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HUMAN RESOURCES POLICY
Effective date: February 1, 2024
1. General Provisions

This Human Resources Policy defines the main principles of personnel management at the “HOPE
worldwide Ukraine” Charity Foundation (hereinafter — the Foundation) and establishes rules aimed
at ensuring equality, inclusion, transparency, accountability, ethical behavior, and respect for human
dignity.

The Foundation recognizes that effective personnel management contributes to sustainable
development, internal cohesion, and a strong organizational reputation. This Human Resources Policy
is aligned with other internal documents of the Foundation, including the Procurement Policy and the
Anti-Corruption and Anti-Fraud Policy.

2. Gender Equality, Inclusion, and Non-Discrimination

The Foundation adheres to principles of equality and non-discrimination regardless of sex, gender
identity, age, health status, disability, ethnic or social background, religious beliefs, sexual orientation,
or other characteristics.

The Foundation commits to:
e Ensure equal access to employment opportunities, professional development, and promotion;
e Create conditions for full participation of women in management processes;
e Adapt the work environment for persons with disabilities;
e Ensure the absence of discriminatory practices in decision-making;

e Support diversity and inclusion in all HR processes.

3. Equal Pay

The Foundation ensures equal pay for work of equal value. Decisions regarding salaries, bonuses,
and rewards are made based on:

e Qualifications,

e Level of responsibility,

e Performance results,

e Compliance with professional and ethical standards.

e No personal characteristics of employees affect salary levels.

4. Transparency, Accountability, and Access to Information
The Foundation ensures transparent and documented procedures for:

e Personnel recruitment,
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e Performance evaluation,

e Delegation of responsibilities,

e Decisions regarding remuneration and disciplinary measures.
All HR decisions are documented and retained in accordance with applicable law.
Employees, consultants, and volunteers have the right to:

e Access information regarding their functions;

e Submit requests or complaints in cases of violations of equality, non-discrimination, or ethics
principles.

5. Prevention of Discrimination, Corruption, and Misuse

The Foundation maintains a zero-tolerance policy toward corruption, fraud, abuse of power, and
conflicts of interest, in accordance with the Foundation’s Anti-Corruption Policy (sections 1-19
of the document).

Prohibited actions include:

e Receiving gifts, rewards, or services from suppliers or partners (except for minimal-value
souvenirs as specified in the policy);

e Using official position for personal gain;
¢ Influencing HR or financial decisions for personal reasons;
¢ Any form of sexual harassment, psychological pressure, or discrimination.

In case of violations, the Foundation conducts internal investigations and applies appropriate
measures.

6. Personnel Management Structure and Delegation of Authority

Due to the absence of full-time employees at this stage, personnel, administrative, and program
management is carried out by the President of the Foundation.

As of February 1, 2024, the Foundation’s personnel consist of:
e Sole proprietors (FOP) engaged under service agreements;
e Volunteers engaged under volunteer agreements.

Separate job descriptions are not developed because:

e The functions, duties, and tasks of each engaged specialist or volunteer are defined in the
respective contracts/agreements;

e The contracts specify the scope of work, deadlines, responsibilities, and expected results.

Separate job descriptions will be developed as needed when hiring full-time employees.

Key Roles:

e President of the Foundation — strategic management, decision approval, contract signing,
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expense control;
e Accountants (FOP) — accounting, banking operations, financial reporting;

e Communications, fundraising, and partnership specialists (FOP) — information campaigns,
donor opportunity analysis;

e Program experts (FOP) — project implementation, training, consulting, reporting.

All authorities are delegated in accordance with the approved delegation matrix.

7. Hiring of Full-Time Employees and Job Descriptions
7.1. Non-Discrimination and Transparency
The hiring process is based on:

e Open vacancy announcements;

e Equal access for all candidates;

e C(Clear qualification requirements;

e Competitive or alternative impartial selection.

Any form of favoritism, bias, or unjustified refusal is prohibited.

7.2. Job Descriptions

For each full-time position, the following must be developed:
e Job description,
e Competency profile,
e Performance evaluation criteria.

The President of the Foundation approves these documents.

7.3. Integrity Checks

During recruitment, the following measures are applied:
e Conflict of interest check;
e Verification of experience and qualifications;

e Familiarization of the candidate with the Organizational Code of Conduct and its annexes,
Safeguarding Policy, Anti-Corruption Policy, and Procurement Policy.

8. Monitoring of FOP and Volunteer Services
The Foundation ensures:
e Verification of actual completion of work or service delivery;

e Confirmation of results via acts, reports, or other documents;
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e Control over compliance of completed work with contract terms;
e Approval of service costs prior to ordering.

