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PREFACE

CARE SRI LANKA is a non‑profit, non‑sectarian private voluntary relief organization established in 1946, and has been operating in Sri Lanka since 1950.  CARE has been involved in development programs in partnership with Government and non‑Government organizations in the design and implementation of nutrition, relief, agricultural, enterprise development and institution building projects for the benefit of the poor and vulnerable households in Sri Lanka.

This Human Resources Policies and Procedure Manual for national staff is concerned with planning, organizing, directing and managing the functions of recruitment, development, compensation, integration and maintenance of personnel for the purpose of effective contribution towards the accomplishment of organizational objectives and goals. It should be noted that general procedures of this manual will apply to international staff as well, except where CARE USA Human Resource Policies and Procedures supersede.

CARE’s Performance Management Manual complements this Manual.  While this Manual deals with the regulatory side of managing performance specifying minimum standard of Personnel Policies and procedures, the Performance Management Manual deals with broader issues of performance. 

CARE Sri Lanka is hereinafter referred to in this Manual as employer, organization, or CARE.

CARE CORE VALUES XE "CARE CORE VALUES" 
1.
RESPECT FOR THE DIGNITY OF AND WORTH OF EVERY HUMAN BEING

Definition: We affirm the dignity, potential and contribution of participants, donors, partners and staff.

Behaviours:

· Provide opportunities for individuals to work for and shape their development during the contractual period of employment.
· Delegate authority, mentor staff and encourage risk-taking and creativity.

· Treat all human beings with empathy and fairness.

· Solicit diverse opinions in decision-making processes.

· Our management culture supports and stimulates freedom of expression.

· We promote and embrace diversity.

· Maintain staff morale where men and women can work together free from harassment, inappropriate behaviour or language 

2.  INTEGRITY XE "INTEGRITY" 
Definition:  Act consistently with CARE’s mission, be honest and transparent in what we do and say, and accept responsibility for our collective and individual actions.

Behaviours:
· Use good judgment in protecting CARE’s good name.

· Ensure transparency stewardship of CARE’s financial resources.

· Communicate in a timely fashion clear standards and procedures for all processes.

· Deal fairly, truthfully and constructively in all transactions with all staff, clients and partners.

3.  COMMITMENT TO SERVICE XE "COMMITMENT TO SERVICE" 
Definition: Working together effectively to serve the larger community.

Behaviours:
· Promote teamwork across boundaries within CARE.

· Seek participation at every level, we work.

· Develop strategic partnerships and alliances.

4.  EXCELLENCE

Definition:  We constantly challenge ourselves to highest levels of performance and learning to achieve greater impact.

Behaviours:
· We learn from others and ourselves.

· We are responsible for the most effective applications of our resources.

· We promote innovation.

1.  GENERALxe "GENERAL"
1.1
This Manual provides policies and procedures pertaining to terms and conditions of employment in CARE.

1.2
The contents of this Manual are consistent with the current labour legislation of Sri Lanka
1.3
Employee’s legal rights will prevail, notwithstanding anything to the contrary in this Manual

1.4
A specific contract of employment may contain any special provision/s, which would supersede any of the contents of this Manual

1.5
The Country Director in consultation with Management Advisory Team has the authority;

1.5a
To promulgate any other rules and regulation in pursuance and execution of the existing policies

1.5b
To amend the Manual or part thereof

1.5c 
To revise the entire Manual whenever it is deemed to be necessary for the benefit of the organization and such changes will be made by addition or replacement of sections of the Manual or part thereof.  These changes will be announced by an Allanka.

1.6
This Manual has been put together with a broad vision. However, the Country Director should be consulted on any question of interpretation or on matters not covered.

1.7
The Country Director's decision will be the final where any personnel matter is concerned.

1.8
Ignorance of the CARE staff of the contents of this Manual will not be considered a constraint to its execution.

2.  ABSENCE XE "ABSENCE" 
2.1
PROCEDURE

2.1a
Absence due to ill health, urgent personal matters or emergencies should be notified within 24 hours to immediate Supervisor/Section Head/Area Representative by telephone, personal message or telegram. On return, such absence should be covered with a Leave Application. Failure to inform and/or to submit Leave Application may result in no‑pay and/or disciplinary action.

2.2
ABSENCE WITHOUT LEAVExe "ABSENCE WITHOUT LEAVE"
2.2a
Absence without leave may result in no pay and/or disciplinary action including dismissal. Only exception is serious/prolonged illness, which will be considered in each case having regard to the particular facts and medical records.

2.3
OVERSTAY OF LEAVExe "OVERSTAY OF LEAVE"
2.3a
Overstay of leave without information will constitute vacation of employment, resulting dismissal or disciplinary action depending on the merits of each case having regard to the facts.

2.4
AUTHORIZED ABSENCExe "AUTHORIZED ABSENCE"
2.4a
CARE can authorize absence over and above the leave entitlement on justifiable grounds, i.e. travel abroad on official matters, studies, seminars, workshops, unavoidable or unforeseen circumstances, etc. Such absence may be treated as no pay, half pay or full pay leave having regard to the facts.  The Country Director will have the sole discretion in this regard.

2.5
ABSENCE DUE TO REASONS BEYOND EMPLOYEE'S CONTROL

2.5a
CARE takes the position that where the employer is able and prepared to provide work, it is an employee's duty to report for work and the employer is not obliged to grant more than the leave entitlement for an employee.

2.5b
However, natural disaster or state curfew may be considered for authorized absence on careful assessment of the situation.

2.6
REPETITION OF ABSENTEEISMxe "REPETITION OF ABSENTEEISM"
2.6a
Chronic absenteeism constitutes a cause for immediate dismissal.

3.  ALLOWANCES XE "ALLOWANCES" 
3.1
COST OF LIVING ALLOWANCExe "COST OF LIVING ALLOWANCE"
3.1a
The Cost of Living Allowance is paid in advance with the monthly salary on the fluctuating Colombo Consumer's Price Index figure over a qualifying period of 6 months at Rs. 2/= per each completed point.

3.1b
At the end of the relevant period, on actual calculations the employees are either debited or credited for the balance

3.1c
This allowance is taxable and taken for calculation of overtime, bonus, EPF, ETF, gratuity or any other consequential payment.

3.2
TRANSPORT ALLOWANCE FOR EMPLOYEES IN BANDS A to Exe "TRANSPORT ALLOWANCE FOR GRADES 1 TO 7"
3.2a
Transport Allowance is to subsidize the cost of travelling between home and office. It is a non-cumulative flat amount applicable to all employees in Bands A to E. This will be included in the payroll and is subject to tax.

3.2b
CARE may review the Transport Allowance from time to time in keeping up with the transport costs.

3.2c
Program staff, who use motorcycles to travel from home to office/field and back, will not be eligible for the transport allowance.

3.3d
If a CARE vehicle is provided, employee’s travel expenses will not be reimbursed.  Supervisor should notify the officer in charge of the Log Sheet.

3.3e
In exceptional cases, payment for, or provision of actual transport for official travel must be supported by vehicle request form or TER approved by employee's supervisor.

4.  ATTENDANCExe "ATTENDANCE"
4.1a
All employees should sign the times of arrival and departure in the Attendance Log Sheet, using CARE clock for official time.  The Log Sheet is placed on the reception desk.

4.1b
Employees who do not report to the base office but be present elsewhere on official duties (field, seminars, workshops, travel etc.) should intimate such movements to the person designated for endorsements in the Log Sheet.


Supervisors should send travel schedule in advance and inform any changes to the Human Resources Division.

4.1c
Supervisors who receive messages regarding inability to attend office should share those with the person designated for endorsements in the Log Sheet.

5.  Thirteenth Month Benefit

5.1 13th Month Benefit

5.1a
All CARE employees, except those who are specified in 5.1b below, are eligible for a 13th Month Benefit equivalent to one month's basic salary and Cost of Living Allowance per annum.

5.1b 


i. Those who are on contract for less than one year 

ii. whose contract specifies ineligibility 

iii. Those who are under disciplinary action with ineligibility as a punishment

5.1c
Employees who have been in the service for less than one year (including probationers but excluding those specified in 5.1b above) receive the 13th Month Benefit in proportion to the length of time they have been employed.

5.2
PAYMENT XE "PAYMENT" 
5.2a
13th Month Benefit is paid within the first two weeks of December each year for those who are in service at the time of payment.  The 13th Month Benefit is taxable by law.

5.3
SERVICE BONUSxe "SERVICE BONUS"
5.3a
On completion of 10 years of service, an employee is entitled to one month's basic salary and Cost of Living Allowance as service Bonus.

5.3b
On completion of 20 years of service, an employee is entitled to two months salary and Cost of Living Allowance as service Bonus.

5.3c
All those who complete 5,10,15,20,25 years of service will be awarded with Pins and Certificates. Those who complete long service on a non-continuous way will be recognised. 

5.3d
Service Bonus to employees who have completed 10 years, 20 years of continuous service will be extended to cover those who have put in 10 and 20 years of service with breaks. 

5.4
PERFORMANCE BENEFITS


Please see Section 22.3.

6.  CLASSIFICATION OF EMPLOYMENTxe "CLASSIFICATION OF EMPLOYMENT"
6.1
GENERAL

6.1a
CARE is a Non‑Governmental Organization operating on donor restricted funding.  CARE employment is therefore, subject to following conditions.  Retrenchment or changes in assignments may reflect in any of these reasons.

a) Availability of funds

b) Change in circumstances affecting CARE’s activities

c) Decline in funding

d) Decrease in workload

e) Termination/abolishment of certain activities/ projects/ functions

f) Curtailment of projects.

g) Changes in program/project directions.

h) Changes in organizational structure

6.2 LETTERS OF APPOINTMENT XE "LETTER OF APPOINMENT" 
6.2a The terms and conditions of employees hired on letters of appointment before July 1, 1997 shall continue as per the terms and conditions of their respective agreements.  Employees with letters of appointment who are transferred to another assignment will have the source and the timeframe of funding notified in their Personnel Action Form.

6.2b With effect from June 2001,the job classifications of CARE employees are changed from Grades to Decision Band Method (DBM) as follows: -  

                Band E- Policy and Program Decisions




Band D- Interpretive Decisions




Band C- Process Decisions




Band B- Operational Decisions




Band A- Defined Decisions   

6.3
CONTRACT EMPLOYMENT XE "CONTRACT EMPLOYMENT" 
6.3a
All persons to be hired after July 1, 1997 will be on fixed term contracts. Contracts may be renewed subject to 6.1a above and depending on performance. There is no assurance that the contract will be renewed or extended.

6.3b
Employees hired on a contract for one-year or more will be on a six-month probation. Probationary Period may be extended by a further three months.  On satisfactory completion of the probationary period or extended period of probation, contract employees will be confirmed in writing.  During the period of probation or extended period of probation, contract employees may be terminated without notice or without assigning any reason.

6.3c
Employees on a contract for less than one-year will not be entitled for 13th month benefit, Health Insurance, and in-house Medical Scheme Benefits. The benefits, they are entitled are Personal Accident Insurance, EPF and ETF. 

6.3d
However, these benefits procedures for short-term contracts (less than one year) will not apply if the short-term contract is a follow on contract for a staff member who has already completed a one-year temporary contract. These changes will be effective from 1st Sept 2003.

6.4
CASUAL EMPLOYMENT XE "CASUAL EMPLOYMENT" 

From time to time, CARE needs additional manpower to accomplish specific short-term tasks which are of a casual nature.  These needs are met by casual staff.

6.5
TEMPORARY EMPLOYMENT XE "TEMPORARY EMPLOYMENT" 

A substitute employee who is employed in the place of an existing employee who is on long leave or absent temporarily.  A substitute employee is hired temporarily until the incumbent of the position returns to work.

6.6
CONSULTANCY XE "CONSULTANCY" 
6.6a
CARE will contract short term consultants, as and when needed to complete tasks for which either existing staff have no time or which require a high level of skill and needs to be completed within a short time.

6.6b
Such persons will not be entitled to the benefits afforded to CARE’s contract staff and will be responsible for arising  their own insurance and taxes, unless otherwise stated as special provisions in the contract.

7 COMMUNICABLE DISEASES OR CHRONIC ILLNESS

7.1a
Special leave is granted as shown in 7.1b for employees who are incapacitated by chronic illness or communicable diseases such as tuberculosis, leprosy, cholera, plague, hepatitis, cerebral malaria, typhoid, cancer, AIDS.

7.1b 


i. After the total leave entitlement is exhausted and if there is medical evidence to show that cure may be effected within a reasonable time, employee may be granted leave with half pay on the basis of a month's leave for each year of service up to a maximum period of 03 months.

ii. The above special leave will be granted to an employee only once in any given year of employment.

7.1c
These concessions may be granted only where:

i. The case has been reported to the District Medical Officer and a Medical Certificate is produced ‑ if the employee is being treated at home. The Medical Certification must indicate that the employee is not able to work in his/her current position on medical grounds.

ii. The employee has been hospitalized in a recognized institution and 
a medical certificate is submitted.

8.  CONDUCT OF EMPLOYEESxe "CONDUCT OF EMPLOYEES", DISCIPLINARY PROCEDURE & PUNISHMENTS

8.1
CONDUCT

8.1a 
Conduct of CARE employees should be of the highest standard. In order to maintain proper discipline, employees should not commit offenses, which include but are not limited to following;

8.1b 

· Any action which may result in or create a situation detrimental to CARE's work or reputation, inside or outside the office.

· Carry out personal work of own or others within office and working hours (including overtime hours)

· Causing loss or damage to CARE property

· Deliberate misinterpretation of facts written or oral

· Disappearance from the workplace

· Dishonesty, willful breach of trust

· Disregarding a warning letter

· Distribution or exhibition of hand bills, pamphlets or posters inside the premises without prior written approval

· Excessive absence or tardiness

· Falsification of documents/records

· Giving or acceptance of bribes and commissions

· Gross insubordination

· Habitual breaking of any law, rule or regulation

· Incivility or causing inconvenience to any member of the public who attends the premises for transaction of business.

· Interference with any safety devices installed in the premises

· Intoxication during working hours

· Malingering

· Misappropriation of CARE funds and/or fraud

· Misuse of CARE vehicles

· Negligence or slacking of duties

· Not fulfilling duties in the job description

· Refusal to work reasonable overtime

· Repetition of an offence

· Sleeping on duty

· Smoking in prohibited places (for this matter all CARE offices and vehicles are considered prohibited places)

· Theft of CARE property

· Theft of fellow employees' belongings

· Violation of instructions given for the maintenance of cleanliness of the premises

· Willful failure to comply with any lawful order given in relation to work.

· Willful participation/involvement in diversion or misuse of CARE material and equipment

· Sexual harassment*  

           (*Please see the policy on Sexual Harassment) 

· Physical harassment/assault

· Intimate relationships among employees obstructing official work

8.2
DISCIPLINARY PROCEDURExe "DISCIPLINARY PROCEDURE"
8.2a
When a possible offence occurs, the supervisor should write to the employee asking for an explanation.

8.2b
The supervisor may take disciplinary action such as issuing a warning letter with a copy to employee's personal file.

8.2c
If the offence is punishable beyond a warning letter, a written statement should be submitted by the supervisor to the D/HR 

8.2d
After consultation with D/HR, the supervisor, if necessary, will issue a show cause letter to the employee to obtain his/her explanation.

8.2e
An independent domestic inquiring committee or an outside tribunal will investigate into the matter.

8.2f
If the employee is found guilty, appropriate disciplinary action will be taken depending on the gravity of the offence.

8.3
PUNISHMENTSxe "PUNISHMENTS"
8.3a 
CARE resorts to punishments as reformative or deterrent measures, but not as retribution.

8.3b 
Punishments vary depending on the gravity of offence, length of service, past record, and the circumstances under which the offence was committed and the position occupied by the employee.

8.3c 
Punishments include but are not limited to the following:

i. Warning  letter


ii. Probation


iii. Recovery of damages 


iv. Transfer


v. Suspension with or without pay


vi. Stoppage of increment



vii. Deferment of increment



viii. Demotion


ix. Reduction/stoppage of Bonus    

x. Dismissal

8.4
CRIMINAL OFFENCESxe "CRIMINAL OFFENSES"
8.4a
A situation may arise when CARE has to seek the help of the law, if an employee is liable for criminal prosecution due to an offence committed in the course of employment. 

8.4b
However, in such a situation, CARE can initiate its own disciplinary procedure and take necessary disciplinary action pending the outcome of the criminal case.

