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NEPEAMOBA / PREAMBLE

IO «MicnsizaBTpa» — opraxisauis Ao 10 ocib, wo noeaHye
LUTATHMI NepcoHasn, BONOHTepIB i niapsaaHukie. Lis Monituka
BCTaHOB/MOE 6a30Bi MPUHUMNK yNPaBiHHSA JIIOACBKUMU
pecypcamMu: Bif peKpyTUHry Ao opbopamHry. BoHa He
npeTeHaye Ha CKNaaHiCTb koprnopaTueHoi HR-cuctemun, ane
rapaHTye: KoXHa noamHa B OpraHisauii 3Hae yMOBM CBOMO
3a/Ty4YeHHs1, CBOI MpaBa Ta 060B'A3KN — i MOXE Ha HUX
po3paxoByBaTw.

NGO AfterTomorrow is an organisation of up to 10 people
combining staff, volunteers, and contractors. This Policy sets out
basic principles of human resource management: from
recruitment to offboarding. It does not aspire to the complexity
of a corporate HR system, but guarantees: every person in the
Organisation knows the terms of their engagement, their rights
and obligations — and can rely on them.

1. MIPUHLUMNW YNPABJIIHHA NMEPCOHAJIOM < 1. HR PRINCIPLES

1.1 PiBHIiCTb Ta HEANUCKPUMIHaLis

Bci pilleHHs Woao HaliMy, oniaty npai, po3BUTKY Ta
3aBEepLUEHHS CcriBrpaui YXBasnoTbCs BUKOYHO Ha NiACTaBi
kBanidikauii, gocsigy Ta BignosiaHocTi poni. XoaHe 3
HaCTYMHOro He € NiaCTaBo ANs AndepeHLinoBaHoro
CTaB/IeHHs1: CTaTb Ta reHAepHa iAEHTUYHICTb; BiK; €THiYHe abo
HauioHanbHe NMOXOMKEHHS; CTaH 340poB's abo HasiBHICTb
iHBaniaHOCTI; peniria abo NepeKkoHaHHs; cekcyanbHa OpiEHTaLis;
cTaTyc nepemilieHoi 0cobu abo cTaTyc bixeHLs; ciMeliHWUiA cTaH
abo HasiBHicTb aiTel. [leTanbHe peryntoBaHHs — [okymeHT N2
04 (MoniTuKa pi3HOMAHITHOCTI, PIBHOCTI Ta IHKHO3Ii).

1.2 PiBHa onsiaTa npaui

OpraHizauis 3abe3nevye piBHy onnaTy npawi 3a piBHO3HaYHy
poboTy HE3aNEeXHO Bif CTaTi, Biky abo 6yab-sKoi iHLWOI
XapaKTEPUCTUKK. PO3Mip BUHAropoan BU3HAYa€EeTbLCA PosIo Ta
o6csrom BiagnoBiAanbHOCTI, a He 0coboto. Mpu yxBaneHHi pileHb
LoA0 BMHaropoay ooBa NpasiHHA (iKCye 06rpyHTYBaHHS y
BHYTPILUHbOMY ﬂO{(yﬂeHTl “Bimaropoay camoi FonoBu npasiHHs
Ta oci6, nos '938HMX 3 Heto (D.ox%eHT N2 03, n. 5.2),
3aTBepaxye FpasniHHs 6e3 ii yyacTi,
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1.1 Equality & Non-Discrimination

All decisions regarding recruitment, remuneration, development,
and termination are made solely on the basis of qualifications,
experience, and role suitability. None of the following may serve
as grounds for differential treatment: gender and gender
identity; age; ethnic or national origin; health status or
disability; religion or belief; sexual orientation; displaced person
or refugee status; marital status or parenthood. Detailed
regulation: Document 04 (Diversity, Equity and Inclusion Policy).

