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Executive Summary

Integrated Security Services Ltd (ISSL) is one of the leading securities providing company in our country. It was established in 1995 by a group of senior retired army officers. ISSL has a professional team who has a work experience with a standard record of working in various security sectors like police, army and other armed security forces and intelligence bureau. This professional team is working 24/7 to achieve their goals and objective within the shortest span of time. Generally ISSL provides man power based security to various companies like Banks, Hospitals, Corporate offices, Multinationals, International organizations, ATM booths, escorting services and so on.
The report focuses on the practices of Human Resource Management in ISSL. How ISSL is maintaining their HR and what is their point of view regarding HR. The Recruitment and Selection of the employees, Training and development of employees, salary and compensation, social and welfare funds for employees, Health Safety and Environmental policies for the employees of ISSL.
ISSL is a corporate business organization. The company is run by a group of professional team, so it is quite difficult for me to find any flaw and recommend them something. I tried to observe them very keenly during my internship period and tried to learn some practical knowledge. The first office day of my Internship my boss Syed Shahanur Islam Ripon (DGM of ISSL) told me that the study and the office work is a two different world. Application of practical knowledge and experience is only the requirement for a job. So, it was really a good practical learning from ISSL and I tried to flourish my knowledge in the report. The report also contains some recommendation and conclusion from the observance of my little knowledge, which I think if that, would have been applied then it would have been better for the betterment of the organization.
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Introduction
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1.1 Introduction
In this era of business, society is continuously changing by technology. Business is expanding all over the world and getting competitive. The operation and management are getting complex in every moment. Human Resource Management (HRM) professionals need the knowledge, skills and attitudes (KSA) to design HRM practices that not only meet legal requirements but also are effective in supporting organizational strategy and goals. For the betterment of effective HRM policies, these professionals published research and developments for best practices of HRM. The fundamental premise is different organizational strategies require different Human Resource Management policies and practices. There is a perception that the planning of HRM is only forecasting of demand and supply.HR professionals need to take part in planning formulating and implementing the strategies. They also need to be concerned with the implications of strategic decisions on HRM practices and policies. Since childhood until now, we always have only learned from the books. This is our educational system which does not give us the chance to gather practical knowledge. So, it was the only chance for me to gather practical knowledge and experience by getting involved, as an internee with ISSL. Practical knowledge of networking has been gathered in this period. I have known about how they make it possible to maintain their clients, drop tenders. I have known about their products and services all over the country. It was undoubtedly a beneficiary for me to gather this kind of practical experience.
1.2 Objectives of the Study
There are several objectives of the study have been defined as follows:
1.2.1 General Objective
The general objective of the study is to prepare the report based on the topic, the Human Resource Management practice of Integrated Security Services Ltd and submit it. This report will focus on how ISSL is practicing its HR management and maintaining its security personnel.
[bookmark: _Toc20823887]1.2.2 Specific Objective
· To gather practical knowledge and experience of how they manage their HR.
· The recruitment and selection process of ISSL.
· The training module of ISSL
· Health safety and environment (HSE) policy for the employees of ISSL.
· Welfare schemes for the employees of ISSL.
· Performance appraisal of ISSL.
· Salary and Compensation policy of ISSL.
[bookmark: _Toc20823888]

