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HR Policies for Coodu Trust
1. Purpose

The purpose of these HR policies is to establish clear guidelines for managing human resources
effectively, ensuring compliance with legal standards, and promoting a positive and inclusive
workplace culture.

2. Scope

These policies apply to all trustees, employees, volunteers, contractors, and any third parties acting
on behalf of Coodu Trust.

3. General HR Policies

e Equal Opportunity: Coodu Trust is committed to providing equal employment opportunities
to all individuals, regardless of race, gender, age, disability, religion, or any other protected
characteristic.

e Code of Conduct: All employees are expected to adhere to the highest standards of ethical
behavior and professionalism.

e Health and Safety: Ensure a safe and healthy working environment for all employees,
complying with relevant health and safety regulations.

e Data Protection: Adhere to data protection laws and ensure the confidentiality and security
of personal information.

Recruitment Policies

1. Purpose

To attract, select, and appoint the most suitable candidates for positions within Coodu Trust,
ensuring a fair and transparent recruitment process.

2. Recruitment Process

e Job Posting: Clearly define job roles and responsibilities, and advertise vacancies through
appropriate channels.

e Application Process: Provide a straightforward application process, ensuring accessibility
for all candidates.

e Selection Criteria: Use objective criteria to evaluate candidates, including qualifications,
experience, and skills.

e Interview Process: Conduct structured interviews with a diverse panel to minimize bias.

e Background Checks: Perform necessary background checks and verifications to ensure the
suitability of candidates

3. Safer Recruitment

e Safeguarding: Implement safeguarding measures to protect vulnerable groups, including
children and adults at risk.



Training: Provide training on safer recruitment practices for all involved in the hiring process.

Retention Policies

1. Purpose

To retain talented employees by creating a supportive and engaging work environment that promotes
professional growth and job satisfaction.

2. Employee Engagement

Onboarding: Provide a comprehensive onboarding program to help new employees integrate
smoothly into the organization.

Professional Development: Offer opportunities for continuous learning and career
advancement through training and development programs.

Recognition and Rewards: Implement recognition programs to acknowledge and reward
employees’ contributions and achievements.

Work-Life Balance: Promote a healthy work-life balance through flexible working
arrangements and wellness programs.

3. Employee Support

Feedback Mechanisms: Establish regular feedback mechanisms, such as surveys and
performance reviews, to understand and address employee concerns.

Mentorship Programs: Develop mentorship programs to support employees’ personal and
professional growth.

Conflict Resolution: Provide resources and support for resolving workplace conflicts and
grievances.

4. Exit Process

Exit Interviews: Conduct exit interviews to gather feedback and identify areas for
improvement.

Alumni Network: Maintain an alumni network to stay connected with former employees and
leverage their experience and insights.

Conclusion

By implementing these HR, recruitment, and retention policies, Coodu Trust commits to fostering a
positive, inclusive, and supportive work environment that attracts and retains top talent.
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