

Note to User:  This is a template to formulate an R&R policy for international staff. Please copy, paste and edit the sample policy as needed. There must be careful consideration of how it should be modified to suit the unique factors of the Country Office and emergency environment.   The areas highlighted in red font must be modified accordingly and the Country Office must carefully consider any additional administrative requirements or provisions that may apply in addition to this sample policy.

Introduction

1. The purpose of this policy is to provide direction for the Rest and Relaxation (R&R) incentive in (insert Country Office) for CARE international staff in emergency field locations, responding to the emergency relief in (specify title of emergency response).  This policy is effective (from:    to:  specify dates usually a period of 3 months initially). This policy is subject to review and change every three months.

2. This instruction is applicable to CARE international staff who have worked continuously for a period of (specify qualifying period for R&R entitlements,  typically 6 or 7 weeks in intense emergency environment) in the  emergency area(s) of (specify location). 

Definition

3. R&R is an incentive that provides eligible staff members with a period of relaxation and an opportunity to leave the field office, in order to rest from the difficult and demanding environment in which they work.  

4. R&R is compulsory for eligible staff members.

Incentive

This R&R policy provides for:

5. International staff members, every (specify qualifying period for R&R entitlements,  typically 6 or 7 weeks in intense emergency environment) who have worked continuously for CARE in the emergency location 

6. consists of (specify number of applicable R&R days) calendar days including travel time. CARE will provide travel to (insert R&R location which must be approved by the Country Director), and a USD(insert amount) lump-sum towards travel. Additionally, CARE will provide a lump-sum of USD (insert amount) to contribute to food and accommodation whilst on R&R.

R&R combinations

7. R&R may be combined with Annual Leave or Leave Without Pay (LWOP) if eligible as per the employment contract.  

8. The option to extend the period of R&R through the combination with Annual Leave and LWOP will be balanced between the staff member’s personal needs and the operational needs of the emergency response.

9. If the staff member combines R&R with annual leave or LWOP, a new R&R cycle will commence on return to work.  

Procedure

10. A Leave Application Form must be completed by the eligible staff member applying for R&R.  It is the responsibility of the staff member to obtain signatures from the approving authority before submission to the HR Unit, for verification.  It will then be forwarded to Administration for booking of travel.

11. Eligible staff are responsible for submitting the completed Leave Application Form to the HR Unit a minimum of ten calendar days (10) before the planned R&R departure date.

12. Eligible staff are responsible for booking and paying for R&R travel, organising their own taxi
 to and from the airports, booking accommodation and for following up on domestic flights with Administration.  

13. R&R travel lump-sum for eligible staff, will be available for collection in the Finance Unit with the duly approved travel authorization and leave application form.  

Special Provisions

14. R&R must be taken within two weeks of the qualifying period.

15. R&R cannot be accumulated or carried forward and the maximum number of R&R days (inclusive of travel) will remain at (specify number of days applicable).
16. R&R cannot be taken within four weeks of separation from the emergency location, or within four weeks from completing the TDY in the emergency location.

17. R&R cannot be re-credited if a staff member becomes sick or injured during the period.  In the case of sickness or injury where the staff member is unable to return to work, they may apply for sick leave following the period of R&R.
18. Public holidays are not re-credited if occurring during a period of R&R.
19. Money cannot be paid in lieu of R&R entitlements.
20. Any variation to this policy is at the approval of the Country Director.
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