I Storage R , B
( CAl EA 94F57 ENG ) : -

y The foreign gervice handbook.
i 43259384




L] S5 B

THE FOREIGN SERVICE
HANDBOOK

~ Deit, of Exiarnal Affaifs
' Mim. dbs Alfaires eX6HBUIGE

JAH 19 998

RETOUANER A LA BIBLOTHEOUE B MINGTERE

RERTAN {0 DEMATNENTAL LIBRAEY |

April 1994

b 237000 37 €)



&:"'H E3 o &
;—E °'§§ i % £ e RS mxﬁgg?»—ﬁg%:;
| = e 40 S LR
g%w;g? ?%3 Frigt Hﬁg et aiatty ok i

Caution

While the advice herein is as accurate and current as

possible, the contents do not have any legal authority

whatsoever. Employees are therefore advised to use the

Handbook in conjunction with the official text of the
Foreign Service Directives, Treasury Board Bulletins and
Circulars, and related Authdérities and not as a substitute.
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. INTRODUCTION

What Are The F5Ds?

Along with, other administrative publications and authorities, the FSDt are the rules that QOVEIN your
life as & career furengn Bervice eranayEe, when you and your family are. abmad Your collactive bargaining
unit-and management both recognize the importanice that comparability and incentive-inducement have-
for maintaining a good working relationship and encoursging employeas to serve-abroad. However, they
are equally aware that these principles are not without limitations. This is why analysis and-evaluation of
the intefit, substance and application of the Difectives is an actively ongoing process that culminates.every
thres years in joirt consultations. with the hargalnlng agents in the National Jaint Councit. Your COpY of thi
FSDs i actually the end-product of these consultations. The statemernts, procedures, provisions, rutes and
instructions which:form the text are- 2 consensus on the most equitable means.of responding to many of’
the conditions that are unique to service outside Canada. .

The FSD's form: part of the collective agreements which set out rights and obligations. Like sny other
contract, differénces of opinion as to interpretation or apphcat:nn sometimes will occur. if-you den't
understand something, ask about it. Most ¢onflicts can and should be resoived through clarification from
Mission Administration or from the relevant section st headguarters. Of course, if you have difficulty with
the application or interpretation of @ Directive you have the ripht to present a grievance under the ‘Natigrial
Joint Council (NJC) redress procadura. Your bargaining agant or Staff Relations Section (ABEl will explain
the corract pmcedure to be followed.

If you de not already have a copy of the FEDs, pick one up from the Foreign Service Benefits DI\IIEIDI"I
{ABM} or-fram The Posting Centre (ABMH}. Later chapters in this Handbook will deal with several of the
Directives in some detail. For now, try 1o start thinking about the FSDs in terms of how they will affect
your relationship with your employer and your personal lifestyle,

Personal Implications of Rotational Employment Qutside Canada

While living in ‘Canada, you are more or less free to do as you wish and socialize with whomgver \rou
plaase outside office hours, Your employer is not going to tell you how 1o get to work, how to pay your
rent, what kind of housing to cooupy, or when to see the doctor. And if an employer tried 1o do this, you
would prnbahw quit or take the izsue to court under the Canadian Charter of Rights and Freedoms.
Mareover, in Canada, the employer's Iagai concern for your dependants extends only as far as your tax
withholding status and mandatory health insurance.

Mowever, the minute you receive notice of assignment, the FSDs come intd play and your employer
becomes much mare involved in your- public and private'life. To begin. with, your dependants figura more
preminentiy since the employer will assume some responsibility far their welfare when they reside with you
at.the mission or when involuntery separation occurs oult of operational necessity. Before your posting
.arrangements can be finalized, a medical examination {(and sometimes a dental examination) will be
required in order to ensure that you and your family ars in goud health. Even before you get to a mission,
yau may discover that you have been asmgned 8 staff quarter differsntin size and quality from the house
you now accupy, In Ottawa, vuu take the bus to work but at the mission it might be necessary to use.8
car because locsl transportation is unauailabie. grratic or ungafe. As for sacialization after work, you might
find that life.in a compaund, such as exists at'a small number of missions, means regularly seeing the same
people and sharing. the same pastimes, which, depending on'the individuals concamed, has its acod anl:l ’
bad aspscts.

Experienced membaers of the foreign service community recognize that on any posting the'_.r almost
always lase same of thelr independence, some fresdom of choice and very often soms of their privacy as
well, The ex.arnples above are some of the personal implications of rotational emplovrnenti iz is well known
‘that there are many mhers |ncludlng those that affect the spouse and children more ;:nrt:m’h:mn"-dI'g.r than the
employee. Spouses often have to give Up employment in.Canada and then-try to find work abroad, and
children have to lsave friends and adjust to new classmatss and environmants.

With this in mind, take: ] gond hard Iook.at your sntuauon and discuss it very carefully with your family.
There are really no "good missions” or “bad missions.” People make a posting good or bad for themselves
by their blllw, or lack thereof, to adapt to different circumstances. The extent to which you 2nd your



family are willing and able to adapt will have a considerzbie bearing on your.career satisfaction in the
foreign service. A positive attitude helps & lot.

Above all, know what you are getting inta before starting & new sssignment because the costs of an
aborted pasting can have Tar-reaching imphcabﬂﬂﬁ for your carger, health, welfdre and family relatlnnshlps

Purpose of the Handbook

Thiz Handbook is & tool to heip prepare employdes and their famiilies for a posting or, in some cases,
a-cross-posting. It attempts to generate awareness about the conditions and implications of rotational
employment in the foreign serviée and ebout certain aspects of Iife cutside Canada. It-aims to do this by
discussing and iltustrating the Foreign Service Directives — the FSDs -- and relating them to key events that
will take place during the posting cycle

Certain charts and tabulated-data found in the Foreign Service Directivés have been reproduced hetain
ta provide: continuity. Other illustrations have been created to consolidate information, provide examples
and facilitate understanding of complicated issues. Employeas should note-that the dallar amounts used
will change pericdically. The Schedule to Foreign Service Directives. and Meal Rates, published monthly,
should be consiited for up-to-date information.

The Posting Cycle

The "Posting Cycle” illustrated in Figure 1.is & useful way of looking at some of the main events that
el el rep-eatedlv in-the career of a-foreign service employee. Rather than discuss the FSDs-in the order that
they appear in the Personne! Manual, this Handhank followis the natural sequence of the posting. wclu and
relates eact Directive 10 a real situation you might find yourself in-at any gwen time.

in Ottawa, it is suggeslad that you and your spousse read this Handbook before. -going to the
Administrative Briefing and on Pre-Posting Rounds. Later, the gagiest way to use the Handbook is 1o
recognize whera -yau are in-your posting cycleand find the information you raquire in the currespondlng
chapter. If you are looking for a brief explanation of a specific Directive, you will find it in Appendix A —~
Candensed Foreign Service Directives.

Figure 1
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The Assighment Streams

The assignment area of the Parsbnnal Operations Bureau (APD), working closely with The Pesting
Centre [ABMH], forms 3 pivotal ‘point in the posting process. The assipnment divisions not only make your

'asmgnmen‘t but act 25 8 source of advice and counselling on prnfessmnal issues.such .as tramung and

carger ﬂmlﬂpment. and a5 a point.of reference in directing you to 'other areas of tHe Department that ara
engaged in the posting process.

The steps leading up ta your Posting Confirmation take from six to nine muonths. Every Au-
gusﬂsemember the Personnel divisions make a preliminary determination of the expected movements and
vacancies for the next yaar In SEpternher letters are. written to all staff inviting tham to express their
preferences regarding anticipated vacancies. Heads of Missien are invited to comment on their expected
stsff chanpes — who will move, who will extend, and what qualities are required in 2 successor. Iit
OctoberM™ovember, consultations take place with branches in Cttawa to review the outlook for projected
vacancies abroad and at headquarters: At thls time, posting extensions are alse confirmed.

in December/January, short lists of candudates for pns:tmns ebroad are drawn up Digcussions with
geographic division manapgers, Tfurictional division managers, if appropriate, and Heads of Mission take
place. From January ta March, short lists are negotizted and confirmed with mansgers and Heads of

Mission and discussed with candldates Candidateés are referred to The Posting Centre (ABMH) for

infermation en missions and children’s educational cnnmderatnnns

Between February and May, your assignment will be confirmed. The final Posting Confirmation will be
issued after medical examinations are completed. You will be referred to The Posting Centre (ABMH] to
begin rounds dnd'to undentake specialized traifing and workshops that will prepare you and your family
for vaur posting. The timing for your afrival at the mission will be confirmed, as weil 35 any language

‘training required, -and special considerationg will be explored concerning chiidren's education and spousal

employment. Then between June and: August you will depart for the mission.

The Posting Centre

There's a comfortable spot located on the main floor of the Lester B: Prarson Building. This is The
Posting Ceantre {ABMH), the logical place for you and your spouse to begin yuur prepacations. |Spbuses are
welcome fo contact The Posting Centre directly,) The Posting Centre offers a wealth of resources and its
main role is 1o assist you in preparing for your posting and theraby help you to integrate more rapidly into
your. new life abrdad.

As soon as you and your family have been notified of your assugnmant drop by The Posting Centre

‘o pick up any pertinent.Information -avgilable, This includes mission reports, medical reports, feaneral
administrative informatian, reports on educational facilities for your children and accaunts of emplayment

opportunities for spouses abroad. In addition, specific data on living conditions in individual countries is
available including books, rmagazines, pamphlets, guides, maps and reprints, as well a3, videataped
interviews with returnees and cultural adaptation films. A returnes file is alsp availablg with the names of
recent returnees who-aré willing to advise employees preparing for assighments.

The Posting Centre {ABMH} also makes Pre-Posting Administrative nrrangumunts.. which inciude
appointrients for medical examinations, Pre-Pesting Administrative Brigfings and a personal interview: o
scheduls rourds and discuss further administrative arrangements.

Whorkshops and Information Sessions ara also avsilable at The Fosting Certre. A Calendar of Activities
is published listing worksheps and programs offered from March to June of each vear, including sessiang
onitopics such as Protocal, Financial PFlanning,. Stress Management, Your First Posting, Cultire Shack and
Workshops far Spouses,

The Pnstlng LCentre offers Caunsalling Sarwcas to assist you and your family in finding the right
educstional facilities for your children, and information on ernployment oppurtumtms for your spouse.

Right fram the start; and even if you are not expeacted to leave for severgl months, it is importent that
you drop in to ABMH in order to get administrative arrangements organlzed






CHAPTER 1-
EARLY PREPARATIONS

7.1 introduction

Well, the day has finally arrived! At long last you know whére and whan you will be posted, even
though the exact departure date may be several months in the future. Although you may have done some
research on the mission already, it's a good idea to look over some of the infarmation avallable through
the department. These inc¢lude:

- Reviewing the Mission Report and the Mission Education Facilities Report

- Getting materials from the Consulate, Embassy or High Commission of the country in
which the mission is located

- Talking to people who have served at the mission

_ Scanning the F50s, checking which ones apply and to what extent.

At this point as well; you may be cverwhelmed with questions about your new posting, such as:

Will my spouse be able to work?

Where will rmy children be attending school?

What will my house or apartment bg like?

Will | nesd-a car to get around?

What are the health condatmns and I‘EIGI’EELTIIZ‘IH3| aCtIUItlES IIkE &t the I"I:'IISSiDI"I?
Wil 1 take any ieave en route, or after rmy arrival?

What happens if an ermergency comes up whi le’I'rh overseasy

How much money will | need to see me through the move?’

Try tu answer these and other questions as well as you can from the information available; but make
notes on any points that ynu will want clarified during later briefings of appointrnents at headguarters.

in additign, befdre you receive your Posting Confirmation Form, a number.of itéms Have to be
considered and seme advanrced planning and rasearch caried out i areas such as waorking epportunities
abroad for your spouse, educational facilites for your children, caring for elderdy parents, your financial
situation, .and last but certainly not least; your inventory. During this preparation period, you will alse have
a medical land perhaps & dental) examination, you may be starting foreign language training, and you ‘will
be attending the pre-posting workshops and talking te the Employse Assistance counseliors. Enough talk,
let's-examing some of these 19 pi::sr]gﬁt‘ oW,

1.2 Employnient of Family Members

The Department acknowledgés the fact‘that rwo-incame, two-career families have HBedome the nom
in Canadian gociety. Hence, the complex issue of spoussl employment within a rotational lifestyle has
received increased visibility, If you have famllv members who wish to work in the country to which you
are being posted, you should be aware of certain facts and of servides provided by the Department in
assist spouses in looking far job opportunities.

While neither headquartersnor missions can‘act as employment agencies, the Department will offer
encouragement and whatever assistance is paszible to spouses and dependants seek:ng emplaoyment.
Unforunately, appropriately paid wark abroad, par'tnmjls.lri','r at-a professional {evel, is not easy to find. In
many countries thers are linguistic, lepal and sconomic restrictions on the employment of non-nationsls,
As a consequence, only a portion of those who seek work while abroad ara able to fi ind jobg compatible
with their expectations. Many seek a compromise in volunteer or educationa! activities related to career
intarests. if yvour.spouse is interested in working abroad and/or on returning ta Canada; you should both
read the following carefully.



Spousal Employment Counsellor

The Spousal Employmem Counsetlor at Spousal and Community Services {ABMX), located in The
Fosting Centre |ABMH), can offer employees.and members of their family information on empleyment in
Canada and abrozd. Written and -audio-visusl material is available on résumds, interviews, skills-
development courses, choice of caraer and possible sources of employment. Spouses and employeés
should contact the Counselior as soon as thev know about a posting, or upon their return.

Reciprocal Employment Arrangements

A Reciprocal Empfoyment Arrangament {REAYis an arrangemant between Canada and another country
whereby, on. a reciprocal basis, the spouses and children of accredited persong at the missions can entér -
tha jocal labour market. REA's remgve &l restrictions on the employment of diplomatic dependants and
put them on a basis of equatity with the local population, axcem in those cases where there-is a
requirernent for a:security-clearance or for specitic qualificatiens in order to practice certain professions.

Ag of Jume 1993, Reciprocal Employment, Arrangements existed with 3B countries: Argaritina,
Australia, Barbados, Brazil, Britain, Chile, Colombia, Denmark; Ecuador, Finland, _France, Germany, Ghana,
Greece, Guyana, Ham, Hungary, India, Israel, Jamaica, Morocco, The N&thurlands. New Zeaiznd, Nonﬂ.r&y,
Petu, the Philippines, Sweden, Spain, Trinidad-and Tobage, the United States, Zambia and Zimbabwe. In
addmnn to these formal arrangememts, REA's arg "deemed to exist™ with Hong Kung, Ireland, Ivory Coast
and Singapore. THis means.in effect that many missions' local labour market is open to ﬂanadlan SpOUSEs,

There are, howaver, certain implications to securing waork in the host country under the terms of an
REA that you should be aware of. first, spouses.and/or dependants obtaining empleymant under terms of.
an REA normally lose all immunity fram civil and administrative ]url&diﬁtlﬁl‘l with respsct to all matters
ansmg out of such emptoyment. Second, they are. also liable for Canadian income tax on any. employment.
earnings. {Tax paid abroad may be credited’ toward tax awed in Canada. This question should be raised
with Revenue Canada when submitting an incomie tax return. :-

In the case of countries where there.is'ne REA, it may. still be possible to find emplaymant at the
mission as lecally engaged staff, through CIDA contracts, replacing staff on huhdav, taaching English or
French to Canada-based staff, or as. Community Coordinator. There are- B0 missions eligible to hire a
Community Coordinator on contract to welcome ngwcomers, fun an information centre, organize
community activities and publish a community news bulletin. Candidates for the job must submit a proposal
1o the Mission and should have been living at the missfan for at least six montks. One can sometimes
obtain contract work with international erganizations or other embassies {although they would probably
pive preference 1o their own spouses).

It |s mterestrng to note that through a special arrangemant with the Ufited States, spouses
a:cumpanwng employees posted there-can claim unemployment insurancé benefits as if they were siill
in Canada. Shoutd you wish ta inguire about this, contact the Unemployment {nsurance Commission office
in Belleville, which deals with such claims. Address: 228 Dundas 5t., Belleville, Ontaric K8N 5C1.
Telephone: (613) 9369-3550,

Potential Employers Abroad
ABMX has information an the. general employment sitvation-for all countries where we have misaians,
plus lists of potential employers. This information can be discussad in individual counseling sessions with

tha Spuusa[ Emp]u',rmant Counsellor. Gnce the posting is confirmed, a lotter or telegram ¢an be sent to
the Mission to inguire about specific emp1nyment possibilitias.

Spousal Employment Workshops

ABMX also offars werkshops for spouses on topics such as Teaching English or French, working as
8 Conmitant, Writing and Editing snd. gongular and immigration work.

Reimbursement for Prnfessiunal Association Dues and Training

Spouses on posting who were employed in their profession up unti six moriths prior 1o departure
should consult FSD 17 regarding réimbursement of dues te professional associations while abroad, and
costs of mandatery retraining on retum to- Canada. This directive s administered by ABMX. For
reimbursement, proof of employment:in the relevent pmfesslon to within six months of heing postec, proof
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of prior membership in the assoriation, a letter from the professional association certifying the reguiraraent
of such dues, and the criginal recsipt for payment of the dues should be submitted to ABMX. In substgquent
years at the same pasting, one need onh.f submit the receipt. Unhr original receipts are eccepted.

This dlractwa also covers the cost of @ prnf'assmnalw prapared curriculum vitae to assist spouses in
finding suftable empiwn'bent Spouses who were emploved untit six manths prior to departure from Canada
may claim up to 5350 in actusl costs for a |;~n:~+':155|1:||na|II',.-r prepare::l nurnnulum witae. Costs must nurma!lv
be incurrad mthrn gix months fnllnwmg arrival at. the nevw place of dut!_.r Consult ABMX for datalis

Leave Without Pay From the Public Service

Spouses employed in the Public Service: should arranga for a leave of absence fram their present
position, to facilitate re%mpln\rment once they return. Under various collective Agreements between the
Traasmy Board and Alliances, at the request of an emr::ln-,ree, leave without pay for a period of up to fiva
years shall be granted to an employee whaose spouse s tamporarily relocated. Extansions bievond fivé vears
arg sometimes granted in the event of & cross-posting. Superannuation contributiong must be paid for
pericds of leave without pay. Contributions are compulsory, and are double the ameount tha contributor
would have paid if he or she had hot been, sbsent, They are paid at the double rate sinée the employee has
to pay both hi§ or her own shars and the employer’'s share of contributions, amourting to ‘a triple
-deduction ance the current.contribution. is included. Upon thi: employea’s return to duty they midy be paid
gither: '

-3} in-a-jumg sum payment-wit’hin 30 days of the employea's return to w‘hrk, or

By by deducting’ fr::-m salary in equal instalments beginning from his or her return 1o duty and
extending over a period egual to the peried of leave without pay.

If you are employed by the Public Service, it is possible te get your position back it you are an Ieave
withgut pay-far ore year. In other words, your position will be prutected After that and for a permd of four
More yesrs ifor a total of five yearsl, you are eligible to apply for other pusmuns ‘and may be put on a
pnantw_.r kgt gt the Public Service Cnmrmsslnn ‘rbur own departmenit might offer you othér positions ag well,
It is wise-tD keap in touch with your department, reminding them of your name and sntuatlnrl,, ard of your
‘interest in returning to work there.

If desired, spouses employed Dutsu:le the Public Service should try to make arrangsments to return to
their work at the end of the posting, though this is often difficult,

Military personnel shquld consult with their own personnel officer regarding internal regulations on
[eave. B

Ee sure to.hand carry ‘to the place of assignment.all professional credentials, transcripts of marks,
letters. of reference, wark -samples, portfolios, and a good resume.

Contacts at Missions

At the mission, you could ask the Community Coordinater or the Administrative Ufﬁcer for employment
suggestions, and cOmments on restrictions and legal formalitizs. You 5hnuld ‘also mvasbgate puss:hllitles
through new contacts, warking cn1|eagues and information interviews with local prganizations. Self-
employment is another possibility far those with a transportable skill, such as tutoring, photography,
wiiting, word processing, catering etc.

Spouses Hetu'rning to Dttawa

Upan your return to headquarters you may wish to participate in some of the wnrkshups at The
Pasting Cantra that focos on efmploymint in Cgnada. You could also work.out a job search strategy with
the Spousal Emplnvment Counsellar. You may lagva an up-tu-date résumé on file, and fill out & spousal
employment form so that your employment history tan be entered in the Data Bank, Occasionslly, requests
ere received for applicants fram our files. For the: most part, however, it is up to the individual to look for
spacific ij openings. The Spnusar Employment -Counselior can help with suggestions un résumé format,
approprigte places to apply and give applications to the Public- Service Commission.

Whether abrcad er in Dttawa, be sure ta send your current addrass te ABMX so that you conﬂnue to
receive "Direct Communication W'th Spousas



1.3  Education of Foreign Service Children

. The Department has long recognized that the rotationality of many of its employees depends to.a preat
extertt on the cpportunities available for their children to continue in sehool without serious disruption. At
haatquartars, two areas are respons:ble for educatmn issues: the Education Cuunsellar (ABMA) located
in The Posting Centre, and Eeneflts Pelicy and Imp!amantatmn Section IABMA]),

Education Counsellor

if you have schoa! age children, ot children whe will start school while vou arg on pustlng. it is vita!
that you contact-the Education counsellor located in The Posting Centié as soon as you are offered an
assignment and read the following Bxplanatuns of the FSDs reEatlng to education. It is extrernely important
‘to check out what educstional services are- ava:table at the mistion even bofory accepting an- assignment
abroad,

The Fereign Service: Dlrectwus attempt to grovide thie E.quwalent of an averaga Canadian public school
education foar childrer on postings. Children with spacial needs — the Iearnlng dizabled, the pifted and
talented, the physically disabled — are not always prnvlded ‘with-the formal education uppurh.mitl&s'

ovérseas that are available in Canada. For these very reasons the Education Counsellar, located in The
Posting Centre is respnnmb!e for providing counsel and guidance on educational programs, courses of
study, and compatibility in school gystems and gnsuring that employees have up-to-date information on
types of schools availatle in Canada and abroad. The counseller will also coordinate the Necessary
arrangements with the mission for admission of children to the appropriate education establishments.

Thie majnrmr of scheols uged by foreign service employees overseas are private schaopis that fogus on

an academis Edu{:ﬂtmn to- prepare a child for eventual university entrance. Few of these overseas schools.

‘have any form of technics!-education facility, 50 it may be’ difficult ‘for children whose apt:mdes are

technical to be provided with-educational facilities comparable to Canada s. However, before an employes”

refuses a posting.dus to lack of educational facilities, he/she would be wsll-adviséd to discuss the matter
with the Education Counsellor. Sinés the education section of the mission reports usually cover ﬂﬂﬂﬂfﬂl
education matters, & special inquiry could be made to find out if such training is available at the mission.

In-agdition to the Education Counsellor, the following resaurces existin the Education. Sattion of The
Posting Centre:

Descriptian of educational resources as reported by the missions.
Directories of French and English schools abroad.

Directory of residential schoals in Canada. -

Brochures and videas on residential schoois in Canada .and abroad.
Thie: Reportion Education in the Nationat Capital Regior.

The Report on Special Education in the National Capital Region.
Updates on schools in Canada and abroad.,

Ll Ll s

Education-Helated FSDs: - Education Assistance &t the lycée Claude! (FSD 33), -
Educaticn Allowances {FSD 34}, - Education Traval {FSD 35}, and - Family Reunion

(FSD 51} \
F$D 33 — Education Assistance st the Lycée Claudal

o The purpose of this directive is to pruwde, under r..'ertaln carcumstancea. financial assistance to career
foreign service employees and RCMP Liaigon officers while, serving in DﬂawafHu!E. in anroling their
dependant children at the Lycds Claudel. This is in order to ansure continuity in French Ianguage education
while serving outside Canada.

FSD 34 — Education Allowancas

By providing you with financial assistance, the chjective of FSD 34 i is to ensure that your children
obtain prirnary and secondary education. appraximating Canadian standards, thus enabling therr: to re-enter
‘the Canadian school system with as little disruption ag possible. A comprehensive list of admissible and
inadmissible education eXpenses is set out under. Sections 34.01 (blrand (¢l of this Directive, Three main
factors are involved in determining tha extent of assistance made available. Thess are:

g




1. Comipatibility of educational facilities at the ‘mission with our awn institutions (See
34.011a} for the factors that define compatibility);

2. Place where education is taken; that is, at the mission, in Canada, or away from the
mission but not in Canada; v
3. Lovel of education: Primary or Secondary.

Of these factors, compatihility is the most impartant. The: vast majority of our missions have primary
schaols that will genarally meet your ¢hild's neads. However, there is a grester posmbllltv that secondary-
level schooling systems may be censidered incompatibie This is especially tnue in the senfer grades.of high
sehool where preperatmns are being made to meet post-secondary education requirements. The Education
Enunsellnr located in The Posting Centre’ {AEMHI may be abls to halp you find the system best suited to

your child's naads

MNote — 'anar'r education includes kindergarten ang Grades 1 to 8.in Ontaric or their nquwalent in
other provinces. "Secondary” edycation includes Grade % 10 12/0AC in Dintarip and its aquivelent in
othar provinces. Except for Shelter Assistance {See FSD 34.06 and belowl, Educatipn Allowantes are
riot paid for pest-secendary studles.

Emplwaes ‘gnd their spouses at missions are invited te evaluate schools so that management. at the
mission can update-its roster of compatible facilities. Based on the cost of attending a representatwe
school on the roster, an education allowance cailing, called a "post ceiling”, i5 establishied for the mission
and amended .annual!\yr In Canada, ceilings for domestic education are establlshed fulluwing an annual
review of tuition fees {or non-résident school fées) and related costs for both public school and residential
schoel education in Ditawa.

Education allowances are normally. payable in one lump sum, at the beginaing of the "Schoo! Year.”
Wherever possible, payment.is made directiy ta the sehool. To avoid confusion, note that all references
to "year” under the Directives covering Education mean the year hegmnmg Septamber 1 and ending
August 31.

~ Yau will receive an Education Allowance F‘n:-pnsal Fnrm F.S. 24.1 and, based on the r.:e1hngs in-affact
at the time, you can work out the option you consider best meets your, and your child's, interests.

There is rio_need to go out of pocket for admissible axpengas within the establiched ceilings, When

schooling is taken at the missicn, you should arrange for payment to be made directly to the school by

Mission Administration. In-sll gther circumstances, an Educatian Allowance Propgsal must be submitted
1o ABMA and approved before an advance can be issued. Your expense claim, together with detailed and
praperly re::eaptad school billing, should be settied within 30 days. You should know that, if admissible
educztion expenses at the school which you sslett exceed the appropriate ceiling, you will be rasponsible

{for the additional costs:

Hint — ABMA and ABMH are particularly.busy in the months preceding the beginning of the school
year. Don't make things more difficalt for yourself.and for them By waiting uritil the last minute to get
wour prﬂpnsafs or claims submitted,

Hint — Mary:schools have Timited enrolment. it is essential for you to start making inquiries as soon
as you have been notified of your assignment.

Compatible Facilitivs At The Mission

Where facilities are compatible, you may already have zelected the! *right” school on the basis of the
education section of the Afission Report. i is also essential that you discuss the matter with the Education
Counselor, especially’ if the child has special néeds. The Posting Centre |ABRMH] will send a telegram or
telex to the Mission to get things under way if an advance application is required. If you'have a choice of
schiools, it s sométimes advisable to wait until you arrive and then have 2 closer look. The Mission
Administratve Oﬂncer will arrange appointments and, if necéssary, aven write you a letter of intreduction.

Despite the fact that educational facilities at your mission. are compatible, you may still wish to send
your child te primery schoalin Canada or in.a third country. In this situation, ydur éducation allowance is
limited to the total admissible expenses at the laast costly school on your mission’s roster. Thrs Amount
may be somewhat less than the ™post ceiling™ and may be MIL at some missians. It is payable | in liau of afl
other expenses to which you might have ctherwise béen entitled, including those for Education Travel nd
Family Reunion, This situation could wind-up- being very expensive sc it is recommended that you examine

‘the pros and cons. very carefully before committing yourself.

s



Mate — Even though facilities are compatible, problems may arise whenyou retura to Canada, if your
child does. nit have the credits in Canadian studies required for post secondary: schoul educatmn in
Canada. Here again, we stress the importance of esrly contacts with the Education Counsellor at The
Pesting Centre {ABEMHI.

Mote ~ tn.somé. countries, the local curriculum may be lower than Canadian standards, in French and
Engllsh as a secand Ianguags. fur example. Tutnrmg may then be halpful while abroed. Individual cases -
shouid be discussed with the Education Counselicr for pedagepical advice; and after approval. by
ABMA ithe Benefits, Policy and Implementation Section), tutoring expenses may be reimbursed by the
Migsion.

Incompatible Facilities. At The Riission

Your decision as.ic where your child: will be schooled is.maore difficult when’ temporary separatmn will
ensue Where facilities at the mission are not. cumpatlble_. the Department favaurs your child's attendarics
at 8 public schoa! while living. with relatwes or geing to a boarding school situated as cloze as possible to
tamily and good friends. For most employees this means Cangda, but arrgngements in other logations may
e more dasirable- In either cage; your seducation allowance will cover admissible aducation expenses plus.
limited board, lodging and. costs of persunal layndry. and mending servicas up to the csiling for public
sducation in-Canada or residential education in Canada as appropriate,

Mote — The Posting.Centre {ABMH) mamtams a list of acceptah!a boarding schools in Canada and
keeps personal contact with a few of ‘them, especially in Ontario and Duaber. Do not hasnate 10,
rontact the Education Counselior at ABMA for further information. ABMA can also give you the names
of a few boarding schogls abread, but it is up to you to check out their quality. Employeses should alse
note that F3D 34 does not cover strictly personal expenses, such as clothing and gocket money.

_Sha!t’ér Assistanca'

Emplwees wwhose children are under 21 years of age ard are continuing, with full-time post secondary
education in Canada are eligible 16 receive shelter assistance for their. children of up to $2,292 for the
-academic year, as of September 1, 19383 {FSD 34.06,.34.07).

Ralocations

If you are relocated from a mizsion during the school vear, FSD 34,10 ensures that you will continue
to receive an education allowance for that child, and makes special provisions minimize incressed
edircation expenses resulting from your departure.

Mote Concernifig-Separated’ Spousss

Where an employee's child resides with a spouse who has chosan not ‘to aceampany the amplnvae
to the migsior, educational allowances or related expenses may not be paid under FSD 34 without special
authorization from the Treasury Board. Assistance may be available under Family Separation Expenses’
(FSD 15.34). Employees in this situation -are cautioned 1o appruach ABMA {the Benefits, Policy and
Implemeantation Section] as soon 4% possible.

FSD 35 — Education Travel

FSD 35 is intended to pay the actua! and reasoneble costs of getting, your child to and from his-or her
place of schnnllng when the normal Haluca‘tmn Girective, FSD 15, or Family Reumnion, £ESD 51, do not applv
Itis fairly- straightforward dnd covers basmany the same travel expanses as dnes FSC 15 wﬁh provision
for an Unazcompanied baggage allowance of 100 kilograms. Remembear that'a claim must be filed within
1% days of completing the journey. :

Cne problem that does. arise is the authorization for an escort to accompany the child at public
expense This is permissible in unusual circumstances, such as situations where educational facilities at
the mission were incompatibie and prior registration-at the child's aducational institution is not acceptad
and alternative arrangements cannot be made. Mitigating circumstances should be brﬂught to the attention
of ABMA ithe Benefits, Policy and Implementation Section} whose pricr approval is required in all cases.

Lapgelly seperated or aimply etaying bohind.
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Once ABMA- has given its amhurlzatmn. it i recnmmended that you contact the Education Counseliar in
The Posting Centrs [ABMH| which can take measures 10 gsoothe the child's relacation.

For information concerning reiocation of a dependant student during the long school holiday racess
refer to FS0D.15.38 on page: 59, ’

FSD 51 — Family Reunion

FSD 51 is inténded to bring vour dependants horme to you at the mission up to three times a year. This
Directive can be used in rare pust-related gircumstances for you am:l.fur your spouse to travel 1o your child's
location but spacial approval is reguired. Provision is slso made for assistance for telephone calls from
dependant children to the amployes's mission.

Education Surmmary

~ The provisions of FSDs 34, 35 and 51 do' not applv in all cases, This is particularly tnie where
educational facilities af the mission are compatible bt your child is in primary schoot in-Canada, or.gither
primary or sacondary school at-a third location, Check out yaur entitlements carefully!

1.4 Taking Elderly Parents on a Posting

The decision as to whether to take a parent or relative with you on posting requires careful thought
and deliberation. Climate, culture, health risks, health facilities, language. and available social natwurks
reed to be :nnmdered For many-frail alder people.. any mave:to & new environment Can cause stress. A
move to a forsign erpironment generally-invelves d!sn.lp*tmn ‘ofthe lifestyle that was left behind in Canada
and could lead to the parent fealing isolated in tha new environment, Each case must be decided
individually after weighing all the factars involved, .

It should be noted that the: emplu-,ree who wishes to take an glderly parent on posting is required to
consult the Department ¢oneerning the necessary reguirements. and procedures to have the parent
designated &s a dependant for the purposes of the Foreign ‘Service Diractives. The granting of degendency
status for the elderly parent.does not autématically permit him or her to accompany the employee an
posting. The eldarly parent dependant. is subject 1o the. same regulatians under the FSDs as the employee;
spouse and children. For example, medical clearance must be obtained before permission to travel to the.
mission is EIVEI'h

1.5 Looking After Your Financial Obligations

‘Go to your -new posting.with.a clean slate.” Pay all of your hills before you leave-and make proper
arrangements 1o ensure that continuing obligations will be covered by standing order, a series. of postdated
cheques, of Some cther mechanizm, Unpaid dehts tend to follow yol wherever’ you ga and can give dther
peopie the wrong imprassion about your integrity.

Insurance v

This-is an appropriate time for you to raumw the extant of yaur Itfe insurance coverage, Traditional life
insurance products fall inta one of two basic types. Term ingurance is the less sikpensive of the two; it
provides more insurance protection at-lower costs, but the premlums da nat build up any cash or Inan
value. Protection éeases if the term insurance.is discontinued; if itis cuntlnued COStS nigrenally |nc:raa3e
as the insured pérson becomes oldar.

Whole life insuranca provides less insurance. pratectmn for the same amount &f money, Dt it
-accumulates & cash or loan vatue so that the policy may be borrowed upoh of used as collateral for a loan,
Even if payments are discontinued, some armount of insurance remains in force until the death of the
ingured.

But ypu rmust research the features carefully, and compare the service fegs and penames charped by
different companies offering the same product, Most life insurance companies offer estate planning
services to assist. people with their life insurance needs and ptans. Rermembar that you may be entitled to
participate in Gn:rup Plans through your collectivé bargaining unit or emplover.
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Certain of your other types of palicies will shortly have 1o be cancelled. Arrange for your Hameowners
or Tenants coversge 10 cease once your household effects have bean removed from your residence. Make
pravisions for extra insurance to cover any valuebles in-trangit which wﬂl not ke covered at Crown axpense.
undar FSD 15 or 'where the replacemsant cost value of your fnventory exceeds the Crowns Itablllt\;
Remsmber to'include any jeweliery, collections; furs and other items that will be part of your dccompanying
bagpage. Arrange to have your car insurance cancelled effective the date of itz disposition. If you_ are
storing your car for a fong period, you may- need to modify your existing pnllc',r I you are making your own
arrangements. for shipping & recenttv purchased car fmrn a third location to your new place of duty, you
must purchase all-risk, nun—dadut:ﬁhfa cuvarag&. ‘Obtain a *ng ¢lzirm — accident free” staternent from your
¢ar insurance agent.as this may assist-you in nhta:mng ingurance at lower rates in some countries.

Collection of Needed Documents:

Set aside a special drawer for all the documents that shoutd be ‘accempanying you to the missian.
QObvtsin certified photocopies and leave one-set with somecne you ¢an trust oruse a safety deposit box.
Depanding on volume, somie of these items can be forwarded shead by departmental mail. Ramember to
include schoo! records for the children and letters of reference, curicula’ vitag, diplomas, qualifications fur
dependants who may want 1o seek emp!uyment.