8.4c
The fact that the criminal case has been compounded does not debar CARE from taking disciplinary action against the employee.

Policy on Discipline and Disciplinary Procedure

CARE International regards positive discipline as and integral part of her work culture. Positive discipline means that a group of employees are well trained well motivated, capable of intelligent co-operation, doing their work without being closely supervised, and willing to respond in a positive manner. However when positive discipline is not forthcoming in that behaviour it produces is not willing, sustained or co-operative it will become imperative that the organisation has to resort to negative discipline or disciplinary action.

We believe in consistency in the application of disciplinary rules and enforcement of punishment. A fair procedure before punishing an employee would involve a reasonable investigation, reasonable warning, and adequate hearing involving a clear statement of the case and appeal. The objective is to create and maintain an atmosphere of good employer employee relations.

In the event of a breach of discipline or misconduct action has to be taken in the manner set out in this policy to avoid allegations of mala fides (bad faith) or victimisation of unfair labour practice or violation of the principles of natural justice.

Disciplinary action may range from warnings, to transfers, fines, suspension, reprimands, discharge and to dismissal depending on the severity of the offence and the number of times the offence has been repeatedly committed.

Action will be initiated on receipt of “misconduct” by an employee. 

Misconduct is defined as an act that is inconsistent with the fulfillment of an express or implied term/condition of service or that which has a material bearing on the smooth and efficient working of an establishment.

Types of Misconduct (as a guide) appear at annex 1

Disciplinary Procedure

1. Preliminary investigation or fact finding inquiry:

On receipt of information of an act of misconduct, the Director HR or an officer designated by him shall commence investigation forthwith. If the Director HR or an officer designated by him is not available at hand, the immediate supervisor or any executive who is senior to the alleged offender should promptly undertake the investigation. The benefits of a prompt investigation are: -

· The incident is fresh in the minds of the witnesses

· There is not time to influence or otherwise pressurise witnesses to desist from giving evidence

· Physical evidence could be obtained before it is tampered with or caused to disappear.                                                        

The primary purpose of this exercise is to ascertain whether there is a prima facie case against the employee concerned which would merit framing of charges.

2. The investigator should obtain written statements from the witnesses, including the suspect. However there is no objection to statements of the witnesses being recorded provided it is done in the language it is made and read over and explained to the witness who should sign the statement admitting it to be correct.

3.Documents relevant to the investigation or productions recovered and the statements recorded should be carefully preserved to be used at the Domestic Inquiry or they may become useful at a later stage if witnesses may die go abroad or whereabouts becoming unknown.

4. The statements of witnesses with the notes of observation of the inquiry officer should be made into a file and indexed to help in the Domestic Inquiry proceedings.

5. If a prima facie case has been made out the Director HR will prepare the show cause notice. If the offence committed is serious which would warrant dismissal, if found guilty or if it s apprehended that the presence of the accused will result in interference with the evidence or hindrance to the investigation, he may be suspended. A letter of suspension appears at Annex 2.

SHOW CAUSE NOTICE

1. The Show Cause Notice will set out the particulars of the charges and the offender should be given seven working days notice to reply to the charge. A Show Cause letter will also indicate the date time and place of the commission of the offence/offences (Please see Annex 3)

2. The Show Cause letter should be sent to the alleged offender by registered post.

3. If the offender accepts the charge and pleads guilty, not domestic inquiry is necessary unless in exceptional circumstances. The disciplinary authority (here the Country Director) will then proceed to impose the punishment.

4. If the offender’s explanation is not accepted, he should be informed to that effect as well as the date of the domestic inquiry (See annex 4)

5. If the explanation of the offending employee is accepted then the order of suspension, if it is in effect, should be removed and he should be reinstated with back wages which had been withheld.

6. In the event of the offending employee refuses to furnish the explanation, he should be informed that the domestic inquiry will be proceeded with despite his not having furnished the explanation as required.

DOMESTIC INQUIRY

Representation at inquiries:

1. At the domestic inquiry the accused is not entitled to have a lawyer or any outsider to represent him. He may have a colleague as an observer who does not participate in the proceedings but he is however permitted to take down notes of the proceedings, if he so desires. The Observer will be granted duty leave to attend the inquiry.

2. The evidence at the domestic inquiry should be led by an executive to avoid allegations of bias against the inquiry officer. The inquiry officer should be an officer who is senior to the accused officer and should be in Band D or E.

Recording of evidence in domestic inquiries: 

1. The accused will be present throughout the inquiry. The evidence will be recorded in direct speech. It should be in a narrative form. However, the form of recording the actual questions and answer may be resorted to when an important point is being dealt with and when one or other of the parties desire that part of the evidence should be recorded in that form. (See Annex 5.) This exercise is referred to as examination-in –chief.

2. The witnesses will be crossed examined by the accused and then re-examined by the officer representing the CARE on matter arising in cross-examination.

3. Leading questions should not be asked on material points both at the examination –in chief and re-examination.

4. If a witness declines to answer any questions which the person holding the inquiry considers relevant, a record should me made to that effect.

5. The inquiry officer at any stage ask questions to clarify certain points or even recall witnesses already heard, to get at the truth of the matter and to be in a position, at the end of the inquiry to state whether in his opinion the accused is, or is not guilty of the offence concerning which evidence has been led.

6. After all evidence against the accused has been recorded, the accused should be requested to give his evidence and such evidence should be likewise recorded. If he declines to make a statement, a record should be made to that effect. He may thereafter be permitted to call witnesses on his behalf and they too should be cross –examined and re-examined in a similar manner by the person representing CARE

7. Any objection raised by the accused at any stage of the inquiry should be recorded and ruling given.

8. The witness should be requested to sign every page of his evidence while the accused, the observer and the officer prosecuting will initial every page of the proceedings.

9. At the conclusion of the inquiry the accused employee and the observer should be requested to sign a certificate that they have no complaints regarding the manner in which the inquiry was conducted. ( See annex 6) If they have any complaints then that should be recorded and the inquiry officer should make his observations thereon.

10. If the accused willfully refuses to attend the domestic inquiry, he should be informed that the inquiry against him would be conducted Ex-parte ( See Annex 7 ) And thereafter proceed to carry on the inquiry ex-parte.

FINDINGS

1. The inquiry officer should give his findings and the reasons for the conclusion in respect of each charge. Unless the reasons are given it would be difficult for the Tribunal reviewing the decision of the Inquiry Officer to decided whether the approach adopted by the inquiry officer was basically erroneous or his conclusions perverse.

2. The report of the inquiry officer should:-

(a) state definitely whether or not he considers the accused “guilty” or “not guiltily”  in respect of each of the charge framed against him/her and

(b) Set forth, very briefly, the reasons on which his conclusions and opinions on each of the charges are based. He may state that he believes or disbelieves a witness and the reasons therefor.

3. The inquiry officer should make his report to the Country Director, within two weeks of the conclusion of the inquiry. The Country Director will convey his order to the accused within a week.

NOTE: The management, if it so desires, can obtain the services of an outsider to conduct domestic inquiry.

Annex 1

Types of Misconduct (Examples)

1. Absence from work -Employees should be physically present a t the work place to perform his/her obligations under the contract of employment. Habitual absence justifies dismissal

2. Late attendance- Habitual late attendance is misconduct justifying dismissal

3. Negligence- sleeping whilst on duty, leaving workplace without handing over his /her duties, failure to take precautions, failure to avoid accidents, failure to check vehicles/employees at the security points, failure to submit reports, engagement in “go slow” damage to company property

4. Drunkenness- drinking alcoholic beverages whilst on duty or being under the influence of drink

5. Abuse- abuse of a superior is gross misconduct justifying dismissal. However, provocation is a defense.

6. Assault/intimidation- assault or intimidation of superior justifies dismissal

7. Disobedience /insubordination- employee is expected to give due respect to his superior which is an implied duty. Refusal to obey reasonable and legal orders justifies dismissal. Disobedience should always be willful.

8. Dishonesty- Act of dishonesty in relation to employment warrants dismissal. Employee is expected and it is implied duty to be faithful to employer, whilst performing duties. Acts of dishonesty includes: alteration of medical certificates and other official documents, giving advance from petty cash without authority, attempt to steal,disclosing confidential information, persuading other employees to leave the organisation.

9. Making false allegations against superiors-
10. Incompetence and inefficiency – strictly not acts of misconduct but the employer has the right to terminate employees on grounds of consistent neglect of duties.

Annex 2

Letter of Suspension

Dear Sir,

Ref. Complaint against you of………………………………………….made on ……………..

The preliminary investigation into this complaint reveals that there is a prima facie case of misconduct has been made against you. A Show Cause notice will be duly issued to you setting out the charges.

As the complaint is of a grave nature, the CARE is suspending you from work with immediate effect.

Please notify the undersigned if there is a change of address of your residence.

Director Human Resources

Date.

Annex 3

A (model ) show cause notice

Dear Mr./Ms.

You are required to show cause in writing on or before………………why disciplinary action should not be taken against you in respect of the following matters:-

1. In that on ……..( here state the date) at ………(here state the time)at……….(here state the place) you did commit……….(here give a description of the offence, if property stolen or damaged description of same, or if it is an assault, abuse or intimidation state the full name and designation of the victim)…..and thereby committed an act of misconduct;

2.  …………..

3. ………….

The following witnesses will give evidence against you.

1…(name & designation or address, if the witness is an outsider)

2…………….

The following documents will be produced at the inquiry: (describe the documents)

These documents are available to your perusal by prior appointment before the aforementioned date.

Please send a full and complete explanation on the above charge/charges on or before the aforementioned date. If the explanation is not received on or before the said date it will be assumed that you have no cause to show and appropriate action will be taken thereafter.

Director Human Resources

Date.

Annex 4

Reply to the answer to the Show Cause Notice

Mr./Ms………….

Show Cause Notice dated…………..

Reference your answer to the above  Show Cause Notice, we wish to inform you that the explanation furnished by you is unsatisfactory and not acceptable  to CARE. Hence you are required to be present on ………(date)………….at ……..(time)………at (place)

If you propose to call any witnesses in your defense, please furnish their names and designations to the undersigned at least one week before the domestic inquiry.

You may if you so desire, have a colleague from the work place as an Observer at the inquiry proceedings.

Director Human Resources. 

Annex 5

Recording of Evidence-an example

26th of November 2001 at 9.45 am at the CARE Office 

Athukoralage Jamis Fernando, Project Officer states:-On the 25th of July 2001 at about 10 am whilst I was seated in my office the accused Mr Ranjith Perera, Field Officer, came up to me and spoke to me in a threatening manner saying “ I will teach you a lesson, you son of a bitch” I did not say anything in reply and ignored him. But he continued to repeat his threats. I was badly humiliated. I then walked out of the office and complained to the Director Administration who asked me to submit my complaint in writing which I did.

Question: Why did the accused threaten you?

Answer:  Because I reported against him for being out of the office during working hours without permission.

Question: Can you recall specific incidents of being absent from his seat?

Answer: Yes twice , on the 21st of June and again on the 24th of July 2001.

Question: Did you warn or advice him not to be absents from the workplace?

Answer: Yes I did on the 21st of June soon after the incident.

(Not: This exercise is called the examination –in – Chief. All questions are direct and not leading- A leading question is when you put the answer into the mouth of the witness which makes him/her to respond with a “yes” or “no” answer.)

Annex 6

Certificate at the end of the inquiry

I ……………………..(Name of Accused)……………..am satisfied in the manner in which the inquiry was conducted. I have no complaints 

Sgd:…………………………..

I ……………(Name of Observer) was present throughout the inquiry as Observer an d am satisfied in the manner in which the inquiry was conducted.

Sgd…………………………………………….

Annex 7

Notice to be sent to the Accused prior to holding an ex-parte inquiry

Show Cause Notice dated………….

The inquiry on the  above show cause notice was fixed on the following two dates:

On …………………..

On……………………

On both occasions you were absent without cause or reason. Therefore it has been decided to fix this inquiry finally on ……… on which date if you are not present the inquiry will be held ex-parte.

Director Human Resources

Date

9.  CONVICTED OR REMANDEDxe "CONVICTED OR REMANDED"
9.1a
If an employee has been:

i. Arrested by police

ii. Held in remand

iii. On bail

iv. Convicted by a Court

v. Imprisoned


Arising from the employment or otherwise immediate notice should be given to CARE with full details of the situation.

9.1b
CARE reserves the right to investigate and evaluate the situation to determine as to how the employer is affected and to take disciplinary action even independent to the legal proceedings.

10.  EMPLOYMENT PROCEDURE XE "EMPLOYMENT PROCEDURE" 
10.1
Vacancy XE "Vacancy" 
10.1a
A vacancy exists when there is a need to hire a person to perform a task required of a project or department. Project and departmental staff plans will reflect these needs. A vacancy can occur when extra labour input is required to perform an identified task, or when the incumbent in an existing position leaves or is terminated.

10.1b
In the case of a vacancy for an existing position the Project Director/Area Representative/Department Head (Requester) will review the work of the Project, Area or Department and advise the Director Human Resources on the need to recruit a replacement. The Job Description can be reviewed and revised if necessary. The request should be made through a Personnel Requisition Form. 

10.2
Job Description/Scope of Work XE "Job Description/Scope of Work"  

10.2a
The requester will prepare a Job Description if the vacancy is to be filled by a contract hire, or a Scope of Work if the need is for short-term employment. This provides the rationale for the position. The form for preparing a Job Description could be obtained from the Human Resources Department. 

10.2b
This should be supported by a budget for the position. If the position is not an approved one i.e. if it is not on the staffing plan, the person requesting the position will first have it approved by Director, Programs for program staff and the Country Director for Support staff. The Director, Program will review the requested position against the staffing plan and the project contracts, prior to authorizing the recruitment. Once the Job Description/SOW is prepared, the requester will fill in the Personnel Requisition Form and hand it over to the Human Resource Unit, attaching the Job Description or S.O.W.

10.3
Advertisingxe "ADVERTISING"
10.3a CARE vacancies will be announced internally via an ALLANKA and/or advertised externally in the newspapers. All vacancy advertisements are displayed in bulletin boards in all 

offices. All CARE staff who meet the qualifications are encouraged to apply. (Refer para 10.9b)

10.4
Applicationsxe "Applications"
10.4a
All applications are treated as confidential.

10.4b
Applicants will be called for interview if qualifications and experience are up to the required minimum standard.  Reference of the supervisor may be checked prior to the interview.  

10.5
SHORT-LISTING XE "SHORT-LISTING" 
10.5a
Director Human Resources (D/HR) or designate will do an initial short-listing on the basis of the Job Description, qualifications and other guidelines given by the person requesting for the position, and submit it to the requester unless advised otherwise.

10.6
Interview Panels XE "Interview Panels" 
10.6a
The interview panel will be selected by the person requesting the position in consultation with D/HR 

10.6b
The panel should compose of a majority of subject matter specialists as much as possible and one person from Human Resources.

10.6c
Where possible the number of members for the first interview would be five, while there will be three members on the panel for the final interview. If the position is above Band C one member of the panel will be from the Management Advisory Team. The Country Director will be a member of the panel at the final interview for Band E position. Director of Programmes, Director Finance and Administration and Director, Human Resources will serve as members of the final panel for all programme and programme support staff of Band E.

10.7
Interviewsxe "Interviews"
10.7a
Selected applicants have to fill and submit the CARE Personal History & Experience Record form when they turn up for the interview. The candidate will receive a copy of the job description and possibly other detailed information about the job, before the interview.

10.7b
The D/HR working in close collaboration with the person requesting the position, will take the lead in the panel at the interview. This means that he/she will arrange to meet with the members of the panel and brief them on what to look for in the candidate and determine the different areas that each one would focus their questions on at the interview. Please refer the interview for this purpose. 

10.8
References XE "References" 
10.8a
References of the selected candidate will be checked by Human Resources in writing under confidential cover or over the telephone with confirmation in writing.  

10.9
Offer/Rejectionxe "Offer/Rejection"
10.9a
Employment is offered to the selected candidate who should on acceptance of the offer submit copies of all certificates pertaining to education, experience, birth certificate and national identity card.  Also two photographs, and Grama Sevaka Officer's/Police clearance certificate should be submitted. CARE may request the candidate to forward additional information or supporting documents. CARE will proceed further only if the candidate accepts the terms and conditions stipulated in the offer letter.

10.9b
CARE will endeavour to hire the most suitably qualified employees for the vacancies.  However, priority will be given on promoting and advancing suitably qualified existing staff.

10.9c
Human Resources Division will inform all applicants interviewed of the outcome of their interview in writing. 

