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A Message from the Country Director 

First of all I would like to welcome you to CARE Tanzania 

expressing my hope that it will be an engagement that 

will be mutual beneficial. You will be involved in our work 

to empower women and girls in Tanzania, to help them lift 

themselves out of poverty and have their voices heard. 

At CARE Tanzania we have a diverse, talented, 

professional and extremely dedicated group of staff. We 

are dedicated to CARE’s core values of commitment, 

accountability, respect, excellence and diversity. We 

expect you to contribute to upholding these values.   

 

In this second decade of the new century, CARE Tanzania will work to empower 

women and girls in underserved and environmentally restricted rural areas to live 

healthy, secure and sustainable lives. This is the change that CARE Tanzania will seek to 

contribute to through its Mwangaza Program. We all have role to play in achieving this 

strategic objective and each position in the organization is designed to contribute to 

this, which is an exciting but also responsible task. You will be part of our greatest 

strength: our staff! 

 

This handbook serves as a guide to CARE Tanzania’s organizational policies.  It conveys 

CARE Tanzania’s standards and expectations of you as well as your rights and 

benefits.  I urge you to spend some time becoming familiar with this information and use 

it as a tool to help you better succeed in your job.  I hope you will pay particular 

attention to the section detailing CARE Tanzania’s values of commitment, 

accountability, respect, effectiveness and diversity.  These principles define our work 

and our character as an organization and should influence every task and interaction. 

 

If you are like me, there is nothing more fulfilling than a career that helps women and 

girls in poor communities to expand opportunities for themselves and realize their 

potential.  I hope that you find your work challenging and satisfying.  Thank you for 

being a part of our team! 

 
Paul Daniels 
Country Director 
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Preface 

This handbook is your guide to understanding many of the policies, procedures and 

guidelines that will make you a successful contributor at CARE Tanzania, as well as a 

reference to the many benefits that CARE Tanzania offers. 

 

This handbook generally describes some of the practices and procedures in effect at 

CARE Tanzania and is intended to serve as a set of guidelines.  Employees should read, 

understand, and comply with all provisions of the handbook. 

 

No employee handbook can anticipate every circumstance or question about 

policy.  CARE Tanzania reserves the right to revise, supplement, or rescind any policies 

or portions of the handbook, from time to time as it deems appropriate, in its sole and 

absolute discretion, with or without notice.  Generally, employees will be notified of 

substantive changes to the handbook. 

 

Neither this handbook nor any policy contained in this handbook or elsewhere is 

intended to create a vested contractual right in any employee, nor does this 

handbook, in describing CARE Tanzania’s policies or procedures, commit the 

organization to follow any particular policy or procedure. 

 

This handbook replaces any previous handbook or manual, and is provided to you as a 

ready source of information for the questions you may have about CARE Tanzania’s 

employment policies.  Please note that while it is your responsibility to read this manual 

thoroughly and agree to abide by its contents, you should not hesitate at any time to 

consult your manager or the HR Office for more specific information or for answers to 

any questions you may have.  We are happy to help. 
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General Information  

Purpose 

CARE Tanzania is a Country Office for CARE International, which is a non-profit, non-

sectarian, non-governmental organization with its Secretariat in Geneva, Switzerland.  

CARE International is a confederation of members.  Each member is responsible for 

raising finances for relief and development programmes from the public, corporations, 

foundations, and governments in their respective countries.   

CARE USA, CARE Canada, and CARE Australia, which have responsibilities as Lead 

Members for specific country offices, are responsible for hiring international staff and 

providing back office technical assistance and support for the country offices assigned 

to them.  Lead Members as well as other CARE International members provide 

technical assistance and support for programs/projects being implemented in Country 

Offices where they are engaged with. At the moment CARE is planning to become a 

global organization with only one HQ. It is expected that the process of intergrating the 

various members into one system will take at least another two years.  

CARE USA is the Lead Member for CARE Tanzania, and CARE Tanzania’s country 

programme is coordinated by CARE USA on behalf of CARE International.  At the 

regional level, CARE Tanzania receives oversight and guidance from the East and 

Central Africa Regional Management Unit (ECARMU) based in Nairobi. 

CARE Tanzania, as a country office, is responsible for designing, implementing, 

monitoring, and evaluating programs, as well as raising funds with institutional, bilateral, 

and multilateral donors. 

CARE’s Vision 

We seek a world of hope, tolerance, and social justice, where poverty has been 

overcome and people live in dignity and security.  CARE International will be a global 

force and a partner of choice within a worldwide movement dedicated to ending 

poverty.  We will be known everywhere for our unshakable commitment to the dignity 

of people. 

CARE’s Mission 

CARE’s reason for being is to affirm the dignity and worth of individuals and families in 

some of the poorest communities of the world.  We seek to relieve human suffering, to 

provide economic opportunity, to build sustained capacity for self-help, and to affirm 

the ties of human beings everywhere.  We are committed to pursuing our mission with 
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excellence because the people whom we serve - beneficiaries and donors - deserve 

nothing less. 

Mwangaza Impact  Group and Goal 

Impact Group: 

Marginalized and vulnerable women and girls, at critical life stages, in rural underserved 

and environmentally restricted areas. 

Impact Goal: 

Marginalized and vulnerable women and girls in rural underserved and environmentally 

restricted areas, are empowered to live healthy, secure, and sustainable lives. 

CARE Tanzania’s Core Values “CARED” 

The following core values guide CARE Tanzania’s work and how the staff of CARE 

Tanzania relates to colleagues, partners and program stakeholders. They are: 

COMMITMENT:  Within CARE we depend on one another’s efforts to succeed.  We 

are committed to our work and to our partners to achieve mutual goals. 

♦ Build partnerships with other organizations that will help us fulfil our shared purposes. 

♦ Encourage partnership in designing, planning, implementation, monitoring and 

evaluation. 

♦ Learn from and support one another to acquire the skills and knowledge to fulfil our 

personal and professional aspirations. 

♦ Work with dedication and individual commitment. 

♦ Celebrate staff and partners’ achievement on the work we do. 

♦ Demonstrate proper interpretation and application of policies that influence 

communities to assume active roles in improving their livelihoods. 

♦ Promote “work-life” balance. 

ACCOUNTABILITY:  We take responsibility for our decisions, actions and 

resources entrusted to us, and account for the use and results of these to the 

stakeholders for and with whom we work. 

♦ Effectively and faithfully fulfil our roles as agreed with partners. 
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♦ Use good judgment in the use of financial and material resources entrusted to us. 

♦ Promote transparency in all our dealing with partners, staff, donors and others. 

♦ Highlight problems at an early stage, report them and seek solutions. 

♦ Be accountable to the communities we serve. 

RESPECT:  We recognize and value the worth, potential and dignity of every 

human being. 

♦ Treat others with tolerance, empathy and fairness. 

 

♦ Recognize the intrinsic worth and dignity of all people. 

♦ Support mentoring based on mutual respect 

♦ Provide the opportunities for individuals to work for and shape their development. 

EFFECTIVENESS:  We aim to work in a manner, which brings about positive 

change, both in our achievement of long-term and lasting goals, and in our use 

of resources. 

♦ Seek, receive and act on feedback on the effects of our work. 

♦ Effectively work in networks and build alliances. 

♦ Effectively build teams across programs in support of our common purpose. 

♦ Demonstrate innovation and creativity in our work. 

♦ Learn from experience of previous work. 

♦ Demonstrate curiosity, self-drive in learning about our work, about global CARE and 

about developments in the country.  

DIVERSITY:  We recognize and value the diversity of life.  We seek to promote 

tolerance, understanding and equity amongst people and between people and 

other forms of life. 

♦ Encourage and promote gender equity and diversity in ethnicity, race, religion, 

disability and nationality in the workplace. 

 

♦ Solicit and consider ideas and diverse views in decision-making. 

 

♦ Value the intrinsic worth of plants and animals.  
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♦ Minimize harm in our interaction with the environment. 

 

♦ Recognize and value unique contribution of each individual staff member, 

community and partner. 

 

CARE Tanzania’s Programming Principles 

A number of principles form the basis for all CARE Tanzania’s work in development and 

responding to issues of poverty reduction. These are: 

Principle 1: Promote Empowerment 

We stand in solidarity with poor and marginalized people, and support their efforts to 

take control of their own lives and fulfil their rights, responsibilities and aspirations.  We 

ensure that key participants representing affected people are involved in the design, 

implementation, monitoring and evaluation of our programmes. 

Principle 2: Work in Partnership with Others 

We work with others to maximise the impact of our programs, building alliances and 

partnerships with those who offer complementary approaches, are able to adopt 

effective programming approaches on a larger scale, and/or who have responsibility 

to fulfil rights and alleviate poverty through policy change and enforcement. 

Principle 3: Ensure Accountability and Promote Responsibility 

We seek ways to be held accountable to poor and marginalized people whose rights 

are denied.  We identify those with an obligation toward poor and marginalized 

people, and support and encourage their efforts to fulfil their responsibilities. 

Principle 4: Address Discrimination 

In our programs and offices we address discrimination and the denial of rights based on 

sex, race, nationality, ethnicity, class, religion, age, physical ability, caste, opinion or 

sexual orientation. 

Principle 5: Promote the Non-Violent Resolution of Conflicts 

We promote just and non-violent means for preventing and resolving conflicts, noting 

that such conflicts contribute to poverty and the denial of rights. 
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Principle 6: Seek Sustainable Results 

By acting to identify and address underlying causes of poverty and rights denial, we 

develop and use approaches that ensure our programmes result in lasting and 

fundamental improvements in the lives of the poor and marginalized with whom we 

work. 

By these principles, we hold ourselves accountable for enacting behaviours consistent 

with them, and ask others to help us do so, not only in our programming, but also in all 

that we do. 
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Chapter 1 – Employment 

CARE Tanzania’s employees are our greatest resource and the key to fulfilling CARE 

Tanzania’s vision and mission.  CARE Tanzania is committed to attracting talented, 

skilled, and productive people by offering a hospitable, challenging, and supportive 

work environment, as well as a competitive salary and benefits package.  This chapter 

presents fundamental information about employment with CARE Tanzania, and the 

standards by which CARE Tanzania conducts its staffing activities. 