1.3 Sources of data and materials
As I was an interne at ISSL so practical desk work has helped me and my honorable Sir Syed Shahanur Islam Ripon Deputy General Manager Of (ISSL) has helped and supported me a lot and other HR personnel like B.M Javed Hassan 2nd Deputy General Manager of ISSL has also helped me to find my requirements.
I collected the data and information from both primary and secondary sources.
Primary data has been collected through direct conversation with my two DGM sir with the help of other employees, convention, constitutional law, etc.
Secondary Sources are the company website, books, journals, articles, newspapers, and internet and so on.
1.4 Scope of the Study
The study report is prepared in terms of the experience I gathered in ISSL and their practice of HRM at the corporate level. The report has covered the practice of Human Resource Management at ISSL.
[bookmark: _Toc20823890]1.5 Limitation of the study
I tried to bring out all the information but there are some encrypted policies and confidential information, which they don't share with anyone except the higher management.
I could not have visited the branches outside Dhaka.
[bookmark: _Toc20823891]1.6 Methodology
The study explores the practices and policies of HR at ISSL. The study also used context analysis for collecting data and information from different sources.
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Chapter 02
Literature Review
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2.1 Literature Review
The report is designed by the practical experience through theoretical understanding. This report will be a bridge between theoretical and practical knowledge. The reviewed literature is searched from the Books, Journals, Newspapers, Booklets, and Internet source and also searched from foreign research works, articles, available on this topic.
The current situation of HRM practices in Bangladesh is below the belt in comparison to international level. Most companies in Bangladesh are family owned, run and controlled by family members and Human Resource Management activities totally depend on the company owner’s wish. But in recent years, some of the industries have begun to maintain their labor rights standard and to improve their working conditions, safety and measures, and other facilities for HR. Researchers have always indicated that a better working environment better benefits can bring expecting productivity for the HR and profitability of an organization. Unfamiliar, systematic and efficient HRM practices can make the organization globally competitive. Adopting systematic and effective HRM practices can bring success for both HR and the industry.
HR planning is done by six strategies by which companies choose their practice like Job analysis, recruitment, selection, training and development, performance appraisal management, rewards and incentives, welfare for the employees according to (De Cieri and Kramar 2008).
Functions of HRM: The significance of an organization in HRM is the value chain of that specific company. Human Resource management is very essential to achieve organizational goals and objectives and enhances a sustainable competitive advantage in the worldwide competition of a business. We all know that the term Human Resource Management is all about planning, organizing, leading and controlling the goals and objectives of the organization is to flourish the skills of the employee and make them efficient and productive, compensation of the employee and fulfill the overall objectives of the organization.
The HR function is defined as six strategic functions that help the company to meet the most appropriate practices. Six particular functional areas of HRM are such that job analysis, recruitment selection, training and development, performance management, pay structure, incentives, benefits and labor employee relation. (De Cieri & kramar), 2008.
The six functions have described as:
Job analysis: Job analysis is the job review and job classification in a systematic exploration of tasks and duties and responsibilities of a particular job. Job analysis is all about the detail information about the specific job.
“Job analysis deals with the details of the job. This is the complete study of the job and the duties and responsibilities involved in its performance. The conditions under which performance is carried on, the nature of the task, the qualification required in the worker and the conditions of the employment such as pay, hours, opportunities and privileges. (Harry L. Wyllie).
There are two major functions of job analysis are as follows firstly on the basis of quality, achievement, and productivity of the organization to fulfill the need and Secondly, a challenging working environment and a rewarding system will help to relate these needs.
Job analysis is a collection of duties, task, and responsibilities which are assigned to an individual and which is different from other assignments. (Dale Yoder).

Employee recruitment &selection: Recruitment is another vital function of Human Resource Management. To make the employee highly efficient and productive, there are some policies and procedures of the company. Human Resource Management recruiting system is based on the selection policies job posting and details, advertising, job application, interviewing process, assessment decision making and formal selection and training. (Korsten 2003) 
Recruiting and developing HR so that they become more valuable to the organization by conducting job analysis, planning personnel needs, hiring the right people for the job at a right place in a right time, orientation, training and development of HR, creating an opportunity of better wages and salaries, providing benefits to employees, appraising performance effectively and resolving conflicts and disputes by a higher communication between employees and employers.
A knowledgeable and skilled employee can bring success to the organization. The Recruitment process of an organization is a costly and time-consuming process. If any organization fails to hire productive employees, then it will be a huge loss for the organization. Any mistake in recruiting HR can bring a huge turnover in the company.
Training & Development of employee: Training is one of the most important functions of HRM. “Training is not only to make the employee qualified and deliver it practically but also represents of an employer’s commitment to their workforce.” (Storey and Sisson 2003). Training is not only about giving the knowledge to the employee but also needs the loyalty, attitude, behavior of the employee toward the training process. Training and Development function is focused on organizational activity and focused on the betterment of the job performance of the employees and employers too. Successful training session helps to gain the satisfaction of the employees which make them loyal to work which helps to retain the employee. 
Performance management: The performance of the employee can bring the desired success to the organization. The performance management works for improving the employee and their performance. Performance management indicates that the employee’s activities and outcomes should be similar to the organization’s goals and objectives. Employees should work, according to the goals and objectives of the company. (De Cieri and Karmer) 2008
Pay structure and incentives: Pay structure is to pay the employees for their work such as salary, wages, benefits, and rewards. The knowledge, skill, and attitudes (KSA) help to increase the effectiveness and efficiency of the company. “The pay structure has an important role to implement organization’s strategy”. (Di Cieri and Karmer)An organization will be in threat if they fail to provide proper benefits to their employees. The organization needs to feel that HR is an asset to them. 
[bookmark: _Hlk514719657]Labor employee relation: Employee relation describes the effort for managing an interrelationship between the employees and employers. There is a need for high interactive relation between employees and employers. The main objective is developing and allocating human resources in the most effective manner and provides a work-friendly environment for attaining their long strategy and goals. “The relation between the employees and employers have been discussed in 4 levels such that corporate, professional, social and national level”. (Gupta 2007)
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Chapter 03
Company Profile
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3.1 Company Overview
ISSL has established in 1995 by a bunch of senior retired army officers. ISSL is now one of the leading securities providing company in our country. ISSL has a professional management team withstanding track record of working in police, army, intelligence bureau and other related fields. Those experienced employees have helped to the expansion of ISSL. Their main motive is to providing man power based security which is supplying guards to Hotels, Hospitals, Banks, Multinationals and so on. Recently ISSL has added some security products to its business.

