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1.1 Purpose of Operations Manual

The purpose of this Operations Manual is to:

1 Provide a reference document which articulates administrative systems, policies, and
procedures (including but not limited to delegations, financial reporting standards and
accounting, human resource management and procurement policies, procedures, and
practices) which are to be adopted, used, and complied with by the PACER Plus
Implementation Unit (PPIU) (and its staff and contractors) in exercising the PPIU's powers
to perform its functions.

1 Satisfy the governance and contractual requirements of:

o the ‘Memorandum of Arrangement relating to the Establishment of the PACER
Plus Implementation Unit, and its Constitution’ (the ‘Constitution’)

o The ‘ANZ IU Joint Funding Arrangement’; and

M Be aliving document’ that will be regularly reviewed and revised as required over the life
of PPIU.

1.2 Approval

In accordance with the PPIU Constitution, the Operations Manual must be approved by the Joint
Committee (JC).

1.5 Distribution

This Operations Manual is distributed to all PPIU personnel via the PPIU file management system
within MS Teams and is also available to the PACER Plus Joint Committee, participant countries,
and other relevant stakeholders. Some sections will also be made available to suppliers, sub-
consultants, sub-contractors, grantees, and other downstream partners as required.

The PPIU Operations Manager (IU OM) is responsible for distribution.

1.4  Amendments

Amendments will be made from time fo time by the PPIU OM, in response to the changing context
and requirements of the PPIU operations and/or as and when policy or procedure changes are
made by the JC or Principal Donors (Australia & New Zealand).

Amendments and updates to the Operations Manual will be summarised in the PPIU’s six monthly
reports to the JC.

All users of this document should ensure the most up to date version is referred to.

1.5 Ambiguity resolution

Where there is any ambiguity as to the meaning of anything in this document, the PPIU OM will
be able to provide clarification.
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2.1  Background

The Pacific Agreement on Closer Economic Relations (PACER) Plus (‘the Treaty’) is a landmark
trade and development Agreement that was signed in 2017 by the following countries: Australia,
Cook Islands, Kiribati, Nauru, New Zealand, Niue, Samoa, Solomon Islands, Tonga, Tuvalu, and
Vanuatu.

The Treaty covers goods, services, and investment. It aims to lower barriers to trade, provide
greatfer certainty for businesses, raise living standards, create jobs, and increase exports across
the Pacific.

PACER Plus entered into force on 13 December 2020 for the eleven countries (‘Parties’) which
have ratified the Agreement: Australia, Cook Islands, Kiribatfi, New Zealand, Niue, Samoa,
Solomon Islands, and Tonga, Tuvalu and Vanuatu.

At the same fime as the Treaty was signed, the signatories also signed the ‘Implementing
Arrangement for Development and Economic Cooperation under the Pacific Agreement on
Closer Economic Relations Plus’ (‘the Arrangement’). The Arrangement provides, among other
things, for:

9 the establishment of the PACER Plus Implementation Unit (PPIU);

1 the PPIU to implement the Agreement and fo manage and deliver the five-year
Development and Economic Cooperation (DEC) Work Programme described in the
Arrangement; and

M for the PPIU to be co-funded by Australia and New Zealand for a period of five years from
13 December 2020.

The successful implementation of the DEC Work Programme will support the Pacific Parties to
strengthen, diversify and build their economies’ resilience by integrating with regional and
international goods, services, labour, and investment markets, fo foster inclusive growth and
prosperity.

The PPIU has been established in Samoa and has the legal capacity of an internafional
organisation under the law of Samoa.

The PPIU is governed by the ‘Memorandum of Arrangement relating to the establishment of the
PACER Plus Implementation Unit, and its Constitution’ (the ‘Constitution’).
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The Constitution lists thiollowing Objectives and Functions of the PPIU:

Objectives

The objectives of the Implementation Unit are to assist the Joint Committee and Parties to implement the Tre
related arrangements by managing tbay-to-daydevelopment and implementation of the Work Programme a
expenditure of associated resources.

Functions

The functions of the Implementation Unit are:

a)
b)

c)

d)

e)

9)

h)

Toprovideinformationto the Joint Committee to assist in decision making emglementingdecisions;
To provide regular financial reporting to the Joint Committee and the Budget Committee on the
Programme budget andxpenditure and on the applicablénnualPlan budget and expenditure;

To assist with the preparation and hosting of meetings, including, but not limited to, meetings for the
Committee, the Budget Committee, Treaty Chapter-salmmittees, the Pacific Labour Mobility Annu
Meeting, the Labour Mobility Working Group, aady other working group or committee created by tt
Joint Committee. This includes, but is not limited to, coordinating dates and logidtafting, and

organising agenda and papers, and reporting outcomes, as directed by the Joint Committee;

To coordinate the development and implementation of the WBrkgramme, including gap analysis, liais
with the subsidiary bodies and national focal points, and harmonising support delivered under the
Programme with relevant development activities of other donors/programmes;

To develop and maintain a Performance Assessment Framework, in consultation with the Parties,
Joint Committee's approval,

To assist Parties to monitor, report and evaluate progress of the Treaty's implementation against obj
and the Performance Assessment Framewor&luding identifying successes to build upon and proble
that need to be addressed;

To support capacity development of the national institutions of Parties to operationalise the Treat
address regional implementation gaps, including Aid for Trade strategy development, coordinatic
monitoring;

To assist the development of regional mechanisms for effective colléiborand cooperation in the
execution of the provisions of the Treatincluding on goods and services and, where appropriate, lak
mobility; and

To support Parties in the promotion of the Treaty to key stakeholders such as business and in
including through the development of communications strategies|s,and resources.

The PPIU will manage a five-year program of work - the PACER Plus Development and Economic
Cooperation Work Program (DEC Work Programme) - focused on provision of priority demand-
driven trade related technical assistance (TRTA) aligned with PACER Plus implementation, running
from 202110 2025. The development assistance may (at the discretion of the funding participants)
be extended for a further five years.

