ASCENDING GROUP

1. PREAMBLE

These conditions of service may be referred to as the Staff Regulations ( The Regulations) of Ascending Group ( The Company) and shall apply to:

a. all members of the established staff of the Institution;

b. all persons employed on probation for an established post in the Institution; and

c. all persons engaged in a temporary capacity on a monthly- rated basis ( except where otherwise specified) by the Institution.

2. INTRODUCTION

The Institution welcomes you into its service. This document is handed you, to assist you to understand the general policy of the Institution towards its employees, the conditions of employment under which you are engaged and some of the regulations you are expected to follow.

The Institution values the contributions of its staff and regards them as its most important asset. Your job is therefore important and is an essential part of the Institution’s aggregate output. You will be expected to contribute your own quota towards achieving the corporate goal of “ Solid foundation, Sure future”. The advancement and livelihood of members of staff, depend on the success of the Institution. This is why the Institution expects from every member of staff honesty, hardwork, loyalty and devotion to duty. The Institution will in turn, at all times, take care of the well being and security of all its employees.

The Institution shall specifically:

1. encourage each employee to develop his/her ability to the maximum and pay careful attention to his/her work and progress;

2. give just consideration to and equal opportunity for engagement and promotion on the basis of merit;

3. encourage loyal and efficient service by providing suitable security and conditions of work for all employees;

4. help employees maintain good health and provide medical attention;

5. promote joint consultation in order to enable employees have full opportunity to meet and speak frankly with management on matters affecting them and their work.

The Institution, on the other hand, expects from its employees:

1. a sense of personal responsibility for the quality and quantity of work performed;

2. a constant endeavour to reduce loss of time and property and to avoid any action likely to impede work;

3. personal care of all Institution’s property such as vehicles, machinery, equipment, tools, material and all amenities provided for the use of members of staff;

4. constructive suggestions for the improvement of methods, efficiency and working conditions;

5. sincere and active co-operation with colleagues and management; and

6. establishment of friendly relations with colleagues and management.

3. APPOINTMENTS

Appointments to all posts in the Institution shall, in principle, be made by the authorized person.

To be eligible for appointment with the Institution, each applicant must:

i. Possess the minimum educational and/ or professional qualification prescribed for the required post;

ii. Be certified by an approved medical officer to be of sound health and medically fit for employment;

iii. if bonded to government or any other organization, produce a certificate or letter from the appropriate authority to the effect that he/ she has been released from such obligations.

All appointments shall be made and retained subject to receiving satisfactory  work and character references from previous employers. Conviction for a criminal offence not voided on appeal, or dismissal from previous employment may disqualify a person from employment. An employee found to have given false information on his/her application form to the Institution will be liable to summary dismissal

.

4. OFFICE HOURS

Monday to Friday 8.00 a.m – 5.00 p.m. with an hour lunch break, from 1 p.m. to 2 p.m.and Saturday from 8.00am- 2.00pm.

5. SALARIES AND INCREMENTS

Salaries are payable in arrears and are  usually paid on the last working day of the month. Nigeria Social Insurance Trust Fund contributions and Pay-as-You-Earn Tax are deducted from the salaries before payment. Periodical increments are based on Performance Appraisal Reports and other factors as may be determined from time to time. Increments may be deferred or withheld for a period, if in the opinion of management, the conduct or performance of an employee deserves it.

6. PROBATION

All new members of staff are employed on six month probation. If an employee proves unsuitable, his/her employment will be terminated during or at the end of the probation period. No notice will be given for such termination. Also, no extension shall be granted beyond the six months. For confirmed employees, notice of termination or resignation of appointment shall be as stated below:

Grades 1 and 2 – 1 month

Grade 3            - 2 months

Grades 4-6       - 3 months

Every new employee is required to submit the following :

a. letter of reference from previous employer;

b. documentary evidence of current income;

c. a certificate of medical fitness from a recognized medical practitioner;

d. two recent passport size photographs;

e. detailed description ( with sketch) of residential address;

f. name and address of next of kin;

g. copies of educational certificates; and

h. any other information that may be required by the Institution from time to time.

It is the duty of the employee to inform the Institution of any changes in these details. Disciplinary action will be taken against anyone who gives false information to the Institution.