Banking

Daon't furgﬂt to notify. ABFF lAlloiwances) and ABMF (Compensation} of your banking particulars for
déposit.of pay.and allowances. Leava clear instructions at your bank concering the deposit of cheques:
regularly recelved ‘such as Family Alldwances; pensions, and dividends. Depending on what the Mission
Report says about local facilities and: foreign exchanga restrictions,. you may wish to discuss special
arrangemernts with your Bank manager. Sema of the services offered are letters of intradyction, latters of
credit, overdraft privileges, aummatlc transfers between accounts, automatrc cradit carg payments and
issuance of monthly staterments

Accnrdmg to the Goveinment Hegulatmn& any foreign address given to financial institutions will
generate non-residents tax, To avoid this additional tax, ensure that your bank has a4 Canadian address on
-fi Ie, for exampla, P.O. Box 489 or 500. {See chapter 2, 3.)

Prior to your departure estabhsh a relationship with a lizison officer. at your bank to ensure that your
letters sre acknowledged and that instructions are correctly fu!luwa-::l ard henoured,

Hint — There may be a slight advantage to deal with fareign subsidiariés of Canadian banks. Find out

from your manaper what special .considerations may be available at branches or corfespondent banks

overseas. At the same time, determing what service charges, if any, are mcurrad when you transfer
. funds:. Make sure you have an-adequate supply of cheques.

Hint — Safety Deposit Boxes represent one of the most ecenomical and secure means of staring
valuables and originzls of impertant doeuments. Thers afe sizés available to fit mast requiremerits.
Two keys are provided with sach bex. You can appoint somedne in Canada as your agent by Raving
that person sign the bank's access recerd in your presence. Hi or she can then be left 2 kay and
instructed to enter your box if and when ceftain iterns are naedad,

Hirit — At some rnigsions, it is possible to have-a US dollar account on which you rmay draw funds.
Investments

Review your. portfolio taking into account any changes.caused by G-::-vemment Budgets or amendmants.
to tax faws. Are your investiments in a form that enables easy Tliquidation in the event cash is yrgently
needed? Be sure to leava written instructions, with your agent in Canada regarding the dispositiori of assets
or the reinvestment of their proceeds, as well as any accrued intarest.

Power of Attorney

Asyou can see from some of the topics already discussed, it may be desirable to rely on someone you
can trust to ook after your interasts {in¢luding your preperty) while you are abroad. That person does not
have to be a laviyer. You can legally appoint any compgtent individual including a relative or friend. ‘l"::lu
can also be as limiting or broed as is necessary in- setting out the ardas where your agemt will be authorized
1o .act on vour behalf, It is advisable to execute & written Daclarutlun for this purpase wnnassed h-,r
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somesne who is smpowered to administer Caths, Such documents need not, be cbtained from a lawyer
or natary, most financial institutions offer these documents free of chargé

Wills

No-one likes to think about the prospect of death. As uncomfortabla as that might :appear, imag'ine the
difficultizs your dependants might encounter if uncertamt',r exustad about your beguests and the naturg- of
your assets. No matter what your material or financial situation, a will provides you with some promise that
your wishes will be observed after your death, ‘ahg gives your beneficiaries a degree of security that may
hitherto have come from your empioyment incomne Wills are not expensive documents to draw up and. may
bz prepared by a natary of lewyer,

The Departméant does not keep wills.on file, but they encourage you 1o draw up a will and to keap it
with your other impartant gersonal documents. Where an employee may wish to de so, ABMS
[Superanruatmn: shouid be informed where a copy of your will is lociated and the nama and address of the
executor. The Posting Centre (ABMH} issues a form which ¥Ou can fill Gut for this purpose. Thig form can
also be included in your personal file at the Department. Keeping a copy of your will at the mission can-alse
alleviate difficulties since it may be necessary for certain actions to be taken before family or friends-in
Canada can be reached, '

Mote — Mt is also important t¢ remember ta complete'the Next-of Kin section in your passpart dnd keep
it armenided if-and when necessary. .

Taxation
Ingome Tax:
For tax purpdses, you will need 16 determine your residency status when you leave Canada as follows:

1] ' vou have severed your residential ties with Canada, then you will be deemed to be a
resident of Canada. In ligu of prwmma! tax, you will be subjact to the surtax for individuals
not resident in Canada on Decernber 31st which is 52% of the basic federal tax payable
{this is-the percentage for the 1992 taxation year). You should use the General Tax Guide
and Return for Non-Residents and Deemed Residents of Cenada.

2 If you have not severed your resitdential ties with Canada, then you will be 8 Tactual
resident ef Canads and you will still be subject to provincial or territorial tax ¥You should
use the General Tax Guide package for the province.or territory in which you maintained
residential ties.

Rasidantial ties with Canada may include the following:
- adwelling place in Canada that remains available to you; of
- a spouse or depengants who remain in Canada while you are living outside Canada.

3 If you arg not sure if you have maintained residential tiey with Canada, contact the
International Taxation Office

You will raceive your T-4 dips st the mission in late February or Etslrh.-r iWarch. Your migsion will already
have received a supply of appropriate T-1 Income Tax forms and Guides that you may use-irv lisu of your
persnnahzed furm “The T-1 return, or the General Tax Guide and Return for individusls Outside Canada
package is designed for. those who do not-actuslly reside in Canada at the end of the year but are
considered 1o be "deemed residents™ of Canada. If, while you are outside Canada, you recéive a
perstnalized return in the mail, ignore it and obtain the package mentitned above. Transcribe the pre-
printed information from the personalized réturn onta the return for Qutside Canada Do not paste the: labat
from the personalized return onto the new return. Ensure that wour cosrect name and address are ‘shown

in the area provided.

On the appropriate lines of the return, enter the income, deductions and amounts as shown ort the
income infarmation slips you will have received. It is your responsibility to obtain the necessary information
glips.in time to file your return. If you cannot obtain your information slips, fellgw the lnstructluns on page
& of the Guide: *What # You Didn't Receive Yuur Information Slips?”
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Asg you are well aware, you must file & federal Income Tax Heturn un or before April 30 each year. A
return mailed’ after that date will be subject to g iate filing, |:u3.-nelt1,.r To svoid intersst charges, pay any
balance nf tax owling by Aprit. 30, the due date of filing,

|f you have any questions, you may contact-the International Taxation Office:

2540 Lancaster Road .
Ortawa, Dntar‘in
K 1A 1A

Calls from anywhere in Canada  1-800-267-5177
Calle"freeﬂ putside Canada [collect call accepted)
English (6131952-3741
French IE13155¢136E
Fax number 1613)541-2505
35T and Provineial Sales Tax:
~ G5T and Frovincial Visitor Rebate Programs are available 1o non-residents only. Foreign representa-
tives, melud:ng Enem&l Affairs employeas posted putside Canada are not eligible for the visitor rebate

proprams singe they are normalty deemed as residents for tax purposes. Howevear, some itams may he
exported free of GET and PST as long as they are sxported directly by the supplner to tha new residence

for consumption outside Canada. Excepticns may odcur; yoU may wish to contact the offices directly at:

Re: GST erwd Quebec or Manitoba sales tax:
Revenue Canada; Customs and Excige
Vigitar Rabate Frogram

Ottawa, Cntario

K1A1J5

or call. toll free arywhere in Canada 1-800-668-4748; outside Canada (6131991-33486.

1.6 Starting Your Inventory

Preparing your inventary is.probably the maost-tedious part of the entire posting exercise, yetit is an
assential docurment. It is mentioned briefly here, but more detailed infarmation is svailable in Chapter 3.

Tha main reason for including it here is the time factor: One of the most repeated Fatements that you.
will hear during preparations for your move is "Make-sure you get your inventaries in an time.” Your. up-to-

date inventories must be-submitted to the Relocations section (ABMRAY no later than two weeks befare your
pack-up date. Everthat may leave littls time if the inventory has to be actempanied by a foreign languape
translatian for the host country’s Customs Department. Itis suggested that you start 1o prepare your
inventories at least Hve weeks prior ‘to Moving Day: Workshops on *Preparing ‘rbur Inventory™ and
computerized invertany programs are avallable from The Posting Centre {ABPMH).

1.7 Pre-Posting Medical and Dental Examinations

iMedical ﬁtneﬁ for servica abrnad i5 2 prerequisite for having your posting officially confirmed. FsB9

cbliges you and thnse dependante who will resida with.you, or study full-time-outside Canada, to have a
physical, dnd pesmhly 8 deptal examination, &g a candition of each posting, cross- posting, and on retum

‘to headguarters. A enmplete examingtion may include X-reys, blood tests, |rnmun|zattnn psvehelogmall

assessmant and consultation with-a specialist. Medical: reguirements ‘oftén take four waeks or lenger to
complete. You will not be able to obtain loans, advances, or eomplete your travel ‘arfangements until you
and your accomparnying dependants are. gwen &:clean bill of health.
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The phrase “through preventive services™ in the introduction to FSD 9 mesns that your employer relieg
on the medical pmf&sslnn to provide advice on your health profile and the depree of risk associstad with
sending you to a given migsion. Wherever possible, medical examinations and relatad proceduras are
administered by Health Capada, in Ottawa at 301 Elgin Streat {telephone 954-6583). Where Health
Canada/Employment and Immigration doctors are not available, private facilities can be substituted once.

‘authnnzed -

The costs of FSC 9 pre-posting medical and denta! examinations are borne by your employar. However,
payment for any treatmarit that may be required, including dental work, is entirely your responsibility. You
are considered to be "at work® when taking medica?! or dental examinations angd mey be antitied to
cnmpensatmn if they havé to be-déne outside working hours. If nacessary, you mll ba given time oFf for
travel 10 and from tha place of examination and he reimbursed for trnvelling axpanses.

Refer to FSD 9 for the list of mlssluns requ:nng pre-posting dental: examinations. Where a dental
examination is necessary, auch an examination inclides an assassment of.any. special dental treatr'nent that
may be required prior to, or during the posting..

Immunizations
Based on the country to which you are posted, it is likely that you and vour family will receive
immunization against.one ¢r several of the following:

- ryphaid

- tetanus

- * diphtheria

- polic _

- hepatitis A igamma-globulin} and hepatitis A
- voliow fever )
—_ maningitis, encephalitis,. até.

- Japanese encephalitis

The clinician responsible for your vaccinations will record the particulars in an interngtional Certificates
of Vaccination booklet. (See Figure 2} Keep this boaklet with your passports as you may be required to-
present it'on entry to foreign &ountries. Should this booklet be logt, it may not alwa!,rs be passible to
r&place ar verify all the medical information which it contains. 4s this may result in considerable
iNCoOMYENience t0 you, you may wish to phntncuw your vaceinations bnokiet and Ic.eap it, and phntncop:es
of other documents, in @ separaté place, in case of loss or theft.

Health Canada is curently undertaking a computerization projéct 1o record 2ll immiunization information.
on employess, thus in the future it will be & simple matter to retrieve information if the vaccination booklet
is last. '

Fgure 2
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Hint — Mow is the tima to get some professmna! health informatian ahout conditions at the migsion.
Many of the EIC doctors have themselves been pusted te unhealthy places and are more ‘than wﬂhng
to share thmr axpartise.

Hint — Do vou have a.record of your, and your family's, vaccmatmns apainst measles, mumps
dlphthana" Check the need for any of these with the examining. physician and/or your family
doctor/paediatrician.

Hint — Will you nead ary prescriptian drugs while living abroad? Ask the EIC doctor about their
availsbility. Include copies of your prascnptmns with the impartant papers you will be taking along;
i necessary, perhags a lefter summarizing or erciosing your medical history can be prepared’ by your
family doctor.

Hint — The pre-posting medichal does ot include a specialist eye examination. Take an extra pair of
corractive lenses to-the mission for each family mamber nceding them, Keep copies of vour lens
prescriptions, Consider prescription sunglasses if you-are going to.tha tropics.

1.8 Starting Your Foreign Language Training

Do you know how to speak: Arabic, Mandarin, Itaiian,. Spanish, Greek, or Swahili? Do you need to learn
a foreign langusgge for your next posting?

Prepann-g for & posting oftén.does:include acqumng some skills in a foreign languagse. Forgign Ianguage
training is prnwded s0°as 10 achleve the following:

1. Ta enable the empluyee to attain the fanguage proficiency level [el&man‘taﬁn mtErmed:ate
or advanced) required by the dirties of the' position he er she will accupy. This training is
narmizlly planned by the assignment officer 1o enable tha .employee to réach the required
level before being pusted Deperiding on the level and complexity of the lahguerge baing
m}dmd the traines may need from B to 24 weeks to reach the slemsntary level, fram 16
to 44 weeks for the intermediate level, and frem 24 to 96 weeks for the advanced lavel.
An intensive two-yasr training program is glven in some Ianguages Language. tram:ng
begun in the pre-pesting pariod may be continued at the mission during the initial years of
the assignment.

2. To help. employees and their spouses to integrate socially in the foreign environment, The
training is taken wlumanly and-enables one 10 sttain a basic level. It may take place either
before or during the first years of the assignment. Cepending on the complexity of the
languape being studied, the.training can last up to 16 weeks,

<9 TJo provide the spouse who will beperfarming reiiresentatmnal duties with. language
training te the intermediats level before the pnstlng If not completed before deparfure,
this training continues for the first years of the pasting.

Upan receiving confirmation of kis of her posting, the employes is'invited to meéet with the assignment
officer in order to determine the training heeds and to establish a training plan. The training plan will
specify the training needs that employees and their spouses have in connection with their posting, and wieill.
determiing how they might best achieve a given level of language skill. The assignment officer will send
the plan to the Languape Schodl at the Canadian Foreign Service Institute |CFSII, which will datermins,
in-disgussion with the employes, how the plan will be carried out, and will organize the required courses.

The employee. may take courses in the Natmna[ Captital Region {NCHI 'f the employee fails to attain
the retpuired igvel bafors departure, training will continue at the mission. the same rules apply 1o employeas
transferred {aterally, who receive their training at the mission they are: leaving.

For additional information concerning the gmdelmas and procedures related to training, contact the
Language School at the Canadian Foreign SBnﬂce Institute {CFSI).

Hint — Frerich and English.as a'second !anguage gre not foreign ianguages. Spouses of rotational

emplovees may attend Franch or English classes when they aré in Ottawa. App!lcatlons should be’
forwearded to sn Official Language Training Advisor at CFSI. When such training is reguired when
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located abroad, the raquests should be submitted to the officer responsible for Qfficial Languages:
Training in the Mission.

1.9 Pre-Posting Workshops

To help you in getting ready for, and cnplng with, the up:umlng maove, Tha Pasting Centre [ABMH)
offers, in addition to the more official Administrative Bnefmgs, & series of Pre-Posting Worksheps dealmg
with topics such as Your First Posting, Financial Planning, Protocol, Culture Shock, Stress Management,
Preparing Your inventory, Caring for the Elderly, First Aid, etc. These workshops and others are repeated
several times during the period fram. February to June of each year. Publicity regarding the. woikshpps is
usually provided by ABMH each February, Just register and corme!

1.10 Employee Assistance Program

Have you ever felt the need to talk about your personal proklems with sdmeone who is not directly
involved? [t can be very cumfumng to kriow that you can count on & gympathatic ear at-a time when you

-are concerned about personal of work-relate matters. That is why the Department has an Employee

Agsistance Pragrarn [ABDA] staffed by three professional counsellors. As part of the Administrative Briefing

And your Pre-Posting Briefing rounds, the EAF Counsellors will discuss how their services can be of

assistance to you and your family.
What is the Employes Assistance Pragram?

Many emplayees have a rather narrow impression about what benefits can be derived from seeking
advice or assistance-from these people To s&t the recond -straight, the EAP Counséllars provide sssistance
for all types of personal problems and congerns. such as stress, emotional, family, legal, financial and
alecholfdrug-related difficulties as well as for woik-related _problems such ag job ‘stress, |nterr|at|0nal

‘conflicts and caresr reorientstion. The EAP Counsellors. help by providing assessment, refarrai, fotlgw-up
-and short-term cwnae!hng services. They also Felp supervisors and managers deal with employaes whose

work peformance is affected by personal problems.or work-related ones.

The EAP Counseliors 1ook forward to meeting employees or members of their families who are getting
resdy to lesve Ottaive or ard just passing through en route 1o the next posting. BMuch of their werk ifvolves
helpirig you identify and deal with stress 'Facmrs' related to working snd living abroad.

The perzonal interactions between EAP Counsellors and foreign senﬂce members [employees and
depandants alike) are-strictly confidantial. if you approach them, you can be. asswed that the fact that you
have used the services, the nature of the problem and the content of your conversations with the ‘coun-
seliors will be: kept confidential. Wo EAP ‘Fsles are kept and nathing will be placed on your parsanal filg. To
emphasize detachment from the rest of the' Eureau of Personnel, two of the three counsellors have offices
Incated behind the Crush Lobby, in Rooms B1-108 and B1-106. The third counselior's. office is located in
The Pasting Centre (ABMH} in 'Room D1-166.

You may be wondering what good arg these services when you are abrasd and perhaps really nieed
them. Well, the services of ABDA {Employes Assistance Program) are dvailable to you whether you ara in
Dttawa or abread;, so de net hesitate to get in touch with the EAP Counsefllors. Perhaps it is an elderly
widowed parent.wha has stopped writing to you or a timid child who, for the first timg, is living and
anendlng schuﬂl away from the family. In such cases, ABDA can help you keep tabs on somecne and
attempt to eate your fears.

The _EA’P'Cbunsellnr can also provide you with publications ‘that are available for you to take home:
Keap ABDA in mind and do not hesitate to write, phone or visit if the need arises:

17



18




CHAPTER 2
POSTING CONFIRMATION

2.1 - Intreduction

Mow thlngs are becoming more Certgin. You fee! that you might actually be lesaving,-and sognl And
with that comes the tension, as all of those time-consuming details must.be resolved. By now most of the
parameters of your upcoming move have been defined. Medical examinations have been successfully
completed. Your Posting Confimmation has finally come through. Many of the essential guestions that you
were asking yourself only a few weeks ago have now been answered, at leastin & general vway. Nuw it's
time to absorh the details neaded to maka your FrEaFns'ung Countdown and your early days at tha new
mission pass as smoothly as possible. .

2.2 Pre-Posting Administrative and Security Briefings and
Rounds

Around the same time as you-get your. appnlntment for medical examinations, vau and your spnuse
will be invited to attend a special group session at The Posting Centre (ABMH). At this Pre-Ppsting
Administrative Briefing, representatives from varigus sectiong at headquarters. plus dther experts, will
provide you with important information and answer some of your basic questions-about. preparing for 2
posting. Some afthe areas tvpmal!v covered are:

- Diplematic F’nvlleges and Immunltlas

— Diplomatic Passports

- Mailing Privileges

- Management of Manay Abroad

— Medical Benefits

- Packing, Shipment and Storage of Personal Effects IFSD 15
-_ Employee Assistance Program

— F‘reparatmn of Im-fantunas. Insurance; Damage Claims (FSD 15)
- Salary; Allowance Entitiements {FSD 58, 56, 58}

— Shipment of Autemobiles (FSD 151

- Staying Healthy Abroad

- Trave! Arrangemants; Living Expensas During Removal iFSD 15)
- “Trave! and Leave Benefits (FSD 44, 45, 47, B0, 51, 54)

Cne of the reasons why it is irnpnrtant for you, as wall as your spouvse, to attend this mandatory
_briefing.is because the information you receive will help you to identify your ngeds and personal questions
to ask during Pre-Fosting Rounds. Remember that FSD 12 will cover reimbursement for child-care ex-
penses, where these are in excess of any existing permanent child-care arrangaments while you andfor
your speuse atterd briefings and warksheps. Be sure to gef receipts.

Impartantt!! To get the mast cut of this briefing, go. through-the FEDE mentionzd above bafore you
attend.

As thefe are usually hundreds of other employees also preparing to leave headquan‘.ars within the next
couple of months, this briefing is the key event that will coordinate your upcoming visits to various
sections responsible for the administration of the Fareign Service Directives (FSDs} and persannel policy.
At the time of the Administrative Briefing you will be presented with & Fre-Posting Kit containing some of
tha forms you will have to submit shortiy, other impaortant tidbité of information and the "Ligt oi Mandatory
Appointments®, or-as it is more commanly knewn, the "Rounds Sheet”.

{nce you've had your Administrative Briefing, you are ready to start your Rounds. As you pruceed on
your Rounds, have sach of the 20 sections initial the "Rounds Sheet” and return it to ABMH when all
appointments have been completed. De not hesitate to call or visit the Posting Arranpernents persennel
to check any points that are not clear. For example; if you need help in compléting a form, personnal ar
ABMH will be only tog plsased to assist,
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If you are posted during the slower pns‘hng permd from Septambar to December, then The Posting
Centre (ABMH) will invite you and your spouseto attend an individual briefing with Posting Arrangements
personnel. . The Pre-Posung Administrative Bnefmg may not be hald durlng this periad unless several others
are being posted-then as waell.

App!icable to Divarced or Legally Separated Employses

Ailowancas. benefits and en’utlsments nnrmal!\r authorized for accompanied employses and “their
dependents may be very limited or not applicable in cases where famuiy members are living apart ither
voluntarily or pursuant £9 Cnurt-lmpoged amangements, Employees in this situation are advised 1o seak
special caunseTlmg from their Ass-gnment O#ficer and the relevant sections at headquarters prior to
departurs,

Personat Safety and Security Briefing {155}

The Department is concermed abiut the personai safety of its-employees and their families abroad, as .
well a5 the security of information handled and. stored. ‘Any potential threat to- Canadian persnnnel can be
lesseried by taking appropriate countér-measures, Classified and protected mfurmatmn are protected by
‘implementing the apprt.wed universal departmam.a'l standards,

On the first day of the Administrative Briefing, you will be required 1o attend a Security Enef:ng at
‘whichtime the rolgs and respnnsmllmas of the Canada-based staff, the mission and the Dapartment will
be discussed. Particular emphasis will be placed on appreved personal safsty measures commensurate with
the evaluated threat.

With the growing incidence af international terrorism, it is unyvise to be blasg abaut the basic steps
you can take to reduce the possibility of personal involvement. At'the feguired Securlt'f Briefing, you will
alzo-be remmded of your personal responsibilities with réspect to.the control and storage of sensitive

documents, fallowing correct lock-up progedures, dealings with natmnals ot the-host country and ‘retated
Subjects.

Pre-Posting Rounds

Chapter 2 is devoted to some of the most impartant topics that will be discyssed during your Rounds.
Read it over very carefully, maklng constant reference to the apphcab!s FSDs. Be on time for your
appointments and ask as many questions as you want. Remember that there are ‘always changes being
made to the FSOs, so any kricwigdge that you gain now will maks things egsier 1o understand during your
pasting.

2.3 Personal Mailing Privileges

One of the concerns you will have.on b-a:ng posted abrasd for a few years involves maintaining both
your persenal and business contacts. You will also no doubt be congerned about receiving items through
“the mail that may not be svailable at your mission, The Mail and Massengeér Services (MIAM) of the
Infarmation Resource Management Bureau is respansible for Mail Management within the Department. It
handles a very large voleme of parsunaﬂ mail on behalf of emplayees of External Affeirs and other
guvarnmant departments aihd apencies. Personzl mail, including the trangmission of parcels to spec:fled
rmissions,.is broken down into three categories;

1. ron-privileged missions
Z. privileged missiong
3. parcel-privileged missions.

These categories are determined by the degree-of security, the reéfiability of local postal facilities and
the availability of. goods locally, The usual means- &f processinp persenal mail is via diplomatic* air freight
bags.
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_ Privileges Applicabie to all Missions
6 - Parsonal Mail 4

All members of the foreign service and Ganada-based personnil abroad may use the diplomatic bags
for the exchange of personal mail among themsshves, The foliowing corditions apply:

al . stanfdard-size, lightwaight, airmail stationery with no enclosures ather than Iagal or
business documents;

b} latters must be addressed to individuals with the apprupriat& division or mission;

c the envalope should also contain the return sddress of the sender and be clearly marked
"Persanal®;

d} corespondence containing reference to classified subjects. shnuld bear the appropriate

security clagsification.
- Spaecifiad Haalth Aids

In the event that health ands. such as prescription drugs, prescription eyeglasses, contaet lens,
dentures and orthopaedic aids are not available locally, MIRM will aeranpe for the de!wery of these items.
You ara required to send a numbered letter or ‘telegram slgned by the Head of Mission or Senior Dﬂlcer
informing your assignment division, with a copy to MIRM, that these items are required. Your assignment
division will make any contact necessary with pharmac:es. ete. MIRM will then forward these requirements
via diplomatic courier bag if size angd weight permit. This does not lnc1ude toiletries, perfuime, hygienic
suppligs or vitaming.

- Corraspondence Courses

When taking educational courses, arrangements must be made through the Canadian Fareign Service
Institute |CFSI) for amployess and spouses. Employees arranging corfespondence courses: for children
should contact the Education Coungellor {ABMAL. MiRM must be notified that these courses have been
0 approved and wilt arfange for their dtspatch

- Renewal of Driver's Licence.

At the present time, the Depaftment has an agreement with the Ministry of Transpertation, Province
of Ontarig, for the renewil of drwers licances. for former residents of Ontario. No other provingce ‘has
agreed ta renew licences to &mpluvaas temporarily residing outside Canada. When renewing your Ontaric
licence you must stipulate that you have been posted sbroad with the:"CANADIAN FOREIGN SERVICE",
atharwise they will not issue a driver's licence to a post office hox.numbar. The Ministry of Transpaoftation
willalso i issug 2 licence that is valld without phato untif such time a5 you can have your phutu taken. This
special status licene. is valid for one renewal cycle only. It can be granted more than once, but not for two
susressive renswal oycles.

If you hold a Quebee driver’s licence, and yvour licence is due for renewal while you are living abroad,
-an application for renewat should be made two manths priar to-expiry by writing a letter explaining your
gituatian to: Lo Régie de I’ Assurance autpmobile du Duébec Servicé des permis de conduire, C.P. 18600,
Gusber (Ouébes) G1K 8J1.

1. Non-privileged Missions (Post Office Box 489}

Aeverue Canada has ruled that interest on dividend payments made to any foreign address, regardless
of the recipient’s taxation status, is 5uhject ‘to. Foreign Resident Wthha'ldmg Tak. {Since foreign service
‘erriplayees are- deemed to be “residents” of Canada, they would eventually receive a refund of any such
tax:) In order to avoid delays and complications of claiming refunds or obtaining exemption for tax withheld
-at sourca, the Department has rented P.0. Box 483.

ADODRESS: YOUR FULL NAME
F.Q. Box 488 {mission acronym}
OTTAWA Ontario '
KN BVE
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This post office box number is-io be used exclusively for mail from financial instituticns and -:rther
. agenciés responsible for the fnllnwmg

bank -stét‘em&nts
drivers" licances
tegal du-::uments
insurance papers

realty papers
income tax documents

Whan returning correspondencs to the above-noted addressees you must use logal postal facilities,
and nat the di iplomatic bags.

2. Privileged Missions: |Post Dffice Bax 500}

All employees posted to privileged missfons: Isee Figure 3} have the use of P.0. Box 500 for thair
persnna[ mail. This amenity has been established to assist employeas who are posted to countries whare
the tocal postal fam]:tles are inadequate,

ADDRESS: YOUR FULL NAME A
P.0. Box EOC {mission acronym)
Station A
OTTAWA Ontaric K1N 8T7

Additional benefits under P.O. Box 500 are;

Voice Tapes

The exchange of voice tipes between family,-friends -and gther members of the foreign service is
permitted. This does notinclude video tapes, for example, VHS or BETA reels; or floppy disks. Enuelopes
should be ciearly |1zbelled ™Voice tapes® and must not contain any other enclpsires.

Film Far Procassing

Employees at privileged missions may use departmental facilities to dispatch and receive pruc&ssed
slides and pnnts The processor should e instructed to use the P.O. Box. 500 address.

Gresting Cerds

Employees at privileged missions are entitted to exchange Christmes cards and greeting cards ‘with
currespundents in Canada using d&panmental facilities.
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Figura 3

Abidjan |ABDJN}
Accra IACCRA)
Addis Ababa {ADDIS]
Algiers (ALGER)
Amman (AMMAN]
Ankara [ANKRA)
Athans [ATHNS},
Baghdad {EGHDD)
 Bamako (BMAKQ}
Bangkok {BNGKK)
Beigrade {BGRAD)
Hogota (BGOTA)
Brasilia (BRSLA)
Bucharest. [BUCST)
Budapast {EPEST]
Buenos Aires (BAIRSI
Cairg (CAIRD)
Caracads (CRCAS)
Colombe {CLMBO}
Conakry ICHNKRY?)
Damascus (DMCLUS}
Dacca {DHAKA)

Lisbon (LSBON)
Madrid {IMDRID;

MISSIONS WITH PARCEL PRIVILEGES.

P.0, Box 500

Dakar (DAKAR)
Dar-gs-Salaam (DSLAM)
Georgetown {GRGTN}
Guatemala {GTRLA)
Harare (HRARE]
Havana [HAVAN]
Istarmnabad {(ISBAD)
Jakarta (JKRTA)

Kigali IKGALI)
Kingston (KNGTN)
Kinshasa (KNSHA)
Kuala Lumgpur (KLMPR]
fuwwait IKWAILT)

Lagos {LAGOS}
Libreville {LEVAE|

Lima (LIMA]}

Lusaka (LSAKAI

Maziviia (MANIL)
M&)(Il:ﬂ IMXICO)
Moscow- (MOSCO)
Malmhl {NROEI

PERSONAL MAIL DNLY INO PARCELS})

F.0. Box 500

Milan (MILAN}
Rome {(ROME)

Navy Delhi {DELHI|
Hiamegy {NIARMY)
Cuagadougou| OUAGA}
Pekinp/Bsijing IPEKIN)
Port-au-Prince {PRMCE)

Fort of Spain {PSPAN}

Prague IPRGUE)
Pretoria (PRET)
Rahat {(HABAT)

Rio de Janeiro (RID]
Rivadh [RYADH}
San Jose (SIO5E}
Santiage [STAGD)
Sao Paulo {SPALD)
Seoul (SEQUL)
Shanghal {SHNGY)
Tehran (TERAN}
Tunis: [TUN!S)
Warsaw {WSAW)
Windhoek (WNDHK}
Yaoundé (YUNDE)

Tel Aviv (TAVIV)

High Commission, Landon, England

The facilities of our High Commissien in the United Klngdum may be used in lieu of P.O. Box. 500 for
personal mail [NQO PARCELS) where it is more practical, for éxample, for correspondence to and from
addresses.in Europe,

ADDRESS: ¥OUR FUI L NAME
c/o.Mail Section {mission acronym)
Canadian High Commiission
1 Grosvenar Square
LONDON, W1X OAB
ENGELAMND

Postaga For Personal Mail Received From Privileged Missions Only
MIRM will affix appropriate Canadian postage on all regular correspéndence from privileged missions

“for anward transmission. The mail saction at the Hiph Commission in Lundun pmwdas the same service
when transmission from London is required.
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Registéred RMail

When transmission from Ottawa bn_.r registered mail is réquested, s note signed by the administrative
office at the Mission must accompany the eénvelope expldining the need for registration. Such requests
should be the exception zather than the nile.

3. Pargel-Privileged Missians

Employees at certain missions Isee Figure 3} e granted the same privileges as pfivileged missions,
plus the agditional entitlemant’ of ra-::e]wng persanal parcels from Canada, The' rationale for this practice
is that many essentlal ‘day-te-day items are not EVHlllﬂblE lacally and postal services are unieliable.

A single employee, 2 commondaw couple; a marred couple where ene or both are employses,
regardless of your family size ybu are entitied to one.annual allotment of 55 kg per fult calendar year
{January-December],

Preranuisites For Parcet Privilages

First, MIRM must be given names, complete pestal addresses and telephone numbers of up to four
sources in Canada prior to each posting. Form EXT 837 is used for this purpose and can be obtained from
MIRM. All nominees chosen will then be provided with complete ingtrugtions.

Secondly.the covers of all parcels must list the contents and-tha return address of the sender. The
combined dimensions of parcsls may be no greater than 140 ocm with ng ene dimension being greater than
&0 em.

Thirdly, parcels from unauthorized or unidentified sources, or which are suspectéd to cantain prohi btted
itams, will be examined by MIRM and may be returned to sandan

PARCELS MUST NOT CONTAIN THE FOLLOWING [TEMS:

— LIQUIDS

— AEROSOL CONTAINERS:

— PERFUMES

— COMEUSTIBLE METEHMLS
— GUNS ITOY DR GENUINE)
- AMMUMNITION

-- BATTERIES

~ MATCHES

Did ¥you know that...

- Under present regulations, fmagazines, newspapers, pﬂrmd:cals, builk or third class mail are
‘prohibited items. Howewar, empluyees entitted to raceive personal parcels may have their
parcel nominees include these items in the regular shipments.

- Parcels frem nominees may be opensed for msp&::tmn if sugpected to contain proh:blt&d
items. Also, when necessary, IR will repackage in crder to reduce the size.

- As a result of Canada Customs regulations, under no circumstances are departrnaMal
facilities to be used to send personal packages or parcels fromi any mission, Thig is
nunmdersd to be-an abuse of the systam Improper transmlssmn of persanal items may
result in disciplinary action. Incidents of abuse will be brought to the ‘sttention of
responsible officials, for example tha. HCMF‘ F'Iauanue Canada, Custorns and Excise and
the Head of Mission.

Employeas Posted to Countries whara Special Security Measures Apply

Employees posted 1o, or cross-posted from countries where special secarity measures apply {see ISSN
mernorandum 002 of 11 March, 1392) are entitled to forward a maximum of 2 kg of parsunal documents
to their next assignment by using the classified diplomatic bag. These packages should be self-addressed
and marked "Personal and Protected” and would narmally contain thefr most recent appraisal report-angd
current financial statements.




Mote — As 3 result of the many “carriers™ or “handlers” involved in-a shipment, the Departmient is
unable to asseme any responsibility for delays. in handling, I'I'IlSdlr&I:'ElDl'l loss or damage of parsenal
mail. Also; because of the extensive volume of departmental mail,. it is only possible to. maintain
recards of pergonal parcels and registared mail.

2.4 Diplomatic Privileges and Immunities

History

The practice ¢f maintaining diplomatie relations and sending repres’aﬂtatiws to other statas goes far
back in history. Rules of protocel varied from one country 1o another — they stilt do — buit diplometic
representatives wera always accorded certain privileges and immunities. It has been a generally accepted
principle that diplomatic represéntatives needed security of their PEFSONS, homes and official papars in
arder to carry ot the functions that both the sending State and the receiving State had agresd they should’
perform.

Diglomatic functions traditionally cuns:stad n'l.eun!v.'r in obsennng and reporting on the conditions and
developments’ in-the receiving State; and protecting in the receiving State the interests of the sen-::llng
State, for exarmple defending its pnllmes negotiating with the Government of the recaiving State -etc;
Given that governments ln the course of history frequentlv did not-appreciate these activities even though
they were quite normal, it 15 easy to see why some forrn of prutectmn wag needed for the persons carrying
out diplomati¢ funictions. Over time, the sams privileges and immunities were also extended to the families
of dlp!umats. Eventually, these principles were standardized throughout the worid and givan the force of
law in the Vignna Canvention on Diplomatic Relations which was concluded in Vienna on April 18; 1961,
it was signed by Canada in February 1262 and entered into force in Canada on June 25, 1866,

Consular reépresentatives were‘téadltmnally considered as quite different from diplomats. Historically,
worisular functions consisted of assisting in the resclution of prublams nmrulwng the consul's own citizens
present in the receiving Stata for business or other reasons, lssumg trave! documents etc. Thase werg hald

“to be sctivities not warranting speclal prw:leges or immunities. As consular functions ‘became mere
complex, sending States came to realize that at least a limited d&gree of prutemmn was necessary for their
consuls. Beginning with bilateral agreements bétween countries, the privileges and immunities accorded
to consuiar representatives were also sventually standardized throughout the world. The Vienna Convention
on Consular Relations was concluded in Vienns 'on April 24, 1963 and mgneﬁ by Cenada on July 18, 1574,
[t entered lntu force for Canada on August'17, 1974,

Diplomatic Immunity: What Does It Mean?

