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SUBJECT: Conversion Guidelines

1. As you know, after discussions at SMCC in June 2006, the Secretary-General committed
to take immediate action on the consideration for conversion to permanent appointment of staff
members who were eligible to be considered in 1995. Since that time, ST/SGB/2006/9 has been
issued to specify the eligibility, criteria and procedures applicable in the process. I am grateful
for your positive response to OHRM's request that you review the situation of individual staff
members in your department or office to make a preliminary determination regarding eligibility.

2. After broad consultation with representatives of departments and offices responsible for
conducting the review, OHRM has prepared the attached guidelines which I am pleased to
transmit for your immediate action. I would be grateful if you could ensure that the review of
every eligible staff member currently serving in your department or office could be conducted by
1 December 2006 for immediate transmission to OHRM. Please do not hesitate to consult with
OHRM should these guidelines not provide a complete answer to some of the most complex
individual cases.

3. I count on your cooperation and assistance to ensure prompt completion of this exercise.
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Guidelines on consideration for conversion to permanent appointment
of staff members of the Secretariat eligible to be considered in 1995

1. The applicable rules relevant to the consideration for conversion to permanent
appointment of staff members eligible to be considered in 1995 are as follows :

a. ST/SGB/2006/9 sets out the criteria for eligibility for conversion to permanent
appointment, the criteria for granting permanent appointments and the
procedures for making recommendations on permanent appointments.

b. ST/SGB/2005/4 provides for the appointment, composition and functions of the
Senior Review Group.

c. ST/SGB/2002/6 provides for the establishment, composition and functions of the
Central Review Bodies.

Eligibility for consideration

2. The criteria for eligibility for consideration for conversion to permanent appointment are
set out in section 1 of ST/SGB/2006/9. In order to be eligible

a. The staff member must currently be in active service with the UN Secretariat.

b. As of 13 November 1995, the staff member must have completed five years of
continuous service on fixed-term appointments under the 100 series of the Staff
Rules. {Service on appointments under the 200 and 300 series would not count
towards the five year of continuous service as these series of the Staff Rules do
not provide for a permanent appointment.); and

c. As of 13 November 1995, the staff member must have been under the age of
fifty-three years on that date.

3. Staff on posts funded by extrabudgetary resources will be eligible for consideration for
conversion so long as they meet the eligibility criteria in section 1 of ST/SGB/2006/9.

4. With respect to the requirement of five years of continuous service, the following should
be noted:

a. A break in service prior to 13 November 1995 will interrupt the continuity of
service.

b. Breaks in service after 13 November 1995 will not automatically disqualify staff
members from being considered. Their situation will be reviewed taking into
account the specific facts of each case.

c. Special leave with or without pay for any duration will not interrupt the continuity
of service nor render the staff member ineligible for consideration under the
bulletin. However, the period of time during the special leave without pay
exceeding one month will not be counted towards the five years.

d. Staff serving in the Secretariat on 13 November 1995 will be eligible to be
considered even though part of such service under the 100 series was performed
outside the Secretariat for a UN Fund or Programme governed by the 100 series
of the Staff Rules.

Approved by the ASG/OHRM on 30 October 2006
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Criteria for granting permanent appointments

5. The criteria for granting permanent appointments are set out in section 2 of
ST/SGB/2006/9. A permanent appointment may be granted, taking into account all the interests
of the Organization, to eligible staff member who, by their qualifications, performance and
conduct, have fully demonstrated their suitability as international civil servants and have shown
that they meet the high standards of efficiency, competence and integrity established in the
Charter.

6. In determining whether the staff member has met the high standards of efficiency and
competence, the most recent five performance evaluations of the staff member will be reviewed.
When this record shows ratings of "fully successful performance" or "fully meets performance
expectations" or higher, the requirement will be met.

7. In determining whether the staff member has demonstrated suitability as an international
civil servant and has met the high standards of integrity established in the Charter, any
administrative or disciplinary measures taken against the staff member will be taken into account.
The weight that such measures would be given will depend on when the conduct at issue
occurred and its gravity. Information about such measures is contained in the Official Status file
of each staff member. The Administrative Law Unit of OHRM will confirm and provide any recent
updates that may not yet have been reflected in the official status file.

8. Where the current appointment of a staff member is limited to a particular office or
project, the staff member may be granted a permanent appointment similarly limited to the
particular office or project. If the staff member is subsequently recruited under established
procedures for position elsewhere, the limitation will be removed.

