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ASSISTANCE M..'~;*-1: :»m4 RWANDA , MISSION POUF4 1 - M1 RWM~I1A

/

From: Col K M mu \ /
D608 (Sp) ,1 -./
HQ UNAMIR 4;; Em 11109

T0: List A, B and D

File Reference: 4000-llLOG—8

‘1"'!':it.s:: I} Mar 95 _

;*§ubj:,:::: V U-NAMIR - IETERIM MILITARY LEAVE POLICY

Reference:

A. UN Field Adminis'.r4ti0ii-Manual- _
B- Guidelines for Gov'cri1.mrr:ts ."on!ributing Military Personnel to VUNAMTR

1. The UN authority for military leave is Reference A. This letter translates that
authority into the current practice applicable for all military members of UNAMIR- ‘the
details oi" this practice have been passed to HQ United Nations for confirmation, but come
into effect within UNAMIR n."-v-r in advance of expected approval-

2 A roval of leave is subject to the prevailing operational conditions. The- PP
€ff::CliV'-"‘ strength of a unit for all reasons including leave must not fall below 75% .

o be tahen either in the last month of UN service or atter the3- UN Leave cami i
1“-$51 tion of UN 1;-:1 vi-:c, hcwe-xer MI]--OBS can, in their ¿nal month, take up to 1! -"la ,5

oi 8{z‘~'ll.\Àl leave and compensatory time 0ff(CTO), if it is accrued and available, in order
to organise their departure from the IIllSSl0I] area-

4. Sick Leave will not be counted against the UN leave entitlement- If sick leave is
claimed while the individual is on duty leave or CTO, then under current UNAMIR
practice no payment will be made for such sick leave unless a medical certificate is
produced to substantiate each day of such sick leave-

C assionate leave will be counted against leave entitlement- In cases where no5. ,oinp
balance of leave days reinain and 'eoii;g.;.i_s.;£oiiate leave is required, special requests are to
be submitted as special cases to the CMPO for the Force Commander's consideration.

6- Travelling time shall count against leave entitlement, but Sundays or U NAMFR
holidays that fall during a leave period will not count against the entitlement- The dates
of UNAMIR holidays for 1994 and 1995 are at Annex A.
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7. For the purposes of leave t.. two separate cat:-go-..;.~. A->2. ilililiiilj
different levels of leave entitlement?

a. Contingents and Staff.

b- Military Observers-

QONTINGENTS AND STAFF

8- Contin ents and Staff are entitled to up to I5 days leave in every 6 months period8
of a tour, accrued at a rate of 2-5 days for each calendar month- lt can be taken after two
months service and after completing that two months it can be taken in advance- After the
completion of two months ‘service, of a six month tour, up to 15 days leave may be taken.

9- C anderslbranch heads are authorised to organize recreation trips for theiromm
contingents/staff who have completed 36 days service- After 36 days this R&R can be
taken each month when Commanders/branch heads believe that R&R is necessary to

' ' ' ' ' ' usuall t beimprove the continued effectiveness of their area of responsibility. lt is y o
taken within or adjacent to theginission area and should not exceed 3 working days. ln
each six month period Commandeislbranch heads may authorise one of these three day
periods of R&R to be added to leave-

10. Leave Allowance, $10-50, is payable daily for up to seven days leave for that leave
taken after completing 3 months service of each 6 month tour of duty. It is paid through
Unit Finance!Personnel Of¿ceas, who must forward their requirements to the CMPO one
month in advance and certify that these individuals are expected to serve for the full six
months-

l l- The UN Daily Allowance of $1.28 is not paid if leave is taken outside the mission
area.

MILITARY OBSERVER§

12- The rules governing the application of leave and CTO for MILOBS are:

The FC/CMO shall establish the hours of work and official holidays- Leave2. i .

titlen ;nt is l 5 days per month giving a total of 18 days for a one year tour.CH ii _

Leave may be accrued, up to a maximum of 12 days, on the understanding that it
ti in lieu of leave notis to be taken as actual leave without any cash compensa on

used. /1 .ter completing the first 4 months tour of duty, a MILOB may be granted
leave in advance-

b. At the discretion of CMO MILOBS required for duty for 7 days a week,
including Sundays and official mission holidays, may be granted up to 6 days

f hCTO, with mission subsistence allowance (MSA), for each month o suc
continuous service (i.e- after 30 days of service). If CTO is taken outside the

' i nt of MSA if anMission area, the MSA is reduced, and there is no payme
individual is in his home country.

2



CTO is granted only to MILOBS, not to coriringents/staft', to provide them
C .et ucntliii opportunities for rest after a specially ar<?‘:..\ 4;-zell of duty. -ons ~; *~ y,

:»;-ich time—off shall normally be taken as soon as ;,;£.~f>SiblC after conipletiun of the
continuous period of service- CTO cannot be accrued and if not taken during or
immediately following the month in which it is earned, it will be forfeited- Not
more than 6 days can be taken in any one month.

(‘TO ' a rivilege and can only be taken when the exigencies of the serviced. , is p
ll times to the discretion of the CMO, who shallso permit- It is subject at a

establish appropriate procedures for the advance approval of the observers’ time—
off, its place, duration, etc-

e- Leave and CTO with per diem must be taken within the regular tour of duty.
The tour of duty shall not be extended in order to facilitate taking such leave or
time off- MILOBS may, however, be granted up to 12 days of accrued leave and
CTO, with retained MSA, in the last month of their tour of duty in order to
complete all arrangements, including travel and baggage formalities, prior to
departure from the mission area-

f- In exceptional circumstances special leave of absence, without MSA, may
be granted- Any request for such leave should be forwarded with the
recommendation of the CMO to the l~orce Commander for decision.

PR(KZE_DURE FOR APPLYT-HG FQIQ LEAYELCTQ

13- Heads of Branches and Cells at UNAMIR HQ, CMO and Sector Commanders are
' ' ' htl forecastresponsible for planning and approvmg leave for their persormel. A fortnig y

of leave should be submitted to the CMPO for monitoring purposes- All personnel
'ntending to go on leave/CTO will complete an application form and forward it through

l
I
the chain of command to the approving of¿cer- Application will be approved as fol ows:

a- CMO will approve up to I8 days of continuous leave/(TFO for UNMO
Sector Commanders and Heads of Branches at MLLOB HQ-

b- Sector Commanders and Heads of Branches at MILOB HQ will approve for
UNMOs under them up to I8 days continuous leave/CTO-

c Heads of Branches/Contingent Commanders will approve up to I5 days of
continuous leave for their contingents/staff.

d- DFC will approve any periods of leave/CTO over I8 days for MILOBS or
U uaif.) -o.iti;igent.s/staf;

e. FC will approve all leave/CTO for DFC, CMO, Head of Branches and
Sector Commanders.

and co lcted movement orders whenl4. Leave applications, Leave passes mp ,
proceeding outside UNAMIR area of operations, are required for all leave periods. These
can be obtained from CMPO. _,
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OFFICIAL UNAMIR HOLIDAYS

1- The UN a proves 9 holidays per annum and those give

A NNEX A

n below are those designatedP
as UNAMIR holidays in RWANDA- Ifone of these holidays falls on a non—working day,

' ' f¿cial holiday in lieu-the following working day shall be observed as an o

1994 I 995

New Years Day

EidlBayram NA 02 Mar 95

Women’s Day NA O8 Mar 95

Easter Monday 04 Apr 94 17 Apr 95

Labour my 02 May 94 01 May 959'

01 -Ian 94 Observed on O2 Jan 95

Bid-al-Adha May 94 9/10 May 95 - To be confirmed
depending on siting of moon at Eid al Fitr)

Independence Day 01 Jul 94 01 Jul 95

UN Day 26 Oct 94 24 Oct 95

Christmas 23 Dec 94 25 Dec 95

Q
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CHAPTER l.

CEKEEPING OPERATIONS- ORGANIZATION AND MANAGEMENT; FUNCTIONALPEA _ .
RESPONSIBILITIES

I PEACEKEEPING: TYPES OF’ OPERATION

1.0 The Charter of the United Nations has as its primary aim
"the maintenance of international peace and security".
Peacekeeping, though a word not used in the Charter, has evolved
over the years as an important instrument for implementing that
declared purpose. Since the creation of the Organization and
particularly in the years since [1985] the United Nations has
established a large number of peacekeeping operations, which can be
defined as operations involving military personnel, but without
enforcement powers, undertaken to help maintain or restore
international peace and security in areas of conflict. Each
operation is established with its own mandate — normally defined
by the Security Council — which is the sole authority under which
it can operate.

1-1 Although in recent years new forms of peacekeeping
' ll be ondoperation have been developed with functions extending we y

peacekeeping as it is usually understood, most such operations have
traditionally been either peacekeeping forces, observer forces or
observer missions, as described below.

