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Introduction of Organization

Farzana Welfare Organization (FWO) is a not-for-profit organization, registered under the Soceties
Registration Act XXI of 1860 on December 7, 2018, in Sukkur, by the visionary philanthropist
Advocate Farzana Khoso, with the support of her family, who hails from the tnbal area of District
Kashmor. FWO is the first and only organization of its kind in Pakistan (Sukkur) that provides
shelter and sustenance to orphans, helpless girls, and women across the country.

Farzana Welfare Organization (FWO), under its program named ‘Fairy Home Sukkur,” provides
comprehensive support to girls through various initiatives, including food, sheiter, heaithcare,
medical facilities, as well as educational and vocational training. Emotional support and counseling
are also offered in a safe, supportive, and empowering environment. Fairy Home Sukkur enables
the girls to reach their full potential and contribute positively to their communities. Furthermore,
Fairy Home provides education, vocational training, and skills development programs specifically
designed for girls, empowering them to become independent and confident individuals. One of the
notable achievements of Fairy Home Sukkur is that one of its girls has pursued higher education at

a university.
Additionally, the girls of Fairy Home actively participate in various sports and activities, including

karate, which helps them develop self-defense skills, discipiine, and confidence. They have also
excelled in judo, showcasing their physical strength, abilities, and competitive spirit.

Vision Statement
Farzana welfare organization envision is Safeguarding the future of the orphan girls, destitute
women, and giving them family love and longing.

Mission Statement
Farzana Welfare Organization mission is Protection to the orphans, ensuring their dignity, giving
them family atmosphere.

T ——
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Section 1: Personnel Policy

This Policy is designed to acquaint for (FWO) and provide information about working conditions,
benefits, Promotion, Increment, Retirement, Resignation, Leave, EOBI and other Benefit Policy.

pefinition of "employee

An “employee” of Farzana welfare organization (FWO) is a person who regularly works for (FWO)
on a wage or salary basis. “Employees” may be regular full-time, regular part-time, and temporary
persons, and others employed with the organization that are subject to the control and direction of
(FWO) in the performance of their duties.

REGULAR PART-TIME

Employees who have completed the [90-day] probationary period and who are regularly scheduled
to work less than [35] hours per week. [Regular part-time employees are eligible for some benefits,
subject to the terms, conditions, available resources and limitations of each benefit programme.

TEMPORARY (FULL-TIME or PART-TIME).

Those individuals whose performance is being evaluated to determine whether further employment
in a specific position with the organization is appropriate or those individuals who are hired as
interim replacements to assist in the completion of a specific project or for vacation relief.
Employment beyond any initially stated period does not in any way imply a change in employment
status. Temporary employees retain that status until they are notified of a change. They are not
eligible for any of the organization’s benefit programmes.

NON-DISCRIMINATION

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at (FWO) will be based on merit, qualifications, and abilities. (FWO) does
not discriminate in employment opportunities or practices because of race, colour, religion, sex,
national origin, age or disability. This policy governs all aspects of employment, including selection,
job assignment, compensation, discipline, termination, and access to benefits and training.

Employees with questions or concerns about discrimination in the workplace are encouraged to bring
these issues to the attention of their supervisor. Employees can raise concerns and make reports
without fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject to

disciplinary action,including termination of employment.

NON-DISCLOSURE/CONFIDENTIALITY

The protection of confidential information is vital to the interests of (FWO) Such confidential
information includes, but is not limited to, the following examples:

« Financial information.
+ Pending projects and proposals.
* Personnel/Payroll records.
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» Conversations between any persons associated with the organization.

Employees who improperly use or disclose secrets or confidential information will be subject to
disciplinary action, including termination of employment and legal action, even if they do not
actually benefit from the disclosed information.

NEW EMPLOYEE ORIENTATION

It is the policy of Farzana Welfare organization FWO to welcome and orient new employees in a
timely and consistent manner in order to ensure full understanding and compliance with
organization policies and procedures. Organized orientation training is a key stage and ensures
that new starters are retained and then settled in quickly in their productive roles

Intake and Introduction

« Job title Job description
An announcement of all new hires will be made to relevant NPO employees/departments
on the start date or sooner.
« New employees will be introduced to colleagues working in the same office on the first
day ofemployment.

New employees should have a workplace prepared before they arrive with basic office
suppliesincluding table and chair.
The employee’s supervisor is responsible for making sure the departmental orientation/job-
specificorientation occurs before the end of the employee’s second week of work.
The employee’s supervisor should review work performance expectations/objectives
andresponsibilities of the employee at this time.

L]

PROBATIONARY PERIOD FOR NEW EMPLOYEES

The probationary period for regular full-time and regular part-time employees lasts up to [90 days]
from date of hire. During this time, employees have the opportunity to evaluate the organization
as a place to work and management has its first opportunity to evaluate the employee. During this
introductory period, both the employee and the organization have the right to terminate
employment without advance notice.

Upon satisfactory completion of the probationary period, a [90-day] review will be given and

benefits will begin as appropriate. All employees, regardless of classification or length of service,
are expectedto meet and maintain organization’s standards for job performance and behavior.

OFFICE HOURS

Farzana Welfare Organization office is open for business from [9 a.m. to 5 p.m. employees will get
a break of one hour from 1:00 pm to 2 pm for prayer and lunchtime. The standard workweek is

[40] hours of work.

Promotion, Increment, Resignation and Retirement Policy
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retirement for employees,

Promotions

Based on the performance appraisal reviews, line managers may recommend the name of their
employees for promotion to the next level. These promotions are offered to employees who show
initiative and a desire for personal learning and growth. The criteria for promotions are as follows;

» Next level positions are vacant and available in the approved organogram

o The employee has gained sufficient experience and job related new knowledge.

 The employee has demonstrated an ability to take on significantly greater responsibilities

through their current position.

. bThg erpployee is recommended by the line manager, departmental head and/or BoD on the
asis of;
e« A Continupus exceptional performance (Annual Achievement level of A+ for consecutive two
(2) years in the same grade or securing minimum B+ and above in last four years).
« Consistent average performance (Annual Achievement level of B and above) for consecutive
six (6) years in the same grade

» Recommendations for promotion should be on the bases of vacant position in the respective
structure
. App.licatioanecoTnmendation: Employees can apply or be recommended by supervisors.
+ Review: A committee (HR, senior management, department heads) reviews applications
Process:
. App!ication/Recommendation: Employees can apply or be recommended by supervisors.
Review: A committee (HR, senior management, department heads) reviews applications.
« Interview: Shortlisted candidates are interviewed.
+ Decision: Committee makes the final decision; HR communicates the outcome.
« Training: Promoted employees receive necessary training.