3.2Branches:

ISSL have developed 7500 security personnel in all over the country such that Chattogram, Sylhet, Khulna, Bogra, Comilla, Rajshahi and Barishal.

[bookmark: _Toc20823894]3.3 Prime clients:
ISSL is successfully providing services to 11 banks (along with 250 branches and ATMs) such that the Hongkong and Shanghai Banking Corporation (HSBC) and also more than 400 multinational organizations have availed their services. Companies like Unilever (BD) limited, British American Tobacco Bangladesh (BATB), Robi Axiata Limited, Grameenphone Limited, IDB-BISEW, Tullow Bangladesh Ltd. There are some foreign (UN) organizations who are availing services form ISSL like WFP, WHO and UNOPS. 

[bookmark: _Toc20823895]3.4 Vision and mission:
The analysis of security service system in Bangladesh, they want to enhance their product and services by ensuring the highest number of quality. A proper enhancement of quality of product and service is the main objective of ISSL. ISSL has already introduced high technological security devices in Bangladesh. Their target is to make an integrated solution to client’s security to give an integrated security solution to the clients. Providing right security solution for loss prevention and damage control for clients is one of the primary objectives of ISSL.

[bookmark: _Toc20823896]3.5 Supervision, monitoring and use of technology:
There are long listed corporate clients of ISSL along with local and multinational. Organizations like corporate banks, media and telecommunication sector and so on. Now ISSL is rendering services to 11 banks (250 branches), the Hongkong and Shanghai Banking Corporation (HSBC) and over 300 multinational companies have availed their services.
ISSL also provides the cash-carrying operations for clients especially the banks and multinational companies in their fabricated vehicles along with armed guards. Provide the escort service by a centrally controlled mobile communication network. Security-consultancy, planning, provisioning and maintenance of electronic equipment are more services of ISSL. They have more than 24 years of experience in event management security and safety. 
A well-organized security supervision system is being followed in ISSL by providing three layers of supervision system controlled by a central monitoring system with a network of wireless sets, mobile phones, pagers, land phones etc. They have control in operating 24 hours with stand by reverse force on wheels to cater to any unforeseen situation. On the other hand they have day-night mobile supervision and client service system through specially trained security officers, area inspectors and post supervisors. To get direct feedback from the employee they maintain a regular communication with the employees and discuss how to improve their quality of products and services.
Their mission is to be the no.1 security providing company in Bangladesh.
[bookmark: _Toc20823897]3.6 Title and slogan:
“Professionals at work” and “Big or small, we protect them all”.
[bookmark: _Toc20823898]3.7 Products:     
However in this era of generation technological development is happening every moment, so a combination of personnel and smart technological equipment is necessary to give counter the threat from modern-day criminals and terrorists. The security officers of ISSL are qualified enough to suggest a suitable kind of security set up anywhere in Bangladesh to protect the client’s interest. The experience of this company in the field of Private Security over the last 16 years has equipped them with the capability to provide the required solutions to client’s security and safety needs for all types of assets/installations.
[bookmark: _Toc20823899]3.8 Products sample:
At first ISSL used to provide man power based security in different companies and organizations in the country but recently ISSL also took the responsibility to provide security products in different companies.  
There are some different kinds of security products that have been included below:
[image: http://www.isslbd.net/images/sample.jpg]

[bookmark: _Toc20823900]3.9 Services:

· Guard Service: ISSL provides unarmed security guards and supervisors to provide security to Banks, Factories, Offices, BTS, Residences and Hotels etc.
· VIP Executive Protection: They have their own trained personnel for Executive protection. They provide unarmed mobile protection to VIP.
· Cash in Transit: They transfer cash and valuable safely by their own fabricated CIT vans with armed escorts.
· Escorting Convoys: The escorting service includes escorting vans/trucks loaded with goods to different locations of Bangladesh.
· Event Security: ISSL also provides security to various events as the service includes Access Control, Mob Control and Physical Security of the venue.
· Electronic Security: They are capable to provide consultancy, planning, provisioning and maintenance of all sorts of electronic security equipment.
· Auxiliary service: They also provide Junior Officers, Peons, Tea Boys, Messengers and Cleaners to banks and other clients.
· Background Check: They do the background check, PEV, Insurance Claim, etc. for their local, Multinational and foreign clients.
· Security survey: They are also efficient in conducting a security survey of different installations. 
· Supply of Radio Communication Equipment: They have a license from BTRC and permission to import and supply various types of Radio Communication Equipment. 
· Training: They also organize training for groups of security personnel who go abroad for employment.
[bookmark: _Toc20823901]3.10 Organogram of ISSL:

[image: http://www.isslbd.net/images/organ_org_dhaka.gif]

9



Chapter 04
Recruitment and Selection
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4.1 Recruitment and Selection Procedure of (ISSL)
ISSL gives the importance to a proper recruitment process, to maintain the quality of the employees.
There are following methods they apply:
· Through advertisements via newspapers will be provided with the attachment of a Specimen. 
· There are some agents who bring willing candidates from different areas of the country. 
· Mobile recruitment teams go out to nearby districts to recruit HR.
· The existing employees of ISSL are encouraged to bring their relatives, friends or known person for recruitment.
·  The different branches of ISSL all over the country also used as Information Centre and help to recruit for the company.
· Their HR employed all over the country in remote areas also helps to find new recruitments.


There is some following criteria/requirement for recruitments as follows:
[bookmark: _Toc20823903]4.2 Guards:

	Age 
	:
	Starting from 18 up to 35 years old.

	Qualification
	:
	Minimum Class 10 passed but they prefer S.S.C passed.

	Height 
	:
	Minimum 5feet 6 inches but can be relaxed for well -built personnel.

	Chest
	:
	Has to be 32 inches.



[bookmark: _Toc20823904]


4.3 Supervisor:
	
	Age 
	:
	Starting from 30 up to 50 years old.

	
	Qualification
	:
	Minimum class 10 passed but S.S.C is preferred.

	
	Height
	:
	Minimum 5 feet 6 inches.

	
	Chest
	:
	It has to be 32 inches.

	Retired Non-Commissioned Officers from Armed Forces is preferred.




[bookmark: _Toc20823905]
4.4 Inspector:
	
	Age 
	:
	Starting from 35 up to 55 years old.

	
	Qualification
	:
	Should be Minimum S.S.C passed.

	
	Height 
	:
	Should be Minimum 5 feet 5 inches.

	
	Chest
	:
	It has to be 30-32 inches.

	Retired Junior Commissioned Officers from Armed Forces are preferred.




There are some documents which are required during recruitment:
1. Educational Certificate.
2. Nationality and Characteristics Certificate from local chairman/Counselor.
3. A known person's preference.
4. Release Certificate for retired defense persons.




Selection Procedure during recruitment:
1.  The Recruitment Officer confirms some documents from the candidates: 
	a.
	National ID card/Birth certificate.

	b.
	Educational certificate of qualification.

	c.
	Certificate from local chairman/Counselor.

	d.
	Release certificate for retired defense personnel.


2. The next step is to check if the candidates meet the company's physical requirements or not.
3. A written test will be held after then.
4. After the written test the candidates will be interviewed by the Branch Manager/General Manager/Director for final selection.
5. After the selection of an individual, the next step will be the police verification.
6. 21 days of training will be provided after the selection. In addition to his basics he will be given special training on security-related matters. The knowledge of guard duties at different installations like factory, office, bank, residence, construction site, etc. will be provided to him in detail.
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Chapter 05
Training and Development
[bookmark: _Toc20823906]