Employee Classifications 

CARE Tanzania has established employment categories to assist in determining eligibility 

for various benefits and in accordance to the Tanzania Labour Laws: 

Fixed Term Contract – Employees provided with a Fixed Term contract for a period of 

six months or more are considered fixed term employees.  Such employees are entitled 

to all benefits as per this manual.  However, this type of contract does not guarantee 

continued employment beyond the period of the contract, and does not preclude 

termination of the employee due to a reduction in work force, budget cuts/restraints, 

poor work performance, or disciplinary action.  Government of Tanzania (GOT) 

Seconded, Assigned and Other Partners are considered Fixed Term Contract 

employees.  

Specific Task Contract – Employees who are provided with specific short-term work on 

a daily, weekly or monthly basis are considered casual employees.  These employees 

are not entitled to any benefits. Casual employees can be hired for no more than 90 

continuous days.  Employees hired as casual labours are not required to sign a 

contract.   

Pre Employment Requirements 

Personal information is required to ensure personal records are accurate.  A new 

employee must bring or receive a complete of the following items:  

♦ Personal Data Form Dully completed 

♦ 6 passport size photos of self and 2 for spouse and dependents 

♦ Certified copies of academic certificates 

♦ Certified copy of National Identity Card/Passport or Driving License 

♦ Certified copy of marriage certificate 

♦ Certified copies Birth certificate of children 

♦ Certified Social Security Card or Social Security Joining forms, in instances where 

new employee is not a member of any Scheme; 

♦ Signed Conflict of Interest, Code of Conduct, Child Protection Self Disclosure and 

Agreement, and  
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♦ Online Safety and Security Awareness Course  

Medical Examination 

Prior to joining CARE, every employee is expected to undergo a medical examination 

conducted by a qualified doctor or physician.  Final employment contract is subject to 

a satisfactory medical report. 

Orientation 

All new staff will follow an orientation program that covers personal requirements, 

departmental and CARE familiarization.  The nature and the period of the orientation 

will be provided by the HR to every new employee.  There is a departmental induction 

specific for each department which is conducted by their respective Line Managers. 

Probationary Period 

The first six months of your fixed term employment regardless Fixed Term or Probationary 

Contract with CARE Tanzania represents a Probationary Period. During this time, an 

employee is expected to adjust to the new job, and the Line Manager should closely 

monitor performance.   During this period, an employee will not be entitled to any 

leave. 

Upon successful completion of probation period, an employee will be given a 

confirmation letter as a Fixed Term employee of CARE. 

It may become necessary for CARE Tanzania to extend probation period if 

performance expectations are not being met.  If there is no improvement and based 

on performance evaluation, CARE Tanzania may decide to terminate employment by 

giving one month notice or salary in lieu of notice. 

Personal Data 

It is very important that you keep all personal data up to date.  Examples of data that 

should be updated include:  information on changes in emergency contact, family 

status, household, address, post and education achievements.  All staff may make 

these changes through HRMIS, a system that enables you to review and update various 

personnel, benefits, and payroll information.  All changes must be made within 30 days 

of occurrence or by notifying the HR Office.  Failure to update your records in a timely 

manner may jeopardize your benefits eligibility. 

 

 



15 

 

Misrepresentation 

Should it become evident, subsequent to an employee’s appointment, that the 

employment was the result of the employee’s submission of false, unreliable, or flawed 

information, declarations, recommendations or certificates, the employee assuming an 

untrue personality or the employee deliberately concealing or keeping silent 

concerning an incident or a circumstance relevant to the employment requirements of 

CARE Tanzania, the contract may be forthwith annulled without prior notice and 

without compensation. 

CARE Tanzania’s General Policies  

Equal Employment Opportunity 

CARE Tanzania, in recognition of our responsibility to our employees and to the 

communities in which we operate, reaffirms our equal employment opportunity policy 

of complying with equal employment opportunity/non-discrimination laws.  We make 

this commitment because it is the right thing to do and not just because it is the law.  In 

carrying out this responsibility, we will, to the fullest extent required by applicable law: 

♦ recruit, hire, and promote for all job classifications, and 

♦ take all personnel actions (such as compensation, benefits, transfers, CARE 

Tanzania-sponsored training, social and recreational programs, and terminations) 

without regard to race, color, national origin, ethnicity, sexual orientation, marital status, 

religion, gender, age, disability, veteran status, socioeconomic status, HIV/AIDS status or 

other bases prohibited by Tanzania  laws.  CARE Tanzania also makes reasonable 

accommodations for qualified applicants and employees with disabilities, unless doing 

so creates an undue hardship, in accordance with all legal requirements.  Any 

employee with a disability who requires an accommodation to perform the essential 

functions of the job should talk to his or her manager to request an 

accommodation.  CARE Tanzania will work with the individual to attempt to identify a 

reasonable accommodation that will not impose an undue hardship on the 

organization. 

Employment of Relatives 

Relatives are defined as all persons related to an employee by blood, adoption or 

marriage (including in-laws and stepchildren), up to and including first cousins and 

domestic partners.  CARE Tanzania will only employ relatives when there is no actual or 

perceived conflict of interest in doing so.  A manager may not hire a relative as an 

employee in his or her own department.   

The general guidelines in hiring relatives are: 
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♦ Employment of a relative cannot displace the functions of an existing employee. 

♦ Relatives may not report directly to the same immediate manager or to each other, 

or be in the same reporting line except in those instances in which related 

individuals are permitted to share a job. 

The employment of a relative must be approved by the CD, Internal Audit Manager 

and the HR and Organizational Development Manager. 

For employees who develop relationships after the start of employment, you may be 

allowed to continue working in the same capacity as long as the situation poses no 

conflict of interest and you are not on the same project team.  If both employees report 

to the same manager, one partner may need to transfer from the unit or division.  

CARE Tanzania strongly discourages managers from pursuing a relationship with an 

employee they directly or indirectly supervise. 

 

Child Protection Self Declaration and Agreement  

Consistent with CARE’s vision, mission and core values of respect, integrity and 

accountability, we seek to create and maintain an organisational environment that is 

free of harassment and exploitation, and to ensure the same in all of our work with the 

communities that we work with.  Each member of the community with whom CARE 

works or provides assistance must have CARE’s utmost assurance that they will not be 

subject to any form of harassment or exploitation. 

CARE’s capacity to ensure the protection of and assistance to the children that we 

work with, depends on the ability of its staff to uphold and promote the highest 

standards of ethical and professional conduct. We, the staff members of CARE, are 

personally and collectively responsible for maintaining these standards.  Managers 

have a particular responsibility to uphold these standards, to set a good example, and 

to create a working environment that supports and empowers staff. 

CARE considers child abuse unacceptable in all circumstances and is committed to 

ensuring that all possible and necessary steps are taken to acknowledge the rights of, 

and protect the well being of, all children (persons under the age of 18 years) that we 

work with. 

It is of utmost importance that abuse is not perpetrated nor compounded by those that 

CARE puts in contact with children and in whom children place their trust.  It is therefore 

essential that all CARE staff/representatives understand their own role in protecting 

children and that all practical and reasonable steps are taken to minimise the risk of 

harm to children. 
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Discrimination, Harassment & Exploitation 

Consistent with CARE Tanzania’s vision, mission, and core values of Commitment, 

Accountability, Respect, Effectiveness and Diversity, we seek to create and maintain an 

organizational environment that is free of discrimination, harassment, and exploitation, 

and to ensure the same in all of our work with communities and partners.  This is critical 

to our effectiveness as an organization.  Each member of a community with whom 

CARE Tanzania works or provides assistance must have CARE Tanzania’s utmost 

assurance that they will not be subject to any form of harassment or 

exploitation.  Equally, each CARE Tanzania employee must have the opportunity to 

contribute fully to CARE Tanzania’s mission in a work environment that is free from all 

forms of harassment and exploitation.  To fulfill these aims, CARE Tanzania expressly 

prohibits and will not tolerate any form of harassment or exploitation, be it physical, 

sexual, or psychological.  CARE Tanzania employees are obliged to create and 

maintain an environment that prevents exploitation and abuse. 

Definitions 

Harassment 

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.  CARE Tanzania prohibits harassment of any program 

participant, partner, vendor, or other individual visiting or doing business with 

CARE.  Examples of harassment include, but are not limited to: 

♦ Verbal conduct such as threats, derogatory or offensive remarks, name calling, 

innuendos, slurs, jokes or degrading words used to describe an individual or 

individual characteristics in general, or any other demeaning or inappropriate 

comments. 

♦ Visual conduct such as leering, gesturing, displaying or distributing offensive objects 

or pictures, cartoons, graffiti, posters, or magazines. 

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

♦ Threats or insinuations that could affect a program participant’s entitlement to 

assistance. 

♦ Actual or threatened physical abuse or conduct. 

Exploitation 

Exploitation involves using one’s position of authority, influence or control over 

resources, to pressure, force or manipulate someone to do something outside of his or 

her usual job responsibilities against their will.  This includes threatening to withhold 

project assistance, threatening to make false claims about a person in public, or any 

other negative repercussions in the work place or community.  Examples of exploitation 

include, but are not limited to: 
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♦ Offering special benefits to program participants or employees in exchange for 

expressed, implied or demanded favors. 

♦ Threats or insinuations that an individual’s refusal or unwillingness to submit to 

demands will affect the person’s entitlement to project assistance and support, or 

terms and conditions of employment. 