1.2 A peacekeeping force consists normally of infantry units
dewith the necessary logistic support elements. Its troops are ma

available by Member States as contingents. They are provided with
light defensive weapons but are not authorized to use force except
in self—defence. The contingents normally arrive in the area of
operation with a full complement of weapons, ammunition and
equipment, and provisions to sustain them for thirty days. Apart
from a small United Nations allowance they are paid solely by their
national governments, which are reimbursed by the United Nations at
fixed rates laid down in the Aide Memoire to Troop Contributing
Countries. Once the force is established all the operational
requirements of the contingents are supplied by the United Nations.

1.3 All other things being equal, an observer force basically
differs from a peacekeeping force only in its nomenclature and in
its mandate. In the case of the United Nations Disengagement
Observer Force (UNDOF), its main-function is to supervise the area
of separation to make sure that there are no military forces within

h’ ' carried out by means of static positions andit. T is is
observation posts and by foot and mobile patrols.

§:“'““ “'2 “:2 . i§#f_ ~"_' .::_':.""~" ~ » 3 -i -. .
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1.4 ' In an observer mission the military personnel required
are provided by Member States on an individual voluntary basis.
Military observers are normally unarmed and in principle their
functions are to observe and report; they may also be called upon
to investigate incidents. In contrast to the personnel of

' military observers assigned to apeacekeeping and observer forces,
mission are entitled to a mission subsistence allowance designed to
cover board and lodging expenses, plus incidentals. For further
details see Chapter 7 of the Manual, the "Notes for the Guidance of
Military Observers on Appointment" issued by OFOESA (the former
Office for Field Operational and External Support Activities) and
the "General Information for UNMOs" issued by UNTSO and UNMOGIP-

1.5 Although the above types of operation may sometimes
b ted :overlap, the main differences between them should e no

i. In a peacekeeping force and in an observer force the
'lita personnel are armed and have the ability tomi ry

defend themselves if attacked. In an observer
mission they are normally unarmed.

ii- Peacekeeping and observer forces are staffed
an observermilitarily by contingents whereas

mission is staffed militarily by individuals on a
voluntary basis.

iii. While all of the above types of mission are normally
headed by an officer of the rank of general, his
title is Force Commander in the case of peacekeeping
and observer forces, and Chief of Staff or Chief
Military Observer in the case of observer missions.

1-6 Other peacekeeping missions may not readily fit the above
classification, but be primarily concerned with non—military tasks

' ' f elections. Every mission includessuch as the supervision o
civilian personnel whose job is to carry out essential political or
administrative functions.

I I ‘LEGISLATION

1.0 General

1 1 All the articles referred to in this section are Articles
of the United Nations Charter.
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2.0 Security Council _

2.1 United Nations peacekeeping and observer operations are. . . h. hbl' hed or authorized by the Security Council, w icnormally esta is
entrusts directly with the Secretary—General responsibility for
putting them in place and for their operational conduct and
management .

2.2 It is the Security Council that has the primary
responsibility under the Charter for the maintenance of
international peace and security (Article 24). To that end the
Council is empowered to determine the existence of any threat to or
breach of the peace or act of aggression, and can take corrective
measures which may or may not involve the use of armed force
(Articles 39-42).

3.0 General Assembly p

3.1 Under the Charter the powers of initiative of the General. . . . .1 .Assembly in peacekeeping are limited- While the Security Counci is
exercising, in respect of any dispute or situation, the functions
assigned to it under the provisions of the Charter, the Assembly
may not make any recommendations relating to that dispute or
situation unless the Security Council requests it to do so. Subject
to the Council's consent, the Secretary—General shall notify the
Assembly at each of its sessions of any matters relative to the
maintenance of international peace and security which are being
dealt with by the Security Council, and shall similarly notify it
immediately the Council ceases to deal with such matters (Article
12).

3-2 Subject to the provisions of Article 12, the General
Assembly may recommend measures for the peaceful adjustment of any
situation which it deems likely to impair the general welfare or
friendl relations among nations, including situations resulting

' ' ' 1 14).
Y

from a violation of the provisions of the Charter (Artic e

3-3 The General Assembly also approves the United Nations. . . . fbudget, including all costs borne by the Organization arising rom
peacekeeping or observer operations.

4-0 Historical evolution of peacekeeping

4.1 Quite early in the history of the United Nations
circumstances arose in which the Security Council was deadlocked in
its efforts to find a formula for settling an international dispute
because of lack of unanimity of its permanent members. In the light
of such a situation the General Assembly in 1950 adopted a
resolution which, in default of the provisions of Article 12 of the

action it deemedCharter, permitted the Assembly to take whatever
' t re international peace. However,necessary'to maintain or res o

1
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ince the Assembly lacked the authority granted to the Security
th

s I
Council under Article 24 of the Charter, it could not impose on e
host country the presence of a peacekeeping force, nor accord it
powers of enforcement. Instead it had to depend upon the consent of
the host country that a peacekeeping presence on its territory
would be acceptable in the role of a third party, without powers of

t This was to become the pattern which the Securityenforcemen .
Council adopted for peacekeeping commitments thereafter.

4.2 In fact peacekeeping, undefined in the Charter, evolved
as a technique for controlling dangerous regional conflicts at a
time when relations between the major powers were not such as to
permit the Security Council to function fully in the way the
Charter had envisaged. It falls somewhere between the Charter
provisions on conciliation (Chapter VI) and those for enforcement
action (Chapter VII) and in effect bridges the gap between those
two concepts. Peacekeeping operations are essentially holding
actions, designed to halt or contain fighting in a conflict while
concerted efforts are made to bring the warring parties to the

t' tin. table or otherwise provide the time and create thenego la‘ g
climate necessary to bring about a peaceful settlement.

III STAFFING

1-0 Military personnel

1.1 Article 43 of the Charter lays down the commitment
expected of Member States in respect of contributions from their
armed forces and police for the maintenance of international peace
and security. Although the formal agreements foreseen in that
article were never concluded, a number of states have earmarked and
made available contingents for peacekeeping forces and individual
military observers for observer missions.

1.2 United Nations practice is to canvas Member States for
contingents of military personnel as and when requirements exist
for a peacekeeping operation. Once such an operation is approved,
every effort is made by the Secretariat to recruit the numbers
required, by raising contingents and/or detachments, and/or
individual military observers as required, from Member States on
the basis of the broadest possible geographical representation.

2.0 Head of Mission

2.1 The commander of an operation, or Head of Mission,
normally is appointed by, is responsible to, and reports to the
Secretary-General. Regardless of the type of operation he normally
holds the military rank of general (see paragraph 1-5 iii. of
section I above) but is also appointed Assistant Secretary-General

' ' ice with(ASG) of the United Nations for the duration of his serv _
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h 'ssion On occasion the Head of Mission has been a Special
d

t e mi . _
Representative of the Secretary-General having under him the Hea
f Mission and the Chief of Civilian Operations working ando

directing their operations independently of each other.

2.2 In other operations a Special Representative of the
' ' l ntSecretary—General may be appointed responsible for the sett eme

of day—to—day disputes and easing of tensions in the political and
economic fields. In these cases he enjoys equal status with the
Head of Mission and the pattern is a joint military/civilian
direction of the operation, with complete interrelation at all
levels in the command and staff structures- However at the top the
Head of Mission and the Special Representative retain their

ective rights of direct access to the Secretary—General onresp
matters relative to their own particular responsibilities.

2.3 In view of the often intricate political aspects of any
United Nations peacekeeping operation the Head of Mission is
normally assisted by a Senior Political Adviser (civilian), who

ll authority of the Head of Mission hasunder the overa
' ' ' ' ' h ubstantive and political functionsresponsibilities concerning t e s

of the mission.

3.0 Principle of consent and co—operation

3.1 As noted in section II above, host government consent
though not an automatic or binding prerogative under the Charter —
has become a prerequisite to the establishment of a United Nations
peacekeeping operation in any sovereign territory. Until the host
country has indicated its willingness to accept the operation and
its composition (i-e. its commander, his/her senior staff officers
and the military contingents under them) it cannot be mounted.
Likewise the consent of all other parties directly involved in the
dispute is also usually required. For their part, the parties are
expected to co—operate with the operation.

IV FINANCING

The methods of financing United Nations peacekeeping
h

1-0 ,
operations may vary depending on the type of operation and on t e
decisions taken by the Security Council in respect of each one.
However, the common denominator is that, with the exception of
UNFICYP (which is financed through voluntary contributions), the
budgets of peacekeeping operations must be approved by the General
Assembly, taking into account the advice of the Advisory Committee
on Administrative and Budgetary Questions (ACABQ) and of the
Assembly's Fifth Committee.
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1.1 At the moment the following methods are in use:

From the regular United Nations budget. Some
examples are UNTSO and UNMOGIP, whose

' l costs are included in that budget.operationa
However it could be said that such missions are
also partly financed by voluntary contributions
since the military observers, apart from the

h Uniteddaily subsistence allowanpe paid by t e
Nations are provided at no cost to the
Organization by the countries contributing
them.

i.

ii. From assessed contributions in accordance with
a formula determined by the General Assembly.
This system of financing is applied to a large

f h' hnumber of current operations, one o w ic
(UNIIMOG) is also partially financed by
voluntary contributions -— see iii. below).