9. Staff members who were eligible to be considered for conversion in 1995 and are
currently seconded from the Secretariat to another UN organization or agency will be considered
for conversion to a permanent appointment by the releasing office upon return to service in the
Secretariat. Eligible staff members who are on temporary assignment to an office in the
Secretariat other than their parent office at the time of the consideration for conversion will be
considered by their parent department or office, in consultation with the office where the staff
member currently serves, as appropriate.

Procedures

10. The procedures for making recommendations on permanent appointments are set out in
section 3 of the bulletin. In order to expedite the process, the bulletin provides for a review by the
department or office concerned and the appropriate human resources office, either OHRM or the
local human resources office. The recommendations would need to be made in writing and
supported by a reasoned explanation which indicates the basis on which the qualifications and
performance of the staff members were evaluated. A sample memorandum is attached.

11. If there is a joint recommendation that the staff member be converted to a permanent
appointment, the appropriate human resources office will send both recommendations to the
Assistant Secretary-General for Human Resources Management who will immediately decide on
the conversion. If there is no joint recommendation, the appropriate human resources office will
send both recommendations to the appropriate advisory body listed in section 3.5. The
appropriate human resources office will promptly inform the staff member that the
recommendations in his or her case have been sent either to the Assistant Secretary-General for
Human Resources Management for decision or to the appropriate advisory body.
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12. Regarding the advisory bodies referred to in section 3.5 of the bulletin, the following
should be noted:

a. The Senior Review Group is the body established under ST/SGB/2005/4. It will
review cases of staff members at the D-2 level for whom there was no joint
recommendation.

b. The Central Review Board, the Central Review Committee and the Central
Review Panel are the bodies established under ST/SGB/2002/6. They will review
cases of staff members within their respective competence1 for whom there was
no joint recommendation.

13. The decision by the Assistant Secretary-General for Human Resources Management or
the Secretary-General after receiving advice of one of the advisory bodies mentioned above will
be communicated to the appropriate human resources office which will notify the staff member.
This will be done by providing a copy of the personnel action if the decision is positive. If the
decision is negative, the staff member will be informed by memorandum and will be reminded that
the decision may be appealed within two months from the date of the notification of the decision
in writing.

14. The date of the conversion of the permanent appointment will be 1 September 2006, as
indicated in section 4 of ST/SGB/2006/9, except for Secretariat staff on secondment to another
UN organization or agency who would be considered on return to the Secretariat.

1 The Central Review Board advises on staff at the P-5 and D-1 levels in the Secretariat. The Central
Review Committee advises on staff in the Professional category up to the P-4 level in the Secretariat. The
Central Review Panel advises on staff in the General Service and related categories in the Secretariat to
posts at the G-5, TC-4 and S-3 levels and above.
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United Nations ST/SGB/2006/9

Secretariat
24 August 2006

Secretary-General's bulletin

Consideration for conversion to permanent appointment of staff
members eligible to be considered in 1995

The Secretary-General, acting on the commitment given in June 2006 to the
Staff-Management Coordination Committee at its twenty-seventh session to take
immediate action on the consideration for conversion to permanent appointment of
staff members who were eligible to be considered in 1995, promulgates the
following:

Section 1
Eligibility

The staff members who will be eligible for consideration for conversion to
permanent appointment under the present bulletin are staff members currently in
active service who were eligible to be considered when the granting of permanent
appointments was suspended by Secretary-General's bulletin ST/SGB/280. In order
to be eligible, a staff member must, as at 13 November 1995, have completed five
years of continuous service on fixed-term appointments under the 100 series of the
Staff Rules and have been under the age of 53 years on that date.

Section 2
Criteria for granting permanent appointments

In accordance with staff rules 104.12 (b) (iii) and 104.13, a permanent
appointment may be granted, taking into account all the interests of the
Organization, to eligible staff members who, by their qualifications, performance
and conduct, have fully demonstrated their suitability as international civil servants
and have shown that they meet the high standards of efficiency, competence and
integrity established in the Charter.

Section 3
Procedure for making recommendations on permanent appointments

3.1 Every eligible staff member shall be reviewed by the department or office
where he or she currently serves to ascertain whether the criteria specified in
section 2 above are met. Recommendations regarding whether to grant a permanent
appointment shall be submitted to the Assistant Secretary-General for Human
Resources Management.
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ST/SGB/2006/9

3.2 A similar review shall also be conducted by the Office of Human Resources
Management or the local human resources office.