Sexual Harassment 

Sexual harassment means any unwelcome sexual advance, comment, expressed or 

implied sexual demand, touch, joke, gesture, or any other communication or conduct 

of a sexual nature, whether verbal, written or visual, by any person to another individual 

within the scope of CARE Tanzania’s work.  The definition includes sexual harassment 

that is directed at members of the same or opposite sex and includes harassment 

based on sexual orientation.  CARE Tanzania prohibits sexual harassment of any 

individual, employee, or program participant, regardless of their work 

relationship.  Unwelcome sexual advances, requests for sexual favors and other verbal, 

physical, or visual conduct based on sex constitute unlawful sexual harassment when: 

♦ Submission to such conduct becomes an implicit or explicit term or condition of 

employment; 

♦ Submission to or rejection of the conduct is used as the basis for any employment 

decision; or 

♦ The conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive 

working environment. 

Examples of gender-based harassment forbidden by this policy include the following: 

♦ Offensive sex-oriented verbal kidding, teasing or jokes. 

♦ Repeated unwanted sexual flirtations, advances or propositions. 

♦ Continued or repeated verbal abuse of a sexual nature. 

♦ Graphic or degrading comments about an individual’s appearance or sexual 

activity. 

♦ Offensive visual conduct, including leering, making sexual gestures, the display of 

offensive sexually suggestive objects or pictures, cartoons or posters. 

♦ Unwelcome pressure for sexual activity. 

♦ Offensively suggestive or obscene letters, notes or invitations. 

♦ Offensive intentional physical contact such as patting, grabbing, pinching, or 

brushing against another’s body. 

Sexual Favoritism 

Sexual favoritism occurs when a manager makes a decision based upon an 

employee’s or applicant’s receptiveness to sexual advances.  CARE Tanzania prohibits 
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this conduct even if it is isolated in nature and not sufficiently widespread to constitute 

unlawful conduct. 

Prohibited Conduct 

The conduct prohibited by this policy, whether verbal, physical or visual, includes any 

discriminatory employment action and any unwelcome conduct that affects someone 

because of that individual’s protected status.  Among the types of unwelcome 

conduct prohibited by this policy are epithets, slurs, negative stereotyping, intimidating 

acts and the circulation or posting of written or graphic materials that show hostility 

toward an individual because of his/her protected status.  CARE Tanzania prohibits that 

conduct even if it is not sufficiently severe or pervasive to constitute unlawful 

harassment. 

Employee Responsibility 

All CARE Tanzania employees have a personal responsibility to conduct themselves in 

compliance with these policies.  Everyone is expected to avoid any behavior or 

conduct that could reasonably be interpreted as prohibited harassment; no 

employees, not even the highest ranking people in the organization, are exempt from 

the requirements of this policy.  As set forth below, all employees are required to report 

any observation of conduct inconsistent with this policy.  If you have any questions 

concerning this policy, please contact the HR Unit, Internal Audit Unit, CD or log on or 

email TZA-WB@co.care.org.  

Retaliation 

CARE Tanzania will not tolerate any form of coercion, intimidation, reprisal or retaliation 

against anyone who reports discrimination, harassment or sexual harassment, or 

provides any information or other assistance in an investigation.  Any employee found 

to have discriminated, harassed, coerced or intimidated in retaliation against another 

in violation of this policy will be subject to prompt and appropriate disciplinary action, 

up to and including termination. 

Fraudulent Acts and Losses 

Any employee who identifies or suspects an irregularity, and suspects that such 

irregularity involves not only employees, but also vendors and other outside parties; 

he/she has an obligation to report this to his/her immediate supervisor. If such employee 

is not satisfied after discussions, or has reason to believe that the supervisor is involved, 

he/she should speak to the Internal Auditor or Country Director. 

If an employee suspects dishonest or fraudulent activity, he/she should report such 

activity through the normal chain of supervision. If however, this is not possible, a 
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confidential report should be sent to the Internal Auditor / Country Director. Such 

matters will be dealt with on a confidential basis. 

The following acts are prohibited: 

♦ Any dishonest or fraudulent act, forgery or alteration of any document or account 

belonging to CARE, including but not limited to payroll and associated leave 

records and accounts, travel and expense reports, advance records and accounts, 

procurement documents, agricultural commodity records, spare parts or project 

materials and equipment inventory records, food commodity management and 

monitoring reports, stock ledgers, stack cards, waybills, etc. 

♦ Forgery or alteration of a check, bank draft, or any other financial document and/or 

any accounting document such as food accounting, monitoring and distribution 

reports. 

♦ Misappropriation of funds, commodities (both food and non-food items), securities, 

supplies, spare parts, project materials and equipment or other assets. 

♦ Accepting or seeking anything of material value from vendors or persons providing 

services/materials to CARE, or from beneficiaries or from partner organizations or 

from persons implementing CARE programs or from counterpart officials 

♦ Destruction or misappropriation of records, furniture and/or equipment 

♦ Diversion, alteration, or mismanagement of documents or information, and/or any 

similar or related irregularity 

It is clearly understood and agreed that, infringement of any of the above terms and 

conditions will result in the immediate termination of the services of the employee. 

Reporting Violations of CARE’s Discrimination, Harassment, 

Exploitation or Retaliation Policies 

All employees have an obligation to report harassment of any form and exploitation, if 

they believe any of these forms of abuse have occurred in the course of duty within the 

workplace or in program communities, if they observe such conduct, or if they receive 

any information about such conduct.  Discrimination, harassment, exploitation, or 

retaliation in any form must be reported immediately to any of the following: 

♦ Your manager or senior management (i.e.  CD or Assistant CD) 

♦ The Internal Audit Office; 

♦ Log on www.care.ethicpoint.com;  

♦ Email: TZA-WB@co.care.org or 

♦ Call +1 503-726-4063  
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The report may be verbal or in writing, and should provide details of what happened, 

including date, location and the name of the witness.  The initial report and all 

subsequent information developed will be held in the strictest confidence and will be 

disclosed only on a need-to-know basis in order to investigate and resolve the matter. 

If you feel unable to report the situation to anyone within CARE Tanzania, you may 

utilize CARE International Line, an additional reporting mechanism for employees who 

become aware of wrongful conduct by CARE Tanzania staff.  CARE International Line 

may be accessed from any computer in the world via www.clearviewconnects.com 

(select CARE for organization name.)  

After reporting possible violations of the organization’s discrimination, harassment, 

exploitation and/or retaliation policies, you will receive an acknowledgment verifying 

that a complaint was received.  If you do not receive verification within five (5) business 

days, notify the Vice President of Human Resources or the Office of General Counsel 

that a report was made and to whom. 

In investigating and in imposing any discipline, CARE International will attempt to 

preserve confidentiality to the extent the needs of the situation and/or investigation 

permit.  Any employee found to have violated CARE’s discrimination, harassment, 

exploitation and/or retaliation policies will be subject to disciplinary action, up to and 

including termination of employment. 

Gender Equity & Diversity 

CARE Tanzania’s approach to gender equity and diversity (GED) embodies CARE 

Tanzania’s commitment to the organizational imperative of valuing, respecting and fully 

benefiting from each individual’s unique qualities and abilities in order to fulfill and 

strengthen our vision and mission.  CARE Tanzania’s success in advancing quality 

programming depends on our ability to harness and apply the skills and abilities of our 

staff within an environment of respect, trust, and value for the contribution of 

all.  Understanding and appreciating GED is a process to create these conditions. 

CARE Tanzania values and believes in gender equity and diversity because: 

♦ In order to enhance and advance our humanitarian work, we need a variety of 

perspectives to inform relevant and responsible choices about how programs are 

designed and how projects are managed and implemented.  

♦ To increase capacity within the communities in which CARE Tanzania works, we 

need to build collaborative relationships and partnerships amongst people with a 

multiplicity of similarities and differences. 

♦ CARE Tanzania’s mission calls for affirming the dignity and worth of all people.  This 

includes, but is not limited to, combating discrimination in all its forms. 
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♦ CARE Tanzania’s success depends on our ability to learn and innovate.  Our 

differences in knowledge, approach, and perspective are the source and spring of 

innovation and learning. 

CARE Tanzania promotes diversity because we believe it is the right thing to do.  It 

allows us to lead internally with our staff and externally in our work with program 

participants by upholding CARE Tanzania’s core values. 

CARE Tanzania recognizes the contribution and potential of both women and men 

towards the fulfilment of its vision and mission.  Therefore recognizing that organizational 

polices have different consequences for women and men, CARE Tanzania will ensure 

organisational  support to women and men to consistently address strategic gender 

needs and interests that lead to gender equality. CARE Tanzania gives support and 

encouragement to attract and retain female staff. 

HIV/AIDS Policy 

CARE Tanzania is committed to providing a supportive workplace for all employees, 

regardless of HIV/AIDS status.  This commitment is based upon the following principles:  

CARE Tanzania will not discriminate against a qualified individual with regard to job 

applications, hiring, advancement, discharge, compensation, training, or other terms, 

conditions or privileges of employment based on their HIV status.  CARE Tanzania does 

not and will not require HIV screening as part of pre-employment or general workplace 

physical examinations and our employment practices will comply with Tanzania laws 

and regulations. 

CARE Tanzania recognizes that if you have HIV/AIDS or any other life-threatening illness, 

you may wish to continue in as many of your normal pursuits as your illness allows, 

including work.  Therefore, CARE Tanzania will be supportive of and make reasonable 

accommodations for you to perform the essential functions of your job if it is medically 

advisable and unless doing so creates an undue hardship in accordance with all legal 

requirements.  It is not required to disclose your HIV or AIDS status to anyone at CARE 

Tanzania.  

Discrimination 

CARE Tanzania will not tolerate any form of discrimination against staff, their family 

members, or other loved ones based on HIV-positive status.  Similarly, CARE Tanzania will 

not tolerate any form of discrimination against or among project participants and 

partners based on HIV-positive status.  Any form of discrimination or harassment based 

on HIV-positive status will be subject to disciplinary action. 
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Confidentiality 

A CARE Tanzania manager cannot ask an employee about his or her HIV status.  If an 

employee chooses to disclose his or her HIV status, it will be treated as confidential 

information.  Confidentiality of health information is protected by law, and CARE 

Tanzania respects and upholds this.  