Increment Policy
Eligibility Criteria:
« Performance Appraisal: Meets or exceeds performance standards.
« Length of Service: Minimum one year of service.
« Professional Development: Participation in training activities.
« Financial Health: Consideration of the organization's budget.
Process:
« Performance Review: Annual performance reviews.
 Budget Review: Senior management reviews financial health.
o Increment Committee: Committee reviews performance reviews and makes
recommendations.
« Approval: Final decision by the Executive Director or Board of Directors.
« Communication: HR communicates the decision and new salary.
Types of Increments:
 Annual Increment
o Merit-Based: Based on individual performance.
« Cost of Living Adjustment (COLA): To keep pace with inflation.
« Special Achievements: Additional increments for exceptional contributions.

Retirement Policy

Eligibility Criteria:
+ Age: Employees eligible at the age of 65, or as per local labor laws. ;

5|Page
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« Service; Minimum of 10 years of service.
Process:

« Documentation: Completion of retirement documentation.

« Notification: Employees should notify HR six months prior to the intended retirement date.

« Benefits: Eligible for retirement benefits as per organizational policy and local labor laws.

Pay Grades, Salary Structure and Job Slots

For the purpose of clarity and compliance following jobs (but not limited to) are slotted in the
respective grades keeping in view flexibility of one position against grades and consistency in

applying grades to designations

(Position | Qualification | Grade | salary scale J
Senior Management , |
. ; . Master with |
Director/Chief Executive 5 year of experience | G-5 60,000-80,000 :
Officer |_as a CEO/Director ]
Managers |
Master’s Degree in
Managers Programme, related subject of job )
Managers Finance, M&E, minimum of 10 years | G-4 40,000 - 66,900
Manager HR. of experience in
relevant field
Field Operation
Master’s Degree in
relevant job
e : subject with . »
District Coordinators minimumm of 4 year G-3 40,000 - 50,000
of experience in
- relevant field
B.com /M.com with ¥ -
Account Officer three years’ experience Grade-2 20,000 - 30,000
Graduate with three
; i Years' experience in " -
Social Mobilizers community mobilization Grade-2 15,000 - 30,000
And Capacity Building
Supporting Staff
Office Boy ,Security Guard Prefer Matric /5™ grad § _
Sweeper passed Grade-1 15,000 - 25,000

End of Service Procedure —Resign Policy

The policy describes the procedures that ensure fair treatment and consistency across the
organization and manages the end of service process to maintain good will and good relationships

with the employees.

Types of End of Service:
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The employment relationship can be ended / terminated in either of the following ways
* Voluntary end of service

* Involuntary end of service
Voluntary End of Service

Voluntary end of service includes, but is not limited to instances in which:
* An employee resigns in writing.
* The organization and the employee mutually agree that end of service would be in the
employee's and the best interests of FWO.

* The employee fails to return from an approved leave of absence on the date specified by
Farzana Welfare Organization (FWO)

» The employee fails to report to work or call in for 10 or more consecutive workdays (10
consecutive uninformed absences).

o The tenure of fixed term contract of employment ends and is not extended.
Basic Rules
1. Incase pf rgsfgn_ation, the confirmed employee is required to tender one month notice of
resignation in writing to Farzana Welfare Organization, If the employee fails to tender the
required notice he/she has to forego one month’s gross salary in lieu of notice.
2. Fixed term employees are liable to tender notice as specifically stipulated in their
contracts.
3. In case of resignations, the non-confirmed employee is required to serve one-day notice.
4. Al resignations mandate acceptance and approval from the concerned competent
authority, which is Director or Person delegated with such responsibilities.
In case an employee decides to resign, the employee is required to submit a written resignation to
his/her relevant supervisor addressed to the Director one month in advance of his/her end of
service date or as per the terms and conditions laid down in the employment contract. After
approval by President, Directo, HR Department would take action for final settement etc.

Leaves Policy

NPO recognizes following categories of leaves;
1. National holidays
2. Earned leaves
3. Casual leaves
4. Medical/ hospitalization leaves
5. Maternity leaves
6. Study leaves
7. Hajj/Umrah/ ()Yatra for non-Muslim
8. Leave without pay
For all leaves categories, any employee as a matter of right cannot claim leaves. The submission of
any application is not deemed valid until formal sanction by the Competent/sanctioning authority
and a Leave Application Form (Annex - II) has to be filled out.
National Holidays
Farzana Welfare Organization issues Holiday Schedules for all employees at the beginning of each
calendar year which is in accordance with official government notification of holidays. There is no
carryover of national holidays.
Annual Leaves:
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The purpose of the Earned leave policy is to ensure that all employeeg have adequate time away
from work for family holidays, special events, rest and recreation etc. Farzana' Welfare
Organization provides all its reqular employees annual leave with pay in order to maintain hgalth,
morale and efficiency. This policy outlines the conditions under which employees becqme ehgfblti
for annual leave with pay. All regular employees (open ended apd/or fixed term but with termina
benefits) are entitled to annual leaves as per their respective entitlements :
Any leave not availed and it will be carried over to the next year. Accumulation of leaves for'bot
categories (Officers and Non-officers) can be maximum two years. Pupllc or weekly. hollc(ljays
occurring during an employee’s vacation will be calculated separately and will not be cons;de(rje as
part of the employee's leave. Employees are not allowed to work for another employer during
vacation, with or without pay.

Casual Leaves: o

While good attendance is essential to the Organization to achieve its goals and objectives, Farzana
Welfare Organization recognizes the necessity for employees to be absent from work for reasons
beyond the employee’s control. The purpose of this policy is to set forth the procedures and

conditions under which employees may be granted time off with pay in the event of unusual and
justified circumstances

Maternity Leaves:

Farzana Welfare Organization’s Maternity Leave policy meets the statutory requirements of The
West Pakistan Matemity Benefit Ordinance, 1958 (W.P. Ordinance XXXII Of 1958). The purpose of
maternity leave is to facilitate female employees who are expecting a child to rest and receive
medical attention.