5.1 Training Module
There are some training modules for the employees and employers for ISSL:
· Arrange basic training for newcomers.
· Follow up training.
· Supervisors and Inspector’s training.
· Orientation program for newly recruited employees.
· Training for officers.
The syllabus of the training and development of HR:
ISSL organizes 15-20 days of training for fresher’s covering a pre-set syllabus. There are 20 batches for training. During training, the trainees will be provided free food, accommodation and messing at subsidized rates.
The training syllabus for new recruits is as follows:
· Knowing about the company.
· Drill/Marching, Saluting, etc.
· Unarmed Combat.
· Encryption of Information.
· Security of Personnel.
· Security of Material.
· Premises.
· Patrolling.
· Surveillance.
· The Quality of a Good Guard. 
· Duties and responsibility.
· Chain of command Orders.
· ISSL Code of Conduct and Discipline. 
· Security Checking.
· Monitoring and Access Control.
· Duties and demonstration of cash-carrying.
· Protection and Escorting services.
· Duties Special to Installation i.e. Factories, Warehouse, Mills, and industries.
· Offices, Residence, Apartments.
· Special duties to Banks and other sensitive organizations.
· Radio Communication Procedure.
· Maintenance of Registers and Duty Roasters.
· Reporting Procedures if Incidents happen.
· Traffic & Parking Duties.
· How to Deal with Employer’s Staff and Public/Visitors.
· Managing while Emergencies.
· Manners, Etiquette, behaviors and attitudes.
· Things like bombs threat, attack, and Countermeasures.
· Knowledge about alarm & guard clock, burglar CCTV footage.
· Basic knowledge of firefighting, first aid services
· How to pay, promote & Service Benefits.
· Dos and Don’ts.
· And finally, examination to prove themselves.
About the training school of ISSL are as follows:
· Location of ISSL training School: The training school is located at, on the western side of Ashulia-Savar Highway beside Abdullahpur road. The training school complex is a four storied building which is well furnished and well equipped.
· Residential Facilities: The School has residential facilities for the trainees which accommodate about 100 trainees at a time with necessary mess facilities. 4 Instructors are always in the school building for constant watch on the trainees as a provost. 
· Training Classes: There are several fully furnished training classes that can accommodate 150 students at a time.
· Technical Training Equipment: The training classrooms are well equipped and have the required training aids including slide projector, overhead projector etc.
· Amusement and Recreational Facilities: There is a common room for trainees where they can watch TV read daily newspapers etc. There is an indoor games facility in the common room during leisure period and there is a library inside the school and all the trainees can study books available in the library.

5.2 Training Evaluation 
After covering the syllabus in the training section then they take written and oral test of all the participants. After facing the written and oral test the trainers discuss the performance of the trainees with the top management and arrange for posting according to trainees performance.
Formative Evaluation: ISSL also ensures that whether the training programs are well organized and runs smoothly or not and trainees are satisfied with their training session or not.
Summative Evaluation: Whether the employees of ISSL have removed their mistakes and problems by the training sessions or not.
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Chapter 06
Health, Safety, and Environment (HSE) policy
[bookmark: _Toc20823907]


6.1 HEALTH, SAFETY &ENVIRONMENT (HSE) POLICY FOR (HR) -ISSL
6.2 Policy:
ISSL has committed to some policies:
· To produce the best result in a harmonious relationship between nature and human to maintain an eco-friendly environment by not to harm anyone.
· Aware all employees about their safety.
· Practicing personal safety and safety of the workstation.
· Not to compromise with health, safety and environment (HSE) policies.
· To provide priority to HSE matter and handle it like other business activities with importance.
· Creating a commitment among all the employees of ISSL.
· Protect the environment to make an eco-friendly situation.
· Improving a well-established reporting system and implementation of it.
· ISSL believes that “Safety first”.
[bookmark: _Toc20823908]6.3 Aim:
Integrated Security Services Ltd (ISSL) will not allow any kind of work and duties which go beyond the HSE policies of ISSL. 
[bookmark: _Toc20823909]6.4 HSE Procedure:  There is some HSE policies are as follows:
· Personal Safety, 
· Road Safety,
· Smoking, 
· Drugs and Alcohol, 
· Fire Protection, 
· Waste Management.
[bookmark: _Toc20823910]6.5 Personal Safety:  
· Everyone is taught that whether he is comfortable or safe to his duty or not.
· The use of appropriate attempts to safety.
· Not to use any term that is harmful to an HR
· The concern of duty place.
· Application of common sense due to safety.
· Report any incidents regarding safety and security.
[bookmark: _Toc20823911]6.6 Road Safety
A common civic sense is related to road and transportation safety. The observation of traffic rules and the Highway Code of conducts like:
· Always bear in mind the rules and regulations of the highway for safety. Caution the driver during the time he is lack in observance of road safety.
· Always be careful.
· Look both the side while crossing the road.
· While crossing the road discussion/gossiping are strictly prohibited.
· Cross the road in the direction of traffic.
· Walk on the correct side of the road.
· Remembrance of the Highway Code is important.
· Checking the mechanical transports before travel
· Tire pressure, emission of gas through exhaust and other materials of the vehicle.
[bookmark: _Toc20823912]6.7 Smoking:
ISSL stands for anti-smoking.
· Smoking is strictly prohibited during duty.
· ISSL also observes the client's smoking policy.
· Smoking is not allowed while wearing the uniform.
· Caution for visitors who carries cigarettes, lighter or matches.
· Providing the policy regarding the concept of smoking in the organization.
· Making awareness of anti-smoking.
[bookmark: _Toc20823913]6.8 Waste Management:
To maintain the health and hygiene factors and keep the environment pollution free, proper disposal of waste materials is needed.
· All waste is needed to be collected and disposed of in a covered dustbin kept in a specified place.
· Paper waste and other waste materials are needed to be dumped in a separate waste bag and should be disposed of in separate bins. 
· ISSL also observe the policy of the client regarding waste disposal.
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Chapter 07
Welfare schemes for employees
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7.1 Welfare Schemes for Employees
Integrated Security Services Ltd. (ISSL) has welfare schemes for all employees to protect the interest of employees and to provide a work-friendly environment in the organization ISSL has developed a comprehensive welfare scheme, which secures the future of an employee.