1.2 Equal Pay

The Organisation ensures equal pay for equal work regardless of
gender, age, or any other characteristic. Remuneration is
determined by the role and scope of responsibility, not by the
individual. When making remuneration decisions, the Chair of
the Board documents the rationale in an internal record. The
remuneration of the Chair of the Board herself and of persons
related to her (Document No. 03, Section 5.2) is approved by
the Board without her participation.

1.3 Disability Inclusion
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OpraHizaujsi nparHe 3a6e3ne4nT AOCTYMHICTb MNPOLIECIB HANMY,
poboTK Ta y4acTi Ans ocib 3 iHBaniaHicTio. Ha 3anuT kaHauaaTa
abo uneHa koMaHan OpraHisauis po3rnagae polymHe
NpUCTOCyBaHHSA (reasonable accommodation) — 3MiHM B
yMoBax, iHCTpyMeHTax abo npouecax poboTH, O He CTBOPIOOTb
HeMponopLuiiMHOro HaBaHTaXeHHS!. PilleHHs Woao
NPUCTOCYBaHHS YXBAOETLCSA [0M10BOKO NpaBiHHSA
iHAMBIAYyanbHO Ta (iKCYETbCS MMCbMOBO. [leTanbHe
perynioBaHHs — [lokymeHT N2 04, Po3gin 3.3.

2. TUMNN 3ANNYHMEHHA - 2. TYPES OF ENGAGEMENT

after” tomorrow

The Organisation strives to ensure accessibility of recruitment,
work, and participation processes for persons with disabilities.
Upon request from a candidate or team member, the
Organisation considers reasonable accommodation —
adjustments to conditions, tools, or work processes that do not
impose a disproportionate burden. Accommodation decisions are
made by the Chair of the Board on an individual basis and
documented in writing. Detailed regulation: Document 04,
Section 3.3.

Tun / Type YmoBu / Terms

LLITaTHWI nepcoHan
Paid staff

TpynoBui1 gorosip. ®ikcoBaHa abo NoroanHHa
onnarta. MoBHa abo YacTKoBa 3alHATICTb. LinBiNbHO-

AokymeHTn / Documents

[orosip + nocaaosa iHCTPYKLis
Contract + job description

npaBoBi JOroBOPK ANS WTaTHUX nocaj He

YKNaAarTbCA.

Employment contract. Fixed or hourly pay. Full or
part-time. Civil-law contracts are not used for staff
positions.

BonoHTep/ka / Volunteer BonoHTepcbka yroaa 6e3 rpoLwosoi BUHaropoau.
Moxe oTpMMyBaTK KOMMeHcaLito BUTpaT
(TpaHCcnopTy, XapyyBaHHS).

Volunteer agreement, no monetary remuneration.
May receive expense reimbursement (transport,

meals).

NigpsaHuk/us / Contractor [orosip Npo HagaHHa nocnyr. Onnata 3a
pe3ynbTaToM abo 3a rpadikoM. HesanexHui
BMKOHaBeLb. Binbip — 3a MoniTukoto 3akyniBenb
(OokymeHT N2 05).

Service contract. Payment by result or schedule.

BonoHTepcbka yroga + niaTBepmKeHHS
03HaloOMEeHHs 3 KoaekcoM noBesiHKM
Volunteer agreement + Code of Conduct
acknowledgement

[lorosip Npo nocnyru + TexHiYHe 3aBAaHHS
Service contract + terms of reference

Independent contractor. Selection — under the
Procurement Policy (Document No. 05).

Craxep/ka / Intern

Moxe 6yTu onnadysaHMM abo HeomnnavyBaHUM.
O6MexeHni TepMiH. HaBuanbHa MeTa.

Yroaa + nnaH po3BUTKY
Agreement + development plan

May be paid or unpaid. Fixed term. Learning

objective.