10.10
Contracts of Employmentxe "Contracts of Employment"
10.10a
The Human Resources Department will prepare the Contract of Employment which will be issued to the prospective employee on acceptance of the job offer and if the comments from referees are positive.

10.10b
All selected employees will receive the Human Resources Policies and Procedures Manual for review and acceptance.

10.10c
The position description is enclosed in every Contract of Employment.  Employees are bound for fulfillment of the job description. Salary and grade reflect duties, responsibilities and requirements of each position.

10.10d
Changes of status of employment, i.e. salary, location, grade, allowances etc. are established through Personnel Action Forms.

10.10e
Consultants will receive the Scope of Work with their Consultancy Contract, stating fee and other entitlements.

10.11
Employment of Relatives/Friendsxe "Employment of Relatives/Friends"
10.11a
CARE policy is that spouses, relatives or close friends of employees may only be employed at the same time without any supervisory relationship between them.

10.11b
It is the obligation of candidates/ employees to inform the management of such relationships.

10.12
Management appointments/transfers XE "Management appointments/transfers" 
10.12a
Management positions i.e. positions in Bands D & E are of strategic importance in the pursuit of the goals of the Country Office. Hence, management appointments and/or transfers will be the responsibility of the Country Director. Such vacancies may or may not be internally and externally advertised. When such positions are announced, staff who meet the qualifications and skill level are encouraged to apply.

11.  EMPLOYEE RESPONSIBILITIES XE "EMPLOYEE RESPONSIBILITIES" 
11.1   Support of CARE Objectives & core valuesxe "Support of CARE Objectives"
11.1a
It is the responsibility of CARE employees to know, understand and support CARE's core values and activities in Sri Lanka.

11.1b
Employees must be aware that they are an extension of CARE's official personality. Their performance of assigned duties and behavior should express the commitment to CARE's principal, objectives and core values.

11.2
Release of Informationxe "Release of Information"
11.2a
Employees are not authorized to write any article for publication or release information to radio or television regarding CARE's programs or objectives, unless the manuscript is first reviewed and approved by the Country Director.

11.2b
Only employees designated by the management are authorized to release information on CARE's programs and operations to third parties. Whenever there is a request for information from a party CARE does not normally work closely with or such requests are of unusual nature, those should be referred to the Country Director. This is to ensure that CARE understands what information is desired and relevant, correct information is given.

11.3
OUTSIDE REMUNERATIONxe "OUTSIDE REMUNERATION"
11.3a
All CARE employees are on full time basis and may not be engaged in any other form of business, professional activity or part time employment without prior written permission from the Country Director.

11.3b
Whenever it is recognized that employees may strengthen CARE's objectives by accepting invitations to be resource persons, contribute to journals, lecturing participating in television or radio programs or similar activities, the Country Director shall be informed of such activities in writing prior to participation.

11.3c
If such activities are remunerated, the Country Director will decide whether the remuneration or honoraria should be retained by CARE or paid to the employee concerned. Consideration will be given to the fact whether the employee’s knowledge, experience and professional competence on the subject are derived from employment with CARE and to what extent normal working hours have been spent for preparation. 

11.3d
Generally, CARE may accommodate requests from other Organizations for assistance which will help to further CARE's objectives. Although the requests for such assistance 


are made to an individual staff member, the arrangement whether contractual or informal will be regarded as being between CARE and the organization concerned. Therefore, requests received directly by an individual staff member should be referred to the Country Director.

11.4
STANDARD OF ETHICSxe "STANDARD OF ETHICS"
11.4a
Employees must not prejudice or obligate themselves in order to maintain a high standard of ethics. Gifts from suppliers are discouraged (except for those of social value to keep up good relationship ‑ such as invitations for meals, social events etc.).

11.4b
Under no circumstances should an employee or members of immediate family seek gifts, favours, payments, commissions, loans, services, entertainment, travel or any other benefits from any individual or firm doing or seeking business with CARE.

11.5
DISCRIMINATIONxe "DISCRIMINATION"
11.5a
CARE employees should not practice discrimination of race, cast, creed, sex, age, color or social standing.

11.6
POLITICSxe "POLITICS"
11.6a
Employees are not allowed to run for any public office. If any employee decides to do so, he/she should resign from CARE.  Failure to do so may subject the employee to termination.

11.7   USE OF TELEPHONESxe "USE OF TELEPHONES"
11.7a
Use of telephones is limited to official purposes only. For urgent or unforeseen personal reasons, telephones can be used in a limited and brief manner. Courtesy in answering the telephone must be observed by all employees.

11.8 
VISITORSxe "VISITORS"
11.8a
Family members, relatives and friends of employees are dissuaded from coming to the office during and after office hours. In urgent cases, such visits should be very brief and limited to the reception area. Non CARE visitors after office hours and on holidays are discouraged. Work with the public should only be conducted during office hours. Social activities with non -CARE visitors should not be conducted in the office at all.

11.9
CARE OF OFFICE PROPERTYxe "CARE OF OFFICE PROPERTY"
11.9a
Employees are expected to take proper care of office equipment and furniture. At the end of the day typewriters, calculators, computers etc. should be shut down and properly covered. Also cabinets, cupboards should be properly locked and the desks left in a neat and orderly manner.

11.9b
Under no condition should any employee take any CARE property e.g. computers, calculators, etc., without obtaining a Gate Pass.  Failure to do so may result in the Security Guard not allowing the removal of the item and resulting in disciplinary action.
11.9c
An employee will be issued a CARE Identity Card.  It should be used carefully.  In case the ID is lost, it should be brought to the notice of the management immediately.  At the time of separation, the ID should be returned to the Human Resources Division.  CARE has the right to impose a fine of Rs.1000/- if the ID is not returned at the time of leaving.

11.10
CLEANLINESSxe "CLEANLINESS"
11.10a
Employees should make every effort to keep the office pantry and toilets clean. Any misuse, inoperative equipment or unsanitary conditions should be reported to the Procurement & Logistics Manager in charge of maintenance for corrections.

11.11
OFFICE ATTIRExe "OFFICE ATTIRE"
11.11a
Must be proper, neat and clean as necessitated by an international organization like CARE.

11.12
LOANSxe "LOANS"
11.12a
Taking loans from supervisors, subordinates or peers is prohibited.

11.12b
CARE will not guarantee personal loans.

11.12c
CARE may consider granting an advance to staff in lieu of medical insurance claims, to assist staff to pay back costs incurred due to hospitalization of the employee or dependent, if the party concerned are covered by contributory medical insurance scheme.  Such advances will be granted on individual applications at the sole discretion of the Country Director.  The total advance will be recovered by CARE on receiving payment of the claim.

12.  EMPLOYEES’ PROVIDENT FUND XE "EMPLOYEES’ PROVIDENT FUND" 
12.1a
CARE contributes 12% of an employees’ gross salary (excluding overtime and travel allowance) to the Employee’s Provident fund to be credited to individual accounts maintained by the Fund.  Likewise 8% of employees’ gross salary is withheld and paid to the Fund.

13.  EMPLOYEES’ TRUST FUNDxe "EMPLOYEES’ TRUST FUND"
13.1a
CARE contributes 3% of the gross salary (excluding overtime) of every employee to the Employees’ Trust Fund to be credited to individual accounts maintained by the Board.

14.
POLICY ON GRIEVANCES

14.1a
CARE policy is that all employees are treated fairly in every respect. Every employee is entitled to seek redress for grievances. The following procedure is set out to deal with such situations effectively and speedily.

14.1b A grievance occurs when an employee is treated unfairly and when he/she can document that grievance. A grievance can involve, but is not limited to the following:


 i
Inappropriate grade or salary level


 ii
Harassment by supervisor or peers


 iii
Sexual harassment


 iv
Performance apprisals


 v
Changes in duty status


 vi
Conditions of employment

      vii
Discrimination on the basis of ethnicity, casts or religion

14.1c  i
The procedure begins with an employee bringing a grievance to the attention of his/her immediate supervisor, within one month of the cause of the grievance.

ii
If the grievance is not received at the point, the employee brining the grievance must put it in writing and submit it through his/her immediate supervisor to the next level of supervision. Until the grievance is resolved, the procedure can continue upwards to either the Area Director or Colombo office supervisor, and then to the D/HR, Director of Programmes, and the Country Director.


15.  HOLIDAYS

15.1
Weekly Holidaysxe "Weekly Holidays"
15.1a
CARE’s workweek is 40 hours from Monday to Friday (both days inclusive). Saturday and Sunday are fully paid weekly holidays.

15.2
PUBLIC HOLIDAYSxe "PUBLIC HOLIDAYS"
15.2a
Every year, CARE declares special holidays including  statutory holidays. These holidays are with full pay. A list of such holidays is issued in December of the preceding year. 

15.2b
Special public holidays declared by the Government from time to time may also be observed by CARE, at the sole discretion of the Country Director.

15.2c
CARE may cancel holidays due to national disasters or major emergencies to facilitate CARE emergency activities. Employees will be compensated.

16.  INDEBTEDNESSxe "INDEBTEDNESS"
16.1a
If CARE receives an order from a Court of Law for the seizure of the salary or a portion of any indebted employee against whom the creditor has obtained a judgment, CARE will hold back the amounts ordered by the Court in compliance with the law. 

17.  LATE ATTENDANCExe "LATE ATTENDANCE" (TARDINESS)

17.1a
Employees are obliged to report for work on or before the commencing time. Punctuality is a reflection of the employee’s sense of responsibility and good standing. Employees should adjust their personnel lives to conform to the working hours.

17.1b
Habitual tardiness will lead to disciplinary action, such as reduction of leave, no pay, reduction or stoppage of annual bonus and/or increment. Extreme cases may even face dismissal.

17.1c
Tardiness can not be offset by working after normal office hours or in the meal rest.

17.1d
A grace period up to thirty minutes from the official opening time may be arranged mutually with the supervisor.  Employees who avail this facility should work an equivalent period after the closing time.
18.  LEAVE XE "LEAVE" 
18.1
GENERALxe "GENERAL"
18.1a
Leave is at the employer's discretion.

18.1b
All leave requests should be in the form of CARE Application for Leave. Verbal or any other form for leave will not be accepted.

18.1c
Employer reserves the right to refuse or postpone leave requests due to exigencies of duties or depending on the reason.

18.1d
CARE can amend quota of leave granted to each employee, keeping Sri Lanka labour law as a minimum requirement.

18.1e
Various categories of leave should be utilized to the very purpose and should not be availed in conjunction with each other. Only exception may be communicable diseases or prolonged illness when quota of sick leave is not enough.

18.1f
The annual quota of leave is credited in advance on 1st of January each year or pro‑rated upon hiring (probation included).

18.1g
CARE is always sensitive to an employee’s personal needs; but, the employee is obligated to arrange leave so as not to disrupt the smooth functioning of the organization.

18.1h
Employees are advised to utilize leave wisely for rest, health, recreation and smooth functioning of personal life and thereby keep up efficiency and productivity for the interest of both employer and employee.

18.2
VACATION LEAVExe "VACATION LEAVE"
18.2a
The purpose of vacation leave is for rest and recreation.

18.2b
Entitlement of vacation leave is 15 days per annum or 1.25 days per month on full pay as per (18.1f)

18.2c
It is mutually agreed between CARE and employees that vacation leave may be utilized at the requirement and convenience of the employee, after 7 days written notice has been given to the supervisor and final approval obtained.  Employees will discuss annual leave requirements with supervisors in order to establish bi‑annual leave plans by Department or Area Office.  Leave requests will be documented in the Leave Application form and approved by supervisor.  The final approval for the leave request should be given 7 days before commencement of leave.  If seven days notice is not given, such leave may not be considered as vacation leave but as casual leave, unauthorized absence or no pay leave, as applicable.  The employee will take one week’s block leave

for the purpose of rest and relaxation.  The balance may be taken as required after giving due notice and obtaining approval.  The minimum vacation leave is one day.

18.2d
Vacation leave is allowed excluding weekly holidays and CARE declared holidays.  Likewise, if an official holiday is declared during an approved leave period, the leave period can be extended with the supervisor’s permission.  In CARE offices where the working week is 40 hours with a 9 hour work day Monday through Thursday and a 4 hour work day on Friday for the purpose of vacation leave, Friday will be considered as a full day.  Therefore, one day will be deducted from vacation leave quota for Friday.

18.2e
Vacation leave cannot be encashed except at the termination of employment.

18.2f
Vacation leave can be carried forward from year to year to a maximum of 25 days.  Employee should plan and utilize his/her vacation leave within the year so that his/her excess leave above 25 days will not get lapsed.  Prior approval should be obtained from the Country Director to get excess leave extended for further four months.  No further extension will be granted under any circumstances

18.2g
CARE may call back an employee from vacation leave in case of national emergencies for relief work.

18.2h
Employees who have completed 20 years of service will have two days of leave added to their quota of vacation leave.

18.2i
At the end of service, an employee is eligible to encash a maximum of 40 days-accrued vacation leave.

18.3
CASUAL LEAVExe "CASUAL LEAVE"
18.3a
The purpose of casual leave is for personal, domestic or social matters, illness of immediate family members, and other reasonable causes.

18.3b
Entitlement of casual leave is 8 days per annum or 2/3 day per month on full pay as per (18.1f)

18.3c
When emergencies arise, the supervisor/head of division may be informed within 24 hours by telephone, personal message or telegram. On return, a Leave Application should promptly be submitted. If an employee fails to inform or submit a Leave Application, such leave may be considered as unauthorized absence.

18.3d
The minimum amount of casual leave that can be availed at one time is ¼ day or 2 hours and maximum is 2 days (i.e. multiples of 2 hours per request).

18.3e
Casual leave cannot be carried forward. Any balance as of 31 December can be encashed at the daily rate of salary plus Cost of Living Allowance.

18.4
SICK LEAVExe "SICK LEAVE"
18.4a
The purpose of sick leave is strictly for the employee’s personal illness.

18.4b
The entitlement of sick leave is 7 days per annum or 7/12 days per month on full pay as (per 18.1f)


If sick leave is exhausted for the year, available casual leave will be deducted. Sick Leave beyond this will be as no-pay leave. Vacation Leave may be deducted only for communicable diseases or prolonged illness supported by a medical certificate and approved by the Supervisor.

18.4c
Inability to attend work due to illness should be reported immediately to the supervisor or to the head of the division/or within 24 hours by telephone, personal message or telegram when circumstances dictate. On return, a Leave Application should be promptly submitted. If an employee fails to inform or submit a Leave Application, such leave may be considered as no pay or unauthorized absence as appropriate.

18.4d
CARE may refuse to grant sick leave not supported by a certificate from a registered medical practitioner/hospital 

i. Where period of leave exceeds two days

ii. Where the employer has reasonable cause to suspect the bona fides of the sick leave request.

iii. Where sickness immediately follows or precedes an approved period of vacation or casual leave.

iv. Where sickness immediately follows or precedes CARE declared holidays

18.4e
Sick leave can be carried forward from year to year to be used for prolonged/chronic illness. Encashment of sick leave is not allowed.

18.4f
The minimum amount of sick leave that can be availed at one time is 2 hours. A request should be in multiples of 2 hours.

18.5 MEDICAL CERTIFICATESxe "MEDICAL CERTIFICATES"
18.5a CARE accepts medical certificates issued by the following parties only:-

1. Government medical institutions

2. Registered private medical institutions

3. Registered Western medical practitioners

4. Registered Ayurvedic medical practitioners

5. Registered homeopathic medical practitioners All medical certificates should bear the registration number and official seal (except from Govt. medical institutions).

18.5bCARE reserves the right to refuse or investigate into the medical certificates on reasonable grounds.

18.6 
MATERNITY LEAVExe "MATERNITY LEAVE"
18.6aLeave for  birth of a Live Child for the first and second child

1. Entitlement is a total of 84 working days excluding weekly holidays and CARE declared holidays.

2. This can be taken as 14 days pre‑confinement and 70 days post confinement.

3. However, pre‑confinement leave or a part thereof can be taken with post confinement leave on individual wish.

18.6b Leave for Birth of a Dead Child or A Viable Foetus  

1. Entitlement is 42 working days excluding weekly holidays and CARE declared holidays

2. This can be taken as 14 days pre‑confinement and 28 days post‑confinement

3. However, pre‑confinement leave or a part thereof can be taken with post‑confinement leave on individual wish.

18.6c
Notice


Employee should give written notice to CARE of pregnancy and the expected date of confinement. Also subsequently should communicate result of delivery.