Monitoring is carried out by the President of the Foundation or the authorized project manager.

9. Connection with the Procurement Policy
All HR decisions and engagement of specialists are carried out in accordance with the principles of:
e Transparency and openness of procurement (per the Foundation’s Procurement Policy);
e Fairness toward suppliers and contractors;
e FEthics and integrity;
e Equality and non-discrimination;

e Cost control, budget compliance, and grant conditions.

10. Final Provisions

This policy is mandatory for all engaged specialists, consultants, volunteers, and future full-time
employees.

The Foundation may make changes and updates in accordance with the laws of Ukraine and the
internal needs of the organization.

APPROVED:
Volodymyr Yermakov
President of the “HOPE worldwide Ukraine” Charity Foundation
“01” February 2024
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1. 3araneni NOJIOMKEH ST

Ils Kagposa noniTHka BH3HAYAE OCHOBHI IPHHIMIK YITPABIIHHS MEPCOHATIOM y Braromiinni
doumi “Hadis no ecvomy ceimosi” (nami — GOHJ) T4 BCTAHOBIOE NPABMIA, CIPAMOBAHI Ha
3a0e3meuenns PIBHOCTI, IHKITIO31i, MPO30POCTI, MIA3BITHOCTI, €TUYHOI HOBENIHKM TA NMOBArH 10
JIFOZICHKOT I'AHOCTI.

@ounz BU3HAE, WO eDEKTUBHE YIPABJIIHHS IEPCOHATIOM CIIPHSIE CTAJIOMY PO3BHTKY, BHYTPILIHIH
¢/IOCTI Ta BUCOKIH pertyTauii opramizauii. Kagposa noniTuka y3ro/pkesa 3 IHIMME BHY TPLIIHIME
noxymentamu ®ony, 3okpema [onmitrkor 3axynisens ta ITomiTakoro 3anobiranus kopynuii Ta
uIaxpancTay.

2. Tenpepua piBHICTH, iIHK/IHO3is Ta HeAHCKPAMIHANIA

®ony IOTPUMYETHCA TIPHHIAITIB PIBHOCTI Ta HEAUCKPHMIHALIT HE3ANEXKHO BiJ| CTATI, M'eHIEPHOI
I/IGHTHYHOCTI, BiKy, CTaHy 3/10POB’sl, IHBAJIIZIHOCTI, ETHIYHOrO 200 COMIANBHOrO MOXOMKEHHS,
PEnIriiHAX NepeKOHaHb, CEKCYaNbHOI OPIEHTALIT Y4 1HIIHX O3HAK.

®onp 30008’ A3y ETHCA:

o 3abesneuysaTé PIBHAH JOCTYN A0 MOXJIMBOCTeH IpalepIamTyBaHHs, NpodeciiiHoro
PO3BUTKY Ta IIPOCYBAHHSI. '

e CrBOpIOBATH YMOBH JUIsi HOBHOLIHHOT yYaCT] )KIHOK Yy ITPOLECAX YIPaBITHHS.
e AnanTtysaTu poGoue CepenoOBHILE M1 OCIO 3 IHBANILIHICTIO.
o 3abesneuysaTH BiJICYTHICTh MUCKPAMIHALINHNX NPAKTHK Y MPHAHATTI PiIEHb.

o IligTpuMyBaTH PI3HOMAHITHICT TA THIIIKO3IKO Y BCIX KAJIPOBUX MPOTIECAX.

3. PigmicTh B onyiaTi mpami

®ony 3abesneuye piBHY OMIaTy 3a PIBHOIIHHY Tpamio. PilneHHs IMOZO OMIaTH, mpeMid Ta
BUHATOPOX YXBATIOIOTHCS HA OCHOBI:

o xBamiixamii,

o 0OCATY BIINOBIZAJILHOCTI,

» pe3yJLTaTIB pOOOTH,

o noTpumanHs npodeciifHAX Ta eTHUHHX CTAHIAPTIE.

Koaui 0cOOHCTI XapaKTEPUCTHKK TTPALIIBHUKIB HE BIUTHBAIOTH HA PIBEHb ONIATH IIPalli.