3. PEKPYTUHI TA BIABIP ¢ 3. RECRUITMENT & SELECTION

3.1 MpuvHumunu Big60py

byab-ska BigkpuTa no3uuisa B OpraHisadii 3anoBHIOETLCS Ha
niacTaBi 3a10KYMEHTOBaHMX KpUTepiiB Biabopy: HeobxigHa
KBanidikauis, Aocsig, komneTeHuii. Kputepii BU3Ha4aoTbcs Ao
rnoYaTKy MOLLUYKY i He 3MiHIOTbCA B npoueci. PiHanbHe pilleHHSs
Npo 3a5yyeHHs yxBastoe [0noBa npaeniHHA Ta (iKCye niacTaBy
BMbopy.

Po3ain 3 3acTOCOBYETHCS A0 WITATHMX Nocaa (3a TPyAOBUM
[OroBOPOM), BOIOHTEPCTBA Ta CTaxyBaHHs. Pa3osi abo
NPOEKTHI NOCNYrN KOHCYNbTaHTIB, TPEHEPIB i iHLINMX BUKOHABLLIB
(®O0r, disnyHi 0ocobu 3a UMBINLHO-NPaBOBMMM AOrOBOpPaMM,
topuanYHi ocobu) € 3akynisneto nocnyr i BiabuparTbes 3a
Monitukoto 3akyniBenb (JokyMeHT N2 05) 3 ypaxyBaHHSM
noporis ii po3ainy 4.1; nepesipku 3a po3ainom 3.2 aAns ponen 3
[OCTYMOM [0 AiTel 3aCTOCOBYOTLCS JOAATKOBO.

3.2 Mpouec peKpyTUHry

3.1 Selection Principles

Any open position in the Organisation is filled on the basis of
documented selection criteria: required qualifications,
experience, competencies. Criteria are defined before the search
begins and are not changed during the process. The final
decision to engage is made by the Chair of the Board, who
documents the basis for selection.

Section 3 applies to staff positions (under an employment
contract), volunteering and internships. One-off or project
services of consultants, trainers and other providers (sole
traders, individuals under civil-law contracts, legal entities) are
procurement of services and are selected under the
Procurement Policy (Document No. 05), subject to the
thresholds of its Section 4.1; the checks in Section 3.2 for roles
with access to children apply in addition.

3.2 Recruitment Process
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e [Tybnikauisi BakaHCii 3 onnucom poni, BUMOr Ta YMOB
3anyyeHHs.

® 36ip 3asBOK Ta rnonepeaHii Biabip 3a kpUTepisMu.

e OpnHe abo paekinbka iHTepB'to (3aneXHo Bia piBHA poni).

e MepeBipka pekoMeHAaLii (MiHIMyM ofiHa ANs LWITAaTHOrO
nepcoHany; Ans posiei 3 NPSIMUM KOHTaKTOM 3 LiTbMU —
LoHanMeHLLe Agi, po3ain 6.1 CPP).

e [1ns ponelt 3 NpsiIMUM KOHTAKTOM 3 AiTbMX abo Bpa3nmBuMM
ocobamMn — 060B'3k0Ba A0BIAKA NPO BiACYTHICTb CYANMOCTI
(YkpaiHa) Ta nepeBipka BianoBigHO Ao po3ainy 6.1 Monitnkn
3axucty piten (CPP).

e OiHanbHa Npono3uuis — NUCbMOBO i3 3a3HaYeHHAM YMOB
3anyyeHHs.

3.3 KoHdnikT iHTepeciB Nnpu HaMi

Ocobw, sKi MaloTb poAMHHI abo 0COBUCTi CTOCYHKM 3
KaHAWAATOM, BiACTOPOHAIOTLCA Bif y4yacTi y Biabopi Ta He
YXBasoOTb pilleHHs WoAo HaiiMy. Byab-sika cuTyadis
NMOTEHUINHOro KOHMNIKTY ikCYETbCSA MMCbMOBO A0 NOYATKY
npouecy. HaliM oci6, noB’sa3aHux 3 uneHamm lNpaBniHHS,
3aTBepaxye lNpaBniHHS 6e3 yyacTi nos’sa3aHoi ocobu. [eTanbHo
— [okymeHT N2 03 (Koaekc noseaiHkM, po3ain 5) Ta [JokyMeHT
N2 02 (po3gin 8).