18.6d
Method for Calculation


For the purpose of maternity leave weekly holiday is taken as 2 days.  Therefore, when counting eighty-four days two days per weekend would be excluded.

18.6e
Breast Feeding intervals 


At management discretion mothers, who are breast-feeding, may be allowed 1 hour off at the beginning OR 1 hour at the end of the day, for up to three months after maternity leave.

18.6f
PATERNITY LEAVE


Five working days of Paternity Leave will be allowed to male employees during the first two months of the delivery of the child. This will not attract any other benefits and is not en-cashable and will not depend on the number of children on a single delivery. Those who wish to avail this facility should apply in writing and obtain prior approval by providing 7 working days notice to the Supervisor. 


Paternity Leave will be limited to the first three children.

18.7
DISABILITY LEAVExe "DISABILITY LEAVE" (ACCIDENT LEAVE)

18.7a
Special leave is granted as shown below if an employee is temporarily or totally disabled due to an accident which occurred arising out of, or and in the course of employment, provided:

i)
The employee is hospitalized or obtaining treatment from a recognized Institution/Registered Medical Practitioner and

ii)
A Medical Certificate is submitted to cover the period for disability insurance.

18.7b
Temporary total disability arises when an employee is rendered completely incapable of attending to his/her ordinary day to day work.

18.7c
Method

Leave for the period recommended for disability shall be granted in the following manner;

1. First five days from sick and casual leave entitlement (as at the time of the disability) with full pay;

2. Thereafter special leave with part pay to cover the portion of the salary not met by disability insurance.

3. All employees are eligible (except casual employees) for the above and in case of contract employees, the eligibility is for the duration of disability or the contract whichever ends first.

18.7d
Disability insurance liability at current rate is Rs. 500/= per week for every Rs.  100,000/= of sum insured.


Disability insurance is liable for temporary partial disablement which is described as “the Claimant is so little injured or has so far recovered from injuries as to be capable of attending to some portion of his/her ordinary occupation (Light Duty)”.  For this situation leave is not required.  Insurance liability rate is Rs. 150/= per week for every Rs. 100,000/= of sum insured.

18.8
SHORT LEAVExe "SHORT LEAVE"
18.8a
Short leave is granted solely at the employer’s discretion only for genuine emergencies that occur on short notice.

18.8b
Employees (including probationers) may be allowed 2 short leaves of 1.5 hours duration each for a month, on prior approval. Any genuine and provable emergency occurring on the way to office in the morning may be considered without prior application.

18.8c
Short leave may be availed with the beginning or the end of the day or meal rest.

18.9 LIEU LEAVExe "LIEU LEAVE"
18.9a
Management, and field-based, non-management staff are eligible for Lieu Leave.

18.9b
The purpose of lieu leave is for gaining rest and recreation lost by working on a holiday, on the explicit request of the supervisor.  Extra work is not permitted at the employees sole discretion.

18.9c
An employee eligible for overtime can take lieu leave in lieu of overtime for working on Sundays or CARE declared holidays on an hour to hour basis.

18.9d
The Lieu Leave Claim form should be duly filled and approved by the supervisor, filed and credited to the employee’s leave record before applying for leave. Lieu leave is granted only on prior approval and a clear notice of one day should be 

given, i.e. the Lieu Leave Claim should be approved 24 hours before commencement of leave.

18.9e
Lieu leave can be availed at ¼ day (2 hours) minimum and 2 days maximum at a time (2 hours or multiples of 2 hours per request). The day worked against which the lieu leave is applied should be clearly indicated on the Leave Claim.

18.9f
Lieu leave must be availed within 3 months of the date worked and that unavailed will lapse after three months.

18.9g
Heads of Divisions and supervisors should not encourage work on holidays, unless it is absolutely necessary.

19.  MEDICAL EXAMINATIONxe "MEDICAL EXAMINATION"
19.1a
Prospective employees before hiring for regular positions are required to undergo a medical test by a CARE appointed doctor/medical institution at CARE’s expense.

19.1b
CARE may request any class of employees to undergo a medical test in any event as decided by Country Director/ Supervisor.

19.1c
Country Director’s decision will be the final for any complication or dispute arising out of the Medical Certificate.

20.  OVERTIME

20.1
ELIGIBILITYxe "OVERTIME-ELIGIBILITY"
20.1a
Management staff are not eligible for overtime but working additional hours is compensated as described in Para 20.6. Field based staff are not eligible for overtime.  If an office based employee attends to any field duty after hours on any day, such an event is not considered for overtime (except for day trips).

20.1b
Office based non‑management employees and drivers are eligible for overtime. 

20.2
GENERALxe "OVERTIME-GENERAL"
20.2a
It is in the nature of CARE’s work that every employee is required to work reasonable overtime, when required to meet deadlines or dispatch a large volume of work.

20.2b
Refusal to work reasonable overtime when conditions require may amount to misconduct.

20.2c
Work after hours or on holidays on a habitual basis should not be encouraged.  Employees should generally be able to organize their work to be accomplished within normal working hours.

20.3
LIMITSxe "OVERTIME-LIMITS"
20.3a
Overtime is computed on weekly basis.  Presently the CARE work week is 40 hours inclusive of meal rests. Approved work above 40 hours is considered as overtime. Meal rests granted within overtime are excluded for the purpose of calculating overtime; i.e. half hour meal rest for 4.5 hours or more overtime from 4.00 p.m. to 10.00 p.m. and half hour meal rest for every 4 hour period from 10.00 p.m. However, if the supervisor certifies that such meal rests were not taken due to the nature/exigencies of duties, those are not deducted.

20.3b
When requesting overtime work, supervisors should be conscious of the need for employees to have adequate rest and relaxation, since working long hours continuously may affect health and efficiency. As much as possible, overtime work should be shared out among the staff, so that any one person may not be unduly stressed.

20.3c
Supervisors should give as much notice as possible for overtime work. Hardships, damage, imperative social obligations or loss to the worker may outweigh the necessity for overtime work. The employee should have a sense of responsibility to meet deadlines even working overtime.

20.3d
The maximum limit of overtime for an employee should not exceed an aggregate of 12 hours per week.  Supervisor should monitor application of this procedure.  In case an employee is required to perform overtime above this limit due to exigencies of duties, the supervisor may allow that after taking 20.3b & c into consideration.

20.3e
DRIVERS – Overtime can be claimed only for one day field trips if their working hours exceed the 40-hours work week, this may not exceed 4 hours on any given day.  Drivers on overnight field trips are not eligible for overtime payment.  Supervisor responsible for assigning drivers may stagger the reporting hours of drivers, when they know in advance that overtime will be required.  Supervisor should intimate such movements to the officer in charge of the Log Sheet for endorsements.

20.4
OVERTIME PROCEDURExe "OVERTIME PROCEDURE"
20.4a
Overtime work should always be approved in advance. No employee should work overtime without supervisor’s knowledge. Overtime work done without prior approval may not be remunerated.

20.4b
The prior authorization for overtime work should be obtained on the Overtime Requisition and Claim form, duly giving full description of work. After completion of work the hours actually worked and work done should be verified by the supervisor/head of division.

20.5
RATESxe "OVERTIME-RATES"
20.5a
Overtime work done on week days (Monday to Friday) and Saturdays is remunerated at 1.5 times of the normal hourly rate; i.e.(salary/240) x 1.5

20.5b
Overtime work done on Sundays and CARE declared holidays is remunerated at 2 times the normal hourly rate, i.e. (salary/240) x 2. This is paid if lieu leave is not claimed.

20.5c
Overtime remuneration is included in the monthly salary. It is the employee’s responsibility to claim overtime without delay and within the same month subject to limitations.

20.6
MANAGEMENT STAFFxe "OVERTIME-MANAGEMENT STAFF"
20.6a
Management staff (Bands D and above) have a special responsibility to ensure that important deadlines are met and sometimes they have to put in additional hours to fulfill their managerial obligations. Management staff do not need prior approval for additional work.

20.6b
For work beyond regular office hours, management staff may be compensated with a reasonable meal and transport allowance, which may be claimed by submitting Management Staff Overtime Allowance Claim.  This has to be approved by Country Director or the Supervisor concerned.

20.6c
Management staff are eligible to claim lieu leave for work on Sundays, and CARE declared holidays.

20.6d Office based staff in Bands C,D & E who are not eligible for overtime and who work continuously for 2 hours or more after office hours or 5 hours or more during  holidays in their base office are eligible to claim special allowance of Rs.150/-. Field Based staff are not entitled even if they work after hours or on holidays.

21.  PER DIEM TRAVEL EXPENSES

21.1
PROCEDURESxe "PER DIEM TRAVEL EXPENSES - PURPOSE"
21.1a
By the nature of CARE work, a majority of employees are required to undertake extensive field travel and/or to stay overnight in different locations away from the base office.

21.1b
The purpose of per diem for all staff is to meet board and lodging over and above the general travel expenses of the employee who is on authorized field travel.

21.1c
General travel expenses are the work related expenses such as postage, telephone bills, urgent vehicle needs, public transport and other bona fide expenditure (reimbursable on a Travel Expense Report).

21.1d
Per diem is to cover reasonable board and lodging within a fixed maximum limit, which is determined from time to time to keep up with the changing hotel and meal rates. Per diem should not be regarded as an incentive to undertake field travel, and is not meant to cover all costs.

21.1e
Employees should plan their field travel carefully and efficiently, so that field work objectives may be accomplished keeping per diem and travel expenditure as low as possible.

21.1f
Employee may request a Travel Advance against planned 

expenditure. Settlement/ reimbursement should be made within 24 hours on return to the office.

21.1g
Per diem and travel expenses should be claimed through an approved T.E.R (Travel Expense Report) which has to be duly filled & submitted with receipts where required.

21.1h
In any occasion if adequate board and/or lodging cannot be obtained within the maximum amount specified, the Country Director’s approval should be obtained in advance. All bookings should be made through the Area Offices (and in Colombo through Head Office).

21.2.Business Related Travel Policy 

21.2a Business related travel(BRT)includes the current reimbursement of home to office travel and reimbursement of field travel (per  diem)

21.2b All staff will receive a transport allowance in the monthly payroll and will be reimbursed for field travel based on the BRT. Bands A0 will be paid Rs.700 per month, -A1/A2- 1,200 -B- Rs.2000, -C- Rs.4000, -D- Rs.5000, -E- Rs.7000 or Vehicle privilege, included in the monthly salary.

21.2c In case an employee comes to office and then proceeds to field  s/he may claim per-diem. 

21.2d International and Band E staff are eligible to the use of a CARE vehicle for home to office travel within limits stipulated. This facility is subject to availability of vehicles

22. PERFORMANCE MANAGEMENT

1.18 PERFORMANCE MANAGEMENT PROCESS

Excellent performance of each individual and work unit/team is the foundation of 

CARE’s excellence as a global organization. To ensure that CARE accomplishes its Mission, the organization has established the Performance Management Process (PMP). The PMP is a mechanism that enables the monitoring of employee performance at every level, the implementation of a corrective action plan when necessary, and reward for strong performance.

Performance management at CARE is a cycle of continuous performance enhancement consisting of three major phases-

· performance planning, 

· feedback 

· coaching; and performance review. 

Each dynamic, interactive phase includes distinct activities to be carried out during the annual performance cycle by managers and employees.

(Please refer to the CARE Performance Management Handbook, found on my CARE, for a detailed description of the process.)

1.18. 1 Open Door Procedure
CARE strives to provide a supportive, harmonious working environment for employees and to treat employees honestly, with dignity and respect. CARE management believes that ideas can only flourish in an atmosphere of free and open communication, where employees can discuss problems or suggestions with their manager without fear of reprisal. The objective of the Open Door Procedure is to provide a mechanism through which an employee can bring job related issues to the attention of management with the assurance that the matter will be given serious consideration. This procedure is established to resolve difficulties arising from:

· Conflicts with supervisors or co-employees;

· Dissatisfaction over wages, promotions or transfers;

· Issues with performance management;

· General working conditions

         1.18.2 Steps to Open Door Procedure

          This procedure involves discussion between the employee and various levels of management.

· Step 1 – Talk It Over   

If the employee finds that he/she has one of the above work-related problems or concerns, he/she is encouraged to first attempt to resolve the issue through informal discussion with the supervisor. Usually the supervisor is the closest to the employee’s problem and therefore in the best position to resolve it. If the employee is uncomfortable in going directly to his/her supervisor, he/she may contact the Director Human Resources for assistance. Sometimes a minor problem can be resolved before becoming a major issue.

If the employee finds that he/she has a work-related problem or concern that involves another colleague, the employee is encouraged to first attempt to resolve the issue through discussion with the co-worker. This is usually the best method to resolve any conflict and the earlier the discussion takes place the better. If the employee is uncomfortable in going directly to his/her co-worker, he/she may ask the supervisor or contact the Director Human Resources for assistance. Although the problem may be minor it is likely that it might be resolved before becoming a major issue.

Discussions should take place in person wherever possible and not over the email as this tends to exacerbate the problem.

· Step 2 – Formal Resolution Process
Should the employee feel that the informal discussions have failed to resolve the problem, he/she should contact the Director Human Resources  and request a formal resolution process. The Director Human Resources will discuss the issue with the involved parties to seek resolution. All parties will be informed of a decision and a reason for the decision within a reasonable period of time.

· Step 3 – Request for Review of the Decision

The employee may request a review for the decision made in Step 2 in writing to the Director Human Resources. This appeal must be made in a timely manner. The Director Human Resources will meet with the supervisor’s supervisor or the Country Director, who will make a final, binding decision.

(This procedure is in addition to, and does not substitute for, CARE’s policy prohibiting Discrimination, Harassment or Sexual Harassment. In those situations see the policy on Discrimination and Sexual Harassment in this policy manual. )

1.18.3 Performance Improvement Plan 
The Performance Improvement Plan (PIP) is a tool that may be used by a supervisor to guide an employee, with at least six months in his or her current position, who is not performing as expected and may be terminated if the performance is not corrected or improved.

The PIP is a tool and is used only after discussions have not been successful in obtaining improved performance in critical areas. PIP’s are developed by the manager in conjunction with the Director Human Resources. The PIP will describe the current situation, the desired outcome, and how the improvement will be measured. The manager or supervisor will formally discuss the employee’s progress with him or her on a regular basis. This procedure may be adapted to comply with country office requirements for national staff.

(Please refer to the CARE Performance Management Handbook for a detailed description of the PM process.)

22.1
PERFORMANCE APPRAISALxe "PERFORMANCE APPRAISAL"
22.1a
Performance of CARE employees is appraised as part of the performance management process, on a prescribed format against the job description, Individual Operating Plan (If relevant) skills and competencies at the end of every financial year. This is generally done by the supervisor. An Appraiser/Appraisee/Input list & any special requirements are established by the Human Resource Department annually.

22.1bThe IOP is a planning tool used to define specific short-term objectives and the indicators that will be used to measure achievement within a timeframe of one year or less.  It identifies specific, time bound accomplishments to be realized by the individual in a performance year.  It is an individual piece of the larger pie of organizational plan.  Managerial staff (Bands D & E) is expected to prepare an IOP as part of their performance management. However, if any supervisor finds it useful to have IOPs prepared by their supervisees even if the staff concerned are below the specified grade, they are encouraged to do so.

22.1c
The completed appraisal is open for discussion between appraisee and appraiser and/or if necessary, Area Office Director, or Country Director.

22.1d
The Annual Performance Appraisal done in June of each year is the forum for open and fair exchange of views between employee and employer. Here, quality, quantity, improvements, developments and shortcomings are discussed and a conducive working environment and understanding is created.  It is also an opportunity to identify and address areas of development.

22.1e
Mid‑year appraisals for all employees are done in December of each year.  An employee is liable to be appraised any time deemed to be necessary by CARE.  Employees may receive informal feedback (verbal or written) on performance regularly.

22.1f
The performance is graded on levels of performance. Different merit standards are applicable for those levels.  An employee whose performance is at below requirements will be on 90 days probation.  An appraisal will be done at the end of the probation period.  If the employees’ merits are below requirement rating, he/she will be terminated. 

22.1g
If an employee’s performance is rated as ‘Significantly Exceeds Requirements’ or ‘Below Requirements’, supervisor concerned should consult with his/her supervisor (supervisor’s reviewer) and both of them should be in agreement of the final rating given to the employee, before it is to be finalized with the employee.

22.1h
Annual Performance Appraisals and Mid-year Reviews should be submitted to HRD Division before the specified deadlines.