This Operations Manual guides the operations of the PPIU office and it's implementation of the
DEC Work Programme.

2.2

PPIU Reporting Requirements

The following table lists the key reporting requirements for the PPIU in accordance with the
Constitution and the ANZ PPIU Joint Funding Arrangement.

Table 1:PPIUKeyReporting Requirements
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Ref

Report
Name

Description

Frequency
/ Timing

Const,
cl. 12

DEC  Work
Programme

Five-year work programme for the period to 12 December 2025,

incorporating:

a. Matters identified or described in Chapter 10 of the Treaty in
respect of mutually determined development and economic
cooperation activities, and in the Arrangement with respect
to the Work Programme;

The six priority areas contfained in the Arrangement;

Matters in respect of one or more of the key objectives
specified in the Labour Mobility Arrangement, where so
instructed by the Joint Committee;

d. Emerging issues identified, described, and prioritised by the
Joint Committee which the Joint Committee formally
requests the Head of the Implementation Unit fo include in
the Work Programme;

e. Ensuring that all activity designs include adequate
consideration of gender dimensions and an analysis of
gender gaps; address gender equality and women's
empowerment as development goals, including by
identifying these issues in the program logic model and
moniforing and evaluating them using gender indicafors
and sex-disaggregation of data related to people; and
specific gender activities that address gender within the
contfext of implementing the Work Programme.

Annual

Const,
cl. 13

Annual Plan
& Budget

Annual Plan covering each financial year (July — June), including:
a. The foci determined by the Joint Committee from time fo time,
for the relevant year;

b. The activities required to deliver these foci;

c. Advocacy, public outreach, and stakeholder engagement;

d. Performance assessment, monitoring, analysis, and reporting
against the Performance Assessment Framework;

e. A costed workplan and budget;

f. Specific reporting requirements.

March
each year.

Const cl
40 a

Six  Monthly
Progress
Update

Detailed and up-to-date review of the current Annual Plan setting
out the Implementation Unit's progress in implementing that
Annual Plan, including:

i. A detailed and up-to-date statement of the Implementation Unit's
financial position;

ii. A detailed and up-to-date report on the Implementation Unit's
risks;

iii. An evaluation of progress against the Work Programme, the
current Annual Plan and key performance indicators set out in the
Performance Assessment Framework, and resulting and planned
actions;

iv. A reconciliation to budget and Annual Plan, noting material
deviations from expenditure, delivery of outputs and progress; and
v. Any proposed adjustments to the Annual Plan;

20 January
each year

PPIU Operations Manual_V5.0_

Page 8 of 64




i. Not comply with the Operations Manual;

ii. Delay, significantly impact or change an Annual Plan or the Work
Programme;

iii. Result in a budget overrun, a revenue shortfall, or an increased
cost which, in any case, is or may be, material;

iv. Raise integrity issues in relafion fo the Implementation Unit, any
employee of or contractor to, the Implementation Unit or any
acftivity;

v. Present a safeguarding risk for an employee,
someone in the community; or

vi. Receive significant media aftention; and

partner or

Promptly after receiving the request, a detailed and up-to-date
report on or about any act, matter or thing requested by the Joint
Committee.

Ref el Description Frgqgency
Name / Timing
Const cl | Annual Annual report will include: 30 July
40 b Report i. The Implementation Unit's unaudited financial statements as at | each year
the end of the relevant financial year;
ii. A reconciliation of the financial statements to budget, noting
material deviations;
iii. A detailed report on progress against the Annual Plan and
towards the outcomes identified in the Work Programme and
achievement against the Performance Assessment Framework in
the relevant financial year;
iv. A detailed and up-to-date report on the Implementation Unit's
risks;
v. Any proposed adjustments to the Work Programme; and
vi. Lessons learned and opportunities that should be considered
for future activities.
BC Quarterly Quarterly Financial Reports against agreed Work Programme | Quarterly
Financial Budget and Annual Plan and Budget, submitted fo the JC and BC.
Reports
Cl40 ¢ | Audited i. The Implementation Unit's audited financial statements as at the | 30
Financial end of the relevant financial year; September
Statements ii. The report of the auditor referred to in section 37; each year.
iii. A reconciliation of the audited financial statements to the
unaudited financial statements referred to in (b) (i) above.
Const cl | Exception Promptly after becoming aware of it, a report of and about any act, | As
40 d Reporting matter or thing which will or could: required

Reports, deliverables, and milestones shall be submitted to the JC and/or donors in accordance
with the content requirements, format and due date specified in the relevant agreement.

A copy of all reports, including drafts, revisions, final approved versions and all JC or donor

feedback and approvals, shall be stored on the PPIU Operations file, maintained by the PPIU.

2.5
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The following figure (Figure 1) (taken from the PACER Plus Implementing Arrangement) illustrates
the relationship between the management and implementation structure within the PACER Plus
Implementation Unit and the Joint Committee, its subsidiary bodies, national focal points, and the
confributing and recipient participants at inception. The structure also features the importance of
private sector and civil society engagement at the national level for the successful implementation
of the Work Programme and the Agreement.

Figure 1-PPIU Governance Structure

Joint Committee

Budget Sub-committee Subsidiary bodies
National Focal Points

Implementation Unit Regional & International
Organisation

o]
& 888
= /888
Public sector Civil society sector Private sector
actors actors actors

IThe PPIU’s Constitution assigns authority and accountability to the Head of the Implementation
Unit (PPIU Head’), including the following key areas:

Providing a high standard of leadership to the Implementation Unit;
Ensuring the Implementation Unit operates with a high level of integrity;
Maintaining constructive and collaborative relationships with the Joint Committee;

Mainfaining a constructive and effective relationship with the Confracted Services
Provider;

Maintaining an appropriate public profile for the Implementation Unit;

The performance of its functions by the Implementation Unit;

The efficient and effective operation of the Implementation Unit;

The achievement, in or in respect of any relevant period, of the Work Programme and the
Annual Plan;

Ensuring the Implementation Unit operates in accordance with, and within, its budget for
the relevant period;
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j) All decisions relating to the operation of the Implementation Unit; and
k) Compliance by the Implementation Unit with:

1. This Constitution;

2. The Host Agreement;
3. The Operations Manual;
4.

Any contract or other enforceable obligation enfered into by the Implementation
Unit.