4. IIpo3opicTs, miA3BITHICTE Ta AOCTYN A0 indopmanii
®donj 3abe3neuye npo3opi 1a 33 [0KYMEHTOBaH1 MPOLETYPH:
e 3aJyYEHHS [1IePCOHAIY,

o OIHIOBAHHS BUKOHAHHS 000B’SI3KIB,



; BO «Bnaroaiiinmii Gpoua «Haaist no BCOMY CBITOBI»

H\ PE 02105, m. Kuis, nip- Mmpy, 2/3, k8. 34

_ P : Koz CIIPTIOV: 23732024
i v ()} e ig 4 (1¢

. (F W 1 Ten.: +38 (067) 341-97-98
UKRAINE E-Mail: info@hopeww.org.ua

e JeneryBaHHs QyHKIIH,

e VXBaJIGHHd PIIIEHb MO0 BEHATOPOZ Ta AU CLMIIIIHAPHAX 3aX0/IIB.
V¢l Kaaposi pilieHHs A0KYMEHTYIOTHCS Ta 30epIraloThCsl BIANMOBIIHO 10 YMHHOIO 3aKOHONABCTEA.
IIpaniBHEKH, KOHCYJIbTAHTH Ta BOJIOHTEPH MAKOTh MPaBO:

e  O3HAWOMIIOBATHCS 3 IHGOPMALIED WOAC IXHIX bYHKIH;

o mnopjasaTd 3BepHeHAs a00 Ckapra Yy pa3l TMOPYLICHHs [PUHUMIIB  PIBHOCTI,
HEOMCKPUMIHAL Y1 €THKH.

5. 3anoGiranHs AUCKPAMIHANIT, KOPYMUIT TA 3J10BKHBAHHAM

@oHjL [OTPUMYETHCH TIOJNITHKH HYJIH0BOI TOJNEPAHTHOCTI [0 KOpynuil, maxpadcrsa,
JJIOBRHBAHHS BJAA0K Ta Kou(uikry inrTepecis, sixnosizHo no Homitaka 3anoGiranns
wopynmii ®ouay (posaimm 1—-19 gokyMeHTa).

3abopoHeHo:

e OTPHMaHH: NOLAPYHKIB, BHHAropo/ abo mocnyr Biji NOCTAa4YaJIbHUKIB UM NapTHEPIB (KpiM
CyBeHipHOi MPOMYKIii MIHIMAILHOI BAPTOCTI, SIK 3a3HAYEHO B NOJITHII);

¢ BUKOPHCTaHHs CJIyK00BOr0 CTAaHOBHMINA ST OCOOMCTOI BUTOAH;
e BIUIMB Ha Ka71poBi 200 (GiHaHCOBI PIITEHHS 3 OCOOMCTHX MOTHBIB;
o Oyab-aKi GOPMH CEKCYaJbHUX AOMAraHb, NCHXOJIONYHOrO THCKY YH JHCKPHMIHAIII.

Y pasi nopywens GOH IPOBOIUTE BHYTPIIIHE PO3CI1IYBAHHS Ta 3aCTOCOBY€ BIAMOBIIHI 3aX0/TH.

6. CTpykrypa yupasJiiHHs IEPCOHAJIOM i Ie/IeryBAHHSA MOBHOBAXKEHb

V 3B’83Ky 3 BIICYTHICTIO IUTATHUX NPALIBHHUKIB HA JAHOMY €rall, KaJIpoBe, aJIMIHICTPATHBHE Ta
nporpamue yripaBrniaua 3iiicaioe Ilpesunent @ouny.

Cranom Ha 01.02 2024 p. Ilepconan oy cknafaeTbes 3.
o @OII, 3anyuenux Ha MACTABI AOTOBOPIB [1PO HAJAHHS NOCIHYT;
e BOJIOHTEPIB, 3aJIyUCHHX HA TTI/ICTaBl BOJIOHTEPCHKUX YO/,
Oxpemi nocagosi iHCTPYKIil He PO3POGIISIOTHCH, OCKUTBKH:

o (yHxmii, 060OB’I3KM Ta 3aBAAHHS KOXHOIO 3aIY4EHOro creriamicta abo BoTOHTEpa
BU3HAYEHI Y BIZTOBIAHKX AOTOBOPAX/yroaax;

e JOrOBOPM MICTHTH 0BCAT pobiT, CTPOKH, BiMOBIAATEHICTS Ta OYIKYBAH1 PE3YJIbTATH.

Oxpemi mocaioBi incTpykuii 6yayTs po3pobieHi 3a notpedu npn HalMI IITATHNX TIPAlliBHEKIB.

Kinouosi poi

» Ilpesnpent ®omay — CTPATEriuHE YNPABIIHHS, 32aTBEPIDKEHHs PIlICHb, MiANHCAHHS
JIOTOBOPIB, KOHTPOJb BUTPAT.
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o Byxranrepu (®OII) — o6k, OaHkIBCHKI onepaui, (p1HaHCOBA MASBITHICTD.

¢ ®Daxisui 3 xomymikamiii, pangpeizunury, maptaepcrs (@OII) — indopmaiiini
KaMIlaH1i, aHaJIi3 JOHOPCHKUX MOYKITHBOCTEH .

s llporpammi excmeptu (®OII) — peanm3anis NPOEKTIB, HABYAHHS, KOHCYJIbTYBAHHS,
3BITHICTb.