22.1i
In case of retirement and resignation of an employee prior to completion of annual appraisal period (12 months ending in June 30 of the year concerned), an appraisal will not be undertaken for that employee.

22.1j
A copy of the final appraisal is given at the request of the employee. Action may be taken on its recommendations.

22.2
MERIT INCREASESxe "MERIT INCREMENTS"
22.2a
Generally merit increases are awarded annually based on the merit level of the performance appraisal. Therefore, merit increases are awarded for the quality of performance and are not automatic. The percentages against each rating are determined annually by the Country Director in consultation with the Management Advisory Team.


CARE seeks to maintain salaries and benefits that are as high as or higher than other international NGOs but not as high as the private sector or United Nations system.  In order to maintain salaries within this market range, CARE will periodically, and at least annually review the salaries and benefits of other organizations and make appropriate adjustments, given budget and other constraints

22.2b
A new employee need not complete one year to receive a merit increase. He /She is entitled to an increment on a pro-rata basis only after the completion of six-month probation period.

If an employee receives a certain percentage increase to his/her salary as a merit increase on the performance appraisal rating before he/she completes one year of service, the merit increase will be calculated on a pro-rated basis for the period and it is added to his/her current basic salary.


For an example, if an employee joins CARE in October 1996 and completes nine months in June 1997, she/he is entitled to a merit increase on a pro-rated basis at the time of performance appraisal in July 1997 depending on the rating given in the appraisal.

22.3
PERFORMANCE BONUSxe "PERFORMANCE BONUS"
22.3a
Employees who meet the following criteria are entitled for a bonus based on annual performance appraisal ‑

1. Performance of extraordinary service to CARE during the year of performance, as documented in the yearly appraisal.  “Extraordinary” will not take into account 

2. Work performed in the normal course of duty which would earn high merit level in the job appraisal process. The 

exceptional task/s performed would be beyond regular job description & performance and which would make a special and significant contribution to CARE’s policies/ strategies.


3.
The fully descriptive and justified recommendation of the employee’s supervisor should be forwarded by the supervisor through Head of Department/Area Director and should be addressed to the D/HR.  Recommendations may be submitted at any time of the year. Endorsements will be obtained from any relevant supervisory staff. It will be submitted for Country Director’s approval. The performance bonus would be paid along with the next regular salary payment.

4.
Twelve months continuous service with CARE.

22.3b
Any employee receiving a promotion with the appraisal is not entitled for Performance Bonus.

22.3c
The performance bonus will be Rs.10,000 or one month’s salary, which ever is lower.  The performance bonus will  be paid with the next salary payment or announcement by Allanka, which ever is soonest.

22.4 INDIVIDUAL OPERATING PLAN
22.4a
The IOP is a planning tool used to define specific short-term objectives and the indicators that will be used to measure achievement within a timeframe, usually a year.

22.4b
The staff from Bands B to E are expected to prepare the IOPs for each financial year.

23.  PROMOTIONSxe "PROMOTIONS"
23.1a
Promotions are not automatic and may be given when an employee changes from current position and level of responsibilities to a position with a higher level of responsibilities, when he/she demonstrates the ability to assume higher responsibilities.

23.1b
Employees considered for promotions are those who have demonstrated consistent outstanding performance and who have assumed additional and higher responsibilities not included in the previous job description.

23.1c
CARE prefers to promote from within the organization, when an opportunity occurs, provided there are suitable personnel. An employee may request a promotion or be recommended for a promotion by the supervisor if an opening exists. All promotions are subject to Country Director’s approval.

23.1d
Seniority alone is not sufficient to support a claim for promotion since other factors such as efficiency, suitability, and merit must be considered. Seniority becomes the decisive factor only where everything else is equal.

23.1e
Promotions are normally considered at the time of annual performance appraisal.  Promotions at other times may be granted if sudden vacancies occur requiring an employee to assume a new position with a significant change in responsibilities. Promotion recommendations should be supported by an appraisal and the job description for the new position.

23.1f
When an employee is promoted to a job in a higher grade, he/she will receive the higher of:

1. 10% of his/her present Basic Salary

or

2. The Minimum Basic Salary of the new grade up to the highest salary in the First Quartile of the New Grade


If a promoted employee’s present salary is higher than the highest salary in the First Quartile of the New Grade,  he/she will receive an increase of 5% of the basic salary of the new grade.

PERFORMANCE APPRAISAL GUIDELINES FOR EXITING/ TRANSFERRING/ 

PROMOTED EMPLOYEES

To ensure the best performance management possible for all employees, performance for those staff members leaving a department or division (due to transfers, promotions, or terminations) must be appraised during the period up until their departure date. Appraising employees at the time of their departure will provide a performance history for the new manager (in the case of transfers and re-hires), and enable both the new manager and the transferring / promoted employee to look forward, rather than review past performance from another department or division at appraisal time.

1. 
Employees exiting the Organization

Unless the circumstances surrounding the termination dictate that the employee leave immediately or it is less than three months into the fiscal year (July-September), the supervisor should conduct a brief performance appraisal, using the six-month performance review form. This enables CARE to have a complete record of the employee’s performance, which is useful information should the person be considered for rehire at a later date.

2.
Employees being transferred or promoted

Employees who are transferred or promoted should receive a performance review before moving to their new positions, unless it is less than three months into the fiscal year (July-September). This is the case even if an employee is promoted within his/her department and is maintaining the same manager.

2.1
Employees who are promoted will receive a salary increase based on their new position. The salary increase should take into account a prorated merit increase for the current fiscal year, assuming a satisfactory performance appraisal. The promotional increase will be based on the adjusted salary after the merit increase is calculated. If they are promoted July-January, they will receive a prorated merit increase the following July. If they are promoted February-June, they will receive a performance increase after six months ( based on receipt of six-month  appraisal in HR), then a prorated in HR), then a prorated merit increase the following July.


Policy Against Discrimination, Harassment, and Sexual Harassment at the Workplace.

This policy is critical to CARE Sri Lanka’s effectiveness as an organisation, ensuring that each CARE staff member has the opportunity to contribute fully to CARE’s mission. Therefore, CARE Sri Lanka expressly prohibits and will not tolerate any form of discrimination, or harassment based upon: ethnic origin, race, colour, nationality, religion, caste, age, age , sex, sexual orientation, marital status, family status, disability or military status. Towards this end all a copy of the detail policy statements are made available to all offices and the employees should comply with the code of conduct specified.

1.19.1 Definitions
Following are definitions that will assist each employee in understanding and adhering to this policy:

· Discrimination at the workplace means any attempt to control,influence or affect the career, working conditions, employment status and opportunities or work environment of an employee through discrimination on the grounds of: ethnic origin,   race, color, nationality religion, sexual orientation, age, marital status, family status, disability or military status. Discrimination includes harassment as defined below.

· Harassment is a form of discrimination. Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behavior that fails to respect the dignity of an individual within the scope of her or his workplace. Harassment can be committed by or against any employee, vendor or individual visiting or doing business with CARE.

Examples of harassment include but are not limited to:

1. Inappropriate invitations or requests

2. Threats, derogatory remarks, name-calling, innuendo

3. Practical jokes causing humiliation or embarrassment

4. Leering offensive gesturing

5. Displaying suggestive materials or offensive objects

6. Offensive remarks in writing (letters, emails, memos etc)

7. Inappropriate or unwelcome physical contact or physical assault.

· Sexual harassment means any unwelcome conduct of a sexual nature that creates an intimidating, hostile or offensive work environment by any person to another individual within the scope of CARE’s work. Sexual Harassment may be directed at members of the same or opposite sex. However, the most common form of sexual harassment in our society is the harassment to women by men which reflects the unequal power relations between men and women.

         Examples of sexual harassment include but are not limited to:

1. Physical form: touching, patting, pinching, fondling, molestation, assault or any unwelcome physical contact.

2. Verbal form: making sexually suggestive remarks, sexual propositions, sexual jokes or teasing, comments about how someone looks, especially about parts of the body.

3. Non verbal form: leering, winking, sexual gestures, displaying sexually suggestive objects or materials.

4. Offering employment benefits such as promotions, transfers, favorable performance evaluations or favorable working conditions in exchange for expressed or implied sexual favors.

5. Suggesting threatening or implying that failure or refusal to accept a request for sexual intimacy will affect the employee’s job prospects or status of the employee.

6. Withholding support for a job appointment, transfer or promotion because an employee has declined a personal proposition.

Action that should be taken immediately in the event of sexual harassment:-

· Tell the harasser in an assertive manner that he should desist from the behaviour.

· Write a letter to the harasser of the unwelcome acts and how it is affecting the work and a firm request to desist from such conduct. Keep a copy of the letter for future reference.

· Keep a chronological record of the acts of harassment or inform someone of trust who can act as an intermediary.

When the above action produces no effect, the victim can take direct action by:-

· To make a report on the prescribed form to the Complaints Committee of CARE Sri Lanka or to the immediate superior verbally or in writing who will submit the complaint to the Complaint’s Committee.

· The Complaint Committee will hold a confidential and impartial inquiry strictly following the principles of natural justice where the parties have also the right to be represented by a colleague.

· The Committee will conclude the inquiry within 7 days and make appropriate recommendations to the management.

· The sanctions may range from a verbal warning to dismissal.

Gender Policy of CARE Sri Lanka

In order to realise our vision , mission and the Core Values, CARE is committed to putting gender at the heart of the organisation and will strive to transform the culture and structure of the organisation to advance gender equity. and maintain a gender sensitive environment built on systems, policies and practices within the organisation.

“Equity is the quality of being just , impartial and fair. Gender equity, then is the condition of fairness in relations between women and men, leading to a situation in which each has equal rights, status, level of responsibility and access to power and resources”

All employees of CARE Sri Lanka should sensitize themselves to the fact that Sri Lankan women face increasing levels of violence, sexual harassment and discrimination both in the private and public life. Social and cultural expectations continue to restrict women’s mobility, participation in political life and high level decision-making roles.

Care beliefs in women’s “empowerment” as a policy goal in order to encourage a process of more equitable distribution of power in society at the individual, collective, economic and political levels. Empowerment emphasizes the idea of women as active agent’s rather then passive recipients of development processes.

· CARE Sri Lanka will promote gender sensitive values among its staff.

· CARE’s benefits policy is equitable and responsive to the need to balance   work, family, civic life, and the different gender roles of staff (e.g. responsibilities of pregnancy, child rearing and family care);

· CARE fosters an environment of trust where non-discriminatory working relationships and respect for diversity in work and management styles is encouraged ; and 

· CARE encourages and integrates learning about gender equity into its daily    

      operations. ****

1.22.1 Alternative Work Schedule

CARE may allow alternative work schedules when reasonable and consistent with the best interest of CARE. Alternative work schedules are designed to help meet the personal needs of employees and accommodate special requirements of the job, but must not interfere with the needs of the organization. An employee’s manager and senior vice president must approve the alternative work schedule in writing.

The alternative work schedules outlined in this section are for US-based staff. Country Offices determine their work schedule and may use these definitions as a guide.

· Compressed Work Week
Compressed workweek schedule permits a full-time employee to condense the normal 40-hour workweek into four ten-hour days.

· Flextime Schedules

Flextime schedules permit flexible starting and quitting times, and/or a longer lunch break, provided you work during CARE’s core hours of 9.30 AM to 3.30 PM. Flextime schedules must be coordinated with, and approved, in advance, by your manager

· Job Sharing
· CARE may allow job-sharing situations that meet the needs of both the employees and CARE. Job sharing is a form of part-time work in which two employees voluntarily share the responsibilities of one full-time work in which 

Position. Job sharing is permitted at the discretion of division Senior Vice President or Country Director. If you are interested in a job share, you must present your proposal to your manager and the senior Vice President or Country Director, who will contact the appropriate Headquarters Human Resources Regional Coordinator.

· Telework
Teleworking allows employees to work at home during part of scheduled work hours. Teleworking must be approved by your manager or the Country Director.

1.23 Business Attire
Casual business wear is permitted during working hours. You are encouraged to dress in a manner appropriate to CARE’s business environment. Any questions concerning what is considered appropriate workplace attire should be addressed to your manager.

       1.24   Employment of Relatives

      Relatives are defined as all persons related to an employee by blood, adoption, marriage (including in-laws and stepchildren), up to and including first cousins, and domestic partners. CARE will only employ relatives when there is no actual or perceived conflict of interest in doing so. A manager/supervisor may not hire a relative either as an employee or consultant in his or her department, nor may a relative of the Country for purposes of determining a relative.

1.24.1 General Guidelines

The general guidelines in hiring relatives are:

· Employment of a relative can not displace the functions of an existing employee.

· Relatives may not report directly to the same immediate manager or to each other except in those instances where related individuals are permitted to share a job.

· The employment of a relative has to be approved by the Country Director. International employees who work in the same country office who marry or enter into domestic partnership after their CARE employment commences may be allowed to continue working in the same capacity as long as the situation poses no real or perceived conflict of interest, and they are not on the same project team. However matters with regard to US citizens will be governed by the rules and policies of CARE (USA)                                                   

CARE aims to create a comfortable and supportive environment for women with infants who are breast fed, both in country office and in the field.  The policies recommended below are intended to provide adequate time to women, and ensure that they are able to adequately care for their babies when they are very young. This policy is applicable for up to three children below the age of two years.

1. Women staff with infants will be allowed to take a child care worker (CCW) to look after infant in the project area.  This applies to field-based staff as well as Country office staff who travel with breast-feeding babies to the field. 

2. CARE will provide appropriate transport, double room sharing accommodation for the staff member, CCW and food to the female staff member and the childcare worker during residential programmes and transport during fieldwork.  Any extras consumed will be charged to the staff member. In case of residential workshops, transport will be limited to the first and the last days. Transport facility is from resident to the location and back.

3. Childcare support to day to day fieldwork will be limited only to transport of the childcare worker from the staff resident and back. No other facilities will be provided.

4. Staff working in country office and all other office-based jobs may take time each day, following maternity leave and until the baby is six months old, to return home to breast feed the baby.  The timing of this must be discussed with one’s supervisor.  Alternatively, employees may bring their baby to the office, with a caretaker.  A room if available will be provided where the baby may rest with the childcare worker. How ever the time limit for house visits will not exceed the legal limits of one hour per day.

5. The staff member should ensure the proper conduct of the childcare worker and work, residential programme should not be disturbed by her/his presence. Childcare worker is the responsibility of the staff member and s/he is responsible for any issues arising from the part of the childcare worker.

6. Childcare support is not available to accompany the husband as childcare worker.

24.  RESIGNATIONS

24.1
NOTICExe "RESIGNATIONS-NOTICE"
24.1a
An employee who wishes to resign from the services is liable to give CARE written notice or make payment in lieu of written notice as specified below;

1.
For employees in Bands A to C one month’s written notice or payment equivalent to one month’s gross salary in lieu of written notice.

2.
For employees in Bands D & E, two months written notice or payment equivalent to two months gross salary in lieu of written notice.

24.1b
In the event an employee neither gives required written notice nor makes payment in lieu, CARE shall withhold the appropriate amounts from the earned salary or termination benefits.

24.1c
If CARE does not require the services of the employee during the notice period, CARE may release the employee, on payment of gross salary equivalent to required notice period.

24.1d
Employees who resign from the organization are not entitled to any retrenchment relief.

24.2
WITHDRAWALxe "RESIGNATIONS-WITHDRAWAL"
24.2a
Once the resignation is submitted the employee cannot withdraw it, without the consent of the Country Director.

24.3
DURING DISCIPLINARY PROCEEDINGSxe "RESIGNATIONS-DURING DISCIPLINARY PROCEEDINGS"
24.3a
Acceptance or refusal of resignation when disciplinary proceedings are contemplated or while they are in progress are solely at the Country Director’s discretion.

25.  RETIREMENTxe "RETIREMENT"
25.1a
The retirement age for regular CARE employees is 55 years. 

25.1b
An employee may be re‑employed after retirement on a fixed-term contract purely on the basis of performance and merit. The Country Director takes the decision at his/her own discretion. The terms and conditions for re-employment may not be similar to those prior to retirement.

25.1c
On retirement, employees could receive his/her final payment. (Gratuity, Encashment of unutilized leave, Medical/Thrift balance if any, ETF, EPF ‘B’ Card and Severance Pay if applicable).

25.1d
Regular employees who have already reached 55 years and continue to be in service on a fixed-term contract without collecting their final payment will receive their final payment at the end of current contract.  Renewal of contract after the final payment is made, is based on the need and merit.