7. OVERTIME

Overtime as a regular feature of employment is undesirable but there may be occasions when overtime work is unavoidable; in such circumstances, it must be undertaken with the approval of the Head of Department.

Overtime shall be worked out on the basis of the following criteria for non-teaching staff only:

Week days                            - 1 hour overtime attracts the normal hourly rate

Saturdays                              - 1 hour overtime attracts 11/2 hours of the normal 

                                                 hourly rate.

Sundays/ Public holidays      - 1 hour overtime attracts 2 hours of the normal hourly 

                                                  rate.
This is applicable to grades 1, 2, & 3 of the Institution’s employees.

MEDICARE
8
Medical treatment is only provided for the employee and not for members of his/her family except for employees on grade 6. Employees on grades 1-5 are entitled to an annual medical allowance of N9,000 while those on 6 are entitled to N15,000. Employees will refund to the Institution any amount spent above the limit. The Institution will not bear the cost of dental, optical, major surgical operations, pre-natal and post-natal expenses, veneral disease treatment or treatment necessitated by or arising from any employee’s own negligence or fault. The employee must consult a doctor approved by the Institution and must obtain the Institution’s medical form before consulting a doctor. Refund for drugs not available at the hospital would be made only upon presentation of a doctor’s prescription note. Self medication is not recognized neither is it encouraged.

Members of staff absent as a result of sickness must notify their Heads of Department at once. Sick leave will be paid provided the employee produces a duly signed medical certificate. If sick leave exceeds one month, 50% of the salary and allowances will be paid and during the third month 25%. After three months, payment of salary and allowances will cease altogether without prejudice to retaining employment within a reasonable period of time.
Members of staff who are involved in an accident in the Institution’s premises are covered by the Workmen Compensation Insurance. Employees whose main duties are to travel on Institution business are covered by the Institution’s Group Personal Accident Policy.

PENSION SCHEME
All employees who have worked for the Institution for a minimum of two years and have reached the age of 25 years are eligible to join the Institution Staff Retirement Benefits Scheme. Each member shall contribute in each scheme Year, an amount equal to 5% of  the Member’s  basic salary while the Employer shall contribute in each Scheme Year, and amount , equal to 10% of the member’s basic salary. Any change in annual contributions shall take place on the first day of a Scheme Year.

The Employer will advance to the Trustees the sums necessary to pay the premiums on the Assurances as and when they fall due and will recover the outlay in respect of the member’s contributions by monthly deductions from their salary or wage.

If the Member shall voluntarily leave the service, he/she shall be entitled to the benefit arising from his/her own contributions and in addition, the Member may, subject to the number of years completed in the service and except where in the opinion of the Trustees, he/she resigns voluntarily in order to avoid dismissal by the Employer for fraud or misconduct constituting a criminal offense, be entitled to the benefit arising from the Employer’s contributions in respect of him in accordance with the following scale 
Completed




Percentage of the Benefits secured by 
Years in the scheme                                      the Institution’s contributions to which 






            Member is entitled.

Under 3 years                                                                       Nil

3 years but less than 4                                                          30%

4 years but less than 5                                                          40%

5 years but less than 6                                                          50%

6 years but less than 7                                                          60%

7 years but less than 8                                                          70%

8 years but less than 9                                                          80%

9 years but less than 10                                                        90%

10 years and above                                                             100%

The date of joining is on the 1st of April each year.

STAFF EVALUATION

Performance Appraisal Evaluation Reports shall be written periodically on all employees of the Institution. Promotion will be based on merit, productivity and ability as depicted in the reports and is entirely at the discretion of Management.

ANNUAL LEAVE

All categories of staff are entitled to annual leave upon the completion of one full year of service subject to the approval of their Heads of Department.

