TDY POLICY
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A temporary duty assignment (TDY) is created as a result of a temporary vacancy or need for additional temporary staff, and should be no longer than three months. The need for additional personnel may be the result of an emergency, special project or prolonged absence of a current employee. TDYs are open to national, international and US-based employees. TDYs are not to be confused with learning assignments (see ELOs in Chapter One    <http://carenet.care.org/help/ehandbook/1_Employment.htm> and are not necessarily advertised.  Employees going on TDY assignments must be performing satisfactorily in their current position, with a Fully Meets Requirements or better on their Annual Performance Appraisal, and they must meet the minimum qualifications of the TDY job requirements. 

The Country Office, Headquarters Unit or CARE Member requesting the TDY must prepare a scope of work, and should go through and/or coordinate with the appropriate Human Resource Department prior to contacting any employee. This will ensure that the entity most familiar with the qualifications of the employee has an opportunity to suggest the best candidate, or to appraise the requesting entity of information regarding a particular candidate.

At the end of a TDY assignment of two months or longer, the initiating department or country office will provide the participant with an Employee Performance Appraisal, using the 6 months appraisal form.  For TDY assignments of less than two months letter of accomplishment summarizing the assignment should be provided. A copy of the letter will be sent to the employee's Human Resource representative for inclusion in his/her personnel file. Employees who are interested in TDY opportunities should speak with their supervisors. 

Assignments of over three months are not considered TDYs, and staff should be put on short-term contracts.  If an assignment is extended that was initially intended to be less than three months, the status will be evaluated for possible conversion to short-term contract.

An employee participating in a TDY assignment or short term contract must be guaranteed to return to his/her previous job with CARE immediately after the TDY or contract ends.
Country Office to Country Office or Headquarters to Country Office TDY

It is the responsibility of the requesting country office (CO) to provide a scope of work, and pay any salary, per diems, housing, travel, and other related costs associated with the TDY. The requesting country office must also ensure that the employee is adequately covered by insurance, including: evacuation and medical.  Any staff member on an international TDY assignment will be eligible for all other employee health and welfare benefits provided to other staff and dependents in their home country.  A temporary medical, life and disability insurance policy can be purchased for national staff members assigned outside their home countries.  Refer to Appendix One for details of the program as of April 2004. Contact the Compensation and Benefits Section in Atlanta for more information on temporary policies. The country office must also ensure that an appropriate visa is procured for the incoming employee prior to departure of the staff member from his/her home country office.  

If the assignment is one month or less, the employee will maintain his or her current salary level, and will be paid a per diem at the current rate published by Head Quarters biannually.  The salary will be maintained in the home office, and cross-charged to the hosting office.  If the assignment is more than one month but not more than three months, the employee will be paid at a level that is equivalent to what the country office would pay to hire someone from outside of CARE.  This would be the rate of base salary (without any over base allowances), not a consultant rate. Additionally, the employee on assignment will be paid per diem at the then current rate published by Head Quarters biannually.  If the market rate is higher than the employee’s current salary, then the additional salary should be added to the employee's current rate by the home country office or HQ Department for the duration of the TDY, and cross-charged to the receiving country office.  

Note:  All staff on TDY assignment outside their home country will receive reimbursement for actual expenses up to the per diem rate published by Headquarters.  Rates are set each six months and may be adjusted downward by the Country Office prior to publication.  Once published, the rate will be fixed for a six-month period. 

Headquarters to US Field Office TDY or US Field Office to US Field Office/Headquarters TDY

It is the responsibility of the requesting headquarters department or field office (sometime referred to as US Regional Office) to provide a scope of work, and pay any salary, perdiems, housing, travel, and other related costs associated with the TDY.  If the assignment is one month or less, the employee will maintain his or her current salary level, and will be paid per diem at the then current rate.  The salary will be maintained in the home office, and cross-charged to the hosting office.  If the assignment is more than one month but not more than three months, the employee will be paid at a level that is equivalent to what the receiving office would pay to hire someone outside of CARE (salary rate, not consultant rate) and per diem at the then current rate published by Head Quarters biannually.  If the market rate is higher than the employee’s current salary, then the additional salary should be added to the employee's current rate by the current employing entity for the duration of the TDY, and cross-charged to the receiving office or Unit.    
Appendix #1  

TRAVEL INSURANCE 

FOR NATIONAL STAFF

Effective April 1, 2004, CARE USA national staff employees who travel outside their regular international location/home country are covered for medical expenses resulting from an accident or injury incurred when such travel is on behalf of CARE.  This coverage includes TDY assignments of 3 months duration or less.

THE PLAN OF INSURANCE

Coverage is provided under the GatewayInternational Insurance program, fully administered by Marsh Affinity Group Services, including claims administration.  Some CARE locations are already familiar with this plan. GatewayInternational is customized for CARE to cover eligible international travel, including travel to the U.S.

OUTLINE OF COVERAGE








Maximum Amount



 

Medical Expense





$ 25,000 per injury or illness 

Emergency Medical Evacuation



$100,000

Repatriation of Remains




$ 20,000

Worldwide Travel & Medical Assistance Services

 Included


Accidental Death & Dismemberment Principal Sum

$ 25,000

Note:  Details on eligible expenses, limitations and exclusions are described in the Plan Description and CARE Amendment.


HOW TO ACTIVATE INSURANCE
Each location reports person(s) to be insured to the Administrator via email.  We recommend a staff person be identified to coordinate the notification and/or any changes to such travel as may occur.

To activate insurance, contact the Gateway Administrator by email at the address below and provide the following information on the person to be insured prior to travel (or as close to travel date as possible):

►
First and Last Name

►
Date of Birth or Age if available
►
Country of Destination
►
Departure Date
►
Return Date
►
Country Location (the country location reporting travel)

General service contact information of the Administrator:

email:

gateway@marshpm.com
fax:

202-367-5076


tel:
202-367-5097

PROOF OF INSURANCE
Proof of insurance is the Declaration of Coverage page.  Identification Cards are not available electronically.  A small supply of cards can be sent to any country location insurance coordinator upon request to the Administrator.


IMPLEMENTATION AND BILLING

The attached documents should be maintained in the country location office and may also be distributed to traveling staff: Declaration of Coverage, Plan Description and CARE Amendment, Claim Form.  Claim Form can also be accessed at the Forms Library at www.gatewayplans.com

Cost of insurance is billed to CARE headquarters by the Administrator and charged to the home country office via intracompany transfer.










� Due to high cost of care, limits are increased to $100,000 for travel to the U.S.





