucp.sarpv@gmail.com
. Officer
Holdiapalong
16 | Md.Hasan Morshed | Male | Camp6 ziz'coerrpmjea 01681168000 | hasan.morshed.sarpv@gmail.com
17 Progati Bakshi Female | Camp 6 Project Officer 01625291839 progati.sarpv@gmail.com
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18 | Kazi Sayfullah Male | G3mMP8W Project Officer 01521122095 | sayfullahanft@gmail.com
and camp 10

19 Sujit Kumar Banik Male Rotnapalong | Project Officer 01885614009 sujit.sarpv@gmail.com

20 | Bipasha Airin Female Eamp 4and | o ject Officer 01842139113 | bipasha.sarpv@gmail.com

21 Shariful Islam Male Camp 6 Project Officer 01676009555 sharif.sarpv@gmail.com

22 Teresa Chakma Female | Rotnapalong | Project Officer 01750243068 teresachakma.sarpv@gmail.com

23 S.M Shohel Ahmed Male Camp 10 Project Officer 01682529398 shohel.sarpv@gmail.com
Camp 8W . . :

24 Suluk Barua Male Project Officer 01538286246 sulukbarua951@gmail.com
and camp 10
All camps

25 Rashedul Islam Male and host MIS Officer 01879612652 rashed.sarpv184@gmail.com
community
All camps

26 Rinku Roy Male and host MEAL Officer 01790298575 rinku.sarpv@mail.com
community
All camps

27 Julakha Akter Meem | Female | and host HR Officer 01704061084 meem.sarpv@gmail.com
community
All camps

28 Subroto Debnath Male and host Finance Officer 01734251608 subrata117.sarpv@gmail.com
community
All camps

29 Fahadul Abdul Aziz Male and host Logistics Officer 01682669369 fahad.sarpv@gmail.com
community

. All camps

30 mgﬁz‘”us Hossain | \tale | and host Disability Officer | 01745239420 | eunus.sarpv@gmail.com
community
All camps

31 Tahera Siddika Female | and host Physiotherapist 01765900876 tahera.sarpv@gmail.com
community
All camps

32 Asif Ahmed Male and host Physiotherapist 01670395241 asif.sarpv@gmail.com
community
All camps

33 Ershad Male and host Physiotherapist 01819974561 | ershadullahpt@gmail.com
community

34 | Poly Das Gupta Female | S3MP4and | Nutrition 01874324215 | poly.sarpv@gmail.com
5 Promoter

35 | NilufaYesminLipi | Female | S2MP8W Nutrition 01849913386 | nilufalipi.sarpv@gmail.com
and 10 Promoter
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36 Tanzila Yasmin Female | Rotnapalong Nutrition 01307764732 tanzila.sarpv@gmail.com
Promoter
. Nutrition .
37 Rowshanara Begum | Female | Holdiapalong Promoter 01834732429 rowshanara.sarpv@gmail.com
Nutrition .
38 Dolly Akter Female | Rotnapalong 01822038033 dolly.sarpv@gmail.com
Promoter
. . Nutrition , .
39 Rajia Sultana Koly Female | Holdiapalong 01878918179 rajia.sarpv@gmail.com
Promoter
. . Nutrition . .
40 Sadia Mosthury Female | Holdiapalong Promoter 01811543006 sadia.sarpv@gmail.com
41 | Farhana Baby Kalam | Female | C3MP4and | Nutrition 01774942015 | farhanababy.sarpv@gmail.com
5 Promoter
. Nutrition . .
42 Nasrin Sultana Female | Rotnapalong 01515285746 nasrin.sarpv@gmail.com
Promoter
Camp 4 and | Nutrition .
43 Rafayeat Ara Begum | Female 5 Promoter 01851826595 rafayeat.sarpv@gmail.com
C 4 and Nutriti .
44 Chadny Khatun Female | ~omP*an utrition 01306606834 chadny.sarpv@gmail.com
5 Promoter
45 Nurfat J.annat Female Camp 4 and | Nutrition 01515-285746
Mamuri 5 Promoter
. " Nutrition . .
46 Rafia Sanjida Akter Female | RatnaPalong Promoter 01851826595 rafia114.sarpv@gmail.com
_— Nutrition .
47 Ayesha Siddika Female | Camp 10 Promoter 01306606834 ayesha005806@gmail.com
48 Jahangir Alom Male Rotnapalong | Case Worker 01877948193 jahangiralom.sarpv@gmail.com
. Camp 8W . . .
49 Md. Joynal Abedin Male and 10 Case Worker 01864343115 joynalabedin.sarpv@gmail.com
50 Nurul Absar Male camp 6 Case Worker 01837994006 nurul.sarpv@gmail.com
51 | Abdullah AlRumi | Male | SMP8W | SmallBusiness | 4533 347693 | rumi.sarpv@gmail.com
and 10 Worker
52 Md. Salah Uddin Male Camp 4 Case Worker 01811690243 salauddin.sarpv@gmail.com
53 Imran Hossain Male iggilie-z) Case Worker 1883380892 imransarpv169@gmail.com
. . Camp . . .
54 Al-Amin Hossain Male 10(Site-2) Case Worker 01641965342 alaminhossain.sarpv@gmail.com
Small Busi .
55 | Moktar Hossain Male | Holdiapalong m’;?ker“s'”ess 1520090912 moktar.sarpv@gmail.com
56 Md. Sobhan Gazi Male Rotnapalong | Case worker 01936114396 sohangazi.sarpv@gmail.com
Camp 8W .
57 Md. Eastemat Male and 10 Case Worker 01761574779 estemat.sarpv@gmail.com
58 ig:‘iﬁ'a' Pike Male | camp4 Case Worker 01688737173 | shahjalal.sarpv@gmail.com
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59 | Mohammed Ali Male gsg]i)osw Case Worker 01819708396 | mohammedali.sarpv@gmail.com