26.  RETRENCHMENT

26.1
DEFINITION XE "DEFINITION" 
26.1a
Retrenchment is the termination of the services of an employee or employees on the ground that such employee or employees is or are in excess of the number of employees required by CARE to carry on with its work.

26.2
REASONSxe "RETRENCHMENT-REASONS"
26.2a
At CARE retrenchment may occur due to the following reasons;

1. Change in circumstances affecting the organization's activities.

2. Decline in funding

3. Decrease in workload

4. Termination/abolishment of certain activities/projects/functions

5. Curtailment of projects.

6. Change in program/project directions

7. Organizational changes.

26.2b
CARE naturally acts in a humanitarian way by genuine and sincere efforts within possible perimeters to seek redress or relief for the affected employee/s.

26.2c
Retrenched employees will receive the Retrenchment Relief, calculated at one month Basic Salary plus Cost of Living Allowance for each year of service, based on the rate of pay in effect at the time of expiration of this agreement.  The value of any eligible Severance Pay accrued up to 31st October 1995 will be considered as part and parcel of the above Retrenchment Relief. 

26.3
NOTICExe "RETRENCHMENT-NOTICE"
26.3a
Written notice of retrenchment is given indicating the reason, in the following manner:

All grades  ‑ Two months notice or Two months salary in lieu

26.3b
If retrenchment is concerned with a group of the same level/project employees, CARE considers retrenchment on a “last come first go” basis. However, CARE reserves the right to retrench employees based on performance and merit.

26.3c
CARE may allow an affected employee to leave before the end of the notice period on request. However, termination benefits will be effective to the actual date of leaving.

26.4
ACCEPTANCExe "RETRENCHMENT-ACCEPTANCE"
26.4a
In the event of an employee refusing to accept the notice of retrenchment, the notice shall 
deemed to have been delivered and accepted by the employee if:

1.
The notice is posted to the employee’s last known address by registered cover.







or

2.
Two witnesses (CARE employees of supervisory level) sign the notice verifying that it has been presented to the employee.

27.  STAFF DEVELOPMENTxe "STAFF DEVELOPMENT"
27.1a
As part of CARE’s Performance Management CARE encourages staff development for both individual and organizational development.  Staff development enhances the quality of the performance of the individual and makes them contribute to the limits of their abilities for more productivity.  Individual development needs are articulated in the Annual Performance Appraisal.

27.1b
To achieve staff development, CARE organizes various training events. Supervisors may assess the training needs of their staff and submit requests to Human Resources. Routine in‑house training may be organized and handled by the supervisors in association with the relevant staff.

27.1c
Employees also should take initiative for their own development. Training courses must be directly related to work of the employee with benefits apparent to the organization.

27.1d
Only courses scheduled outside working hours will be approved. Training should not exempt the employee from necessary overtime and CARE emergency work. Overtime payment, lieu leave or similar benefits will not be granted for training/course work.

27.1e
The employee may identify a suitable course, which will address an area of development as per the Annual Performance Appraisal or an area linked to an organizational need, he/she may request funding through the supervisor. Details such as title, syllabus, institution, duration, time, schedule rationale for enrollment should be forwarded along with the request.

27.1f If projects identify suitable overseas training opportunities, they should obtain approval from the Country Director before nominating staff. All project heads should fill the “Overseas Training Requisition/Approval Form” and send it to HR a month before the scheduled date to make arrangements for necessary approval from the Country Director. This will apply to all overseas training activities promoted by the projects.

28.  TERMINATION OF EMPLOYMENT

28.1
TERMINATION BENEFITSxe "TERMINATION BENEFITS"
28.1a
Gratuity XE "GRATUITY" :


All CARE employees are entitled to gratuity after a minimum of one year’s service effective 1st July 2002. 

Contract Staff will be paid half a months salary for every year of service at the time of contract ending. Those who are in regular service will be provided with gratuity payments as per the Gratuity act and are not entitled to additional half month wage. 


Gratuity is calculated at two weeks salary for each complete year of service or part thereof based on the last salary drawn (Basic Salary and Cost of Living Allowance).

28.1b
Severance Pay & Retrenchment Relief XE "SEVERANCE PAY & RETRENCHMENT RELIEF" :



Severance Pay of one month for each year of service which was accrued until 31 October 1995 is held by CARE at its US Dollar value as of that date and will be paid at the time of their non-disciplinary termination in Rupees at the current rate of exchange.

Retrenchment Relief of one month for every year of service will be paid to all retrenched employees.  See Section 26.1 for Retrenchment Policy.  Calculation of Retrenchment Relief Payment will include the value of any eligible Severance Pay.

28.2
NON‑DISCIPLINARY TERMINATIONxe "TERMINATION - NON‑DISCIPLINARY"
28.2a
Non‑disciplinary termination of employment includes retirement, retrenchment, resignation, end of contract, impossibility of performance due to illness or disability. Employees on non‑disciplinary termination are eligible for termination benefits.

28.3
DISCIPLINARY TERMINATIONxe "TERMINATION - DICIPLINARY"
28.3a
Disciplinary termination include vacation or abandonment of employment and termination 
for cause.

28.3b
If employees recruited prior to 31st October 1995 are terminated on disciplinary grounds, they may not be eligible for severance benefits. Any deviation may be at the Country Director’s discretion.

29.TRANSFERS/REASSIGNMENTSxe "TRANSFERS/REASSIGNMENTS"
29.1a
All CARE employees are subject to transfers and/or reassignments anywhere in Sri Lanka as deemed necessary and specially to build on the skills and strengths of staff to meet organizational needs and to expand options for career development. Transfers are not effected by mutual consent and an employee must comply with an order given.

29.1b
Employees may be transferred/reassigned from one position to another, from Head Office or to the Field Office, keeping salary and benefits intact. 

29.1c
An employee who desires a transfer may request in writing through the supervisor and such 
requests may be considered in consultation with the supervisor according to the opportunities available. Such employees will not be entitled to transfer benefits.

29.1d
To relieve some of the costs to employees resulting from relocation the following transfer benefits will be provided:

1.
CARE will pay for moving costs of personal effects including packing, handling, and transportation. Transport may be provided by CARE vehicles where applicable. Expenses are paid based on actual costs according to normal CARE procurement procedures.

2.
Per diem for a period of two weeks will be provided for the employee and family as per CARE per diem policy.

3.
A settling‑in allowance equal to 50% of (month basic salary plus COLA) will be provided as a lump sum payment, within the first month of the employee’s transfer to the new assignment. This allowance is intended to help defray the costs of settling into new housing, but is not expected to cover all the expenses associated with relocation.

29.1e
If the transfer is taking place between the offices within the same district, the employee concerned will not be entitled to the transfer benefits

 30.  VACATION OF EMPLOYMENTxe "VACATION OF EMPLOYMENT"
30.1a
An employee who has been absent for seven consecutive working days without information, leave or authority is considered absent with the intention to not to return and deemed to have vacated/deserted/abandoned post and is subject to dismissal.

30.1b
Provable exceptional conditions may be considered after proper investigation and a decision taken at the discretion of the Country Director.

31. VEHICLE POLICY

31.1 GENERAL 

xe "VEHICLE POLICY - GENERAL"

Procedures relating to vehicle policy have been presented in detail in the All Lanka #390

31.1a
All vehicles and motor cycles must be considered and treated as scarce resources. If a vehicle becomes inoperative, the resulting loss may cause major disruptions to programs. Therefore, all staff responsible for vehicle operations should be aware of the importance of them and follow correct safety, operation and maintenance procedures.

31.1b
Human life of course is even a scarcer resource and everyone’s responsibility is to ensure that no lives are endangered due to poor mechanical conditions of the vehicles or unsafe driving. It is the duty of the personnel responsible for operation and maintenance of vehicles to ensure safety. The supervisors should take a keen interest and initiative in this regard.

31.1c
Only authorized personnel are permitted to drive CARE vehicles.

31.1d
The Driver and all passengers in the front and back seats should always wear seat belts. Failure to do so is considered to be a misconduct and action will be taken appropriately.

31.1e During budget preparation, authorized personnel will identify the Country Office vehicle (including motorcycle) needs for project and support requirements. Based on this information, the available budget and the status of the CARE fleet, the allocation of the number of vehicles per office is made by the Director Finance & Administration. In keeping with CARE’s changing program needs and budgets, this process is flexible and is adjusted throughout the year.

31.1f At Area Offices, the daily and monthly assignments are made by the support staff and the Area Director (or designate) based on monthly travel plan. The travel plan will be based on monthly advance plan of individual projects, support needs and other requests that Head Office makes on the need of field staff. The vehicles will be assigned upon submission of vehicle requisitions.

In Colombo, the Administrative Secretary, based on monthly travel schedule supported by requisitions and specific travel requests, makes the daily and monthly assignments. The daily vehicle requisitions are to be submitted at least 24 hours in advance, in order to ensure availability of vehicles. 

31.2
USAGExe "VEHICLE-USAGE"
31.2a
All vehicles are officially assigned to the organization no matter which project budget they may have been purchased under. Vehicles should be used for official work of CARE and only CARE personnel or work related and authorized passengers should be carried.

31.2b Vehicles may be used for non-business purposes, if they are not required for official CARE business. Certain categories of staff at managerial level are entitled to personal use of CARE vehicles with specific limitations. Details are specified in the ALLANKA 390.

31.2c When office staff work after 7.30 p.m. they may request for office transportation. The supervisor should approve the request.

31.2d Vehicle allocation for home to office or personal travel to any staff member will be subject to availability of vehicles, as the priority is official and project work.

31.2e
Personnel, handling vehicle administration are encouraged to do spot checks on the vehicles and are required to use Log Sheets on a regular basis to ascertain whether the  vehicles are maintained properly. 

The procurement/logistics unit of Colombo will monitor and arrange regular servicing and periodic repairs of all CARE Colombo vehicles and at request for Area Office vehicles. Vehicle servicing needs for the month will be communicated to the Administrative Secretary at the beginning of the month for scheduling. The availability of the vehicles for both official travel and personal use may be constrained by servicing schedules and requirements. Every effort will be made to find alternative transport arrangements if assigned/allocated vehicles are not available. Official business will take priority over personal transport needs. As such, most routine servicing of vehicles will be scheduled for Saturdays if possible. 

31.3
DRIVER'S RESPONSIBILITIESxe "DRIVER'S RESPONSIBILITIES"
31.3a
Drivers should never allow or carry unauthorized passengers and/or cargo. Non‑CARE personnel need prior approval to travel in CARE vehicles. The driver of the vehicle and the senior CARE employee in the vehicle are both responsible for any cargo carried and their contents. Therefore, the driver in the presence of the owner has the right to open and examine all personal luggage and cargo that is being transported across from cleared to uncleared areas and vice-versa. If there is any resistance, the matter should be informed promptly to the Area Director (or designate) or Director Finance & Administration in Colombo. All cargo to the north should be listed on a log and the senior officer should sign the log before commencing the journey.

31.3b
The Drivers should drive the vehicles in a safe manner at all times. The rights of the other road users and their safety and comfort must be respected.

31.3c
All drivers should drive in a responsible and defensive manner obeying all traffic laws. Under no circumstances should they violate laws, traffic regulations and speed limits.

31.3d All drivers/staff under any circumstances should not drive CARE vehicles under the influence of liquor.  Stringent disciplinary action will be taken against any violation of this procedure.

31.3e
Drivers should safeguard the vehicle, accessories and documents. They are responsible for loss or damage.

31.3f
Observance of speed limits specially in towns and villages is essential. Reliance on the horn is no substitute for correct and moderate speed and caution.

31.3g
Drivers, who require glasses, must wear them when driving. Eyesight will be tested any time of the year if necessary.  Management may also request drivers to undergo a medical check up at its sole discretion.  The cost of such tests will be borne by CARE.

31.3g
Drivers should perform their routine checks and daily maintenance of the vehicles and they are responsible for exterior and interior cleanliness. Anything requiring the Administration Secretary attention should be brought up promptly.

31.3i
All Drivers and staff who are authorized to drive must possess a valid driving licence. The insurance certificate and revenue licence should always be in the vehicle.

31.3j
Drivers should not converse unnecessarily with the passengers while driving and vice versa. The front seat should not have more than one passenger.  Drivers should not use a cellular phone while driving.

31.3k
Drivers should maintain the Vehicle Log Sheet properly. Details of journeys, odometer readings, fuel used, cargo carried and all other details should be clearly indicated, since this is the primary source of information for vehicle administration and monitoring.  Drivers must always wear seat belts and should remind all passengers in the front and rear seats to wear seat belts.

31.3l
When traveling to and from uncleared areas, Drivers should not carry or allow any of the passengers to carry banned items, without MOD approval. CARE prohibits transportation of weapons of any kind or personnel of government armed forces, or any other organization involved in the conflict.

31.3m
Drivers should avoid travelling in areas where there is 

likelihood of an imminent security operation or a military operation is under way.

31.3n
Drivers should avoid lingering unnecessarily at the check- points or border crossings.

31.3o
Drivers need to be polite and cooperative, if the security personnel wish to check the vehicle or personal belongings.

31.3p
Any significant incident at check points, border crossing, or with security personnel or combatants should be immediately reported to the AD, Director, Finance & Administration or CD.

31.3q Drivers are eligible for specified amount as Taxi/Trishaw fare if worked before 4.30 a.m. or work after 10.30 p.m. The supervisor should approve the claim. As far as possible, drivers will be provided with accommodation to stay over night at the office. 

31.4
PASSENGER RESPONSIBILITIESxe "PASSENGER RESPONSIBILITIES"
31.4a
Passengers should not hesitate to speak out to the Driver, if he is speeding, careless, disobeying traffic rules or otherwise making the passenger feel insecure while travelling in a vehicle and CARE policies. The Senior most member of the staff travelling in the vehicle shall warn the driver if he drives carelessly or by his conduct infringes CARE policies to desist from doing so and if he persists the driver should be reported and disciplinary action will be taken against the driver.

 
Any repeated infractions should be reported to the relevant supervisors.

31.4b
Passengers should not offer rides to relatives or friends in official vehicles and Drivers are obliged to refuse and report such instances for necessary action.

31.4c
Responsibilities laid down for Drivers in Section 31.3k to 31.3o are also applicable to passengers when traveling in CARE vehicles.

31.5
ACCIDENT PROCEDURExe "ACCIDENT PROCEDURE"
31.5a
What is an accident?


“An unfortunate event resulting from carelessness, unawareness, ignorance, or a combination of causes; causing loss, damage or injury which may or may not be due to the fault or misconduct on the part of the parties involved but from the consequences of which some legal relief may be available”.

31.5b
The consequences of an accident can include but not limited to one or more of the following:

1. Damage to CARE vehicle

2. Damage to other vehicle/s

3. Injury to CARE personnel

4. Injury to persons in the other vehicle/s

5. Injury to third party persons  (pedestrians etc.)

6. Damage to third party property

31.5c
The accident should be reported to the nearest Police Station immediately, whatever the consequences and interpretations or opinions of the parties involved.  This should be done by the Driver or any other CARE employee available at the scene of the accident.  The CARE vehicle must not be removed from the scene, until the Police arrive or unless the police permit.  However, in case of injury to the CARE or third party person/s the vehicle can be used to transport the injured to the hospital after marking the tyre positions.  Then the incident should be reported to the hospital Police post and/or Police Station.  It is very important to take the injured to the nearest Government hospital (avoid private medical institutes as much as possible) to avoid legal implications.

31.5d
CARE personnel available at the scene should help the Police in every possible way to conduct their formalities.  The statements should be made to the Police to be recorded by them.  In some cases (small accidents with minimal vehicle or property damage) Police might advise to come to a mutual settlement.  In this case;

1.
CARE personnel may agree to mutual settlement, provided there is no compensation in cash or kind involved.  Such settlement should be recorded at the Police Station.

2.
CARE personnel should not and have no authority to agree to any settlement which includes cash or kind.  Police should take their usual course of action.

31.5e
The accident should be reported immediately to the base office and Colombo Office (Director Finance and Administration, or Procurement and Logistics Manager) by phone or any other available medium. Assistance should be sought if necessary.  The assistance of the base office may be needed immediately where personnel are injured, hospitalized and where the vehicle is impounded and/or the Driver is remanded by Police.

31.5f
A designated staff member from the base office should visit the scene of the accident and photograph the most appropriate angles to get a clear picture of what happened.  In addition, diagram/s indicating the landscape, roads, the position of the vehicle/s before and after accident and any other vital information should be drawn.