Briefly, it means that you, &sthe d:prcmatsc agent, and all members of your: family who are with you
in the receiving State have total immunity from criminal,. civil, and admlnlstratwe jurlsdrctlun of the
receiving State. You may not be detainad or arrested or subject 1o body search, you may not be prosecuted
and may not be reqoired te nwe avidence ag a witnéss. Furtharmore, your private- residence cannot ba
entered without your prior permission, and your car cannot be searched without your permiséion. However,
your immunity does net mean that the authorities. of the receiving State cannot stop you for a traffic
vigigtion, or to intermupt a crirminal activity, for exarnple, apprehend a shoplifter, prevent an obviously drunk
person from gontinding to drive a ¢ar), nor does it mean that they may not ask you for identification ta
prove your “diplommatic status. You are urged to remerber at al! times that a5 a person ‘whip enjoys immunity
you have ™...'a special duty to respect the laws anid regulations of tha receiving State...” |Quote from the
Vienna Cnnventmn on. Diplomatic Ralations, Article 41). Diplomnatic. agents. also have. cumprehens:ve
immunity from civil and agministrafive jurisdiction, with three excapuuns gotipns connacted with real
proparty. in the receiving State; actions where the’ diplomnat is an executor &r benefi clar‘,r of an-estate in the
receiving State; and ‘acticns relating 16 professmnal ‘or commergial activities engagad in outside the scope
of official functlons

The Department has recently adopted a policy of seeking diplomatic' acéreditation at the rank of
attaché in the: recewmg State:for all members of tha home-basad administrative and technical staff, In the
cases where the receiving State has agreed, they have diplomatic status. In the event a racmwng State
doe's not agree, members of the administrative and technical staff ‘and thair femiiiss anjdy immunity from
crirninal jurisdiction, But immunity from civil and administrative jurisdiction is limited 1o actions. performed
in the course of their official functions. Since dependants are not. congidered to have any "nffmial
functions™ {at least ag far as-the drafters of the Vienna Cunvsnhnn were concemed} the'g,r do not enjoy any
immunity from civil and administrative jirisdiction in the receiving State.
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A recélwng State which is faced with a erdminal action committed by the person with diplomatic
immunity has essentially two options: it may- request the. sendlng State 1o viraive the offender’'s.immunity
50 that hefshe may be prosecuted under the law of the racewlng Stats or, it may Inform the ssnding State
-that the persan concerned is nd longer welcome in the receiving State and should leave as soén as possible
{"persana non grata”). In most cases, the sending State when asked to vwaive 2 person’s immunity for the.
purpose of criminal prasecution will repatriate the individual and histher family immediately. indeed, if the.
offence is serious — dug wafficking, for example — ‘the individua! concerned may well face criminal charges
at hame where, of course, hissher immunity does not apply.

Waiver of Diplomatic Immunity

It should be. emphasized: that an individual cannoet waive higfher ewn immunity. Just as it iz only the
sending State who can seek accreditation for the individual, so it is 'Dl'lhi' the sending State who can waive
the immunity if requested to do so by the.receiving- State. Howaver, in practice immunity is rarely-waived.
Mpst countries prefer to repatriate the individual veluntafily instead.

Whaere the host country requests a waiver of immunity of any member of a Canad:an embassy. or their
families; the request is farwarded immediately by Missian Admlnlstratlan 10 JLA {Legal Adwsuw Division}
for action.

A word zsbout traffic tickets: The Department, as a matter of policy, fequires that all persorinel at
Canadian missions abroad pay their traffic tickets promptiy: 1t is your duty to respect the laws and
regulations of the host country, and it would be considered an abuse of your privileges and immunities to
evade the settlement of traffic-tickets by hiding bahmd vour ir:'1mumi:'pr

Consular Immunity

As already mentioned in the historical -section, consular immunity is. drasticaliy different from
mplumatlc immuriity. Consular Gfficers and members of the administrative and technical staff at consulates
enjoy immunity from erirninal, givil, nnd administrative jurisdiction only with respect to acts performed in
the exercise of cunsu!ar functions. Their families have ne ‘immunity -at-gll, By restricting immunity to

"official Gcts”, sgvereign States have maintained for their own courts the power to decide what constitutes
an "official act {carried out.in the exarcise of cnnsular funct:nnsl wWhile hafshe may not be arrested or
detainéd pending tridl {except in the case of a grave crime), when faced -with criminal charges or 8.civil
actiona r.'.unsular officer oramployee will have.to appaar in court. If a defence is made on tha grounds that
the action was carried out in the BXErCiSE of consular functions, the court will decide an the validity of thé
claim,

" it should be-emphasized that aven though you may have enjoyed dnp!umatlc immunity at your previous
rmizsion abroad, and although you hotd a diplématie passport, if you ara senang at-a Canadian Consulate
vau will have consular not diplomatic,, immunity.

A Dap’lnmatm Pampoﬂ is merety a trave! document that singles you out as a persen holding a different
status. 1t does not give you any pﬂwlages or immunities. These come only with your acecreditation in the
receiving Stats. Therefare, if you are. vacatmnmg with your family in another country, remember that you.
have no claim 1o privilegés or immunities if you are not accredited there.

Diplomatic and I‘[.':l:lr':sr..!lﬂr Privileges and Benefits

. Under the Vienna.Cormventions, diplomatic and consular officers and their farmilus &r& exempt frum all
direct taxes,. they have the right to import, tax and . l:!ut-.«r free, articles. for their parsonal use and
consumption, and’ their personal baggage is. exempt from customs inspection. It may be inspected only’ if
there is sefious reason to belisve thet it contains items that dre illegal or prohibited under the. laws of the
receiving State, and the mspecunn must take place in the presence of the persen cancemed. These
priviteges, which the receiving Stste js obliped to give under the Vienna Conventions, may be withdrawn
entirely or in-part, on the basis of rempmcrtv ‘On the other hand, the receiving State and the sending State
may alse on the basis. of reciprocity give more favourable treatment to their respective diplomatic and
consular personnal.

Benefits are concessions that the receiving State may grant voluntarily and on the besis of raciprocity.
They are. not covered by the Vienna Cunventmns, and may include such things as the right tu sell cars that
were imported tax and duty fres, the issuance.of drivers' licences and licence plates without tharge,
waiver of ‘the requirement to take a driving test, access to schocling, ete. The bensfits granted will vary
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from country to country. All Canadian misgions-abroad will have a copy of the book compiled by Pratocol
which gutlines the privileges and banefits grantad to members of Torsign diplomatic and consular missions
in Cangda. You may find this usefu! if you should wish to make 8 comparison with the privileges and
berafits granted by your host country,

2.5 Code of Conduct and Conflict of Interest Guidelines

Before you go ‘abroad it is |mpnrtant ta acquaint yourself with both the code of conduct and confiict
of interast guidalines. Read the booklet published by Treasury Board entitled Conflict of interest and Fost-
Employment Code for the Public Servite. The Department has also deveéloped more specific guidelines on
a variety of issues with Code of Conduct and Cunflmt of Interest Implications. These are contained in
Chapter 2 of the news. Fersonne! Palicy AManual.

Any guestions pertaining to ‘these subjacts should he addressed 1o Conflict of Interest/Code of Condu::t
{ABDE}, the section responsibla for these matters. Simi ikarly, any emp[nvee who considers that he or'she
rmay bein conflict of interest situation due o his or har investmant portfolio or outside activities should
consult ABOE. If a-blind trust:is required, the costs incurred in establishing, malntarnlng, administering and
discharging it are reimbursable subject 1o certain lirnitatians.

2.6 Pay, Allowances and Leave

Mow, we'll 'l;iiscu's's some matters that are very close to most hearts — money anc time off.
Compensation (ABP) is the section at haadquarters thet is responsible for pay, leave and allowances
administration. Your sulary chegues and pay stubs are actually prepared by Supply.and Servipés Canada
{58C) and then sernt to Externial Affairs for distribation.

When you join the foreign service, 35C is given basic data conceming your salary level, tax-
withhelding status and chackeffs. Any alterations to your deductions caused by changes in your
elassification or family r:umposruun are simitarly provided. Salary revisions arising from contract settlements
are normally reflected in your pey chegue within three menths. The awarding of . A.l:tml; Pay and
Performancs Pay is.a mare time-consuming process hecause authdrization must first come from the
Personnel Operations Bureau {APD) béfore Compensation {ABP) can. requisition a chegue from SSC

Befare you begin your posting, the Allowances Section (ABPF) will give you a Statement of Pay and
Allowances which has been completed according te your entitlements.at that time. Keep the. completed
form in a.safe place,

While you are abroad, your pay and allowances will be deposited into the bank account you have
designated for that purpose: To accomplish this, you should ensure that you fill out farms EXT 211 —
Reqruesr to Depasit Chegues, and form DSS-ZEEZ ‘Enrolment for Direct Deposit (see Figures.4 and 5).
Salary is depasited by electronic ‘transfer svery two weeks and allowances are deposited monthly.
Supplementary cheques are deposited when received, and are gsnaratl'n,r delivered by hand” |messenger
sarvite] to banks.in ¢entral Ottawa and Hull, and mailed to cutlying branches. Chague stubs, Allowance
Information statements and duplicate copies ‘of bank deposit slips Isee Figure G} are normally sent to the
mission once a8 manth for distnbutmn When you examine these forms, taka noie that Posting Loans are
recoverad frorm your salary

Two of the FSDs provide benefits bassed wholly or gartially on. the incentive-inducement - principle,
These are the Furaqgn Service Pramiun [FSD 58} ard the Post Diffsrantial Allowance (FSD 58). The Foreign
Service Premium and the Post Differential Allowance.are payable for the duration of your Overseas
BSSIQNMENT excegt that the. Foreign’ Saervice Prermium is limited to s maximum of seven years &t the same
mission. Payrnents may cease or be madified by termporary absences from duty, changss in the size of your
family 8t the mission, changes in salary or length of service at a mission. You and your Mission
Administration have the joint responsibility to keep ABPF informed of any prolnnged absences or changes
in family status. This should ensure that you continue to receive the proper amount each manth and are
not inconvenignced by the employer's need te racover any over-payments.
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2.7 Foreign Service Premium (FSD 56)

The Forgign Service Premium {FSF‘]I — FSD 56 — is the major mcemwe provided by the employer to.
mduce you to work gbroad. it is a tax-free allowance which varies accordmg 1o your salary, farnily
confipuration. and tha length of your service outside Canada,

Frogression from Step to Step in the FSP Takle depends on the number of * pmnts " you have:
accumutated for eligible service abroad. It is designed to gncourgge the I‘Dtﬂ‘tlﬂn&ht\-’ of employees. The.
Premium is increased on Agril 1 of each year by-the average percentage incresse in federsl public service:
salaries as 2 whole during the preceding calendar year.

Mota — For up-to-dats: Forsign semce Premium tables, refer to the Schedules to Foréign Service
Directives and Mea! Rates pubhshed monthly by ARD.

2.8 Post Differential Allowance (FSD 58]

The Post Diffsrential Aliuwance (PDA} which is also tax-free, is designed to encourage you to serve
at Hardship Missions, t provides you with monetary compensation for undesirable local conditions which,
for the most part, cannct be alleviated. Aftar 24 months of contindous. service at one or more Hardship
Missions, you are entitled to begin recew:ng a 50 per cent increase in the applicable FDA. If you ge from
a hardship to a nun-hardshlp posting, your 50 per cent bonus ceases. If yol return to anather hardship
mission, then your points. start accn.ung all over again from the begmmng of that posting. However, .
Ottawa is not considered to be a break in continuous service for ‘payment.of the 50 percent borius, So,
if you return to ‘Ottawa from a hardshrp migsion where you recaived the 50 per cent bonus and then are
posted to ahather hardship mission after Ottawa, your 50 per cent bonus is reinstated.

Every 5o often, missions are asked to ¢complete a special Rating Form which allows "hardships™ 1o be
described in tarms of |salation, Loca! Conditions, Climate and Envirgnment, Health, Madical Care, Viclence
and Hostility. These forms are then sent.to Otiawa whare thaqr ara. carefullv assessed by .an Inter-
departiental Hardship Post Committee Based on relative numerical ratings, missions are designated in cne
iof five hardshlp levels — Level | mducatmg the least significant hardship and Level V. the most difficulr.
{Mon-hardship missians are refared to a5 A-level missions) A complete and u;H:o-date listing of hardship
missions and FDA Table is contained in the Schedules to Foreign Service Directives and Meal Rates,
revised and distributed monthly by ABD.

Like the FﬂrBlgn Service Premium, the PDA Table will be updated on April 15t of gach yesr by the
average peErcentage increase in Federal Fubllr.'. Service-salaries during the preceding calendar year. Please
rote that Hardship Levels may change at any tims during @ posting. The Post Differential Allowancas arg
adjusted according, usually on the first day of the. following month.

2.9 Post Index and Salary Equalization

The most common miEf—'ﬂﬂL‘-EPtlnn about this. D|rectlvs is that Salary Equallzatlun is an allowance like
the Fme:gn Service Premium or the Post Differentis! Aligwangce. In reality, it is an adjustment to your
disposable income demgned 1o maintain your purchasing power at more or less the same level as that of

30




your counterpart in Ottdwa. It is not intended to shelter you from the effects of inflation in Canada or to
keep your purchasing power at. the same level as when you arrived at the I'I“I!$$I0n

Tha Post Index is simply 8 number that indicates-the’ relaticnship between retail. prices paid by, on
-average employees at & mission abroad for & specific basket of goods and services relative to retail prices
for the same goods and services in Ottawa. Price levels in Qttawa are deemed to be.constant at $00.
Therefore, if the post mdax is 120, this indicates that retail pnces for these goods and services are about

20 per cent higher, on average employees at the:mission than in Ottawa.

Your actual salary at the commencement of your posting.is used to determing the parcentage of your
salary that will be indexed for the duration of that posting. For employees eaming less than $58,306 {1994
rates), dnspnsable income is considered to be 55 per cent of salary; for those earning more, disposable
income is considered to be 50 per cent. Salary Equalization is calculated by applying the difference
between the post index and 100 (which ig the Ottawa Index) divided by 500 x to your disposable income
and is paid ona monthly biasis, Salary Equah:attun is not s constant amount’ and will be. adjusted upward
ar-downward dependmg on relative changes in the Post Index. No payments or rechvaries are- rnada when
the Past Index is 100 or tess.

The post index is. &stab[:shad by Statistics Canada on tha basis of cost-of-living surveys conducted by
Missions. All postindexes are reviewed monthly and any chanpes that may be warranted on the basis of
information froma variety of othar sources, hnnludlng exchange rate-information, information on inflation
in Canada and statistical information generated by other countries), are reported to the Departrment.
Statistics Canada is 50lely responsible for adriniztering the post index methodology as agreed to in the
National Joint Council Committee on the Foreign Service Directives. Any adjustments in the level of a post.
index foliowing a review are implemented an the first day of the mipnth following the month in which the
revigw was completed,

Statsstlcs Canads has consistently empluv&d objective methodology in a timely fashion and provigions
have peen made for conducting special reviews- about every two years. following reparts of exceptiona!
developments received fram missions,

Mete ~ For up-to-date Post Indices, refer to the Schedules to Foreign Service Directives and Meal Rates
published monthly by ABD.

2.10 Leave and Travel Entitlements

It's very important for you to keep track of'all of those leave entitlements! You and your supervisor
are responsible for ensuring that all leave taken is prnperly recorded. The leave unit of the: Compensation
Section {ABP) maintains the records:-of leave entitlements, usage and batances. Managers are to malntam
a leave file on each emplovee under their supervision, Onie copy of sach approved leave apphcatmn is to
be sent te the ABP isave unit. For employees sbroad, this may be done through administistion at-the
Mission. You should also maintain your own leave file, place in it cnples of leave forms and the annual
leave credit statements. This will enable ¥ou to determine your leave balance at any time, and to reconcile
yaur records wyith the annual leave statement sent to you by ABP. The: following FSD= povern some aof your
leave entitiements.

FSD 44 — Holideys
FSD 44 ansures that you get the same number of statutory holidays abraad as you would be entitled

to in'Canada. However, it allows for the substitution of local holidays in actordance with the traditions or
custams of tha host country. .

FSD 45 — Foreign Service Leave/Cption
In additien 19 leave emtitlements under your collective ag‘reement or compensation plan, Foreign
Service Leave gives you an gxtra 10 days of leavé each year as a prerium for service abroad, [This leave

_entitlement i5 ‘accumulated at the rate of 10/12 days .per month or 10 days per yeer.) This leave
entitiement may ba utilized with ABPF approval in thres ditferent ways:-
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1. taken as leave after accrual or carried over from year o year;

'2. accrued credits may be cashed in, in part of in full [althnugh you should be aware that this
dollar value is taxable), once per fiscal year on the basis of your salary an the previous
March 2%, or;

3. T .any time you are-abroad or in conjunction with relocation travel; 10 days.of accrued leave

may be traded in-exchange for a transportation Bntltlemant 1o relfect B5% of one full aduit
“return economy &ir ticket (Y) basad an the return fare from your mission and Ottawa. H
a™Y" fare is not available, AY2" fare must be usgd. This transportation entitiement is
accpu_ntab_te within the fiscal year it is used,

FSD 47 — Leave for Post Attributable Injury and lllness

FSD 47 authorizes you-to be sbsent with pay if you recaive an injury or contract.e dizease under -
circumstances which would not normally occur in Canada and which is not covered by Workers
Compensauon No charge 1o your regular sick leave dr other [eave credits is made when you are authorized
to take leave under thig Directive. See Chapter 5 of ‘this Handbouk under-Post Attributable Winess or Injury
for med«cal and retated expense claims pruceduras.

FSD 48 — Special Leave
FSD 48 provides autherity for leave beyond the entitlement in your collective agreement in situations
involving; family-related responsibilities or bereavement, which may pose more persuna1 hardship for-an

employee working abroad than in Canada. Upto eight days of leave may be extended in respect to any one .
circumstance.. Responsibility for authorization of FSD 48 leave rests with the Staff Relations Section {ABE).

FSD B0 — Foreign Service Vacation Travel Bssistance
Entitlarmants

FSD 50 applies to you and your accompanying depéndants at the mission. Where éducational facilities.
at the mission aré not compatible and you have dependants attending schaol away from the mission but

not in Canads, those dependants are also ahgtl:ﬂa for benefits. Employess are given an option to claims

1 a transportation entitiement which is fully accounteble based on full (Y} economy class
tare PastfOttawa/Post; or

2) a nen-accountable foreign sérvice vacation travel allowance of:

— 'BD% of full Y} econony class fare fur those posts for which a stopover waould be
authorized for relocation travel,

= 80% of full 1Y) aconomy class fare for those posts for which a stopover wéuld not be
authorized, or ' ' '

~ where 1Y) fare is not available the allowance is based on a Y2 fare.

Piease note that employees must/must traval and although the benefit is nonaccﬂumable.
may be required to provide evidence that travel has occurred|

1. 'Emplmes may-retum to haadquartars, or army altarnatwa destination, at the cormpletion or termination
of each posting. In a cross-posting sithation, “should you be asked to defer your raturn provided
narmally uriger FSD 15 for operational reasons, you may use this entitiement during the- next pesting;

2. Freguancy of entitlemsants are calculated as follows:

— at A-level {non-hardship} missions, onge per tour of duty 6f three ¥aars or more,

- gt Level | or Il hardship migsions, once per two year tour of duty, twice par three year tour
of duty plus one trip for sach additional yaar beyond three years,

- at Level IH, IV and ¥ missions, the same number of trips per tour of duty.as the number
of years in_the tour of duty;.
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o 3 Emp!mas returning to Level lll, IV end ¥ missions mey claim for unaccompanied excess baggage, or
an air shnpment. whichever is the jesser cost of up to 20 kilograms for the employee and each
- accompanying dependant from COttawa to the missicn.
Conditions

The following conditions apply to FSD-50:

1. " Travel may be undertaken at any time during a posting but lapses on the termination of
each postmg.

2. A minimum of 10 compensation days of Ighve must be taken;

3, If option 1) is used, and where travel is under taken by ¢arf, you may claim sctual and

‘feasonable. automobile operating expenses or the "employee-requested” kilometre rate in
_effect at vour point of degarture.

4, If you used Fareipn Service Travel Assistance and tarminate your pasting early for personal
reasans, you may be required to reimburse the Crown for all or part of the expenses
previously incurrsd on your behalf.

Mote — Be sure to consult Mission Administration if you are unsure of the admisstbility of any aspert
af this travel benefit.

FSD 51 — Family Reunion

This provision- attempts to minimize the separation caused when an amployee accepts an asslgnment
an an unaccumpamed basis or,. mure commonly, where a dependant child is attandmg school away from
the missian. The benefrts offerad are three return‘trips for children at a schoo! up to 5ecnn|:|ar1,r level where
educatipn expenses are balng paid under FSD 24, or two ‘trlps fora dapundan‘t student.at a pust-secnndarv
education institution per 12-month perind {September 1 to August 31} betwéen the location of your

0 dependant{s} and yeur mission. Take note that no banefits are available.in some situations and that the age
of vour child on Septernber 1 of a given year may affect ths number of travel entitlements in the-following
12-rhonth pe.-rmd ‘One of the farnily reunion trips. must be undertaken during = student’s long school holidey
recess. There is dlso pravision far family réunion travel for children of a previous marriage. Praviding ather
parant has vls:tlng prnnilagss. entitlement ist¥o trips per year, Please note-that if child or other parént are
not locate in H.Q. city a minus factor will apply.

There will, however, be rare instances where unusual circumstances at the miszion-are hot canducive:
to children ravelling to thefr parents’ Joeation. n.such mstancas your employer has the discretionary
authority to approve travel to the child’s place of residence for you andfor your spousé or for all of you to
meet af a'third location. When this happens, it is impartant to remember that, your other dependant children
lose one of their own travel entitlements. [See FSD 51.08 {f1.]

Family Reunion pmwsmns are administered by ABMA to whom preposals for travel must be submitted
before authorization to purchase tickets may be abtainad. F'rmrnsmn for telephone calls have now bean
included under F50 51.12.

FSD 54 — Compassicnate Travel

- FsD0 54 recognizes that situations of .2 numpassmnate nature may afise Whll& you are outside Canads
causing you to be exposed to. costs ovel and ahove those incurred If you were residing in"Canads.
Depending on'the location of your family and the nature of the emargency, it is important for you to reéalize
that henefits may be limitad and not applicable to all persong whom you may wish to be included. Flease
note. that, with some exceptions a personal share must be paid if the family mermber is not located in the
H.Q. city. You may wish 10 put aside & resserve fund to cover the cost of iravel in the event of a situation
not covered under FSD 54, Remamber, also, that you may be able to trade in leave under FSD 45 or pet
travel assistance unden_' FSD 50 or FSD 51 to ease your difficulty.

FSD 64 — Ermergency Evacuation and Loss

O FSD 64 is designed to provide for your Evacuafion, tTemporary living éxpenses, safepuard your
pOSSESssians and cormpensate you for any rasultlng Inss. There. haue ‘neen rare but’ highly publicized
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cccasions-where some or &ll of ‘our smployees and their dependants: have had to gat away .from their
mission an very short.notice. The main cause of ernergency evacuation has been a state of war or & level
of hostilities considered dangernus to public safety. Howaever, it is also possible that evacuation may be
necessitated by natural acts such as earthquakes or; ﬂoudnng

In general, instructions are similar to those contained in FSD 15 but special procedures and authorities
are included 1o-cover exceptianal hardships. For sxample, you-are desmad to be on temporary duty unitil
you are resettied; you may be eligible for. Isrger accountable edvances and recovery of your posting loan
Lalance is held in abeyance. As in theé gase of claims for damage or loss following relocation, your
inventory of personal effects is very important in order to obtain adequate compensation under this
Directive. If your passessions are subsstuently recovered, you will have to dacide as to whether or not you
wush them retumed. Compensation may change depending on your decision and you may end up in a
position of having to repay some money if you used your accountable advances to-acquire replacement
items and. sul:-sequentlv took possession of your eriginal affects.

FED 66 — Deidth Abroad of Employea or Dependent

FSD 66 cavers special provisions to assist the survivors in the svént of the ultimate crisis. lih general
terms, this means the amplwer will authorize: pavrnent of essential costs:in excess of those costs that
would nurmally have been incurred had death cecurred in Ortawa. (For detailad mformatmn see the section
on Death Abraad in Chapter 5.}

2.11 Posting Loans

Moving abroad can involve considerabie cash outlays for various items you and your family will need
during the course of your posting. FSD 10 rec:ngmzes this by making prowsnons For you to obtain a loan
at a preferred rate of interest. Rernamber that the loan is not ingired and in the event.of death itis pavable.
in full,

Maximum Amount of Loan

Under the 1993 Directives, the maximum amount you may borrow during any one posting is set at the
time your lpan is granted, and may not-exceed the lessor of 50 per cent of your gross annuzl salar‘.r at that
time or $24,989 ieffectwa April 1, 1994). Posting. loans are adjusted on April 1 of each year and the
maximum amaurit of a loan is pubhshed in the monthly Schedulés 1o Hﬂrﬂ:gn Servive Directives and Meal
Ratas. YWhere g postmu loan has been granted for less than the maximum, you have the option, ort one
-accasion only, of increasing the nnglnal amount of the-loan to the maximum allowable at the time the lgan
wWas nnglnally granted {i.e. "topping up™l: This option is not availsble if you have already repaid your .
original lean in full. '

Calculation .of interest

At the beginhing of every quarter in the Fiscal Year {the first day of April, July, Qetober and Januaryl,
the interest rate is prescribed by the Deépartment of Finance to reflect the average interest rate on 890-Day
Traasury Bills during the first month of the preceding quarter. It ig genetally preferentiat compared 10 rates
charged by commercial banks-and Iendlng institutions, often as much as 4 per cant tower than their rates
“for ursecured 1cans. In fact, this rate is the lowest that can be offered without ¢reating ‘a taxable benefit
for the borrower,.

The ifterest rate. on posting loans is published in the monthly Schedues to Foreign Service Directives
and Meal Rates, tha rate for each naw guarter generally being ahncunced in the Schedules of the last
month of the previous guarier,

The interest rate on a loan remains fixed for the duration of the repayment period untess the Iuan 15
renegotiatad. The interest rate then in-effect is applied to the 1otal amount, for example, the additianal
amount being borrowed pius the outstanding balance. of the original amount You may have the nptmn .
once during the repayment period {except during th& last} 2 months), of having the cutstanding balance
of your posting lean recalculated to take advantage of s lower interest rate

Another feature is that interest is not charged ungi! the first day of the month in which recovery begins.

To get the most from this henafit, try ta arrange for your loan to be iasued as.early in the month as
possible.
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Did you know that... Where & posting loan has been renepotiated t6 increase the prlnclpat or 1o lower
the interest, the new interast rate is applied from the first day of the month following the

renegotiation.

Repayment

Your posting lean is recoverad thruugh automatic deductions. from your pay cheque, starting with the.

first day of the fourth menth. following the month your loan was granted or the first day of the month
fullﬂwmg vour arrival at post, whlchmr is eatlier. You are. of course, free to repay the principal amount
in-full, without intérest, befare récovery c-::rnmence& You may slso sepay the outstanding balance in full
at any time during the repayment period. ¥ou have anather option, once during the repayment period, of
making a partial lump-sum payment of not'less than $500 and having.your monthly payments thersby

reduced or-the repayment perind shortenad, but the rate of interest would remain unchanged.

The maximum repayment period is up to 48 months, althouph there are provisions for extending the

repayment should your posting be terminated unexpected|y.

The following sample ghows the monthly amount repayable for a typical loan (see Figure 7).

Figura 7

Salary for the Recovery of a Posting. Loan

(Basad on a posting co-efficient table of 6%
and postings of 2, 3 and 4 yaars)

TOTAL LOAN MoRTHLY DEDUCTIONS

$10,000 deducted wer-zt_l-rhanths =
deducted over 36 months. =
deducted owver 48 months =

$15.000 deducted over 24 months
deducted over.36 months
deducted over 48 months

nuan

420,000 deducted over 24 months
deducted aver 36 monthg
deducted aver 48 months

Examples 6f Monthly Deductions taken from

$443.22
$304.23
$234.86

$664.82
5456.34
$352.28

588K.42
$608.45
$469.70
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How and Whan You Biay Apply For Your Logn

Appiications for posting loans or for renggotiation of principal andfar interést are subriitted to the
Allowances Section of Compensatlon and Benefits {ABPF]. Application forms {FSD 1% are availdble from
-administration at your Mission or-fram ABPF (sée Figure 8).

ABFF can approve the loan. apphcatn:rn upon receipt of final Pasting: Cunhrmatlcn and the loan cannot
be granted mare than 90 davs before your official dapartura, as'indicated on your Pgsting Confirmation.

You may arso ‘apply after your amival at the mission, but acceptable reasons must be specified if a loan
is requested after more than 12 months at the migsion. Only in exceptional circumstances will a loan be
granted or the principal renegotiated {increased) during the iast 12.months of a posting. The interest on
a posting Igan may. be renegnt:ated after rapayment has commenced except during the last 12 months of
the repayment period; since any savings would bs minor and there is a considerable amount of paperwork’
involved.

The Altowances Section {ABPF) will advise you when a chegue has been issued or deposited in your
bank account; and inform you of the terms- and cunl:htrﬂns for recovery, A printout of interest payable will
be pravided but receipts are not issued as proof of interest paid.

Should | Borrow? [f So, How Much?

The Department will look at yeur ability to repay, including your record &f meeting past fingncial
obligatisns to the Department. If this is your first posting abroad, you may want to consult a trusted
colieague; or seek the advice of your banker or &n accountant, or if still in doubt, discuss the matter in
confidence with ABPF.

2.12 Accountable Advances

During the course of your relocation and tour of duty, you will inevitably incur expenses that are
reimbursable under the Directives. The intent of FSD 4 is that you should not-have to go out of pocket. You
ara, therefors,. entrtled to receive &n -accountable advance from your empioyer for an.amount directly
related 1o your anticipatéd raimbursable expanses,

Accountable advances may not be fssued until you have passed your medical requirements and have
received a final Posting Confirmation. It usually takes ten working days for a cheque to he lssued {see
Figure 3 which is used to account for advances. and submit claims for reimbursement].

An employee whe receives an accouritable advance must submit a full account within 10 days after
the purpoge for which tha advancs was mada has bean fulfilled, Failure to account for sdvances within
these periods tould result in eventual reumner',r BgRINSt your gay in’ accardance with the Department's
ohligations under the Fnancial Administration Act,

Searme employees have run intg pmblems hecause they have treated an accountable advance in the
same way as a joan. When ths time for accuuntmg came and a refund was due the smplowr, ng mMoney
was available for that purpase. Keep this in mind, espema[ly during the excitement of getting ready to
move out of your accormmadation.and while you are in travel status.

2.13 Health Insurance

_ One of the mgst}b}a‘s:ic and essential jtems to be knowledgeable about concerns what happens to your
insurance when you live abroad,

Medical insurance

As a result of your posting, your medical coverage must bs amended fram the Provincial (basici plan
and the Public Service Health Care Plan (PSHCP) to the cnmprehenswe QOutside Canada PSHCP, Ses the
1992 Information Booklet on PSHCP published by the Treasury Board. Note that since July 1, 7987 the
plan also includes a vision care and hearing- aid bensfit:
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As the Provinciat Insurance caverage for most provinges extends.three months following the departure
from that province, Outside Canada PSHCP is commenced to ansure continuous medical covérage.

It is eszentialto note that the comprahensive PSHCP coverage is provided exprassly for the benefit
of employees and their dependants who reside abroad. If during your posting, a dependsnt. returns to
Canada for more than three months, be or she rust abtain coverage under the appimame prmrlnclai health
insurance plan. You must notify the applicable haalth insurance office 0 such a case, &5 there may he a
requirement to amend your health insurance.

Medical Coverage for Dependant Ehildran‘ -

PSHCP coverage for children eutomatically terminates when the ch:ld reaches age 21, unless the
average dependant is single, between the-ages of 21 and 25 and & full-time student at schoaol, or unwers:t\r
outside Canada or where the child is disabled. When any of these conditions no longer apply, it is the
employee's respansibility to inform Compensation and Allowances [ABP} 1o ensurs that new application
torms (DSS 2028-8), Application for Des:gna:mn 'of Agditiona! Deperidant(s), for comprehensive Coverage
are compléted.

PEHCP coverage is slse available to a-member of the employee's. household outside Canada whe
resides with the émployee and who is dependent upon the employee for financial support. A spacial
application must be completed and approved for such coverage {DSS 2028-8).

Medical Claims Procedures

Medical services incurred in Canada or at the mission, before the effective date of coverage uinter the
Outside Canada plan must be submitted directly to the pruwnmal insurance pian for payment and then sant
directly to PSHCF for additional assessment if necessary.

Medical claims for services incurred aftér the commencement of coverage under the Qutside Canada
plan 4re to be sent directly-to PSHEP for canzideration and payment. You can often incur Iarge "up-front”
medical payments while abroad and it is important to realize that there.is a lengthy prucesslng period for
reimbursement of sutside Canade medical claims.

For costs of admissible expenses incurred at the mission above what is permisgible under the provincial
plan, the PSHCF plan ar the Public Service Dental Care Plan, you may be eligible for raimbursement under
FSO 3%2. In these cases, please contact the Mission Administrator for furthier lnstru::tlcms Pleaze note that
services incurred inside ‘Canada are not covered under FSD:39.

For residernts of Quebst [eaving on pnstlng. it is your responsnhlluw to inform Quebee Medicare of your
departure, your posting abraad and your estimated duration of absénce from Quebec. This facllltatas first
day coverage on return from posting. {Ontarip res:dents 5huutd also contact PSHCP directly.)

What To Do When You Return From Posting

On return to Canada it is imparative that you visit ABP without delay in order to commance
rginstatement of supplementary PSHCP, and to register. Failure to do sn may cause additional
administrative procedures for all concerned, possible shori-term financial loss 1o you, and potentially
emharrassmg gituations invalving health care professionals who must ke asked to defar billing to your
provincial plan for several manths.

Addresses for Claims

Ontario Haalth Insurance Plan
75 Albert Street
Ottaws, Ontario
K1F 5¥O '

Quebac Medicare.
P.0Q. Box. 6600
Quéhec, Qusbsc
G1K 773
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The Public Service Heslth Care Plan [PSHCP)
75 Albert Street
Ottawa, Ontario
K1P 5E8

Dental Insurance

The folfowmg information has been prmrlded to ABF by Great—West LlfB in order that . they' may
promptly assess dental claims for expanses that aré incurrad outside Canada

Completion of Gréat-West1life Claim Form M445D (see Figure 10}
1. A separate claim form should be completed for.each patient.
The dentist should compiete Part | indicating the following:
'8} Date of service.

b} Procedure. codes, if available, in their gpecific country. If procedure codes are non-
existent, the dentist should describe, in detail, the nature of the services performed
and the cést for gach.. Where ‘appropriate, the international tooth code should be
included. For restorations, the typa of material used and the number of surfaces
réstored must be listed. For X- -rays, the dentist should specify type and the nurnber
of X-rays taken.

¢l ‘The dentist must-sign the claim farm in the area denoted "Office Verification.™

3. Fart 2 ¢f gach claim must-be completed by the employeé ensuring that all quiestions are
answered. The ptan number and cartrﬂcata number must alse be- nump!eted

Specific inguiries should be directad to:

Great-West Lifa
Carling Exécutive Park
Suite 201-1525 Carling Avenue
Ottawa, Ontario
KiZ8RO
Telephone: {613) 725-3525

Dur:ng yaur Haunds, the coungellors located in’ The Posting Centre [ABMH} can provida some diract
services for-you because you have now received vour final Postirig Canflrmatmn form. Tha Employment
Counselior. can‘telex. the Mission regardlng job.opportunities and can forward your spouse s résums. The
Education Coungeflor will b making the final commumcatmns with the Mission in order to confirm
anrglment a2t-the school.you have chusen Don't fnrget to See the Employee. Asmstance Prograrn {EAP)
Counseltor as part ot yaur Rounds, if you haven't, dnns so already,
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CHAPTER 3
'RELOCATING

3.1 Introduction

Early pmparaunns for your new assignment’ shou1d be over by now and you will prnbably ‘have begun
your pre-posting raunds. Your medical results have been determined and if you plan to sell, your house has
already been listed on the market. At this point, you- prchably feel that you will naver compiete all the tasks
ahead of you. Don't worry. Moving, and especially moving ‘tu a fnra:gn country, lnvoluas a great deal of
work But it will get done.