Vi NOBHOBAKEHHS! IENErYIOThCs BIZINOBIIHO N0 3aTBEPIDKEHOI MATPHIII TOBHOBAKEHb.

7. Halim mwraTHEX 0paNiBHAKIB TA MOCAA0BI IHCTPYKuil
V pasi cTBopenHs wtaTHux nocan y MOH/I 3aCTOCOBYIOThCS TAK] TPHHIHITH
7.1. HeguckpuMinamidwicTs Ta HPO30picTh
IIpouec Haitmy BiIOYBAETHCS HA OCHOBI:
e  BIJIKPHTOTQ OrOJIOLICHHS PO BAKAHCIIO;
e PIBHOIO ZOCTYNY KAHIMJATIB,
o YiTKMX KBaTI(DIKALIHHAX BUMOT,
e  KOHKYPCHOro ab0 aJibTEPHATHBHOIO HEYNIEPEIPKEHOTO BITOOpY.

3abopomeno 6yab-saKy Gopmy GaBOPHTH3MY, YIEPEAKEHOCT! Yi HEOOIPYHTOBAHOI BIIMOBH.

7.2. Tocajori incTpyKuil

Jlnsi kokHOI TaTHOI NOCa M 000B’I3KOBO PO3POONAIOTHCS:
e MOCAN0BaA IHCTPYKIis,
o ONHC KOMIETEeHIil,
e KpHUTEPIl ONIHIOBAHHS PE3YJTLTATIB POOOTH.

Incrpyxuii 3aTBepmxkye Ipesnnent @onny.

7.3. Ileperipka 1o6poUecHOCTI
Ilix yac HalMy 3aCTOCOBYIOThCS 3aX0/IH:
e TepeBipka KOHQIIKTY IHTEPECIB;
e MiATBEP)UKEHHS MOCBIAY Ta KBami(ikanii;

e oOzHalioMiieHHS KaHauzAaTa 3 OpranizaniiiiuM KOZEKCOM MOBENIHKH Ta HOrO NOJATKAMH,
ITonitaxolo yoesneuenns, Ionitukow npotuaii kopyniii ta [ToniTHKOTO 3aKyTTiBeTs.

8. KonrpoJs Bukonanns nocuayr ®OII Ta BononTepin
®onp 3abe3neuyc:

e nepeBipky (HAKTHYHOrO BUKOHAHHS POOIT a00 HAJAHHS MOCHYT;
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e [IATBEP/DKEHHS PE3YJIbTATIB AKTAMM, 3BITaMH ad0 1HIHMHU JOKYMEHTAMH,
e KOHTPOJb BIAMOBIAHOCTI BUKOHAHHUX PODIT yMOBaM JOrOBODY;
e IIOrOJBKEHHS BAPTOCTI NMOCHYT O MOMEHTY IXHBOIO 3aMOBJICHHS.

Konrpons 3aiiicuioe Ipesunent @onny ado ynoBHOBaKEHUHA KEPIBHUK TIPOEKTY.

9. B3aemo3B 130K i3 HONITHKOIO 3aKYNiBEJH

Vi kaqpoBl pilieHHs! TA 32y YeHHs CIELIaNICTIB 3/IHCHIOITLCS 3 yPaxXyBaHHIM IPHHIIHIIB
e TIPO30OPOCTI TA BIAKPHTOCTI 3aKymisens (Bianosiauo no Iomituxy 3akynisens Gonny);
*  CHPAaBEUIMBOCTI OO MOCTAYAILHUKIB 1 MTIIPS/THHKIB,
»  ETHYHOCTI Ta JOOPOUECHOCTI,
e PIBHOCTI T2 HEJHCKPHUMIHALII;

e KOHTPOJIIO BAPTOCTI, BIIIOBIAHOCTI OIO/IKETY Ta YMOB T'PAHTIB.

10. 3axiroumHi MOMOKEH KA

Il noniTuka € 0O0B’A3KOBOIO ZUTs BCIX 3aTy9YE€HHX CHEMIATICTIB, KOHCYJILTAHTIB, BOJOHTEPIB T2
MaMOYTHIX ITATHUX MPAIIBHUKIB.

@DoH1 MOKE BHOCHTH 3MIHH T4 OHOBJIEHHS BIATIOBHO /10 3aKOHO/IABCTRBA Y KPaiHH Ta BHY TPILIHIX
noTped opraHizamii.

3ATBEP/IZKEHO:

Bonomumup €pmaxos

IIpesunent b® «Hanis
«01» moTtoro 2024 p.