In addition, the PPIU Head’s Terms of Reference (TOR) (refer Annex A) also assigns authority and
accountability across these and other areas.

In accordance with item (j) above and the PPIU Head's TOR, the PPIU Head is authorised to make
all decisions relating to the operation of the PPIU based on annual plans and budgets approved
by the Joint Committee.

The PPIU Head will work in close collaboration and consultation with the Joint Committee, Budget
Committee and other relevant Committees and Parties, as required. The PPIU Head’s authority
includes:

1 All procurement decisions, contracting and management of individuals and organisations
engaged to implement Activities within the approved Annual Plan;

1 Reasonable (+/- 10%) reallocation of Activity budget lines and timing within the approved
Annual Plan, noting variances from the Annual Plan will be advised in Quarterly Financial
Reports and Progress Reports;

M In consultation with the BC, procurement decisions, contracting and management of
individuals and organisations engaged to implement Emerging Activities (i.e., Activities not
specifically itemised within the approved Annual Plan), providing these Activities:

a) Can be funded within the overall approved Annual Plan budget;

b) Meet all the eligibility criteria specified in section 10.2 or if not must have a
thorough rationale to justify (e.g., To assist meeting a disaster or crisis response,
efc);

c) Are not considered ‘High Risk’;

d) Contribute to the overall equitable distribution of benefits of the Work Programme
(i.e., Must not cause a significant imbalance in the distribution of benefits to party
counftries).

In addition, the PPIU Head may delegate his authority mentioned above to relevant and qualified
PPIU personnel to enable efficient and effective operation of the PPIU functions. The PPIU
Delegation of Authority (PPIU.OO1) sets out the details and scope of IU personnel authorisation
limits for |U expenditure, contractual commitments, leave and timesheet approvals, travel and
activities as delegated by the PPIU Head.
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2.4

Key Personnel & Contacts

The following table lists Long Terms Advisers and support staff within PPIU

Table 2: PPIU Personnel Contact List

|da-Tifitifi Fuimaono

Coordinator

Name Position Email
Roy Lagolago PPIU Head Roy.Lagolago@PACERPIus.org
Executive Governance

lda.Fuimaono@PACERPIus.org

Laisiana Tugaga

Operations & Secretariat

Manager

Lai.Tugaga@PACERPIus.org

Luke Marston

Development & Design Adviser

Luke.Marston@PACERPIus.org

Alipate Tavo

Trade & Investment Adviser

alipate.tavo@pacerplus.org

Wame Valentine

Communications Manager

wame.valentine@pacerplus.org

Alisi Holani Labour Mobility Specialist alisi.holani®@pacerplus.org
Alistair Molioo Program Accountant alistair.molioo@pacerplus.org
Tausaafia Sophy | Finance  and  Administration tausaafia. mupo@pacerplus.org
Mupo Nelson Officer - -

2.5 Roles & Responsibilities

Terms of Reference for PPIU Personnel are provided in Annex A are provided in Annex B.

2.6 Organisation Diagram

The approved structure for the PPIU as at 1 July 2023 is shown on Figure 2. The staffing structure
may need to change from time to time to meet the evolving needs of the Parties. Any changes
to LTA positions are subject to approval by the JC.

For 2024-2025, the PPIU is supported by the Department of Foreign Affairs and Trade (DFAT)
funded secondee providing technical advice on trade in services and investment component of
the DEC.
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Figure 2 - PPIU Organisation Structure
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This section describes the policies, procedures and tools used by the PPIU to create a safe,
accessible and inclusive professional work environment in which personnel can reach their full
professional potential. [t covers:

i.  Our values and principles that underpin all that we do.

ii.  Ourkey safeguarding policies that govern how we work and reflect our ethics and values,
including our Code of Business Conduct & Ethics (PPIU.0O02) and various safeguards
policies such as Child Protection (CP) (PPIU.O03) and Prevention of Sexual Exploitation,
Abuse and Harassment (PSEAH) (PPIU.005).

iii.  the processes and procedures for staff recruitment, induction and on-boarding, ongoing
professional development, and performance management; and

iv.  the terms, conditions and benefits for personnel engaged to work with PPIU.

The management of PPIU human resources are guided by the PPIU's Human Resource
Management policies and procedures. These policies and procedures are consistent with the
requirements of labour law in Samoa and the requirements stipulated by the donors.

3.1 HR Principles
The PPIU is committed to diversity, equity, gender equality and social inclusion.

We offer a welcoming and safe workplace for all, and we manage the PPIU accordingly. We strive
to make this workplace as accessible as possible, to all people.

Discrimination or exclusion of any kind will not be tolerated, including discrimination based on
race, sex, sexual orientation, age, ethnicity, religion, natfionality, health, or disability. Any breach of
this practice will be considered a breach of PPIU's Code of Business Conduct and Ethics
(PPIU.002) and/or PPIU’s Harassment and Discrimination Policy (PPIU.0O8).

3.2 Safeguarding Policies & Procedures
3.2.1 Code of Business Conduct & Ethics

PPIU is committed to always maintaining the highest standard of business conduct and ethics.