4. OHBOPOWHI « 4. ONBOARDING

after” tomorrow

e Publication of vacancy with role description, requirements,
and engagement terms.

e Application collection and preliminary screening against
criteria.

e One or more interviews (depending on seniority of role).

e Reference checks (minimum one for paid staff; at least two
for roles with direct contact with children, Section 6.1 of the
CPP).

e For roles with direct contact with children or vulnerable
persons — a mandatory certificate of no criminal record
(Ukraine) and screening in accordance with Section 6.1 of the
Child Protection Policy (CPP).

e Final offer — in writing, specifying engagement terms.

3.3 Conflict of Interest in Recruitment

Persons who have family or personal relationships with a
candidate are recused from the selection process and do not
make hiring decisions. Any potential conflict situation is
documented in writing before the process begins. Engagement
of persons related to Board members is approved by the Board
without the participation of the related person. See also
Document 03 (Code of Conduct, Section 5) and Document 02
(Section 8).

4.1 O60B'A3K0BI KPOKM NP BXOAI

[lo noyaTky poboTu abo y nepLumin AeHb KoXXHa ocoba nianuncye
Ta OTPUMYE: Jorosip abo yroay npo 3anyyeHHs; NiATBEPAKEHHS
O3HaiioMNeHHs 3 KoaekcoM noseniHku (JokymeHT NQ 03);
NiATBEPIKEHHS 03HANOMIIEHHS 3 3BEEHOIO MOJITUKOID 3aXUCTY
(OokymeHT N2 06); niaTBepAXXEHHS! 03HANOMIIEHHS 3 LLiE
Kagposoto MNonitukoto; goctynu 4o poboumx iHCTpyMEHTIB
BiANOBIAHO A0 poni.

4.2 MNMporpaMa BXOAYXXEHHSA

OpraHi3aLis Mae po3pobneHuit MyTiBHUK HOBOI/ro YneHKMHi/a
koMaHau (nepui 21 pobounii AeHb). MyTIBHUK OXOMJIIOE: MiCito,
LiHHOCTi Ta HanpsMu po6oTuK; pobodi iIHCTPYMEHTM Ta npaewna
KOMYHiKaLlii; opraHizauiiiHy KynbTypy Ta KOMaHAHI puTyanu;
NnnaH BXOMKEHHS MO TWXXHAX. NS KOXXHOI HOBOI 0cobu
NPU3HAYaETbC KOHTaKTHa ocoba niATPUMKM NPOTAroM NepLuoro
Micaus.

4.3 MNMpo6Huii nepioa

[ns WwTaTHOro NepcoHany BCTAHOBJIIOETLCS NPOBHWMIA Nepiog
TpuBanicTio 1-3 Micaui (BignosigHo Ao ymoB gorosopy). Mo
3aBepLUeHHi NpobHOro nepiogy — KOpOTKa pO3MOBa 3 ro/I0BOK
O wopao BiANOBIAHOCTI B3aEMHUM OYiKyBaHHSIM Ta
NiaTBEPAXKEHHS @b0 3MiHN YMOB 3a/TyYEHHS.

4.1 Mandatory Entry Steps

Before starting or on the first day, each person signs and
receives: the contract or engagement agreement; the Code of
Conduct acknowledgement (Document 03); the Safeguarding
Policy acknowledgement (Document 06); an acknowledgement
of this HR Policy; and access to work tools per role.

4.2 Induction Programme

The Organisation has developed New Team Member Guide (first
21 working days). The Guide covers: mission, values, and
programme areas; work tools and communication norms;
organisational culture and team rituals; weekly induction plan.
Each new person is assigned a support contact for the first
month.

4.3 Probation Period

For paid staff, a probationary period of 1-3 months is
established (per contract terms). At the end of probation, a brief
conversation with the Chair of the Board regarding mutual
expectations, with confirmation or adjustment of engagement
terms.