60 Joynul Abedin Male Camp 4 Case Worker 01868124694 joynal.sarpv@gmail.com

61 Md. Asir Intesar Male camp 6 Case Worker 01619014075 asir.sarpv@gmail.com

g2 | Tawhidulislam Male | S@MPBW T oce Worker 01879653522 | towhidul.sarpv@gmail.com
Faysal and 10

. Camp 8W . .

63 Azizur Rahman Male and 10 Case Worker 1827292172 azizur.sarpv@gmail.com

64 x:s.sl;/ilrc:karrom Male camp 4 Case Worker 1774693078 mokarrom.sarpv(@gmail.com

g5 | Md. saddam Male | Camp 10 Case Worker 01854768248 | saddam.sarpv@gmail.com
Hossain Sydee

66 Habibullah Bahar Male Holdiapalong | Case worker 01788916663 | habibullah.sarpv@gmail.com

67 Jasim Uddin Male camp 6 Case Worker 01875792469 jasim.sarpv@gmail.com

6g | Md-Nayeemlbna 1\ | 1o diapalong | ST Business 01771281733 | mashud.sarpv@gmail.com
Mashud Worker

69 Abdul Hoque Male Rotnapalong | Case Worker 01639922216 abdulhoque.sarpv@gmail.com

70 Jafor Alam Male Rotnapalong | Case Worker 01305959664 jafor.sarpv@gmail.com

71 Ruhul ls.lam Male Holdiapalong small Business 01714801338 ruhulislam.sarpv@gmail.com
Pramanik Worker

72 Absar Uddin Male Rotnapalong | Case Worker 01813671956 absar.sarpv@gmail.com

73 Zulkornine Siddique | Male Camp 10 Case Worker 01639924406 zulkorninesiddique@gmail.com

74 Jabez Hossen Jisan Male Holdiapalong | Case worker 01886508888 jabez.sarpv@gmail.com

76 Abu Taher Male Camp 6 Case worker 01829628135 abutahercot@gmail.com

77 Monowarul Islam Male Ukhiya M&E 01685179555 Pmonowarul.sarpv@gmail.com

78 :\él:t')it'umayun Male Ukhiya DEA 01712404180 Humayan24.sarpv@gmail.com

79 Md. Faruk Hossain | Male Ukhiya Logistics Officer 01722041750 Faruk.sarpv@gmail.com

80 g?)ili Md. Osman Male Ukhiya HRO 01725071790 Osman.sarpv@gmail.com

81 ,Eg;?d Uddin Md. Male Ukhiya DEMO 01818686932 Emad12.sarpv@gmail.com

82 Md. Ebrahim Khalil | Male Ukhiya AO 01751962092 Ebrahim.sarpv@gmail.com

83 Md. Mahabubur Male Ukhiya Finance Officer | 011723980732 | Mahabur.sarpv@gmail.com
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Background:

The project ‘Delivering Health, Nutrition and Livelihood, and Protection services for Rohingya Refugees
and vulnerable host communities in Cox’s Bazar, Bangladesh’ is a consortium project which is funded by
the Bureau of Population, Refugee and Migration. IRC is the consortium lead. Concern Worldwide and
BBC Media Action are partners of IRC. Concern Worldwide will be focusing on the nutrition and livelihood
components in partnership with SARPV. In SARPV, all members of this project were recruited by January
and there has been considerable advancement in the project activities since then. This Orientation
Program was arranged to formally introduce the entire team to the project and with the organizational
norms and policies.