STARTING FROM THE SECOND DAY OF THE ACCIDENT

31.5g
The Procurement and Logistics Manager or designated officer should call for the Police Report immediately.  The assistance of the Area Office in or closer to the territory of the particular Police may be obtained for this purpose.

31.5h
Written explanations from the Driver and the passengers should be obtained.  If somebody is in hospital, his/her explanation may be obtained when suitable.  The explanations 

should not be in any pre‑designed format.  They should be 

narrative and individual explanations of the situation.  It also may contain the personal opinion of the writer and information related to 30.5j.


Ex. We started at 6.00 am from Colombo to go for a review meeting in Hambantota.  I was seated on the left hand side of the rear seat.  Passing Panadura the driver mentioned about a slight wobble from front of the vehicle.  After passing Payagala rail barrier I suddenly felt the vehicle being braked and jerked sharply.  I was looking out of the window..............................................


I think that it was the fault of the child who ran across the 

road ................ The Driver should not have ......................................  etc.

31.5i
Within three days of the accident;

a.
The Procurement and Logistics Manager in Colombo should inform the Insurance Corporation of Sri Lanka within 24 working hours and submit required forms within 3 days in case of:

1. Third party vehicle damage

2. Third party property damage

3. Third party injury

b.
The Procurement and Logistics Manager will inform the CARE use insurance coordinator, in case of major accidents.

c.
The Director Human Resources should inform the local insurance company in case of:


1.
Injury to the CARE personnel.

31.5j
Area Director (Area Offices) Procurement and Logistics Manager (Colombo Office) should compare and analyze the Police Report, explanations, photographs and diagrams to ascertain:

1. The cause for the accident.

2. Who is at fault?

3. Whether it could have been prevented.

4. Whether there could be any third party claims in future.

5. What measures could be taken to prevent such accidents.

6. Whether the staff/drivers need fresh instructions/training.

7. Whether the relevant policies need changes/refinements

31.5kIf data is insufficient further investigations may be necessary. Investigations should be done by Area Director or Procurement and Logistics Manager / Director Human Resources.  Matters to be investigated should be determined according to the findings of the analyzes of the explanations, Police Report, photographs and diagrams.  The proceedings should be reported to the Director Finance and Administration / Director Human Resources.

31.5l
If further information is necessary, an inquiry should be held.  The inquiring officer should be the Director of Finance and Administration or Director H/R or other staff member appointed by the Country Director.  The inquiry would help to further ascertain the items mentioned in para 30.5j.

31.5m
Where Area Offices are concerned the Area Director should submit the results of the analysis, investigation or inquiry with his opinion and recommendations along with the explanations, Police Report, photographs and diagrams to Director Finance and Administration Manager who should initiate the follow up action.

31.5n
If it is the Driver’s fault, depending on the nature of the case, he may be:

a.
Sent for further training.

b.
Suspended from driving for a certain period.

c.
Re‑assigned to non‑driver position.

d.
Dismissed.


CARE shall take above steps, without waiting for any decision made by any court of law, solely considering the merits and demerits of the case from the CARE point of view, for the benefit of the organization.


CARE will not get involved in any Police or court procedures unless CARE is officially summoned.

31.6
IMPORTANT INFORMATION XE "IMPORTANT INFORMATION" 
31.6a
At present CARE vehicles are insured for third party risks only.  Therefore, the Insurance Corporation would consider claims for third party injury and damages only.  Sometimes at the time of the accident, the parties involved might not see any possibility for third party claims.

Ex.

1.
If a vehicle goes off the road and ended up in a paddy field, immediately the possibility of third party claim may not be comprehended.  However, the farmer may later claim for crop damage.

2.
If a pedestrian is hit by the wing mirror, he might go away saying that he is all right, but might turn up later at the Police Station with the plate number in order to claim from the vehicle owner.

3.
Therefore, it is very important to report every accident to the Police to avoid any legal implications.

4.
If the accident is not reported in writing to the Insurance Corporation of Sri Lanka within three days, they might deny liability for any future claims arising out of that accident.

5.
The names of the injured CARE personnel should be notified in writing to the local insurance company within three days, even if any claim is not comprehended at the time of the accident.

31.7
MOTOR CYCLESxe "MOTOR CYCLES"
31.7a
As far as possible, motor cycles will be assigned to individuals who are responsible for day to day maintenance and upkeep of motor cycles and regular servicing. Where one motor cycle is used by more than one employee, the supervisor should oversee the maintenance.

31.7b
Wearing crash helmets with secured chin strap by both rider and pillion rider is mandatory. Riding without helmets is considered to be a misconduct and action may be taken appropriately.

31.7c
Field based program staff, Band –B- and above who use motor cycles for official work may retain them overnight.  They are entitled to personal use of the motorcycle to a specified number of kilometers per month.  They are not entitled to monthly Travelling Allowance.

31.7d
Motor Cycle Drivers should follow Driver’s Responsibilities in section 31.3, as applicable.

32.  WAGES & SALARIES XE "WAGES & SALARIES" 
32.1
SALARIESxe "SALARIES"
32.1a
Salaries include basic salary, Cost of Living Allowance and any other benefits which may be declared by the employer. Payment is in Sri Lanka rupees. All individual salaries are confidential.

32.1b
CARE salaries are based on compensation for comparative positions in Colombo‑based progressive firms. Salary always corresponds to the Band, position & salary point of an employee. 

32.1c
Salaries are normally paid in arrears and in advance on 21st of each month. If the 21st falls on a holiday, payment will be made on the previous working day.

32.1d
No salary advances are made by CARE from either earned or unearned salary.

32.1e
CARE salaries are subject to Sri Lanka tax laws.

32.1f
Salaries are reviewed every two years.

32.1g
All employees and CARE, as employer, will contribute to the Employees Provident Fund as per the Employees Provident Fund Act, No 15 of 1958 amended 1st April 1991.       

32.2
DEDUCTIONSxe "SALARY DEDUCTIONS"
32.2a
The total of non‑tax deductions made in any one-month’s salary should not exceed 60% of the total salary. The whole purpose of the provision of restricting the amount of deductions is for employees to have a substantial take home salary. However, this limit does not apply to deductions authorized to be made under the income tax laws or any other written law and order or decree by a court of law.

32.2b
Apart from the voluntary deductions by the employee, CARE reserves the right to deduct from an employee’s salary for the following:

1. Recovery of overpayments, adjustments or advances

2. Income tax payable by the employee according to existing income tax laws

3. Deductions ordered by a court of law

4. Any fine imposed by the employer

5. Deductions for no pay.

6. Deduction of 8% of gross salary as contribution to the EPF

7. Surgical and hospital expense insurance for dependents

33.  WELFARE & FRINGE BENEFITS XE "WELFARE & FRINGE BENEFITS" 
33.1
GENERALxe "WELFARE-GENERAL"
33.1a
CARE provides welfare over and above the monthly salary and allowances to ensure the well being of the employees and their families and to help and improve the employee’s capacity and willingness to increase productivity.

     A death benefit of Rs. 100,000/- will be paid to all staff in addition to the accidental death policy of CARE. This applies to all death with the exception of suicide.

33.1b
The welfare schemes presently extended are:

1.
Surgical & Hospital expenses insurance

2.
Personal Accident Benefit Insurance 

3.
Staff Medical Aid Scheme

33.2
SURGICAL & HOSPITAL EXPENSES INSURANCExe "SURGICAL & HOSPITAL EXPENSES INSURANCE"
33.2a
This scheme provides cover for expenditure for hospitalization and in‑patient treatment for employees, spouse, and children over 1 year and parents below 60 years of age.  

33.2b
CARE pays full premium for the employee and 50% for dependents. Employee has to contribute the balance 50% which is deducted from the monthly salary. 25% will be added to the annual premium for parents over 60 years of age.

33.2c
Further details and claim procedure can be obtained from Human Resource Department.

33.3
PERSONAL ACCIDENT BENEFIT INSURANCExe "PERSONAL ACCIDENT BENEFIT INSURANCE"
33.3a
This insurance scheme provides cover for accidental injuries and death to the employees.

33.3b
CARE pays full premium for this scheme with no burden to employees.

33.3c
Further details and claim procedure can be obtained from Human Resource Department.

33.4
CONTRIBUTORY STAFF MEDICAL AID SCHEMExe "STAFF MEDICAL AID SCHEME"
33.4a
This is a contributory scheme to provide for medical expenses for hospitalization and outdoor treatment for members.

33.4b
CARE contributes not less than 50% of the annual total contributions, which is credited to the individual accounts.

33.4c
The scheme is administered by an elected committee. CARE Sri Lanka has no part in this.

33.4d
A member leaving services of CARE shall be entitled to a refund of 75% of the unspent balance of the contribution to the account.

33.4e
Further details and claim procedure can be obtained from the Medical society.

33.6
WELFARE 

33.6f
All employees are encouraged to form a Welfare Society with office bearers appointed and constitution written. The Society can collectively decide the membership fees.

33.6g
Consent of employees will be formally taken for deduction of Welfare Society contributions from the payroll.

xe "THRIFT SOCIETY"
33.7 DEATH DONATION SCHEME


In the event of death (except by suicide) of any employee during the course of duties or otherwise will be paid a death donation of Rs.100,000/- to the next of kin (spouse, parent, or child)

34. WORKING HOURSxe "WORKING HOURS"
34.1a
In Sri Lanka legally defined working hours are 8 hours per day and 45 hours per week excluding meal rests.

34.1b
CARE AREA Offices have working hours as 9 hours per day (8.00 am to 5.00 p.m.) Monday through Thursday and 4 hours per day (Friday) totaling to 40 hours per week including meal rests of half hour (12.30 p.m. ‑ 1.00 p.m.). Per 9 hour day or as 8 a.m. ‑ 4 p.m. five day week totaling 40 hours with half hour meal rest between 12.30 ‑ 1.00 p.m. per 8 hour day.

34.1c
CARE reserves the right to adjust the office hours to 8 hours per day or 45 hours per week excluding meal rests.

34.1d
On and off times are flexible for field staff and drivers keeping 34.1b as minimum requirement, according to nature of work. Staggered hours should be authenticated by the supervisor.

34.1e
Supervisors may authorize set flexible time for individual employees up to one hour per day at required convenience of CARE and/or granted in response to an employee request.

34.1fIn the event of employees at managerial level (Bands D & E) getting late to come to work, they should cover regular eight hours of work on the particular day itself. 

35. USE OF CARE’s COMPUTER NETWORK

Policy

To help keep our computers running effectively and efficiently and to ensure that maximum capacity is available for everyone to do their work, please adhere to the following policy regarding security and operation of the CARE computer network.

1.  Use of CARE’s network and information resources for non-business purposes should be kept to a minimum. Limit your personal e-mail and Internet traffic.

2.  Use of CARE’s network and information resources for non-business purposes should be kept to a minimum. Limit your personal e-mail and Internet traffic.

· When sending e-mails, remember that you are using a corporate e-mail Account and are representing CARE.

· Because your privacy is not guaranteed, be careful about sending communication that is highly personal or information that is confidential to CARE. If appropriate, consider sending information (financial data, for example) in an encrypted format (contact the IS Help Desk for instructions)

3. Downloading software from the Internet that is not licensed, verified, approved or supported by CARE is prohibited.

4. Use caution in opening e-mails from unknown sources. Immediately delete suspicious messages, with attachments left unopened, and notify the IS Help Desk. Even though your computer is protected by anti-virus software, the threat of a virus attack still exists, new viruses appear all the 

Time.

5. Non-business-related high volume traffic over the network, which might Substantially hinder colleagues in their use of the system, is prohibited.

Examples of activities that drain limited network resources and slow down the system include:

· Internet radio station access and listening.

· Software downloads.

· Audio and video downloads or real-time streaming media

· Excessive personal e-mail attachment access and downloads.

6. Do not use the CARE logo, clipart, photos, graphics or similar elements in Your e-mail or its attachments. These cause major downloading difficulties and consume vast amounts of memory and network storage space.

        If you have questions, please contact the Computer Department.

STANDARDS FOR E-MAIL USE AT CARE INTERNATIONAL - SRI LANKA

1. Introduction

The use of e-mail at CARE has rapidly evolved over the past decade. This powerful technology is now a vital part of our communication practices and infrastructure. We are challenged to use it effectively.

A common and consistent organization-wide complaint is the high number of e-mails that are sent and the appropriateness of e-mail as a medium for some of these Messages. E-mail as a communication tool is deceptive in its simplicity.

2 Procedures

2.1 Use a priority code on the subject line: ACTION, OPERATION, POLICY or INFORMATION.


Priority codes can help the e-mail recipient prioritize and organize information and combat information overload, a common organizational complaint. By Taking the time to focus and organize the information we share as an                                                                                  Organization, we can help others to better manage the flow  of information and become more efficient as a whole.

               There are four priority code categories:

· ACTION

              Communication requiring time-bound action and/or response by the Recipient. The action/response due date also appears, immediately after the ACTION code.

              Examples:

· Subject: ACTION – Due May 1, 2000: Review of FY01 Business Plan 
· Subject: ACTION –Due June 15,2000 : Recommendations on Food Policy
· OPERATION

Communication containing information that impacts the way CARE (and the message recipient) conducts business.

               Examples:

· Subject: OPERATION – January-December 2000 Per Diem Rates
· Subject: OPERATION – Procedure for Donar Inquires about Ethiopia
· POLICY

Communication stating a formal CARE policy without a specific deadline or Response requirements.

        Examples :

· Subject: POLICY – FY00 Performance Appraisal Process
· Subject: POLICY – New Sick Leave Policy
· INFORMATION

Communication that does not primarily fall into any of the other categories.

                     Examples:

· Subject: INFORMATION-CARE’S Human Rights Initiative
· Subject: INFORMATION-Peter Bell’s Angola Trip Report
For a lengthy e-mail where the most pertinent information is scattered throughout the message, include a summary paragraph at the top (three lines maximum), capturing the message’s main points. Answering these questions should help you create the summary paragraph: What is happening? Who is involved? When is it happening?  Why is it happening?

Summary paragraph examples:

· Summary: We will begin implementing new communications policies/Procedures this week and next, particularly for e-mail. Below is an update about things on the horizon that will affect how we are communicating within CARE.

· Summary: The Continental Foundation today awarded CARE USA a $200,000 grant for staff training in the field of AIDS education prevention. Application information is provided.

· TIPS

· While these standards apply to many communications disseminated within CARE, there may be logical exceptions. For instance, a three-sentence e-mail would not warrant a summary paragraph, since the message itself is short and to the point.

· Even if a message is short, the priority code can help the recipient categorize the information and call attention to a deadline. In e-mail, the code provides a way to sort messages by subject, separating ACTION items from other categories.

· Sometimes, messages may seem to fall into more than one category. If you’re uncertain, ask yourself: Which is the primary category for the message?

· The priority code may vary from one audience to another. An ACTION message may apply to the main recipients, but not to those who are copied (cc’ed). In such a case, add a special notation to the summary  (e.g., “This message is copied to others as info only”).

2.2 Do not use e-mail for certain kinds of communication to large address groups.
When creating a message addressed to “USA – Head quarters All Staff” “USA- All Staff” or any other large distribution list, ask yourself, “If e-mail was not an option, would I take the steps necessary to copy and distribute hand copies of a memo containing the same information to the same group of people? If your answer is “No, you could be sending an unnecessary e-mail. Re-evaluate whether you should send the message.

To reduce messages broadcast to distribution lists, particularly the “USA-Headquarters All Staff” and “USA – All Staff” lists, e-mails sent to these address groups must conform to the following standards. Staff will be held accountable for adhering to these policies.

· Do not advertise personal items by e-mail. E-mail is not the proper medium for the sale or giveaway of any personal items, including tickets.

· Limit the frequency of event announcements. Announcements of internal events such as Brown Bags, bake sales or receptions should be sent as invitations using the Outlook calendar, which will automatically generate a reminder message immediately prior to the event.

· Do not use e-mail for “Lost & Found” announcements. A common “Lost & Found” system has been established though the Security Desk, to eliminate the need for any e-mail messages on this subject. Personal items LOST AND FOUND at Headquarters should be reported to the Security Desk. If you lose or find an item, contact Security by phone.  By reporting your lost item to Security, they will know whom to contact if it is found. By reporting a found item, they’ll be able to return it when the owner reports it missing.

· Do not use e-mail for vehicle-related matters. Contact Security regarding anything vehicle-related, such as headlights being left on or a vehicle improperly parked. Vehicles belonging to CARE staff can be traced to the owner, matching the CARE parking sticker to Security’s registration list.

