Limits of Authority for People Related Actions

XXXCCC -FIELD 

The policy document below defines “who can approve what” in personnel related areas of activity for field staff- that is staff in XXXCCC outside our head office. It is generally based on the principle that decisions and actions relating to employees should be taken 2 levels above the employee concerned.

The term “Country Manager” in this context means the highest line Manager in a country, whatever the actual title of the individual.

All financial posts reporting directly to Country Manager must be approved by the CFO in addition to the approvals above.

Where there is more than two approval authorities the title in dark type has overriding authority. Where there are two authorities it is expected that they will always eventually agree.

Whilst a serious attempt has be made to “de-personalise” this policy document, the titles may be defined as the following individuals.

Corporate CEO


NBMBVMBVB (NAME)




MD (CEO of operating company )
DFFGHFGJ

VPHR (Vice President Human Resources)
GDGJDFHGGH

GME (General Manager Europe)
HGHFGGG 

In certain (European/Asian) areas  the authority has been  partially delegated by the MD of Xxxccc  to the (GM Europe/Asia). This is shown as MD/GME. Where the authority has not been so delegated the words  “for all countries” will have been added. 

Please read carefully the notes at the end of this document. In particular it should be noted that where there is delegated authority the authority must be exercised within parameters   which have already been decided. For instance salary and overall compensation for a new hire must be within the scales decided for the job in question: a transfer of an employee must be undertaken within the norms established for in terms of transfer allowances, travel, spouse travel etc. Where a decision is outside these policies or where you do not know the norms then refer up to the next level.

	Employee Level
	Actions  
	
	Authority

	
	Budget and Business Plan
	
	

	
	Approval of budget and business plan for XXXCCC
	
	Corporate CEO

	Employee Level
	       Recruitment Action
	
	Authority

	Country Manager or above
	Approval of recruitment action for non budgeted position.
	
	Corporate CEO,MD  and VPHR

	Country Manager or above
	Approval of recruitment action for budgeted position 
	
	MD for all countries

	All posts in a country below Country Manager
	Approval of recruitment action for budgeted position
	
	Country Manager 

	All posts below Country Manager
	Approval of recruitment action for non budgeted position where another position is relinquished 
	
	HR Director 

	All posts below Country Manager
	Approval of recruitment action for non budgeted position
	
	HR Director and MD for all countries

	Employee Level
	Selection of Employee
	
	Authority

	Country Manager or above
	Approval of Choice of Candidate including internal candidates
	
	MD, VPHR and Corporate CEO

	Direct reports to Country Manager 
	Approval of Choice of Candidate including internal candidates.

.
	
	HR Director ,Country Manager and and MD/GME in coordination with theproduct head in case of those who sign trades


	Other staff
	Approval of Choice of Candidate including internal candidates.


	
	Country Manager in coordination with the product  head in case of those who sign trades


	Employee Level
	Starting Salary Decision
	1
	Authority

	Country Manager or above
	 Decision on salary and other remuneration
	
	Corporate CEO, MD, VPHR.

	Direct reports to Country Manager 
	Decision on salary and other remuneration
	
	HR Director ,Country Manager  and MD for all countries- within agreed parameters for the job
	

	Other staff
	Decision on salary and other remuneration within agreed parameters for the job
	
	Country Managers

	
	Decision on salary and other remuneration outside agreed parameters for the job.
	
	HR Director, Country Manager  –

	Employee Level
	Signature of job offer
	
	Authority

	Country Manager or Above
	Signature of job offer
	
	MD/GME

	All other staff 
	Signature of job offer
	
	Country Manager

	Employee Level
	Probation Period Approval
	
	Authority

	Country Manager
	Probation Period approval
	
	MD/GME and HR Director

	All other posts
	Probation Period approval
	
	Country Manager

	Employee Level
	Promotion Increase on Appointment to a New Post
	2
	Authority

	Country Manager or above
	Approval of promotion increase in salary on promotion to a vacant budgeted job.
	
	Director HR,VPHR, MD for all countries, 

	Direct reports to country Manager
	Approval of promotion increase in salary on promotion to a vacant budgeted job.
	
	Director HR, Country Manager MD/GM within corporate agreed limits.

	All other posts
	Approval of promotion increase in salary on promotion to a vacant budgeted job
	
	Country Manager within agreed parameters.

	Employee Level
	Approval of Merit and  cost of Living Increase
	3
	Authority

	Country Manager
	Approval of Merit or cost of living Increase
	
	VPHR, MD, Corporate CEO

	Direct Reports to Country Manager
	Approval of Merit or cost of living increase
	
	HR Director Country Manager and MD/GM

	All other staff
	Approval of Merit or cost of living increase if within Budget


	
	Country Manager within agreed parameters.