3.3 In order to facilitate the process of conversion to permanent appointment under
the present bulletin, recommendations to grant a permanent appointment which have
the joint support of the department or office concerned and of the Office of Human
Resources Management or local human resources office shall be submitted for
approval and decision to the Assistant Secretary-General for Human Resources
Management.

3.4 In the absence of joint support for conversion to permanent appointment, the
matter shall be submitted for review to the appropriate advisory body designated
under section 3.5 below. The purpose of the review shall be to determine whether
the staff member concerned has fully met the criteria set out in section 2 of the
present bulletin. The advisory body may recommend conversion to permanent
appointment or continuation on a fixed-term appointment.

3.5 For the purpose of this section, the appropriate advisory body shall be:

(a) For staff at the D-2 level, the Senior Review Group;

(b) For staff at the P-5 and D-l levels administered by offices located in
New York, Geneva, Vienna and Nairobi, the advisory body shall be the Central
Review Board established at the location. Staff members serving at other locations
shall normally be considered by the Central Review Board in New York but may be
referred to another Board in order to expedite the process;

(c) For staff at the P-2 to P-4 levels administered by offices located in New
York, Geneva, Vienna, Nairobi, Addis Ababa, Bangkok, Beirut and Santiago, the
advisory body shall be the Central Review Committee established at the location.
The Central Review Committee in New York shall also consider eligible staff in the
Field Service category;

(d) For staff in the General Service and related categories administered by
offices located in New York, Geneva, Vienna, Nairobi, Addis Ababa, Bangkok,
Beirut and Santiago, the advisory body shall be the Central Review Panel
established at the location.

3.6 The recommendations of the advisory body shall be submitted to the
Secretary-General for decision in respect of staff at the D-2 level. Recommendations
in respect of all other staff members shall be submitted for decision to the Assistant
Secretary-General for Human Resources Management.

Section 4
Entry into force

The present bulletin shall enter into force on 1 September 2006.

(Signed) Kofi A. Annan
Secretary-General
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United Nations ST/SGB/2005/4

Secretariat
28 February 2005

Secretary-General's bulletin

Senior Review Group

The Secretary-General, for the purpose of defining the terms of reference of
the Senior Review Group, promulgates the following:

Section 1
Senior Review Group

The Senior Review Group is a standing advisory body constituted to make
recommendations to the Secretary-General on appointment and promotion to posts
at the D-2 level.

Section 2
Composition

2.1 The Senior Review Group shall consist of one chairperson, five members and
one secretary.

2.2 Appointments to the Senior Review Group shall be made by the Secretary-
General.

Section 3
Procedures

3.1 Vacancy announcements shall be circulated for all vacancies at the D-2 level,
except for vacant posts in the Executive Office of the Secretary-General and for
special envoys.

3.2 The Senior Review Group shall develop its own procedures, which shall be
published.

Section 4
Final provisions

4.1 The present bulletin shall enter into force on 1 March 2005.

4.2 Secretary-General's bulletin ST/SGB/2001/9 is hereby abolished.

(Signed) Kofi A. Annan
Secretary-General
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United Nations /SGB/2002/6

Secretariat
23 April 2002

Secretary-General's bulletin

Central review bodies

The Secretary-General, for the purposes of implementing staff rule 104.14 on
central review bodies, promulgates the following:

Section 1
Establishment

1.1 Central Review Boards are established in New York, Geneva, Vienna and
Nairobi to advise on the appointment and promotion of staff to the P-5 and D-l
levels in the Secretariat. Vacancies arising at other duty stations shall normally be
considered by the Central Review Board in New York. When circumstances so
warrant, the Secretary-General may decide that vacancies that would normally be
considered by a Central Review Board at one duty station may be considered by a
Board established at another duty station. Additional duty stations where a Central
Review Board may be established shall be designated in the light of experience,
local needs and capacity.

1.2 Central Review Committees are established in New York, Geneva, Vienna,
Nairobi, Addis Ababa, Bangkok, Beirut and Santiago to advise on the appointment
and promotion of staff in the Professional category up to the P-4 level in the
Secretariat.

1.3 Central Review Panels are established in New York, Geneva, Vienna, Nairobi,
Addis Ababa, Bangkok, Beirut and Santiago to advise on the appointment and
promotion of staff in the General Service and related categories in the Secretariat to
posts at the G-5, TC-4 and S-3 levels and above.