The following sectionsin Chaptar 3 deal with relocation and_are covered. under FSD 15, These include
ftems such as inventories, incidental relocation expenses, the: d:sposat of rented accommodation and of

‘a principal residencs, accummndatmn at:the missien, family separation expanses, shipment and storagg

of household effects, household insurance, temporary accommodation, relocation trave! and refocating your
pat. For other items.dealing with the maove that are not covered here, please refer to FSD 15.

3.2 Preparation of Inventories

Preparing your inventory is prubahiy the mast tedious part of the whole posting exercise Yot itis an
essential dacurment. An irventory is bﬂSICE.”'f a descriptive listing of all your personal and household effects
that will be accompanying you to the mission or going inta storage. An inventory forms a legel record of
vour possessions and their rapfacement vilue., It constitutes the basis by which the Department authorizes
removal and storage expensas, angd it is- requurad for claaranr.:e through Customs. It is the contract
document on which settlement of any claim for Ioss and damage is based. You will also find that an up-tu-
date inveritory is very useful when arrangmg private insurance on your housghold effects, whather in
Canada or abroad.

Your inventories must be submitted to Relocations (ABMR) no later than two weeks prior to your
Moving Day. We supgest that you start to prepare your inventories at least five wesks in.advance of
Moving Day.’

You must submit to Relocations |ABMR), the original and two copies of your inventory {each pape is
sipned.. dated and totalled} on eithér forms EXT 378 and 37BA, lobtainable from The Posting Centre
[ABMHJ], or on & sirmilar format made up on @ personal computer inventory programs. (contact ABMH for
information on copies of computer II'I-\I’EﬂtOFY pragrams} for each of the fallowing:

al air cargo;

b i surface transport;

cl " lgng-term storage; and

d) accompanying baggapge.
Helpful Tips

When preparing your inventory, you may find it helpfuf to follow these tips:

- Some people find using & home computer easier-to revise. Dan't forget to take-a copy of
vour inventory with ¥Oou in your ‘accomparying bagoage, and perhaps leave another copy
with g friend or in your safety deposit box.

— Any item under $100 may be grouped with any ather like item under $100 such as
: kitchenware, books, records, audio tapes and clothing. f you do so, you should have.a
‘brief descrigtion of the items in the groups.and indicate the total replacamant cos‘t

- It.f& in your own best interest to describe. articies accurately. Whera rolavant, provids
manufacturer's name, madel, serial numbér, patterns etc, Thisis particulady important if
you have items that are valued above the standard product, for instance, an expensive set
of fine china dinnerware.



Seme items must be professicnally evaluated or appraised in order for their replacement
cost to be estabiished. Rememiber to: attach the valuation or appraisal to your tiventory.
These itsms include:

a) if valued ‘at more than $100, personally created works such as carvings,. paintings,
manuscripts,

by if valued &t more than #330, itams such as heirlooms, art obiects, antiques

{Certificate of Antiguity needed).

Keaep the griginal invoice of appfalsais ta substantizte ownership. This cen be important

when dealing with cummermal insurance companies.

Expensive tead crystal, fine bone china and silverware should be listed separately from
everyday dinnerware. Be sura 1o indicate-the number. of pieces, name of the mandfacturer
and pattern.

Compensation for. broken china, glasses and other items in sets |s sattlad nnlv for-the
number of :tems actually I:-roken not the entire sat.

Foodstiiffs, toilefries and medical supplies should be separately listed. Reimbursement is

-made far thie Joss of non-perishable foodstuffs, and riot for braakage spailags, or damage

to other effects,

Elactrical/electronic items should be identifiad by manufacturer, model and other relevant’
particulars.

ltems listad on your inventory, which sre covered separateiy by privata insurancea, should
be appropriately flagged, or listed separately. If this is not dona, a claim agamnst the Crnrwn
will not be considered for any damage or loss. .

Photographs or a video in-.rentur-,r of your pnssessinns can be useful.

if you will be occupying Crown:fumished accommedation, check the furmnishings scheme
to avoid duplication of éxisting items with your own household effects. Storage costs for
unused Crown or personal items at the Mission are not an ‘allowable expense. Remember
in the event that something goes wronp you will have to assuma responsibility for these

itemns..

Keep replacement costs inyour imentery up-to-gate You might be surprised at how much
guality iterms have inflated since vou bought them years aga. All ¢laims are settled on the
basis of the replacement. cost. you list on your inventory.

Prohibited or Restricted Items

The following items may not be shipped or stored at public expense:

1.

Items which by law or tariff restriction.may not be moved with housshald effects, for
exarnple, fuel, explosives, gas barbecue tank, ammunition, cerrgsves, flammable liquids,
aerosols, home brew, cooking oil etc., {the moving company should be consulted if thers

-Bfe army dnubts}, and, for internationil moves, cofventiohs on protected species, national

treasures, etc., must be obterved as well as an',r local laws pertaining to the export of

‘import of cuntrullad commodities such as tobaccéo, alcoholic beverages, arms, plants;

narcatics.ete.)
Goods requiring n!im_atiuallfcnritru'liad conditions;

Building materials, patio- stones, cement hlocks, nutdunr barbecues of brick, cement or

stone;

Boats lexcspt where: Sl.lffll.':ant space is availahle in the container avthorized for shipment
of your household effects, including the ‘employee’s PMV or motorcycle where this has
been authorized for containerized shiprment with househeld effacts). Naotwithstanding the




provisions of Section 15:.14(b), shipment of a bast to-of from & pest shall be limited to
containerized shipmant. .

Airgraft and parts;

5

E. Trailers;

7 _ Livestock:

8 Portable buildings except when they are dismantled and accepted by the mover on a
straight weight basis;

9. Farm or construction equipment or machinery,

Electrizal appliances or eguipment require certificates of good waorking order when being placed in long-
term storape or shipped within Canada or the USA. Gtherwme, the Crown and/or its undenwriters will not
accept claims for: damage to these items.

When alecholic beverages, tobacco, food ete. are included in your eﬁects it Is incumberit on you 1o
ascertain what restrictions, if any, apply in the country of origin and the country of destination, in addition
o resolving personally all insurancs, ‘regulatory-and permit requirements involved in the shipment of such
‘articles.

Tha cansequences of including prnhub:ted or rastricted items in your shtpment are broad. At hest, you
could find that your insurance wiill not. compénsate you for any damage to the remainder of your shipment
caused by the inclusion of prohibited iterns.

3.3 Incidental Relocation Expenses

You will normally incur some Exp&nsas that are directly attnbl.n:ahle to your relocation, but are not
covered under other sedtions of the Directives. F50 15.31 pravides the authority to reimburse some of
these costs, in the form aof an arlawance,

Effective June T, 1993, employess are entitled to-a non-accountable allowance of $1,817 per
relgcation, for whigh recéipts are not required. This is a departure from the previous system whlch reguired
full accounting. of expenditures and sometimes led to disputes as to what was claimable. In addition,. you
may ¢laim up to $506 for car rental expensas outside Canada, whars a PMV has been shippéd. Car rental
expenses arg not clairmable in Canada Yol may - also claim up to $100 for professionial cleaning of your -
residence after your effects have been loaded.

3.4  Disposal of Rented Accommodation — FSD 15.27

You. should not take any steps to dispose of your accommodation uatil you have received your Posgting
Confirmation farm showing that-you have passed your medical examination.

Leased Accommodation

If you .are lantlng ‘accommodation in Canada or occupying privately leased accommodstion at the
TV SSIgN, p-enaltg.r chargés for cancelling the lease due to your relocation are reimbursabile under FSD 156.27
(al. ¥ou will require a copy of:

1. a letter to your landiord advising him of the date yeu intend te vacate and fequesting that
you be infarmed in writing of aoy panalty chargés you may be obliged to pay to secure
release from all financial obligations as they pertain to your leass, {see sample on page

46);
2, the landlord’s reply. 2nd;
a, a capy of your lease,
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 With the abuveitems; you can obtein an acgountable advance from Relocations {AEMR) to cover the
penalty charges. You should then pay the landlord, .obtazin a receipt-and submit it under an Expense Claim
Form to ABMA beforé vour departure

Hint = If you are being charged & subletfee in ligu of charges tor cancellation of your’ Iaase ‘this cost
may be claimed under FSD 15.27. I vour {andlord insists that you fulfil the tarms. of tenangy and this
exceeds three months, you should arrange personally 1o sublet your accommodation, The Landierd ang
Tenarts Act provides for this.and your landlord cannot refuse to allow a tenant to sublet,

Leased Accommodation — Part month rent
If you have paid your last month's rent-and your departura date for the mission cceurs during this

period, you may be.entitled to reimbursement of & portion of this rental cost. To claim a refund procesd
&5 foliows:

1. Provide a receipt from landlord as proof of payment.

2. _Divide the number of days in the:month of depariure into the total moenthly rental to obtain
‘the daily remal rate.

a. Total the number of days laft in the moith from the date of meving into té[’npofary
accommeodation.

4, 1$ you take any vacation leava en route to the mission (departure Otrawa/arrival migsion}
deduct these days from the totzl number of days shown in {3).

5. Calculate the refund by multiplying the daily rental rate by the number of days. shown by
(3 and {4).

6. Enter the calculations on the travel expanse claim form, together with the receipt fur coOst

of any pénalty payment made.to the landiord by breaking the lease."

‘SAMPLE LETTER TO LANDLORD
COTTAWA, Ontarip
Degar-Sir/Madam:

Piease: be infarmed that | have been pested-by my arnplu',-ur the Dapertment of Externs! Affairs,
amd propoasta vaculn -my apartment st on

May i be informod, In ¥aiting. that this. notige is aceapiable to your firm, and if not,.may | ba
intormed of any penalty cherges. | miary ba obliged. 1o pay te secure ralsaga-fram all financisl ohlipstione ar they
partain to thts laana.

Your records will reveal that | heve made payment of one month's rent in-advance Bnd . this

payment tapathms with that for tha rranth of and the month nf ;| amva at a totni amount
which is In sgreamant with the cieusis stipulsted tn the leaga,

Youre sipgerely,

a6




3.5 Disposal of A Principal Residence in Canada — FSD 16

I you plar to purchase or sall 8 pripg pa1 residence within the Ottawas/Hull region, you should refer to
‘FED 1, in pamcular to FSD 16:08 and 1o F50 16.08 regarding occupancy,.to determine the extant to
which yau may seak reimbursement for real estate and legal fees; as well as other costs related to the sala
or purchase of a residence,

It should be noted that foraign assignment employaes are covered by sections 16.03, 16.03 and 16.04
inclusive: as well as sections 16.19 and 16.20 while carecr fareign service employees are coverad by
-gections 16.08 1o 16,20 inclusive.

You should familiarize yourself with these séctions in order to determlne the reimbursemant to which
you are entitled.

1. Accountabla Advance
You may receive an accountsble advance from Relocations ABMR] to cover. anticipated. costs. Your
request should be supparted by the fnrlnwmg documents and you 5huuld indicate the anhmpat&d ‘date of
the transaction:
- Photocopies of the Agreement of Purchase and Sale, as well as the Multiple Listing
Service Agreement.
- A lettgr from the lawyer cantaining an estimate of the fees snd expenses payable on
cloasing.

. Please note that in accordance with FSD 4 you must account for.the advance in full within 10 days
after the expense has been incurred.

2. Claiming Reimbursement of Feas

You sheuld submit the following documents to Finance {IMFFT} under.an Expense Claim Form tu cbtain
rmmbursemant

al A copy of the Agresment of Furchase and Sale. {Deed or Transfer of Title in case of a

purchase}
b} The lawyer's receipted Statement of Acceunt and, in the event of a sale, a receipted

invpice fram the real estate agent. {Qriginals required}

c} Original recelpts angd wppnrtlng documents cwenng other related costs, fnr exarnple, first
mortgage repaymeant panalty.

3.6 Staff Accommodation at the Mission

Mow it's time tg think about where you will live during the next few years: The place where you rest
vour head at night can ‘spmetimes make zall the difference to the experience of living abroad. And since this
house ar apartment will be your home for the next twe to four years, it's ane of the most important items
to consider about your new posting.

After receiving your Posting Confirmation form and the Committes on Mission Management (ChM)
hias met and allocatad accommpdations, mission admlmstratmn will correspond with you directly if you will
. be occupying Crown-held accommodation.

Often photographs and floor plans of your new home may be available for your inspaction {at The
Posting Centre). The staff at MRSK are available to try 10 answer any guestions you have on shalter
abroad, since they are responsible for the application and mterpretatmn of F&D 25, Shelter, governing
accommegation. :

It would be a good idea to read this directwe, as wall zs the Occupancy Agreement, pl‘lﬂf to your

‘posting. It lists what your obligations will be, as wall as what benefits are provided 1o you, during your -
accupancy of staff accomimodation abroad.
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Directive 25 determines how much you must pay each manth for accammudatlcn. This amount is
called a ShBIter Cost snd it includes costs for rent, utilities and gervices that you will pey 1o the
Department each month. The amount you pay is based on what the average person with & salary ang
family size similar to yours would pay. for fu1i1.r serviced unfurnished accommedation in the Ottawa/Hull
-area, This ‘amount is revised every year on April 1, as reported by Canada Mortgape and Housing
. Corporation.

Staff quarters are either Crown-held fowned or Teasad); or.privately leased. If your staff quarters: are
Crown-held, they witl be fully furnished in accordance with the Material Authorization Tables, subjéct to
the. availability of appropriate_ funding, {When you are sssigned to a US mlssmn in many cases; you will
* look for your own agcormmodation and your fumiture will be shipped to your new home.) Where no Crown
owned or |eased property is available, the. United Statss Area Management Office {UAM) will consider
whether you and your. spouse are eligibla for & housé hunting trip to the missién. At some missions,
provision does exist for tha “lcan” of varipus appliances and equipment while in privately leased
accommodation. You should explore this with Mission Administration on your arrival.

You may alsn ‘want to pay close attention to FSD 25.0% [is} and ()} which prnvlde far a Shelter Cost.
mer if you own a huus& or ‘condominicem unit in the National Capital- area ‘and ‘where you are in-a "twao
rent” situation during' \mur assignmient, The Head of Mission may waive the payment of your shelter cost
for'a period of up to six months. Please note that this six maenth peried is the maximum total parlu-d of
waiver you will be sliowed durinp one posting {except under FSD 15.34). Exceptions to the six-manth limit
will .not. normally be considerad. If there sre truly exceptional circumstances, you must submit retevant
correspondence 1o MRSK for submission to the appropriate foreign service interdépartmental co- -nrdinating
commities for consideration.

You will no doubt have engaged & company to leck after your pnnclpal residence in Canada while you
are on posting. Under FSD 25.09 (d), these property management fees will be Teimbursed, You can anther
receive an accountable advance from the Mission or forward -a claim to' ABPF for that fiscal year.
Accountable advances will be issued fo yOu once per fiscal ysar upon presentation of the following
documentation:

#) -a.copy of the manapement firm contract and/or a comprahensive receipt;

bl a copy of your lease; and

c} either a sipned declaration of principal residence or a copy of a cumplﬂtad Reverue
Canada TZ2097 form.

it should be noted that retmbursement of property managemerit fees'is 8 taxable benefit.

3.7 Family 'S‘eparatiun Expenseé —FSD 15.34

This: provision is desugned to-assist you, the employes, in the ternporary ma:ntenanna of two residences
by waiving payment of your shelter cost at post under the foliowing ¢irgurnstances:

operational requirernents — FSD 15.34 {a)il(A);

to enable a dependant tofinish & school term — FSD 15.34 {al{il{B);

illness of a dependant — FS0 15.34 (allilC), and

‘a dapendant remaining 1o try to sell or rent your principal accommodation —
. FSD 15.34 (ail{D).

your family cemains in Canada to averd disruption of a dependant child's education at the

‘primary or secondary level FSD-15.34 (e} (i) {E}.

Spousal education or employment, or.a combination of beth (under certain conditions}

FSD 15.34 talliltF&IG) —~

@ o ke

The entitlement to a waiver of ‘shehtar cost has been expanded to include spousal education or
employment, or 8 cambmatmn -of both, whera you accept the as:::gnrnent on an accompanied basis. The
assistance for each purpose shill normally be limited to one assignment in your caraer.

Ohe retum trip home to assist your deper‘ldants to relocate to the new place of duty may be approved
when the Deputy Head is satisfied that they require your assistance in travelling to the new place of duty.

A Request for Family Separation Expenses IFSEF should be submitted to Benefits Policy and
Implementation |ABMA) in advance.of your departure cutlining the circumstances.
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Note — Remember that your allowances (Foreign Service Premium — FSP and Post Differential
Allowance — PDA) are based on the number of dependants who actualiy accompany you and will
reside with you at the time you arive at the mission. The amounts payable will be adjusted when your
separated dependants finally join you. ‘

3.8 | Shipment and Storage of Household Effects

As most of the houses or apartments owned or leased by the Crown are furnished, you will probably
not have to ship your furniture abroad {unless you are assigned to the United States where you may have
to find your own accommodation and furnish it yourself). In most instances, however, you must decide
what items will stay in storage and what items you want to take with you.

Under the 1993 FSD's, (FSD 15.13(a)), packing, crating cartage and storage of household effects
subsequent to the original relocation may be suthorized if these expensas do not exceed the expenses that
would have been incurred had these effects been placed in long-term storage at the time of your relocation.

Removal C_ompanies — Selecting a Mover
(Except for moves to the USA)

The reality of the pending move will probably not sink in until you start going through your personal
and household effects in preparation for moving day. Your first step will be to consult the Relocation
Advisor in Relocations (ABMR) who will assist you in the tendering for 8 company to be hired to pack up
and store your belongings. Form EXT 225 is used for this purpose (see Figure 11). {This form will have been
handed to you at the time of your Pre-Posting Briefing.) You are requested to complete the form and bring
it to your interview at ABMR.
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Figure 11

FOREIGN TRAVEL & REMOVAL SERVICE
SERVICE DES VOYAGES A L'ETRANGER ET DES DEPLACEMENTS

HAME 7NON lHIBSW
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PRIZRE INOIQUER GENRE D‘CXPEDITIONSH Avxmv C3 o« G ROUTE 3 treees tarrzrosrce L J ’

: REMOVAL CONPANIES AUTHORIZED BY C.R.5. - PLEAST INDICATE PREFERENCE
COMPAGNIES DE DEMENAGEMENTS AUTCRISEES PAR S.C.D. - §.V.P. INDIQUER PREFERENCE

:ABDWSNRD KOVING & STORAGZ LID. DORIDI VAN LINES LTD.
s Clarence Maharal {0)6-3493) Gordon Smith [811-668))
[FAZ: 816-22%9) (PAX: BI1~-2281)
DALL CONTINZINTS TRARSPORTS L7TD.* D FIAST TEAM MOVING SYSTEKI (hwwmerry Al Cided
Raymona Clgudre (526-3065) Rosalie Chilelll (731-73)13
[PAX: $36-11128) (FAX: 731-829))
Dl_loro MOVINC & STORACE LID.* FRED CUY MOVING ¢
Chantal Cofriveau Wills [244-4444) C:]wayﬂo Mutchings ([526-0650)
(PAX: 244-6§774) (FAX: 326-4377)

:]A.x..x. CAMPHELL VAN LINES :,mm:nxu. OF CDA VAN & SSURACE LTD.
OEMLUAGENENT CATINEAT INC. 8rian Armstzung (741-5027)
Mazty Stanton (337-G0C0) (TAX) 745-0430)

(FAX: 737-7270)
Dmu NOVIND & STORAGE

DD'MC! ROVIHG & STORAGE * Wayns Ratte (526-4611)

Payl VanRemoreel (747-2543) (PAX: 526=4077)

({PAX: 747~11085)

Dmm VAN LINES LID.°*

710elanty Moving € Storage Carol Banvillo (733-532))
“——JoNn Dolancy (739=2198) (TAXY 733-0032)

{PAX: 739-7488) K
DD.G. MACDONALD XOVIND & STORAGE LTD.
Dnm;n.cmn OUTAGUAIS IKC. Caravd Poirier (770-7740)

Cedrges Chagnon (771-1634} {TAK: 770-7460)

IPAX: 771-6629)
an!‘-axmmmn LID.
:Dzwmzs TRAMSPER & STORAGE LID. Sharon Roos :741-:01!:

Diame Devine (741-4560) (FAX: 741-372D)

[PAX: 741-0039)
DHILL- TRANSFER LT, MOVIKRC & STORAGE
[:]otm‘.mcmms CHAMPLAIN MCVING 1988 INC. Danise McLinton (B39-2096)

Marcel Lachapelle (771-0977) (ZAXe 3)9-2008)

(ZAX: 771-0910)

* VERICLE STORAE
ERTREPOSAGE TE VOITURZ

slgnazuze Tate

All of the companies used are in the Ottawa/Hull area and have been approved by Supply and Services
Canada for packing, crating and storage in Canada. The Department does not favour one company over
another. All are required to meet federal and/or provinciai standards and to make available performance
statistics on their estimated, on-time deliveries and settiement of claims. If you are overly concerned about
a particular firm, remember that reputable firms will be eager to answer your questions, explain their
procedures and packing methods and even let you visit their storage facilitias. Available for your reference
in Relocations (ABMR) are the qualrty control reports on the packing companies submitted by empioyees
relocated last year.

Moves to the USA

All moves to the USA are handled by Central Removal Services (CRS) of Supply and Services Canada
(SSC). Employees cannot choose a moving company for moves to the USA. CRS works on a rotational
basis so that all companies on their listing get an equal share of the number of Crown moves. Once the
date of the pack and move is decided, Relocations (ABMR) will complete a requisition for removal and
forward it to SSC who will notify the company selected to contact you for an appointment to visit your
residence.

Household Effects Survey

Following your Interview, ABMR will arrange for one date for representatives from the tendering
companies to contact you for an appointment to visit your residence. In order to determine the cost of your
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move and the weight and volume of your possessions, it is necessary that the representative see
everything you intend to have shipped or stored. Don't forget to include items in the attic, basement,
storage locker, garage, as well as any items, including non-perishable foodstuffs, that you intend to
purchase before packing day. Be sure to advise the representative which items you want to go by air and
sea and which itemns are to be sent to storage.

On the basis of your needs, Relocations (ABMR) will determine the typeis) of shipment you will have,
taking into consideration the services and facilities available for shipments to your new mission. Remember
that you are subject to weight limitations (See shipment and storage of household effects below) and that
excess charges are entirely your responsibility.

Packing and Moving Dates

These dates will have bean established &t the time of your interview with Relocations {ABMR) so as
to keep time spent in temporary accommodation to 8 minimum,. Reconfirm dates personally with the
mover’s representative and if for some reason the datas have to be changed, make sure that ABMR and
the moving company are informed. Depending on the size of your accommodation and the amount of goods
to be moved, you are entitied to be absent from your job for a reasonable period of time while the movers
are at your home [See FSD 15.01 (f)]. (These arrangements should be made directly with your supervisor.)
Misunderstandings can be avoided by submitting a leave application form. Moves are normally planned to
occur on consecutive working days with the following day set aside for house cleaning. This means that
you will need temporary accommodation for the period that you are unable to occupy your home.

WARNING — Supervise the packing of your effects. Often articles marked or selacted for shipment to
the mission end up in long-term storage and vice versa. Most of this can be avoided if you pay close
attention to what is happening when packers and movers are in your home. It is strongly suggested
that, if at all possible, effscts be sagregated, marked or labelled before packing day to lessen the
chance of error as to where averything is to go.

Motorcycles

These may now be included as a part of the shipment of the employee's household effects. Employees
should, however, ensure that local laws and regulations do not prohibit, restrict or otherwise govern their
importing a second vehicle, or first vehicle in the case of some support staff and many others who may
not benefit from special privileges granted by the country of assignment. In the event of loss/damage, the
employee may claim reimbursement for the cost of restoring the motorcycle to a serviceable condition or
the cost of replacement.

The following steps must be followed:

the battery must be disconnscted;
state the type of battery (dry or wet cell);
the gas tank must be purged;

. the crank case must be emptied, and

thé points taped

@ oA w N

If equipped with a focking pas cap, the employee must leave the key.

If the above are not taken care of, the motorcycle will be refused by the moving company. You will
also need a letter from the firm carrying out the above that the work has been done.

Provide Relocations (ABMR) with the name of the firm where the vehicle was picked up. Note that wet
call batteria$ cannot be shipped, except in a vehicle.
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Air Freight '

Shipment should include all items considered essential for initial occupancy of your accommodation
{for example, seasonal clothing, kitchenware, linen, and toiletries}.

Delivery

Except for air shipments of essential items, you should not expect to receive the bulk of your
household effects for at least six to eight weeks, and very often up to three months later, depending on
factors such as distance, the country concernsd, sailing frequencies and so forth. Even moves between
Canada and the United States are sometimes delayed while the company waits for someone else's effects
to fill the van going to a given destination. Here is an idea of what actually happens:

1. Once your effects are picked up from your home, they are trucked to the mover's
warehouse, and prepared for overseas shipment. To complete this preparation the packing
company has three working days for an air shipment, and five days for a sea shipment.
Then Relocations (ABMR] are advised of the size, weight, etc. of the shipment.

2. ABMR requires one working day to prepare a request for bids from four freight forwarders.

3. The freight forwarder has 48 hours in which to submit his bid to ABMR. During this time
the freight forwarder works out a routing for your shipment with reference to post shipping
instructions and ABMR approval.

4, ABMR then selects the winning bid on the basis of costs, routing and reliability of services.
Then the freight forwarder and the moving company are advised, which takes one day.

5. The successful freight forwarder then has three working days to pick up and deliver the
shipment to the appropriate air or sea port.

6. For moves to the USA from Canada the use of a freight forwarder is not required, as
almost all these moves are by van.

Storage

Your surplus effects will be stored at Government expense in a government approvedfinsured
warehouse. At the time of packing, you will be required to sign a8 warehouse receipt describing the
condition of all of your furniture and major effects put into storage. Watch what you sign; it could be
important if you have a loss or damage claim after returning to Canada. Ensure that the effects are properly
tagged for air, sea or storage, and that the packing lists are accurate. it is suggested that you mark the
packed boxes with a felt marker yourself indicating the type of shipment.

Hint — Before the mover comes to your home, electrical appliances should have been inspected and
their good working order attested to by a qualified service person in writing; a copy of this must
accompany your inventory.

3.9  Shipment of An Automobile

You may be wondering what to do with your car and have made’ inquiries about its shipment,
ownership and operation especially in countries where conditions are very different than in Canada. The
following are some important items to think about in this regard:

- How much can | afford to spend?

- Left Hand vs Right Hand Drive?
- What will the resale value be at the end of the posting?
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- What are the host country's regulations concerning disposal, registration, environmental

controls?
- Am | eligible for duty-free purchasss, sales tax waivers or any special discounts?
- Will duty be payable at the time of my return to Canada?

- Will the vehicle meet Canadian safety and emission control specifications when it’s time
to come home?

- What type of vehicle would best be suited to the state of the roads at the mission?

- * What about the quality of service and repairs? Are spare parts readily available and
reasonably priced?

- Are good used cars available for purchase at the mission?

Before you dscide on buying a new car or shipping your present one, take another look at the Mission
Report and discuss the issue during your Rounds. Effective June 1, 1893, you may claim shipment costs
for a new PMV which is purchased from a local dealer at your post where the manufacturer will not ship
‘directiy to you, or where this is cost effective.

Crown Held Automobiles

There are a few missions where local restrictions or excessive shipping costs are such that cars will
not be shipped at public expense for certain employees. FSD 30 enables Crown-held vehicies to be
assigned or alternative transportation arrangements to be made available in that situation.

A list of missions where cars will not be shipped at public expense for certain employees is available
at Relocations {ABMR).

Shipment

The shipment of privately owned automobiles at public expense (FSD 15.17) is done by surface means.
Transit time for vehicles can take several months and employees should plan accordingly.

If you intend to ship an automobile, this should be one of the first items to look after following receipt
of your posting confirmation. You will be required to complete Form EXT 650 (see Figure 12) and bring it
to ABMR together with six copies of the vehicle registration. The primary purpose of your PMV must be
for family conveyance. For purposes of shipment, PMV means a motorcycle (when not shipped as
household effects), sedan, sports car, station wagon, mini-van, pick-up or 4-wheel drive vehicle of three-
quarter ton rating or less.

You may be considering the possibility of purchasing a car outside Canada and having it shipped to
the mission. This is permissible as long as you have obtained prior authority from ABMR. An accountable
advance may be obtained for this purpose, but remember to keep all receipts and submit a claim as soon
as you take delivery of your vehicle.
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When you are making your own arrangements, remember to take out personal and all-risks marine
insurance which should cover the replacement and shipping costs of the vehicle. It is essential that an
accurately completed Condition Report is made before shipment. Read the fine print in your insurance
policy and get a satisfactory explanation from your insurance agent,

Hint — If you have not done so already, speak to colleagues who have gone through the experience
of shipping their cars. Contact dealers, manufacturers and/or freight forwarders and try to get an
estimate of cumrent transit time. Before you make up your mind, remember there is a high risk of
damage and theft associated with shipment of motor vehicles. Also, serviceability, parts availability
and cost, customs and resale restrictions, as well as the general state to the roads and security at the
mission may make operating your own vehicle a nightmare. '

Hint — Consider including accessories such as cassette decks, hub caps and windshield wipers with
your shipment of household effects.

Hint — Ensure that no gap occurs between the time your marine transit insurance expires and your
personal car insurance coverage begins at the mission.

if an automobile is not shipped under FSD 15.17, the following costs may be covered; commercial
storage costs, including insurance and a one-time preservation fee or up to 830 per month, including
insurance, for private, dead storage.

3.10 Insurance

When you are relocated to, from, of between missions, psrsonal and household effects authorized for
shipment will be transported to the nsw place of duty at public expense, and househcld effects not
required at the new place of duty will be stored at public expense in accordance with the provisions of FSD
15. The Government's responsibility for insurance and protection of your personal and household effects
is outlined in FSD 15,

Settlement of claims will be besed on "repiacement cost value.” This replacement cost value is the
item's replacement cost value in Canada at the time of relocation. The dete of purchase and replacement
cost must be recorded on your Inventory of Household Effects {Form EXT 378). To better understand the
provisions of FSD 15 for insurance and "all-risks™ coverage for personal and household effects, the
following clarification may be useful.
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The Government dogs not accept liability for.foss or damage to:

1. accompanyifg baggage;

2. furs, jewellery, coin collections;

3. .sums of money lost In transit;

4. personally created items such g3 tarvings, paintings, manuscripts, etc, valued at more

than $100 uriless they have bean professionally evaluated;

2 valuable iterns such as hairlooms, art objects, stamp colléctions, and antiques valued at
morg.than $300 unless they have been professionally evaluated;

B, articles fpr which. an insurance l:‘pmp:anv would not have assumed the risk, for example,
foodstufts. which require climatic control, and liquids,

If you have taken out private insurance on some articles, be sureto udentuﬁ_.r these in the comments
column of your imentory, stherwise the Government will assume all your sffects are covered and will not
‘consider a claim (FSD 15,201 It is not useful to take out private insutance on run-of-the-mill items.. Neota
that if valuable items like paintings, antiques etc. are damaged, the Government. will cover the cost of
repaits but will not cover loss of commercial value because of the repair, You may wish, therefare, o look,
inta private insurance for such items.

Two different systems are in place, depending on whether your move:is between missions In Canada
and the USA, oris to-and from a mission outside Canada and the USA.

For moves between Canada and migsions in the USA, insurance, is provided through .S5C Centrai
Removal Service with Unitise, 2161 Yonge Strast, Suite 302, Toronte, Ontario, telephone {416)480-1511,
Fax (416)}4808-7528. The maximum amdunt of compensation is- established in the Treasury Board
Reloration Policy which is $100.000 for effects autharized for storage, and 5100,000 for efects in transit
ladditiona! caverage is not provided when an automobile is shipped by van with household effects.). You
will have to sign an insurance form DSS-MAS 7387 {3/22} prior to your move. This form also serves.as the
insurance contract on your goods placed in starape at hésdquarters whether your relocation is to the USA
or overseas. Communications regarding any claim must be with the insurance company.

For moves to or from a mission outside Canadd and the USA, the government accepts the risk for loss
or damiage in transit up to the maximurm gstablished in the Mational Jaint Council, which is now $100,000.
This is separate from the $1Dﬂ 000 placed on effectsin storage. Of COUrSe; ‘the shipment or storage must
have prior departmantal aythorization.

Insurance on Personal Effects Following Arrival at the Mission

It is your responsibility 16 insure your personal and household eﬁects following delivary of these effeéts
at the mission, and- you are encouraged to do so. In the event of & major disaster, for instance, it might ke
posslble to seek compensation from the Treasury Board, but this would only be for risks not covered in
insurznce policies. Advice on how 1o arrange for local insurance- is nonta:ne:l in the Mission Repdrt; -
however, you may wish to obtsin insurance from & Canadian company or @ company in a third- Country,
We are pTESEHtl? aware of two companies, listed below, which have established special "all-risks” palicies:
to cover pa;sgnal and household effects nutside Canada.
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-Read Stanhouse Lid. ) .
Suite 710, 1525 Carling Ave.
Cttawa, Cntario
K1Z BR9 A
- Telephone: 613-722-7070
Telex: 063-4336
Fax; §13-722-3635

Marsh & Mclennan Lid.
F.C. Bax 3190, Station "C"
Ottaws, Ontario
K1Y 4J4
Telephone: 613-725-8050
Telex: 053-4726 '
Fax: 613-725-1108

Insurance on’‘an Automobile Shipped Undes FSD¥15.97 to or from Locations Qutside.
Canade end the Continental USA

K your personally-owned car is shipped to or from a mjgsion at pubhc expense under the prnwsmns of
FSD 15,17, the Crown will pay the cost of non-deductible "all-risk” marine and inland insurance coverage
from the time the vehicle is released to the shipper or farwarding agent until it is subsequently released
ta the awner st-the final destination. Note that coverage is up to Red Book value only {a book used for
insurance purpeses). This coverage is- arranged by Relocations {ABMF{] or by the Mission when shipment
is arranged through thern. ¥ you order youd automobile from the factory or arranpe shlpment prwatelv. You
should ensure that similar coverage is pruwdad for the vehicle. If loss 6r damage ofcurs; you must deal
directly with the’ Insurance company in arranging settlément. You are fully :espuns:ble for insurance
coverage whaen the. vehicle is in YOur possesgion.

Insurance on Automobils at.the Mission

It is a5 essential to have adecr..nate insurance on your car at the mission as it Is in Canada. The Mission
Report and Mission Administration prowde advice. and infarmation on insurance and the names of local
infurance companies and/or agents.

Instrance for third party |JE.|:I'I|I1"|I’ must often be placed with & jocal company. I sorme countries; local
insurance, companies have inadequate coverage for comprahensive ieollision, firg and theft) indurance. For
instancs, the policy iz likely to pay anly in local currency which may be non-convertible, andfor be vafid
only on national territory so that if yeu trave! cutside the country, your cnmprehenswe insurance s not
valid. For thiz reason, employees posted in such countries often taks out cumprehensw& insurance with
international companies. At this-time, we are not aware. of any Canadian firm offaring this gervice, hut the
following firms offer this coverage:

Clemants and Company
Suite 800 — 1700 K Street MW,
Washington, D.C.
USA 20006
Telephone: {202) 872-0080
Talax: WL 64514
Fax: (202) 468-3064

Hadley Cannon Ltd.
32-35 Botolph Lane
London, Great Britain
C3R 8DE
Telepticne: 01-623-2411
Fax: 01-928-3068
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3.11 Temporary Accommodation

As you are already aware, living expenses in temporary accommodation is limited to the time it actually
takes you to move out of your old accommodation and into the hotel or other quarters prior to travel. Under
FSD 15.33, sll employees may claim two days of temporary accommodation at headquarters or at the
previous mission prior to departure, and another two days at the new place of assignment. Extensions in
temporary accommodation beyond two days before departure must be approved in advance by Relocations
{ABMR).