Three months (Twelve weeks) leave with pay is available to female employees as Maternity Leave
in accordance with the statutory requirements, They may divide the leave as they wish between
the pre and post-natal period. Maternity leave can commence at any time on or after the 11th
week before expected date of childbirth,

1. If a female employee needs to exceed her maximum maternity leave entitiement, she may
consume her casual and/or earned leaves if available. If even the balance of leaves is over
run, the employee will be on leave without pay as a special case with prior approval of
Director only.

2. During unpaid maternity leave a female employee retains all of her contractual rights except
remuneration (including increments, salary raises etc.).

3. Any female employee cannot be terminated or dismissed on pregnancy-related grounds
within a period of six months before delivery as it has the effect of depriving her of any
maternity benefit. (Refer to clause 7 of The West Pakistan Maternity Benefit Ordinance,
1958, W.P. Ordinance XXXII Of 1958).

4. The probation period will correspondingly extend if maternity leaves are taken during the
probation period.

Employee to fill up a leave application form along with a Medical certificate requesting leave
for maternity fifteen (15) days in advance

Hajj/Umrah:

No specific leaves are available. Director will approve however employees can consume their
casual and/or annual leaves for this purpose collectively and such leaves.
Leave without Pay:
1. Any employee may avail leave without pay for any reason with prior approval from
Director.

81"
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i i i is/fher contractual rights excluding
2. During leave without pay, an employee retains h!s/ :
remugeration (any entitlem’ents, benefits stipulated either in the employment contract or
otherwise). o . _
In case of organiz)ational needs, Farzana Welfare Organization will che_ck. with the k?mplgye;z
whether he or she may rejoin during the leave without pay period within 10 vg)r ng Sgﬂ
otherwise will serve the notice in lieu as per contract or as per Farzana Welfare Organiza

policy

Polic ) o
?gn:tﬁltif\e theybeneﬁts provided to employees based on their classification .and t?l ensu’;e;
compliance with local laws and employment conditions in Pakistan. This policy applies to all regu
employees of Farzana Welfare Organization.
Provident Fund: B4
NPO offers a provident fund to eligible employees as part of their retirement benefits.
atuity: o .
o .tyEIigibility: All regular employees across all grades from the date of joining, with a
minimum of one year of service.
« Entitlement:
« Grades 1-4: One-month gross salary for each completed year of service, prorated
monthly.

» Grade 5 and above: One-month basic salary for each completed year of service, prorated
monthly.
« Conditions: Gratuity is payable only upon leaving Farzana Welfare Organization in good
standing (not terminated for misconduct).
Death and Disability Insurance:
+ Coverage: All employees (excluding consultants, daily wagers, and outsourced workers)
are insured against death and disabilities.
« Benefits: Financial security for employees and their families in case of death (natural or
accidental) or permanent/partial disability (accidental or natural).
« Management: The Finance and HR Departments will negotiate the policy on behalf of
Farzana Welfare Organization.
EOBI & Social Security
» Compliance: Farzana Welfare Organization complies with the Employees Old Age Benefits Act

1976, providing security and benefits to old-age employees.
« Contributions:

« Employees: Required by law to contribute to EOBI.
» Employer: Farzana Welfare Organization deducts the employee's contribution from their

monthly pay and contributes the employer's share as required by the Government of Pakistan.
Gratuity Details

All regular employees from the date of joining, with a minimum of one year of service.

* Grades 1-4: One-month gross salary for each completed year of service, prorated monthly,

» Grade 5 and above: One-month basic salary for each completed year of service, prorated
monthly.

Conditions:

* Gratuity is payable only upon leaving Farzana Welfare Organization in good standing (not
terminated for misconduct).

* Six months rounding off is not applicable.
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SECTION 2: RECRUITMENT POLICY

ecruitment process is to ensure transparency and fairness

The most important element of the r _
the hiring process. This can only be

without any bias, favoritism and gender discrimination in .
ensured when there exists dearly laid down criteria and procedures for recruitment of staff and

consultants. Some of the standard practices for recruitment include proper hiring mechgnisms
through advertising, indiscriminate head hunting and using the database of credible recru:t?'n:.ent
agencies, (this is in vogue in all developed countries). Once applications are received, short hstlr?g
through independent sources or Cross checking through reference checks or under an already laid
down eligibility performa followed by tests and interviews by a panel, are some of the effective ways
of recruitment. In short, any such policy that ensures transparency and a non-partisan approach

can be termed as a fair recruitment policy.

Disability Policy:
« Farzana Welfare Organization will provide a conducive and enabling environment and

working conditions for disabled employees.
« Farzana Welfare Organization will strive to maintain the minimum level of employment of
disabled persons as per the legal requirements. Currently it is 2% of total employee

strength.
Recruitment of Staff from out the Organization

Recruitment takes place only after proper requisition is made according to the a ched Position
Requisition. Form,%né approveg by opundin% president /a President /l%rector on behalf of Executive

Committee.

Advertising of Positions:

Farzana Welfare Organization makes reasonable attempts to recruit as widely as possible; to find
and appoint the best possible applicant for a vacant position. NPO uses following media for

advertising/attracting prospects preferably:
a) Advertisement in National/Local Newspapers

b) Job portal websites
¢) Social Media

- d) Notice Board
Recruitment Selection Committee

Sr Type of Committee Members Committee to be
Nominated
1 Selection Committee for | Director, at least three | Executive Committee
Managers, Managers and District | Executive
CoordinatorMeal Officer ﬁrg{mmittee and
Representative
2 Selection Committee for | Relevant Director, at | Director/ Chief
Community Mobilizer ~ Senior | leasttwo Managers, HR | Executive Officer,
Junior Officers and Assistants | and ~ Finance | HRManager,
and Support Staff Representatives Programme Manager

+ Establishing the Selection Criteria
« Short Listing
» Written Test

CamScanner


https://v3.camscanner.com/user/download

« Interview

» Reference Checking

« Offer of Employment and Appointment Letters
Internal hiring process policy - _
An internal hire is the hiring of a current organization staff member to fill the positions within
the organization.
Policy brief & purpose: A
Farzana Welfare Organization internal hiring policy describes our process of hiring within the
organization to fill open roles. We are committed to investing in our employees and help them
grow their skills and gain experience while working with us.
Scope
In this policy, we outline our procedure for internal recruitment and clarify our rules for internal

mobility it should craft a policy that is fair and equitable to internal applicants. Internal hiring
process guidelines Hiring committee/ Director/CEQ should think whether they have qualified
employees already in organization. Hiring committee/ Director/CEQ will approach/candidate,
more than one applicatiqn for the same posts than Hiring teams should evaluate internal

screening interview, 2. completion of the

application form, 3. employment tests, 4. comprehensive
interview, 5. conditional job offer and 6. "