All employees shall be expected to take their leave at the time indicated in  the Departmental leave roster. Members of staff shall be granted leave with full pay. Timing of leave is entirely subject to the approval of the Institution. The Institution  observes all Public Holidays as gazetted by the Federal Government and these are allowed in addition to annual leave.
RATES OF ANNUAL LEAVE

 Annual leave will be gathered as follows:

Grades                  Under 2 Years

After 2 Years

1 and 2                  10 Working Days              15 Working Days

3                           15 Working Days               20 Working Day

4 - 6                     20 Working Days                25 Working Days     

Annual leave cannot be DEFERRED until the following year and no payment shall be made in lieu of leave. If a member of staff is compelled in the interest of the Institution to return to duty before the expiration of his approved leave, the outstanding leave shall be taken at a later date within the holiday year. No payment shall be made in lieu of leave.
EXAMINATION LEAVE

Where a member of staff wishes to take an examination, he/she may be granted leave with full pay, but the number of days shall be deducted from his/her annual leave.
LEAVE ON DISMISSAL

Employees who are dismissed shall not be entitled to leave.
MATERNITY LEAVE

A female employee on permanent appointment, having served not less than one year, shall on production of a certificate from the Institution doctor, be entitled to maternity leave of six weeks on full pay before confinement and six weeks on half pay after confinement.

If after takings 12 weeks’ leave before and after her confinement, the employee is medically certified as unfit to return to duty, she may be granted further extension of leave. Such further extension shall be without pay. Maternity leave is granted in lieu of annual leave.

The employee who has claimed her annual leave for the calendar year, before applying for maternity leave, shall have the corresponding period within maternity leave without pay.
FIDELITY

The employee shall devote the whole of his/her time and attention to the faithful and diligent discharge of his/her duties and shall in all respects obey and observe the lawful 
orders of the Institution or its appointed representatives or officials in respect of the 
business or well-being of the Institution. Employees shall not at any time, divulge any of the Institution’s affairs or confidential to any unauthorized persons. Any secret process or invention, paper, books or documents belonging to the Institution must not be copied, reproduced, sold, circulated, communicated, or published in any way to any unauthorized person.

All transactions and other Institution matters, especially those relating to Examination, School result, student and staff data, Institution’s property and security of the premises, are confidential and should not under any circumstances be disclosed to outsiders.

Upon joining the Institution, all employees have to sign an undertaking that they are not indirectly or directly involved in any business in competition with the Institution or its associated Companies. That, they have no other business interests whatsoever, which could harm or interfere with their job. Employees have to advise the Institution, immediately if any changes occur in their business interest.

REMUNERATION

Employees will be paid an agreed total remuneration which include Basic Salary, Housing, Utility, and Meal Allowances.
HOUSE RENT LOAN

House rent loan would be granted to employees on the basis of the following criteria:

1. Application for house rent loan would be considered from existing staff. The value of such loans may however not exceed the value of the staff’s final entitlement.

2. Application must be accompanied by detailed documentary evidence of the rent to be paid.

3. Applications must be recommended by the applicant’s Head of Department.

4. Any house rent loan not utilized within 90 days must be refunded.

QUERY

Where an employee commits a wrongful act, professional misconduct or violates the Institution’s rules and regulations, he will be queried by the appropriate officer. Such a query must be answered in writing within the stipulated period. If the employee’s explanation is considered unsatisfactory, the responsible officer may issue a written 
warning to the employee. A copy of the query and warning shall be kept in the employee’s record.
WARNING

Where an employee commits an offence which does not amount to serious misconduct or where the services or conduct of an employee does not prove satisfactory, such employee will be warned in writing. If after second warnings, a third offence is committed by the employee, he would be brought before the disciplinary committee and if found guilty, such an employee would be placed on a week suspension without pay or alternatively his appointment may be terminated. The option to take shall be at the discretion of the committee. A warning shall cease to have effect after 24 months from the date of issue.

DISCIPLINARY COMMITTEE

If, in a case of serious misconduct, an unsatisfactory explanation is received, the Admin/ Public Relations Manager will invite the employee to appear before the disciplinary committee. The committee shall at all times, be composed of at least three members, one of whom must be a director, the line officer, the Admin/ Public ‘relations Manager and any other as may be determined. The committee shall have the power to adjudicate on the matter and prescribe disciplinary measures as it may deem fit, if the employee is found guilty.
SUSPENSION FROM DUTY

An employee may be suspended from duty without pay in any of the following circumstances:

(a) When an employee has received two warnings for serious offences and is found guilty of committing another serious offence, he/she would be suspended for a week without pay.