All PPIU personnel, including employees, sub-consultants, grantees, and other downstream
partners who work with us are required to comply with PPIU’s Code of Business Conduct and
Ethics (“Code”) (PPIU.002). All personnel and sub-consultants receive a copy of this Code upon
commencement and are required to sign acknowledgement and agreement to comply. Annual
refresher training is also provided.

3.2.2 Conflict of Interest

To comply with the Code of Business Conduct and Ethics and perform our services inan impartial,
professional, and ethical manner, all personnel must declare any conflicts of interest they may
have (actual, potential, or perceived) as soon as they become aware of the conflict and/or which
may arise during the time they work with PPIU. This declaration must be kept up to date by
individuals as circumstances change.
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Conflict of Interest disclosures can be made using the COI Disclosure Form (PPIU.O09 for
employees & PPIU.OT0 for consultants).

COlI forms must be sent to the PPIU Head. All conflicts of interest are recorded in a Conflict-of-
Interest Register, maintained by the PPIU Head.

3.2.3 Gender Equality, Disability and Social Inclusion

To ensure strong and equal involvement of men and women in PPIU, all recruitment will be free
from bias or prejudice, women and people with disabilities will be encouraged to apply, and a
gender balance will be actively targeted during recruitment, including within the PPIU leadership
team. Whenever there is a fair and competitive choice between two candidates, preference may
be given to a specific candidate if this decision will enhance the gender balance of the workplace.

The PPIU will make all reasonable efforts within its control to ensure the PPIU work environment
is accessible and provides inclusive, safe, trusted workspaces that encourages maximum
participation from a diverse workforce.

PPIU is committed to mainstreaming GEDSI across the program. The Gender Equality, Disability
and Social Inclusion (GEDSI) Strategy will inform all the HR operations and GEDSI-focused
questions will be included in employment interviews to assess their understanding of GEDSI.

TOR for both short and long-term Advisers will include key performance indicators on GEDSI,
such as ensuring that GEDSI considerations are included during program implementation.

A GEDSI analysis of the Treaty and it’s anficipated economic impacts and opportunities in each
country will be completed. This analysis will inform both the development of initiatives that will
support more inclusive sharing of the benefits and identify indicators around GEDSI for monitoring
and reporting.

Consideration will be given to ensuring all PPIU activities, products and support is as accessible
and inclusive as possible. This includes, but is not limited o using disability aids, holding events
venues that are physically accessible and using support services such as sign language
inferpreters.

3.2.4 Child Protection
PPIU is committed to protecting all children from harm. We actively seek to enrich the lives of all
children through the development work that we do.

The PPIU Child Protection Policy (PPIU.O03) is a key policy document and applies to all
employees, volunteers, visitors, interns, frustees, board members, consultants, associates, and
partners including downstream partners (collectively referred to as Personnel) that work with PPIU
on any of our Work Program activities across the Pacific.

All personnel should receive a copy of the Child Protection policy upon commencement during
the onboarding/induction process and are required to sign acknowledgement and agreement
with the Child Protection Code of Conduct and to complete a training program on child
safeguarding in our work.

It is important fo note that all PPIU personnel have an obligation to:

A Uphold the PPIU Child Protection Policy (PPIU.003);
A Comply with the PPIU Child Protection code of conduct;

A Complete any required training;
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A Monitor and report on child protection risks; and
A Immediately notify the appropriate people if incidents are observed or issues suspected.
Any person who has knowledge of or suspects a potential child protection issue related to the

PPIU or PPIU personnel or sub-consultants must immediately report the matter via one of the
following options:

A Your supervisor, manager, or Operations & Secretariat Manager
A PPIU Head

3.2.5 Prevention of Sexual Exploitation, Abuse and Harassment

Sexual exploitation, abuse, and harassment (SEAH) is a violation of basic human rights. The PPIU
will provide a safe and tfrusted environment that safeguards everyone from sexual exploitation,
abuse and harassment including, employees, volunteers, visitors, interns, frustees, board
members, sub-contractors/consultants, associates, partners, downstream partners, and the
communities we work in.

The PPIU recognises that the nature of our work places our staff (employees, volunteers, interns,
trustees, board members, sub-contractors/consultants, associates, and partners) in positions of
authority and frust in relation to the communities we work with, especially vulnerable adults and
children. All PPIU staff and accompanying adult dependents have an obligation to uphold high
standards of personal and professional conduct at all times and must not abuse this
position to exploit or abuse another person.

The PPIU will maintain an organisational culture that prioritizes safeguarding against sexual
exploitation, abuse, and harassment so that it is safe for those affected to come forward and report
incidents and concerns with the assurance they will be handled sensitively and appropriately.

Any person who has knowledge of or suspects an incident of sexual exploitation, abuse or
harassment or a policy non-compliance issue related to PPIU must immediately report the matter
via one of the following options:

A Your supervisor, manager, or Operations & Secretariat Manager
A PPIU Head

Please refer to the PPIU Sexual Exploitation, Abuse & Harassment Policy (PPIU.005) and
associated forms and procedures (PPIU.006 & PPIU.007) more information.
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3.5 Recruitment

PPIU recruitment processes ensure that appropriately qualified people are appointed to deliver
high quality technical advisory and support services to PACER Plus Parties for activities within
approved Annual Plans.

The PPIU recruitment approach is competency-based and strives to promote transparency and
accountability to appoint the best person possible to each position. Within this context,
recruitment will target candidates that represent the diversity of the Pacific and seek to achieve a
gender balance in PPIU, including in senior management.

In selecting staff for appointment to the Secretariat the dominant considerations shall be:
a) the required qualifications;

b) competence; and

c) personal infegrity.

The Head of PPIU shall, in selecting executive/professional staff, give due consideration to the
nationals of PACER Plus Partfies and the desirability of obtaining equitable national representation.

Women, people with disabilities and those living remote communities may be deliberately targeted
in the advertising of PPIU opportunities.