Recruiters should update all internal candidates.
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Section 3: Conflict Of Interest Policy

In order to assure continued public trust in the work of Farzana Welfare Organization [all team
members must operate in a manner that avoids any conflict of interest between a team member
anc_l other organizations, This policy identifies the types of outside professional relationships in
v\!hlch tearp mei_'nbers may engage, and provides disclosure and approval procedures to help avoid
situations in which these relationships may cause conflict of interests. This disclosure and approval
process does not ban, any particular relationship, but relies on the good judgment of team

members and Farzana Welfare Organization mana i

} ] ement, as well as on th
disclosure for discouraging improper relationships. = P AR O
PURPOSE:

Farzana _Welfare Organization role as a decision-making body entails that its members and the
community at large place a high level of trust in it. In order to preserve this trust, Farzana Welfare
Organization [must assure that its team members make technical and management decisions free
from all possible conflict Or éven appearance of conflict arising from their personal or professional
commitments. This policy governing Farzana Welfare Organization professional activities

undertaken in collaboration with other organizations will hel i i i i
e rovide guid
maintaining these standards. i S S

SCOPE:

This ppliq/ is intended to serve as a guideline for all the persons employed by Farzana Welfare
Organization regardless of their position.

_ Disclosure
Disc_los‘,ure is required _of @he administrator concerning all personal relationships and business
affiliations that could give rise to a conflict of interest involving Farzana Welfare Organization. This
disclosure shall be continuously reported and kept current, as set forth below, if the staff member
or a member of his or her family is:
An officer, director, partner and employee of an organization doing business with Farzana Welfare
Organization, and/or Materially benefited through substantial receipt of cash or other property
(exclusive of dividends or interest) from such organization. Disclosure of an affiliation of a family
member should be made if it is felt that any affiliation may create a conflict of interest with the
Farzana Welfare Organization.
Requirements For Disclosure
 Each officer of administration, director and department head shall complete a disclosure
letter annuallyand return it to the general counsel.
« If new affiliations occur that may result in a conflict of interest, a disclosure letter
should also beforwarded for review.
* Al newly hired administrative officers and department heads are requested to file the

disclosure letterwithin 30 days of their appointment.

12| Page
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Section 4: Gender Policy

The rationale for integrating a gender perspective in the activities of Farzana Welfare Organization ,

in the Farzana Welfare Organization mandate - to prevent and alleviate human suffering |
- Jt discrimination. Gender equality ensures that there is no sex-based discrimination in the
wnhob_on of resources or benefits, or in access to services. The purpose of this policy s to define ‘
:I,?;ain approach of Farzana Welfare Organization as how to address gender issues in civil 3

socety sector.
E
?:r?a':\a Welfare Organization focus is on gender, rather than specifically on women. Gender refers

to the roles, responsibilities, needs, interests and capacities of both men and women. These are
-fuenced by social and cultural factors. Therefore, the term "gender” does not replace the term
'_“se .+ which refers exdusively to biological differences. Men and women often play different roles
in society and accordingly they may have different needs. A gender perspective is required to
ensure that men's and women's specific needs, vulnerabilities and capacities (set in the broader
context of class, ethnicity, race and religion) are recognized and addressed. This policy establishes
the basis for Farzana Welfare Organization to ensure that the gender differences are taken into
account and dealt with in relation to core programmes.

STATEMENT

with regard to gender issues, the goal of Farzana Weifare Organization is to ensure that all the
organisation’s programmes benefit men and women equally, according to their different needs
and with the input and equal participation of men and women at all levels within non-profit
organization.

Farzana Welfare Organization is committed to taking the necessary steps towards achieving
this goal, in particular recognizing that:

« Social and political instability may affect men and women differently and that Farzana
Welfare Organization assistance may also have a different impact on men and women;

« The integration of a gender perspective into Farzana Welfare Organization Is an
important strategy towards the fulfilment of the it’s mandate to improve the lives of the
marginalized;

+ Farzana Welfare Organization operates in a wide variety of cultures; as such it needs to
take a culturally sensitive approach with regards to mainstreaming a gender perspective
in the organisation’s work;

+ The full participation of both men and women in all Farzana Welfare Organization
activities not only ensures gender equality, but also increases the effidency and
effectiveness of the work of the organization,;

+ Although the primary task of Farzana Welfare Organization is to ensure gender sensitivity

in their existing programmes, they may also implement projects to assist special groups
of men or women, if local situations so require.

To achieve this goal, Farzana Welfare Organization shall:
+ Putin place institutional procedures, which ensure that the needs of boys, girls, men and

women are all met equitably in disaster response, vulnerability reduction and the provision
of health and otherservices;

+ Formulate measures to ensure that gender-specific vulnerabilities and capacities of men
and women are systematically identified and addressed;

13'?’3{}:
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. Ensure that ?atalon beneficiaries is disag
rogramme planning and gender an gregated by se
monitorin and evaluation; alysls Is Integrated InmxpiOr needs assessment and
strategles for capacity bullding in gend ogramme design, delivery

ment programmes W | gender mainst '
oot re g altciljﬁfggll attention to staff J;im!ng as part of institutional
mainst aming aré put In place This Iiiltg[uggchanrlfsms for activ?tlgg gsgder a|nalysis skills;
i s performance and results in gende

s and actions to enable the full participation of mene::(ljuiﬂs’ budget aiiocatio;:

en on an equal and

analy
meaningful basis in (Farzana Welfare Organization) activities at all
at all levels,

EsponsIBILITIES

: management of Farzana Welfare Organization is responsible for:

eness and skils of staff and volunteers in'considering the sodial
d

R
eniOf
The 5€7 creasin war
difrerences etween vulnerable men and women wh ianing, |
monitorin and evaluating programmes: 0B TR
0 ducting 2 systematlc review of the institution's procedures to '
analysis a programming or improving the existing systems; o s G
) Enabling_a : er balanco in the different levels of the rstructure within th
organization in particular 0 involve more women in the decision-making processzs atealirl
taff members and volunteers in

levels:
~ gnsuring ual opportunities among female and male s
of recruitment; promotion, benefits, training and working conditions.

the areas
Assessing the implications of

The governance of Farzana Welfare Organization 18 responsible for
tneir policies and decision’ tor men and women and thus ensuring that all Farzana Welfare
izati olicies and programmes are gender sensitive.

