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1. Preamble
Human resources are the foundation of institutional excellence. The recruitment, development, welfare, and retention of qualified academic and non-academic staff are critical to ensuring high-quality teaching, research, administration, and student services.
Infortec International Technologies (University Division) is committed to fostering a professional, ethical, inclusive, and supportive working environment aligned with national regulations, QAAC standards, and global best practices.

2. Policy Statement
This policy establishes a structured framework for recruiting, developing, appraising, and supporting staff. It emphasizes professional growth, continuous learning, fairness, inclusivity, and accountability.
The University Division shall ensure that all HR and staff development activities support strategic goals, academic quality, and operational efficiency.

3. Objectives
1. To recruit and retain qualified, competent, and committed staff.
2. To provide continuous professional development (CPD) opportunities to enhance teaching, research, and administrative skills.
3. To ensure fair and transparent HR procedures aligned with legal requirements and institutional policies.
4. To foster a safe, inclusive, supportive, and collaborative working environment.
5. To implement an objective performance appraisal system.
6. To promote wellbeing, work–life balance, and staff welfare.
7. To ensure HR processes contribute to institutional quality assurance and improvement.

4. Scope and Applicability
This policy applies to:
· All academic, administrative, technical, and support staff;
· All full-time, part-time, contract, visiting, and temporary staff;
· All HR activities including recruitment, appraisal, promotions, discipline, welfare, and professional development.

5. Guiding Principles
1. Merit and Fairness – Recruitment and promotions based on qualifications and performance.
2. Transparency – Clear criteria, documented procedures, and open communication.
3. Inclusivity – Equal opportunity employment practices.
4. Continuous Learning – Commitment to CPD for all staff.
5. Collaboration – Strong partnerships across departments, faculties, and HR.
6. Ethical Conduct – Professionalism, integrity, and accountability.
7. Quality Assurance – HR aligned with institutional QA mechanisms overseen by IQAC.

6. Recruitment and Selection
6.1 Workforce Planning
· Annual HR needs identified based on faculty/department plans, programme expansion, and workload analysis.
· Workforce plans approved by Senate and Governing Board.
6.2 Recruitment Process
· Transparent advertising of vacancies.
· Clear job descriptions aligned with institutional standards.
· Selection panels include:
· HR Representative
· Head of Department
· Senior academic/administrator
· External expert (where required)
6.3 Selection Criteria
· Qualifications aligned with UGC/SLQF/Professional standards.
· Teaching ability, research capacity, experience, and soft skills.
· Fair evaluation free from bias or discrimination.
6.4 Appointment and Orientation
· Appointment letters state duties, responsibilities, and terms of service.
· Mandatory induction covering:
· Institutional policies
· Teaching and assessment standards
· Use of LMS and technology
· Quality assurance processes
· Student support and welfare responsibilities

7. Staff Development and Capacity Building
7.1 Continuous Professional Development (CPD)
· Mandatory CPD for all academic staff in:
· Teaching methodology
· Assessment and moderation
· Curriculum development
· Online/blended teaching
· Research methods and academic writing
· Non-academic staff receive training in:
· Administrative procedures
· ICT skills
· Communication and customer service
· Leadership and management
7.2 Staff Development Centre (SDC)
· Coordinates all training and capacity-building programmes.
· Works with IQAC and SDWC to identify needs and evaluate outcomes.
7.3 Research Development
· Support for research grants, conferences, publications.
· Mentoring and collaboration with senior researchers.
· Training on ethics, intellectual property, and proposal development.
7.4 Teaching Enhancement
· Peer observation of teaching;
· Teaching portfolios;
· Workshops and masterclasses.

8. Staff Performance Management
8.1 Annual Performance Appraisal
· Based on:
· Teaching quality
· Research output
· Service contributions
· Professional development
· Student feedback
· Conducted by Head of Department with oversight from HR and IQAC.
8.2 Promotion Criteria
· Aligned with national guidelines (UGC/Sri Lanka standards).
· Based on academic excellence, research contributions, and service.
8.3 Underperformance Management
· Improvement plans, mentoring, and training assigned.
· Formal disciplinary mechanisms applied only as last resort.

9. Staff Welfare and Wellbeing
9.1 Welfare Services
· Medical insurance schemes;
· Welfare fund support;
· Transport, accommodation (where applicable);
· Social and cultural activities.
9.2 Wellbeing Initiatives
· Mental health support and counselling;
· Work–life balance policies;
· Zero-tolerance for harassment, bullying, discrimination;
· Health and safety compliance.

10. Staff Conduct and Ethics
· All staff must adhere to:
· Institutional Code of Conduct
· Ethical standards
· Anti-harassment and anti-ragging policies
· Integrity in teaching, research, and administration
Breaches handled through fair disciplinary procedures.

11. Monitoring and Quality Assurance
· HR activities audited annually as part of IQAC internal audits.
· Staff development outcomes evaluated annually.
· Reports submitted to:
· SDWC
· Senate
· Governing Board
Continuous improvement plans developed based on data trends.








12. Responsibilities
	Entity
	Key Responsibilities

	Governing Board
	Approves HR strategy, staffing plans, and welfare policies.

	Senate
	Ensures HR supports academic excellence and quality standards.

	IQAC
	Monitors compliance, integrates HR into QA frameworks.

	SDWC
	Oversees staff development and welfare programmes.

	HR Division
	Manages recruitment, appointments, performance, payroll, welfare.

	Deans & Heads
	Identify staff needs, support development, conduct appraisals.

	Staff Development Centre
	Plans and delivers training programmes.

	All Staff
	Uphold professional standards and participate in development.


13. Review and Amendment
· This policy reviewed every three (3) years or sooner based on regulatory/legal changes.
· Amendments proposed by HR Division and SDWC → endorsed by IQAC → approved by Governing Board.
· Changes logged in the Policy Version Register.

14. Related Documents
· Staff Handbook
· Recruitment and Appointment Procedures
· Code of Conduct
· Staff Grievance Policy
· Research Policy and Ethics Guidelines
· Internal Audit and Continuous Improvement Policy
· SLQF and QAAC Guidelines