Sometimes, it simply is not possible to occupy permanent accommodation at your new place of duty
within the time limits for good reasons, for example, lack of suitable facilities, repairs to be completed to
Crown-owned accommodation, or due to exceptional operational requirements such as departures on very
short notice or delays in agrément for Heads of Mission. In such cases, the employer may authorize an
extension of full living expenses. The appropriate Shelter Cost will be applied after 35 days in temporary
accommodation (including temporary accommodation at the former place of duty). See the following table,
"Temporary Accommodation at the Mission,” for claimable expenses.

Advances for living expenses can be obtained from Relocations (ABMR) or the Mission Financial Officer
about a week before moving day. Travel claims must be submitted within 15 days of arrival at the new
place of duty. The daily meal rates are published in the Schedules 1o Foreign Service Directives and Meal
Rates. For travel under the FSDs, incidental expenses may be claimed as indicated in the table, "Temporary
Accommodation at Mission.”

Note — Extensions of the period for which you may claim living expenses will not be granted for
personal reasons such as your decision to sell or rent your property, or where you have vacated your
residence early to enable redecoration or repairs to be made.

TEMPORARY ACCOMMODATION AT THE MISSION

SELF-CONTAINED ACCOMMO-
HOTEL ACCOMMODATION DATION®

Full meal! rate plus inci-

Full meal rete plus inci-
doentsls as dofined below

First 2 days
dentels as defined below

No shelter cost

No sheiter cost

3rd to 21st day

Full meal rate plus Inci-
dentals es defined below
No gheltar cost

Up to 80% meal rate, plus
incidentals as defined be-
low

No shelter cost

22nd to 35th day

80% of maal rate, plus
incidentals as defined
below

No shelter cost

No meal rate
No incidentals
No sholter cost

After 35th day

80% of measl rate, plus
incidantals as defined
below

Shelter cost applies

No meal rate
No incidentels
Sheiter cost applies

*  This applios both to commearcial self-contsinad accommodation, and to e tamporary staff quarters equipped with adequate

furniture, furnishings and appliances.

Incidental expenses may be claimed as follows.

1.

Employee unaccompanied at mission:

25% of daily meal rate when in hotel accommodation
15% of daily meal rate when in self-contained accommodation or private accommodation
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2. Employee at mission with dependants:

— sither 15% or 25% of daily meal rate for employee as appropriate for the type of
accommodation;

— or, with receipts, up to 15% or 25% of daily meal rate as appropriate, for employee and each
dependant. '

3.12 Relocation Travel

Trave! Entitlements

It's now time to arrange the actual route you will take to your new posting, among other essentials.
On your visit to Relocations (ABMR), a Relocation Advisor will explain claimable "travelling expenses” [FSD
2.01 (aa)] and calculate your travei entitiement under FSD 15.

The Department is prepared to help you with your itinerary although you are free to make your own
travel arrangements if you so wish. Accountable advances are available to cover the estimated cost of your
hotel, meals and other claimable expenses while in temporary accommodation at headquarters and en
route. Cheques, airline tickets and/or transportation vouchers will be issued only after your Posting
Confirmation has been issued showing that you have passed your medical examination.

Employer Arranged Travel

Travel to your new place of duty arranged by ABMR/GTS (Government Travel Service) is normally
undertaken over the most direct route using the class of seating appropriate to the iength of air travel [FSD
15.04{a}]. The use of Canadian carriers, when possible. Depending on the length of the journey, overnight
stopovers will be allowed in order to reduce the effects of "jet lag.” In all cases, paid travel leave is granted
for the "travelling time" (FSD 2.01(as)) needed to compiete your journey by air, but overtime is not payabie
for travel. However, overtime depends on "day of work/day of rest”™ and is paid according to your coliective
agreement. Remember to file a leave application with your supervisor for annual leave, travel and other
approved absences related to your relocation. Where accommodation is required, Relocations (ABMR) will
make reservations at suitably appointed establishments offering commercial or government rates.

Employee Arranged Travel

if you make your own travel arrangements, Relocations (ABMR) will provide you with an accountable
advance for your travel based on the entitiement stated in FSD 15.03. Where you choose to drive your own
car to your new place of duty, your trave! entitlement is up to the fare quotation determined by the
employer for the most economical published full economy air fare pius the cost of Private Motor Vehicle
(PMV) shipment from its location tc the mission {but not in excess of the cost of shipment from Ontawa
to the mission). This applies only in situations where the employer would otherwise have shipped the car
st public expense. If you have questions about the entitiements, check with ABMR first.

ABMR will help secure a shipping quote on the PMV including a quote for an ali-risk marine insurance
policy with a nen-deductible clause. The following information is required: length, width, height, make,
model, age and weight of your PMV.

Upon receipt of the fare quotation, an accountable advance will be raised which will include sufficient
funds to cover:

1. your transportation entitiement based on the fare quotation;

2. ground transportation expenses to and from the air terminals at your old and new places of duty;
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3. accemmodation, meals and gthér expenses for any approved stopovers; and,

4. living expenses in temporary accommodation prior to departure from your old place of duty
{Advances for sxpenses in teMporary accommadation at the Migsion will bs provided by Mission
Administration.)

in the event that thete are any tamporary changes that would affect the fare quutatmn obtained; your
transpartation ant:tlement may be pmanded accurd:ngiy

FSD 15.38 — Relocation During Long School Holiday Recess

Relucation expenses may, under certain circumstances, be paid: for a dependant student where an
employee is to ba relecated during the long schoot holiday recess.

En Route

If you are travelling by air, you should be aware of your accompanying baggape weight allotmant.
Make sure you Know your weight mitations Before you set cut for the airpert- You are reminded that.if
&ny leg of your travelis on a weaight limit basis, fér exampte, 20 kp per person, then you must travel within
that limit even if-your journey begins from a point where a piece concept is.applied. In somie areas: when
flights are full; ficket agerits may even weigh your hand baggage if it appears to exceed pernissibile limits.

In addition to getting you from Point A to Point B the airlinelsl used en route has certain
rasponsibilities governing international travel. In the event that you are subject to unduly long delays. or
miss a connection that has previausly been confirmed, the carrier will nurmallv provide you with vouchers
for food-and accommodation and try to make an alternative. bnnkmg for the remainder of YOUr journey.
Unfortunately, there are serious inconsistencies in the attitudes of staff of some airlings and vary oftén one
must-be firm-in order to get some action. Take note of all relavam partlculars :ncludmg the names of
persons you-spoke 1o, times of day, treatment accorded snd sc forth., If you have to go out of packset, pay
the kill but retain the receipts. After you arrive at the mission, you will be in a position to dncument & ¢laim
for expenses which would not ardinarily have ocourred. Please note that such claims will be entertained
only when trave! artangements were made by the Department,

Hint — Be prepared to pay departure taxes at some airports- if it is not. specifically included in your
ticket. 'n sofrie countries it must be paid in US doliars, not locsl currency. H the Department arranged
the ‘r.ravel save the receipt’ fur inclusion in your claim

Hint — 1t is usaful to have small amcounts of local ci.rrrenc'n_.r available for porters, drivars, bus fare etc,
Expenses Claimable During Relocation Travel -
Transportation

if your transpertation was. purchased through GTS you must attach the ticket stubs to vour expense
claim. If you received an accountable: advance from ABMR and purchased your own transportation, you
must attach the fare quntatmn pravided to you by ABMR, the nrlgnnal receipt tovering the purchase of
transportation and the ticket stubs.

If you travelled by car, you may claim {within the treinspurtatibh entitlement) actual and reasonable
operating costs, for mample, gasoline, oil, minor maintenance. en route, tolls, parking; or the kﬂnmatnc rate
established-for the location where your journey by Private Moter Yehicle (PMV] commenced. You may also
claim {within transportation entittement) for meals en route, wemlght accommodation and related
incidental expenses, based an the Treasury Board standard of one uvernight stop after travel of mora then
50O kilometres. Howeéver, the maximum number-of stops that you may claim would be bassd on the miost
practical ang ECDHI’.‘II‘I‘ILCH1 route by car between the nmnts where the car travel began and terminated. For
example, i you trauaﬂed by car betwaan Minneapolis and Ottaws, the maost practical and economical mu‘te '
would be 1650 krvand mersfure. regardless of the actual distance driven, even if you made & wide sweep
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through the narthern states and drove 4, D{)f.} km, the expenzes you could claim for rneais, secormmiodation
and incidentats wauld be based on a-trip with three overnight stopovers.

in the above example therefore, you weuld be entitled to claim afl autemobile cperating costs lincluding
car rental costs-if applicable for the full 4,000 km, and meals, -accommodation and inbidantal exXpenses
associsted with a trip of three stopovers), provided of course that the costs were within your transportation
entittement. You could slso take the three overnight stopovers: at any time or any place en route. [Cumplet&
details of your routing would need ic be provided on your clzim.} It sheuld e pointed cut that any time
taken in excess of the normal travel time b'g.r air will be charged against your leavé credits.

Hint — If you travelled by rented automobile you may ¢laim (within the transpertation entitlement) the
rental costs — including third party liability insurance — of the vehitle, tolls and parknng m.nppnrtad by
receipts. .
Hint — Any drop-off charges should be claimed under your transportation entitlernent.
Ground Transportation Expensés at Old and New Flaces of Duty
You may claim transportatmn axpenses in travelling from . your accommodation 1o the comrercial
carrier's términal at your. old ptace of duty and from’the terminal to your accommaodation at your new place
of duty. {Where local transpartation is available to/from central location and airport, this sheuld ricrmally

be used.)

Costs of taxis or other local transportation, i ovar Canadian 58 m Canada, ar over the eguivalent of
Canadjan $710 outside Canada, ¢an be claimed biit receipts are requ:rad

Expanses During Authbrized $topovers
You rmay claim the following Exﬂeﬁse‘sv‘l:‘[uring;an authorized dvernight stopover:

al commercial accommodation based on first r:lass {not luxury) standards. of ‘comfort.and convenience
with size .of accommodation conforming to family. configuration;

bi meal costs based on the meal rat'gs established for the location or actual and reasonable meal
- cogts. supportsd by iternized receipts; costs of taxis, etc. same as sbove,

Other Rolatad Ezpenzas {Incidental Ralacation Expensas)

During: relocation, an unaccompanied employee may claim as incidantal expenses 25% of the daily
meal rate when in hotel accommodation, or 15% of the daily meal rate when in self-contained
accnmmudauun ar. private accommodation. When an employee is accompanied by dependantis, the.
employee may claim-as incidental expenses eithar (i} 15% or. 25% of the daily meal rate for the employee
as apprepriate for the type. of accommeodation; or fii} with receipts, up to. 15% or-25% of the deily meal
rzte for the employee gnd gach dependant.

3.13 H‘e!ut:_ating‘ Your Pets
So you want to bring vour pet budgie, kitty or dog along with you to the new mission. First of all,
check the Mission Report te make certain your new location welcomes animals. Some countries have very’

strict entry regulations.

The Department does not make arangements for trenspartation of your pets. If you decide ihat you
simply, must bring your pet, then make the necessary.arrangements with the airdines well in advance.

The shipment costs of domestic pets is not paid for separately but is mctur.lud under FS02 "15.31,
Incidental Relocation Expanse Allowance.
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Genaral recbmmenda‘tiﬂns. on shipping an animal include:

1. Lst your pet become accustomed to the shipping crate.

2. Inctude a farniliar toy or something with your scent on it

3. Put ide.’ntiﬁcatiun inﬁ:luding an emergency phone number around your pet's neck.

4. Water but.do not feed your pet just before departure. Feading close to flight time can cause air
sickness, Don't tranguiliize the animal without your vet's spproval,

B. Special information placed on the crate should include: shipping destination; whether the animal
has been sedated; when last fed and watered; and the pet's description. Phofocopies of
docurments such as health certificates should be attached to the crate, espegially if tha animal is
travelling unacéompanied. You might want to list this information in other languages, depending
.on the countrigs transited.

6. Chéck with the agant-who meets the filght about your pet's progress when you are r.:hangmg
planes. Have your air bill number readily available when daing this.

7. Allow plenty of time between connecting flights to be sure your.animal is transferred to your flight
if travelling with you,

8. Arrange to have your pet picked up immediately. Airline facilities for pets may bz limited or non-
-existent.

a. Inform the Mission that a pet is being shipped unaceompaniéd and that the Mission will have. to
arrange for its clearance

3.14 Pre-Posting Checklist

After having read this chapter ¢n relocation, you might now be wondering what would he the best way
to crganize all the details that have to be completed in the next few weeks: Arranged in the form of a
checklist, the following is a logical seguence of items you should look after as you count down to departure
day. Many of the items ralate to sectiéns of the FSDs that have already been considered in some detsil in
this Handbook. You may find it useful to use this- LhecKlist as a means of charting yaur progress and.
keeping to'a reasonable timetable for getting things dene systematically. The Posting Ceritre {ABMBY) will
assmt you, and & .copy af this checklist is available.

FIVE TO SDX'WEEKS BEFORE MOVING DAY

(] Call the family together, Explain to the younger children what will happsn over the next few
weeks; review your overall strategy and give everyone @ chanece to get inveoived with details, and
to feel they are making &n important contribution.

D Consult your Assignmeant Officer to discuss. pra-pustlng training requirements {i.e. consular and
imraigration trainingl and consult the administrative staff at The Posting Centre ‘about posting
briefings, workshops, family crientation sessions $nd S0 on.

1 Review the moving expanses covered under the FSDs; get a copy of Bulletin LT, 178R2 from
Revenue Canada. Set up a means of collacting your receipts and keeping track of your
Ex‘pgnﬂituyes, whether they are reimbursable or your personaf responsibility

O .Amangs an interview with the Relocations Division {ABMR) to make arrangements for your move
and travel advances.
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W] Salact a moving company faxcapt for US moves! end raconfirm the exact date of your move in
consuttation with ABMA; set.up an appointment far a company representative to visit your home:
for.a Househo!d Effects Survey.

a Before the mover's representative arrives, do your own survey of your belongings and decide what'
to-keep and what 1o discard.

a Makp surg the mover's rapragantative 3098 arvervthmg that will accompany you to the mission or
go into storage; advise of any imminent purchases; keep in- rnm:l your overall weight hmltatmns.

G Carafully prepara a detailad Irvantory of all your possessions and divide it into sections for Storage,
Alr, Sea am’fur ‘Road Shipment and Atcompanying Baggage; note items of p&mcular value, those
coverad by prwate insurance, and those which will not be shippad. at the employer's SXPENSE.

d iMake sure you are aware of the mover's and the Crown's maximum liabflity in the evertt you have
a Iuss or damage claim. Arrange to get quaiified estlrnates for items -of particular - \ralua -
NECesSsary, ubtaln a written appraisal for valuable’ iters such as anthues, jewellery, furs and
paintings. Purchase the necessary edditional "all fisks™ coverage based on the replacement cost
of your eﬁects and included itemns such as jewellery and furs.

D Communicate with your landlord to arrange termination of your lease (when final PCF issued). If
you are an owner and plan‘to rent, start advemslng for a tenant or retain the services of an agent.

O if you are. ehglble. proceed to the misgion on a2 house hunting trip; in any event, tap the expertise
.at the Migsion for specific |nfurmatmn relating to the availabifity of private accoemmedation and,
if you have school age chitdren, educational facilities,

a Waka trampnrta‘tmn grrangemants for any pets that will accompany you to-the mission; have your
pet examingd by the veterinarian and given any necessary inoculations; obtain cartlflcatas

FOUR TO FIVE WEEKS BEFGRE DEPARTURE
Prapare & Fst of paople and organizations who should be notified of your move:
O Relatives. Give youf relatives the appropriats emergency telephnne numbeérs 5o that in the evant
of death or seripus illness in tha family, you can be notified :m-nedlately. Tell your relatives to call
thie Emplc-,ree Assistance Program (EAP) Cuunse[lors Brenda Abud-lLapiere 2t 992-6167, Laurler

Beaudoin at $92-1641 or Barbara Barr at 995 5547. These cnunserlors will be able t6 contact you
guickly.

Friands |

Business Associatos

Professional Services: Doctor, Paediavician, Dentist, Orthodontist, Lawyer, Accountant, Broker
Ingurance Services: Life, Homeowners™ or Tenants’, Automobile

Banking Sarvicas

Cradit Cards

O o0OaooDaoaanoaQ

Accounts Payabla Cepartment Stores, Car toan, Morngage, Finance Companies, Ontario
Hydro/Hydro Quebec, Belt Canada, Heating Fuel
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Government ﬁgenni’es’: Dirivere's Licencafﬁegistrafion!lnspecﬁbn. Municipal Taxes, Health
Insurance; FPost Office

Subscriptions/Marmberships: Newspaper, Magazines, RecordTage/Book Clubs, : Soctal

Qrganizations, HecraatlﬂnalmthletlcfSpofts

'{lthar Schunls. Clergy, Place of Worship, Alumni Drgamzatrnns

Review the section on Parsonal Balling Privileges‘and advise the above as soon-as you know what
your new address will be. & chanpe-of-address foren for spouses is alsc available at The Posting
Centre. [ABMH], and it iz recommended that spousat fill it out in order to continue to receive
documentation of interast, for example, Direct Communication with Spouses, notices of
employment and of upcaming workshops.

If you are not shipping it, amrange for’ the sale. or- storage of your car; safety inspection is required
in Ontaro pr:nr to transfer of ownership; contact your insurancea agent.

Consider the demrab;llt-,r of making a will, if you fand your spouse] do not already have one [This
is not claimable under the FSDs.)

Do you have or need a safety deposit box? Do you require somaone t¢ have Power of Attorney on
your behalf inciuding access to your pruperb.-' and financial affairs?

Phase out 'wJur;gn:nt':l!wr purchases: begin to use up canned goods, frozen foods snd cleaning
supplies.

THREE TO FOUR WEEKS BEFORE DEPARTURE
Schadule nacessary personal appointments with specialists, dentists and family physicians.

Obtain axtra pair of waglasses as well as duplicate prescriptions for all family membsrs weating
eveglasses. Consider proseription sunglasses.

Start ta collact your important parsonal papars and documents together; make necessary duplicates
and retain them in a safe placs;

Children's - schaol records and reports:
Copies of university transcripts. and degrees
Family medical and dental records, immunization data, presefiptions for drugs and corrective lenses
LetterAs of introduction from vour cheb, Iddge. clergy or busingss azsociates

Employment referencesfresume for spouse

Letters of Credit from your bank

Letters of "No CIain';s' from your car insurance agent.

Ragign mambershipg in clubs orother organizations

Coritact the provincial Departinant of Mofor Vehicles to advise change of ‘address and continuation
of your Driver's Licence
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Reéview your inguiance requirernents

Advise Bell Canada of date telephong service'is 1o be disconngtied

TWO TO THREE WEEKS BEFORE DEPARTURE
Hawa your garage sale or dispose of unwanted items
Ensure Registration Form Voling by Canadians Residing Outside Canadp is compl&‘ted and signed.
Alzo include copies. of proof of Canadian citizenship and mail to Elections Canada or ¢fo The
Posting Centre (ABMH) to enable vou to vote abroad in a-general Fedarat Election
Inventory of Personat Effacts must be. completed and submitted to Relocations {ABMR)
Pick upr Accountabla Advancas

Finaliza your travel itinarary and reconfirm trangportation end accommodation arrangernents

Prapare yowr car for shipment or for the drive to-your ngw mizsion. Have it gone over carefully and

serviced by 8 competent mechanic

Convert any electrical appliances that will accompany you abroad; obtain certificates of good
waorking urdsr torthose remainingin storage- -ahd those being shipped

Hava your rugs and drapes ciearisd and pre-wrapped

Wzke or take dalivery of your final major purchages; retrieve any itéms being repaired or Inaned
to friends; return anything you may hawe horfowed from uthars

Start your tarawwell vigits to family and friends; make the rounds of your “special places™; unwind
a little — have an opan house or infoarmal party. Con't forget the: ch:ldren — maké a party. ur have
@ special outing for ther ard their fr_nendg

'A WEEK BEFORE THE MOVERS ARRIVE

Start to assemble afl of the items that-you will take with you on your trip. These should include:

Suitcases, valisss, tote bags with their keys and identification tags
Passport Wallet, Identification

Impartant Papers; Records

Baby's Needs: Travel Toys

Eyeglasses, Sunglasses

Pocket Sewing» Kit:

Valuables (Collections, Jewellery, Furs, Irrepiaceable Personal Items)
Cameras, Accessories ardd Fitm

Small Personal Hygiene Kit {Dentat Sﬁpplius.-W&shing Needs, Grooming Naeds.‘ Srissors) Q
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Notebook, Ballpoint Pen
Pick up your Passports, Tickets and other Travel Documents
Obtain sufficient supplies of traveller's cheques and foreign currency

Make your "last-minute” purchases

TWO DAYS BEFORE PACK-UP

Finish all laundry and dry cleaning
Empty and defrost your refrigerator

Start separating your personal effacts into "Storage”, *Air Shipment®, "Sea Shipment™, "Van®, and
keep one rcom of area aside for your suitcases and the items that you will carry on your own

Put together a "Starter Kit™ containing items that may be required immediately when you occupy your
new sccommodation. These items should be packed in a specially labelied box and included in your

air shipment:

Kitchen Supplies: Paper or plastic plates, cups and cutlery; napkins; one or twc plastic or

O

tupperware jugs (1 litre); small saucepan and serving spoon; Bottle/can opener

Foods (nonperishable): Instant soup mixes or cubes; tinned pudding; crackers; dry i:ereal; instant
coffee, tea bags, creamer; sugar, salt; chewing gum, hard candy

Bath Supplies: Towels and face cloths; kleenex, tcilet paper; soap, deodorant, tcothpaste

Cleaning Supplies (non-corrosive, non-aerosol): Paper towels, sponge, dish towels, scouring pads,
soap powder, kitchen/bathroom cleaner

For the Children: A few favourite toys, puzzles, colouring books/reading materia!

Miscellanecus Hems: Flashlight; screwdriver, hammar, pliers; aluminum foil; garbage bags; elastic
bands; transistor radio; candles

First Aid Kit

PACK-UP DAY(S)

Check the contants of your drawars; remove anything that will spill, break or otherwise damage
your belongings if improperly packed '

Pack your suitcases and tote bags for transfer into temporary accommodation

Collect and group any items you particularly want the movers to pack in the same carton; remove
inens from beds

Pets to be taken to the Carrier's kennel prior to onward transportation
Disconnect and unplug all appliances

Be on hand before the packers arrive; make sure the packers know what is and what isn't to be
loaded
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Keap an sys on things; watch how the packers tag each item and record its condition on their
inventory; speak up if something is not being done to your satisfaction or appears irregular;
contact Relocations {(ABMR) if necessary

Do not leave your premises unattended while the packers are at work; make a tour of your
residence to insure that no items have been overlooked

Check and sign the packer’s inventory and keep one copy

Confirm when the van will be arriving to load your effects and then lock up the premises

MOVING DAY

Be on hand before the van arrives; remain until everything has been loaded and then make a fina!
inspection of the premises

Check that the correct destination address appesars on the Bill of Lading, sign and retain one copy
Clean up any mess and make sure that:

Furnace is turned down

All lights turned off

Windows and doors closed and locked

Return all of your keys to the landlord or to the person who will be responsible in your absence.




CHAPTER 4
ARRIVAL AT THE MISSION

4.1  Introduction

Well, vou've: finally made it! You've passed the "neither here nor there” feel:ng of living in 4 hots!
before departure, you've had an enjoyable tnp to the new mission, and are now getting yourself
reestabiished in a new erwirpnment. This pracess is in many wavs the reverse of the relocation procedure
that you have just been completed. Unless Cruwmheld staff quarters have already been assigned, much
of the early days will be-spent hunting for suitable accummodatmn Soon 1g..rt:lu*ll be dealing with the muvars
once again; the unpacking and putting away begins as you gim 1o make your residence a place where you
will feel comfortable for the next few years. I:Iunng vour first-menth, you will be explaring your new
-surroundings-and comparing the reality sgainst what you learned prior to-arrival, Before vou Ir.mw it, you
will be mesting new people, making new friends and learning how to operate successfuliy in & $oreign
country.

4.2 Organization of the Mission

During all of those whirlwind days of mawving in, you will prabably notice that you aren't as independent
"as you ware in Canada, you will undoubtedly be calling the Administrative Dfficer at "Mother Embassy”
every day, or several times a day, to ask any number of gquestions relatlng to your. new homa: The following
advice will help ',fou in dealing w:th vour new life abroad

Based on the irmportance Canada attaches to its presance in the Host Country, there may be an
Embassy or ngh Commission, or one or several Consulates at which programs such as Genaral Refations,
Emplaymeant and immigratien, Trade, Aid and others are carried out. Each program has a manager who is
responsible 1o tl're Head of Migsion — the Ambassador iHigh Cnmmlssmnarl Congul-General, Consul — for
its effective delivery. At smaller missions, “there - i generaily one program manager whp is entirely
responsible for adrninistrative mattars |nn:ludmg those affecting the. 1|::u:.all'|.nr engaged staff, as well as
Canatiian empioyées and their dependants. At. medium-sized missions, there is generally an Admlnlstratn-fe
Officer or Qffice Manager who is usuallv,r & rotational ernployee. The Iarger migsions have Aﬂmlms-trauun
Sectionis in their own right. These are usually headed by a more sanior rotational employee. who is
supported by a team of Canadian and ioczlly engaged personnel. Like program managars, thase in charge
of Mission Administration are equally respansible to the Head of Mission. Committees are set up from time
o time to monitor varibus areas of administrative consern such as. ﬁ.ﬂpnr‘l‘lfﬂﬂdﬂtlﬂn Security and matters
touched on by the FSDs. A Mission Management Cornmittes, genierally chaired by the Head of Mission and
chmpoesed of program managers and invited empiowas. meets regularly tn review program and administra-
tive matters, formulate solutions te problems and delegate respnnsuhlhtv for making changes.

Administrative Problems

When you havea.problam related to the carrying cut of your duties, the person to see is -_.ruur pregram
menager. If you have problems with your entitlements and obligations. under ‘the FSDS the Mission
Administrative Officer or Office Manager s generally the one who will be able to help.

Tha duties of the Mission Administrative Officer are ne mean task. You will probably find that person
is almosi always working under pressure and attempting to deal with & dozen situations at once. The
administration of any Mission — fram the smallest to the largest.— is very difficult, particularly in that the
REFSON respan5|h1e always has to represent the intsrests of both manapement and the employee. Tha
Administrative Officer should have & thorough. knowledge of ‘the FSDs. Mission budgets,- standing
operational instructions #nd logal conditions, He or she should knaw the items to which yau Bra entitlad
#nd those which, in practical fact, ca.n be, provided. Admml_stratmn is not an exact science and there is
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often a gap between expe::tatmns and reahty FnreTgn service s not ::naurtnl:n.ularl'..r amenable 1o uniformly
imerpreting the rules and regrulations in every circumgstance and you should be prepared for a little give -and
take on minor issues. These things tend to even themselves out over the course of 2 posting.

Administrative Officers care about your ::nru:ems and. will do their utmost to satisfy you within reason-
able limits. There.is no need to go bﬂggmg for favours when a pmblam arises. Similarly, no useful purpose
will be served by shout:rlg or desk-puundmg 'H you bave reached en impasse, take. the matter up with your
supervisor. ‘-.-"ery ofien you will find that person is-alréady Zware of the situation as he or she was consulted
by the Administrative’ Oﬂ'cer in order to reach a solution. Meost supervisors will understand your difficuities
because they are long in foreign service experience themselvas,

iora than likely your problem will be resolved by this stage, or reasonable efforts will be made to woark
out @ compromise. acceptable to all partias, I you are stil not satisfied and you consider the situation
serious enaugh to go one: step further, the formal grievance system is at your disposal.

iMote — Some employees in the past have taken the position that if their problem cannot be sclved;
they are gumg home. Be very careful when considering this action. The Foreign Service Directives
specify that in the event of premature return, certain major. COSts, including a portion of relocation
costs and entitlements already issued, may be the -employee's personal resporsibility to bear. In
addition, your decision could also have disciplinary |mpl|catlon5 Make sure you know all the
ramifications before acting in haste.

‘Community Coordinators

About 80 missions: hireé a Cdmmunity Ci::nrdinator' ta welcome newcomers, run an.information centre,
organize cnmrmmty actwrtles and pubhsh a l.':-:.'rrnl*rluf'nt‘,.lr news buligtin, Get: to know that person; she.or he
can be of preat value to you .angd your fEIrrnh'r during the settling-i in period, and can he of assistance
throughout your entire stay at the mission.

4.3 Diplomatic Designations

~ You may be wondering just how the hierarchy at your Mission workg and how this is.decided upon.
The most common diplomatic designations-at Missions are shown in order of precedence as follows:

Ambassadeor — High Cornmissioner. [m'Communwealth countries)

Cansul General (in charge of Consulate Gensral outside the country's capltaﬂ
Minister.

Minister - Counsellor.

Counsalior (1)

First Secretary {1}

Second Secratary (2)

Third Secretary {2}

{1) can be combined with Consu)
{2} ¢an be combined ‘with Vice-Consul

‘Note — The Attaché designation is algo widsly used. ‘Precedence depends on the type of work
parformed.

The responsibility for diplomatic designations rasts with the Dasignations Panel, a. Departmerntal
LCommittee chaired by the Assistant Deputy Minister, Personnel Branch. The Designations Pangl meets as
required to deal with policy issues and with specific proposals for designations which de not meet
established guidelines. In amiving &t decisions on designations, the Panel takes into account the views of
the eppropriate gecgraphic or functional Assistant Deputy Ministers and the ru::ommendatlons of the Heads
of Mission.
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On a daily basis, the Executive Pool/Hesds of Missions Section (APE) is responsible for the

interpretation of the guidelines for the determination of the order of precedence at Missions abroad, and
for providing information on countries of accreditation.

APE also compiles and publishes Canadian Representatives Abroad and coordinates mestings of the

Designations Panel.

4.4 Settling In

The uncertainties associated with accommodation and receipt of personal effects shipments make it

more difficuit to adhere to a rigid timetable for getting settled. However, there are some basic things that
must be done and you may find that the Checklist that follows is a helpful reminder.

O

8 O R R

ARRIVAL CHECKLIST
Check into your temporary accommodation {or Staff Quarter [SQ} and get some rest.

Go easy on the sating and drinking until you have adjusted to jet lag and your body has begun to adjust
to the changes in climate, diet, altitude, sanitary conditions etc.

¥ you are in the Tropics, give your body a chance to adapt; you cannot expect to initially maintain the
same pace as you did in Ottawa.

Introduce yourself and your family to the Head of Mission, your Program Manager and Mission
Administrative Officer; get a briefing on some of the things you need to know about settling in
comfortably. N.B. Leave the program briefing until later; the Mission Administrative Officer will, in most
respects, be prepared to help you during your "settling-in® period.

Maset with the Community Coordinator, if there is one at your mission.

Have Mission Administrative Officer send telex to headquarters re notification of arrival in order to
begin payment of allowances, and to ensure that all appropriate offices at headquarters are aware of
your arrival.

If you are occupying Crown-held accommodation, go out to the SQ with the Mission Administrative
Officer, inspect the premises and its inventory of furnishings. If the Mission has a “pack-up kit” of
essential items, you may be able to occupy the SQ almost immediately.

If you have to find privately-leased accommodation, get some initial suggestions as to where you
should start looking and what sort of facilities you can expect to find, as well as your applicable rent
ceiling, including any limitation or restrictions which may apply.

Obtain a good map of the city and surrounding area. Start to explore, using various means of
transportation. Make notes about the availability of schools, and commercial, professional and social
services. .

Establish banking facilities.

File Expense Claims.

Pick up mail that has been forwarded to you.

For employaes with school-age children, check out the suitability of institutions {where required);
complete applications or registration procedures; file Education Allowance Proposal if required.
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O confirm the expected arrival and delivery dates of your Air. Sea (or Road) Shipments,

D Get acquainted with other Canadian families at the mission. They have been through this already and
can offer valuable time-saving edvice.

O when you have locsted accommodation., arrange for your services, for example, telephons, electricity,
water to be connected.

O Arrange insurance for your possessions.

WHEN YOUR BELONGINGS ARRIVE

O where languege or local customs may cause difficulty, try to arrange for someone knowledgeable from
the Mission to be on hand.

D Be available to accept delivery. Your Air Shipment may already have arrived. Find your "Starter Kit"
and start putting these items to use. Give the movers plenty of.room to operate as well as specific
instructions about where to put things.

0O Supervise the unloading and unpacking very carefully; check that the number and description of boxes
corresponds with the information on the copy of the packing inventory you obtained at your previous
residence; note any changes in condition or items missing on the tocal movers' and your own record.
Have the movers take away any unwanted cartons and packing material.

O as you put things away, check them off against your own Inventory of Personal Effects. Note any
damages or losses for preparation of a claim. Allow everyone to help but do not try to get everything
done at once.

O Fie your Notice of Intent to Claim properly end in accordance with the prescribed procedures and
specified time fimits (FSD 15.21/15.22).

SETTLING IN

a

Locate a safe place for your documents.

O

Arrange for the connection of major appliances; transformers, if required, are supplied by the Mission.
Most Missions have appliances which can be supplied on a loan-to-staff basis.

Arrange for medical and dental services.
Check local car licensing and registration requirements.

Foliow up on any Loss or Damage Claims.

O 0O aao

Get acquainted with the local people; ask questions; meet your neighbours; explore your
neighbourhood; get in touch with local organizations who make special arrangements for newcomers
or those whose activities are the same as your own.

4.5 Loss and Damage Claims

When the time comes for the local movers to deliver your shipment to your staff quarters, you are
again entitled to reasonable time off with pay in order to supervise the unloading and unpacking. When
you are asked to sign for receipt, note any obvious discrepancies or damages and make sure you
understand what you are signing. If you do not have the shipment unpacked at the time of signing the
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receipt, note on it “subject 1o further mspemmn and also note any exterior damage, for example, crushed
cartong, otc. at that tima.

off against your Inventories. Where an item is mlssmg or damaged, record its inventory particulars plus a

Once the movers have gane, you should Examing yailr shipmeant more: :arefull',r ang check each item

complete deseription of the damages on a separate piecs of paper. You wnll néed these details to submit
a glaim. Tha Crown's maximum liability for any one item antered within a grouping in the inventory is
$100. Unlgss you follow established procedures carefully end within the time limits-sst by the carriers or
the Crown and its underwriters, you w:li invariably encounter frustrating delays and may lese out on

1.

entitlemants.
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2. The Crown accepts liability for damage/logs avarseas Air/Sea Shipments and personal effects in long
termstorage outside Canada and Continental USA up ta-a velue of $100,000. claims arp admmmterad 0

with the agsistance of Raed Stentouss.in Montréal.

Addraga:

Alexander & Alexander

Reed Stenhouse

Attn: Mathalis Dubois _
500 Blvd. René Lévesgue West
Montreal, Quebec

H2Z 1Y4

Tel: i514) 871-4558
* Fax: {514) §71-4411
Telex: 05255?9

fMote: intent to claim musi be filed with the last cardar {see Samp."a Al and Raed Stanhousa {288
Samp."e 8} mf!un 30 days from the dote you raceived your personal and household affects.

If the damage is cleady & result of improper pecking, you must fila a claim with the company which
packed your sffects (apa Sample C).