From voluntary contributions. The main example
is UNFICYP: in line with Security Council
resolution 186 (1964), the United Nations must
rely entirely on voluntary contributions to
finance its share of the cost of that
operation.

iii.

V CIVILIAN SUPPORT FUNCTIONS

1.0 Sources of mission staff

Q0} 1-1 Attached to the United Nations forces or missions in the
field is a civilian administrative and substantive support staff.
This staff is drawn from all categories of United Nations staff,
i.e- Professional staff, General Service staff and Field Service
officers. In the case of the former two categories they are

' ' Headquarters, althoughnormally seconded from United Nations
required personnel may be obtained from any other United Nations

' fficers (see Chapter 5 below) are drawnoffice. The Field Service o
from the Field Operations Division (FOD). Under normal

' ' ther field missioncircumstances they are already serving with ano
"t to any new mission which may beand must be reassigned from i

established.

~

»
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1.2 In the event of shortfalls in the staff requirements for
a particular mission the Organization may resort to recruitment of
qualified mission staff on an international basis. In this case
the terms and conditions are those of a Field Service officer, but
the appointment is for the specific mission only: this type of
appointment does not carry any expectation of continued employment
after the cessation of the mission. General Service staff assigned
from United Nations Headquarters are normally converted to Field
Service level (FSL) status for the duration of their assignment
with a mission but revert to their original status when it ends.

d' ' n to the above—mentioned staff the civilian1-3 In ad itio
ort staff of a force or mission is augmented to the extent

' d
supp

- possible by locally-recruited personnel up to the authorize
manning table. This staff usually comprises artisans, clerical

' ' dpersonnel, cooks, waiters, drivers, cleaners, watchmen an
- tll as a number of interpreters proficient inlabourers, etc-, as we

at least one of the official United Nations languages and in the
' ' ' ll —language of the host country. In common with the internationa y

recruited staff members, the locally-recruited staff are normally
em loyed under the 100 series of the United Nations Staff Rules,P
and on occasions under the 300 series.

2.0 Chief Administrative Officer

2.1 A Chief Administrative Officer (CAO) is normally
dappointed by and is responsible to the FOD at Headquarters, an

acts as its representative at the force or mission headquarters.
Under the overall authority of the Head of Mission, on behalf of
the FOD the CAO is responsible for all administrative functions and
for providing the requisite administrative support for carrying out
the substantive work of the mission efficiently and economically.
The CAO acts as the principal adviser to the Head of Mission on all
matters relating to the civilian administration of the mission,
he/she plans and forecasts the mission's personnel and financial
requirements, provides overall management and exercises budgetary
control.

r

2.2 ¢The CAO is responsible for the preparation and timely
submission of the budget estimates for the mission as and when

' d and for the reconciliation of the financial andrequire ,
substantive requirements of the mission.

2.3 Th CAO maintains direct communication with the POD one
all administrative and financial matters and normally submits an
Administrative Report weekly (for details, see Chapter 17, section
II).

1
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3.0 Section chiefs "

3 1 Subordinate to the CAO are the section chiefs and staff
' ion- In somethat make up the civilian administration of the miss

missions the CAO is assisted by a senior administrative officer
handling the routine functions of his/her office and performing
such tasks as may fall outside the terms of reference of the
respective section chiefs. In missions where outstations are
established, each of these, depending on its size and importance,

dm' ' tered by an administrative officer or administrativemay be a inis
assistant, acting for and directly responsible to the CAO.

Th ection chiefs may comprise the following, although3-2 e s
their scope, responsibilities and terms of reference may vary from
mission to mission depending on its nature and size.

i. Chief Finance Officer (CFOL. Under the general
supervision of the CAO the CFO is responsible for
exercising the delegated authority from the
Controller for:

a. approving mission payments and maintaining the
mission accounts;

b. exercising overall supervision of the work of
the staff of the finance section;

c. coordinating and supervising the preparation
and production of budget estimates and
programme budgets for the mission; and

d. ensuring full implementation of and compliance
with all existing United Nations financial

' ' t'ons and~ rules and regulations, and instruc i
procedures laid down in the United Nations
Finance Manual.

ii. Chief Procurement Officer (CPOL. The CPO is the
tion and is responsible. head of the procurement sec

to the CAO for all matters relating to procurement
and supply policy. .

The CPO directs the activities of the
urement section and is responsible forproc

compliance with the United Financial Rules and
tRegulations-in relation to procuremen

' ' ' of the mission and for complianceactivities
with the rules and procedures laid down in the
United Nations Procurement Manual.

El.

. ,___r.
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b. In a peacekeeping or observer force the CPO
shall cooperate with the Chief Logistics
Officer (CLO) in reconciling the force
requirements for petrol, oil and lubricants
(P-O.L.), rations, engineer stores, defence
stores, etc., and from time to time review
scales of issue to ensure that demand does not
exceed budgetary provisions.

The CPO shall coordinate with the CFO and CLO
to ensure timely and detailed budget
preparation.

C.

iii. Chief Transport Officer (CTOL. Under the overall
f theauthority of the CAO the CTO is responsible or

setting up, organization and management of the
t'on in such amission headquarters transport sec i

manner as to achieve at all times the highest
standard of vehicular services essential for the
mission. The CTO is responsible for;

a- maintenance and repair of all commercial
pattern vehicles (CPVs) assigned to the
mission;

b- assessing and establishing the administrative
and operational requirements of the mission
fleet of CPVs;

c. planning, on the basis of the projected size of
‘ ' 'onthe fleet, the requirements of the missi

headquarters transport section for
internationally- and locally-recruited staff,

V office and workshop facilities, automotive
equipment and tools, etc-;

d. timely preparation and input to the budget
estimates and programme budgets relating to the
fleet of CPVs;Q

acting as the CAO’s principal adviser on
automotive matters-

iv. Chief Communications Officer (CCOL. As head of the
communications section the CCO is responsible to the
CAO for formulating plans for and preparing the
budget estimates and programme budgets for the

' ofprovision, establishment and maintenance
' ' ' l nedcommunications services for the mission, as out i

below:

8.

'
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rear—link communications between mission
headquarters and United Nations Headquarters,
New York; I

23..

b communications between mission headquarters and
outstations;

c. on occasion, inter-mission communications;

d. a telephone network within mission
headquarters;

. mobile and fixed radio communications for
mission headquarters staff, military police,
etc.-

8

Under certain circumstances it may fall within the
' ' tenanceCCO's terms of reference to provide for main

1 trical system and the supply of power forof the e ec
mission headquarters, as well as for the repair and

' ' ' mentaintenance of certain types of electrical equipm
including air conditioners and office equipment.

In a peacekeeping force or an observer force it is
d' tethe responsibility of the CCO to coor ina

' t' n lans with the Chief Signals Officercommunica lO p
(CSO) to ensure proper interfacing with the military.1.systems in use in the force so that all mi itary
operational requirements are met-

The CCO is responsible for maintaining liaison with
the local authorities in respect of frequencies,
electricity and telephones.

v. Chief Civilian Personnel Officer (CCPOL. Under the
' ' ' h CAOll authority and general supervision of t eovera

the CCPO is responsible for the administration of
' ' d b theall civilian staff assigned to or recruite y

- mission, in accordance with the United Nations Staff
Rules and Regulations and with the rules, policies

d idelines laid down in the Personnel Manual,an gu
volumes 1 to 3, issued by the Office of Human

' ' head of theResources Management. In addition, as
personnel section, the CCPO:

“J

a. acts as adviser to the CAO on all personnel
questions and on the implementation of
personnel policies and practices;

1
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b. participates in policy reviews and formulation
of procedures to improve personnel
administration in the mission;

represents the administration on jointc.
staff/management bodies;

d. prepares representations to appointment and
promotion bodies;

maintains close contact with section chiefs and
civilian and military supervisors and advises
on staff problems and welfare;

8.

f. undertakes consultations in connexion with
promotion reviews;

advises military personnel on procedures to be
followed in matters concerning civilian staff
under their supervision; and

g.

h- cooperates with the CFO in the preparation of
forthe budget estimates and programme budgets

the mission.

Ch'ef General Services (CGSL- As head of thevi. i ,
general services section the CGS directs the day—to-

' ' ' ' 'bl today activities of the section and is responsi e
the CAO for all matters relating to:

a- building maintenance and management within the
mission headquarters area;

'“i b- special projects within the mission
headquarters area;

c. the claims, property survey and investigations
unit;

Q

d. the travel unit (air or sea travel);

the central registry, mail room and diplomatice-
pouch unit;

f. the reproduction unit;

g. messes, dining room and kitchens in the mission
headquarters area, if any;
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the military accommodation unit (responsible
for the proper registration and documentation
of all buildings and land provided by and paid
for by the host government only).

h.

k e in or observer force the CGS shallIn a peace e p g
maintain close contact and cooperate with the Force
En ineer for all structural work and for the9
erection of pre—fabricated buildings within the

' ‘ble forforce headquarters area. He/she is responsi
preparation of the budget estimates and programme
budgets related to the duties and responsibilities
of the general services section.