Testing 

HIV/AIDS testing will not be required at the time of recruitment or as a condition of 

continued employment. 

Employees who wish to be tested for HIV or AIDS may work through CARE Tanzania 

awareness programs.  

Care and Support 

Through our comprehensive medical insurance plans, CARE Tanzania ensures access to 

care and support services for staff and their families.   

♦ Voluntary counseling and testing; psychosocial counseling; prevention information 

and education. 

♦ Medical/primary health care, and  

♦ Accommodated to attend clinics on regular basis. 

Your Work and Environment 

CARE Tanzania expects all employee to work together in an environment where trust 

and honest prevails. 

Open Door Environment 

CARE Tanzania strives to provide a supportive, harmonious working environment for 

employees and to treat employees honestly, with dignity and respect.  CARE Tanzania 

management believes that ideas can only flourish in an atmosphere of free and open 

communication, where employees can discuss problems or suggestions with their 

managers without fear of reprisal. 

 

If you find that you have an issue or concern with another colleague, you are strongly 

encouraged to have an open discussion with that person.  Having an open discussion is 

usually the best method to resolve conflict, and the earlier the discussion takes place 

the better.  Sometimes a minor problem can be resolved before becoming a major 

issue.  Discussions should take place in person wherever possible and not over email, as 

this tends to exacerbate the problem. 
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If you cannot resolve the issue directly, then you should seek advice from the next level 

of management.  

Any concerns relating to possible violations of the organization’s policies prohibiting 

discrimination, harassment, and retaliation must be reported in accordance with the 

reporting procedures stated above 

Health and Safety 

CARE recognizes and accepts responsibility as an employer to provide a healthy and 

safe place of work.  However, each of us has a responsibility for immediately reporting 

any unsafe working conditions including job-related accidents or illnesses to any 

Manager.  Please note the following: 

♦ First Aid: First aid kits are provided in all offices and CARE vehicles for emergency 

cases.  Red Cross Tanzania conducts first aid courses to first aiders to equip them 

with necessary skills to assist staff.  Please contact your Administrator for further 

information; 

♦ Fire and Emergency: You are expected to maintain highest level of safety in your 

work environment.  The Administration Unit gives periodic updates on safety in the 

event of fire and fire prevention including annual fire drill.  All enquiries should be 

forwarded to Operations Manager. 

♦ Armed Robbery: Tips are available from Operations Manager on how to conduct 

yourself in the event of armed robbery, hoax or holdup.   

♦ Security: It is critical that you adhere to all security regulations issued by 

Administration Department from time to time.  

Recruitment and Staff Movement 

Internal Recruitment 

CARE Tanzania believes that our employees are the best resource when filling openings 

within the organization.  We encourage you to apply for positions in Tanzania or in other 

countries.  In general, you must have worked in your current job for at least twelve 

months and have a ‘Full Meet Requirements’ (FMR) job performance or higher in order 

to be considered for an open position within the organization.  Your manager in 

consultation with Unit Director and HR & OD Manager have the right to approve a 

move within your unit at any time.  It is not mandatory to inform your manager of your 

intent to apply for a position.  However, by the time you reach the interview stage of 

the hiring process, you are required to inform your manager of your candidacy.  Expect 

the hiring manager to contact your current manager as a reference. 
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Organizational Staffing Needs/Opportunities 

CARE Tanzania offers a variety of on-the-job opportunities to staff around the 

globe.  We believe it is in the best interest of the organization and our employees to 

ensure continual growth through a combination of on-the-job experiences and varied 

assignments.  Below are examples of opportunities to obtain experience outside of your 

current job. 

Temporary Acting Positions 

Temporary acting positions are normally a result of turnover, medical or personal leave, 

or an extended absence from a department for business reasons, including temporary 

assignment or service on a task force.  In such situations your manager, with the 

approval of his/her CD, may appoint you to fill a vacancy temporarily.  This temporary 

vacancy typically will take place within your current unit or department.  These positions 

often provide you with a developmental opportunity through on-the-job 

training.  Acting positions generally are for more than one month and not for periods 

greater than six months.  In some situations, you may be required to assume the 

responsibilities of the acting position in addition to your current duties; a matter that 

should be discussed with your manager. You will be entitled to an acting allowance of 

20% of entry point of the level the position that you are acting.  This allowance will be 

paid on the second month upon being appointed.  

Temporary Duty Assignments (TDY) 

In certain circumstances employees may be temporarily assigned to another CARE 

Tanzania office for a short period of time to enhance their skills, enhance the skills of 

other CARE employees or meet a critical need of the organization.  A TDY is normally for 

a period longer than two weeks but not longer than three months. The period can be 

extended at the discretion of the CD or designate. 

The CD or the relevant program manager or unit head will decide, guided by the 

budget, to take either of the following courses of action: 

♦ Pay the TDY assignee full subsistence allowance and salary for the entire period of 

the TDY, or 

♦ Provide to the TDY assignee a non-family residence together with basic facilities 

(such as furniture, kitchen facilities and kitchen utensils) and pay half per diem for 

the entire period of the TDY. 

Save where the CD has decided to extend the TDY period, if the temporary assignment 

goes beyond three months the employee may be transferred and will be entitled to all 

transfer benefits as per policy on relocation expenses and transportation of family and 

personal effects.   TDY status ends immediately when the transfer has been made.  
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Employee Performance 

Annual Performance Agreement & Assessment Process 

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

Tanzania’s excellence.  To ensure that CARE Tanzania accomplishes its mission, the 

organization has established the Annual Performance Agreement & Assessment (APAA) 

process.  The APAA is a mechanism that enables you and your manager to set annual 

goals related to the organizational goals or to your job description, and to monitor your 

performance against these goals.  Providing and obtaining performance feedback is 

an ongoing process, and there are designated times for you and your line manager to 

formally assess what has been accomplished over a past performance period and to 

determine what needs to occur as a result.  These conversations are to be held in 

October, January, and July of each year, and should consist of the following: 

♦ October – finalization of annual goals for the given fiscal year; 

♦ January – six month review; 

♦ July – annual assessment process based on the prior fiscal year (July-June). 

This process may be supplemented by a performance improvement plan when 

deemed necessary.  

Work Conduct 

CARE Tanzania is committed to maintaining a productive and safe work environment 

that assures compliance with Tanzania laws and organizational policies and protects 

the rights and well-being of all employees.  As an employee, you are expected to 

observe the rules governing CARE Tanzania’s work environment.  Violations of these 

rules can be the basis for corrective action, including verbal and written warnings, 

unpaid suspensions or termination of employment.  

CARE Tanzania’s corrective action process is intended to help an employee correct 

inappropriate conduct when reasonably possible, prevent a recurrence of problems, 

and prepare an employee for continued service with the organization.  Serious 

violations may result in immediate termination, and as an at-will employer, 

CARE Tanzania reserves the right to immediately terminate an employee for any 

reason. 

Employees should be aware that engaging in the following actions or violating other 

CARE Tanzania rules while on CARE Tanzania property or during the performance of 

their duties will subject an employee to disciplinary action, up to and including 

termination of employment: 

♦ Failure to comply with any CARE Tanzania policy or practice; 
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♦ Failure or unwillingness to satisfactorily perform one’s job duties as determined by 

CARE Tanzania  in its sole discretion; 

♦ Violation of the Code of Conduct; 

♦ Unexcused absence(s) or excessive tardiness (excluding legally protected tardiness 

and absences); 

♦ Insubordination, including, but not limited to, refusal to follow instructions; 

♦ Falsification of application, timekeeping records or other CARE Tanzania-related 

documents; 

♦ Damage to CARE Tanzania properties; 

♦ Disruption of the workplace, fighting, threatening behavior or attempting bodily 

injury to another; 

♦ Using or possessing illegal drugs, possessing or consuming alcohol, using inhalants, or 

being under the influence of illegal drugs, alcohol or inhalants.  However, 

reasonable consumption of alcoholic beverages on CARE Tanzania premises is 

permitted at CARE Tanzania-sponsored events where alcohol is served; 

♦ Gambling on CARE Tanzania time or premises; 

♦ Unauthorized use of CARE Tanzania property or equipment; 

♦ Any act of dishonesty; 

♦ Interference with the performance of other employees; 

♦ Possession of unauthorized weapons on CARE Tanzania property; 

♦ Bringing disrespect to or otherwise damaging the good name of CARE Tanzania 

among employees, management or the public.  This includes verbally, orally, or via 

social networking or other online media; 

♦ Theft; 

♦ Willful violation or disregard of safety, health, fire, security or employment 

regulations; 

♦ Felony conviction for the illegal use, sale or possession of drugs or other serious 

crime; 

♦ Disclosure of confidential information to any unauthorized persons; 

♦ Violation of CARE Tanzania Equal Employment Opportunity, Anti-Harassment or 

Retaliation policies; or 

♦ Discourteous or unprofessional behavior to donors, beneficiaries, partners, or other 

employees. 
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By providing these examples, CARE Tanzania is not restricting in any way its discretion to 

discipline employees or terminate the employment relationship at-will.  Unacceptable 

conduct not specifically listed may, nonetheless, result in disciplinary action, up to and 

including termination.  Employees needing clarification of a specific issue related to 

these standards should seek clarification from the HR Office or their manager. 

Personnel Records 

Personnel File 

CARE Tanzania keeps a personnel file on each employee.  Personnel files are 

confidential and are maintained by Human Resources.  Please contact HR Office if you 

would like to review your file.  The original file must be reviewed in the presence of an 

HR representative.  Additionally, employees may have copies of any documents in their 

personnel file. 

If the employee disagrees with information contained in the personnel file, removal or 

correction of the information may be made by mutual agreement by CARE Tanzania 

and the employee.  If an agreement cannot be reached, the employee may submit a 

written statement explaining his or her position which shall become a part of his or her 

personnel file. Replicate files are also kept in Sub Offices under custodianship of the 

Administrator. 