Organization P
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Section 5: Griay
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TRODUCTION

rganization is committed ¢
- welfare org 0 Maintaining ang ethancing f
i ices " o et g s

y
$or
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N

eMENT

are Organization states that all members of Staff are ey

Fafenf%cienm fairmess, impartiality, integrity, honesty ang Compassion, 1 perform their dutes

ctive feature of th.e Grieyance Procedure for §
b e disti ife addressed in a timely and confidentia

W

taff aims to ensure that work-related

I ma
es ; nner
g”evagnecment level, in order to prevent minor problems or grievances f’:’t“gia::mm appropriate
yhatis Grievance

e is always the potential for conflict to arise in a wo

. rkplace. Confiict —_
' ﬂ:erates an environment of tension, and can harm morale and produq;v-,tﬁ? :fs ':;S:a;rve if it
Operly

manaQEd' , ;
, Awork related grievance might flow from any aspect of a staff member's

Farzana Welfare Organization that they believe to be unfair, unjust or ynr
, There are two fundamental types of work-related grievance. These are:
. Behavior, which does not contravene any laws, legislation or common law such as
mterpersonalconﬂict, mapqropnate_ behgwor, or inconsistent application of policy/procedures,
. Potentially unlawful behavior, which includes discrimination or harassment on grounds
prohibited byanti-discrimination legislation, corruption, misadministration or serious waste,
, The grievance procedure may be initiated for all work-related grievances, The Procedure for
HandlingGrievances below provides further information,

work experience at
easonable,

procedure for Handling Grievances

' An employee filing @ grievance shall have at every “step” the right to present witnesses and
| evidence to support his/her grievance. Since the processing of a grievance is not a legal matter,
| attomeys may not represent either the employee filing a grievance or Farzana Welfare
. Organization Employees are not to be penalized in any way for proper use of the' Grievance
. Procedure, Time spent in grievance discussions with the administration would be considered time
. Worked with pay.

| Step1

 Any employee who wishes to file a grievance shall first discuss hisfher grievance With hit‘.lhelrI
. mmediate supervisor, After the aforementioned discussion with the employee, the wpeﬁﬁofr us,mio
| ?ave five (5) working days in which to reply to the employee’s grievance. If the tgupemp::feg ol
®lf to the grievance or if his/her answer is not satisfactory to the employee, te empioy

Present his/her grievance at Step 2.
ep)
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b —_—

s, prepare a written statement statin
: th
ke Hefshe shall then discuss his/her D?ObI:mbav?i; fot;1 the grievance and a requested
e

administration Head (in cases where the section hea Section Head or Finance &

d is the direct :
su
to the employez?smsor)' who shall have five

acceptable : : + the employee wil ;
esent his/her grievance in Step 3. The grievant should pf‘oiﬁsﬁ;? working days in which to

through the office of Head of Farzana Welfare Organization, s/her grievance to Step 3

step 3 . ; .
I’f}',pe—&ispositjon of the grievance in Step 2 is not acceptable and
dered further, he/she shall notify a represen

grievance consi el g b
Farzana Welfare Organization. e incum ?t representative will investi _
make arrangements to hear the employee’s complaint and the depa r%it:ng\f ;:'393“0{‘5 and
He/she shall provide @ written response to the employee within five working days of i’;ge:eclz :tnY%

ipt o

the grievance. If the response is not acceptable to the employee the grievance may be processed
to Step 4 throug o

h the head of Farzana Welfare Organization.
Step4

If the disposition of the grievance in Step 3 is not acceptable to the emplo ;

to have the grievance given further consideration, he/she shall notify thepHggg SP ?:atﬁéi:mff':z
Organization in writing to that effect. It is up to the discretion of the Head of Farzana Welfare
Organization to either investigate the allegation on his/her own or constitute a panel to hear out
the grievant. Grievance processed to Step 4 shall be reviewed and a response shall be provided to

the grievant within thirty days.

the employee wish
; _ es to have the
tative appointed by the Head of

Exceptional Cases

In exceptional cases where the Head of Section or Senior Level Officials reporting directly to the
Organizational Head, wishes to file a grievance shall first discuss his/her grievance with Farzana
Welfare Organization Head. If the Organizational Head fails to reply to the grievance or if his/her
answer is not satisfactory to the employee, the officer may present his/her grievance to the Board
member nominated by the Chairperson of the Board. Grievances processed under such
dircumstances shall be reviewed and a response shall be provided within thirty (30) days.
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iate level of compensation, and
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ENTATI scheduled to ensuré that every reqular employee is evaluated

succeeding year:
F
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rmance evaluations areé;
rﬁ 55€s5 ent of the employees performance,

ions under approved Policies.
ployee is evaluated

eted performance evaluation
fidential.

entation fi

ovid

uld be scheduled to €ns
r the succeeding year. The compl
personnel file, and as such, S

annually prior
ormisa part of the employe€
FOR IMPLEMENTATION

ovide space on the front for:

The performance evaluation form should pr
. Thedatethe annual performance pe .

. The name, title and department of the employee i
nsibilities" or major elements of the job. The
rief phrase of centence to S3Y what, ;

. Alist of "Key Respo
each key responsibility by using a wordorab
ey respoﬂsibility has been
ceed, or fail

and when gach task is performed.
Anrfevaluatuon which places emphasis on how well each k
performed. The evaluator should describe which meet, eXCest

. ?hg’ga expected levels.
ack of the performance evaluation form should provide space for:
to consideration the level of

* An
DEr?ovr?.:ZI,I,s:Lnnmary of the performance evaluation, taking in
Evaluation," ma e?)Ch key re,‘SPOnsmllity. The overall summary, again using the
Improvemént shy e very brief or may be more descriptive i
* The act ould be noted.
ual date of the evaluation, n

f needed. gpecific targets for



https://v3.camscanner.com/user/download

direct knowledge and supervisoty tesponsibility for the em _

ol e cr oG i et o e e et
eva wes ' employee It is not nece :

or initial the form. ' eSS to sign

Review- this space is provided for the department head ;

, including any disagreements with the evaluator’s rating o cbrrm::ﬂm This

epace is to be completed with signature and date
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fito” of H

assment includes any unwelcome
o Har intimidating, hostile, or off,

gender, religion, age, disability, or any other prote
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e