The CGS also serves as a member on various boards
and committees such as the Local Property Survey
Board, the Claims Review.Board, promotion review
panels for internationally- and locally-recruited
staff, the Engineering Review Board and other
committees as directed by the CAO.

' l task unit (CSTU) In some missions aChief, specia _ .
special task unit is established. The CSTU acts as

'th'nth resident auditor and the unit is located wi ie
the Office of the CAO. The CSTU performs audits and

' ' ' ionally,investigations for the mission and may occas
on an ad hgg basis, perform such functions for other
missions or forces. The work involves financial,
transaction and management audits as well as special
investigations. The CSTU is an independent examiner

of a mission orof the internal control systems
force. Through an ongoing series of checks, surveys,
investigations and reviews, he/she helps to ensure

f llowed andthat all established procedures are o
that the mission is administered economically and
efficiently.

a. Th CSTU receives instructions only from thee
CAO or from the Directors of the Internal Audit

' dand Field Operations Divisions at Unite
Nations Headquarters. He/she reports only to.
those officials.

b. The objectives of the CSTU are to:

. determine adherence to accepted accounting
standards and systems of internal control;

determine and ensure compliance with the full
f financial rules, regulations,range o

instructions, directives and procedures; and
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ensure the protection of the assets of the
t f ctsOrganization by establishing the relevan a

surrounding a particular function or occurrence
in a section or unit which the CSTU has been
requested to investigate.

The above functions encompass virtually all
civilian and military sections, both at mission
headquarters and at outstations. Generally the

t ndareas reviewed include financial managemen a
accounting, property control and inventory,
procurement, transport, communications and
logistics support operations. These areas are
usually reviewed from a systems point of view.
The design, implementation and performance of
existing, new or improved management and
accounting systems are examined, tested and
reported on, and recommendations made for
corrective action.

C.

VI CONTROL AND MANAGEMNT, UNITED NATIONS HEADQUARTERS

1.0 Qperational control

1.1 As mentioned in section II above it is normally the
Security Council which establishes and controls peacekeeping and
observer operations.

1.2 Any operation so established shall be under the command
of the United Nations, vested in the Secretary—General, under the
authority of the Security Council. The Secretary—General exercises

5 his operational and political control through the Office of the
' ' 1 Affairs

ix
Assistant Secretary General for Special Politica
(OUSGSPA)-

1-3 The command in the field is exercised, on behalf of the
Secretary-General, by the Head of Mission, whether he be the Force
Commander,,Chief of Staff or Chief Military Observer depending on
the nature and type of operation. The Head of Mission reports on
operational and political matters to the Secretary-General through
the OUSGSPA-

1-4 The Secretary—General keeps the Security Council fully
informed of developments relating to the functioning of each
operation- All matters which may affect the nature or the continued
functioning of an operation are referred to the Security Council
for its decision.
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2.0 Administrative control _

2.1 It is imperative to the proper functioning of a
peacekeeping or observer operation that it have effective

' ' ' ' v'ded bd 'nistrative and logistical support. This support is pro 1 ya mi
the United Nations Secretariat in general and by its Field
Operations Division (FOD) in particular.

2 2 The FOD is headed by a Director and is part of the Officek.of General Services at Headquarters. It has a close wor ing
relationship with the Office of the Secretary—General- Within
United Nations Headquarters the FOD acts as the coordinating
department for handling all administrative, financial, personnel
and logistics requests and/or queries originating from the various

ations in the field channelling them through the appropriateoper ,
departments. It also follows up on such requests and/or queries,
and advises the field of the outcome. _

ect to missions in the field the FOD is2.3 In resp
responsible for all administrative, financial, personnel and

' t rlogistics arrangements at the Headquarters level such as, in e
alia:

i. organizing supply and support;

ii. selecting appointees for principal civilian posts in
a mission, and manning of the subordinate civilian
positions;

iii. budgeting and financial aspects of the mission;

deciding the level of stocks of supplies, equipmentiv.
and vehicles required by the mission;

roaching confirmed and potential contributingaPP
governments regarding the nature and scale of

' ' the canmaterial assistance and the facilities y
provide for specific operations-

V.

2.4 lAdministrative control is exercised, under the overall
' ' h FOD.authority of the Head of Mission, by the CAO on behalf of t e

2.5 To facilitate the proper control and administration of a
d' ct line of communication between the FOD andmission there is a ire _ '

the CAO. The CAO is responsible for keeping the FOD informed of all
' ' “ ects of theadministrative, financial, personnel and logistics asp

mission-
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2.6 The FOD also has-at its disposal a cadre of Field Service
officers recruited to provide highly mobile manpower with the
necessary expertise, who at short notice can form the initial staff
nucleus for a new operation (see Chapter 5 of this manual).

2.7 With a very few exceptions Field Service officers serve
their whole careers in field missions; their tasks include, inter
alia:

i. general supply and maintenance;

ii- provision of transport;

iii- establishment, maintenance and repair of radio
communications including teleprinter links between
mission headquarters and United Nations
Headquarters, New York, and between mission. _ . fheadquarters and outstations, manning o
communications facilities;

iv- security of United Nations premises and staff of
missions;

v. safe custody of supplies, archives and records;

na ement and supervision of meetings, hearings andvi. ma g
investigations in the operational areas as required.

2.7 This cadre of Field Service officers assigned to missions
on a permanent basis has proved invaluable in providing continuity
in the staffing of missions, since other categories of the
Secretariat are normally assigned to a field mission for only a

;-; limited time.
‘OI

2.8 The methods of administrative reporting from the field to
Headquarters and a description of the obligatory returns are dealt
with in Chapter 17 of this manual (General Services).

H

I," Z ~—~;*r1=£=£:::———————a;=::;s__e_i;;;i;,,_ W-e..-..,. M
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CHAPTER 2.

CONVENTION ON PRIVILEGES AND IMUNITIES AND RELATED SUBJECTS

I CONVENTION ON PRIVILEGES AND IMMUNITIES OF THE UN

1.0 The privileges and immunities of the Organization are
defined in the Convention on Privileges and Immunities of the United

d ted b the General Assembly on 13 February 1946, aNations as a op y
copy of which is attached to this chapter as annex A.

1.l The privileges and immunities of United Nations officials
are defined in Article V of the Convention, and inasmuch as the
military personnel of a peacekeeping force and the military observers

f or mission are all classified as "experts onof an observer orce
mission for the United Nations" they are covered by Article VI.

ff members and military personnel of a peacekeeping or1-2 Sta
observer operation may enjoy additional privileges and immunities in
the field to the extent that such are granted by the host government,
by agreement with the United Nations. Such an arrangement would
normally be incorporated in the Status of Forces Agreement as
described in section II of this chapter. Whenever staff, whether
civilian or military, assigned to an operation enjoy privileges and
immunities under the Convention or under_the Status of Forces
Agreement, the following directives should be observed:

i- The Head of Mission and the Chief Administrative
' ort of articlesOfficer (CAO) shall ensure that the imp

exempt from payment of customs duties is handled at
’ 'th restraint and that this privilege isall times wi

exercised only to meet the the legitimate requirements
of the staff. All requests to import larger quantities
of articles should be referred to Headquarters for
prior approval.

ii. Except as allowable under the laws of the state into
which the articles have been imported, recipients
shall under no circumstances sell, barter, exchange or
give away articles received under exemption from
customs duties . In cases of doubt the Field
Operations Division (FOD) must be consulted. However,
with the approval of the Head of Mission or the Chief
Administrative Officer (CAO) a recipient may, by way
of exception, make an outright gift of a limited
quantity of articles received exempt from customs
duties when such gift is used in reciprocity of social
obligations incurred which cannot be reciprocated
properly otherwise.

“M
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h rivileges and immunities are granted in the interest1.3 T ese p
of the Organization, and not for the personal benefit of the

h the ri htindividuals themselves. The Secretary—General shall ave g
and the duty to waive the immunity of any staff member in any case
where in his opinion, the immunity would impede the course of

' ' ' ' f thejustice and can be waived without prejudice to the interests o
United Nations.

ll STATUS OF FORCES AGREEMENT

1 0 Although in principle the Status of Forces Agreement is one
' ' 'on suchof the most important documents relating to a missi ,

' ' t'esAgreements have in fact been concluded and ratified by the par i
f ' ions-concerned for only a small number o miss

t of Forces Agreement is an agreement between the1.1 The Sta us
United Nations and the host country, clarifying and documenting the

' ' ' ' 1 t' n toexact status of a mission vis-a—vis the host country in re a io
all matters pertaining to the operation of the mission. The areas
covered by the Status of Forces Agreement may include, but not
necessarily be limited to, the following:

a. definition of the mission;

b. international status of the mission;

c. identity cards for the military and civilian personnel of
the mission;

d. jurisdiction (civil and criminal); notification and
certification;

it e- mutual assistance;

f. mission premises;

g. use of the United Nations flag;
H

h. uniforms;

i. vehicles, vessels and aircraft: markings, registration and
operating permits;

j. arms;

k. privileges and immunities of the mission;

l. privileges and immunities of officials and members of the
mission;
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m. taxation, customs and fiscal regulations relating to
officials of the mission;

n. communications and postal services;

o. freedom of movement;

p. use of roads, waterways, port facilities, airfields and
railways;

q. water, electricity and other public utilities;

r. currency;

s. equipment, provisions, supplies and services;

t. locally-recruited staff;

u. settlement of disputes and claims;

v. liaison;

w. disposal of the remains of a deceased member of the mission
and of his/her property;

x. supplemental arrangements;

y- effective date and duration of the Agreement.