Violence in the Workplace 

CARE Tanzania is committed to providing a safe and violence-free workplace for all 

employees.  In keeping with this commitment, CARE Tanzania prohibits actual or 

threatened violence by employees against co-workers or other persons.  Violence, 

intimidation, physical altercations and destruction of property by or against employees 

will not be tolerated.  CARE Tanzania also strictly prohibits the use or possession of any 

unauthorized weapon on CARE Tanzania property or on CARE Tanzania 

business.  Violation of this policy will result in disciplinary action up to and including 

termination, arrest and/or criminal prosecution. 

Each threat of violence is serious and must be treated as such.  Threatening behavior 

can include but is not limited to the following: 

♦ Throwing objects; 

♦ Making verbal threats to harm others or destroy property; 

♦ Making menacing gestures; 

♦ Expressing significant grudges against co-workers; 

♦ Attempting to intimidate other individuals; or 
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♦ Behavior indicating that the individual may pose a danger to either himself or herself 

or to others. 

♦ All verbal and physical threats or acts of violence should be treated seriously and 

reported immediately to your manager. 

Reporting Workplace Injuries/Accidents 

CARE Tanzania is covered under workman’s’ compensation.  Should you sustain a work-

related injury or become involved in a work-related accident, you must immediately 

notify your manager and the HR Office. 

Immigration and Travel 

Travel Visas 

Staff traveling on behalf of CARE Tanzania must obtain the appropriate visas based on 

an accurate representation of the travel purposes in compliance with the law in the 

relevant country.  These visas will be processed and paid by CARE Tanzania through 

Administration Office. In applying these visas, CARE Tanzania cannot guarantee their 

issuance.   

Wage, Attendance and Schedule Policies 

Pay Periods 

CARE Tanzania pays its employees at the end of every month.  CARE Tanzania strongly 

encourages you to take advantage of direct deposit through your bank, rather than 

receiving cash. You are required to provide information and/or fill out forms before a 

cheque can be issued.   

If you are accidentally overpaid any compensation (salary, or other entitlements), 

CARE Tanzania will recover the amount of the overpayment, consistent with the 

requirements of applicable law. 

Overtime for Employees 

Business demands may require employees who are in Grade I and J to work in excess of 

40 hours a week (i.e. overtime). Managers will advise employees of the overtime 

requirements and provide as much advance notice as possible. CARE Tanzania 

complies with Tanzania wage and hour laws regarding Overtime.  Overtime Hours shall 

not exceed 10 hours in a week.  Staff entitled to overtime payment may be allowed 

time off in lieu of. 
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Overtime requests should be made in HRMIS by the relevant employee and approved 

by the Acknowledger and Line Manager. 

Attendance and Personal Activity Report (PAR) 

Accepting employment at CARE Tanzania is a commitment to work the hours 

necessary to complete the job effectively.  Regular and punctual attendance is 

expected during all scheduled work hours.  If you are unable to report to work at your 

regularly scheduled place of employment, you must personally notify your manager at 

least one half hour prior to your scheduled starting time and indicate when you expect 

to return.  

Frequent or unexcused absences (excluding legally protected absences) are cause for 

disciplinary action up to and including termination.  Failure to report to work on five (5) 

consecutive workdays without information is considered voluntary job abandonment 

and may result in self termination, consistent with the requirements of applicable law.    

Each Employee is required to fill Personal Activity Report (PAR) as per CARE Tanzania 

policies, procedures and regulations every month and submitted every 2nd day of the 

month.   

PAR can be processed on HRMIS and need to be approved by the Immediate 

Supervisor. 

Work Hours 

CARE Tanzania’s defined workweek begins each Monday and ends the Friday.  The 

standard work hours are Monday through Thursday from 07.30 am to 17.00 pm and 

Fridays from 07.30 am to 12.30 pm and with no break for lunch.  Exempt employees are 

expected to work the hours necessary to fulfill the obligations of their jobs.  Nonexempt 

employees are paid only for hours worked. 

Alternative Work Schedules 

CARE Tanzania will consider alternative work schedules when they are reasonable, 

enhance the quality of work, productivity, and timeliness of performance, and are 

consistent with the best interests of the organization.  This policy outlines our alternative 

work options.   

These alternative work schedules are subject to job requirements and organizational 

needs, and require approval from your line manager.  CARE Tanzania has the right to 

refuse or terminate an alternative work arrangement at any time if it does not meet 

organizational requirements or is otherwise prohibited by applicable law. 
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Flexi Time  

In addition to normal official working hours and in recognition of gender equity and 

diversity (GED), staff may agree with their supervisors on more balanced working hours 

to meet their different needs.  This policy is intended to support our colleagues who are 

also mothers, daughters and wives. But it will also benefit those who are fathers, sons 

and husbands – as it will contribute to a better work-life balance for all.  Flexi hours is 

available provided you work during CARE Tanzania core hours which are 09h30 to 

15h30 for Mondays through Thursdays and 08h30 to 11h00 for Fridays.  This should be 

agreed upon by you and your manager; 

Eligibility 

The decision to allow you to utilize alternative work schedules is at your manager’s 

discretion (unless otherwise provided above).  To be eligible, the following criteria must 

be in place:  

♦ Your job is suitable for the respective alternative work option; 

♦ You have a performance rating of FMR or higher from a recent review and your 

performance demonstrates the ability to accomplish work assignments on a timely 

basis without continuous direct supervision; 

♦ You and your manager have defined and clarified roles and expectations; 

♦ You must be in the same location as your manager for 6 months before working 

remotely; 

♦ The alternative work arrangement can be evaluated as part of your annual and 

semi-annual appraisals and there is an agreed-upon method of measuring output 

and results, and clear indicators to evaluate progress; and 

♦ Your absence will not negatively affect the ability of the unit, team, or division to 

accomplish its mission. 

Relationship to Other Policies 

These alternative work options are not to replace annual leave days, sick days, or to be 

used as a substitute for dependent care (care of a child, other).  Adequate childcare 

arrangements must be made when using any of these alternative work options.  

Leave requests should be made in the same manner as it would be for employees not 

engaged in alternative work activities.  

CARE’s Equipment and Communication Systems 

CARE Tanzania’s electronic media, computer equipment and communication systems, 

including, but not limited to, computers, computer networks, electronic mail (email), 

Internet access and systems, telephone systems and equipment and other CARE 

Tanzania–provided devices, voice mail, fax equipment, hardware, software, user 
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identifications, passwords and equipment, and all data, files and other applications, 

are the property of CARE Tanzania.  All materials and information created, transmitted 

or stored on or through these systems are the property of CARE Tanzania and may be 

accessed or monitored by authorized personnel at any time.  CARE Tanzania has the 

right to enter or access any and all CARE Tanzania equipment or systems at any time 

without notice in order to inspect or review any and all data, consistent with the 

requirements.  

Employees should not have any expectation of privacy with respect to CARE Tanzania 

equipment, materials, systems or information transmitted and/or stored thereon.  CARE 

Tanzania may monitor electronic media.  CARE Tanzania may also maintain a log of 

employees’ Internet access, sites visited, and network activities.  All Internet use, 

including social networking, conducted on CARE Tanzania-provided equipment or 

systems is subject to CARE Tanzania’s review without notice.   

CARE Tanzania’s equipment and systems are to be used primarily for CARE Tanzania 

business, and personal use should be kept to a reasonable minimum.  Employees are 

not permitted to make any personal telephone calls at CARE Tanzania’s expense.  All 

data, including Internet data, which is composed, transmitted or received via 

CARE Tanzania’s equipment and systems may be subject to disclosure to law 

enforcement or other third parties.  Consequently, employees should always ensure 

that the business information contained in Internet email messages and other 

transmissions is accurate, appropriate, ethical, and lawful.  CARE Tanzania has access 

to all e-mail communications, including all Internet sites visited by each employee, and 

may review email messages in connection with internal audits or investigations or for 

other business purposes, consistent with the requirements of applicable law. 

Unauthorized access or use of CARE Tanzania computer, electronic or communication 

systems is strictly prohibited.  When using CARE Tanzania equipment and systems, 

employees are expected to exercise care, perform required maintenance as directed 

and supported by ICT Unit, and follow operating and safety instructions and 

guidelines.  The unauthorized use, installation, copying, or distribution of copyrighted, 

trademarked, or patented material on the Internet is expressly prohibited. 

All CARE Tanzania equipment and systems must be returned to CARE Tanzania at the 

end of employment.  

Employees should notify their managers or HR Offices of any known or reasonably 

suspected violation of this policy.  Employees who violate this policy will be subject to 

disciplinary action, up to and including termination. 
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Dress Code 

Regular business attire is appropriate when a CARE Tanzania employee is meeting with 

a donor or any third party.  At other times, business casual dress is acceptable.  

Conflict of Interest  

CARE Tanzania staff must scrupulously avoid any conflict between their personal or 

other professional interests and the interests of CARE Tanzania.  Such competing 

interests can compromise employee and CARE Tanzania decision-making and can 

raise allegations of partiality.  A conflict of interest may exist even if no unethical or 

improper act results from it.  A conflict of interest can create an appearance of 

impropriety that can undermine confidence in both the employee and CARE Tanzania. 

Definitions 

Conflict of Interest  

A conflict of interest can arise in a variety of situations wherever CARE Tanzania 

interests, such as relying on staff duties of loyalty and confidentiality, compete with the 

personal or other professional activities or engagements of CARE Tanzania staff.  A clear 

conflict of interest arises when you or a member of your family directly or indirectly:  

♦ Participate in CARE Tanzania or related entity evaluation, selection, award, or 

administration of a contract, loan, purchase, sale, investment order, donation, or 

other transaction that will directly or indirectly benefit you or your family.  