No appointment is valid if it is not the subject of a written offer of employment signed by the Head
of PPIU and a written acceptance signed by the appointee.

Every offer of employment shall be in a standard contract format and shall contain a statement of
duties, all the terms and conditions of employment, expressly or by reference, and shall include a

An appointment is on a fixed or short-term contract or is femporary.

3.3.1 Long Term and Short-Term Appointments
A long-term appointment is an appointment fo a post in the approved establishment of not less
than one year and not more than three years’ duration.

The length of the appointment shall be determined by the Head of PPIU according to
circumstances and the requirements of the work programme. It will have an expiration date with
respect to active duty specified in the letter of appointment.

Temporary appointments, including relief arrangements, may be made for limited periods while a
position within the approved establishment is vacant or the current occupant is absent on leave,
subject to such special conditions as the Head of PPIU may determine. Prior to renewal of such
an appointment, a determination shall be made whether there is a need to contfinue the post.

Short-term appointments may be made for periods of up to three (3) months for a position not
falling within the approved establishment. The short-term appointment is subject to special
conditions as determined necessary by the Head of PPIU.

3.3.2Position Descriptions
A complete position description detailing the duties and responsibilities of the post shall be
affached to each employment contract.
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Any significant changes in the capability required, judgement and/or responsibilities of the post
may result in a revision and resizing of the position description through the process of job
evaluation.

A revision and resizing of the post may lead to a change in the classification of the post and/or
salary scale. Any changes shall be recommended by the Head of PPIU and approved by the Joint
Committee.

Personnel may be recruited or sourced via a range of different methods. The most appropriate
method depends on the nature of services and anticipated value and duratfion, summarised as
follows:

Table 1-Recruitment Methods

Approximate Value of | Recruitment

Nature of Services Services Method Description
Short Term < 1 month duration, | Up to AUD20,000 Direct Approach 1
low risk services Source candidate.

Note, this method
must obtain prior

PPIU Head
approval in writing.
Short Term < 6 months | Up to AUD80O,000 Limited Approach 2 — 5
duration Recruitment | candidates o
apply and
interview for the
role.
Long Term Over AUD80,000 Open Advertised

Recruitment | recruitment, open
to all  potential
candidates to

apply.

3.3.3 Direct Source

Upon PPIU Head request, and subject to approval in writing and satisfactory completion of PPIU
due diligence processes (PPIU.OT & PPIU.012), the PPIU may direct source an individual for the
provision of services to support PPIU activities.

Note: Direct Sourcing refers to the nomination and engagement of a particular individual or
organisation for a specific assignment or activity in a specific set of circumstances.

3.3.4 Limited Recruitment

Upon PPIU Head request, and subject to approval in writing and satisfactory completion of PPIU
due diligence processes (PPIU.OT1 & PPIU.012), PPIU may use a shortened recruitment process
(Limited Recruitment) to source an individual for the provision of services to support PPIU activities.

Note: Shortened recruitment process refers to the nomination of at least two (2) and up to five (5)
individuals to be considered by the PPIU Head or their delegate for a specific assignment or
activity in a specific set of circumstances. If required, a brief informal interview process can also
be conducted upon request.
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The process for Limited Recruitment is as follows:

Table 4: Limited Recruitment Process

Procedure Responsibility IT?S:;E: g\rfe

1 Develop Terms of Reference (TOR) using the TOR | PPIU Staff | As required
Template (PPIU.013) Member
Review and approve TOR for Limited Recruitment PPIU Head As required
Provide final approved TOR to relevant individual's | PPIU OM As required.

involved in selecting a candidate (Selection Panel) and
advise an agreed timeline for receiving and reviewing CVs.

4 Upon receipt of final TOR, PPIU OM commences the | PPIU OM Within 3
process of sourcing potential candidates (including business
obtaining an updated CV, and if possible, confirming days of
availability). Note: Stakeholders (including donors, JC, receiving
Parties, PPIU team members P) may suggest candidates to approved
approach for this process. TOR.

) Provide Selection Panel with 2 — 5 CVs or organisations in | PPIU OM Within
response to the TOR agreed

timeframe

6 Review CVs / organisations and advise PPIU OM if an | Selection Within  one
interview is required (not mandatory) or if a preferred | Panel week of
candidate has been selected. receipt  of
Confirm PPIU Head approval for PPIU to appoint/contract CVs

preferred candidate.

Note: It is recommended this step be undertaken relatively
quickly as candidate availability can often change if there
are delays to decisions.

7 Conduct reference checks (PPIU.O14) and due diligence | PPIU OM Within 3
check (PPIU.O1T & PPIU.012) on selected candidate (if not business
already done) and file in the individual or activity file. days of
Commence contracting process (See 3.2 below) approval 1o

Advise unsuccessful candidates proceed

3.3.5 Open Recruitment

All vacant positions within the PPIU must be advertised:
a. for executive/professional staff, in all member countries
b. for technical/support staff, in Samoa.

Advertisements will outline that PPIU is committed to child protection and that the program
encourages women, men and people living with disabilities to apply.

For most long-term positions, or any other case where direct sourcing or limited recruitment is
not considered appropriate or has not identified a suitable individual, an Open Recruitment
process should be undertaken.

! Please note, a Selection Panel would generally include at least one representative from the PPIU, one from the member
country who is seeking the advisory support and one other member from the JC or relevant committee as appropriate.
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The process for Open Recruitment is as follows:

Table 5: Open Recruitment Process

‘ Step Procedure Responsibility IT?S]';E: g\rfe
1 Develop Job Description PPIU Staff | As required
Member
Review and approve Job Description for Open Recruitment | PPIU Head As required
In consultation with the PPIU Staff Member, PPIU Head and | PPIU OM Within 5
other stakeholders, develop and agree a recruitment plan, working
which includes: days of
M final Job description & salary/fee range and support receiving
provisions (if any); final TOR
1  External advertising sites (e.g., Seek, Devex and others)
M Other candidate attraction strategies including
deliberately targeting women and PWDs;
1 Timeframe (PPIU suggest around 3 weeks to receive
applications);
1 confirmation of the Selection Panel? members
(including contact details); and
9 indicative shortlisting and interview dates.
4 Implementation of recruitment plan: PPIU OM Within 3
1 Upload position on PACER Plus website; working
9 arrange external advertising if required, including days . after
sharing of recruitment notices across PACER Plus Recruitrent
social media platforms; Plan

M contact relevant professional associatfions and approved
networks, and representative groups to arrange
promotion of positions.