1-2 A Status of Forces Agreement as described above may well
take the form of an exchange of letters between the Secretary-General
of the United Nations and the responsible ministry of the government

t of the host country.

1.3 Any privileges and immunities accorded under the Status of
Forces Agreement are granted in the interest of the United Nations

' h embers of the mission- Suchand not for the personal benefit of t e m
ndin ly impose on members the duty of scrupulouslyprivileges correspo g

avoiding any action inconsistent with the standards of conduct
required of them by their international status-

III STANDARDS OF CONDUCT

1.0 Behaviour of members of a mission

1 1 The standards of conduct of staff assigned to missions are
t staff generally They are laid downthe same as those applicable o .

' d ' the "Report onin Article I of the Staff Regulations, an in
' h International Civil Service" (documentStandards of Conduct in t e _ _ _ v

COORD/CIVIL/SERVICE/5), prepared by the International Civil Service -
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Advisory Board (ICSAB), Chapter VI, paragraphs 44-49, a copy of which.
can be found under index number 1030 of volume 1 of the United
Nations Personnel Manual-

1.2 The standards of conduct are particularly important for
staff serving in peacekeeping or observer missions and it should be
borne in mind that staff members may be held responsible for the. . . . theconduct of any dependents who have accompanied or joined them in
area of the mission-

I-3 ‘n view of the nature and composition of peacekeeping and1 .

observer missions and the conditions under which they are normally
established, the importance of the conduct of the individual staff
member is obvious, whether it be in relation to colleagues, to
military members of the mission, to the local population, to the
local authorities or to the parties involved-

2-0 Respect for colleagues and military members of a mission

2-1 Respect should be shown to all members of the mission
h ‘ ceregardless of their civilian or military status, or t eir ra ,

colour or creed. Normal courtesy should prevail in dealings with any
members of the mission, and in view of the military nature of
missions attention should be paid to rank whether in the military or
civilian hierarchy.

2.2 All new arrivals should familiarize themselves with the
badges of rank of the various national contingents and of the
'l't services of the host country in order that a high standardmi i ary

of recognition and appropriate behaviour can be maintained-

3-0 Respect for local laws
R-7.€ .1 3-1 All staff members shall bear in mind the importance of

' hrespecting the laws and regulations of the host country of t e
mission and also of neighbouring states in which they may reside or
which they may visit during their assignment.

4-O Contact with the local population

4.1 All local inhabitants shall be treated with the utmost
courtesy and consideration- General rules for social contact with the
local population are difficult to lay down, since they vary with
local customs and the political considerations affecting each
operation; whenever a new mission is established the CAO should
initiate the issuance of relevant information and regulations.

ii- ‘I _.-_sj__;t'1'.:r._.;; '" , _. A
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5.0 Respect for local customs

5.1 Staff members assigned to a mission should not offend local
inhabitants by knowingly or carelessly violating their social customs
or religious sentiments. If local customs so require, appropriate
rules and instructions for dress and behaviour shall be initiated by
the CAO.

6.0 Handling of information

6.1 Staff members should not communicate to any person outside
the mission any information known to them by reason of their service
with the mission, unless they have been authorized in writing to do
so in the course of their duties. In particular, staff members should
not discuss with any person outside the mission or communicate in
their private correspondence any observations relating to military
installations, troop movements or other matters affecting the host
country, or opinions they have formed about the political life of the
local inhabitants. These obligations do not cease upon completion of
h staff members’ assignment to a mission, and discretion shouldt 8

continue to be exercised in all matters relating to the mission-

7.0 Consumption of alcoholic beverages

7.1 Excessive consumption of alcoholic beverages may cause
' ' ' f alcoholicserious accidents or other incidents. If the consumption o

beverages in the area of operation is considered offensive on
religious grounds by the local population, sobriety in this respect
is particularly important. It is the responsibility of the CAO to
communicate rules and restrictions on the subject to staff members
and to ensure that consumption does not exceed acceptable limits.

8-0 Firearms

8.1 The procurement or possession of firearms, except shotguns
or sporting rifles for hunting purposes, by staff members of the
United Nations is inadvisable and contrary to the interests of the
Organization, and therefore forbidden. This instruction does not

' ' ' ‘ onnel by their own service.apply to firearms issued to military pers
which are the property of the service concerned and subject to return
in accordance with its regulations. _}'_

8.2 The possession of shotguns or sporting rifles for hunting
purposes shall be in accordance with the laws and regulations of the
country to which the staff member is assigned. It is the
responsibility of each staff member concerned to familiarize himself
or herself with the applicable laws and regulations and, whenever
necessary, to obtain a licence for possession of such firearms. If
ignorance of the laws and regulations has resulted in the possession

1
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of unlicensed privately-owned shotguns or sporting rifles, the staff
member rwnrerned must immediately take the necessary steps to license
them.

Ar; staff member who possesses private firearms other than8-3 3' _ .

under conditions specified herein shall be required to deposit them
with the CAO of the mission for safekeeping until the staff member's
departure from the mission area or, in the case of permitted
firearms, i.e. shotguns or sporting rifles, until the staff member
complies with the applicable laws of the country.

h (such as cleaning and oiling) of private firearms8.4 T e care
d osited with the CAO is the responsibility of the staff memberep
concerned, who may request temporary release of a firearm whenever

t ff member choose to disposerequired for that purpose. Should a s a
legally of a private firearm, he must first obtain clearance from the
CAO.

8.5 The procurement, loan, gift or sale of a firearm, including
h t n or a sporting rifle, by any staff member to the locala s o gu

population under any circumstances may be considered an act of
serious misconduct entailing disciplinary action.

8.6 United Nations officials are issued United Nations—owned. . . d 1the e ress authority of the Organization an on yfirearms only on xp
after it has been established that this is necessary in the
performance of their official duties. _

IV FLAG CODE

1.0 Code and Regulations

1.1 The use of the United Nations flag is governed by the
United Nations Flag Code and Regulations as amended by the Secretary-
General on 11 November 1952, and republished in January 1968 as
ST/SGB/132, a copy of which is attached to this chapter as annex B.

1.2 The flag shall not be used in any manner inconsistent wit
this code and on no account shall it or a replica of it be used for
commercial purposes or in direct association with an article of
merchandise.

h

1.3 Paragraphs 1.4 to 1-8 below further clarify some of the
regulations under the Flag Code.

I
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~ The Salted Nations flag may in principle be flown at half
"1 1 _ _

en "' ‘ ath of a Head of State or Head of Governmenta Jm t¿€ de L
of a Member State. In such cases it should be noted

' t the fla is flown at half mast at United Nationsthat g ‘W _ .
Headquarters, at the United Nations Office at Geneva
and only at those United Nations offices located in
the Member State which has lost its Head of State or
Head of Government;

b. on the death of ex-Presidents of the General Assembly
and ex-Secretaries-General of the United Nations;

c- on the death of recognized world leaders having. . . . assignificant connexions with the United Nations,
determined in each case by the Secretary—General.

1.5 The United Nations flag should in principle be displayed on
vehicles only when they are being used by the Secretary—General of
the United Nations, by his personal representative on an official
visit, or by the head of one of the specialized agencies. There may
be certain other occasions when the use of the United Nations flag is
appropriate. They would include attendance at United Nations Day
ceremonies or similar ceremonies in connexion with official
anniversaries or "days" (i.e. World Health Day, etc.) established by
the specialized agencies. Additionally, the flag may be displayed
when the principal secretary or head of a United Nations office is
representing the Organization at a state occasion at the request of
Headquarters, or when paying an official call on a senior government
official-

1-6 Indiscriminate display of the United Nations flag on
' ' f thevehicles is inconsistent with the spirit, if not the letter, of

United Nations Flag Code, and tends to detract from rather than
' ' ' concerned.enhance the stature of the United Nations in the area

1.7 In emergency situations the Secretary—General may announce. . . . . frspecial arrangements which may include inter alia instructions or
the use of the United Nations flag by staff members for
identification purposes. In such special circumstances, the necessary
authorization for the use of the United Nations flag and related
instructions shall be issued by the FOD or by the Head of the United
Nations office in the area.

1.8 In accordance with Article 6 of the Flag Code the United
Nations flag may be used in military operations only upon express
authorization to this effect by a competent organ of the
Organization. This authorization is given to all peacekeeping and
observer missions established by the United Nations. The recognition
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~~ the nos: government of the right of the mission to display the
iag within the national territory of that government, at its

~Qadquarters, tamps, posts or other premises, and on its vehicles,
vessels, aircraft and otherwise as decided by the Head of Mission, is
usually incorporated in the Status of Forces Agreement-

1.9 Further instructions on the use of the United Nations and
other flags in missions are provided in paragraphs 2.0 to &.2 below.