♦ Have a financial or other commercial interest (except ownership of less than five 

percent of the stock of a publicly held company) or are in a position of power, 

authority, influence, governance or control as to any party doing business with CARE 

Tanzania, its programs or related entities and you as CARE Tanzania staff are 

engaged or potentially influence the transaction. 

♦ Stand to gain personally or individually from any transaction in which CARE 

Tanzania, a CARE Tanzania program or a CARE Tanzania related entity is a party. 

♦ Accept gifts, favors, or anything of monetary value from CARE Tanzania donors or 

vendors, including contractors, (except for unsolicited gifts of a nominal value, 

training, travel, materials, or other items provided for the benefit of CARE Tanzania 

with supervisor approval). 

♦ Owe fiduciary or other duties of loyalty to another entity that is partnering, lending, 

donating, investing, negotiating or otherwise transacting business with CARE 

Tanzania and you as CARE Tanzania staff are engaged or potentially influence the 

transaction.  
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Heightened scrutiny is applied to CARE Tanzania employees who are authorized to 

approve the expenditure, investment, loan, or transfer of funds, fundraising staff, 

procurement staff, and employees who periodically requisition goods or services for 

CARE Tanzania.  

Perceived Conflict of Interest  

A perceived conflict of interest exists when there is a reasonable apprehension, which 

reasonably well-informed persons could have, that a conflict of interest exists. 

Family 

For the purposes of this policy, family includes a spouse, brother or sister, parent, in -laws, 

child or domestic partner. 

Guidelines 

Avoiding Actual or Perceived Conflicts of Interest 

In addition to avoiding actual conflicts of interest, CARE Tanzania staff must avoid 

giving the appearance of a conflict of interest to all people inside and outside of CARE 

Tanzania. 

Disclosure in Conflict Situations 

In the event an actual or perceived conflict of interest arises or may reasonably be 

foreseen, you must disclose such interest or relationship to your immediate 

supervisor.  You must refrain from participating in CARE Tanzania decision-making 

relating to the affected CARE Tanzania transaction, absent yourself from the room while 

the decision is taken and refrain from attempting to exert any influence on CARE 

Tanzania to affect its decision.  The foregoing, however, should not be construed to 

prevent you from briefly stating your position in the matter, or from answering pertinent 

questions from your supervisor since your personal knowledge may help CARE Tanzania 

reach its decision.  If appropriate and necessary, a disinterested person or committee 

will be appointed to investigate alternatives to a proposed transaction.  

Approvals of Certain Conflicts 

In certain, limited circumstances, you may receive approval to remain in an actual or 

perceived conflict of interest situation, and fully participate in the CARE Tanzania 

decision-making.  Such an approval must be granted in writing by the Assistant CD, 

Director of Finance, or the CD, with advice from CARE Tanzania as appropriate, and 

placed in your personnel file. 

Additional Guidelines for Fundraisers and Advocacy Staff 
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Like other CARE Tanzania staff, fundraisers, lobbyists, and staff who build relationships 

with donors or policy-makers must avoid actual conflicts as well as giving the 

appearance of a conflict of interest to people in or outside of CARE Tanzania.  In 

addition to the general conflict policy above, a conflict of interest arises when, in the 

course of your work, you influence a CARE Tanzania donor or a CARE Tanzania decision 

in order to personally benefit. 

Such instances include when you directly or indirectly receive a gift from a CARE 

Tanzania donor or advocate and: 

♦ The gift is made by will, in trust, in cash or in kind; 

♦ The gift results solely from your work for CARE Tanzania or CARE Tanzania 

engagements or activities you influenced; and 

♦ You are in a position to influence the donor or advocate.  

These instances place both you and CARE Tanzania in a difficult position.  Neither you 

nor CARE Tanzania wants to appear to have influenced a CARE Tanzania donor or 

advocate for personal gain.  The policy does not apply to you if you have a preexisting 

or independent personal relationship with the donor or advocate and the gift arises 

from that relationship, rather than in your capacity as CARE Tanzania staff.  

What to do 

If you receive a gift from a potential or actual donor or advocate, you must ask that the 

donor make the gift to CARE Tanzania instead of directly to you.  If the donor refuses or 

the gift is already irrevocable, you should, after consultation with the appropriate staff 

at CARE Tanzania, disclaim (or politely decline) the gift.  Any other final resolution, 

including without limitation approval to remain in conflict or retain the gift, requires 

approval from senior management as described above, which approval should be in 

writing and placed in your personnel file.  Actual conflicts of interest or serious or 

repeated perceived conflicts of interests may result in appropriate disciplinary action 

up to and including termination. 

Gifts 

It is inappropriate to give a gift to or receive a gift from a person within CARE with 

whom there is either a superior or subordinate relationship - unless the gift is of nominal 

value of no more than TZS 50,000.  It is important to note that any gift of non-cash or 

item that is convertible to cash (such as a gift certificate) is subject to taxation and must 

be reported to Line Manager.  Non-cash gifts may also be subject to taxation.  Contact 

the Internal Audit Office for guidance prior to giving a gift of any kind to an 

employee.  No manager will influence or be influenced by the giving of gifts.  Group gift 

giving to a fellow staff person that spontaneously and voluntarily arises from employees 

is permitted. 
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You are discouraged from presenting a gift to other CARE Tanzania staff members while 

visiting a CARE Tanzania office, whether the giver is an employee or a group of 

employees, unless there is a powerful local custom or practice to the contrary, in which 

case the gift should be a token in nature. 

Gifts from vendors and suppliers may be acceptable when they are of modest value, 

customary in local business relationships, and full disclosure is made to your immediate 

manager.  Gifts cannot be received during the procurement solicitation process, and 

no applicable law, regulation, or CARE Tanzania policy can be violated. 

If a vendor provides a gift or donation to CARE Tanzania that is then given to an 

employee, either directly or through a raffle or other event, the gift may be subject to 

income tax withholding.  

Procurement 

You may not select a supplier of goods or services for any reason other than its ability to 

fulfill the organization's needs.  You may not personally accept any goods or services or 

other forms of compensation or favors from a supplier for less than market value, other 

than as a usual contribution to CARE Tanzania. 

Fees, commissions, kickbacks, or any form of bribes intended to induce or reward 

favorable decisions and governmental actions, are unacceptable and prohibited.  No 

staff person may, in violation of any law, pay or offer to pay, or give anything of value 

to a donor, governmental entity, or political party.  

This provision is not intended to prohibit routine, modest business gifts of minor value, 

customary in local business relationships, provided that no applicable law, regulation, or 

CARE Tanzania policy is violated and full disclosure is made to the employee's 

immediate manager. 

Before and during the procurement process of issuing tenders, sealed bids, request for 

proposals and any other solicitation process no employee or procurement committee 

member shall accepts gifts, money or services from such suppliers or vendors.  The 

procurement process must be transparent and have no actual or perceived 

appearance of impropriety. 

Losses and Fraudulent Acts 

CARE Tanzania’s reputation is an enormously valuable asset.  We must all work to 

maintain the highest degree of accountability to our donors and avoid or prevent 

situations that may compromise our position.  This policy applies to any irregularity, or 

suspected irregularity, involving not only employees, but also vendors and other outside 

parties.  Investigations will be conducted without regard to length of service, position, 

title, or relationship.  
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Actions that may be deemed as fabrication, misappropriation, or are fiscal irregularities 

include, but are not limited to: 

♦ Any dishonest or fraudulent act; 

♦ Forgery or alteration of any document or account belonging to CARE (including, 

but not limited to timesheets, payroll and associated leave records and accounts, 

travel and expense reports, advance records and accounts, procurement 

documents, agricultural commodity records, spare parts or project materials and 

equipment inventory records, food commodity management and monitoring 

reports, etc.); 

♦ Forgery or alteration of a check, bank draft, or any other financial document; 

♦ Misappropriation of funds, commodities, securities, supplies, spare parts, project 

materials and equipment, or other assets; 

♦ Impropriety in the handling or reporting of money, financial transactions, or bidding 

procedures; 

♦ Accepting or seeking anything of material value from vendors or persons providing 

services/materials to CARE (exceptions:  perishable gifts intended for a group of 

employees, such as candy or flowers); 

♦ Destruction or misappropriation of records, furniture, fixtures, or equipment; or 

♦ Diversion, alteration, or mismanagement of documents or information, and/or any 

similar or related irregularity. 

Each employee has an obligation to report losses, illegal acts, and other violations of 

CARE Tanzania’s Code of Conduct, if you believe that these have occurred Q if you 

observe such conduct, or if you receive any information about such conduct.  You 

should report such activity to your manager, HR & OD Manager or the Internal Audit 

Manager, who coordinates all investigations both internal and external.  You may also 

utilize CARE Line, CARE’s anonymous reporting mechanism.  The report may be verbal 

or in writing, and should provide details of what happened, including date, location 

and the names of any witnesses.  Making frivolous claims is a serious offense and may 

lead to corrective action up to and including termination of employment.  

CARE Tanzania will not tolerate any form of coercion, intimidation, reprisal or retaliation 

against anyone who, in good faith, reports losses, illegal acts or violations of the Code, 

or provides any information or other assistance in an investigation. 

If there is any question as to whether an action constitutes fraud, or if you have any 

questions about this policy, please contact the Internal Audit Department for 

guidance.  
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Conduct, Grievance and Discipline 

Conduct and Discipline Procedure 

Where misconduct or a breach of discipline has occurred, formal disciplinary action 

can be taken and the line manager or head of unit may initiate a hearing through a 

Disciplinary Committee.  The hearing will endeavor to establish all the facts relevant to 

the case.  The hearing will be convened by HR Unit.  If the employee is not satisfied with 

the outcome of the Grievance Committee s/he can appeal in writing to the CD. 

Action can be either a warning, suspension, cost recovery, termination and/or 

combination of these or any other approach as may be determined by management 

from time to time.   

The following measures may be taken against an employee depending on gravity of 

the misconduct. 

