Helpless Hope Society Others Policies

Introduction

This Policy Manual provides the guiding principles and operational standards of Helpless Hope
Society. It ensures transparency, accountability, equality, and professionalism in all activities of the
organization. Each policy outlines the responsibilities and expected conduct of staff, volunteers, and
management.

1. Human Resource (HR) Policy

Defines recruitment, staff conduct, working hours, leave, performance appraisals, and termination
procedures. Ensures fair and professional management of staff and volunteers.

2. Financial Management Policy

Outlines procedures for budgeting, accounting, financial reporting, audits, and fund utilization.
Ensures transparency and compliance with donor and legal requirements.

3. Procurement Policy

Sets guidelines for purchasing goods and services through transparent and fair processes. Ensures
value for money and prevents misuse of funds.

4. Child Protection Policy

Ensures the safety and well-being of children participating in programs. Defines measures against
abuse, neglect, or exploitation.

5. Gender Policy

Promotes gender equality, non-discrimination, and women empowerment in all organizational
activities.

6. Anti-Fraud and Corruption Policy

Prevents and addresses fraud, bribery, or misuse of organizational funds. Defines reporting and
investigation procedures.

7. Volunteer and Internship Policy
Provides a framework for recruiting, managing, and recognizing volunteers and interns.

8. Data Protection and Privacy Policy

Ensures confidentiality and responsible handling of beneficiary, donor, and staff data.

9. Conflict of Interest Policy

Prevents staff or board members from using their position for personal gain. Promotes ethical
governance.



10. Health and Safety Policy
Ensures a safe and healthy environment for employees, beneficiaries, and partners during office and
field operations.

11. Environmental Policy
Encourages eco-friendly practices in all operations to minimize environmental impact.

12. Communication and Media Policy
Regulates the use of print, electronic, and social media to maintain a consistent and ethical image of
the organization.

13. Safeguarding Policy
Protects all vulnerable individuals (children, women, elderly, disabled) from abuse and exploitation.

14. Whistleblower Policy
Allows employees or stakeholders to report unethical behavior confidentially without fear of
retaliation.

15. Monitoring and Evaluation (M&E) Policy

Defines methods for measuring program performance, tracking results, and ensuring accountability
to donors and beneficiaries.
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