2.0 Flying of flags on United Nations vehicles

2.1 No other flag than the United Nations flag shall be flown
on a United Nations vehicle. The use of this flag is restricted to:

i. the Representative of the Secretary-General;

' ii. the Commander of the peacekeeping or observer mission;

iii. United Nations vehicles on operational patrol duties.

2.2 Notwithstanding the above restrictions the Head of Mission
may, on a case—by—case basis, authorize the following senior staff to
use the United Nations flag on their assigned vehicles in specific
circumstances:

Chief Political Adviser

Chief Administrative Officer

Deputy Force Commander

Chief of Staff
J

° Contingent commanders. '

2.3 Such use may be authorized when:

. it will facilitate the crossing of military zones;
Q

. it will increase security;

. the official concerned is attending an official function
in his/her official capacity;

. it will enhance the morale and efficiency of the mission.

2.4 Such authorization shall be given only for travel within
the operational area of the mission.

if _-
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2.: The sizes or flags to be used on vehicles are as follows:

Staff cars. Size 12" x 18" (vehicle flag}. The flag shall‘
be flown as lSSU€d, without alterations or additions. It
shall be flown freely from a flagstaff attached to the off—
side front fender of the vehicle. It shall ne displayed
unfurled only when the vehicle is actually being used by
the authorized official; at all other times the flag shall
be furled and covered and/or removed completely.

Staff cars in the context of these instructions are deemed
to include both commercial and military pattern all~purpose

" l 'or civilianvehicles used by general staff officers ano seni
officials for travel in the operational area of a mission.

United Nations vehicles on operational patrol duties. Flag
' ' »v i f the t esize 2’ x 3' or 3' x 5 , whichever appropr-ate or yp

and size of the vehicle concerned. The flag shall be flown
as issued, without alterations or additions. It shall be
flown from a flagpole attached to the driver's side of the
vehicle in such a manner that the flag flies freely in a
conspicuous manner above the vehicle. The exact mounting
site may vary from one type of vehicle to another, but the
mounting on each type shall be standardized.

The principal justification for using the United Nations
flag on vehicles on operational patrol duties is to permit
identification, which is of the utmost importance for
security and safety reasons. Consequently the rules and
instructions pertaining to such use of the flag shall be
formulated and promulgated by the Force Commander or Chief
Military Observer of each mission, in conformity with the

7 prevailing conditions.1:‘;

3.0 Flying of the United Nations flag on aircraft

3.1 Under normal circumstances the United Nations flag shall
not be flown from an aircraft. If circumstances appear to warrant
such use, the situation should be reviewed on a case-by—case basis by
a competent organ of the United Nations. If the flag is to be flown
from an aircraft a vehicle flag should be used, and it should be
flown from a staff of appropriate length situated in a bracket
immediately above the left side cockpit window in such a manner that
the pilot can remove it before take—off and replace it after landing.
The flag should be flown only during taxiing, during embarking and
disembarking of passengers and during the period when the aircraft
forms part of a ceremony. The flag shall under no circumstances be

‘l'hdisplayed outside the aircraft during fiig t.



r <_.I .._ ‘

Z'»4_;"J._u\.L1.'.~.-.4 C1¢.‘.Jt/._.~___FIELD GP3RAllONS Uiviolqm

i I "" *' Pans consYJIEILI.‘ .1.Zj.‘~3 11".?‘-T'R.7‘+.TIC1Z\‘ F"m"\1’ 1;;-.;. 1 1 <_

‘u
.-»_" -.-. - .-‘ ..-.‘1-~.:- -_’ I - -V . ~< ‘,1 -.». .-

. J‘:

Fiyino of the United Nations flag on vessels

The Unittd Nations flag should be flown on a vessel only if
- - ¢ inited Nations vessel in the strictest sense of the word,
i.». ff it is United Nations-owned and manned by United Nations
personnel, or is an integral part of the equipment supplied with a
contingent for a peacekeeping operation by a troop-contributing
country. In such a case the flag should be flown in accordance with
current maritime practice.

;.2 The United Nations flag should under normal circumstances
not be flown on a chartered vessel, even when chartered by the United
Nations. However, in special circumstances authorization may be given
to fly it as a "house flag". Any request for such authorization
should be reviewed on a case-by-case basis by a competent United
Nations organ, and should be granted only if justified by the
specific circumstances. In such cases the following rules and
restrictions shall apply:

i. the flag shall be flown only as a "house flag", i.e.
it shall be flown aloft on the port side opposite the
courtesy flag and on the same level. The size OL the
flag shall normally be 3' by 5' but under no

es shall it be smaller than any other flagcircumstanc
on the vessel, nor shall it be flown subordinate to. . bth r fla The United Nations flag shall never eany o e g.
flown in place of the national registration flag;

ii. the vessel may fly the flag only in waters and places
specifically detailed in the authorization granted;

at least one United Nations official shall be on boardiii.
while the flag is being displayed;

' h' wner shall not affix the United Nations nameiv. the s ipo
or emblem on the hull or superstructure of the vessel,

v. the contract for chartering the vessel — or a
— shallsu plementary agreement added to the contractp _

‘ contain provisions along the following lines.

the authorization given by the United Nations toa.
the shipowners to use the United Nations flag as
a "house flag" shall not be interpreted as in any
way modifying the provisions contained in the
contract or as-creating for the United Nations
any additional responsibility or liability under
the contract;
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h ‘hi owners undertake to hold the United. b. t e s p
Nations harmless in the event of any claims or

‘ ' ‘ *' l llegal proceedings against the Organization so e y
as a consequence of the use of the United Nations
flag. _ ’

5.0 National and other flags

5.1 Other flags or pennants, including national flags, may be
flown by national contingents or elements thereof

i. on national holidays

ii. at ceremonial parades

iii- at funeral ceremonies

iv. during visits of national dignitaries

v. on other occasions on the specific authority of the
Head of Mission granted at the request of the
commanding officer of the contingent concerned.

5.2 At United Nations ceremonial parades national flags shall
' ' ' ' h E lishbe flown, together with the United Nations flag, in t e ng_

alphabetical order of the names of countries, from left to right; the
United Nations flag shall be in the centre or at both ends of the
line, or flown separately in an appropriate area.

6.0 Use of the United Nations name and emblem

6.1 In General Assembly Resolution 92 (I) Member States were
_ invited to adopt legislation to protect the indiscriminate use of the
‘.; name and emblem of the Organization. A number of Member States have
- implemented this resolution.

6.2 In a practice that has developed over the years, the
following criteria have been observed;

1. any display of the United Nations emblem, flag or name
must be in such a manner as not to lead the public to

' 'fi 3 either officialbelieve that such display sign =ie~ '1 <
origin or official approval " such is not the case;

y...

,1; P‘1

ii. the United Nations emblem, flag or name must not be
displayed if objectionable on aesthetic QIUHRGS.
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7.0 Provision of flaqs ’

7.1 United Nations Headquarters will upon request provide
United Nations and national flags to missions. Persons requisitioning
flags should specify the types and sizes required. The following
sizes are available:

Type Size

United Nations 12" by 18" (vehicle flag)
" " 2' by ‘ (operational patrol vehicles)3
" " 3' by 5’ (operational patrol vehicles)

by 7! 67!

by 9' (also used for covering
caskets)

" " 12' by 18'
Member States . 3’ by 5'

ll ll 4! 6'

::\ Q\U"l

7.2 The Organization has no objection to the loan of spare
United Nations flags which may be on hand in a mission for use by
governments, and civic or government institutions, on appropriate
occasions- Following such occasions, however, the flags should be

and returned to the supply store.

7.3 United Nations Headquarters will supply missions with the
standard miniature flags for display purposes-

recovered

V PAINTING AND MARKING OF UN VEHICLES AND AIRCRAFT

1.0 Vehicles; general

1.1 Painting: All vehicles, trailers, and earth—moving
' h ld be painted white. Exceptions shall beequipment of a mission s ou

at the discretion of the Head of Mission/Force Commander or Chief of
Staff/Chief Military Observer.

1.2 Marking:

a. the letters "UN" in black shall be painted on both
sides of the body;

b. the letters "UN" in black shall be painted on the hood
or roof, whichever will be most appropriate or
conspicuous.
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l.3 The dimensions and positioning of the letters to suit the
configuration of the various types of vehicles and trailers should be
decided locally by the mission.

1.4 Over the years United Nations practice has been to restrict
the white painting and black UN lettering of vehicles to peacekeeping
or observer operations; all other United Nations agencies or
programmes should use different colours, such as white lettering on a
blue background.

2.0 Vehicles; national contingent and/or regimental markings

2-1 National or regimental markings are permitted only on
contingent-owned vehicles, trailers or earth-moving equipment. They
shall be as prescribed by the various national contingents and may be
positioned at the left front and rear of vehicles and trailers. In
cases where both national and regimental markings are applicable,
national markings shall be positioned above regimental markings.