Verbal Warning:  An employee may be warned by his/her supervisor or managed due 

unsatisfactory work or general misconduct. 

Written Warning: If employee’s performance or conduct does not improve after a 

verbal warning, a written warning will be issued clearly indicating the nature of the 

offence.  The employee will sign the written warning and a copy will be placed in 

personnel file in HR. 

Final Written Warning: When performance or conduct fails to improve on two previous 

warnings or if general misconduct is sufficient serious to warrant only one written 

warning, or where a gross misconduct has occurred, the employee will be issued with 

Final Written Warning.  If an employee commit another gross misconduct within six 

months of such warning, the employee may be liable to termination.  An employee 

shall appear before a Disciplinary Committee and may recommend a termination. 

Grievance Procedure 

When an employee feels aggrieved by superiors, colleagues or working conditions, s/he 

is required to report in writing to the Second Reporting Officer.  The Second Reporting 

Officer will convene a Grievance Committee to establish the facts.  Employees are 

strongly encouraged to address any grievance verbally and as soon as they happen.  If 

the employee is not satisfied with the outcome of the Grievance Committee s/he can 

appeal in writing to the CD. 
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Chapter 2 – Compensation 

General Information 

CARE Tanzania compensates employees for work according to our total pay 

philosophy, which includes both the salary and benefits that employees 

receive.  CARE Tanzania’s compensation and benefit policies are designed to attract, 

reward, and retain talented and capable people, as well as to reflect the 

organization’s core values, vision and mission.  To ensure that CARE Tanzania’s total pay 

program remains competitive with other organizations, we use external benchmarks to 

determine salary ranges and benefit packages for all employees. 

CARE Tanzania reserves the right to adapt, modify, and/or change any of its 

compensation programs, at any time to ensure the organization’s competitive standing 

and compliance with any financial constraints. 

Compensation Package 

All staff, unless otherwise specified in their contracts, will be entitled to receive the 

following compensation usually paid on a monthly basis.  Each employee shall pay all 

statutory requirements, income tax and social security fund, or as may be required by 

the Government of Tanzania from time to time.   

Basic Salary: The basic salary is the monthly sum stipulated by the grade stated in the 

employee’s contract of employment.   

Housing Allowance: CARE provides employees with a housing allowance to help meet 

the expense of housing the staff member.  CARE will give a housing allowance 

equivalent to 15% of the employee’s basic salary.  In cases where CARE provides 

housing, no housing allowance will be given. If CARE provides accommodation, but the 

employee chooses to reside elsewhere, he/she will not be entitled to a housing 

allowance. 

Compensation Changes 

Merit Increases 

When awarded, merit increases are intended to reward good performance.  CARE 

Tanzania may consider overall performance rating on the Annual Performance 

Agreement & Assessment (APAA), and the corresponding merit guidelines issued by the 

HR Unit for that year.  An employee whose salary is frozen because he or she is at the 

top of the salary range may receive an equivalent lump sum merit payment.  This 

calculation is determined on an annual basis in accordance with organizational 

budget and merit increase guidelines.  However, merit increases or payments are 
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based on organizational performance and other factors and should not necessarily be 

expected every year.  

If you were hired or had a job change between July and April, your annual 

performance appraisal should take place the following July, and you may be eligible 

for a prorated merit increase.  

If you were hired or had a job change in May or June, your annual performance 

appraisal should take place at the end of the following fiscal year. 

Promotional Increases 

Employees who are promoted may be eligible to receive a salary increase when they 

advance from one grade or level to a higher grade or level.  A promotion may or may 

not involve a transfer between departments or to another location. 

The hiring manager and HR & OD Manager will determine the appropriate increase, if 

any, on a case-by-case basis.  Factors that can be weighed in determining an 

appropriate increase in salary for promoted employees include but are not limited to 

the new grade, current level of your skill and experience as it relates to the new job, 

internal equity within CARE Tanzania (what employees in similar positions with 

comparable experience are earning), your salary history, and/or the financial 

performance of the organization. 

For promotions occurring more than 90 days after a regular merit increase, the salary 

increase will take into account a prorated merit increase for the current review period 

as appropriate.  Any increase awarded will be based on the performance for the 

period from the effective date of the promotion. 

 

Cost of Living Allowance Increases 

Inflationary increments may be awarded effective January 1 every year.  When an 

inflationary increment is awarded, the entire salary scale is adjusted by a percentage 

that reflects movements in the national cost/price index, salary trends in selected 

sectors, and CARE’s budgetary constraints. Such adjustments will change the base 

salary figures for each grade on the salary scale but will not change the grades that 

have been assigned to employees. 

Compensation for Other Position Changes 

Transfers: Transfers are excellent career development opportunities that allow you to 

broaden your skill base and knowledge.   

Lateral Transfers: A lateral transfer occurs if you move to a position within the same 

grade as your previous position and may or may not include a department change.   
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Lateral transfers generally do not involve salary adjustments; however, your manager 

and HR &OD Manager may determine that a salary adjustment should be made as a 

result of the transfer and change in duties. 

Reclassification to a Lower Grade: As with lateral transfers, you may want to accept a 

position at a lower grade in order to broaden your skill and knowledge base in 

preparation for a career move within the organization.  If you accept a position in a 

lower grade, or if your current position is reevaluated to a lower salary grade, you are 

considered reclassified.  At other times, the reclassification may be due to 

reorganization or a demotion, and may or may not involve a transfer.  Generally, 

employees who take a position one grade lower will not experience a reduction in 

salary, although those who move down two or more grades will usually have their 

salaries adjusted.  Your manager and HR & OD Manager will determine if your salary 

should be adjusted. 

Acting Roles: Salary adjustments for “acting pay” may occur when it is anticipated that 

you will be in a higher grade/level for more than 30 days.  Any salary adjustment will 

consider qualifications relative to the duties of the position.  When the vacancy is filled 

or the assignment is completed, you will return to your original position and salary level, 

adjusted for any salary increases to which you would have been entitled.  The level of 

acting pay is 20% of the entry point grade of the acting position.  This allowance 

commence on the second month of the acting role. 

Temporary Duty Assignments (TDY): It is generally the responsibility of the requesting 

office to provide a scope of work and pay any salary, per diems, housing, travel, and 

other related costs associated with the TDY. For TDYs of one month or less, you will 

maintain your current salary level.  However, if the TDY is for an emergency assignment 

or one lasting longer than 30 days, your salary may be adjusted.  

TDY Assignments Requiring Relocation: All staff on TDY assignment outside their home 

location will receive per diem for the first thirty days according to the rate published by 

CARE Tanzania.  In addition, it is the responsibility of the receiving office or unit to pay 

travel and visa costs, and to provide housing for assignments outside of Tanzania.  

Deductions 

Pay As You Earn (PAYE) 

It is a statutory requirement that employees must pay an income tax (PAYE) in line with 

tax tables from Tanzania Revenue Authority.  Percentage of deduction is stipulated in 

your payslip. 
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Social Security Contributions 

It is a statutory requirement for all employees to join a Social Security Fund.  Contribution 

rates provided by law should always apply and employees are at liberty to join a Fund 

of their choice.  Upon termination of employment, all employees shall be responsible to 

follow up dues from their pension funds. 
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Chapter 3 – Benefits 

CARE Tanzania provides a large portfolio of benefits designed to protect and promote 

your health, welfare, and quality of life.  This chapter provides general descriptions of 

each benefit for eligible employees on CARE Tanzania’s payroll.  Because benefits are 

subject to special rules and exceptions, for complete details you should refer to the HR 

Unit for each benefit and other additional benefit documentation provided at the time 

of hire.   

Currently CARE Tanzania offers benefits for Fixed Contract employees as well as their 

dependents.  CARE Tanzania’s dependents are defined as follows: 

Spouse:  An employee and their spouse must be legally married in accordance with the 

Marriage Act (Chapter 29 RE 2002) to be eligible for coverage. 

Child(ren):  Dependent children may be covered up to age 18 or up to age 25 if a 

child of any age who is/becomes disabled.  Medical, dental and vision insurance 

coverage terminates at the end of the month in which the 26th birthday occurs. 

Unless otherwise specified, you will have the opportunity to enroll or update the above 

benefits at the following times:  

♦ Upon hire;  

♦ When a life-change event (such as marriage, birth/adoption of a child, etc.) occurs; 

 

Automatic Benefits  

Acting Allowance: The level of acting pay is 20% of the entry point grade of the acting 

position. 

Overtime:  All employees in Grades I and J working more than 40 hours per week 

(unless otherwise stated in the employment contract and or job description) will be 

awarded overtime payment for a maximum of 10 hours a week.  

Workmen’s Compensation: CARE Tanzania maintains a Group Personal Accident 

insurance policy that caters for compensation of staff that sustains injuries while on duty.  

Should you sustain injuries at work, please contact your supervisor and HR Office 

immediately. 

Burial of Deceased Employee: CARE Tanzania will pay a deceased employee’s 

salary, allowances and other benefits calculated to the date of death to a court-

appointed administrator of the deceased employee’s estate, at the expressed 

instruction of the court;  
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♦ Pay the family of the deceased employee TZS. 1,000,000 as a contribution towards 

funeral expenses. 

♦ Facilitate transportation of the deceased body, by the most direct, economical, 

and convenient route and means, to its final resting place. 

♦ Facilitate transportation of the deceased’s dependents, up to a maximum of one 

(1) spouse and four (4) children, to the deceased’s burial place and then to the 

family’s new residence, if different from the burial town. 

♦ Facilitate transportation of the deceased’s personal effects to the family’s new 

residence subject to the limitations. 

Holidays: CARE Tanzania will observe a public holidays as outlined by the Directorate 

of Information Services.  This shall be determined by the national holidays of Tanzania 

and any other holidays that may be approved by the CD.   

Annual Leave: All employees with fixed term employment are entitled to twenty four 

(24) days annual leave accumulated at 2 working days every month worked for 12 

months cycle.  Employees who are in probationary period will not be entitled to any 

leave; however they will accrue the annual leave during probationary period. 