The following welfare systems are:
[bookmark: _Toc20823915]7.2 Life insurance coverage:
ISSL has a policy with Delta Life Insurance Company Limited for all the employees of ISSL. 50 thousand taka for normal death and 1, 00,000 taka for accidental death will be provided under this policy. The employees of ISSL are will be given workmen compensation for partial/permanent disability, loss of limbs etc. 
7.3 Provident fund Coverage
100 taka per month will be deducted from the employee's salary to deposit in provident fund. 
[bookmark: _Toc20823916]7.4 Free medical check-up & free treatment:
ISSL has its own company doctor who provides free medical consultation for the employees, in case of injury while on duty, by the cost of the company.
[bookmark: _Toc20823917]7.5 Welfare Fund:
· The sources of fund:
· The deducted money from the fine, penalty, etc. 
· The company fund and donation.
· The expenditures from this fund need to be sanctioned by the Managing Director on recommendation from the Welfare Fund Committee are as follows: 
	President
	:
	Senior Deputy General Manager.

	Vice President
	:
	Deputy General Manager Finance & accounts.

	Members
	:
	01Inspector, 
01Supervisor,
02 Guards,

	Advisor
	:
	General Manager.



· The employees(NOT OFFICERS) of ISSL are provide loans/assistance/donation from this fund for some following reasons/circumstances: 
· For the treatment, if injured while on duty.
· Repair of damaged houses of the employees due to natural calamities.
· Scholarships for the children of the employees. 
· Giving assistance for admission to university/college for the children of the employees.
· Marriage of daughters of any employees.
[bookmark: _Toc20823918]7.6 Paid leave/annual leaves: 
An employee of ISSL will enjoy the paid annual leave 12 days per year.
7.7 Free accommodation:
During the training period, free accommodation to guards is provided and the company gives subsidy so that guards have to pay a marginal amount for their accommodation. 
[bookmark: _Toc20823919]7.8 Eid/Festival bonuses:
Integrated Security Services Limited (ISSL) gives Eid Bonus to all Muslim guards and supervisors in each Eid and other people get the same amount festival bonus.  
[bookmark: _Toc20823920]7.9 Incentive/Reward:
ISSL head office keeps a personal file of each employee to keep the record to justify whether he is worth to provide the incentive or not.
[bookmark: _Toc20823921]7.10 Post Allowance
Post allowances are given to the employees who are deployed in difficult posts away from Head Office and Branch offices. The post allowance rate depends on the financial contract done with a particular client.  

18



Chapter 08
Topic: Performance Appraisal of employees


8.1 Performance Evaluation Management
8.2 Job Evaluation
Job evaluation is a systematic method done by the relative valuation of the job in the organization. The value is based on the job content that how an individual performs in the workplace.
8.3 Performance Appraisal
Performance appraisal is the rewards and benefits provided by a proper job evaluation to the employees.
[bookmark: _Toc20823924]8.4 Performance Appraisal factors
There are several factors that have been considered during the performance appraisal such that:
· Education: Through a training method the education is evaluated.
· Experience: Experience is also prioritized in the workplace along with the knowledge skills and attitudes.
· Job scope: Job scope is observed through the decision making ability in a complex situation, independency of action, analytical and creative job requirements.
· Relationship: The relationship is also observed with employers that have been defined as Internal and External. Internal is in office relationship and external is outside office relationship.
· Managerial Responsibility: Influence the decision making capability in budgeting, managing human resources, utilization of assets, revenue control, planning policy and strategy development
· Position Condition: Degree to which the position has certain undesirable working conditions present.
· Integrity: Integrity with the institute and the job initiative and ability to take responsibility.
· Colleague feedback: The opinion of the colleagues has also prioritized. 
[bookmark: _Toc20823925]8.5 Performance evaluation:
Performance appraisal: The self-appraisal is the first appraisal of this section. Employees are asked to sign the appraisal form. The employee’s signature does not imply the management or employee agrees with the appraisal, but the employee has seen it. The employer can discuss the differences with the management who will do an independent analysis of the matter. Productivity and activity is the key term to evaluate an employee. It is the responsibility of the employees to make sure that they have done at least one performance appraisal within their 12 months of service. All performance appraisals are used to provide a positive and developmental assessment of every individual. 