Missing ftams (shipmeni srrived at mission with no evience of pitfarage). you must file & claim with the
comapny which packed your effocts {see SampleC).}

Loss and Damage Claims On Private Motor Vehicles — FSD 1517

Automobiles

When your car finally arrives and is unioaded deckside, do not accept custody until
you have r:aruaﬁ.:lh.ur inspected it and made written observation of any damage or loss. As
in'the case of your.other effects, notice of intent to claim should be cabled or telephoned
immediately to the Carrier, his local agent and your iRsurer. Follow up by registered mail,

Claim Procedures for Damage to Private Motar Véhicle {PMV)

Whan your PMV is shipped from Canada through ABMR, we recammend you follow
the steps listed below:

1. When you hand over your vehicle for shipment to ‘a designated mover, a sur-
vewcnndltmn report must be completed. Please ensure you nbtaln a copy and. take
it with you to your new missicn.
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Sample A

Dear Sir,

Re: Shipment of household effects -

!Employeg;g ngme})

Airwaybill {or Bill of Lading) No.

(number of (date)

Further to the comments recorded on the delivery receipt when the above shipment was
released by your company, | hereby wish to file a notice of intent to claim for the following losses and
damage incurred:

Nature of " Preliminary Estimated
Item Damage/Loss Cost to Replace or Repair
*  (in view of the amount of damage/loss incumred, | have requested my employer to engage the

services of an insurance adjuster and a copy of his report will be available shortly. In the
meatime, it would be appreciated if your representative would let me know what further
action | must take and the extent of your company's liability in this matter.)

**  (If you are refusing any or all liability because of the condition of the shipment when it was

received by you, | request that you provide me with a copy of the transfer document
recording the condition so that | may pursue this claim with the previous carriers.)

Yours sincerely,

*  If damage/loss is over $2,000.
**  If the shipment was received with visible damage or missing pieces.
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Sample B

TELEX/LETTER NOTICE

| have today filed notice of intent to claim against, (company) which
delivered/released my air/sea shipment on (date) for damage to my household effects which
occured in transit from to

This notice covers the following loss/damage at estimated cost $ . {insert
description of damage, inventory item no, article, estimsted loss or damage). It is my
understanding that you will forward to me specified directions so that | may proceed with this
claim.

Address

Telephone number:

Employee’s signature
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Sample C

SAMPLE ONLY

{Date)

Dear SirMladam,

. Re: Packing of Household Effects
lemployes’s ngme)

Packing List
{Number and date}

* (ltens listed on my inventory were missing-despite the fact that my shipment was received by
me in gaod condition with na evidence-of pilferape.)

** [The damapes to my shipment were an obvious result of poor packing. [State detailsh)
| hereby file @ notice of intent to elaim for the following lasses/damaged incurred:

Mature of ' Preliminary Estimatad
ftem Darmage/ioss Cost to Replace or Repair

*** ln view of the amount of damage/loss incurred, | have requested rmy employer to engage the
services of an insurance adiuster and.a copy of his report will be available)

It would be appre:iated_;if your representative would let me krnow what further action | must
take and whether or not your company @¢cepts liability,

Yours sincerely,

*  For missing itemns. only

For damaged items. only
For damages over 2,000 only

LE ]

LR R ]
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2.

76

After fnrwarding registered letters, you should contact the Insurance company. In
order to settle any claim, the employee will havé to obtain the toliowing documents:

al 8 surveyfcondition report which was completed prior 1o shipment of PMV;
b} insu rjahi;e, policy certificate;

c} bills of lading or other waybills;

d) “é-suweyfcondition report completed at the time of delivery;

e} .estimates of costs of repairs; and

f} copies of letters of intent to claim forwarded to carrier, local insurance agent and
any other responsible third parties, as well as copies of all responses.




CHAPTER 5

DURING YOUR STAY AT THE MISSION

Now that you have settled in, be sure to make yourself familiar Wlth the fn!lnwmg sections in this
chapter deahng with.s0me parsonal matters. that may have to be. deatt with while you are living abroad.,
These concerns include illnass and injury, health risks, household s‘taﬂ‘ culture shock, money préblems,
chemical depéndency, divorce, fetirament, caring for the elderly, and death abread.

5.1 Pust Attributable lliness or Injury

It may seem as if you'll be filling out claim forms constantly at your new mission, and all of this extra
wiirk may, in fact, maks you feel sick! Al kidding aside, if you dg, in far.'.t, become Ul er injured during your
posting refer to the following advice about medical claims avallablg 1o you,

You may suffer an illngss or injury attributable to conditions at the missien which-is of-a type whose
incidence is greater than in Canada. If you sugpect yours is such a case,.you should submit all- detailed
medical reports 1o Health Canada wha will détermine whether your case Is a post attributable ane. If Health
Canads confirms that' it i, the claim will then be submitted to the Workers' Compensation Board for
reimbursement of expanses, leave, etc. and not ta. PSHCP, Superannuation (ABPS) will handle this, and
reqdite from you the following décumants:

1. Employer's Réport of Accidenta! Injury of Industrial Dissase,
{Form 00GC7);

2. Repart-of Accident on Duty EXT 1285);

3. Original medical bills, invagices, racelpts, ete.;

4, A written statement authorizing Health Canada 1o release all medical reperts to the Workers"
Compensation Board.

You should know that ...

— When an employes ls absgent from duty as a result of a post attiibutable illnass or injury, the
‘employes must apply for sick [eave {with or without payl. The 'Appllcauun for Leaue and Mﬂnthlv
Attendance Report™, "EXT 989-11 shauld be submitted to ABP in the usual manner, with a, cr:rm-r
furwarded to ABFS with the claim. .

—~ Once a decision has been reached by the Warkers' Compensation Board, the sick leave will be
converted to "Imjury on Duty™ Leave, (Code 660). -

B.2 Preventive Health Care

One of: the first steps you should take on gemng settled in is to establish a professional relationship
with a loéal doctor. Your family's medical histary, obtained fram your previous physician, will agssist the
new dactor in respanding to your concems.

you may be exposed to greater health risks abroad than white you are working in Canada. Moraover,
gven though you may have farly comprehensive medical plans, there may very well be costs that go
beyond the liniits of your caverage. The intent of Part VI of the. Foreign. Service Directives is to offer
preventive health sefvices and to supplemsnt your insurance while you are abraad.
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Medical and Related Expenses:
Proventive Medical Sérvicas Expanges 0

1f you are serving at an ~Unhealthy Mission® {See Schedule to FSD 38), there is a provision for you,
your dependants and your household staff to réceive a’ ‘free madlcal examination, immunizations and most
prescribed preventive medicines. These services arg normally prowded by local phvsrmans in accordance
with procedures established by Health Canatla. In the unlikély event that iocal facilities are madequate for
the purpose of providing preventive services or cnnductlng 2n examination under FSD. 38, your empioyer
will grant adequste leave with pay for you '{and/or dependants! to abtain medical services while you are
away from the mission for saome other reason such as temporary duty or vacation leave,

Thig Directive also feqmres you to underge & medical exsmination on departure from an unhealthy
mission or on reassngnment to Ottawa. The: pmcadurﬂs and mstructmns ara the same: as the F50 9 pre-
posting medicals. Again, you are entitléd to see EIC's assessment of your fitness if you wish.

Health Gzfe Expenses

FSD 39 recognizes that you should not have to go out of pocket for expenses incurred for iliness,
injuries or complications arising. therefrom which would not normally be contracted or pose problems in
Canada: In such cases, providing you use an acceptable dostor, the Departrment. will reimburse you for
admissible medical expensas which are in excess of those normally provided by OHIP. Co-insurance and
required deductibles however, rerain the responsibility of the employee. HC has.the major input as to what
ig.and what is not post attributable. In case you disagree, your personal physician-at the mission can have
some input. '

FSD 38 recopnizes the high cast of medical or- dental ¢are abroad and that it may not necessarily be
fully covered by your insurance. The normel first step after incurring expenses is for you to submit a claim
to PSHCP, or the Public Service Dental Care Pian {PSDCP|. When your dealings with them are.complete,
you may find a portion of the expenses are’ mehgnble hecause the fees go beyond thé maxirmum ‘scheduled o
for such professional services. To obtein further reimburgerment ungder FSD 39, send Benefits, Policy and
implermentation {ABMA) the summery ¢laim fomm and original bills: and receipts that haw been returned
1o you by PSHCF or PSDCP.

FSD 42. responds to the problem of foreipn doctors and hospitals who'may not be prepared to wait for
PSHCP ta pay you before collecting their fees. In most gircumstances, your empra-,fer will edvance you the
m::me',r Tor six months maximum to bridge the gap between payment of your Bifls and reumbursemant from
the’ lnsurar Form 320-18, obtainable frum Mlssmn Administration, must be’ completed ‘when reguesting
such an advance. Because of problams with Exchange rate ‘Fluctuatmn you should apply for an advance
as closely ds possibie to the date on which the expense is incurred.

Health Care Travel

Where lecal medical care is inadequate or local costs are excessive in comparison to Canada, it may
be necessary or cost-effective for someone 1o travel to a place where, more acceptable facilities are
available, FSD 41 covers the cost 6f travel for the patient be it the employee or hisftiar dupandant. h.aigo
covers the patiert's. actual and reasonable local transportation BXPENSES batween the treatm&nt t:entre and
place of tempcrary accnmmndauun In some pircumstances, the patient's living EXPEnses in privats or
commergial Bccemmeodation may alse be included. Where an estort is authorized, the travel expenses for
that person.and a living expense supplement are payable,

Authority for travel under FSD 4.1 has been delegated to the Head of Mission in consultation with HC:
When approved, any iravel time required by the employee is also coverad and not charged agsinst his or
her other credrts.

it is important that you read the instructions following FSD 41.03 very carefully. While it may be-a Q
natural human responss to want to be with one's spouse or child at the time they are receiving treatment; ' -
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the costs associated with attendance are not always provided at public expense. Some typical examples
where the expenses for & family member to escon the ‘patient may be approved are:

1. For a parent to sccompany his/her very young child where the child will be undergoing treatment;

2. For a very young child who, by reason of dependence, is cbliged to accompany histhar parent
when the parent will be undergmng traatmant

3. Fora stbard to be present at the birth of his child where health care travel has been authorized
for his wife. {Living expanses are payable for a maximum of five days only.)

VWhen expenses for an escoit cannot be approved under FSD 41, an:alternative for your cons:deratinn
might be to use the “trade-in" optn::n provided by FSD 45,

5.3  Health Risks

While health risks differ from missian to mission, here are some preventive measures which may be
useful in your locality {mainly trnpu:al missiong}:

Malaria

It is possible you may be on prophylactic treatment to prevent the accurrence of this diseass,
Unfortunately, as new strains of ‘malaria are becummg increasingly resistant to. drugs, great cadtion is
imposed. Consult yourlocal physician or the area Emplwment and Immigration doctor responsible for the
missian, for up-to-date advice based an any changes in the incidence of thls dlseasa or the efHectiveness
of evallable drups. One must also take appropriate measures o reduce expnsure to muosquite, bites, for
example, nets, repellents, protective clothing eto. Malaria can be a dangerous disease. Take the prasr:.nhad
pmphyla:'cls faithfully. Seek. medical advice immediately if fever and chills davalun Shiduld these oecur upon
return-ta Canada tafl your doctor that y¥ou came from an endemic area.

Tubarculosis

Mere frequant chest X-rays may be indicated in locations where there s higher lnmdence of TE than
in Canada. Any-expenses: -and Ieave required for that purpose are covered under FSD 38.

Water

Unless ",;rou are certain that water is potable; vnu‘éhuu’ld treat it chemically or boil it at least
13 minutes. Hot water from taps can still contain dangerous bacteria which have not been killad by the
heating, if the temperature is not hiph enough. However, teeth may be brushed using this hot water;

Food and Baverages

Most infections can be avoided if food is well-cooked and gaten hot.. Raw fruits sheuld be eaten only
when they havé unbroken skins and ‘they aré properly washed and peeled. Raw vegetables and salads
should be avoided, ag they are often cuntamlnated with protozoan Cyste or worm £gps. Scrubbing of gresn
ieafy vegetables and’ snaklng them in suitable: mdme or. chlorine sulutlons. then rinsing int previously boiled
water, should eliminate most parasites. Unlass dairy products are krioven to be hygienically prepared and
properly refrigerated, they should be avoided. Even whén refrigerated, however,; custards, cream pastries,
potato salads and shellish should be SUSpECt. 85 they are excellent vehicies for propagation of many
pathogenic grganisms. Eating raw or underl:nuked local beef, pork, sdusage, of fish can lsad to worm
infestations. Smukmg. salting, pickling, or drwng meat jor ﬂsh: alone is not effective, but heattng meat or
fish to at least 55 degrees C for one hour, or freezing at minus 10 deprees € for 20 days is an effective
remady.

Unless you are advised to the. contrary, assume that-bottléd soft drinks, ircluding some well-known
brands: may not be absolutely safe. Bottléd water is generally safer than untreatsd tap water, but-this
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water can afso cccasionally be contaminated. Alcoholic baverages are safe but their presence in mixed
dnnks does not kill organisms. Hot tes and coffee and hot milk are generally safe.

Ciarrhoaa

Cne of ﬂ'»e main effécts of ingesting contaminated food or water is "the runs.” Many types of diarrhoea
“@re noninfectious and self-llmltad and mey arise from changes in food, water or altitude, combined with
fatipue and the. emotional stresses of departure-and arrival, This type of -giarrhoea often clears up ocn a
bland diet, with partn:ular avoidance of fats end alcohol. The important facter in treating any diarchoea is.
to replace the lost fiuids by dnnk:ng uncontaminated water, tea, broth, or carbonated beverages. Useful
dmgs ta relieve excessive diarihoez and cramps include tmodium, Lomotil and Xaopectate, Lomotil is not
recommended for young children and may worsen the symptoms. of bacillary dysentery. Papto-Bismal, in
doses of one cunce every half-hour until eight dnses have been taken, has bean found 1o have a favourable
effect on the course of duarrhnea caused by tamgemc E. coli, probably the leading cause of travellers
dlarrhaea A physician should bie ¢onsulted when daarrhoea 5 Bevere accompanied by blood mucus, or
fever, or persists for moré than thiee days, One should-be particutarly careful with infants and -small
_children as they are:vulnerable to-rapid dehvdmtmn

Schistosomiasis

Where this parasitic disease otcurs, all bodies of fresh water must be considered to be infected and
all contact with untreated water must be avaided. However, parasites cannot be contracted in salt water
ar in adequately. chlunnated Swimming pools.

Sunstrake and Heat Exhaustion

These ¢an be avoided by abs‘tammg fromi prulonged exposure to tha sun or strly strenuous exercls:e._
Be sure to wear-a sun hat.and leose-fitting, absorbent and. hght-welght cloth:ng tt is useful to drlnk more
fluids and to add salt to'the food or to use sait tablets. Not alf suntan lotions are effective nd mey actually
cortribute to bumns: Perhaps the most effective nan-cpagque SUnscreens sre, those containing five per cent
Fara-Aminobenzeic Acid in ethanol.

Insacts

~ Since insects are some of the main carriers of disease, as well as being.a. grest nuisance, .wfndcws
should be screened. Where this is not possible, mosquito nets-may be used. In seme places; v avoid being
bittan excessively; it.is best to stay indanrs as much as possible gt night.or to wear glothing that.covers
the arms and legs. Insect repelients applied to the skin and on clothing ray be of great value. Those
containing diethylteuamitle (such as OFff/Skintastic) are recommended.. Air conditioned places are usually
froa of mosquitos.

Stray Animals

Children shauld becautionsd not to befrisnd. stray dogs, cats, or n'fher animals overseas. 'F'.abies isa
common problem in many countries gnd streat.animals ere a regervoir of that disease. It is hHard to avoid
the appeal of cute, obviously underfed, _amimats, but it must be done.
Flora and Fauna

Children and adults alike should familiarize themselves with poisonous species. Many of the mast lethal
varietias are the most atiractive looking or brightty coloured. Immediate medical attention should be sought

for any animal bites or following contact with or ingestion of unknown or poisanous fruit, berries, nuts or
plants‘:‘Haw shallfish should be avoided altogether in developing countries,
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General
Be prepared. Keep a first aid kit accessible in your home and take one along on outi.ngs. {See the

following sample of what should be included.) Post the numbers of your doctor, loca! hospital, poison
control centre and other key contacts close to your telephone.

Travaller's First Aid/Medical Kit

The following items can easily be compacted in & tote bag or carrying case and will cover most minor
ailments:

Oral Thermometer Motion Sickness Fills or Gravol
Scissors Absorbent Cotton

Tweezers Mercurochrome or lodine
Safety Pins Caladryl or Calamine Lotion
Needle Insect Repellsnt

Absorbent Sterile Gauze Water Purification Tablets
Adhesive Tape Salt Tablets

Butterfly Closures Antihistamine

Rubbing Alcohol Decongestant

2% lodine {for water purification) Cough Medicine

Bandaids Throat Lozenges

Elastic Bandage Anti-fungal Cream and Powder
Mild Painkiller Vitamins

Stronger Painkiller Antibiotic Eye Drops
Antiseptic Cream Skin Cleansers

Ointment for Cuts, Burns and Abrasions Q-tips

Laxative Dental Floss

Antacid TabletsKaopectate or Lomotil Any Prescriptions or Remedies Advised By
. Your Doctor

The items you will need specifically for your children will depend on their age and particular heaith
problems. Some suggestions are:

Tempra Worm Medicine

Children’s Painkiller Ipecac (to induce vomiting)
Rectal Thermometer Gravol Suppositories

Sun Screen (SPF-15) Paediatric Nose Drops
Diaper Rash Cream Teething Gel

5.4 AIDS

While there is more of a chance of catching malaria than AIDS while abroad, the Department has,
nonetheless, issued a statement on AIDS in Circ. Doc. No. 30/89 to alleviate any fears about being posted
to a country with a high incidence of the disease. Because AIDS is overwhelmingly a sexually transmitted
diseass, education is the most important factor in preventing its spread. The Department provides
appropriate literature and a briefing on AIDS, in addition to the pre-posting medical briefings, to ail
personnel being posted abroad. Medical equipment and evacuation services have also been supplied to
missions where medical facilities are inadequate.

If you have any worries, feel free to discuss them with the Employment and immigration doctor.

5.5 Household Staff

From tips on looking after your health to hints about looking after your home. Most Canadians are not
familiar with employing household help on a full-time basis and are self-conscious, at least initially, about
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foreign household employees {and possibly their families) seemingly disrupting their privacy. Overseas, @
househoid employee may be essential as a guardian of your home and as an interpreter of local language,
customs and food.

in employing household staff you should rely heavily on the experienced members of the mission for .
advice. Check with the Community Coordinator, the embassy "Bulletin®, and the local newspaper for leads.
Often you will find that a maid or “houseboy™ will be living at your new house when you arrive, having
worked for the previous tenants. With luck, she or he will work out and you won't have to look elsewhere.

Make sure any prospective household employee is medically examined before you offer him or her a
position. It is important to know that a prospective household employee is not suffering from a disease
which could endanger your family's health. A chest x-ray to rule out active pulmonary tuberculosis is often
imposed. Costs are reimbursable under the FSDs.

Know the local labour laws. In preparing to interview prospective household staff, think through the
duties you will want to assign such as cooking, cleaning, laundry, entertaining and child care. A trial period
may protect you from expensive commitments.

References should be checked if at all possible, particularly to make sure they belong to the person
presenting them. Read references carefully for omissions. It is usually indicative if something important,
for example, "honesty” is missing. If you need several household employees, choose your “number one”
first. Clashes between household staff can be worse than fighting children. You may want to emphasize
that it is the head employee’s responsibility to ensure that the household functions smoothly.

Make sure both you and the household help know exactly what you will provide (quarters, furnishings,
etc.) and that live-in help are expected to keep their quarters clean. inspect them every once in a while.
Generally, uniforms are provided by you. Pay the going wage but, depending on local custom, throw in little
bonuses for excellent performance and you will find the excellent performance repeated more and more
often. Don't hesitate to withhold a bonus as this will emphasize that your empioyee will be rewarded for
excellent service only. If you need to fire 8 household employee, it may be preferable to offer severance
pay and request immediate departure rather than risk retribution during 8 notice period.

5.6 Coping With Culture Shock, Money Problems and Chemical
Dependency

Culture Shock

Having live-in household help is enough of a shock for anyons, but generally "Culture Shock™ is one
of the first "attitude” problems you will encounter overseas. Everyone experiences it to some degree at
all missions, even those living in familiar countries. It is apt to affect your family more than yourself
because they cannot seek refuge each day in the operational duties and sheltered enviconment of the
Mission. They have to constantly cope with a "foreign”™ environment and the strain is far greater.

Fairly soon after you arrive at the mission, you will wake up one day and begin to realize just how
different things are in comparison with life in Canada. All the articles you read, the films you saw and the
conversations you had with others who havs lived in the host country are now being put to the test. Many
of the expectations have already been borme out but you have encountered a few surprises along the way.
Perhaps you are feeling overwhelmed by your new environment and, as a reaction to It all, you are
behaving unusually.

You and your dependants will have to make adjustments in order to get the most out of the posting.

Try to remember that you are not alone and, as part of the Canadian foreign service community, there are
others who have a stake in your happiness and who ere willing to heip.
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Culture shock is basically a state of anxiety. it is precipitated when your values — the cultural baggage
you bring to the mission — come into conflict with the people’s values in the host country. It is a sensation
of strangeness and feeling detached from all that is familiar. Even the most taken for granted signs and
symbols of social intercourse — how to shake hands, how to handle household staff, how to express
courtesy — will strike you as alien from all that you have been brought up or learned to perform. No matter
how poised or how full of goodwil! you are, a8 series of emotional props has suddenly crumbled. It is not
unusual for people to develop gastro-intestinal symptoms, get depressed or lose their appetite when
suffering from culture shock. '

The most effective way for you and your family to reduce the effects of culture shock is to be
supportive of one another and resolve to leam what it takes to operate effectively in the host country. This
requires good interpersonal communication, encouragement and mutual support. People quite naturally
react differently to the same situation. This is fine as long as one’s behaviour is not prone to extremes or
consistently goes against the norms of one’s peer group. Your attitude toward the people and events you
encounter in your new environment is the key to successful adaptation. If your attitude is to constantly
emphasize the dark side of things, you are bound to be miserable end have a negative effect on others.
Any situation has its advantages. Often it is simply a case of focusing on the bright side in order to gat the
message. Think positivelylil

Children abroad, especially younger ones, often experience major adjustment problems because of the
newness and uncertainty of their situation. Full parental support is 8 must. This means prompt
establishment of eating and sleeping routines, adequate opportunities for exercise and playing with peers,
being encouraged to help out with settling in and being allowed to express fears and anxieties. Your
availability and dependability in the early days of a posting will make youngsters feel more at ease. Children
need to know that they can count on their parents "being there” at key times.

Part of the adjustment for the entire family involves becoming friendly with your fellow employees and
their families. This will make you feel more comfortable and start the "learning process® in motion. More
than likely, you will begin to meet foreign service families from other countries, all in a similar position to
your own. In countries where locals are discouraged from mixing with foreign nationals, your links with the
expatriate community can be very important.

On the other hand, take full advantage of the openness of some societies and start to develop
friendships with local people who share the same hobbies and interests as you do. Young children are
usually less inhibited than adults and may be the "goodwill emissaries™ who bring parents into contact with
local people they would otherwise never have met. Church groups, volunteer work, friendship clubs,
Canadian Clubs, parent-teacher groups, language classes, part-time courses and excursions into the
countryside are just some of the many activities that help overcome cultural barriers, cement new
friendships and make living abroad a worthwhile experience. Later on, many of you will look back with fond
memories and, like many of your predecessors, claim that some of your strongest friendships were
developed abroad and are still flourishing.

Money Problems

Happiness is impossible anywhere, when you are constantiy worried about whether you can make ends
meet. Worries are not simply a matter of how much money you are personally worth; they are a function
of your cash flow. To bring Micawber's Equation into its present perspective:

Net income $300/week
Net expense $299/week
Result: Contentedness

Net income $300/week

Net expense $301/week
Result: Misery
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K you took the time to do some financial planning before leaving your last assignment, you should be
able to operate within your budget and have something left over for savings and emergencies. Remember
that it is far better to anticipate difficuities and try to resolve them before you become overburdened with
indebtedness.

Chemical Dependency

It is hoped that problems associated with cutture shock and indebtedness don’t lead you into the throes
of chemical dependency. Chemical dependency is defined as the addiction to alcohol and/or other drugs
whether legal, such as prescription medication like tranquilizers, sleeping pills, etc., or illegal, like hashish,
marijuana, cocaine etc.

Alcohol is so readily and cheaply available in the foreign service that it becomes a major problem for
some employees and their dependants. On the one hand, warmmer climates and social pressures cause many
people to consume more alcohol than they should. On the other hand, the stress of a new assignment,
culture shock and many personal difficulties lead some people to drink as 8 means of coping.

Although there are several definitions of chemical dependancy, the most useful one is the following:
you have a problem with alcohol {or any other drug) if alcohol {or any other drug) affects your health, your
marital/family relationship, your relationships with friends/acquaintances, your work performance and/or
behaviour on the job, your iegal and/or financial situation. If you find yourself using alcohol (or any other
drug) to help you cope on a regular basis with daily, routine activities then you are developing a probiem
with alcohol (or any other drug).

So whether the problem is starting to develop or is already fully developed, it is best to seek
professional advice without delay. Many people avoid seeking help because they feel ashamed and believe
their weakness will cause them embamrassment in their social relationships and careers, Paradoxically, they
would think otherwise were they able to watch themseives behave in public while under the influence and
appreciate the agony they might be causing their spouses and children.

Chemical dependency is an iliness that can be treated successfully. ignoring the problem will not make
it disappear. Many people in this situation have overcome their illness after seeking help.

5.7 Divorce and Custody

Another serious personal matter that might come up while you are abroad is divorce. If a decision to
divorce is made while you are on posting, a difficult situstion is complicated by the fact that you and your
spouse are not on home ground. It is ali the more essential to have good legal counsel, and understand
what steps are necessary to take. If divorce is foreseen as a possible sventuality before you go on posting,
it is wise to take whatever steps are possibie before you go abroad.

Residence Requirements

it is assumed that most couples wiil apply for divorce and custody of the children in Canada, rather
than ebroad. Most of the suggestions provided here will apply to both members of the couple; some will
be more relevant to the depsndant spouse, as it will usually be shemhe who retums to Canada to file for
divorce. -

In Canada, divorce is a federal concern, but is administered provincially. Befora a petition for divorce
can bs filed, one spouse must have been resident In the province of choice for at lasst one year in order
to establish jurisdiction vis-3-vis the court. At this point, either spouse can file for divorce. It need not be
the one who is resident in that province. '

Should you decide to diverce abroad, make sura that a divorce decree received in the country you are
in will be recognized in Canada,
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The law on the recognition of foreign divorces by Cansada is complex. A foreign divarce will generally
be recognized in Canada if it is obtained:

— pursuant to the laws of the jurisdiction you are in;
— by a tribunal or body with authority to grant divorce in that jurisdiction;
— and one of the spouses has been resident for a year in that jurisdiction.

A foreign divorce may also be recagnized on the basis of domicile {the intent of one spouse to stay in
that jurisdiction). It is essential to consult a lawyer in Canada to determine whether a foreign divorce would
be recognized by a Canadian Court.

How to Find a Lawyer

It is essential to find & good lawyer who specializes in family law, which differs considerably from
pravince to province. Some methods of finding one are:

— personal referral by someone who has gone through the process;

— checking the Yellow Pages of the local phone book, (some lawyers list their specialty);
— calling the lawyer referral number provided by the law societies of most provinces;

— calling the Employee Assistance Program Counsellors at headquanters for referrals.

Remember that legsl aid is available if you have no funds. Financial settlements should be made
through lawyers, and each partner should have his/her own legal counsal,

Counselling

It should be noted that marital counseilors in North America no longer focus exclusively on the
concerns of the individuals in a marital partnership. The emphasis is now on ways of improving and
strengthening the relationship between the two, and thereby possibly saving the marriage.

Spouse's Removal Entitlements

Full removal entitlements as outlined in the FSDs are accorded to the spouse who is returning to
Canada because of the breakup of the marriage.

At the mission, consult the Administrative Officer with regard to entittements — for travel for yourself
and dependants, for medical checks, for transport of goods from the mission, length of time allowed in
hotel, OHIP coverage, etc. Know exactly what you are allowed.

At headquarters, for support and assistance, cell the Employee Assistance Program Counsellors at
(613)992-6167, (613)992-1641 or (613)295-3547. Their involvement in your affairs will be completely
confidential, and they are prepared to meet you anywhere you suggest, whether it be at the Department,
in your home, or on neutral ground such as a restaurant or hotel, soon after your arrival.

In order for the dependant spouse to have access to goods in storage or to receive goods shipped from

the mission, it will be necessary for the employee spouse to give written authorization for this. Without
this, the Department has no legal right to deal with the dependant spouse.

Practical Hints

1. Have a certified copy of all family legal documents including income tax returns, insurance policies,
wills, property deeds marriage and and birth certificates.

2. Ensure that you have the fullest knowledge of your spouse's actual finances. Make copies of all
financial records. Know bank balances and contents of safety deposit boxes. Close all joint charge
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accounts and notify creditors that you are no longer responsible for your spouse’s debts. Take half
of any joint bank accounts.

3. With a division of assets in view, make sure your inventory is up-to-date, and have valuable items
appraised.

4. Do a financisl analysis and examine how you can improve your financial siiuation (for example, by
developing marketable skills to enable you to get back into the job market).

5. Avoid situations which increass your vulnerability, if necessary to the point of only communicating
with your spouse through the mediation of a lawyer.

6. Document your participation in the life of the foreign service as a spouse. Have certificates of
volunteer work at the mission, letters of recommendation, a letter from your Head of Mission. Most
lawyers are unfamiliar with the realities of life in the foreign service, and it may be necessary to
persuade your lawyer and the court that you have made a valuable contribution to the foreign
service life you and your spouse have led together. This may make a difference to the eventual
settiement you receive.

7. Look into avenues of assistance for getting back into the work force:

— Contact the Spousa! Employment Counsellor located in The Posting Centre at 995-3751 or
995-9347,

— Inquire about the Workshops for Spouses organized by Spous'al and Community Services. Such

workshops as Resumse Writing and Career/Life Planning may be particularly useful. Most
provincial governments offer counselling on re-entry into the work force.

Custody, Maintenance and Guardianship

Employees going abroad leaving children or spouses who are subject to separation agreements or court-
ordered stipulations should not risk embarrassment and unneeded legal difficuities through failure to live
up to their financial obligations.

Another important consideration is the problem of access to your chiidren while you are living abroad.
This is definitely a time for the employee and those he/she considers important to be realistic and seek
advice from sympathetic people who are not emotionally involved. Afthough it might appear rather late to
be making decisions on access, 8 cancelled posting may be preferable to abofting an assignment in mid-
stream.

Dependants who are not residing with their parents by reason of attendance in school or infirmity
shou!d have designated Guardians. The party or parties to whom children are entrusted should be provided
with written authorization for them to act in loco parentis.

Resources

— Employee Assistance Program Counsellors, call Brenda Abud-Lapierre at (613) 992-6167, Laurier
Beaudoin at {613)392-1641, or Barbara Barr at (613)995-9547.

— The Divorce Act
- ProvinciaI.Law Societies

— Several books are available {Refer to the Selacted Bibliography)
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5.8 Retirement and- Superannuation

Yet another stage in your life may soon be presenting itself — your retirement. It's now the time to
delve into all those things you've just never had the time to do before. But it's important to get all of those
administrative details out of the way first., Whsther you are abroad or at headquarters, you are strongly
encouraged to give Superannuation (ABPS) approximately six months notice of your intent to retire. In
return, ABPS will send you a detailed letter along with an estimate of your superannuation entitlement.

You are also encouraged to attend the Retirement Planning Seminars scheduled by ABPS throughout
the calendar year, or to watch the Retirement Planning videotapes, which are available at the Mission. {You
will find that the seminars are useful at any stage in your career.)

5.9 Caring for the Eiderly

As a result of the geographic mobility of both young and old alike, there has been an increasing need
for families to face the challsnge of long-distance care of elderly parents or relatives. For foreign service
families who are more mobile and who are often at a greater distance from relatives than most, long-
distance caring can be difficult and stressful. Although some may find the subject distasteful, discussion
and consideration of potential problems and careful planning before going on posting can considerably
lessen the stress of any crisis situation that might arise. In planning and making decisions about the care
of elderly parents or relatives, the following points might be considered:

ldentitying potential problems and determining how they can be solved. For exampls, "worst-case®”
scenarios could be drawn up and contingency plans coluld be made for situations such as: a sudden iliness
or accident, where the elderly parent requires special care or hospitalization; death of the parent or close
relative while you are abroad.

Communication between family members. It is important that ail family members concerned {including
elderly parents) discuss such things as how to allot time and resources for care-giving amongst the adult
siblings who are seeing a parent through old age. People such as lawyers, other family members, and
religious organizations should also be kept informed of parents’ wishes.

Needs and wishes of elderly parents. Determine what parents’ nesds and wishes might be concerning
living arrangements, type of care, financial matters, funeral arrangements or wishes to donate organs or
tissues for science or transplant.

Financial arrangements. Make arrangements so that assets can be made available if necessary. For
example, if appreopriate, arrange for a power of attorney before going on posting.

Network to watch over elderly parents or relatives. Establish a network of friends, neighbours or family
to keep a discreet eye on your relative and to contact you in case of an emergency. Ensure that these
people have your name, address and telephone number and the telephone number of the Department’s
Employee Assistance (EAP) Program officers.

Being informad about available resources. Families need to explore the resources in the community
where their parent or relative lives. Information concerning home care programs, special services to seniors
and case management can be obtained by contacting the Information Bureau or Community Information
Centre in your local municipality. (These centres exist in most cities and towns in Canada.) Hospitals, social
workers and professionals in the field of aging, as well as the Employees Assistance Program Counsellors
at External Affairs may also provide useful information. Knowing what is available in case you need it will
save you stress and facilitate your ability to make quick and effective decisions if a Crisis arises.

If you are uncertain as to the extsnt of a personal crisis, if it should occur with a parent, or wish to

obtain further information before deciding to leave the mission, you can contact the EAP Counssllors at
(613)992-6167, {613)992-1641 or (613)995-9547. Often a report from someone closer at hand to the
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problem and not part of the family can ease your mind tremendously. The Counsellors maintain contact
with many organizations who can help resolve problems,

In the absence of suitable alternatives, your Head of Mission is authorized to permit the use of

Departmental Telex facilities in case of an emergency. While death and iliness in the family are obvious

- examples, consideration may be extended to urgent financial and other matters that may develop as a
direct result of a posting.

Maintaining regular contact with elderly parents. Sending regular news about the family in the form
of letters, cards, telephone calls, recorded audio or video cassettes is essential in bridging the distances
between families overseas and elderly parents.

Sources of Information and Resources on the Eiderly
The Foreign Service Community Association (FSCA)
Nationa! Advisory Council on Aging

Room 340, Brooke Claxton Bldg.

Ottawa, Ontario K1A 0K9
Department of Veterans Affairs, Charlottetown, P.E.1.
Office of the Minister of State for Seniors

473 Albert St., 3rd Floor,

Trebla Building

Ottawa, Ontario K1A 0K9
International Social Services

55 Parkdgle Ave.,

Ottawa, Ontario K1Y 1ES

For books refer to the Selected Bibliography in this Handbook. (Many of these publications are available
in The Posting Centre (ABMH).)

Directories of services for the elderly are available from any local Councils on Aging or Senior Citizens
Councils.

5.10 Death Abroad

Procedures

The following section looks at another topic that most of us don't like to think about, but unfortunately
death abroad can, and has, occurred. It is often difficult to think clearly under these circumstances and in
order to be prepared in the event of a death while abroad please read over-the following procedures.

1. Notify the embassy or consulate immediately.

2. Have the Certificate of Death translated into English/French and retain several certified copies
which will be required for application of death benefit, superannuation, insurance benefits etc.

3. Decide whether or not to have a funeral/memorial service at the mission. If yes, check on proper
social customs and requirements for the host country.

4, Pay and Allowances. In the event of death of an employee, payment consists of the balance of
salary and allowances for the month of death, payment for unused annusl and foreign service
leave, and severance pay of one week of salary for each year of continuous service up to a




10.

maximum determined inthe Collective Bargaining Agreemsnt. Any monies owing |posting loans
etc.} will ba racovered from the abwa paymants.