2.2 Contingents using the image of their national flag or any
other device for national marking shall limit it to six to seven
inches (15 — 18 cm) in length and three to four inches (7.5 - 10 cm)
in height.

3.0 Vehicles: other markings

3.1 Markings other than those set out above are prohibited
'th theunless otherwise directed by the mission headquarters, wi

exception of ambulances which, in addition to the UN lettering, may
be marked with a red cross on all sides and on the hood or roof, in
accordance with international rules and regulations.

4.0 Chartered aircraft

4.1 Under normal circumstances the charter of commercial
' of troops toaircraft by the United Nations is limited to rotation

and from a mission or to airlifting of cargo, on a limited and short-
term basis. Such aircraft are normally not painted white or marked
with the United Nations insignia. However, exceptions may occur where
aircraft, whether fixed—wing or rotary, are chartered for use in an
area of operation and on a long~term basis. In each such case the

t the aircraft white with the United Nations insignia asneed to pain
described below should be reviewed on its merits.

5.0 United Nations+ and continqent—owned aircraft

5.1 A United Nations—owned aircraft or an aircraft provided by
country as contingent—owned equipment for use ina troop—contributing

' tion whether fixed wing or rotary,a peacekeeping or observer opera ,
must be clearly identifiable as owned or operated by the United

 '— ~ca..__ .q -___._.__. ____ _ ' '
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Nations. To this end it shall be painted all white, with all
lettering in black. Anti—glare panels and exhaust wash areas may be
painted black. All emergency, warning and directional symbols and
lettering shall remain visible as required by aeronautical
regulations. Black lettering and UN symbols shall be affixed as
follows:

6.0 Fixed—winq aircraft

6.1 Fixed—wing aircraft shall have the words "UNITED NATIONS"
painted on both port and starboard sides of the fuselage, on the
upper surfaces of both wings and on the lower surface of the
starboard wing. The aircraft registration letters/numbers shall
appear on the lower surface of the port wing, in accordance with
international regulations. On the upper surface of the starboard
wing, the lettering should be positioned so as to be readable when
the aircraft is approached from the front; on the upper surface of
the port wing, it should be positioned so as to be readable when the

astern. Vertical stabilizers shall haveaircraft is approached from
the letters "UN" affixed to each side, with the aircraft registration
letters/numbers shown below.

6.2 All lettering should aim at in—flight legibility and should
be in proportion to the size of the aircraft.

7.0 Helicopters

h letters "UN" on either side and7.1 Helicopters shall bear t e
underneath the main body of the aircraft. The lettering "United
Nations" shall appear on either side of the tailboom. The
registration lettering and numbers shall appear on the aft end of the

'lboo All lettering should aim at in—flight legibility and shouldtai m.
be in proportion to the size of the aircraft.

8.0 Illustrations

8.1 Material illustrating approved markings for various types
of vehicles and aircraft can be obtained from the Field Operations
Division. ,

VI MISSION ID CARDS

1.0 Purpose

f the mission identity card is to identify an1.1 The purpose o
individual as a member of a mission. The card shall be the only
identity document required within the United Nations area of
operation or the host country. Every member of a mission, whether
military or civilian, must carry his/her card at all times.

f,iiii_ J _ _ »»1;;~ ..— -*
---~ -~ -__ . .. ._ ,_ _ _ _ _ . 'r_*» ,_ _ _,_, _____._,__ _,__ _ _ _ ‘__v_V___u_.W .
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2.6 Issuing authority

2.i The identity card is issued under the overall authority
the Head of Mission/Force Commander, an authority normally delegated
to the Chief Administrative Officer (CAO) for the civilian staff and
to the Chief Military Personnel Officer (CMPO) for the military
personnel. The procedure for issuing identity cards to military
personnel is thoroughly described in the Reference Guide for
Peacekeeping Forces, pages A—l3, A—14 and A-15, but may vary
depending on the type of mission concerned. Identity cards for

' all —recruited civilian staff members are issued by theinternation y
office of civilian personnel for the authorizing signature of the
CAO-

" of

3.0 Format of ID cards

3.1 The format and text of identity cards shall conform with
bthe conditions of each operation. The format and the text must e

' h conflict Although slightacceptable to all parties involved in t e .
ccur identity cards issued to military personnel andvariations may o ,

to internationally—recruited staff are normally the same, but of a
different colour. Each card carries a photograph of the bearer and is
laminated to prevent forgery. Blank identity cards are provided by
the FOD at Headquarters.

4-0 Eligibility: internationally-recruited staff and military
personnel _

t' nall —recruited4-1 Identity cards are issued to interna io y
staff members and to military personnel assigned to a mission on an
individual basis, and to their immediate dependents. Eligibility for
dependents is limited to those who would be eligible under the United

l tions to travel to the duty stationNations Financial Rules and Regu a
at the Organization's expense. Accordingly, cards may be issued to

' f 'nternationally—the spouse, and to children under the age of 18, o i
' f hild is in full—time attendance at arecruited staff members. I a c

' ' ' d 1' ibility extends to the ageschool or university and not marrie , e ig
of 21; documentary evidence of a child's student status must be

e not eligible for identity cards.provided. Secondary dependents ar

4-2 The same criteria are applied to the dependents of military
dut station on an individual basis and notobservers assigned to a y

as members of a national contingent. However, it should be noted that
' ' ' ' ds to the dependents ofthe issuance of United Nations identity car

' a courtesy of the Organization, which does notmilitary observers is
normally undertake any responsibility for the presence of those

' ' ' l ts for the travel of adependents in the mission area- Al cos
' observer to and from the mission area aredependent of a military

paid either by the military observer or by his/her government. The
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procedure for issuing identity cards to such observers and their
dependents shall be established in each observer mission. Secondary
dependents are not eligible for identity cards.

4.3 An identity card may also be issued to a "common law"
spouse of a military observer attached to a mission if the common law
marriage is recognized as a valid marriage within the jurisdiction of
the military observer's home country. However, it is incumbent upon
the military observer to show that the marriage conforms to the
requirements for valid marriage in his/her home country by producing
a certificate from a senior legal or judicial office attesting to the
above. Establishing the validity of a "common law" marriage in these
circumstances is solely for internal administrative purposes, with a
view to issuing an identity card.

4.4 Mission identity cards may not be issued to dependents of
military personnel forming part of a national contingent assigned to
a peacekeeping force or an observer force.

4 5 Mission identity cards may also be issued to
' h mission oninternationally~recruited staff members visiting t e

official business. However they shall not be issued to any military
or civilian personnel of a troop—contributing country visiting the
mission on national business.

4.6 Inasmuch as a mission identity card permits the holder to
' ' d tocross military lines in the area of operation of a mission, an

travel in United Nations vehicles, aircraft and vessels, it is
' rtant that established policy be adhered to so as to preventimpo
abuses and possible embarrassment to the Organization.

5.0 ID cards for locally—recruited staff members

5-1 Identity cards for locally-recruited staff members should
be prepared by each mission. They should be of a colour and format
entirely different from those of the identity cards for the
internationally—recruited and military personnel, so that they cannot
under any circumstances be mistaken for the latter. This is
imperative since the cards issued to locally-recruited staff do not
permit the holders to cross military lines; they are issued primarily
to identify the holders as United Nations staff and to permit them
unhindered entrance to and exit from United Nations premises.

' ff are normally issued by theIdentity cards for locally-recruited sta
civilian personnel section of the mission as authorized by the CAO.
Samples are obtainable from the POD.
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6.0 Entry passes for contractors

6.1 Passes may be issued to contractors, vendors and other
personnel affiliated with a mission, to facilitate their entry to and

it from the mission headquarters for the conduct of officialexi .
business. Such passes are normally issued by the office concerned
with these persons, under the authority of the CAO.

7.0 Control of ID cards

7.1 The CAO and the Head of Mission should impress upon all
members of a mission that mission identity cards should be accorded
the same care as similar service documents issued by the authorities
of their own countries.

8.0 Presentation of ID cards

8.1 A member of a mission, whether military or civilian, must
show his/her identity card for examination whenever requested to do
so by:

any local official acting within the scope of his
official duties;

i-

any member of the mission performing military guard
duty or police functions;

ii.

iii. any member of the mission senior in rank to
him/herself.

8.2 All members of a mission are however cautioned that the ID
card should never be surrendered voluntarily to any other person.

9.0 Loss of ID cards

9.1 Should an identity card be lost the following procedure
must be observed;

the loss must be reported immediately to the
commanding officer (in the case of military personnel)
or to the CAO (in the case of civilian staff members);

i_\

in addition the loss must be reported to the military
police of the mission (or alternatively to the
civilian Chief Security Officer in the case of a
maller mission), along with all relevant details ofs

the circumstances in which the card was lost;

ii.

