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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: 

• Ensure equal access to employment opportunities, professional development, and promotion; 

• Create conditions for full participation of women in management processes; 

• Adapt the work environment for persons with disabilities; 

• Ensure the absence of discriminatory practices in decision-making; 

• 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: 

• Qualifications, 

• Level of responsibility, 

• Performance results, 

• Compliance with professional and ethical standards. 

• No personal characteristics of employees affect salary levels. 

 

4. Transparency, Accountability, and Access to Information 

The Foundation ensures transparent and documented procedures for: 

• Personnel recruitment, 
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• Performance evaluation, 

• Delegation of responsibilities, 

• 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: 

• Access information regarding their functions; 

• 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: 

• Receiving gifts, rewards, or services from suppliers or partners (except for minimal-value 

souvenirs as specified in the policy); 

• 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: 

• Sole proprietors (FOP) engaged under service agreements; 

• Volunteers engaged under volunteer agreements. 

Separate job descriptions are not developed because: 

• The functions, duties, and tasks of each engaged specialist or volunteer are defined in the 

respective contracts/agreements; 

• 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: 

• President of the Foundation – strategic management, decision approval, contract signing, 
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expense control; 

• Accountants (FOP) – accounting, banking operations, financial reporting; 

• Communications, fundraising, and partnership specialists (FOP) – information campaigns, 

donor opportunity analysis; 

• 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: 

• Open vacancy announcements; 

• Equal access for all candidates; 

• Clear qualification requirements; 

• 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: 

• Job description, 

• Competency profile, 

• Performance evaluation criteria. 

The President of the Foundation approves these documents. 

 

7.3. Integrity Checks 

During recruitment, the following measures are applied: 

• Conflict of interest check; 

• Verification of experience and qualifications; 

• 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: 

• Verification of actual completion of work or service delivery; 

• Confirmation of results via acts, reports, or other documents; 
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• Control over compliance of completed work with contract terms; 

• 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: 

• Transparency and openness of procurement (per the Foundation’s Procurement Policy); 

• Fairness toward suppliers and contractors; 

• Ethics and integrity; 

• Equality and non-discrimination; 

• 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 

 