Objective:

To provide an overview on project plan and objectives with the project staff.

To introduce organizational norms and HR policies to the project staff.

To introduce Donor policies

To orient the staff on Protection from Sexual Exploitation and Abuse (PSEA).
To introduce the staff about the support of SARPV to the people with disability.

YV VVVYVY

Orientation Activities:

The daylong orientation was segmented into different key areas of programmatic and organizational
importance. The Program started with the registration of all attendees and guests. At the very beginning
of the Program, the Program Manager and Assistant Program Manager of Concern Worldwide had
joined and conveyed their valuable messages to the team.

e A brief introduction of SARPV, its vision, mission, and background were discussed, and
then the team was oriented on the project activities. It was a detailed discussion
encompassing a wide range of topics such as project goal, objectives, activities,
coverage, and target beneficiaries’ number as well as the organogram and grades of the
team members as per the organization’s policy.

e SARPV is a disability-focused organization. Being the pioneer in the arena of providing services
to people with disability. As a member of this organization, each team member needs to be

r
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informed and aware of this crucial topic. For this reason, there was a session on disability where
the identification, prevention and treatment of rickets and other skeletal deformities were
discussed.

e Next, the team were oriented on the organization’s HR policies. Staff were informed about the
leaves and holidays, salary breakdown, code of conduct, reasons and process of termination,
and about the procedure and benefits of resignation with proper notice period. There was a
Question-Answer session following this segment.

e The program was enlightened with the presence of some eminent guests. HR Manager, Head of
Department-Nutrition and Regional Director joined the event at Ukhiya Office. Director-Program
and the Executive Director joined the program via zoom and shared their insights with the team.

e After the lunch break, there was a session on Protection from Sexual Exploitation and Abuse
(PSEA), which was conducted by HR manager.

e Alively cultural program was arranged by the spontaneous participation of all team members.
The attendees enjoyed recitation of poems and songs.

Attendees and guests:

Participant list is herewith attached.

Question & Answer Session:

This session was very interactive and participants have various queries about program and
organizational policy and facility. Some key questions are given below-

Questions and Replies:

Question 1: Will there be any provision of phone bill for caseworkers as they have to contact their
teammates as well as the beneficiaries on a frequent basis?

Answer: Finance Officer answered that each team member will receive some allowance for phone bill.
Office will provide sim cards for each staff and the mobile recharge will be payed accordingly. The amount
of mobile bill will depend on the grade of the position. The minimum amount is 300 taka per month.

Question 2: Is there a way to track the number of leaves a staff is entitled to?

Answer: HR Manager replied that a software will be used where the staff information will be saved and
the leave balance and the type of leave can be tracked. This will be functional within the next six months.
For the time being, HR will develop a temporary means of tracking of leaves of staff.

uuuuu
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Question 3: Will the field staff get any vehicle support?

Answer: The Program Manager answered that as the base of the staff are in field, management does not
have the scope of providing any vehicle support as of this moment. However, management will consider
this issue in the future.

Question 4: Will the provident fund be calculated for one-year time period or up to August, since our
contract is up to August 2021?

Answer: In reply to this question, HR manager said that if a staff continues with SARPV for minimum 3
years at emergency response or, at least for the project period, then he/she will be eligible for
Organizational contributed provident fund.

Question 5: If any of the team members faces an emergency and need cash support for treatment
purpose, will SARPV provide any support?

Answer: Head of Department-Nutrition replied that at this moment, there is no core fund to support staff
in this way. However, there is a practice in another project of SARPV where each staff deposit a fixed
amount of money (nonrefundable) and this fund is used for helping such staff. Members of PRM project
team can also start this practice if deemed feasible.

r
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L 4 * .
Speech of Executive Director, Md. Shahidul Haque
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Speech of Regional director, Kazi Maksudul Alam Speech of Head of Nutrition, Md. Mohsin Hossain
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Orientation on PSEA by HR manager, Abdullah Al Speech of Program Manager, Concern Worldwide,
Farial Md. Alimul Islam

Overview on Prograh;l goal and activities by | Overwew on Dlsablllty Identlflcatlon by Disability
Program Manager, Md. Alamgir Hossain Officer,SARPV
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Orientation on HR policies by HR, Julakha Akter
Meem

Parts of audience Parts of audience
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HoD, Md. Mohsin Hossain reciting poem at cultural
program

Cultural Activities

Cultural activities
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THANK YOU
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