5. OLUIHKA TA PO3BUTOK ¢ 5. PERFORMANCE & DEVELOPMENT

5.1 PiunHnii check-in

5.1 Annual Check-in
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Pa3 Ha pik [onoBa npaBniHHA NPOBOAUTb iHAMBIAYanbHUIA check-
in 3 KOXXHWUM Y/IEHOM LUTATHOrO NEpCoHasy Ta akTUBHUMM
BOSIOHTEepamMu. ®opmMaT: CTpykTypoBaHa po3moBsa (30-60 xB) 3
¢ikcaui€eto KoYoBNX BUCHOBKIB. OBroBOpPHOETLCS: AOCATHEHHS
Ta BUKSIMKM 3@ piK; BIANOBIAHICTb pONi Ta HABAHTAXEHHIO;
noTpebu y po3BMTKY Ta HaBYaHHI; NiaHW Ha HAaCTYMHUI piK.
Pesynbtatu check-in 36epiratoTbCs y BHYTPiLLHLOMY
nepcoHanbHoMy daiini.

5.2 HaBYyaHHS Ta pO3BUTOK

® YCi uneHn nepcoHany Ta BO/OHTEPU MakoTb AOCTYN A0
060B'513K0BUX HaBYaHb: Safeguarding (LOpiYHO, Y BEPECHI),
3axucT aaHux (Npy OHBOPAMHIY Ta LLOPIYHO, Y BEPECHI).

® Y4yacTb Y 30BHiLLHIX TpeHiHrax, koH@epeHuisx abo
HaBYasIbHUX Mporpamax — 3a NoroaXeHHsM 3 F0noBo0
NpaB/iHHA Ta B MeXaX HasiBHOro 6oakeTy.

e OpraHi3aujisi 3a0x04y€e 06MiH 3HaHHSIMW BCEPEAVHI KOMaHAMW.

after” tomorrow

Once a year, the Chair of the Board conducts an individual
check-in with each paid staff member and active volunteers.
Format: structured conversation (30-60 min) with key findings
documented. Topics: achievements and challenges of the year;
role and workload fit; development and learning needs; plans
for the next year. Check-in outcomes are stored in the internal
personnel file.

5.2 Learning & Development

e All staff and volunteers have access to mandatory training:
Safeguarding (annually, September), Data Protection (at
onboarding and annually, in September).

e Participation in external training, conferences, or learning
programmes — by agreement with the Chair of the Board and
within available budget.

e The Organisation encourages internal knowledge sharing.

6. BIANYCTKW TA OBJIIK HACY e 6. LEAVE & TIME TRACKING

6.1 LllopiuHa BignycTKa

MiHiManbHWUIM po3Mip LWOPIYHOI ONlavyyBaHoi BiaNyCTkM — 24
KaneHAapHWX AHi BIiANOBIAHO A0 3aKOHOAABCTBA YKpaiHu.
KOHKpeTHUIA po3Mip iKCYeETbCS B AOroBopi. BianycTka
NoroaXyeTbcs 3 F0N0BOIO MpaBAiHHS 3 ypaxyBaHHSM
onepauiiiH1x noTped. HeBMKOPUCTaHi AHI 3a pik — 3a
Z[oMoBIeHicTio (nepeHeceHHs1 abo KoMMeHcauis BiaNoBIgHO A0
3aKOHOAABCTBA).

6.2 JlikapHsiHMI Ta iHWi BUAKM BiagNycTOK

® JlikapHaHWI: BiANOBIAHO 10 3aKOHOAABCTBA MicLs peecTpallii
TpyaoBux BigHoOcKH. Ocoba nosigomnsie FonoBy NpaeniHHS y
nepLUnit AeHb BiACYTHOCTI.