1.4 Subsidiary panels may be established as needed, for instance in respect of
promotion of staff in the Field Service category.

1.5 Heads of departments/offices who have been delegated authority to appoint
and promote staff for service limited to the entity concerned may establish a special
joint body to advise them in the exercise of their authority. The composition and
functions of such a body shall, to the greatest possible extent, be governed by the
provisions contained in sections 2 to 5 of the present bulletin. Alternatively, heads
of departments/offices who have been delegated authority to appoint and promote
staff for service limited to the entity concerned may opt for the full application of
the new system for upcoming vacancies, in which case the appointment of the
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ST/SGB/2002/6

individual selected as a result would not, or would no longer be, limited to service
with the entity concerned. Should the head of department/office exercise this option,
the case would be considered by a Secretariat central review body established under
sections 1.1 to 1.3 above, and would be referred to the Secretary-General for
decision if that body found that the evaluation criteria had not been properly applied
and/or that the applicable procedures had not been followed, in accordance with
section 5.6 below.

Section 2
Composition of the Central Review Boards

2.1 The Central Review Boards established under section 1.1 shall be composed of
staff members at the D-l level and above, and shall consist of:

(a) Three members and seven alternates in New York and three members and
at least three alternates at other designated duty stations, selected by the Secretary-
General;

(b) Three members and seven alternates in New York and three members and
at least three alternates at other designated duty stations, selected by the staff
representative body at the duty station concerned;

(c) One additional member selected jointly by the members selected by the
Secretary-General and the members selected by the staff, who shall serve as
chairperson of the Board.

In selecting members and alternates, every effort shall be made to ensure a balanced
representation with respect to geography, gender and parent departments/offices.

2.2 The staff representative body at the duty station concerned shall be requested
in writing to select members and alternates under section 2.1 (b). Should no final
selection be made within two months of the written request, or should the members
and alternates selected by the staff collectively not participate, the Central Review
Board concerned may nevertheless be constituted and discharge its functions when
four members or alternates are present.

2.3 Each Central Review Board shall establish its rules of procedure.

2.4 Members and alternates listed in section 2.1 shall be appointed for a period of
two years and may serve for a maximum of four years.

2.5 The Assistant Secretary-General for Human Resources Management or an
authorized representative shall serve as an ex officio non-voting member of the
Central Review Board in New York. A representative of the local personnel office
designated by the head of the office shall serve as an ex officio non-voting member
of Central Review Boards established at other duty stations.

2.6 A representative of the Office of the Special Adviser on Gender Issues and
Advancement of Women shall attend the meetings of the Central Review Board in
New York in an advisory capacity. A departmental focal point for women shall
attend meetings of the Central Review Boards established at other duty stations in
the same capacity.
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Section 3
Composition of the Central Review Committees

3.1 The Central Review Committees established under section 1.2 shall be
composed of staff members at the P-4 level and above, and shall consist of:

(a) Three members and at least three alternates, selected by the Secretary-
General;

(b) Three members and the same number of alternates as those selected by
the Secretary-General under section 3.1 (a), to be selected by the staff representative
body at the duty station concerned;

(c) One additional member selected jointly by the members selected by the
Secretary-General and the members selected by the staff, who shall serve as
chairperson of the Committee.

In selecting members and alternates, every effort shall be made to ensure a balanced
representation with respect to geography, gender and parent departments/offices.

3.2 The staff representative body at the duty station concerned shall be requested
in writing by the Assistant Secretary-General for Human Resources Management in
the case of the Central Review Committee in New York and by the head of the
office concerned in the case of the Central Review Committees at other duty stations
to select members and alternates under section 3.1 (b). Should no final selection be
made within two months of the written request, or should the members and
alternates selected by the staff collectively not participate, the Central Review
Committee concerned may nevertheless be constituted and discharge its functions
when four members or alternates are present.

3.3 Each Central Review Committee shall establish its rules of procedure.

3.4 Members and alternates listed in section 3.1 shall be appointed for a period of
two years and may serve for a maximum of four years.

3.5 In the case of the Central Review Committee in New York, a representative of
the Office of Human Resources Management shall serve as an ex officio non-voting
member of the Committee in New York. A representative of the local personnel
office designated by the head of the office shall serve as an ex officio non-voting
member of the Central Review Committees established at other duty stations.