Note: Seek diversity in selection panel to bring diverse views

and experiences to process.

5 The PPIU OM will receive and acknowledge all | PPIU OM During
applications for the position advertised. A listing of all advertising
applicants shall be developed and provided to the PPIU ferm
Head and fogether with all applications received on the
closing dafe.

6 Provide Selection Panel members with: PPIU OM Within 1
9 Selection Panel Briefing, Confidentiality and Conflict of week of

Interest Disclosure Form (PPIU.015); position
9 Copy of TOR; closing date

T Summary list of all candidates and whether long-listed
or rejected:;
M Long-listed CVs and application documents; and

2 Please note, a Selection Panel would generally include at least one representative from the PPIU, one from the member
country who is seeking the advisory support and one other member from the JC or relevant committee as appropriate.
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Procedure

Responsibility

Indicative
Timeframe

9 Short listing score sheets (PPIU.016), if needed
Note: CVs of candidates that were not long-listed can be
made available for review at the shortlisting meeting.
Note: Selection Panel Members must observe utmost
sensitivity and confidentiality in relation to candidate
information as this information may be obtained by the
candidate under relevant Freedom of Information Act
provisions.
Note: Selection Panel members must be careful fto
recognize and eliminate any unconscious bias they may
have towards individual applicants.
7 Selection Panel members to: Selection Within 5
M Appoint a chairperson; Panel working
9 Complete Selection Panel Briefing, Confidentiality and | Members days. . of
Conflict of Interest Disclosure Form (PPIU.015) and receving
send 1o PPIU OM; CVs
1 Review CVs and application documents;
1 Complete scoring sheet (PPIU.016) for each applicant;
and
M Discuss and agree timing and other arrangements for
interviews (phone, face to face, etc.), including any
potential questions or focus areas for interview.
Selection Panel chair to:
M1 Collate scores and advise PPIU OM or send to PPIU S .
o : election
OM for collation if required; and Panel Chair
M Advise PPIU OM of preferred interview timing and
potential questions efc.
Note: Candidates should be offered interviews at times that
are convenient and, in a form, (online, face to face) that is
accessible to them.
8 Inform candidates who were not short-listed they were | PPIU OM Within 2
unsuccessful. working day
of short-
listing
meeting
Q In consultation with Selection Panel members and/or | PPIU OM Within 2
relevant stakeholders, finalise inferview questions using the working
Interview Questions and Scoring Template (PPIU.O17) days of
short-listing
meeting
10 Arrange inferview schedule and with candidates. PPIU OM or | Within 5
Notify Panel Members of final inferview schedule and venue | delegate working
(if in person). days of
Prepare inferview forms and materials as needed. shorTv—lisﬂng
meefing
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‘ Step | Procedure

Responsibility

Indicative

Timeframe
11 Oversee arrangements of necessary logistics (travel and | PPIU OM or | Upon
accommodation) for candidates or panel members (if face | delegate request
to face interviews are required).
12 Conduct interviews of shortlisted candidates. Selection Within 3
If required, PPIU OM can act as Panel Chair and facilitate | Panel weeks  of
interview process, including: Members advertising
1 Providing a briefing to Selection Panel regarding close date
inferview process, including any necessary updates of
Conflict of Interest Declarations; and

1 Infroduce candidate to the panel members and advise
them of the interview process and protocol, reference
checking and no provision of feedback.

13 Each panel member to complete individual interview scores | Selection After  each
and notes for each candidate using Interview Questions | Panel interview
and Scoring Template (PPIU.017) Members
Note: Panel members can discuss scoring with each other
as needed but should complete their own separate forms.

14 At conclusion of all interviews: Selection Once all
§ Compile scores and determine ranking of candidates | Panel Chair | scores

by sorting from highest score to lowest; received
1 Establish whether candidates are suitable or not

suitable; and
M Panel Members to discuss and specify any matters that

should be addressed during the reference check

process and noftify PPIU OM.

15 If required, panel may: Selection At end of all
1 request a second interview; Panel interviews
1 arrange for additional assessment method (e.g.. written | Members

scenario response); and
M request the position be re-recruited.

16a | Due Diligence — Reference Checks A Selection | Within 4
Complete verbal or written reference checks for preferred | Panel working
candidate(s) using PPIU Reference Check Template | Member days of
(PPIU.014), to verify CV and to address any other matters inferviews

raised during the interview process. This may also include
informal reference checking through selection panel
networks, and/or through discussion with relevant PPIU |
staff who may be aware of the candidate’s performance.
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‘ Step | Procedure

Responsibility

Indicative

Timeframe

16b | Due Diligence — Background Check and Verifications PPIU OM or | Within 4
Undertake due diligence on preferred candidate, including: | delegate working
¢ Standard PPIU due diligence process as per Due .days. of

Diligence Procedure (PPIU.O11 & PPIU.012); Interviews
1 Verification of fertiary qualifications, charterships or

other professional qualifications as required: and
T Any other due diligence methods as deemed

appropriate by PPIU (including Criminal Background

Check).