[bookmark: _Toc20823926]8.6 Promotion and Transfer Policy:
Promotion is the shift of an employee from one position to another with more responsibility duties and integrity and requiring more skills. Promotion is based on merit and qualification required for upgrading the position.
A transfer is the shift of an employee from one place/position to another of the same classification or to one with comparable skills and in the same general pay range. Transfers are based on mutual agreements between departments and employees.
A lateral transfer is when an employee moves from one position to another position that is on the same pay scale regardless of the title of the new position.
Employees are encouraged to apply for any position for which they are qualified enough and should contract to the employers.
When an employee is promoted either for an advertised position or via the reclassification process the employee will receive remuneration based on his qualification and skills of experience and responsibility of the job.
The executive-level promotion has to face the selection committee of ISSL. The recommendation of the committee is required for the promotion for and Executive.
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Chapter 09
Salary and Compensation 
[bookmark: _Toc20823927]


9.1 Compensation policy
[bookmark: _Toc20823928]9.2 Administration Policy
As part of the annual budgeting process, the Managing Director of ISSL will review and approve funds to be allocated for total compensation including the cost of living adjustment, base salaries and bonus pay. The Executive Director with collaboration with the HR department will ensure that salary ranges are updated at least once in a year and also ensure that all individual jobs are market priced and checked at least once in every two years. The pay equity adjustments are administered in a free and fair and equitable manner.
The HR department is charged with the responsibility of ensuring that the total compensation program is managed for consistency and equity.
ISSL expressly reserves the right to change, modify or delete the provisions of this compensation policy without notice.
[bookmark: _Toc20823929]9.3 Procedure and Compensation method 
There are several methods and procedure of compensation method in ISSL is base pay which is basic and other payment method is commissions in special performance, overtime payment bonuses and profit sharing is also included.
[bookmark: _Toc20823930]9.4 Across the Board salary adjustments
Every calendar year on June 1st ISSL provides an annual percent for the cost of living adjustment. This determined by the bureau of labor statistics in the department of labor and distributed to all the employees.  
[bookmark: _Toc20823931]9.5 Promotion
Promotion is a formal advancement from one position to another in a higher salary range, grade or non-graded position. It is also the development of the current position of an employee such that from Accountant to Senior Accountant. Promotions are basically happening when a successful efficient applicant applies for the post or the department decides to promote an individual internally. Promotion needs to face some criteria like organizational needs, budget availability and the approval of the Managing director.

The salary increase criteria are as follows:
· A minimum of 5% or 8% maximum increase in salary by the direction of the hiring manager. The new salary can't be less than the minimum or more than the maximum of the new range or grade. For the salary range, most salaries are expected to cluster around the grade midpoint, which is a measure of the market rate.
· In extraordinary circumstances, the Managing director might request the executive director for an exception to provide an increase in excess of the above parameters. The request letter will be forwarded to all the management Directors and Deputy Directors.

[bookmark: _Toc20823932]9.6 Equity and Market based Salary
From time to time ISSL makes the salary adjustment to correct if there is any inequity. An internal salary equity adjustment will be made if there is an inequity between the salaries of newly hired and experienced employees in the same job and with comparable experience, performance and qualification. It will be also be given when there is an inequity between the salaries of the supervisors and subordinates also market adjustments might be made when an employee’s salary falls below- market pay for comparable jobs.
To request a salary adjustment based on these criteria, the Deputy General Manager (Finance and Accounts) will submit a salary increase adjustment form to the HR department to review and conduct the salary analysis of the position by October 1. The geographical location, actual job duties, and benefits will be used to determine if the request will be justified or not.
[bookmark: _Toc20823933]9.7 Acting Pay
Acting pay means the pay an employee receives when they required to perform the duties of a higher classification level for a temporary period. Additional responsibility payment will be awarded to that employee. The increase in salary is temporary and can happen at any time in the year.  
[bookmark: _Toc20823934]9.8 Decrease in salary
If an employee voluntarily or involuntarily moved a job with a lower salary range/lower contribution level the salary might be reduced to fall within the range of lower grade level. This can happen at any time in the year.
[bookmark: _Toc20823935]9.9 Bonus Programs
ISSL has some bonus policy and procedure that provides recognition and reward for exceptional performance, significant contributions. A discretionary bonus is given by the direction of management by a lump sum payment. It does not increase the base salary and given two times a year.
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Chapter 10
[bookmark: _Toc20823936]Findings Recommendation and Conclusion