The Mission Administrator will be able to assist with travel arrangements and final remowval from

the mission according to the FSDs and. adwsa ‘25 to which expenses relating. 1o the death are

coverad by the Departinent.

Ensure thet the Mission Adrinistration notifies headquarters: immediataty of the natura of the
death — in line of duty, acciderital, or due to |[Inass

vSuwi'v::’r'_s' benafits to be applied for include:

a} Death Benefit

o) Suparannuatmn {widow or widower, child, studsnt)

¢} Medicare |widow or WIdOWEI’» child, student]

dl Canada Pension (Death Bengfit, Spouse's Allowanca, Child's Allowance)
e} Public Service Management Insurance Plan

K is supgested that the survivar retum to Ottawa to 'faci_li'tatu_'ths' processing of benefits. Expenses

from place of perrnanent residence in Canada to headguarters are not covered by the Department,

Documents required to &pply for benefits:

a) Employee’s proaf of age

b} Emplovee's Certificate of Death

c} Employee's Marriage Certificate (divorce papers stc.
dl Spouse's proof of age

e} Children’s and/for studant’s proof of age

f} Social Insurance Numbears of family membars

It is suggested that {egal advice be obtained concerning Ontario lor applicable province] Family [aw
regsrding the settfing of an ESta‘(B.

For agsistance within the Department; contact the Employee Assistarice Program Counsellors, the
Head of Benefits Foligy and® lmplemen‘ta‘tlnn Section (ABMA} and the Cnunselfnr Superannuatlun

Section.

FSD 66 — Provisions

SPEGIEI provisions exist under FSD 66 — Death Abroad of an Employee or His/Her dependant — 1o assist
the-survivors in the event of the ultimate crsis. In general terms, this means the amplayer will authiorize
payment of specified expenses over and above thase that would normally have been incurred had death
pocurred in Ottewa, These expenses, less any. amaourits payable under workers' compensatian or other
laws, are spacified;

1.

Transportation axpenges for repatriatinn of the body from the mission to the place of intemment
minus the transportation expanses that would have been incurred betwesn the place of intarnment

.and headguarters;

At the place where death occurred, the.costs of the following, which are in excess of thosé which
would have been increassd in Ottawa:

-a)  ambuolance or hearse

bl  embalming

¢)  cremation

d}  outside case for & coffin

g]  ary-other gxcess gssential costs
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Desplte the intentions.of the deceased and/or sunrworﬁ {ocal climatic -ar sanitary conditions rmay
dictate that burial must take p!ace faitly quickly or cremation may be prescrived, The prublams associated
with returning 2 body to Canads are-also made more difficult due to availability of transpurtat:un and the
sheer distances involved. If return 1o Canada and internment ‘thare are contemplated, rt is adwsable to
cortact a funeral horne without delay and, i possible, haveé a 1elative or frisnd cn hand to meet you. Nots
that burial may not be possible in certain parts of Canade if the ground is fruzan Costs associated with
keaping the bodv pandmg burial are at the family’ S expense.

‘Ii-anspm-tatmn expensas far return to Cenada for. aligible fnmrl',r members or, in certain circumstances,
far an escort are payable under FSD 54. Upon completion of affairs at tha place of internment, family
members may retumn to the mission or place of stud*_.r as the case may be. As mentioned above, where an
employee dies, certain provisions of the FSDs will continue ta cover the fam:ly members until it is practical
for them.to make arrangements to leave the mission on a finat occasion.

In the event of death of an employee, It'is edvisable for his or her spouse, next-of-kin or executor to
communicate with hig or her assignment officer.

After the initial shock of a death, family members must settle into iife without the loved one. There
are many support services available reross the country to help with this-process. In most major centres
there is a Community Informaticn Cantre which will have listings for-support groups and counselling
services for the local aréa. There are also funeral homes in some areas which provide a Family Support
Ceritre. Books on coping with bersavement:are svailable at librarigs and book stores. It is not necessary
1o be alone durirg this difficult time.

Be Prepared

When a death occurs, the more aveare you are-of what\i's' required the better able you will be to cope
as a survivor or 1o help 8 newly bereaved friend. The fallowing list of reminders has been prepared to assist.
yOu.

1. Hawve an up-to-date will together with birth certificates for each member of the family, Social
Insurance numbers; marriage certificate, divorce decrees, adoption papers, change of name decree,
and military discharge if applicable.

2. Have an up-to-date Neit: of Kin list. and/or penple te notify in case.of death, accident or serious
illness:

2. Make a-list of -all insurance. policies, investments, mortgages. business contracts, stocks and
bonds, debts, bank accounts etc. If separate- ‘bank:accounts are not maintained, at. least ong
-account should be- a-foint "and/or®, i"eitherfor™) account.1o allow aither spouse access in the event
of the death of the other.

4. Inform someone, family membur. friend, lawyar, sxecutor of will, I:If yaur wishes in the E"-"Ent of
sudden death. That someone should also know where all your important documents are kept. You
may leava instructions for funeral arrangements-and for orgen donations if desired.

it-is suggested that all the above-mentioned documents and information be leftin safekeeping in
Canada. & "joint tenant” safety deposit box at tha bank is one consideration. it allows access in the
event of a death to any person recorded. Tha regulations concerning safety deposit boxes may vary
-from province to province. Copies of any of the documents or information might be taken to the
mission i desired. 4
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Q CHAPTER 6
' DEPARTURE FROM THE MISSION

You have now reached the stage in your posting cycle where your assignment officer has informed you
that you are to be cross-posted or will retum to Canada. Because you are away from Ottawa, you will not
have all the resource people that you consulted during your Rounds available to you now. Almost all of the .
responsibility for getting things done will rest entirely with you and the Mission Administration. The
Community Coordinator at the Mission may aiso be of assistance.

The best way to start preparing yourself is to return to the sarlier chapters of this Handbook, especially
Chapters 2 and 3, and work through the Pre-Posting Checklist in Chapter 3. In Ottawa, Relocations (ABMR)
will help coordinate your move by an exchange of telexes with your current Mission and, if applicable, your
new Mission. in the event that further consultations are required, you can refer to Appendix B — "Who
Does What At Headquarters?”™ — and have your Administrative Officer send off a telex to the appropriate
section. Hopefully, you will feel more confident than on your last relocation and be able to make your
experience work more to your advantage this time around.

As a final note, one or several of the following situations may apply to you and some additional
information is provided for your guidance. :

The Posting Centre

If you are returning to Ottawa, this is the last phase of the posting cycle, but if you are going on a
cross-posting the cycle starts once again. Either way, you can telex The Posting Centre (ABMH) to obtain
a copy of the Mission Report and other relevant material. If you are returning to Canada, they will send you
’ information on the Ottawa/Hull region.

On Return to Headquarters

Employees returning to headquarters are required to make administrative rounds in order to complete
their posting arrangements.

1. Your first visit on your return is with the Assignment Division where you obtain your "Rounds
Sheet.” The Assignment Division will indicate on the Rounds Shaet which visits you must make.

2. Medical examinations are mandatory on your return to Canada. Medicals are arranged with Heaith
Canada by The Posting Centre (ABMH).

3. You must also see the Incoming Relocation section of the Relocation Division (ABMR) to make
arrangements for delivery of your shipment, to access your goods from storage, and to complete
the necessary customs papers Sc you can arrange to visit customs to clear your shipmenpt. In
addition, you will be provided with information on your travel claim and reimbursement for
temporary accommodation in Ottawa.

4. Make sure to visit the Health Plans section of the Compensation and Benefits Division (ABP) in

order to reinstate your health plans — PSHCP's Inside Canada Plan. Contact the applicable heaith
insurance office to reinstate the relevant provincial plan.

Medical Examinations
If you are going on a cross-posting, you and your family will have medical examinations done by the

‘ Health and Welfare doctor in the region, or if one is not available, by a designated and approved local
physician.
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As previously mentioned, upon your retumn to Ottawa, it is mandatory for you toc have medical
examinations. ABMH will make appointments for you and your family to have these examinations done.

Dependants Re-entering The Canadian Work Force

The search for employment begins all over again for many dependants once they retum to Canada.
Before leaving the mission there are a few things that can be done in advance. Write to potential employers
explaining that you are moving to Ottawa and that you will contact them upon your arrival about job possi-
bilities. Missions with 8 Social Affairs presence will possess up-to-date information about job openings in
Canads and dependants are entitied to tap the material on hand. Services of Canada Employment Centres
are available on retum.

if you are subject to professional or licensing requirements as a condition of employment, you should
reconfirm your eligibility at least three or four months prior to departure.

The classified sections of the Ottawa Citizen or Le Droit and the Careers Supplement in the Globe and
Mail will give you some idea of the supply and demand in the curmrent job market. Most of the positions that
attract your attention may not be available by the time you return to Canada. However, if you start sending
out your resume sbout 8 month before amival and explain your circumstances to the prospective employer,
there is a fair chance you will be invited to attend an interview. Prior to your return, make sure you contact
the Spousal Employment Counsellors located in The Posting Centre (ABMH).

Education

If you have children, you should consult the Education Report - Ottawa/Hull and, if necessary, the
Special Education Report - Ottawa/Hull Area before your departure from the mission. Copies of these
reports should be available at your Mission. If not, do not hesitate to contact The Posting Centre (ABMH).
The Education Counsellor will answer your general or specific questions, and will assist you in your search
for the most appropriate schoot.

Lycée Claudsl

A child of a career foreign service employee enrolled in the French Lycée system abroad may be
entitled to attend a Lycée in Ottawa/Hull at the Crown's expense under FSD 33. When a rotationasl
employee is posted to Ottawa, tuition fees at Lycée Claude! might, under certain conditions, be paid by
the Department (on request) for children who are in at least Grade 1 or the equivalent. This allowance is
taxable. The differences between the French and Canadian school systems make the transfer from one
system to the other difficult and therefore justify the financial help provided by the Department. To check
if you are entitled to such reimbursement and for information on how to apply, contact the Education
Counsellor.

Admission of Non-Canadian Dependants
Canadian citizens and, with rare exceptions, permanent residents of Canada (landed immigrants) have
a right to retum to Canada. Your dependants who do not fall within these categories will need s visa if they

wish to reside in Canada. Check with the responsible Social Affairs officer and allow ample time to meet
visa issuance regquirements.
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APPENDIX A
CONDENSED FOREIGN SERVICE DIRECTIVES

For quick reference only, & tomparativa sumimiary of the 1989 and 1553 Diréctivas foliows, showing the main
provisiong and changas that heva ucnunad

1989 FSDs 1993 FSDs Important Changes

FSD 2 — Interpretation

Cefinitions of terms used in the Directives

FSD 3 — Application

Define tg whom FRDs apply Drgfinition of “assipnment” expanded. (See 3.01(e] and
{d}.] Flexibility in applying FSDs is provided {See 3.01
{eland (fL} Provisions for short-term rglocation outside
Canada and the USA are attached as an appendix to
FSD 3

F5D 4 — Accountable Advances

Agcountable afvances are provided for expenses
autharized under FSDs

FSD 9 — Medicel and Denial Examinations.

Obligatory medical and, where required, dental,
examinations to determine fitness of posting

FSD 10 — Posting Loan

Pravides lpan up to lesser of 506 ot employee's The repayment period is extended to & -maximum of
salary or 524 DAY (as of April 1. 1994) to facilitate 45 mumﬁs (regardless ot the.agreed-1o pustlngs with

© service abroad by enabling the employee 1o acquire prmr:smn for extension ender specific circumstances).

goods needed at. the mission )
The dafe on whicjh the repayment’ beging has been
changed (See 10.08]

FSD 2 — Travelling Expenses for Dependants on Pre-Posting Briefing Programs

Covers cerain additionat cosis incurred when SpOUsE Dollar amounts far child-care assistance have been
andfor dependants are autherized o attend boefings revised [See 12.03).

FSD i3 — Assistance for Single Parents on Training or Temporary Duty Assignments Outside
Canada
A new directive was intradured to previde child care
ang travel gssistance wnder certain conditions.for pre-

-school age children to minimize the separation 1n
single-parent famibies,

FSD 14 — Travelling Expenses for Dependants on Foreign Lenguage Training
Covers certain additional costs incurred when spouse Dallar amounts for child-care are brought intp- line with
andfor dependamis are authorized to take foreign the Treasury Board Travel Directive (See 14 01}

languagé training
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1989 FSDs

FSD 15 — Relocation

This major directive deals with all aspects of reloca-
tign:

Travel reservations and entitlements

Expenses for & Physically Disabled Traveller

Insurance

Shipment and storage of househnld effects -and
private, metor vehicles

Compensation for 1oss and damage

Living #xpenses in temporary.accommaodation

Family separation expenses

Relgcation in specific circamstances

1993 FSDs Important Changes

Employesas gré now. reguired to gegure in_ writing: an'y
fdvice raceived from thair dapmment that cantradicts
the diractive

Canadian carfiers shall be ‘used Tor alf or part of the
transportation, unless the cost or trave! time is signifi-
cantly increased

Employees cannot collect ar use frequent flyer points,
free tickets or any other promotianal item earnad as a
result'of FSL travel

Certain expenses may be claimed as incidental reloca-
tion expenses [See 15.10]

_Emp'loyees may claim reimbursement of the cost. af

insurance to coier repairs or replacement of lo5t or
damiaged lupgage, except wha;e such coverage s
pravided by tha amiar

Household effects may be placed in storage: suhsequem
to &n, employes's relocation under certain conditions:
{15.131=) Instruction &)

Restrictions ‘applying to shipments are revised to
recogrize containerized shipments

The definiticn of a family car (PMY) is revised to
correspdnd to the Relocation Directive

Pagment of PMY -shipment expemses have been
extended 1o certain Situatn:lns of local purchase (15.17)

Dollar amounts are revised in ancnrdanue with the
Relocatian Diretive HME18La)

Where 2 HHT (House- HuﬁtingTriﬁl has been avtherized,
emplayess with children & years of apge or less ressdmg
in the principal residencé may cldim child-care expenses

“fgr & miazimuim of 4 days while effects are packed and

loaded and untoaded and unpacked.

Frovisions are revised to include situations, ngrmally
gnce in an empluwe § career, where an Emplwee -
spouse remaing in Canada far reasons -of-education or
empm'.rmem. Assistance is limited ta waiver -of the
appllcahle shelter cost -and. limited assistance in tempor-
ary accnmmﬂdatmn

Provisicns for relocation in gpecific circumstances arg
redrafted to recognize retirement, workforce adjustment
ang extended periods of leave without pay




1989 FSDs

Other relocation expenses

House hunting trips (HHT}

FSD 16 — Real Estate and Legal Fees

Reimburses specified real estate and legal fees on
purchase or sale of principal residence in employee's
headquarters city

NOTE: rotational employees may claim one sale and
one purchase or two purchases, of a principal
residence, during their career, after notification of
first assignment abroad

FSD 17 — Professional Recertification for

Spouses

Pays actual and reasonable costs to enable spouse to
retain or reacquire professional certification where
this is essential for re-entry into Canadian work force

FSD 25 — Shelter
States policy of provision of housing abroad; basis for

determination of shelter cost to be paid by employee
and conditions where shelter cost may be waived

FSD 26 — Security Deposit Advance

Provides for advance for security deposit where this
is required to enable employee to acquire housing

1993 FSDs Important Changes

Payment of incidental relocation expenses is replaced by
a non-accountable, non-taxable allowance of $1,817.
For short temrn relocations outside Canada and the USA,
up to §$1,800 {with receipts} or a non-accountable
allowance of $250 may be claimed

Provision is made for the reimbursement of the fees of
agencies specializing in locating rental accommodation

Employees may claim up to $100, with receipts, for
professional cleaning of a residence, after household
effects have been loaded

Employees may claim car rental costs at a post (up to
$606 with receipts), where a PMV has been shipped
{this provision does not appiy in Ottawa)

Travel by PMV at the employers-requested rate may be

authorized where this is less costly than commercial

transportation or car rental. The employer-requested

kilometric rate may also be claimed for local travel .
during a HHT. Dollar amounts for child care are revised

1o correspond to the Travel Directive Provision is made

for a permanently disabled child to accompany the

parents on a8 HHT

Provisions are clarified with respect to "headquarters
city™ “employee-couples® "principal residence” and
relocations to a city in Canada which is not the HQ
cities (16.19)

FSD 17 — Spousal Employment Assistance

Provision is made to include costs for a professionally
prepared curriculum vitae, up 10 8 maximum of $350

Provision -for payment of monitoring a previously
installed security systems introduced

Employees may claim a waiver of shelter cost to a one

month maximum to locate a first tenant or a8 subsequent
tenant (but not both}
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19838 FSDs

FSD 28 — Safe Storage Expense Benefit

At missions where risk of burglary is significantly
higher than in Dttawa, provides payment for storage
or custodial service to safeguard certain effects when
accommodation is left unoccupied

1993 FSDs Important Changes

FSD 30 — Post Transportation and Related Expenses

Provides Crown-held vehicle for employee where host
country has embargoes, or prohibitive import duties
or disposal requirements on an employee's private
motor vehicle (PMV). Reimburses employees for
excessive commuting costs, road taxes and licensing
fees

Provides assistance to employees for transportation
of dependant child to and from school

FSD 34 — Education Allowances

Provides employees with financial assistance to
ensure their children obtain a primary and secondary
education which approximates Canadian standards,
and enable them to re-enter Canadian schoo! system
with as little disruption as possible

. Defines admissible education expenses

Provides shelter assistance for post-secondary
students in Canada

FSD 35 — Education Travel

Employer pays travelling expenses (with some
exceptions) for dependant student wherg FSD 15 and
FSD 51 do not apply

FSD 37 — School Holiday Maintenance

96

An employee's commuting share may be reduced where
transportation is made available by post management

FSD 33 — Education Assistance at the Lycée
Claude!

Provides financial assistance to career foreign service
employees and RCMP Liaison Dfficers while serving in
Ottawa/Hull, in enroling their dependant children at the
Lycée Claude!, in order to ensure continuity in French
language education while serving outside Canada. (This
replaces a2 separate T.B. authority)

Provision for students in nan-residential educational
institutions Canada are clarified

Provisions for post-secondary shelter assistance are
clarified and up-dated (34.06)

The lowest available airfare appropriate to a particular
itinerary shall be sought when making bookings

This directive is cancelled effective September 1, 1993.




1989 FSDé

FSD 38 — Preventive Medical Services Expenses
Provides employee, dependants and household staff

at unheauhy mizsions with periodic medical Exam-
inations at employer's expense, ingluding immuniz- -
ations and certain preventive medicines

Frovidas for medical examinations of employes and
dependants on cross-posting or return to Lanada

FSC 39 — Health Care Expenses

Provides. reimbursement of expenses in excess of

-amaunts: normally, covered by PSHCP.and PSDCP

F5D 41 — Health Care Tavel

Protects ‘employae from inadequate medical stan-
dards or excessive cOsts at Some miszions by rem-
bursement of-actual and reasonable travel and other
costs for an emplayés or dependant to réceive
treatment glsewhere '

Advice of Health Canada should normally be sought
betore approval granted

FSD 42 — Medical Expense Advence

Prnwdes employee with advance for paymeant of,
expenses . pending settlement of claim wlth ‘recog-
r'nzed insurer

FSD &4 — Hnli.d_ﬂvs«

Entitlernent torsame numier of paid holidays as it you
weare-warking in Canads

FSD 45 — Fareign Service Leave

Provides ten days Fareign Service lgave credits for
each year of service abroad. Credits may ke li} used
ag annual lgave, or (il cashed in, once per year; on
basis of annual salary or (i} traded for transportation
entitlerneant

1993 F$Ds Important Changes

Where an advance has been autharized under F3D 32,
and @ claim is rejacted under the plan because  of
ldteness, the employes is respansible for full repayment
ol the advance and may not claim under-FS0 39,

The- amgunt payable for lving expenses in private
accummndanon is increased to $420 per month and is
adjusted uutsrde Canada where the Past Index is abowve
100,

The standard for air travel is clarified to correspond to
tha Travel Dirgctive.

Anemployee may trade 10 days credits for a transpor-
tation entitlament To reflect 85% of full (¥} economy
class retwrn fare from the empioyes™s post to the
headguarters city lwhen there is no Y fare, Y2 will be

used); where

—  expenses are limited to comimertial transportatian
costs anly;

— air travel may include business or gxecutive class |
travel but excludeés first class travel;

— use of a PMV and operating costs far a rental
vehicle are excluded;

.= anaccountable advance must be accounted tor, in

full, on completion of all travel for whuch the
advance was issued, or no later than the end of 1he
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1989 FSDe

FSD 48 — Other Leave

Maximum - of gight days [eave. for family related

rESpD!‘ISIDIIIIIES or pereavement may ba apprmred for

situations which impose hardship beyond that which
wiould ocour in Canada

o8

1993 FS$Ds Importsnt Changes
fiscal year dunr'rg which the agvance was.issued,
whichever is earlier;

special provisions -apply where an Emplnyee s
Jposting is terminated and the employee-is relacater

-to Ganaga, a5 3 result of operational reguirements:

travel may beé combined, that is travel from post
may be {:umhmed with " trauel from a second
lacationta & common-third location: dEStII‘IatIUn

where travel does. nn‘t ‘ariginate at post, the.post

must. appear on. “the |t|naraw and there must be a

minimum stopower of 24 hours before travel is .
resumad;

travel may be taken an miore than ong oooasion
andfor by mere than one person, with afl travel
completed by the end of the fiscal year;

an emplayeie may request an accountable advance
in logal eurrency ar Canadian dullars

the e:cr:har'nge rates used 1o process-a claim. shall be
the emhanne rates used when the advance was
made ard no adjustments will be msde 19 recag-
fize exchange rate flugtuetions;

it,is the employes! 5 respunsnhmw to provida pmaf

of payment sansfamar\r to the deputy head or the
aracunt ctaumgd will I::e_: deleted from the claim:

transportation expenses which are not clearly

identifigd by the camier will pe deleted from the
claim,

an.unused accountable advancsg may be fepaid in
full -and the empln\ree creditad with the days
inttially debited; end.

every affart should be made fo authorize leave as
requested by the employee where th transporta-
tion entitlemant is to be used by the ernr.-rnn.ree




1989 FSDs

FSD B0 - Foreign Service Travel Assistance’

Provides assistance to enable employee and depend-

ants. wo visit. Canada during andiof &t the end of
pusting: Employee may choose @ngther |ocation

within overall cost entitlement

FED 51 — Family Reunian

To.minimize the effects of. separatlnn in farniligs, the

employer provides for family rewnion travel ang

1elephone communication

1993 FSDs Important Changas

Foreign Service Vacation Travel Assistance

Employees arg given an aption te claim "the current
FAD 50.04, which is futt-.r agcountable and applies only

‘10 actual admissibie travelling expenses or.to claim a

non-ageauntable fareign service vacation frave! allow-

ange of:

—  B0% of full [¥) economy class fare for those posts
for which 2 :stopover would be authorized for
relocation travel; and

= BO% of full [¥) economy class fare for those posts

far wl'uch a stopover would not ba amhnnzed
axcept that -

= where there is no full ¥} economy class fare,
special (Y2} economy class fare shall be vsed.

Vacation [2ave is an entittement and should be authar-
ized at the same time foreign sérvice vacation trave!
aszistance is approved

The foreign setvice vatation ‘travel aflowance is avail-
able on'a trial basis during the term of these difectives
and may be subject to evidence satisfactory to the
deputy head that travel has been taken

The costs authorized under FSD 50.06 shall be limited
10 the lesser cost of gither awr carge ar @ccompanied
Bxtess bagpage, as determined by the deputy heiad on
the basis of the cmplayse's. wmght gntitlement for
shipment from Ottawa to the employee's post.

Effective September 1, 1993, family reunion teave! is
increased from two to threg trips per year at the
secandary |evel in Canada or at primary or the: second-
ary level outside Canads where schools at the post-are
not compatible

Since ‘the purpose of this difective is family reunion,
visits of less than ong week shall be repum:d to the
Treasury Board Secretariat

The lowest aualrable airfare appropriate 10 a partisular
itinerary shoufd be saught whEn ‘making hnuklngs

Only one employee of an employee-couple may be
reimbursed-for telephone calls

The provisions of F5D §1.06 may be authofized in the
gvent af critical iII’n._ess or death of the child's ather
parent.



1283 FSDs

FSD 54 — Compassionate Tmua!

An employes may clalm travel assnstam:e ariging from
the seripus. Hnessfinjury of dependant student or
infirry £hild, .or - critical illnessfnjury or death of a
parent of brother/sister of an employee of SpOUSE of
a memiter of the famﬂv unit. Costs are reimbursed
which are in excess of those which would have bean
incurred while serving at headquarters

FSD 55.— Selary Equalization

The purpase s to adjﬁst employee's disposable in-

come at. mlssmn e provide purchasing power com-
parable to that which. empin\ree would have enjoyed

with simitar remuneration’ in Ottawa. Where post

index is less than 100, (Ottawa = 100}, no adjust-
ment is made ’ '

FSD 56 — Foreign Service Premium
Thls is a tax-freg allowance whlch 15 the mam
financtal incentive to serve abroad. It varies .accordmg

to salary, family size ‘at mlssmn and iength of service
outside Canada

FSD 58 — Post Differential Allowance

This is @ tak-free allowance payable in recegnition of

undesirable conditions; 4t-certain missions. i vanes

according to family size, five levels of hé;dships, and
extended continuous. service at hargship missiong

FSD 64 — Emergency Evacuation.and Loss

Provides for emerpéncy evacuation of empln\ree

andfor dépendants becauss af hastilities, natural

-disaster or other thiestening circumstances

Frawdes for saieguardmg empla?ee 5 possessmns

during $uch absence, and cumpensatlnn tor any lass

preasioned by EVEnts whu:h led t0 evacuation

1993 FSDs Important Changes

Provide for travel by the. parenmt of tha employes ar
spouse who is-a dependant in ancordance with FSD
2.01 and why is 8lso the parent of the person who is
crincally-il of who has died

Provide for calculation of an emplwess share whare
travel is by PMY,

Alert employees to availability of special fares and
rebates for compassionate trave!

Clarify the purpose of salary equalization which is 1o

mairtain a lestyle comparable to that which employees -

woud hiave’ epjoyed with similar remuneration in Ottawa

The. application of the Foreign Service Prerniom to
employee-couples is clarified

Calculation of points is éxpanded to include foreign

service preamiumn which s part of Matemqw Leave

Allpwance [FSD 69.07]

Application to employee-couples is clarified

The maximum advance amounts have been revised to
recognize family size

FSD 66 — Death vﬁbrmd' of Employes or Dependant:

Pravides for payment ot certain expenses in excess
af.‘ihosg -\thich_ wouid have b’ee.n ir'!.uurred had death
occurred 2t employee’s headquarters.city
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1989 FSDs . 1993 FSDs Impartant Changes

FSD §9 — Calculation of Allowsances

Outlines gergial Method of calculation of allowances, The Memarandum of Understanding on 'Maternit'f' Leave
but -is superseded by any method outlined in a Allowance i3 attached to this directive for ease of
specific directive . . referanca

FSD 70 — Raporting Requirements

Se_'g_s out mandaftnrv reporting. 'requiremehts of
Crepartments t0 Treasury Board and Foreign Service
Interdepartmental Co-ordinating Committee

*
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APPEMDIX B
WHO DOES WHAT AT HEADQUARTERS?

The followirfg provides a qumk. refergnce to some uf ‘the Divisions and Sectinns responsitle for the
~adminigtration of the Foreign Service Durectwes, Personne] Policy and related ardas.

Ares of Concem Communicate With
Absence from Missign in excess of 26 compensationdaysl . . . . . . . L ... ... ABPF
Accommodation:

Temporary M Eanada . . . . . . . . i h o e s e e e e e e e e e e e e e e e e e ABMR

Termporary At Mission . . . ... oL L L. o o e e oL e e e e e e . .ABMRA

Permanent.. . . .. . ... e e e e e e e e e i e e e e e e e e e e e e Mission/MRASK,
Accountable Advances:

incidentst Relocation Expenses . . . . . . . . . . . . .. e e e e e e e e e ABMR

Madical Ekpenses [Recovery Onlyl. . . . . . . o o 0 L 0 oo e e e e ... . BBMA

Pending Settiemient ot LossfDamage Claim. . . . . . . . . ... e ABMR

Travel [mcludmg Living Expenges) . . . . . . . o o . . . ... e e e e e e e e e e e e e ABMR
Allawances [Calculation, Payment gnd Depusil]

Educational. . . . .. . . .. . .. e e e e e e e e e e e e e e boen .. . BBMA

PostDifterential . . . . . . . 0 0 e e e e e e e e e e e e e e e e e e e . ABPF
Apprsisals:

Employee Performanice . . . . . e e e e e e e e e e e e e e e e e e e e e e e B}

Valuables on Inventories . . . . . e ABMR
Assignmants: _

ASIAT . L . e e e e e e e e e e e e e e JAPY

CommierciallEComomic . . . . . . vii ca v e s e e e e e e e e e e e e APT

Development Assistance . . . . . . . .. .. .. oL L e e e e e e e v . . . CIDA

Exegutive . . . . ... .. ... e e e e e e e e e e e e e e e e e e e e e e . - LAPE

F'uh‘rn:al.fEconomm b e e - . T e s b b e e e e e e e e e e e e e e e e e e APG

Secondments Abroad ICuurdLnalnun] ......................... e . e .. JAPE

Social AFAINS. . . . . . . . e e e e e e e e e e e e e CEIC

Support - AP
Autamobile:

Crownowned . . ... 0 ... ... .. I T B Poe e .. ABMA

Personal Motar ¥Yehicle Expenses - _

1. At Mission [FSD30y . . . . .. b e ek e e e e e e e e e s ek e e e e e e ABMA.

2. For Relocation ™ Travel . . .. . e e C e s+ 4+ ... ABMR

Shtppmg.’Sturage.,,...........'.., ....... e e e e e e e e e e e e e ABMR

Rented Vehicle .

1. AvMiggion . _ . L L L L L L L., ABMA

2. OnReDCETON . . . . . . L L L e e L e e e e e e e e e e e e e e e e . . ABMR
Baggage, Excoss

On Assisted Foreigr Service Travel . . . . . . . 0 . o . . ... T e . e e e e e e e ABMA

OnRelggation . . . . . .. .. L. L. ... S S ABMR
BiingualismBonus . . . . & v v v v v v e e e e e T e T T T T AR 1 B
Canada Savings Bondds . . . . . . .. .. e e e e e e e e e e e e e e e e e e ABMA,

Payroll Deductions . . . . . ... .. e e e e N T T T - o
Claims:

‘ Expénse

1. Farm]yr deparation . . . . L. L . e e e e e e i e e e e e e e ABMRA

2 Health Carg {5ee Medical and Helated Expensesb. e e e e e e e e e e e o e .. ABMA

3. FealEstateand Legal. . . . . . .+« v v v v v e v e s e e e e e e e e e e e ABMR

4, Relgcatian Travel . . e e e e e e e kb e e e e e e e e e e e ABMR

5 Tempdrary AgcommodstiondCanada Onlyl . . . . 0 o L 0 o 0oL ABMR

Loss/Damage Compensation

[A] Perzonai Responsibility

(B} -Assipnment Division

{Ch Supervisar

(D) Area I}."Ia‘nage’ment Advisor
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Arsa of Concern ' Communicate With

i. In Emergency Evacustion . . . i . . 0 0 i e e i e e S ABNA
-2, On Refocation
g Automobile Shipment/Storage. . . . . . .. . ... .. b e e e e e e e e e ABMR
bl Hoisehold Effects Shlpmantﬂturage f ot e e e a e e e e e e e +ARMR
el Other . ... ... 0., e e e e e e e e e a4 a4 e e e - 1A
Codeof CONGUCT . . . . . . ot i i r h s e e e e e e e e e e e e e e e e e e e e e e e . . ABDE
Collective AGIEBMBNTE + . & v v v v v w5 o v v v v v e e s e e e e e e s w e .. 2 JABE
Community Services {Return to Canada) . . . . . . . . . f e e e e e e e e e e e ABMHX
Community CoordinatarPregram . . . . . . . . oL oo oL e e e e e e S ABMX
Commuiting Assistance . . . . . . . . . e e e e e e e e e e e e e e e e e e e e e e e .. . . ABMA
Comfietsof interest. . . . . . . .. ... ..o e e e e e e e ABDE
Death Abroad of an Employeeora Dependant . . . . . . . . . . . 0 000 e e e e e ARMNA
Deerital Examinations (See Medical Examinations) ’
- Dependants
Additionof. . .. ... ., b e 4 e e ek e e e e e e e e e e e e e e e {B)/ABFF
Beparture of . . . . . . . ..o Lo e e e e o 2 a2 e - - IBABPF
DEsignation of « . . . . o L e e e e e e e e e e {B)/ABPF
Diplomatic Designations. .-, « « &« + « « v« « e e e e e e e i e e e e e e e e AFE.
Diplomatic Priviteges and Community - . . . & . . ¢ L . 0 o0 00 i e s e e e e e e XBC
Discipline . . ... T T TP v oo . JABE
Driver's Licencs Expansas
DnHeln{:at:nn........,.,.,....,.,.....,.......- ......... ABRR
Employeg Assistance Program. . . . . 0 . . L L L Lo L e e e e e e ABDA,
Evacuation
Emergency . . . . ... .t e e e e e e e e e e e e e e e e e e e e e e ABIA,
Medical (Policy I!nterpretatmn: ....................... e e e e e e ABRRKA
Fan‘ulyEmergenme.sm(:anada. e e e e e e e e e e S T T T 1)
Foreign Service Directives (Policy) . . . . . . . . . . . . .. e e e e e e e e e e ABMA
Gratuwities (on Aelogation . . . . . . . . . .. T ABMS
Grigvances . .. . . oL . oo e e e e e e i e e e e ABE
Hardship Posts Committes. . . . . . . .. . ... e e e e e e e e e e e . . . ABM
Househiold Effects (Shipment, Storage). . . . . . . . . . e e e e e e ABMRA
Houséhunting Trip
ToOTEWE . . . . . o ot ot h e e e e e e e e e e e e e e e e e e e e e e e ABMR
ToMission . .. L. L. b e ke s E e e e e e e e e e . e e e e L (|
Immuriizations . . . . . . . . e e e e e e e e e .1 - I |
Income Tox:
Cirpular Deocumentson . . L . . . L L o e e ek e e e e e e e e e e e e e e e e e ABMH
Declaration of Exemgtions [.Addutmnal Dependant) . . ... ... ... e e e e e . .ABP
Payrali Deductmns ............................ e v e e .. L ABP
T-§ Statement of Earnmgs and Deductunns ....... . ABF
Tax Hefc_urn Forms and Guides
al Distribution to Missions. . . . . . . . L L0 L0 e e e e e e e e e e . ABP
: by Additionat Copies: . . . . . . . . . . ... e e e e e e e e e e e e e e e e e e e e ABP
1nsurarn:a ) N _
Autormobile Shipment, Storagel . .« . . b 0 . L L e e e e e e e e e e e bov e . JABNR
Health (PSHER HIP Cuebec) . . . . .. .. e e et e e e e e e e e e .. ABP
Househald Effects (Shipment, Staragal . . . . . . o0 v ... e e e e e e e e e e e e e e e ABMA
Life(PSMIF} . . . . . . ... . ... .. e e e e e e e e e e e e e e e e e e e . . JABP
Interest Rate on Fbstmg Lﬂans. e e e e e e e e . e e e e e e e ‘. . . . ABPF
BIVEIEOFBE . & v v % v ot e e e e e e e e e e e e e e e e e e e e e e e e e e e e e, .« JABMA,
Lefva . o i e e e e e e e e e e e e R (]
AppmvalqueavePlansnnﬁelncatnun.‘. e - 1]
Regords . . . .. . ... Ll S e e e e e ABP
Under Collective AQREBMIBATE . . + & & v 2 v e v e e h e e e e e e e e e e e e e e e e e e ABE

iA) Persoinal Responsibility

(Bl Assignment Division

iC} Supervisor

1D} Arga Management Advisor : K
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,h'rau.of Concarn ' ] Communicate. With