17 If any issues of significant concern are raised through due | PPIU OM Within 4

diligence which may impact on the decision to proceed working
with recruitment, these concerns will be raised with the days of
relevant Selection Panel members for determination of inferviews
necessary action.
Note: Selection Panel Members must observe utmost
sensitivity and confidentiality in relation to candidate
information as this information may be obtained by the
candidate under relevant Freedom of Information Act
provisions.

18 Prepare a brief  Recruitment ~ Ouftcome  and | Selection Within 5
Recommendation Report (PPIU.O18)  summarising | Panel Chair working
recruitment process, and seeking approval to appoint the days of
preferred/recommended candidate; and interviews
Submit to JC for approval to proceed to contracting.

19 Approval of panel recommendation including budget | PPIU Head Within 3
allocation for the position. working
Note: Electronic signature or email approval is acceptable. days of

receiving
recommend
afion

20 If no suitable candidate for the position is identified during | Selection If required
the first recruitment round, the PPIU OM and Selection | Panel
Panel members can review and revise the Recruitment Plan | Members
as needed, then repeat steps above or direct source a
candidate if requested by the PPIU Head.

2] Contact successful candidate and make verbal offer. If | PPIU OM Upon
verbal acceptance, inform Selection Panel Members and approval
proceed to contracting and mobilisation. from PPIU
If verbal offer declined, advise PPIU Head of intention to Head
contfact next highest ranked, suitable candidate.
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Indicative

Procedure Responsibility Timeframe

22 Inform unsuccessful interviewed candidates the position | PPIU OM Upon
has been filled. confract
Seek permission fo have details retained on database for signing  with
consideration with future positions. successful
PPIU is not obliged to provide feedback to unsuccessful candidate
applicants, as per application declaration.

3.4 Due Diligence

3.4.1  Criminal Background Checks
All PPIU personnel who meet one of the following criteria, are required to complete a Criminal
Background Check:

A Anyone who mobilises to another country (away from their home residence) for PPIU;

A Anyone who is designated as working with children by PPIU’s risk assessment process;
or

A Any other member of staff who PPIU considers a Criminal Background Check is
prudent.

In the event a Criminal Background Check cannot be carried out prior to mobilisation in country,
a Warranty and Declaration Form (PPIU.O19) will be completed by the individual and submitted
to the PPIU OM. The Warranty and Declaration Form (PPIU.019) provides an interim measure that
has legal standing until the Criminal Background Check has been carried out. It does not replace
the requirement for a Criminal Background Check or any other due diligence processes.

3.4.2 Reference Checks

Reference checks are conducted to validate suitability of candidates using the PPIU Reference
Check Template (PPIU.014). Candidates should provide details of professional referees and a
minimum of 2 reference checks should be undertaken by one of the interview panel members.
Referee checks are confidential information and feedback should only be shared with the
appropriate parties.

3.4.3 Identity Checks
Successful candidates are required to provide photo identification, prior to the commencement
of the confracting process.

3.4.4 Qualification Checks
Where positions require specific qualifications, relevant tertiary certificates are required to be
presented.

3.5 Contracting, Onboarding & Mobilisation

Once the PPIU Head has approved the appointment of the selected candidate, PPIU will
commence the process of contracting, on-boarding, and mobilising the individual.

All personnel working with PPIU will be engaged via an employment contract. Remuneration,
terms, conditions, and allowances (including leave) are specified within the Schedules of
employee’s individual contracts and are considered private and confidential.
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A copy of the Job Description will be included as a schedule in the individual’s contract. Job
Descriptions will be reviewed and adjusted (as agreed between the supervisor and the individual)
as part of the annual Performance Review process.

Contracts will be stored electronically in confidential HR files to protect the privacy of individual’'s
information.

The process for contracting, onboarding and mobilisation is as follows:

Table 6: Contracting, Onboarding & Mobilisation Process

Procedure Responsibility IT?:]';? g\rfe
1 Discuss contract terms and conditions with successful | PPIU OM Once
candidate, ensuring remuneration and Job Descriptions approval to
align as close as possible with the intended role as per the confract s
approved Annual Plan. received
Prepare draft employment contract (PPIU.021), including | PPIU OM Once terms
Job Descitpion, fees/remuneration, reporting requirements and
and any other conditions, using the current approved conditions
template. are agreed
with
individual
3 Peer review draft contract. PPIU Head Within 1
or working day
Other  PPIU | Of receiving
tean member | draff
4 Successful candidate is provided with: PPIU OM/ | Once draft
1 Formal contract document; Corporate contfract s
1 Disclosure of Conflict of Interest Form (PPIU.O09 or Service team | reviewed
PPIU.OT0): member and finalised
1 Warranty and Declaration in lieu of Criminal
Background Check (PPIU.019); and
In addition fo above, candidates who will become PPIU
employees will also be provided with:
1 Employee Information Record;
91 Superannuation Choice of Fund Form (if applicable);
and
9 Tax File Number Declaration Form (if applicable).
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‘ Step | Procedure ‘ Responsibility IT?S]';: g\r/r?e
5 Travel Arrangements and Visas PPIU OM/ | Once draft
Corporate confract s
The Corporate Services Team should arrange booking | Service team | reviewed
for the new staff member’s fravel and shall also notify the | member and finalised
Samoa Ministry Foreign Affairs and the Department of
Immigration of the new staff member’s arrival and
request relevant privileges and visas for the staff member
and dependents.
The Corporate Services Team will liaise with the staff
member (if they are overseas) regarding shipping of
household effects and travel arrangements for
dependents if they are not accompanying the staff
member
6 Signed confract and completed employment forms | PPIU OM/ | On  receipt
received. Corporate of
Original documents to be filed in secure HR folder and | Service team | completed
email sent to nofify relevant PPIU personnel. member documents
7 Set up the following for the new adviser: PPIU OM/ | On receipt
! Cost codes in Xero Corporate of
1 New email address Service team | completed
1 Workspace member documents
1 Procure equipment (e.g. laptop)
8 If applicable: PPIU OM/ | Within 1
Make contact with Adviser to arrange mobilisation | Corporafe working day
travel arrangements: Service team | of confract
§  Book travel via PPIU corporate travel provider; and member signing
M Provide pre-mobilisation briefing fo candidate and any
other support required for new staff and their
dependents. For Long Term Advisers (LTAs) this may
include assistance securing housing, schooling,
transport, childcare, cultural orientation, and gender
aware safety and security briefings.
Q If applicable, Adviser mobilises to location of work. Adviser On required
date
10 Adviser commences work. Adviser On required
date