10.1 Findings

During my internship at ISSL and while the making of the report, I have noticed some matters which are as follows:
· ISSL gives priority to its employee’s benefits and demands.
· Though ISSL is a security providing organization so that, there are some strict rules and regulations that are needed to be followed by the employees. To maintain that employees do a lot of hard work. There is a less friendly situation in the organization. 
· The time management and duty sincerity and integrity are prioritized.
· ISSL counts attendance after 12 PM as leave to their HR policy.
· Employees of ISSL wear the ID card visibly during office hours, which have been strictly followed by the organization and recognized as the HR policy of ISSL. The security guards must wear their uniform provided by the company because professionalism, duty and responsibility, everything comes from the dress code, behavior, attitude and also the ID cards. It is one of the codes of conduct of ISSL.
· ISSL doesn't believe in doing discrimination between its male and female employees.
· The ratio of male and female employees is 80:20.
· There is the scope of equal wages for both males and females according to their performance.
· ISSL is maintaining a healthy and friendly relationship with employees but the chain of command is also maintained strictly.
· The safety and comfort of the employees have always prioritized by ISSL.
· In spite of being a security providing company, the employee's life has given top priority than any other thing even though the nature of the job is risk-taking.

[bookmark: _Toc20823937]10.2 Recommendation
I think Integrated Security services Ltd (ISSL) is one of the leading securities providing company in the country. So for me, it would be difficult to give any recommendation to them but still, I have recommended the following issues for the company:

· The ratio of male-female employees of ISSL is 80:20 so that when they need over timing guards then they choose the women guards as well along with men guard. So I think they shouldn't prefer a woman for the night section. For that, they should take some necessary steps.
· There is no scope for hiring any adolescent in the organization.
· ISSL can arrange some annual picnic or cultural programs for the amusement and recreation for the employees to gear up their productivity and performance.




[bookmark: _Toc20823938]10.3 Conclusion
ISSL always tries to ensure perfection in recruiting, evaluating performance by a productive HR planning ensuring a sufficient number of training programs throughout the year as an investment, not as an expense. ISSL is security providing organization so they give more priority to their training section. They believe that only training can make their employees into personnel. But they need to be more concerned about developing a Human Resource Management Information System (HRIS) in their organization.[image: ]
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Integrated Security Services Limited

House # 34, Lake Drive Road, Nikunja-1, Khilkhet, Dhaka-1229, Bangladesh. Tel : Off. 41040060, 41040061, 41040062, 41040063-7
Fax : 880-2-41040068, E-mail : isslheadoffice @ gmail.com, info@isslbd.net, web site : www.isslbd.net

12 June 2019

Mr. Manjurul Haque Khan

Director, Career Counseling Center

UNITED INTERNATIONAL UNIVERSITY (UIU)
Tel: 09604 848848

Cell: 01685793762, 01883498080

E-mail: mhkhan@admin.uiu.ac.bd

Subject: ACCEPTANCE OF INTERSHIP PLACEMENT

Ref: Your letter, Dated 11 June 2019

Dear Sir,

We are pleased to inform you that our Management has decided to accept the proposal
for internship for Mr. Syed Hasan Azad Ramon, ID: 111142023, BBA (Human Resources
Management) student of United International University (UIU).

He will complete his internship under the direct supervision of B M Javed Hassan,
Manager-HR & Admin of our organization.

His training timing will be from 10:00am to 04:00pm, 06 days per week. Reguiarity is
expected from this intern during her 12 weeks tenure at this organization.

g
i

hanking you.

Yours faithfully,

\/\\"

Rt S TN

ajor. Abul Hasnat (Retd) -—
Executive Director
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Chattogram Office : Khan Complex (2nd Floor), 107/108 Dewan Hat, Chattogram. Tel : 031-2518101-2, Fax : 031-2518102
Khulna Office : Kazi Lodge, 50 Gobar Chaka Cross, Road # 01, Khanjahan Nagar, Sona Danga, Khulna. Mobile : 01817-291342

Sylhet Office : House # 9/A, Road # 16, Block # B, Shahjalal Uposhahar, Sylhet-3100, Tel : 0821-721695
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