Section 7; Harassment Policy

ization Policy on Har :
e Organization assment recogniy
olcy seeks to enhance access, partiipgyigy o pg?é PAIBSSIMENt is unacceptape
ith equal OPDOFth]ItV and affirmative acti gl sl or
| ensure that staff is not subjecteq
ont of others by its employees

3 We1far
.,3'!

'k.v?\'ior'

WHAT IS HARASSMENT

arassment

behavior, Whether verba

nsive work e
Ng, and disg

: » Physical, or visual, that
r)w_ronment. This indtljdes, but 1!5 not
fiminatory behavyior based on race
cted characteristic, ’

hich because of

imited to, sexual harassment, bullyi

Harassment i verbal or physical conduct, v
persistence, is likely to create a hostile or intimidating environme
affect an individual's employment, Harassm

: Ent is defined by refere
consequences of the behaviour, not the intent of the initiator,

its severity and/or
nt and detrimentally
nce to the nature angd

karassing conduct specifically includes the following;

Communication of spoken, written, graphic and COmputer mediated material that
denigrates or shows hostility or aversion to individuals or groups on the grounds of actual
or perceived race, nationality, gender, transgender status, marital status, disability,
homosexuality, age, family responsibilities, carers' responsibilities, political conviction or
religious belief;

threatening, intimidating or demeanin
outlined above;

acts of vilification, i.e. public acts which may have the effect of inciting others to hate,
have serious contempt for, or seriously ridicule a person or group of people, on the
grounds of actual or perceived race, AIDS or HIV-positive status, homosexuality, or
transgender status;

sexual harassment, which is defined as unwelcome sexual advances, requests for sexual
contact and verbal or physical conduct of a sexual nature, when submission to or
rejection of such advances, requests or conduct is explicitly or implicitly a term or condition
affecting employment decisions; and/or when such ad;/ances, requests or conduct have a
detrimental effect on an individual's work environment. - ; _

NPO has already established Grievance Procedure for dealing with e(&omgglnﬁ a?::
harassment from staff, Where it is determined that harassment has occurrec accovrgance
Promptly to eliminate the harassing conduct, and will deal with the matter in

With Grievance Procedure for Staff as follows.

g behaviour directed at individuals or groups

Procedure for Handling Sexual Harassment at work place Purpose

ish a clear
Safe and respectful workplace free from ha_&rassr'gen::3 n«':\ngygé gﬁ?gblharassment
O reporting and addressing harassment complaints. An emp

19| Page
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. overy “step” the right to present witnesses and evi ‘

Jll have at every s | _ s and evidence to support h
:;}agsmcnt. Employees are not to be penalized in any way for proper use of the Haraéff,':};
gre. Time spent in harassment discussions with the administration would be considered time

Sorkt’d with pay.

Any employee who wishes to' file ha'rassmcnt shall first discuss this with hisfher immediate
qupervisor. After the afgremenhoned discussion with the employee, the supervisor shall have five
(5) working days lq w!nch to reply to the em.ployee‘s grievance. If the supervisor fails to reply to
the harassment or if his/her answer is not satisfactory to the employee, the employee may present
his/her harassment at Step 2.

{f the disposition of the harassment in Step 1 is not acceptable, the employee shall, within five (5)
working days, prepare a written statement stating the basis for the harassment and a requested
settiement. He/she shall then discuss his/her problem with the Section Head or Finance &
administration Head (in cases where the section head is the direct supervisor), who shall have five
working days in which to present a written reply to the employee’s complaint. If a mutually
acceptable settlement cannot be reached, the employee will have five working days in which to
present his/her harassment in Step 3. The grievant should process his/her harassment to Step 3
through the office of Head of Farzana Welfare Organization.

Step 3

If the disposition of the harassment in Step 2 is not acceptable and the employee wishes to have it
considered further, he/she shall notify a representative appointed by the Head of Farzana Welfare
Organization. The incumbent representative will investigate the allegations and make
arrangements to hear the employee’s complaint and the departmental charges if any. He/she shall
provide a written response to the employee within five working days of the receipt of the
harassment. If the response is not acceptable to the employee the harassment may be processed
to Step 4 through the head of Farzana Welfare Organization.

Step4

If the disposition of the harassment in Step 3 is not acceptable to the employee and he/she wishes
to have the harassment given further consideration, he/she shall notify the Head of Farzana
Welfare Organization in writing to that effect. It is up to the discretion of the Head of Farzana
Welfare Organization to either investigate the allegation on his/her own or constitute a panel to
hear out the grievant. Harassment processed to Step 4 shall be reviewed and a response shall be
provided to the grievant within thirty days.

Formation of the Harassment Committee
1. Composition:

+ The Harassment Committee will consist of 4-6 members, including at least two female
member.

« Harassment Committee members will include representatives from different levels and
departments within the organization to ensure diverse perspectives, including
Chairperson of Governing body, two female member of general body, CEO (Management
Head), and one member of HR representative

2. Appointment and responsibility of harassment committee.
+ Committee members are appointed by the governing body and approved by the general

body.

20| Page
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renure of the committee members |
pointment. 5
‘rperson: Leads the committee and ens
' mbers: Investigate complaints, maintai u
' _ndthe accused through the process, "

p Representative: Acts as a liaison be
* oviding necessary administrative support, PG TR GRS e

e |
typically one year, with the possibility of

res timely and fair handlin '
) g of complaints.
confidentiality, and support the complainant

The details of current ”
— Harassment committee member as fellow
o Name Desianati
| o] e ignation Contact Number
1 Ms. Farzana bibi Chai
1 rperson 4923158245537
Mr. Abdul wahid General secretary
e (CEO) +923008217555
Mr. Mumtaz Ali Finance
sec
W Ieiary +92300838116
Ms. Ghazala Kashif General Body member | +923157836160
PE——
Ms, Zeenat bambro General Body member | +923003291129
P_,,..—————"" e —
Mr. Kiran Gul HR representati 26783
8 | p ive 49233371267
Notification of Committee Members
Formation Committee
1. Announcement:
mbers will be

d contact information of the Harassment Committee me

« The names an
ail and posted on the organization's notice board and

announced to all employees via em
intranet.

2, Accessibility:
. Information about the committee and

handbook and during new employee orientations.

its members will be included in the employee

Reporting Harassment

1. Confidential Reporting:
. Employees can report harassment ve

immediate supervisor, or directly to HR.
tion will be provided through a dedicated email address or

« An anonymous reporting op
‘ suggestion box.