(b) When the Institution suspects an employee of having committed serious misconduct that requires necessary investigation, it may suspend the employee from duties without pay pending completion of investigations. Should the employee be reinstated after investigation, his salary during the period of suspension will be paid to him/her and should the employee be entitled to salary only up to and including the effective date of  suspension.

(c) Any other misconduct as may be determined from time to time.

TERMINATION OF EMPLOYMENT

Termination of employment ,will be on the basis of one-month notice on either side for staff on grades 1 and 2, two months for staff on grade 3 and three months for staff on grades 4-6 except in the case of serious misconduct when an employee may be summarily dismissed. Such dismissal shall be without prejudice to his/her entitlement under the Nigerian Social Insurance Trust Fund (NSITF) and his own contribution, if any, to the Staff Pension Scheme. Serious misconduct includes the following:

(a) Dereliction of duty

(b) Dishonesty and/or stealing

(c) Absence from duty without a written authority

(d) Sleeping on duty

(e) Refusal to obey a reasonable instruction.

(f) Corruption or attempting to corrupt other employees

(g) Malicious damage to Institution’s property

(h) Gambling( which shall include the distribution and/or sale of Football Pools papers and Lottery Tickets) or money lending in the Institution’s premises

(i) Consuming or being under the influence of alcohol in the Institution’s premises or during working hours

(j) Gross insubordination or disrespect to the Management, Heads of Department and other employees

(k) Causing accident or injury to co-workers through gross negligence
(l) Private business or trading in the Institution’s premises

(m) Taking meals outside the approved periods of rest for such purpose

(n) Smoking in the premises

(o) Loitering

(p) Signing of the attendance register on behalf of anyone

(q) Fighting within Institution’s premises

(r) Divulgence of Institution’s confidential matters

(s) Conviction for felony or other criminal offence

(t) Financial embarrassment

(u) Conducting private business in direct or indirect competition with the Institution and its associates

(v) Use of personal flash drive or Institution’s computers for private work.

(w) Having immoral relationship with student.

(x) Leaking examination questions to student.

(y) Unauthorized collection of money from students.

(z) Student abuse of any form.
NOTES

(i) All offices and classrooms are designated “No Smoking” areas.

(ii) An employee shall stand suspended without pay for as long as his/her case is in court with the Institution.

(iii) Where the employee concerned seeks to evade official notification of dismissal the effective date may be:

· the date upon which he/she is served notification even though he/she may refuse to acknowledge receipt, or

· the date upon which notification is delivered by a messenger to his/her recorded address, even though the employee does not himself, acknowledge receipt of such letter; or 
· if the notification is posted to his/her last known place of abode, it may be considered as having been received.

LIABILITY FOR NEGLIGENCE

An employee may be responsible for all costs incurred by the Institution due to any loss or damage occasioned by the negligence and or carelessness of the employee in the discharge of his/her duties and the Institution may deduct all sums representing all such costs incurred by the Institution from the employee’s emoluments.

GRIEVANCE PROCEDURE

Any employee who considers that he/she has been treated unjustly or unfairly shall be given the opportunity to appeal without discrimination for doing so.

Every employee shall endeavour first to settle his/her problem with his/her Head of Department. Should he/she fail to gain satisfaction, he/she may refer the matter to the management through the Admin/ Public Relations Manager.
REDUNDANCY

Redundancy is an involuntary and permanent loss of employment, caused by reorganization or liquidation. The Institution will endeavour to avoid terminating any employee’s appointment on grounds of redundancy. If, however, through force of circumstances, it is necessary to reduce the workforce, the Institution will give as much notice as possible to all employees, whom it intends to declare redundant.

IMPORTANT NOTE

The Regulations set out above form part of the terms of employment. Any change in such terms will be agreed to in writing on appointment or subsequently. Every member of staff is expected to consult these REGULATIONS regularly so that all the duties and rights quoted in them are known and clearly understood.

NOTES FOR STAFF

THESE notes are supplemental to the Conditions of Service and should be read carefully. They outline Institution policy on certain matters and give details of various facilities which are available.
1. PUNCTUALITY

The Institution attaches great importance to time-keeping. All members of staff must report punctually for work every morning and after break. All employees on grades 1 – 4 are expected to indicate time of arrival and sign an attendance register on arrival at the office every morning. The ‘signing-in’ register is placed at the reception desk.