® BianycTka y 3B'A3Ky 3 BariTHICTIO Ta nonoramMu / 6aTbKiBCbKa
BiANyCTKa: BigNoBiAHO A0 3akoHoAaBcTBa; OpraHisalis
NiATPUMYE NPaBO Ha NOBHY TPUBanNiCTb.

e BianycTka 6e3 36epexeHHs 3apobiTHOI NnaTu: 3a
norokeHHsaM, Ao 30 KaneHaapHUX AHiB.

e dopc-MaxopHi 0b6cTaBmHM (eBakyalisi, 6oMbapayBaHHs,
Haa3BWYaliHi ciMeiHi cuTyauii): iHaMBIgyanbHe pilleHHs MonoBu
npaBniHHS 6e3 popManbHNX 06MEXEHb.

6.3 061ik po6oyoro yacy

LLITaTHUI NepcoHan Ha NOrofMHHIN onnaTi dikcye
BiAnpauboBaHWi Yac y noromxeHoMy iHCTpyMeHTi (Monday.com
abo aHanor). MepcoHan Ha (ikcoBaHii onnati —
camoopraHisaduis BignoBigHO A0 06cAry 3a4ad i AeanaiiHis.
BonoHTepu Ta niapsaHMKK 3BiTYHOTb BiAMOBIAHO A0 YMOB CBOIX
yroa.

6.1 Annual Leave

Minimum annual paid leave — 24 calendar days in accordance
with Ukrainian law. The specific entitlement is set out in the
contract. Leave is agreed with the Chair of the Board accounting
for operational needs. Unused days at year-end — by
agreement (carry-over or compensation per applicable law).

6.2 Sick Leave & Other Leave

@ Sick leave: per applicable law of the employment jurisdiction.
Person notifies Chair of the Board on first day of absence.

e Maternity / paternity / parental leave: per applicable law;
Organisation supports right to full entitlement.

e Unpaid leave: by agreement, up to 30 calendar days.

e Force majeure (evacuation, bombardment, emergency family
situations): individual decision of Chair of the Board without
formal limits.

6.3 Time Tracking

Paid staff on hourly pay record time in the agreed tool
(Monday.com or equivalent). Staff on fixed pay — self-
organisation per task volume and deadlines. Volunteers and
contractors report per their agreement terms.

7. QUCLUUINIHA TA CKAPIM MEPCOHAJTY « 7. DISCIPLINE & STAFF GRIEVANCES
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MuTaHHSA AMCUMNAIHK Ta BHYTPILWHIX CKapr nepcoHany
peryntooTbest Kogekcom noseaiHkm (JokymeHT N2 03) Ta
MoniTukoto 3axucty Bukpmeadis ([JokymeHT N2 09). OCHOBHi
npuHUMnu: 6yab-siKe 3BUHYBAYeHHS PO3rNs4aETbCs A0
3acToCcyBaHHS 3axodiB; ocoba Mae npaso 6yTu 3acnyxaHoto;
pillEHHS JOKYMEHTYETHLCS; MOMCTa 3a NOBIAOMNEHHS MPO
nopyLueHHs1 3a6opoHeHa. CKkapru Ha KiCTb po60TH, NOBEAIHKY 1
pilweHHs OpraHisauii, Wo He € AUCUMNAIHAPHUMW NMUTAHHSAMKU, —
[HokyMeHT N2 07 (Ckapru Ta 3BOPOTHWIA 3B'I30K).

8. OOBOPAUHI « 8. OFFBOARDING

after” tomorrow

Discipline and internal staff grievances are governed by the
Code of Conduct (Document 03) and Whistleblower Policy
(Document 09). Core principles: any allegation is reviewed
before measures are taken; the person has the right to be
heard; decisions are documented; retaliation for reporting is
prohibited. Complaints about the Organisation’s work, conduct
and decisions that are not disciplinary matters — Document 07
(Complaints & Feedback Policy).

8.1 Mpouenypa 3aBepLUeHHSs cniiBripaui

e [TMcbMoBe NiATBEPAXXEHHS 3aBepLUEHHS (AaTa, NiacTaBa,
YMOBM).