2. Initial Response:
« Upon receiving a complaint, the

days and begin a preliminary review.
Investigation Procedure

rbally or in writing to any committee member, their

committee will acknowledge receipt within 2 business

CamScanner
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tigation: ; :
1. Inves Tﬁe committee will conduct a thorough, impartial investigation,

complainant, the accused, and any witpesses.
All parties involved will be treated with respect and confidentiality will pe Maintaineg
throughout the process.
2. Timeline: o o .

. The investigation should be completed within 15 business days from the receipt of the

complaint.

3, Findings and Recommendations:

+ The committee will document its findings and make recommendations for corrective
action, if necessary, to the Executive Director,

Resolution:

interviewing the

1, Corrective Actions:

« Based on the committee’s recommendations, the organization may take corrective
actions such as counseling, training, written warnings, suspension, or termination of the
accused.

2. Communication:

« The complainant and the accused will be informed of the investigation’s outcome and
any actions taken.

Appeals
1. Right to Appeal:

+ Both the complainant and the accused have the right to appeal the decision within 10

business days of receiving the outcome.

2. Appeal Process:
* An independent committee appointed by the BOD will review appeals, and a final
decision will be made within 15 business days.
Record Keeping
1. Documentation:
* The HR department will maintain all records of harassment complaints, investigations,
and outcomes confidentially.
2. Retention:
* Records will be retained for a minimum of 5 years from the date of resolution. Training
and Awareness
1. Regular Training:
* All employees will receive annual training on the harassment policy and procedures.
2. Awareness Campaigns:
* The organization will conduct periodic awareness campaigns to reinforce a zero-tolerance
policy towards harassment.
Display Code of Conduct
Farz_ana Welfare Organization display Policy on Harassment
Your safety and well-being are our top priorities

—

~
&
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i '
v deals with the procedures for
0 ; Procurement
it ge urpose of t}ﬂs policy Is to ensure that ﬂnancla,ofh :{ﬂce Cssentials ang
it ange of appropriate methods for purchagiy Sy 5 assureg b
‘c; 9 ‘a competitive tendering and contracting pr

)

 Including, whe
» .  for impartiality and faime "
. quiremen 85 across all stages of the tendering and

' s,and' -3
pfﬁgiessiw' for obtaining the best possible valye for money
Al ' Methods of Procurement
¢ services may be acquired through one of the following option
s 4 purchase from a company/supplier, Th y

IS |
! urchaseﬁ,quic.k orders and cheque payments, neludes cash transactions, credit card
b tten quotation.

' sl for Expressions of Interest

purchasing

pire i hatsh Rs. 10,000 may b
ces less than Rs. 10, ay be purchased to best
rCheafolIO o O, advantage without quotations subject

| Rates should be reasonable anq consistent with normal market rates for items ofa like nature
) requirements should not be split into components or succession of orders for the same goods

or serwlce ftor the purpose of enabling the goods or service to be obtained under the Rs
10,000 limi :

3 procurement should be approved by Manager Finance
wiitten quotation

for purchases greater than Rs. 10,000 but less than Rs. 50,000 at least one written quotation
chould be obtained subject to the following conditions:

a) Rates should be reasonable and consistent with normal market rates for items of similar
nature.

b) Requirements should not be split into components or succession of orders for the same
goods or services for the purpose of enabling the goods/serviceto be obtained under the
Rs. 50,000 limit.

¢) For purchases greater than Rs. 50,000 but less than Rs. 100,000, a minimum of three
written quotesl must be obtained and must be based on a written outline of
specifications which has been provided to the suppliers. The head of NPO should approve

is size.

d) leg:cgfj‘?fhgfsgs] that are considered high risk and over Rs. 100,000, consideration should
be given to undertaking a Competitive Tendering and Cor)tractmg (CTC) grocess. This
should include documentation of a written brief or outline of specifications for the
purchase. The Chairman of the Boardshould approve such purchases.

| i terest

S;‘r::;:éprg: s;?\?;:gft/mRequest for Proposals (Competitive Tendering apd Contracting)

| 'Procedures. Expressions of Interest (EOI) and Requests for Proposals (RFP) consist of procedures

1 that are in'termediate between obtaining writ_ten quotations anq sgekmg Fenders. .It is generally

used to cull an initial field of probable competitors who can provide innovative solutions to leading

erging issues within a given industry (e.g. a crea!tive, or technological solution).
a?\:a?l:/ :Tm gurchases fall in the Rs. 50,000 and above categories.

23| Page
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a) :Eett;creo(cjzs; of requests for p ¢
or servi : 4 ' '

caring lekter. 1o ';encl?nflgzet;?aig is required is prepared and foragrzt:g?ﬁsz\;i;vﬁ:hog

b entified suppliers who are invited to submit written

b) Similarly, re )
) scvnrts :Ihg %ﬁsiism'?:op; ?;9535/ Expressions of Interest can be announced ina variety of
I€ve greatest exposure to potential contractors and tenderers.

¢) Under this arrangement, Farzana W
der elfare Organization i i
variations to the specification with a preferrerg?s:g;?lti:rn M
BENEFITS OF A PROCUREMENT POLICY |

As a consequence of adhering to this policy, will:

) gg\tzn;hiabsiSta‘r';‘jluitngigstpurChase§, in both cost and quality terms.

a d e nt purchasing process; demonstrate financial probity and
accountability to itsclients, stakeholders and the public interest

*  Successfully manage and prevent the potential for conflicts of interest.

* Monitor and evaluate performance in purchasing and procurement. Be protected from
complalnts and legal actions mounted by potential suppliers who believe they have not
received fair treatment.

ETHICAL GUIDELINES
No matter how transparent or fool proof an arrangement may be its success lies in the behaviour
of the officer(s) in-charge and his or her intention in following the laid down procedures and
regulations. The setof rules laid below can serve as a guideline for any purchasing officer.
« The best value for the organization’s goods and services must be sought.
» There will be a documented process for all purchases, which allows for transparency of
decisions and review of purchases.
The conduct of procurement is subject to continuous auditing by the organisation and by
external bodies such as the Board, Audit Officer and Stakeholders.
Staff will ensure that they are not, or are not perceived to be in a conflict of interest with any

supplier. ' .
Those staff who have, or may be perceived to have, a vested interest in the outcome of a

purchase should disclose any conflict to their supervisor and discuss whether they should

exclude themselves from any role in the purchase. _ _ .
Staff will be suitably skilled and qualified to attend to the completion of their purchasing and

contracting role(s).