Also, a movement register has been placed at the reception, in which very employee leaving the premises is expected to sign and indicate among others, destination and the time he/she is expected back in office.
No employee is expected to visit other offices other than his/her own during office hours unless for strictly official purposes.

2. DEPARTMENTAL MEETING

Employees meet on departmental basis, once in a month and more frequently, if necessary, to discuss with Heads of Department matters connected with the Department’s work programme.

3. NOTICE BOARDS

Please read all the notices, which appear on the notice boards. These notices, are the means by which members of staff are advised on matters which affect them. All members of staff are expected to look at the notice boards regularly to ensure that they are fully aware of the latest announcements.

4. SUGGESTION BOX

This is placed at the reception counter. Any suggestions that will help to make working conditions more congenial and the Institution more efficient are welcome from all members of staff.

5. DRESS CODE

Members of staff are expected to dress properly at all times, i.e. men (suits or shirt with tie) and ladies (gown or blouse with skirt).

6. FOOD

Bringing or eating of food in the offices or the classroom is prohibited.

7. SECURITY

The classroom, offices and surrounding areas, are not opened to unauthorized visitors. All visitors not accompanied by a member of staff must be asked politely to explain their business. In particular, visitors to the classroom must at all times remain at the reception and not allowed, under any circumstances to enter the classroom area or to have direct access to students. This also applies to the Institution’s employees who are not authorised to have access into some department e.g Examination room and account office.

Authorised visitors on official visits to the offices must be accompanied by either the secretary of the officer requested for or by the security guard at the reception. Accounts department in particular, is out of bounds to all categories of visitors except and upon the express permission of the Head of Department. Social visits by friends and relations of members of staff may receive a visitor in the reception area. This is to ensure maximum security within the Institution’s premises and also to avoid unnecessary distraction during working hours.

No property may be taken out of the premises by any employee without first obtaining official permission in writing. The Institution or the security 

staff on duty has the right at all times to search any employee or to examine any parcel or property being taken away by any employee.

8. USE OF TELEPHONE

No private telephone calls may be made or received during lecture.
9. RADIO

Use of private radio or listening to music from any source in the office is prohibited.

10. USE OF COMPUTER SYSTEM

Use of personal flash drive or Institution’s computer for private work, general misuse of computer and installation in the computer of wordings not directly or indirectly relevant to the Institution are strictly forbidden.

11. ACCIDENTS AND ILLINESS

First Aid and emergency medical supplies are available. If an accident occurs, it must be reported at once to the Head of Department, who will arrange help.  The same applies to sudden illness.

12. FIRE

Please read the “Fire Precaution and Action in Case of Fire” notice to be found in every office. It is strictly prohibited to smoke in the offices, classroom and study area.

13. CLEANLINESS AND TIDINESS

Waste-paper baskets in every office are for WASTE PAPER only. Please keep your office clean and tidy. Document should not be left on the floor. Clear your desk at the end of each day, cover  computers and other office machines and close all the windows, and switch off fans, air-conditioners and lights. Also note that smoking is prohibited throughout the premises.

14. ECONOMIES

These are just a few of the ways in which you can help to keep down our costs:
(a) lights: Please turn them off when you leave your office.

(b) Electric fans/Air-conditioners: Some offices have electric fans and others are air-conditioned. Please do not use these appliances unnecessarily.

(c) Office Machines, Equipment and Furniture: if a machine breaks down, do not try to put it right yourself, report it to the Head of Department 
whose approval must also be obtained before any furniture or equipment       is moved from one office to another as all offices have inventory lists. Please take care of Institution’s properties.

(d) Stationery: This is an expensive item. Try to be as economical as you could. All requisitions for stationery should be authorized by Heads of Department. None of these items can be used privately.

15. POST OFFICE BOX

Employees may receive letters addressed to them through the Institution’s address but the Management will accept no responsibility whatsoever for private mail of employees. Such mail should be marked Personal, to avoid being opened by the Secretary. Under no circumstances may the Institution’s address be used by non-employees or c/o an employee.
