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Date : May 31%, 2006 Ca re ’

TO 3 All CARE Staff

SUBJECT ; CARE Sri Lanka LIEU LEAVE POLICY

Dear Colleagues,

This memorandum establishes CARE Sri Lanka’s policy and procedures about “Lieu
Leave” applicable to all National Staff.

“Licu Leave” will be applicable to work done by staff during Saturdays, Sundays and
CARE approved holidays, when such work do not compensate specific absence/ flexi
time or day approved during work days or do not qualified for overtime to be
compensated in cash.

CARE Human Resources Policy is to encourage staff to rest and recuperate during week
ends. Therefore, “Lieu Leave” shall be an exception and granted to staff only:

© When deadlines of specific important activities (reports) must be met by the
organization;

o When project operations are continuous in nature and can not be reasonably
interrupted or otherwise completed;

© When there is an emergency case and work have to be done by existing staff
before temporary or/and regular ones are recruited.

In general, “Lieu Leave” shall meet the following criteria to be allowable by CARE Sri
Lanka:

1) “Lieu Leave” must be approved in advance by the supervisor of the employee and
shall not exceed 8 hours per day on week ends; an approval by the supervisor
shall include the description of the work and the specific outputs;

2) Use of Lieu Leave must also be approved by the Supervisor of the employee,
based on an agreed date and or time. In the absence of proper authorization
document by the supervisor, staff absence during normal working days could be
considered as “Leave without Pay” and communicated to the payroll accordingly;

3) Lieu Leave shall not be accumulated by any individual to exceed 5 working days
or 40 hours, at a time. Any excess balance above 40 hours shall be forfeited by
the administration or HR office. Therefore, Supervisors are encouraged to ensure
that staffs use their lieu leave before they reach the above ceiling;
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1) Lieu leave accrued at the end of personal contract will not be reimbursed in cash
and would be forfeited if not used ;

2) It cannot be transferred from one calendar year to another. All Lieu Leave must
be taken before the closing of a current year or will be subject to lose. The
supervisor and the concerned employee must plan the use of the ‘Lieu Leave” in
such a way it does not perturb the functioning of the unit of the office.

Supervisors are encouraged to plan the use of “Lieu Leave” no later than the next
month after it is due to an employee. “Lieu Leave” accumulated prior to this
memorandum which exceeds 40 hours shall be used before August 2006. Supervisors
are encouraged to assist staff in the planning of this use.

When “Lieu Leave” is consistently required from the same employee for the same
work to achieve project objectives, the Project Officer or the head of unit must assess
the adequate need of additional staff to implement project activities.

The Country Director or one of his Deputy Directors may grant exceptions to the
requirement of this memorandum. However, in the interest of achieving better staff
policy and procedures, exceptions will be permitted only in highly unusual
circumstances (extreme emergency events). The waiver from senior staff would be
put in writing with a clear justification of all relevant factors.

This policy is effective June 1% 2006. It supersedes all previous policies and
procedures in regard to “Lieu Leave”. Further, it will be an integral part of the
Human Resources Manual of CARE Sri Lanka

Best regards,

Brehima Diop
ACD/PS
Colombo.