2.2.1 Do not use the CARE logo, clipart, photos, graphics or similar elements in your e-mail.

Graphic files consume valuable disk space and increase the time of accessing the messages from remote locations.  An ALMIS or policy announcement that requires 3 Kb of memory for all of its content will require more than ten times the amount of memory (306 Kb) with the CARE logo attached. While                                                                                                                                                                                                                               graphic and clip art files are easy to use and appealing to the eye, the amount of resources they require – and the burden they can create for staff who travel and who have difficulty working within the prescribed memory limits – makes their use prohibitive.

2.3 Use your Outlook calendar and keep it updated.
Electronic calendars should be used to plan meetings and help make scheduling easier and more efficient. Meeting planning is much more efficient when planned via-e-mail if electronic calendars are current. The updated calendars clearly show when participants are and are not available. As a result, arrangements for even the largest meetings can be made by a single person, without requiring direct contact with those involved.

· Meeting announcements should be sent as invitations, using the Outlook calendar.

· To revise or cancel a meeting scheduled in Outlook, you should send an update using your original invitation instead of creating a New one.

· When invitations are sent about major activities, “HQ Events” Should be included as a participant

2.4 Think twice before sending, replying to or forwarding an e-mail .

Is e-mail the best way to communicate your message? Conversing face to face, picking up the phone or putting your message on paper might be more appropriate.

Look closely at all the names of the people who will be receiving your e-mail. Do they all really need to see it?

When replying or forwarding, is it necessary to include the entire “trail “ of prior e-mails about the subject, when just an excerpt (or none) might do? On the flip side, does your message provide enough context and will it be absolutely clear to the recipient?

Consider your audience. If you are sending out a message that you have any reason to believe may be objectionable to any of the recipients, re-evaluate the language in question.

DIVERSITY POLICY

Rationale

CARE operates in approximately seventy countries worldwide, each with its Unique culture, perspectives, and socio-economic environment. It is CARE’s Diversity found in our global presence that will provide the resource and strength to fulfill our vision to overcome poverty and promote social justice. Continued success in the future will be determined by our ability to harness the full potential of diversity within CARE. This will require us to fully apply the talents of our staff within an environment rich with innovation, creativity, mutual respect, and value for the contribution of all. Understanding and appreciating diversity is a process to create these conditions; a way to engender respect for differences, talents, and perspectives; and a vital process to identify untapped potential to maintain CARE'’ excellence in addressing complex development issues.

CARE values and believes in diversity because:

· In order to enhance and advance our relief and development work, we need a variety of perspectives to inform relevant and responsible choices about how programs are designed, and about how projects are managed and implemented;

· CARE’s success in the future is dependent upon our ability to learn and innovate. Our differences in knowledge, approach and perspective are a source of innovation and learning;

· To increase capacity within the communities with which CARE works we need to build collaborative relationships and partnerships with people who have both similarities and differences;

· CARE’s mission calls for affirming the dignity and worth of all people. That include, but is not limited to, addressing discrimination in all its forms;

· CARE promotes diversity because we believe it is the right thing to do and it upholds our core values of “Respect, Integrity, Commitment and Excellence”.

Policy Statement and Definition of Diversity

This policy affirms CARE’s commitment to advance diversity as an organizational imperative, and to take full advantage of our global diversity to Improve our organizational effectiveness and the quality and impact of our Programs.         

By an advancing diversity, CARE will ensure that, collectively, CARE’s partners and staff at all levels embody the richness of diversity found in the socio-economic and  cultural environments in which we work. Embracing diversity at CARE means valuing, respecting and fully benefiting from each individual’s unique qualities and abilities in order to fulfill and strengthen our vision and  Mission.

CARE conceptualizes diversity in the broadest sense, going beyond regular classifications of gender, race, nationality, ethnicity, religion, sexual orientation, age, disability, among others, to also include diversity of  perspectives that uphold CARE’s core values, and to emphasize the value of creating and maintaining a work environment that promotes diversity.

Goals and Framework for Action

           To ensure progress in advancing diversity, a multi-faceted framework composed of three fundamental leverage areas for change is meant to serve as the foundation for the organization’s goals and actions. At all levels, and throughout CARE, there will be a commitment to advance the goals as outlined In the following three critical areas:

Representation

Advance representation by building diversity at all levels throughout the Organization, and ensuring that staff have an opportunity to contribute to decision making, including both strategic and operational issues.

Facilitate an Environment of Trust by Effectively Managing Change

Build an environment where staff feels trusted, authorized to contribute fully to CARE, and valued for who they are and what they do.

Learn About Diversity

Build the capacity of staff and the organization to learn and to utilize this learning towards advancing diversity and organizational effectiveness.

Implementation

CARE recognizes that building on diversity will progress at different rates and by different means around the CARE world. While we must respect the flexibility of this process, CARE will hold all its staff accountable for achieving measurable progress toward a situation where all individuals are valued, respected and have the opportunity and resources to contribute towards advancing the organization’s vision and mission. To this end:

·  All Headquarters Divisions, Regional Management Units, and Country Offices will be accountable to develop and integrate diversity objectives and plans within current planning processes, systems and operations.

· The Executive Team will monitor progress and ensure that all areas of concern are adequately addressed.

· The Program Division will ensure issues of diversity are integrated into programming objectives with its rights-based framework.

·  An annual review process will ensure the review of lessons learned and progress made.

CONFLICT OF INTEREST STATEMENT

Introduction

This Conflict of Interest Statement describes the policy of CARE with respect to conflicts of interest and supplements the CARE Employee Manual.

All CARE employees who are authorized under CARE’s Signature Authorization Policy Guidelines to approve the expenditure of funds, all procurement staff, and all employees who regularly requisition goods and services are required annually to execute a Conflict of Interest Statement.

Policy

CARE staff must scrupulously avoid any conflict between their own individual interests and the interests of CARE (a ‘conflict of interest”).

Definition of “Conflict of Interest”

A conflict of interest can arise in a variety of situations. A clear conflict of interest arises when a CARE employee or a member of the employee’s family:

Participates in the evaluation, selection, award or administration of a contract Or other order for the purchase of goods or services that will directly or indirectly benefit the employee or the employee’s family.

Has a direct or indirect financial or other interest in any party doing business With CARE.

Stands to gain personally or individually from any transaction in which CARE Is party.

Accepts gifts, favors, or anything of monetary value from vendors, including Contractors, (except for unsolicited gifts with a valueless than $ 25/Rs.2500)

Of course there are many other conflict of interest situations in addition to those described above. If an employee has a question about a potential conflict of interest situation, the employee should consult a supervisor.

Definition of “Employee’s Family” 

For the purposes of this Conflict of Interest  Statement, an employee’s family includes a spouse, brother or sister, parent, child or domestic partner.

Avoiding Perceived Conflicts of Interest 

In addition to avoiding actual conflicts of interest, CARE employees must avoid giving the appearance of a conflict of interest or perceived conflict of interest must be disclosed to an employee’s immediate supervisor.

Disclosure in Conflict Situations 

All situations where there is a conflict of interest or perceived conflict of interest must be disclosed to an employee’s immediate supervisor.

Approvals of Certain Conflicts 

In certain, limited circumstances, an employee may be approved to remain in a conflict or perceived conflict of interest situation. Only the President, Senior Vice President of Finance, and Director of Financial Services are authorised to grant such approvals.

Signing this Conflict of Interest Statement 

By signing where indicated below, the employee acknowledges that the employee has read and understands the contents of this Conflict of Interest Statement.

……………………………………

Name

……………………………………

Date

TEMPORARY DUTY ASSIGNMENTS AND EXPERIENTIAL LEARNING OPPORTUNITIES

A Temporary Duty Assignment (TDY) is created when a critical need arises and the expertise of a staff member not in the Country Office or H Q-based Unit is necessary. It is initiated by the receiving CO or Unit. An Experiential Learning Opportunity (ELO) is created as a training mechanism for an employee’s professional development, and is initiated by the employee’s manager.

Temporary Duty Assignment (TDY)

A TDY is created as a result of a temporary vacancy or need for additional temporary staff. TDY’s are not to be confused with learning assignments (see Experiential Learning Opportunity below). Generally, TDY assignments should be no longer than three months. For business reasons these positions are not necessarily advertised. Employees going on TDY assignments must have been performing satisfactorily in their current position  (Fully Meets Requirements or better) and meet the minimum qualifications of the TDY requirements. The need for additional personnel may be the result of an emergency, special project or prolonged absence of a current employee. TDY’s are open to national, international and US-based employees.

The requesting Country Office, Headquarters unit (HQ) or CARE member should go through and/or coordinate with the respective Human Resources department prior to contacting either an existing or former employee. This will ensure that the entity most familiar with the qualifications of the staff member has an opportunity to suggest the best candidate or to apprise the requesting entity of information regarding a particular candidate.

At the end of the TDY the initiating department or Country Office will provide the participant with a letter of accomplishment. A copy of the letter will be sent to the employee’s Human Resources representative for inclusion in his or her personnel file. Employees interested in TDY opportunities are asked to please discuss this with their supervisor.

Country Office to Country Office TDY

The Country Office requesting the TDY is responsible to cover all costs associated with the TDY. The requesting Country Office must also ensure that the employee is adequately covered by evacuation, medical, business travel, disability, accidental death and dismemberment, and life insurance. A temporary insurance policy may be purchased if necessary. Contact the Director of Total Pay for more information on temporary policies. The incoming Country Office must also ensure that an appropriate visa is procured for the incoming employee.

It is the responsibility of the requesting Country Office to provide a Scope of Work (SOW), and to pay any salary, per-diems, housing, travel, and other related costs associated with the TDY.  Any monies paid to or on behalf of the employee by the home Country Office will be cross-charged to the incoming Country Office except in the case of very short TDY’s when agreed upon. If the TDY position normally attracts a higher salary than the national staff person will currently earn, then additional compensation would become part of the arrangement. The difference will be calculated as per the example below. One of the following methods will be used to pay the employee the difference. It could 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 CO; or the receiving CO could pay the employee the difference in US dollars through accounts payable. You have to determine what is legal for your Country Office.


Additional compensation will be calculated as follows:

Assume a national staff member from CARE Kiribati accepts a one month TDY assignment to Rwanda and the salary for the assignment will be $3,000 per month (to establish a salary for a TDY, please contact your HQ Atlanta, Human Resources Regional Coordinator). For the duration of the TDY, the employee will retain all the local monthly compensation and benefits (if the home Country Office determines it is legal to do so) with the balance calculated as per directions below:

Exchange rate is:

· $1US – 2.5 panga: $3,000 – 7,500 panga per month

Employee normally earns 4,000 panga/month

Employee’s benefits are

          :

· 200 panga – Local health insurance per month

· 150 panga – Local social security plan tax per month

· 150 panga – Severance expense accrual per month

· 500 panga – cost of other benefits per month

Total benefits = 1,000 panga

7,500 panga – 4,000 panga = 3,500 panga additional to be paid to the employee by the home Country Office for the duration of the TDY. The home country then bills the requesting Country Office for 7,500 panga plus the cost of benefits. Should the additional salary increase the employee’s cost of benefits and income taxes, then these also added to the amount billed to the receiving Country Office. It is important that all additional monies paid to employees going on TDY’s be added to their salaries to ensure CARE remains in compliance with local taxation laws. At the same time, employees accepting TDY assignments remain fully responsible for any increase in the employee’s share of certain benefits and income taxes.

The requesting County Office will cover all local costs such as lodging and per-diem, which will be paid directly to the employee or the vendor (e.g. hotel). Travel costs will be covered by the requesting office and paid either directly by the requesting office, or cross-billed by the home office, (e.g. if they purchase the ticket).

Country Office to Headquarters TDY
The HQ department requesting the TDY is responsible for all costs associated with the TDY. The requesting HQ department must also ensure that the employee is adequately covered by evacuation, medical, business travel, disability, accidental death and dismemberment, and life insurance. A temporary insurance policy can be purchased if necessary. Contact the Director of Travel Pay for more information on temporary policies. The HQ department must also ensure that an appropriate visa is procured for the incoming employee.

It is the responsibility of the requesting headquarters department to provide a Scope of Work (SOW), and to pay any salary, perdiems, housing, travel, and other related costs associated with the TDY. Any monies paid to or on behalf of the employee by the home Country Office will be cross-charged to the incoming headquarters department, except in the case of very short TDY’s when agreed upon. The international employee rate of pay does not normally change; however, this is not the case for national staff. If the TDY position normally attracts a higher salary than the national staff person currently earns, then additional compensation will become part of the arrangement.

The method to compensate employees from Country Office to HQ TDY’s is as follows; the IRS requires that any employee coming to work in the USA on a work visa must be paid though our payroll and the applicable taxes must be withheld. Headquarters will work with the Country Office, to ensure that the employee’s family does not lose their health and welfare benefits provided by the employee’s home Country Office, as this would normally mean that their salary and benefits would cease from their home country.

The requesting headquarters department will cover all local costs like lodging and per-diem, which will be paid directly to the employee or the vendor (e.g. hotel). Travel costs will be covered by the requesting HQ department  and paid either directly by the requesting office, or cross-billed by the home office, (e.g. if they purchase the ticket)

Headquarters to Country Office TDY

When a TDY is arranged between a Country Office and a headquarters department, HQ must ensure that the employee is adequately covered by insurance as mentioned above. It is the responsibility of the Country Office to pay any perdiems, housing, travel, and other related local costs associated with the TDY. The employee’s salary may or may not be cross-charged, depending on the arrangements between the receiving Country Office and HQ. Salary and benefits of HQ personnel going to a Country Office on a TDY remain same except for employees working in emergencies or hardship locations. These employees may be eligible for a hardship allowance; Human Resources and the Director of Emergency Group will determine this.

Experiential Learning Opportunity (ELO)

ELO’s are designed to provide hands-on learning to improve the employee’s competency and knowledge. They are organized in direct relation to the perceived professional growth requirements of the employee and will have a start and end date. A structured work plan for the ELO should be developed with a formalized evaluation component. An ELO opportunity may be within an employee’s own unit, within another unit or department or in another Country Office. The salary and benefits of ELO participants do not change. Normally all costs are borne by the initiating department/County Office and basic requirements for insurance, etc., apply in the same way they do for TDYs. At the end of the ELO the initiating department/County Office will provide the participant with a letter or certificate of accomplishment. A copy of the letter/certificate will be sent to the employee’s Human Resources representative for inclusion in his or her personnel file.

ACKNOWLEDGEMENT OF HANDBOOK

I understand that the CARE Employee Handbook can be found on line at my.CARE.org. or at carenet.care.org, for US based employees. Country Offices will make it available to International employees either by hard copy or other electronic means such as CD-ROM.

I acknowledge that I have a duty to read this handbook and understand the contents of it. If I have any questions or if I need additional information I will contact my headquarters Human Resource Regional Coordinator, Manager or Country Director.

Name of Employee (print  please)            Signature of Employee
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annex i
personal data form

annex ii
group personal accident policy

annex iii
personnel requisition form

annex iv
benefits on the existing surgical & hospitalization expenses insurance policy
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ANNEX vIII
bUSINESS RELATED TRAVEL POLICY AND VEHICLE USE POLICY

ANNEX IX
AMENDMENT TO THE BUSINESS RELATED TRAVEL POLICY AND VEHICLE USE POLICY

Annexure viii

CARE SRI Lanka Vehicle use Policy:

	Band
	Home to Office Travel
	Personal Travel 

	Expatriates

CD

PD/AD

(Colombo & Area Offices)
	CAREvehicle-50km/day-over 50 at Rs.5.00/km

CARE vehicle-30km/day-over 30at Rs.5.00/km 
	700km/month-$50 over 700km at Rs. 5.00/km

600km/month-$50, over 600km at Rs. 5.00/km 

	Band E –Colombo

Area Offices
	Vehicle Privilege

Or Transport Allowance included to the Salary


	Colombo-four  times a year during weekends and holidays

Area Offices-four times a year during weekends and holidays

PD/Ads up to 600km/month free, over 600km at Rs.5.00km



	Band –D- –Colombo

  Area Office

  
	Transport Allowance 

Included to the Salary

 
	Only once a year during weekends and holidays

Only once a year during weekends and holidays

	A,B,C

Band –B–(Field Based)
	A) Transport Allow- ance included to the salary.

B) CARE motor cycle-14km/day
	Only on special  occasions once a year

Motorcycle users-100km/month-over 100km at Rs.2/km
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