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Staff Recruitment Policy 

This policy applies to Bana Tandizo Zambia Ltd, and to partner organisations recruiting staff 
whose salaries are funded by the Bana Tandizo Foundation. 
 
Introduction 
 
Bana Tandizo Zambia Ltd (BTZ) is an equal opportunities employer and will not discriminate 
against any job applicant as a result of his/her age, gender, marital status, race, religion, 
sexual orientation, or political beliefs. Thus, all recruitment and selection procedures will 
reflect BTZ’s commitment to providing equal opportunity by assessing applicants according 
to their skills, knowledge, qualifications, capabilities, and personal attributes.  
 
BTZ is committed to creating an effective employment team whose members are inclusive 
and democratic in their day-to-day work; and understand, accept, and appreciate the 
differences between people. BTZ will lead this commitment through strong leadership, fair 
management practices, and continuing awareness.  
 
Purpose 
 
BTZ aims to be a diverse and multi-cultural, charitable organisation. Diversity and equal 
opportunities in all aspects of its employment policy will assist to find the right people to 
enhance the quality and delivery of its primary education services, improve BTZ’s overall 
performance as a development aid organisation, and help fulfil the vision and objectives set 
out in its strategic plan.  
 
The development of a career structure is a challenge, owing to the small scale of targeted 
BTZ operations at grassroots level in Zambia, but at the very least BTZ will ensure that there 
is adequate staff support and supervision, in addition to continuous professional 
development, mentoring, and training. 
 
Disabled 
 
BTZ will ensure that its employment practices tackle disability discrimination and promote 
equality for the disabled and under-represented groups. Where an existing employee 
becomes disabled, BTZ will make every effort to continue his/her employment, and provide 
additional training and support where necessary.  
 
Process 
 
BTZ will adopt a professional and consistent approach to staff recruitment. People cannot 
be appointed automatically to posts within BTZ, or within partner organisations and projects 
where salaries are being funded. Nor can an existing staff member be appointed to a new 
position. All staff posts will be filled through an open competition mechanism.  
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Due to various media constraints, advertising in the local newspapers is unlikely to identify 
the best people. Thus, a staff recruitment agency will be contracted to head hunt for the 
purposes of consultancy work and engagement of staff for BTZ. However, project partners 
will be free to advertise staff posts by their preferred means. 
 
BTZ takes the view that it is important to recruit local staff as far as possible where the 
required skills exist, and especially when local perspectives, culture and language are 
paramount to the success of the assignment at hand. 
 
Expatriate staff and local volunteers will be recruited where indicated, but will be sought and 
selected through negotiations with partners, the local community, and volunteer agencies 
such as Peace Corps, Global Health Corps, and Voluntary Services Overseas. 
 
Stage 1: Recruitment planning 
 
The BTZ strategic plan includes sections on staffing structure and implementation 
arrangements which will determine its staffing needs for the period of the plan. 
 
Job descriptions and employment contracts will be finalised for staff posts before applicants 
are actively sought. At the recruitment planning stage, a job advert will be drawn up to assist 
the recruitment agency identify suitable applicants. The advert will include the nature and 
level of work required, skills, experience, qualifications and the personal attributes preferred.  
 
At least 5 Curriculum Vitae (CVs), should be obtained for BTZ senior management posts. 
Potential applicants who hear about the job or who are recommended by partners can 
submit his/her CV to the pool of CVs, along with a letter of introduction and copies of 
qualifications. All job applications will be treated confidentially. 
 
Stage 2: Selection of applicants 
 
The Lusaka based trustees will draw up selection criteria, review CVs, and shortlist 
applicants in line with the job advert’s specifications for BTZ staff posts. References will only 
be asked from those applicants who are shortlisted. 
 
The trustees will sit on the interview panel, and will engage other interviewers depending on 
the post to be filled and the interviewer skills required to identify the most suitable applicant. 
As BTZ does not have office space in Zambia, interviews will be conducted on the premises 
of the recruitment agency.  
 
The recruitment of staff for BTZ will entail a one-on-one interview with each applicant. The 
interviewers may also decide to set a written exercise at the time of interview - prior to the 
formal interview. 
 
The BTZ Programme Manager will assist partners to recruit their staff. Initially, the interview 
panel will hold a group interview before making a final shortlist of applicants. Subsequently, 
and after completion of a written exercise, the shortlisted applicants will receive a one-on-
one interview. These interviews will be held at the relevant project site. 
 
Stage 3: Offer of work 
 
The interview panel will list the applicants in order of preference. A record of the interview 
process will be kept in case there are any complaints or reports of discrimination at a later 
stage. For BTZ posts, one of the trustees will offer the job to the best applicant, and at the 
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same time re-confirm the salary, and terms and conditions of service. Once the job is 
accepted, the trustee will follow up at least 2 of the applicant’s named referees. 
 
For the hiring of project staff, it will be the responsibility of the partner organisation to make 
an offer of employment to its preferred applicant, and to follow up references. 
 
Stage 4: Signing the contract 
 
BTZ and project staff can be employed under a consultant, employee or volunteer 
arrangement. The terms and conditions of service will be different for each, and will be 
written into the contract. An employee handbook will also be provided for additional 
reference. All project staff will be employed by the local implementing partner, and not by 
BTZ.  
 
On signing a contract, a BTZ employee will agree to adhere to a set of policies and office 
procedures which govern the organisation. The employee must be prepared to engage in a 
flexible working arrangement with minimal supervision, and he/she must also adhere to 
BTZ’s lone working policy mentioned below. A copy of this policy will be provided during the 
job orientation training. 
 
Project staff whose salaries are supported by BTZ will be required to sign an agreement to 
adhere to selected core policies such as Child Protection and Safety, and Prevention of 
Sexual Harassment. 
 
Stage 5: Job orientation programme 
 
New BTZ employees will receive an induction checklist on his/her first day. This checklist 
will be worked through during a 3-day orientation to the job, which will include an introduction 
to the policies and procedures of BTZ. Following the orientation programme, the new 
employee will accompany one of the trustees to project sites to meet the local partners and 
project staff, and to familiarise himself/herself with the project work. 
 
BTZ requires that a 3-month probationary period is complete before a formal employment 
contract can be offered. This period can be extended for up to 3 months if necessary. The 
probationary period for long consultancy assignments of up to one year is 2-4 weeks. 
 
A job orientation training on core policy content and the obligations of relevant parties will 
be conducted by the BTZ Programme Manager during the 3-day job orientation training for 
newly recruited project staff. 
 
Lone working policy 
 
As BTZ has no office premises in Zambia, it operates a lone working policy - thus, during 
working hours, employees are either working from home or from project sites. BTZ 
recognises that during this time, staff are sometimes required to work by themselves in 
isolated, rural areas, and often out of office hours. There may be additional consideration 
for female employees travelling unaccompanied and on overnight stay at distant project 
sites. 
 
The purpose of this policy is to protect staff so far as is reasonably practicable from the risks 
of lone working. The policy details will be shared during the job orientation programme.   


