"Guaranteed Availability Pay" (GAP) is a premium paid to those employees who, due to business needs or contracts, may be required to work outside their normal work schedule.  Pay will be only for employee availability, and should not be considered as overtime pay
Policy:
When an employee is required by Management on an ongoing, non-discretionary basis to be available to respond to support requests during time periods outside their normal work hours, a "Guaranteed Availability Pay" (GAP) premium will be paid. 
Monitoring and control of the GAP program is the responsibility of the host country.  
If the employee on GAP cannot perform with these requirements, he/she must immediate notify the Manager to seek an alternate solution.
The GAP benefit is not transferable either partially or entirely.
<Company> encourages Managers to plan their GAP schedules accordingly, as to allow an appropriate balance between the employee’s personal life and business needs.
Eligibility:
To be eligible for this policy, a position/employee must meet ALL of the following:
 
· Guaranteed availability is required on a regular, recurring basis. It is scheduled, approved, and not discretionary. Status is dictated by events that are not possible to predict accurately or pre-schedule. 
· The position is in direct support of a process, operation or service where the skill set is not staffed 100% time. 
· The requirement for support must exist for three months at a minimum. 
· Employee must have the technical knowledge to be able to respond during the required times or escalate them, as appropriately. 
· Guaranteed availability status is documented in a formal written plan and is approved by the local Manager.
· Hours counted for guaranteed availability status must be hours outside of an employee's regular work schedule. 
· Employee/Position is not covered by another standby/call-in policy, e.g., Special Response Service Contract.
· Employees in Executive positions are not eligible for GAP. 
· Employee must be reachable at all times of guaranteed availability scheduled. 
Payment:
Pay will be calculated quarterly, and will be included in the following month’s payroll.  The amount will be reported to the Caja Costarricense de Seguro Social and is subject to all legal deductions.  This amount will have an impact over the calculation of vacation pay, association contribution, termination pay and Christmas bonus.  
	Number of Hours
Per Quarter
	Percentage of Pay

	From 1 to 47
	N/A

	From 48 to 95
	2

	From 96 to 119
	4

	From 120 to 239
	5

	From 240 to 383
	7.5

	From 384 to 599
	10

	600 or more
	15


Procedure:
Each area manager must assign a person responsible for the administration of the GAP Policy and give the approval to those that will work under GAP for a certain period of time. 
Before the beginning of a quarter, the person in charge of GAP will turn in to Human Resources –Payroll a list of people approved for a given quarter.  Calendar:  Q1 (November, December January), Q2 (February, March, April), Q3 (May, June, July), Q4 (August, September, October).  Likewise, he/she must turn in a list of people confirming GAP at the end of the period, no later than the 4th of the following month.
The person in charge of Payroll will process payment and will include it in the payroll of month following that closed quarter, and according to the percentages indicated above.