Under Foreign Servige Diractives

al Compassionats Travel {Paolicy lnterpretatmn: ........ b e e e e e e P e e e ABEMA
bl Foreign Service {Cashand Trade-in Options) . . . . . . . . . .. o i it ABP
ol Health Care Travel iPolicy Iaterpretationy . . . . . . . . . f e e e e e e e v . . ABRMA
g} Post Attributable Minessinjury . . . . . .. . L. e e e e e e e e v . ABMA
£}  Relocation Travel {Leave Entitlernent) . . . . .. . . ... .. e e e e e ABMA
fil Spegial. . ... .. ... e e e e e e e e e e e e e e e e e e e e e e e e ABE
MalllnanwIEges._.,.... .................. B E 4 e b ke e 4 e e . - - MIBR
Marriage in Mid-Tour . . . . . . . . L i L e e e e e e e e e e e e e e e e e e e e e e e e (B}
tealRates . . .. ... . ... e e e e e e b e e e e e e e e ABMRB
Medical end Retated Expan!ns o
Under Fargign Serviceg DIFBCHivES . - . . . . 1 . . 0 0 o i e i e e e e e e e e e ABMA
Urider Govarnment Employses Compensation dct . . . . . . . . . et e e e v e e e . ABPS
Under Health tnsurance Plans . .-, . . . . . .« .. . . .00 ol T . - 1
Medical Examinations [Pre-Posting: and Praventive]
Autharization . . . ... . ... . .- e e e e e e e e e e e e e e e e e e s .. (B
Arrangements (Ottawa onlyl . . . L L L L o e e e o s HBMH
MISsion BEpOris . . . . . i i i e e e e e e e e e e e e e e e e e e e e e e e e e e ABMH
Occupatignal Healthand Safety . . . .. - . . . . .. ... .. e e e e e b e e e e e e e . ABEH
Cwertime . . . . . .« o v . . . e e e e e e e e e e e e e e e e e e e e e e e e e iC}
Farkirig Expensas:
AMission. . . ... Lo f et e e e e e e e ABMA
OnRelogation . . . . . . . . . L o o0 e e .. e e e e e e e e e e e e e e e ABMR
Passports e T L) &)
Fay [Calculation and DistabutioniDeposit] . . . . . . . . . . . .. e e e e e e e e e e e e ABP
Pension . . . .. e e e e e e e e e e e e b v+ « « ABPS
Persarmel Policy . . . . . o o e e e e e e e e e e e e e e e e e e e e e e e e ADA
Parsonnel Servicas: ) ’
Admlmstratwe Personmel . . .. L . . . e e e e e e e e e e e e e e e e APV
CommereialfEConomiC . . o o . 0 v - o o e e e e e e e e e e e e ey JAPT
Development Assistance . . . . . . . . ... L R O o [ 7Y
Exgeutive . . . . .. . ... ... e e e e e e e e e e e e e e e e e + APE
PORGCAVEEONGMIC &+ . . v v v v v o v e e e e e e e e e e e e APG
Social AHAINS . . . . . L . . e e e e e e e e - .. CEIC
Pots, Shipmentof. . . . . . . . v o o o e e e e e e e e e e e e e . . . . .ABMR
Postindex . . & v o v o i e e e e e e e e e e e e T ABMA,
Posting Arrangements . . . . . . L L L . . . . .- o o e e e e e e e e e e e ABMH
Fosting Centre . . . . . . . . . . e e e e e e e e e e e s s e . JABMH
Fosting Confirmation . . . . . . . . . ... e e e e e e e e e e e e e e e e e e e e e B}
Fosting.Loams: . . . . . . . ... .. e e e e e e e e e e e e e e e e e e e ABPF
Recreational Hardship Support Program ...................... e e e e - - JABMH
RelacationfRermaval . . . . . . L . oL L e e e e e e e e e . . . . JABMR
Fetirement . . . . . .. ... PR e e e . e e e e e e e e e e e e e e ABPS
Rewurn to Canada (Community Servicesh . . . . . - v . . v v v v . ABMHX
Cafe StOrage ExXpBENEES . . . & v o h b e e s e e e e e e e e e e e e e e e e e e e e - ABMA
Salary Equalization Adjustment {Calculation, Payment and Depositl - . . . . . . . o . .. e e e ABPF.
BEBUMY + v v v h e e e e e e e e e e e e e e e e e i e e e e e e e e e 117
Shelter Costs. . . . . . . . . & v i s e e e e e e e e e e e e e e e e e e e e e - - . MRSM
Skheltar DBTIBIEF‘\BY,&U[USI[DBM_- e e e e e e e e e e e e e e e e e e . MRSM
Spouses’ Employment. . . . . . . . . . . e e e e e e e e e e e e e e e e e e ek e e e e . ABMX
Staff Relations . . . . . .. . .. ... e e e e e e e e e e e e e e e e e e . ABE
Staff Quarter Phutugraphs ................................... v+ i JABMH
Stream Management {See Assignments)
Subsequént Shipment. . . . . . . e e e e e e . e e e e e e e e e e e e e e e e e ABMBA
Superannuation. . ... .. . 0 . . . . . e e e e e e e e e e e e ABPS

(A1 Personal Responsibility

(B} Assignment Bivigian

(C} Supervisor

{0} -Area Management Advisor
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Taras: . )
Iricame, Tax {See above]

Local Taxes (eg. Road] . . . . . . . o o i e e e e e e e e e e e e e e ABMA,
Taxi Farés {On Relocatiom . . . . . . . .. e e e e e e e e e e 44 e e e e e e e ABMA
Telephone/Talegrar Chargas:

Family Separation Expenses . . . . . . ... .. ... TSP e e e e e e . JABMA

Incidertal REIGCALIGN EXENSES . & « v v v s v v v v u ua e et e e e ... . ABMA
Trafning:

Professional/Developmient . . . . . . . . . . . . e e e e e e e e e e e e e e CFSF

Pre-Posting/Re-Entry . . . . . . .. . . e e e e e e e e e e e e s e e e e e e e e ABMH

Forgign LanQuage & « v v v v v v v e v e i e e e e e e e e e e e e e e e e "CFSL

Official Language . . . . . . _ .. .. e e e e e e e e e . e h e e e e i e e e e e APL

Stream-Kelated . . . . ... ... e e e e e e Fr e e e e e e e e e T | = 11

L= + - CFSI[
Transportation Expenses at Mission . . . . . . . . . . oL L. e e e e e e e e e ABMA
Traval: - ' )

Approval of Travel Plans:on Relogation . . & . . . . . . . e ke e e e e et e e e e e e (B}

Affangements . . . . ... .. e e e e e e e e s e e e e e e S . ABMR

Compassionate.(Policy Interpretation] . . . . . . . . . . .. ... ... ... ... ... ABMR

FAUBALONAN . . . . i ot e e e e e e e e e e e e e e e e e e e e e e e ABMA

Entitlements. . . . . . . . . _ ... L e e e e e ABMR

Family Feunion . . . . . . .. . e e e e e e e e e e e ABMA

Forgign Service {Vacation) Travel ASSISTANCE . v . . . . . v v v v v i e e e ABMA

Health Care {Policy Interpretationh . . . . . . . . . . e e e e e e e e e e e w o ABMA

Relocation. . . . . . .« . . ... e e e e e e e e b e e e e s e e e e e . ABRMRA
Misag . . ... ... .. ... e e e e e e e e e e e e e e e e e e e e e e Jwb
Voting Abraad: ' ’

Registration befare departing Qttawa . . - . . . . . . . . oo oo oL P e e ABMH

(Al Personal Responsibility

{8) Assignment Division

{Cy Supervisar

{0} Area Management Advisar
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APPENDIX C
HELPFUL TIPS

The following list has been compiled (in alphabetical order) to provide you with basic information on
several topics that could come up during your posting. It is hoped that these tips will help you to avoid
potential problems.

_Automobile Care
Evaporation of fluids is higher in the tropics so check battery, radiator and oil weekly. When parking

in the hot sun, leave windows open half an inch to allow moist heat to escape. If your car develops a
musty odour during the rainy season, place a few moth balls in it until the odour disappears.

Automobile Tire Pressure Table

Instead of measuring tire pressure by pounds per square inch, measure it in atmospheres or in kilograms
per square centimetre.

Pounds per Kilograms per
Square Inch Atmosphere Square Centimetre

16 1.08 1.12

18 1.22 1.26

20 1.36 1.40

22 1.49 1.54

24 1.63 1.68

26 1.76 1.82

28 1.90 1.96

30 2.04 2.10

32 2.16 ) 2.24

36 2.44 252

40 2.72 2.80

50 3.40 3.50

55 3.74 3.85

60 4.08 4.20

Baby Foods

The Mission Report will indicate if baby foods are available at the mission. If they are not, you may
wish to buy a special grinder for baby food (avsilable through a mail order catalogue and elsewhere), a
blender and/or food processor could be helpful, and possibly a book with instructions on preparing food and
formulas from various kinds of mitk you may be unaccustomed to using.

Batteries
For flashlights, hearing sids, and transistor radios, batteries should be kept in an airtight container in
a cool, dry room, but even this is no guarantee that they’ll stay fresh more than a few months. Mercury

batteries seem to last longer than zinc carbon types. Pack batteries with an air space above them so that
no metal touches their points or store them in a freezer.

107



Books

The books each family wili take with them will depend on weight allowance, size of family, ages of
children, personal interests and tastes, and local availability of reading matter. Probably most will wish to
include:

Dictionary

History text.

Encyclopedia, particularly if children are school age
Home repair manual

Manual for family car maintenance
Standard cookbook

Atlas

Almanac

Favorite collections of verse

Paperbacks to share or use for teaching
Songbooks, Christmas caro! books

Area handbook on country of assignment
How-to-do-it books for children
Appropriate religious texts

Boy Scout/Girl Scout Manual

Game rules book

Child development guide

Chocolate (baking) :

As a substitute for bitter chocolate called for in recipes, add 1 tbs. of shortening to 3 tbs. of cocoa.
This makes the equivalent of 1 square of baking chocolate.

Cookbooks

Select a cookbook that lists basic ingredients in recipes rather than one that resorts to combining brand
name mixes, canned soups, blended seasonings, for example, Joy of Cooking or other basic text.
Cookbooks with pictures sre useful if you anticipate employing cooking help unfamiliar with English or
Western food preparation.

Curry Powder

If you are where you can't buy it ready-made, here's a recipe: 1/2 oz. powdered ginger, 1 oz. dry
mustard, 1 oz. ground black pepper, 3 oz. coriander seed, 3 oz. tumeric, 1/2 oz. cumin seed. Pound very
fine in a mortar. Store in a tightly corked bottle.

Earthquakes

In case there's a strong quake and you are unable to run out of your house into a clearing, the safest
place is in a doorway. The arch formation is capable of bearing great loads and resisting pressures.

Eggs

Dirty eggs should be cleaned just by brushing them off. Crumpled newspaper does a good job. Don’t
wash eggs before storing them, or you'll destroy the protective film that keeps them fresh. To test an egg
for freshness, put it in a bowl of water. If it lies on its side on the bottom of the bowl, it is nice and fresh.
If the large end rises a little the egg is alright to be used in baking but you wouldn't want it for breakfast.
If the egg stands on end, or floats, it is too far gone to use.
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Fish

In tropical countries it is safest to buy only fish that are still alive. A fish that is not alive, but is
perfectly fresh, has bulging bright eyes and bright red gills. The flesh is firm and elastic and has a distinctly
fresh odor.

Oysters should be bought live, but if the vendor presents them already shucked, be sure the meats are
plump, have no'sunken places, and show no signs of shrinkage. Mussels can be substituted for oysters in
any recips.

Salted fish need the following treatment: Soak in water for 2-3 hours, changing the water frequently.
Put a rack into a heavy skillet. Lay the fish on the rack, cover with water, and heat to boiling. Drain, Cover
with fresh water and simmer until tender. The fish is now ready to be used in any recipe.

Flour

One way of converting regular flour into cake flour is to mix 30 ml of cornstarch into 25 m! of flour and
then sift twice. Another way is to fill the measuring cup with fiour and level it off evenly. Take out 30 mi
of flour, leaving 220 ml. Sift twice before the recipe’s suggestions for more sifting. Neither method is a
completely adequate substitute, but they are often the best you can do.

When buying imported flour in a foreign country, don’'t be bashful about testing the package for
softness. This also applies to packaged cake mixes. The package should fesl a littie resilient under your
fingers. Too often moisture has gotten around the containers as they were shipped and the contents have
solidified into hard, unusable masses. Flour that is stored for long periods loses much of the air originally
milled into it. Sifting several times will restore lightness.

In tropical countries where there are many insects, opened packages of flour should be put into glass
jars or tin containers with tightly fitting tops. It is possible to store flour, cake mixas, etc, in the freezer.

Furs

1t is best not to take furs to a country that has a consistently hot climate. But if you do take furs to
a humid, tropical place here are some tips:

— Keep your furs in 8 perforated plastic bag, hung where gir circulates, because furs have to
“breathe.” Put a few moth bslis in the bottom of the bag but don't et them touch the fur.

— Do notkeep fursin a closet or wardrobe in which a light bulb is kept burning to combat humidity;
the heat will dry out the skins and make them crack.

— If you get caught in the rain in your fur coat, don’t try to protect the skins by turning the coat
inside out. They can stand a soaking much better than the lining can. When you get home, give
the coat a good shaking and hang it where there is no draft until it dries. Then shake it and brush
it.

Gelatin

15 ml thickens 500 ml of liquid. In tropical climates double the amount of gelatin called for in your
recipe.

High-Altitude Cooking

Carrots, potatoes, meat and anything that is boiled, will take much longer to cook at high altitudes.
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A pressure cooker is a8 good solution because it enables you to cook in high-temperature steam. Some
pressure cookers are manufactured especially to be used at high aititudes and can be adjusted to operate
for maximum efficiency at any height at which you might live.

If you don’t have a pressure cooker, cut all foods into small pieces so the heat can penetrate more
surfaces faster.

Anything baked will also require a longer time in‘the oven. Candies and cake frostings cannot be tested
by & thermometer up in the mountains. You will have to dribble some syrup into a glass of cold water and
discover the proper soft ball stage with your fingers.

Keep an eye on yeast breads at high altitudes. They rise in an astonishingly short time and are ready
for the oven long before you expect them tc be.

When you are about to bake a cake or cookies, first be sure that the shortening is at room temperature.
If you are making a very rich cake, it may help if you reduce the shortening called for in the recipe by at
least 15 m! or 30 ml. And it is often wise to use a little less baking soda than you would put in ordinarily.
On the other hand, more eggs can be beneficially added to the recipe the higher up you are.

Here.is 8 guide for adjusting your favorite cake recipes to cope with high aititudes. When two amounts
are given, use the smallest one first. If the cake is noticeably unsuccessful, use the larger amount the next
time.

Some cookbooks have special sections on high altitude cooking. Check with your local library and
Agriculture Canada,

Honey
Very useful in countries where the sugar is not sufficiently refined. If you substitute honey for sugar

in a cake, for each 200 ml of honey that replaces 250 m! of sugar, omit 60 ml of whstever liquid the recipe
calls for.

Humidification

The problem of lack of humidity is encountered most frequently in North Africa and the Middle East.
Under ideal conditions, the air inside your home should have a relative humidity of from 35 to 40 per cent.

Air conditioners and desert coolers help humidify in the summer, but any kind of heating system will
cause too much dryness during the ¢old months, especislly in a desert area. For a prolonged stay in a dry
climate with cold winters, an electric humidifier can be a good investment, particularly if you own a piano
or any other valuable musical instrument.

Leather-bound books can be preserved against cracking if you rub them with a little high-grade
Vaseline.

Humidity
Here are a few precautions for a moist climate:

Salt shakers with tightly fitting lids (such as those made by Tupperware) or with dehumidifying crystals
in their tops. A few grains of rice in the salt will also help.

If you are buying new golf clubs to take tc a humid country, choose those with stainless stee! instead

of chromium shafts. Mineral 0il can be used to remove rust. A thick coat of oil left on the meta! will
prevent further rusting.
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Canvas luggage is the most sensible to take to a humid country, but if you have leather pieces too
good to replace, give them a thorough saddle-soaping and wax them before you start to travel. When you
put the luggage away in your new home, rub all metal fittings with a little Vaseline to guard against
corrosion.

if you take a piano into a tropical country, investigate the possibilities of "tropicalizing” it before you
have it crated. There is an electrical gadget called the "Damp-Chaser” that is made for use on both 110
and 220 volt currents.

Frequent running of stereo squipment, radios, and tape recorders will help keep the equipment dry. If
your stereo develops aberrations, run the equipment until it has completely dried out. Stereos usually return
to normalcy once they have been run sufficiently to eliminate all moisture accumulation.

Covering typewriters, sewing machines, and other appliances tightly when not in use will help to
prevent corrosion. Even "stainless® metals will suffer in humid salt air.

Moth balls placed in drawers, cabinets, closets, bookshelves, etc. will help to rid the area of musty
odors but should not be used near film or camera equipment. .

During the rainy season, outside porches and steps may accumulate mold which makes them extremely
treacherous to step on. A combination of boiling water, Clorox, and detergent tossed onto the porch and
followed by a thorough scrubbing with cleanser and a stiff brush should eliminate the mold.

Hurricanes and Typhoons

When storm warnings are announced, be sure that jewellery, money, insurance policies, and other
valuables are where you can gather them up quickly and compactly if you are ordered to leave for a
stronger shelter.

If your house does not have storm shutters, strengthen unboarded windows with crisscross strips of
adhasive tape stuck onto the outside of the panes. If hit by flying branches, panes may crack, but the tape
will keep them from breaking.

Clear the yard of any lightweight objects that might blow around. If you don't have a sturdy garage,
park your car close to the house on the lee side, away from the oncoming winds. Set the car's brakes and
be sure the gas tank is full. Leave windows open a crack so air pressure can’t build up inside the car.

Keep flashlights in handy places known to everyone in the family. Be prepared for the fact that
eiectricity may be off for several days.

Keep a good supply of canned foods on hand all during the months when storms may occur. If one is
imminent, fill extra bottles with drinking water. Fill your bathtub with water, too, in case water mains
break.

When the storm hits, stay indoors and keep the house tightly closed on the windward side but open
at least one window and door on the leeward side to relieve air pressures. When wind stops suddenly, stay
indoors as this brief breather may be the "eye” of the storm and the winds will return in full force in only
a few moments.

After the storm has passed, be very careful about clsaning up the yard debris. Live electrical wires are
often mixed with fallen branches.

Insects

Insects are a.fact of life in the tropics. In many places they cannot be eradicated entirely, no matter
how clean your house. In monsoon countries, there are several weeks just before and just after the rainy
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season when screens are ineffective against the small insects which swarm around light bulbs in the
evening. '

Avoid fabrics that are all, or partly, rayon. This kind of material is irresistible to cockroaches.

Mosquitos seek dark places in the house during the day and come out at night. Persistent disturbance
of their favorite hiding places will send them elsewhere. Cleaning daily under all furniture is usually more
effective than spraying.

In malaria areas, try to stay indoors after sundown. If your house is not adequately screened, leam to
sleep under a mosquito netting. The netting should be large enough so it can be tucked securely under the
mattress all round and not touch you at any point. If it's close enough to touch you, a mosquito can bite
right through it. Any littie holes should be mended as soon as they develop.

In an insect-infested country, store cereal, flour, sugar, etc. in giass screw-top jars, plastic containers
with tightly fitting lids, or in the freezer. Another piece of kitchen equipment commonly found in the tropics
is a very fine-meshed sieve usually bound with a sort of balsa-wood hoop. This is used to sift the weevils
and other insects out of sugar, flour, etc. (or use a nylon stocking).

Regular spraying will help control cockroach infestation. Concentrate on crevices in wood where the
eggs tend to be deposited. Cockroaches live in the soil under houses, around water and sewage pipes, in
cesspools, etc. A mixture of mashed potatoes and boric acid is iethal to cockroaches but it is also a
dangerous poison that should be kept far from the reach of children and pets. Cockroaches will avoid any
area that carries the odor of mothballs.

A bag of mothballs tied to the handles of a garbage pail and dropped just inside the top of the pail will
eliminate both odors and maggots when the cover is kept tightly closed.

Jewellery

Overseas, it is sometimes possible to buy pieces of jewellery for less than they cost at home. Before
purchasing any ready-made item that is all gold, learn the exact local price for gold and have the item
weighed. Handwork is, of course, an additional value, but knowing the value of the gold helps. If you
decide to set a collection of semiprecious stones, 9-carat gold is satisfactory for jewellery rather than the
morée expensive 18-carat gold.

Jeweliery should be cleaned regularly. Pearis should be wiped with a soft cloth every time they are
weorn to remove skin oils. All-goild items lock best if washed frequently in any mild soap and water,
followed by a thorough rinsing and drying. Use of a polishing cloth helps. Stones can be cieaned with a
jeweller’'s preparation or soaked in a3 cup of gin, then cleaned with a camel's hair brush and wiped dry with
a piece of tissue paper.

You may wish to consider insurance for any jewellery of value accumulated overseas. Replacement

costs in Canada are generally much higher than the original purchase price, so it is perhaps prudent to
insure for more than you paid.

Laundry problems

Residual soap in the fabric of your clothes may irritate your skin when you perspire. Check to be sure
clothes are rinsed thoroughly during the laundering process.

In countries where there is very strong sunlight your clothes will retain their colors longer if hung out
to dry in a shady place. In the Middle East, where clothes are usually dried on flat rooftops, this is
impossible, but it helps to turn colored things inside out before hanging them out.

In many countries, materials go directly from the looms into shops without being sanforized. To be on
the safe side, wash all such materials and iron them before cutting them into clothes, curtains, or
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slipcovers: This will alse essure that thay are colorfast. To set the d»_.re in fabric, wash each piece
caparately in saltwater,

Meats
Hera are g few distinguishing characteristics you shoutd look for when you buy maat *in the rough.”

'E:aaf — The meat shauld be a clear, fresh red color, with streaks of fat marbling it. The bones of young beaf
are porous and red. The bories of older, tougher animals &re white and flinty fooking.

Ham — Thé usual ham purchasad abroad (unless it's tinned) should' be sbaked for at least 12 hours and the
water changed frequanitly to get rid of excess salt.

Lamb — Colour should be light pink. The older the animal, the darkur pink thie meat. Mutton is red, with
white ang rather brittle fat. Young lamb fat is quite soft and plnklsh Goat mkat, & popular substituta, is
a more purpllsh pink, and the flesh has a stringier téxture,

Liver — Calf.or lamb liver is, of courss, preferable but not always available. Beef or pork or sven water
buffalo liver can be, just.as-good, but it has a stronger flavour and should soak in hot water for 5 o i0
mimntes-befora covking.

Pork — Young pork is a greyish pink colour. The meat ot older animals is mere rose-colored.

Vaal — Meat should be of a light greyish colour. The fat should be clear, white, and firm:; bnnﬂé. should be
porous and red.

if there is any guestion 2bout the safety of local meat supplies; cook the.meat thoroughly, Hefngerate
it and, if passible, freeze it-for 10 days bsfore using it to make absolutely certain that tapewerm larvae and
trichinas have been dastroyed.

Millc-and Cream

Lacking your own pasteurizer, here is 2 simple method for preparing small-quantities of ravw milk: Pour
the milk into the top half of a double boiler, Flace it over the bottorn pan, which contains water already
at & boil. Cowver top of pan. Contiriue to cook for 10 minutes while water in bottom pan boils continuously.
Aernove top pan and set it into bowl of ice water. Chill as rapidly as possible. Pour iito stenhzed tontainers
and refrigerata,

125 ml gvaporated milk plus 125 m! watér =250 m! whale milk
125 rnl dried skirm milk powder plus 250 m! water anid 30 ml salad oil = 250 ml whole milk

To sour milk,.add 30 ml white vinegar or lemon juice to EDG ml miik (either regular rilk or diluted
avaporated milkl-and |8t the mixdure. stand for 30 minutes a8t room tamperatur& before proceeding vitith the
recipe,

Denmark produces and exports-widely an excellent tinned cream that is rich enough to be used asis
{add alittle sugar and vanilia) and which can also be whlpped if prewnusw chilled.

To make "whipped cream” out of evaporated niilk, first thoroughly chill thie tin of milk, the bowl, and
the beater. If it is @ hot day, set tha chilled bowl inside a larger bow! containing ice water. Beat milk with
chilled beater. This kind of “whipped cream” will retain its bedy longer if, after it has been whippad, you
add 30 mi lamon juice for each cup of milk. Whip it until well biended. The lemon juice is not a good idea,
however, ifthe "cream” is to accompany & very sweet dessert.
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Nutmeg

The network around the nutmeg kernel is maee, which can be dried and ground and used as flavoring
in ssucas, gravies; and even pastries. It smells like nutmeg but has.a different flavour.

To test a nutmeg for goodnass, prick it W|th & gin, Oil wrill Immad:atalv collect around the puncture: if
the nutrmeg is gno-d

Qils

Just.as olive il i is expensive in Canada, farniliar brarids of com oilg are EXPENSiVE abroad. The fu!lnwmg
‘peographical regions produce their own spucm geonomical oilg; India — puppvsaad cottonsesd. sesame,
and peanut; Middis East — poppyseed, cnnnnseed, sasame, and oclive; Far East - sovbean, sesame, and
peanut; Mediterranean countries — ofive): South America— corn, sunfiower, and coconut; Europe — corm;
Weast Afrn:a — peanut;-a2nd Pacific:lslands — coconit, .

Plaster

To fill the cracks in plaster, usa white vinegar mstead of water when you mix'a batch of Plaster of
Faris. The vinegar will make it set slnwln,r enough so'that- you will: have time ta mampulate it ;:m:::;'.n:rlvpr into
the cracks. Water vworks too fast.

Poultry

Small’chﬁckens. are not always young and tender. Only experience will tell whether you must boil every
chicken for a while bafore you broil, roast, or fry it

If-a turkey or chicken has & stiff breastbone, that is an indication that the meat may be tough; although
perhaps not tough enough to go 1o the bother of preboiling the bi rd before you roast it. One tandenzmg
trick is 10 brown the bird guickly ‘on a rack abeve the roasting pan. After the initial browning, pour 1 cup
noiling water into the roaster, put on the cover, and let the bird steam as it roasts.

Prescriptions/Pharmaceuticals

Trade names for pharmaceutlcal ingredients.are different abréad. If- you are dependent upon certais
rmedicines: (1) ask vuur doctor to give you Copies of” your prescrlptmns wijtten in gengric 1grms with
strengths. spec:fled or (2) arranga to have supplies sent pericdically to you through the pouch Some
medicings available only by prescription in Canada can be purchased off the coufter Abroad and vice versa.

WMany medicines retain thair potency for a long tlme, but antibiotics, insulin, and pther biologicals have
Exp:rattun dates marked on their packages and you can't stack up on tham for. any long period of time. If
you are travelling with a s1.1r.=|,'.\l'~|rI of volatile liquid medicines with a high a.lcuhul eontent, or with any kind
af medication {or cosmetics or insect spray) in an percsol can, keep it in your flight bag which goes with
you into the aurplane cabin, Not all plane holds are préssurized, and the rgdication, cosmetic, or sprav
-could either evaporate at hlgh attirada or B}QJ]DdB. {.'Irdlnarllv, whert & druggrst fills. 4 prescnptmn with some
product which-is alreadv paukagad the mamifacturer's labet is stripped off and. raplacad with thie drugpist's
own. If you are going'to have to replace, the medicine abroad, ask the dmggrs‘t o' Ieave the original label
on the coftainer. Thisis also & help when going ﬂ"lmugh Lustoms, as the Customg agent can readily identify
the medicine for what it is.and not suspect you of carrying illegal narcotics.

‘Seasonings
The marketplace: w1|| offer freshier tasting condiments than you are likety to find in imported goods. If

you buy spices that originate in that particular area, use them- eautiously unti! you become adjusted 1o the
fact that they are much more potent than the processed and packaged variaties in Canads.
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' "Superseasnnmg i3 A genaric ‘term for any brand of monosodium glutamata. The best known brand
in Canada is Accent. In the East,. look for Ajinomoto, used exactly as you would use Accent,

“You will find Angosturs bitters in the most un&xpe:;tad places -overseas. Traditicnally used only in
cocktails it can also brighten up the rnost mundane dishes and make ‘thém more flaverful. It is highly
recornmended to season the foods of p&upla who are nn a low-salt diet and is ususlly avaliab[a when more
Specialized praparations are rot,

Sheives and Picture Hanging

There are samply never enough. shalves, Take bookcases with you if you can. ¥ not, stock up on steel
brackets that will adjust to fit boards of various widths and stock up on plcture hooks, ¥, at your mission,
there is no restriction in your lease about” hanging shelves in plaste' walls, remembar the trick of driving
a nail’in first, puliing it out, and stuffing the hole with a-wad of stael wool. You can then insert a screw
and turn it tightly.and solidly in thie rough steal woe! plug.

Sikwer

.Silver alloyed with copper is the most durable kind, but there is an iresistible charm ta pure silver. You
ray find yourself in a country that specializes in very soft. 100 per cent silver items that are heavily
ornamanted. Befora you buy a vase, bowl, teapot; or anything that might have to hold liquids, ask the
merchart to fill it with water. All too often the decorating chisel or mallet has made invisible holes that will
lzak. Insist on having the item made watertight before yau buy it.

Vegetables and Fruits

Improper handiing and preparation uf fresh foods.¢can be s health hazard. The best peolicy is (1} to
discard all bruised portions of fresh fruits and vegetables and (2) wash fresh fruits and vegetables
“thoroughly in a detergent or in a solution with 15 m! of Clorox per gal]nn of water. Soak for 10 minutes,
then rinse in boiled or treated water, Thare s no way to sterilize lettuce.

Watar

' If you are informed at the mission that the local water supply is not safe, you will receive instructions
.on how to purify it. Purifying tablets, iodine, or boiling may be recommendsd. Bolling is perhaps the mast
custamary and can be easily made an autumatlc routine, Watsr shuuld bail at laast 10 minutes to kill al
germs. To get nid of the flat tesie either pour: the water from cuntainer 1o container seversl imes 1o agrate
it, or tum it into-a filter tank. The filter is the most convenient. It holds several gallons. ‘and the water ¢an
be drawn off into sterilized bottes-and stored Tn the refrigerator. Fraezing doas not kill garms. Boiled water
must be used to make ice cubes. Thereshguld be a thermos jug or plastic bottla of boiled water in the
bathroom for brushing teeth if the water at your mission is not poteble, -

Yeast

In some foreign countries you can buy foil-wrapped packages of yeast. Unfortunately, by thetime they
have made a-sea voyage gone through customs, been distributed by the imparter te the wholesaler to the
grocer, the yeast may be too ald to use. Before you buy always study the expiration date-stamped on the
parkage. Both the British and the Dutch export very good granular.yeast, whith stays fresh much longer,
Soften this kind of yeast in a measured amount of lukewarm water [not milk}. After about 5 minutes it will
he ready to use in the same way you would use a compressed yeast cezke. Count the water used for
shortening ag part of the liguid required by the recips,

Yoguri

This is usually the only dairy product safe to use in countries where milk and cream ars of guestionable
purity. Liberally doctored with sugar, it makes 2 nice dessart. Use it plain as a substitute for sour eream.

115.



116




SELECTED BIBLIOGRAPHY

Living Ahroad:
Ewart-Biggs, Jane. Fay Pack.:énd Follow: Memdim. Chicaga: Academy Chicago Publishers. 1E’IE-E'I+

Giardanag, Jnhn A. and Shea, Mary Shaughnassv Safety and Health Abroad: How to Pack Feaca-of-
Mind Into Your Next Tip. Minneapolis: Datafax: Corporation. 1985. .

Golzen, .Godfrey. Working Abroad: The Daily Telegraph Guide to Working and Living Ovérseas. Londar:
Kogan Page Ltd. 1985,

Kneale, John G. Foréign Service Captus Press Inc., 1993,
Hantel-Fraser, Christine. Neo Fixed Address Univ. of Toronto Press 1993,

Losos, Dr. Joe; Clayton, Dr. Allistair: Gerein, Nancy, and Wilson, Ruth. Children Abroad: A Guide for
Famities Travelling Oversess. Toronta: Densau Publishers & Co. Ltd. 1986.

Luce, Louise Fiher and Smith, Elise C. (editors) Toward internationalism: Readings in Crogs-Cuftural
Communication. New Yark: Newbury House Publishers, Division of Harper & Row. 1987,

McKay, Vi;gihia. Moving Abroad: A Guide to International Uiving.. Wilmington, Delaware: VLM
Enterprise,_s,. 1986.

Pardy, Laurel. Life on & Carousel: A Look at the Rotstional. Lffesry.‘& Ottawa: Mability Committee of the
Fareign Semce Community Asseciation {FSCAJ.-1585. .

Pascoe, Robin. The Wife's Guide to Successful Living Abroad, Times Books Int™l, Singapore 1332,

Piet-Pelon, Mancy J. and Homnby, Barbarg. in Another Dimensian: A Guide for Women Who Live
Dwerseas. Yarmouth, Maine: Intsicultural Pregs ing. 1985,

Mobility, Ciltural Ab’apt_ar.r'dn and the Famify: A Sefacted Annotated Bibliography. Ottawa: Committes
‘on Mobility aiid the Family, Fareign Service Community Association {FSCA). 1978.

Setected Papars on Mobility and the Family in the Canadian Foreign Service. Ottawa:. Committee on
hobility and the Family, Foreign Service Community Assogiation {FSCA}. 1980,

The Role of the Spouse in the Foreign Service! A Study of Attitudes snd Perceptions of Spouses

Tovward Foreign Service Life. Sponsored by the Forum of the ﬁsssuclatmr‘l of Amgrican Foreign Service
Women. 1985. {Available at'the FSCA office.)

W

These and other books and articles on international careers and jobs, meving and travalling, foréign
service families etc. are availabls in The Pasting Cantre and/or the FSCA office.

Divoree:

Bulgs, Judith. The Dolfers and Sense of Divorce: The Financial Guide for Women. New York: Master
iMedia Ltd. 1988, '

Dymond, M.J. The Canadian Woman's Legs/ -Gﬁiﬂ’e’. Toronto: Doubleday Canada Ltd. 1987.

Krantzler, Mel. Creative Diviorce. New York: New American Library. 1973,

" 117



Lewin, Blizabath S., C.FP. Rhsncis! Friness Through Divorce: A Guide 1o the Financial Realities of Diverce.
New York: Facts on File Publications. 1987, .

MecKay, Rogers, Blades & Gosge, The Divorce Book. BEd, Kirk & Susen Johnson, Clakland, CA. New
Harbinger Publications. 1984.

Trafford, Abigail. Crazy Time, Surviving Divpree. New York: Bantam Books. 1982.

Triere, Lynette, with Richard Peacock. Leasning to Leave: A Woman's Gisicle. New York: Warner Books,
1983,

Weitzman, Lenore J. The Divorce Revelution. New York: Free Press. 1986,

Wulfsn_n, Larme H. The New Family Law: Ontario's New Famify Law Act: Toronta: Rendom House. 1987,

The Elderly:

Bumagin, Victeria E. and Hirn, Kathryn F, Aginig is'a Family Affair. New York: Thomag Y. Crowell Co.
16749,

Mace, Nancy L. and Rabins M.D., Peter V. The 36 Hour Day: A Family Guide to Caring for Persons with
_ Alzheimers Disease and Degrmentias. Johns. Hopkins University Pregs. 1981,

Otten, Jane and Shelley. Florance. When Your Paremts Grow Ofd. New York. Funk and Wagnalls. 1976.

Silverstone, Batbara and Hymen, Helen Kandel. You and Your Aging Parents, Toronto. Random House of
Canada Lid. 1382

Skinneh B.F. and Vaughan M.E. Enjoy Oid Age: A Program of Self-Management. Torento, George J. 0
hicleod Led. 1983,

118



NOTES

119



Storage
CAl EA 94F57 ENG
The foreign service handbook. --

43259384

{ speciFy NoO. & COLOR coDE |

ACCC CANADIAN COMPANY LTD.
TORONTO CANADA