® [oBepHEHHS! BCbOro MalHa OpraHisalii: TEXHIKKM, JOKYMEHTIB,
3acobis gocryny.

® BigknmkaHHa BCiX undposmx goctynis (email, nnatdopmum,
CNiflbHi ANCKM) — Y AeHb 3aBepLueHHst abo HacTymHOro
pobouyoro aHs.

e [lepegava cnpas: AOKYMeHTaUisl He3aBepLUeHMX 3aBAaHb
NPU3Ha4YeHOMY HACTYMHUKY.

e BuxigHa po3moBa (exit interview) — 3a 6axaHHsM ocobu —

Ans OTPMMaHHS 3BOPOTHOrO 3B'SI3KY LWOoA0 poboTy B OpraHisadii.

e Byaaya niaTBEpAKEHHS NPOo y4acTb abo TpyAoBoi
XapaKTepUCTUKM (3a 3annToMm).

8.2 36epiraHHsA KaapoOBUX AAHUX

MepcoHanbHi AaHi YneHiB NepcoHany Ta BOMOHTEpIB
36epiratoTbCsl MPOTAroM 5 pokiB Nicns 3aBepLUEHHS cniBnpawi
BianoBigHo Ao JlokymeHTa N2 08 (MoniTuka 3axucty AaHux).
Kapposi gokyMeHTH (0co60Bi cripaBu, Hakasu 3 0coboBoro
cknagy, ocobosi kapTku M-2 Towo) 36epiratoTbCs NPOTArOM
CTPOKiB, BCTaHOBNEHUX lNepenikoM TUNoBUX AOKYMEHTIB (Haka3
MiH'tocTy N2 578/5 Big 12.04.2012). KagpoBuit apxiB Ta peecTtp
nianucanmx dopm Bese FonosHa byxrantepka. JocTyn MaloTb
lonoBHa 6yxrantepka i Fonosa npaBniHHS; iHWKWM ocobam —
e 3a NMCbMOBUM pilleHHsIM [010BM NpaBAiHHS.

Micnsa 3akiHYeHHs1 CTPOKY 36epiraHHa AaHi 3HULLYIOTBCS
BianosiaHo Ao JokymeHTa N2 08, KpiM AOKYMEHTIB 3i CTpoKamu,
BCTaHOB/IEHVMM 3aKOHOAABCTBOM.

8.1 Exit Procedure

e Written confirmation of termination (date, grounds, terms).
e Return of all Organisation property: equipment, documents,
access credentials.

e Revocation of all digital access (email, platforms, shared
drives) — on the day of termination or next working day.

e Handover: documentation of incomplete tasks to designated
successor.

e Exit interview — at the person's discretion — to gather
feedback on their experience with the Organisation.

e Issuance of participation confirmation or employment
reference (upon request).

8.2 Personnel Data Retention

Personal data of staff and volunteers is retained for 5 years
after the end of engagement in accordance with Document No.
08 (Data Protection Policy). HR records (personnel files, HR
orders, P-2 personnel cards, etc.) are retained for the periods
set by the List of Standard Documents (Order of the Ministry of
Justice No. 578/5 of 12.04.2012). The personnel archive and the
register of signed forms are maintained by the Head
Accountant. Access is limited to the Head Accountant and the
Chair of the Board; other persons — only by written decision of
the Chair of the Board. Upon expiry of the retention period, data
is destroyed in accordance with Document No. 08, except for
documents with statutory retention periods
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lOp. HasBa: TPOMALCbBKA OPIAHI3ALIA "MICIA3ABTPA"
BnacHuk kntoya: Py6ic IpuHa BonogumupisHa

Yac nepeBipku KEM/ELM: 19:25 05.10.2026

Cratyc nepeBipku ceptudikaty: Ceptudikar gie

CepiitHuii Homep: 04AF212836405D9904000000D8A92D00D1AFEB0O
Tvn nignucy: yaocKoHaneHum

Tun cepTudikaTy: KBanidikoBaHun