3.5.1 Onboarding and Induction
Please note that all PPIU personnel are required to comply with the following policies:

A Code of Business Conduct & Ethics (PPIU.002):

A Child Protection Policy (PPIU.003);

A Fraud Policy (PPIU.023) and Control & Reporting Procedures (PPIU.024 & PPIU.025);
and Fraud Awareness;
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A Anti-Corruption Policy (PPIU.026);
A Preventing Sexual Exploitation, Abuse and Harassment Policy (PPIU.00%);
A IT Policy (PPIU.027); and

3.6 Working Hours

Normal hours of work for full-time employees or sub-consultants is 40 hours, Monday to Friday
(excluding lunch-breaks) in accordance with a schedule established by the PPIU Head.

Team members may be requested to work reasonable additional hours from time to time to fulfil
the requirements of the role and urgent PPIU priorities.

Overtime will not be payable for any reasonable additional hours worked.

Staff who are required to work during a workday outside normal hours as directed by the PPIU
Head or at weekends, may be compensated by equivalent time off for the hours worked.

3.7 Flexible Work Arrangements

Opportunities for flexible work arrangements (which may include job-sharing, part-time work, or
remote work) will be considered where this would be an equitable employment solution for the
individual and the PPIU, or where this may eliminate barriers to diversity in employment.

Efficiencies within PPIU can be achieved using flexible work approaches. For example, job sharing
allows for coverage when a part time staff member is unable to attend work, ensuring continuity
of service from that position. Job sharing can also facilitate mentoring and capacity building when
pairing together experienced and less experienced team members. This also provides the
opportunity for two individuals to benefit from employment, professional development and the
ongoing benefits to their families and community.

Please note that any flexible work arrangement that places excessive and unacceptable risk on
the delivery of PPIU or agreed outcomes will not be approved.

Any Work from Home arrangements are subject to approval by the PPIU Head and are subject to
the PPIU Work from Home Policy (PPIU.028).

Any personnel who wish to or are required by circumstances to work from home must complete
a Work from Home Safety Checklist (PPIU.029) which is designed to guide a suitable and safe
set-up and ongoing operation of a home-based office environment.

This checklist is fo be completed by the employee and submitted to their supervisor/manager for
leadership team approval before work from home activity can commence.

3.8 Remuneration & Allowances

3.8.1 Salary/Fees

Remuneration rates for salary/fees (and any applicable leave entitlements and allowances) will be
specified in each individual's confract and will align as close as possible to the intended
remuneration for role as per the approved Annual Plan.

Salary payments, expense claims and/or payments invoices will be made by electronic transfer
into the individual’s nominated bank account.
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3.8.2 Housing Allowance (if required for LTA mobilising overseas)

Where applicable, Long-Term Advisers who mobilise to a country away from their home base
may be eligible for a housing allowance.

This is reimbursable at cost up to a limit set out in the individual’s contract.

Individuals are required to provide a copy of their signed lease (or other details confirming housing
arrangement) to the PPIU OM and a copy will be kept on file.

Individuals receiving a housing allowance will be required to provide evidence to substantiate that
their lease arrangements have not changed and that payments, as claimed, have been made.
This information may be in the form of rent payment receipts, internet banking records or other
forms of information which demonstrate that rent is being paid and in enough verifiable detail to
satisfy the requirements of an auditor.

Periodic internal audits of leases and housing payments will be undertaken.
Utilities and other indirect costs are not reimbursable.

PPIU does not pay for rental bonds — these are the responsibility of individual advisers, including
having the bond returned atf the end of the lease period.

PPIU is not responsible for the cost of any alterations, repairs or maintenance to individuals’ private
housing and the responsibility for this rests with the tenant and/or the property landlord as outlined
in their individual lease agreements.

3.8.3 Mobilisation and Demobilisation Expenses (if required for LTA mobilising overseas)

If required, PPIU will provide international personnel and their accompanying family members
with an airfare to mobilise to, and demobilise from, the country of assignment. As a general
principle, individuals who are already mobilised in the country of assignment and who are re-
confracted or extended will not be entitled to demobilisation and remobilisation for their renewed
or continuing engagement.

All mobilisation expenses and allowance limits will be specified in each individual’s contract.

Due to flight schedules, compulsory stop-overs may be required as part of travel. In addition,
quarantine may be required during the COVID-19 pandemic.

The cost of associated accommodation and airport transfers will be reimbursable at cost up to a
reasonable limit, upon submission of a claim and original receipts. Meals are not reimbursable, as
these are considered to be covered by the individual’s mobility allowance.

Travel must be booked in accordance with the PPIU Travel Policy (PPIU.O3]).

All flights must be booked in economy. International flights longer than ten hours can be
requested in business class (subject to approval).

3.9 lLeave Entitlements

Annual leave entitlements for PPIU staff shall be credited each month at the rate of 20 working
days per year.

The PPIU Head shall approve the accumulation of annual leave enfitlement, taking into account
the responsibility of managing leave and ensuring the employee is getting adequate breaks in
service.

The PPIU OM will monitor leave balances and advise the individuals and their supervisors of any
significant balances that should be used.
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Periodic leave balance reports will also be provided to employees upon request.

3.9.1 Annual Leave

All personnel are required to take their annual leave within the 12-month _

PPIU
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