3.6 A representative of the Office of the Special Adviser on Gender Issues and
Advancement of Women shall attend meetings of the Central Review Committee in
New York in an advisory capacity. A departmental focal point for women shall
attend meetings of the Central Review Committees established at other duty stations
in the same capacity.

Section 4
Composition of the Central Review Panels

The provisions of section 3 governing the composition of Central Review
Committees shall also apply to the composition of Central Review Panels
established under section 1.3, except that Central Review Panels shall be composed
of staff members in the Professional category and staff members in the General
Service and related categories whose rank is not below that of the level of the post
to which appointment or promotion is contemplated.
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Section 5
Functions of the central review bodies

Selection of staff

5.1 The central review bodies shall consider criteria proposed by the
department/office for the evaluation of candidates to ensure that these criteria are
objective and related to the functions of the post and that they reflect the relevant
competencies. Pre-approval of the evaluation criteria by a central review body is
required before the evaluation of the candidates may begin. Once evaluation criteria
have been approved by a central review body, they may be used in evaluating
candidates for future vacancies with similar functions at the same level.

5.2 The central review bodies shall review the proposal for filling a vacancy made
by the department/office concerned to ensure that candidates were evaluated on the
basis of the pre-approved evaluation criteria and that the applicable procedures were
followed.

5.3 In so doing, the central review bodies shall consider whether:

(a) The proposal made by the department/office is reasoned and objectively
justifiable based on the pre-approved evaluation criteria and is accompanied by a
certification that, in making the proposal, the head of department/office has taken
into account the Organization's human resources planning objectives, especially
with regard to geography and gender balance; and

(b) The record indicates the existence of a mistake of fact, a mistake of law
or procedure, prejudice or improper motive that could have prevented a full and fair
consideration of the requisite qualifications and experience of the candidates.

5.4 When the central review body has found that the evaluation criteria were
properly applied and that the applicable procedures were followed, it shall so inform
the head of department/office concerned and recommend that the head of
department/office approve the proposed candidate(s) for selection or placement on a
roster.

5.5 When the central review body has questions or doubts regarding the proper
application of the evaluation criteria and/or the applicable procedures, it shall
request the necessary information from the head of department/office, the
programme manager or the ex officio member representing the Office of Human
Resources Management or the local personnel office, as appropriate. If the questions
are answered and the doubts are resolved to the satisfaction of the central review
body, that body shall proceed as provided in section 5.4.

5.6 When, after obtaining additional information, the central review body has
found that the evaluation criteria were improperly applied and/or that the applicable
procedures were not followed, it shall transmit its findings and recommendation to
the official having authority to make the decision on behalf of the Secretary-
General, as follows:

(a) The Under-Secretary-General for Management for posts at the P-5 and
D-l levels;

(b) The Assistant Secretary-General for Human Resources Management for
all other posts.
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Review

5.7 Central Review Committees shall review for conversion to permanent
appointment staff members previously recruited into the Professional category under
staff rule 104.15 once these staff members have completed a period of probationary
service, which shall normally be two years. The purpose of the review shall be to
ensure that the staff members concerned have fully demonstrated their suitability as
international civil servants and have shown that they meet the high standards of
efficiency, competence and integrity established in the Charter of the United
Nations. If a Committee is not satisfied that a staff member on a probationary
appointment meets these requirements, it may recommend extension of the
probationary period for one additional year or separation from service.

5.8 In accordance with staff rule 104.13 (b), recommendations for conversion to
permanent appointment on which there is agreement between the Office of Human
Resources Management and the department/office concerned need only be reported
to the Central Review Committee before submission to the Secretary-General.

5.9 Central review bodies shall review proposals for the termination of permanent
appointments for unsatisfactory service under staff regulation 9.1 (a) and advise the
Secretary-General as to whether the conditions for such termination are met.

Section 6
Transitional measure

In accordance with staff rule 104.14 (h) (i) (c), staff in the General Service and
related categories are appointed at the entry level or promoted within their category
after having successfully passed an entrance test or examination without review by a
central review body. To facilitate the transition to this system at duty stations where
there is no comprehensive system of tests and examinations already in place,
appointments and promotions up to the G-4 level may be considered by a Central
Review Panel unt i l 1 May 2003, by which time a system of tests and examinations
shall be put into place.

Section 7
Final provisions

7.1 The present bulletin shall enter into force on 1 May 2002.

7.2 The provisions of the present bulletin shall prevail over any inconsistent
provisions contained in other administrative issuances currently in force.

(Signed) Kofi A. Annan
Secretary-General