24| Page
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ing a clearly laid dovan travel policy is to minimise the progra ]
me O?donl travel and to have an effective system in place so as to preventor?\is::nse",‘;fe)(ftJpnec;:;d;t:::j‘e

oficd . Travel
pomeﬂ"?th::vel should be on economy class only.
| of Manager Finance & Administration or Head of the organisation should be

: prior approva j
obtained forall travel/tour schedules on the prescribed form before the commencement

tour.
the uests should be through the Travel Authorization Form.
availability of funds within the appropriate budget line must be ensured before

approving the travelauthorisation.
, Travel advance should be taken from the office up to three days before commencement

of travel. _
. Al travel expense claims should be made through a memo and addressed to Finance

Department and shall be supported by original receipts. Used tickets and boarding card
stubs should be handed over to Administration Department within five working days of
returning to the office.

+ Account should be settled within five working days of returning to the office. In case the
accounts are not settied within the stipulated time then the advance will be settled against

the salary of the employeefor that month.

International Travel: o
. Travel authorisation should be submitted to the Administration & Finance Section at least 14

daysbefore actual travel dates, after obtaining approval of the Chairperson of the Board.
. Travel mode should be Economy Class.

. The Section should explore for all possible routes
. Al travel expense claims should be made through a memo and addressed to Administration

& Finance Section and shall be supported by original receipts. Used tickets and boarding card
stubsshould be handed over to the section within five working days of returning to the office.
« Account should be settled within ten working days of returning to the office. In case the
accounts are not settled within the stipulated time then the advance would be settled against

the salary of the employee for that month.
« Al donor requirements relating to international travel should be adhered to.

=

available from destination to destination.

Office Transportation & Vehicle Maintenance

. Offlce transportation should be used for official purposes only.
« Private/unauthorised use should be strictly prohibited and any staff
. need to_ be warned/penalised.
galovlzhlcles should maintain separate log books in which travel details and distance
. Clos:d db?i logged by the driver and verified by the requester. The logbook should be
| @ Admmin st?'é” signed by the driver and verified by the Administration Department.
Pioibopry ation department should also prepare monthly consumption report indicating
ge monthly consumption and charging to the respective projects at a specified rate.

member found guilty

Vehicle Inspection and Maintenance Procedure

The pri .
Primary responsibility of maintaining the office vehicle would be

of the assigned

CamScanner
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gll'liﬁ%ce vehicles should be checked on weekly basis.

L . - " _ .
. Details along with receipts of all repairs and maintenance of each vehicle should be
Entered in theVehicle Maintenance Record Sheet. duly

26| Page
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) : Organization Assatg DiSposa| Pol; |
lOn 10- 4 . . -]
tfxiescrtJOiiCY is to p{°$’-'sdisg:xf§lr'2 G::Zg%ruﬂe dp,mper disposs of as:
Purpgge, The purpose 'oi‘ ensuring that all disp edina transp, Sets
OWneq by the organization,

rent,
i anner. by the organization - ;
;‘éiosg:ta_rt;:% sglcij cst::;;;e? £ B asse'll? cgvggﬁzdde\\lrices. g on, INcluding but not fimitag ¢
furniture, €quipment, vehicles, and_ e committed to Managing jtg a

Policy Statement: The O e dleposal Of assets that are ng onees Efficenty, and
responsibly. This includes the P"Ope;' |'flep ONger neeg r dre Obsoleta
have reached the end of their useful life. Procedures; bl

. - I:

. Identification of Assets for Disposa .

; * Assets identified for disposal S_hougl be Feviewed by the d
documented with the reason for disposal,

* Common reasons for disposal include Obsolescence, i”‘eparability,
organization.

val Process:
Appﬂ: All disposals must pe approved by the Executive Director Or a deg; nat _ i
e The decision to dispose of an asset must be dOCUmented i dg di Edauthoqty.
disposal and the method chosen, ' ing the Fationale for
Methods of Disposal: .
» Recycling or Donation:
e Whenever Possible, assets sh
organizations, schoals, or commu

epaﬂment hEad and

Or lack of Wity to ghe

ould be recycled o d
nity groups, Meted to. other on-profit

Assets that have no usefy
responsible manner,

Documentation and Record Keeping:
* A record of all dis

* The Finance Department should update the asset regi
Conflict of Interest:

* Emplo

uyers have equal opportunity.
Compliance:

* The disposal Process must com
. e Organization wil| periodic

€ltectiveness ang compliance
Resnonsibilities:

Department Heads:

dentify ang réCommend assets for disposal.
Ensyre

. I |

“'€ proper documentation and submit requests for disposal approva :
; D_lrector/ Designated Authority:

view ang approve disposal requests,

i irements.
ply with all relevant legal and regulatory requirements.
ally review and update the disposal policy to ensure its
with any new regulations.

Brecyyj,,

CamScanner


https://v3.camscanner.com/user/download

L 2 o

-

-



https://v3.camscanner.com/user/download

FARZANA WELFARE ORGANIZATION (Fwo)
Sukkur
Regd: 1917

Ref: =152
Date: DL« 12 —Bolt'

FARZANA WELFARE ORGANIZATION

Minutes of Executive Committee Meeting Held on 26" December 2024 at Fairy

Home Sukkur Office

Memberspresem:

Ms. FarzanaKhoso(Chairperson)

Mr. Abdul Wahid (General Secretary)
Mr.Mumtaz Ali(Finance Secretary)

o - e

The Chairperson (Ms. FarzanKhoso) welcomed all the participants and started the
~  meeting with the praise of Allah and Tilawat-e-Quran Pak.

genda Items # 1: Approval of Organizational HR and Financial Policies:

Discussion:
The Generally Secretary (Acting CEQ) presented the following HR and Financial

Policy in front of Executive Committee

+ Recruitment policy

+ Personnel policy

+ Travel policy

« Conflict of Interest policy

« Purchase and Procurement policy

+ Disposal of Assets policy

« Employee Grievance Settlement policy
» Harassment policy

After detailed discussion, the following above mentioned polices were appmved

by the Executive Committee.

Conclusion:
The meeting ended with high tea and thanks to all the particip

ants.

Address: Banglow No# A-26 Near Mohalla Pk ogz;_::gzgg:
Cell:

G i
ovt: Employees Soclety Shikarpur Road Sukkur
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