	All other staff
	Approval of Merit or cost of living increase over Budget
	
	HR Director  within agreed parameters.



	Employee Level
	Bonuses
	
	Authority

	
	Settlement of  Bonus pool per department/country. 
	4
	MD, HR Director and VPHR

	Country Manager
	Recommendation of annual bonus to Xxxccc Board
	5
	Corporate CEO VPHR and MD/GME

	Direct reports to Country Manager 
	Recommendation of  annual bonus to Xxxccc Board
	
	MD/GM Country Manager Director HR 

	All other staff
	Recommendation of  annual bonus to Xxxccc Board
	
	MD/GM Country Manager Director HR

	Employee Level
	Amendment of Conditions of Employment (vacation,pension,insurance)
	6
	Authority

	
	All  amendment of employment conditions 
	
	Approval commencing at HR Director.

	
	
	
	

	
	International Transfers
	7
	Authority

	All levels
	
	
	MD,HR Director and VPHR

	
	Intercompany Transfers
	
	

	All levels
	
	
	MD,HR Director and VPHR

	Employee Level
	Termination
	8
	Authority

	Country Manager or above
	Termination Decision
	
	  HR Director MD and VPHR

	Direct reports to country Manager


	Termination Decision
	
	MD/GME Country Manager and HR Director

	Other staff
	Termination Decision
	
	Country Manager 

	
	Immediate dismissal ‘for cause’
	9
	Country Manager/HR Director VPHR

	Country Manager or above
	Decision of compensation to be offered in termination cases
	10
	HR Director, MD, and VPHR

	Direct reports to country Manager


	Decision of compensation to be offered in termination cases higher than legally required
	
	MD/GME VPHR, HR Director and Country Manager

	Other staff
	Decision of compensation to be offered in termination cases higher than legally required
	
	HR Director VPHR and Country Manager

	Employee Level
	Training and Development 
	
	Authority

	All staff


	Training as per Training Plan and budget developed as part of annual budget or agreed with HR
	
	Country Manager

	All staff
	Training outside budget or Training Plan
	
	Country Manager and HR Director

	Employee Level
	Various
	
	

	All staff
	Salary Advances(
	
	Country Manager

	All staff
	Salary Advances over 1 month salary
	
	HR Director.

	All staff
	Approval of vacation accrual up to 50% of annual entitlement
	
	Country Manager

	All staff
	Approval of vacation accrual over 50% of annual entitlement
	
	HR Director

	All staff
	Payment of unused vacation other than in termination cases.
	
	HR Director

	All staff
	Payment in Hard Currency 
	
	HR Director

	
	Use of recruitment consultants in a particular country.
	
	HR Director

	Note 1
	* All starting salaries must be justified by references to benchmarks e.g. previous salary, market surveys, internal equity etc. The starting salaries should be in line with budget.The starting salaries for individuals should be in line with agreed parameters for each post e.g. a salary grade or level for the job . If it is required to give a candidate a salary beyond this level, then a separate higher approval is required as indicated .  
	
	

	Note 2
	Promotional increases will take into consideration he budget and actual costs at the time, the existing salary and market rate for the job, the extra responsibility undertaken, the pay of others in the same post, the position of the employee in a salary range. 
	
	

	Note 3
	Merit and cost of living rises should be budgeted and take into consideration, cost of living rises, performance evaluation, the employees existing salary and the market rate for the job and the employees position of the grade range.
	
	

	Note 4
	Settling of bonus pool should consider the overall profit contribution of the unit, the level of independence the contribution per head, costs per head  and contractual obligations.
	
	

	Note 5
	The distribution of bonus should take into consideration the performance,the seriousness of objective setting and review, the employee’s existing salary and the market rate for the job .The approval of bonuses in Xxxccc is at the level of of the Xxxccc Board of Directors. 
	
	

	Note 6
	Amendment of terms and conditions including pension plans, insurances,retirement, vacation etc should take into consideration the budget and actual financial performance, market level of benefits, and also salaries, tax efficiency and contractual obligations. 
	
	

	Note 7 
	International transfers should take into consideration the genuine need for the transfer, the cost of the transfer, the need to protect purchasing power of the employee, salaries in the “host” country and tax efficiency.
	
	

	Note 8 
	Termination decision should take into account the need to respect local procedures and timescales, local legal requirements, and customs, the age,length of service and family situation of the employee and the possibility of work elsewhere. It may also be appropriate to consider customer reaction.
	
	

	Note 9
	Termination for cause should not be undertaken unless there is a certainty that there will be no legal problem and that the problem fits the action.
	
	

	Note 10
	Compensation for Termination in addition to the considerations above (note 8) the decision on compensation must take into account precedent setting, tax effectiveness, contractual obligations and staff morale of those who rest with the company.
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