Annual Leave Transport Reimbursement: an annual leave transport reimbursement 

will be paid to all employees including their dependents (one spouse, and up to four 

dependent children) once per calendar year. Dependents, spouse and children are as 

defined above.  

Maternity Leave: Every female employee, regardless of marital status, is entitled to 

paid-maternity leave of ninety (90) calendar days on being certified pregnant by a 

registered medical doctor subject to provisions stated in the Employment and Labor 

Relations Act of 2004.  Staff members shall give 2 month’s notice before the expected 

birth to your supervisor which is supported by a medical certificate.  This leave is entitled 

after every other year. 

Paternity Leave: Every male employee who has completed his probationary period, 

regardless of marital status, is entitled to a paid paternity leave of seven (7) calendar 

days upon the birth of child who has been certified as a true child of the employee by 

a registered medical doctor.  Paternity leave should be taken within three months of 

the birth of the child. This leave is entitled after every other year. 

Compassionate Leave: An employee may take compassionate leave of not more 

than three consecutive working days at a time, for up to five (5) working days in a 

calendar year, when incapacitated for the performance of his or her duties to attend 

to family-related emergencies including death of a family member.  Compassionate 

Leave cannot be accrued.  
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Self-certified Sick Leave: As an employee, you are entitled to 5 working days self-

declared sick leave per calendar year.  You are required to notify your employer that 

you are unable to work due to illness without having to present a medical certificate.  

The main rule is that self-declared sick leave can be used for up to three working days 

at a time.   Self-Certified Sick Leave cannot be accrued. 

Certified Sick Leave: Certified sick leave is granted to Fixed Term employees who is 

unable to perform their duties by reason of illness or injury, or whose attendance at work 

is prevented by public health requirements. All certified sick leave shall be supported by 

a medical certificate or report from a medical practitioner licensed to practice at the 

location where the certificate or report is issued.  Employee is required to notify their 

immediate supervisor within two hours of commencement of work and when they will 

return to work upon obtaining a medical certificate.  The entitlement for certified sick 

leave is up to three months at full salary and up to an additional three months at half 

salary in a calendar year  When all entitlements of sick leave are finished CARE 

Tanzania shall terminate your contract due to prolong absence at work due to medical 

reasons.   Employees who are under probationary period will not be entitled to any 

certified sick leave. 

House Rent Advances: Relocating staff that have completed probation are eligible 

for an advance on their housing allowance to assist in covering house rent advance 

requested by a landlord.  An advance of up to six months of the housing allowance 

can be requested.  This benefit is eligible also for Staff that have been employed for 

more than one year, but once within a two-year period, and only in the event that they 

are changing their residence. 

Subsistence Allowance: Employees who are required to travel overnight for official 

work to areas outside their places of assignment will be entitled to claim subsistence 

allowance.  Subsistence Allowance is provided to the employee to compensate for 

board, lodging, and incidental expenses associated with travel.  It is not an incentive for 

the hardship of occasional travel. All travel must be approved by the employee’s 

supervisor; 

Medical Insurance Scheme: CARE provides a medical cover for employees through 

designated medical insurance.  The scheme will cover employees on Fixed Term 

Contract and their dependants as outlined above.  

Catastrophic Illness Fund: The catastrophic illness program is an expression of CARE-

USA’s ongoing commitment to the wellbeing of its national staff in Country Offices 

where CARE USA is the lead member.  CARE Tanzania is committed to ensure 

confidentiality of all information regarding staff generally and particularly medical 

information.  National staff and dependents who are affected by catastrophic illnesses 

(as defined below) are eligible to request the use of catastrophic illness fund.  The 

catastrophic diseases are outlined below.  
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♦ Cancer 

♦ Tuberculosis 

♦ Diabetes 

♦ Chronic Kidney Diseases 

♦ Chronic Heart Diseases  

Please contact HR & OD Manager should you require assistance on how to request for 

use of this fund. 

Leave without Pay: Under special conditions, after due consideration, an employee 

with no leave to his or her credit may be authorized by the CD to proceed on leave 

without pay.  A written justification should be written to CD via your immediate 

supervisor.  This leave cannot exceed one month and no leave will be accrued during 

this period. 

Breastfeeding in the Workplace 

CARE Tanzania provides a workplace environment and organizational culture that 

supports breastfeeding in order to enable the mother and child to experience the full 

benefits of breastfeeding. The following options are available:  

Flexible Scheduling: Subject to the needs of your department, your manager can work 

with you to develop a work schedule that eases the transition back from parental leave 

in order to support breastfeeding your child.  Breast-feeding mothers, however, are 

expected to either make up for the time spent for breast-feeding or ensure that their 

assigned duties for the day are successfully and conclusively performed. This benefit is 

applicable only during the period of six months following the birth of the child. 

Lactation Time and Space: For offices of at least 50 employees, CARE Tanzania seeks to 

promote clean, comfortable, and private lactation room or space that are convenient 

for expressing or pumping breast milk or nursing, including access to a refrigerator, sink, 

and microwave.  CARE Tanzania allows and encourages breastfeeding employees to 

take breaks to express breast milk, recognizing that a woman who is separated from her 

infant needs to express her milk at least three times within an eight/nine hour work 

day.  CARE Tanzania considers these breaks part of the normal, paid workday and will 

not require employees to make up this time. 

Travel with infants: In order to ensure that women employees who have breastfeeding 

infants have equal opportunity to attend workshops and carry out their duties, CARE 

Tanzania will help breastfeeding mothers by paying for the baby and baby sitter, 100% 

travel charges (including transport) for the first six months following the birth of the child, 

and will follow CARE travel policy. This assistance, however, is limited to duty travels 

within the CARE East and Central Africa region. From six months up to two years 

maximum, CARE will only help by paying 50% of the CARE Tanzania accepted travel 
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cost (including transport).  The breastfeeding staff member has the responsibility of 

meeting the remainder of all other cost associated with the baby and the baby-sitter. 
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Chapter 4 – Separation from CARE Tanzania 

CARE Tanzania has established procedures and policies to facilitate your separation 

from the organization when and if the time comes. The first step in the process of 

separation is a separation letter providing details and required notice depending on 

the contractual requirements. This chapter details the steps involved in terminating 

employment with CARE Tanzania, as well as the options and benefits available during 

this transition.  

Circumstances of Separation and Required Notice Period 

The employment of an employee individual with CARE Tanzania may end or be 

terminated on the occurrence of any of the following:  

♦ The employee or CARE Tanzania decides to terminate the employment relationship 

during the employee’s probationary period; During the probationary period, a 

notice of one month may be given by either party to terminate the employment 

contract; 

♦ The employee resigns on his or her own accord.  Employees may resign and are 

obligated by contract to provide one month’s notice.  Any employee wishing to 

resign should submit resignation letter to the CD stating the reasons for resignation 

and the effective resignation date, with copies to her or his supervisor and the HR & 

OD Manager. The CD will confirm acceptance of resignation in writing, once the 

decision has been made final. 

♦ Subject to compliance with the provisions of the Employment and labour Relations 

Act Number 6 of 2004, the employee’s service is terminated by CARE Tanzania due 

to operational requirement, conduct, capacity or compatibility; 

♦ The contract of the employee expires – All employment contracts stipulate an 

ending date. At the expiration of a probationary contract or fixed term contract, 

and where CARE has not offered another contract, employment will be deemed to 

have ended. Employees with Fixed term Contract will be entitled to termination 

benefits.  Probationary Contract employees are not entitled to any termination 

benefits; 

♦ Death of the employee - The estate of a deceased employee to CARE Tanzania, will 

include the basic salary, housing allowance, balance of accumulated medical 

entitlement, transport reimbursement, and payment for unused annual leave up to 

the date of death of the employee minus any receivables that the employee may 

have accrued, for example, un-cleared travel advances, personal telephone calls, 

and so on; and  

♦ Retirement at age 60 or voluntary after 55 years. 
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Returning CARE Tanzania Property 

All CARE Tanzania property must be returned to your manager when requested or at 

least by the last day worked.  This property includes:  computers, computer software, 

data and any other electronic equipment, files, office supplies, confidential and 

proprietary material, letters, documents, and any other items issued or produced during 

employment at CARE Tanzania.  Bear in mind all work prepared by you within the 

scope of your job—including, without limitation, reports, data, photographs, videos, 

brochures, software—belongs to CARE Tanzania and constitutes “work-for-hire” and is 

the property of CARE Tanzania. 

Quit Claim Form and Exit Interview 

All employees departing from CARE Tanzania must also complete and sign the Quit 

Claim Form and complete exit interview before receiving their final entitlements. 

Departing employees are required to finalize their check out formalities within two 

weeks of end of contracts 

Final Entitlements 

You will be entitled of the following benefits at the end of your employment tenure: 

Final Pay Period 

You will be paid any earned wages and applicable allowances through the last day 

worked less any of your outstanding owed to CARE Tanzania, in accordance with 

applicable law.  This amount, along with any accrued, unused annual leave days, will 

be paid to you in accordance with applicable law and gratuity payment as outlined 

below. 

Gratuity Payment 

Gratuity is defined as money that a staff is eligible to, upon natural termination of 

his/her contract. It is a CARE own designated benefit based on the length of service 

with CARE.  

Staff that leave CARE before the end of their contracts would be paid (or in the case of 

death, his/her nominated beneficiary) gratuity.   

• No Gratuity benefit is payable if the employee’s contract is terminated due to gross 

misconduct; 

• Benefits will only be paid once a staff member has properly cleared from CARE.  

• Gratuity benefit will be paid on prorate basis calculation should a staff leaves before 

completing a full year. Gratuity benefit will only be paid if an employee works for a 

minimum of 6 months. 
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The rate for this gratuity is calculated at 9% of the prorated basic monthly salary for 

each month of continuous service with CARE Tanzania.  This is paid at the end of serving 

contract. 