5EEEE====§E5§%Eiiii-iiiiiiIi¿iii§§§2ii==iii§iEEEiEiiiiEiiiiiiiiaiiiiiiiiiiiiiiiiii!
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the designated authority within the mission shall
h l s to the relevant military, police orreport t e os A _

civilian authorities of the host country, whenever and
wherever such a procedure has been provided for;

iii.

iv- the CAO or the commanding officer, whichever
licable shall recommend to the respective issuingaPP 1

offices the issuance of a duplicate identity card, at
' ' ' ‘ f thethe same time providing details of the loss o

' ' al card which shall be recorded. The duplicateorigin ,
card shall bear the same number as the lost card but
shall be clearly marked "Duplicate"-

UN LAISSEZ—PASSER; UN CERTIFICATE AND FAMILY CERTIFICATE;VII
PASSPORTS AND VISAS

1-0 General

The rules and regulations governing the issuance of United
d "n

1.1
Nations Laissez-Passer and certificates are thoroughly covere i
volume 3, index number 7020 of the United Nations Personnel Manual
under document PAH/INF.78/2, dated 1 June 1978 ("Guide to the

f United Nations Travel Documents"). The followingIssuance o
summarizes those provisions and gives supplementary information.

2.0 United Nations Laissez-Passer: general

2-1 Under Article VII of the Convention on Privileges and. . . maImmunities of the United Nations, a United Nations Laissez-Passer y
be issued to officials of the Organization, including those assigned

L to missions. The term "officials" in this context is construed to
~w§ mean full—time staff members on the regular payroll of the

Organization who have taken the oath of office. These Laissez-Passer
shall be recognized and accepted as valid travel documents in the
territories of such Member States as have accepted the relevant
provisions of the Convention-

For staff members holding permanent appointments, the
validity of a Laissez-Passer shall be for any period

' s when it is known or expected that anup to five year ;
official shall be separated from service before the

' ' dinlapse of five years (for example in cases of impen g
retirement) the validity of his/her Laissez-Passer
shall not be later than the date of such separation.
These considerations apply also to renewals of
Laissez-Passer. For staff members holding probationary
appointments, the validity of a Laissez-Passer shall
be for an initial period of two years. For staff

a?
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members holding fixed-term appointments, the validity
“L ' ez—Passer shall be for a period sufficientof a aiss,

to cover the duration of the appointment and travel
f rtime on separation, but not more than two years o

the initial issuance.

It is incumbent upon all officers certifying and
transmitting applications for issuance (form PT.65) or

'od for whichrenewal (form PT-l6) to specify the peri
the validity of the document is desired-

In the forms certifying officers should ensure that
' h’ hthe appropriate words are deleted in the column w ic

specifies the type of appointment, in the case of both
new applications and renewals.

A Laissez-Passer can be used for official travel only,
' ' ' includingi.e- travel paid for by the United Nations,

home leave. .

Field offices, including peacekeeping and observer
a be authorized to handle the renewal ofmissions, m y

the blue Laissez-Passer for staff assigned to them, in
o riatewhich case they shall be provided with the appr p

stamp and a supply of PT.16 forms. For each
application an original and one copy of the PT.16 form
shall be completed; the original is retained in the

ld ffice and the copy forwarded to the officefie o
where the Laissez-Passer was originally issued. A

' ' moreLaissez-Passer should not be renewed when it is
than ten years old or when it has not enough blank
pages for affixing visas.

f d endents should be included in Laissez-Names o ep
Passer only at Headquarters or Geneva. In unusual

' fficientsituations (e.g- where there would be insu
time to send the travel document to Headquarters or
Geneva) ad hoc cabled authorization for inclusion of
the names of dependents may be given to the field
office once full information concerning the
dependent(s) has been supplied.

Immediately upon receipt of a Laissez-Passer the staff
member should sign it in the appropriate place and
make a separate record of the number, date and place
of issue for future-reference,

QEg25assese:sss::::::::E=—--wes».-M--. . FF»- - .
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3.0 Second blue Laissez-Passer

3.1 In some cases a Laissez-Passer may not be acceptable as a
travel document since it may contain visas or entry or exit stamps
not acceptable to a third party. In some cases the presence of such
stamps may even constitute a hazard to the individual. Accordingly in
missions where such conditions may apply the CAO may request a supply
of blue Laissez-Passer for issue as alternative documents where the
situation so warrants- Their safekeeping, issuance and control are
the responsibility of the CAO in accordance with existing
regulations.

4.0 United Nations red Laissez—Passer

4.1 The red United Nations Laissez—Passer is issued to
' ' ' ' 'l esofficials of the Organization entitled to full diplomatic privi eg

and immunities under Section 19 of Article V of the Convention on
Privileges and Immunities of the United Nations as described in
paragraphs 11 to 17, "Guide to the Issuance of United Nations Travel

' mb 7020 of the United NationsDocuments", volume 3, index nu er
Personnel Manual. The issuance and renewal of a red United Nations

ff ted b the appropriate office atLaissez-Passer can only be e ec y
United Nations Headquarters or Geneva.

5.0 Loss of Laissez-Passer

5.1 In the event of loss of a Laissez-Passer the following
action should be taken:

a- by the staff member concerned;

i. Immediately inform the CAO or Head of Mission;

ii. Submit a written report indicating, if possible, the
number of the document, the date of issue, where
issued, where and when the document was lost, the
circumstances in which it was lost and any action

' it.taken by the staff member to trace and retrieve
\

b. by the CAO or Head of Mission:

i. Immediately cable the FOD reporting the loss of the
Laissez-Passer, its number and date of issue, and the
name of the holder;

uthorities (Ministry ofii. Report the loss to the local a
Foreign Affairs);

““'“‘*"‘—ZT‘l7I+'1'“: _. _ — ‘F’-‘
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5.2

. ,i- » » .

Submit promptly a detailed report to the FOD
transmitting the information in paragraphs a. ii. and
b. i. above together with the outcome of any
investigations made locally to trace and retrieve the
document;

iii.

Sh ld a replacement Laissez-Passer be required, haveou
the staff member complete the application form PT 65,

'th twowhich should be submitted to the FOD together wi
passport—size photographs-

iv.

The FOD shall transmit the report from the CAO or Head of
h Travel Unit (Commercial Purchase andMission through t e ,

Transportation Service) to the Office of Legal Affairs for further
action

The FOD shall be advised imediately when a lost Laisser-5.3
Passer has been recovered.

6.0 United Nations Certificate

Unlike the United Nations Laissez-Passer, the United
l t vel document but certifies that

6.1
Nations Certificate is not a lega ra

' ' ' ' f the Unitedllin on official business on behalf othe bearer is trave g
Nations. United Nations experts who are

do not
United
virtue
as are
during

a- on the regular payroll of the United Nations or a
specialized agency and are

b- subject to the Staff Regulations and Rules and

c. have taken the oath of office

d 'th Laissez-Passer However, some experts whoare normally provide wi .
' ' d t erform a mission for theso qualify but who are require o p

Nations shall be issued with United Nations Certificates by
of which they shall be accorded such privileges and immunities
necessary for the independent exercise of their functions
the period of their mission, including time spent on journeys

in connexion with the mission.

6.2
do not
United

Consultants and persons holding Special Service Agreements
generally qualify for Laissez-Passer but are furnished with

' d.Nations Certificates instea
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6.3 The Certificates are issued by Headquarters or Geneva,
whichever is appropriate. Normally a Certificate is valid for one
year and cannot be revalidated; if an extension is required, a new
application should be submitted with two passport—size photographs
together with the completed forms (PT.64 for Headquarters, PT.28 for
Geneva).

7.0 United Nations Family Certificate

7.1 A United Nations Family Certificate is not a legal travel
document but merely serves to identify the holder as a dependent of a
United Nations official named therein. As a rule a Family Certificate
shall be issued only to dependents of a United Nations official who

hare undertaking a given journey, provided t at:

a. the travel is undertaken at United Nations expense;

se arate travel of the staff member's dependents hasP
l thorized (in the case of education grantbeen du y au V

travel such special authorization is not required);
and

b.

is is believed that the absence of a Certificate isc-
likely to cause considerable hardship.

7.2 Only in exceptional cases shall a Family Certificate be
issued under circumstances which do not fulfil all the above
requirements.

7-3 A lications for Family Certificates should be submPP
form PT.39. Two passport-size photographs must accompany each

'1 travellingapplication. If two or more members of a fami y are
together, two group photographs are preferred (if unavailable a
photograph of the father or mother shall suffice if he/she is
travelling with his/her children); particulars of each dependent

ribed in a single family certificate.

itted on

shall be insc

7.4 Normally a United Nations Family Certificate is valid for
one year and may not be revalidated-

8.0 National passports and visas

field CAOs shall normally assist
and in securing visas. The cost

8 1 For official travel in the
in the renewal of national passports
of renewals of national passports is reimburseable to the United
Nations. Every staff member assigned to a field office, including
peacekeeping or observer missions, is responsible for ensuring that

' ' P sser are valid at all times.his/her national passport and Laissez— a _
ire revalidation the matter should beWhere these documents requ _ ' ‘

brought to the attention of the CAO or Head of Mission sufficiently

r

_*"”‘_”__,__“_—ff>—--~—--~—>~4- - < ' I ._____ _____W____
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in advance so that he/she can help obtain revalidation. Should no
consular facilities exist in the area or in adjoining territories,
such requests may exceptionally be referred to Headquarters for the
necessary action.

9-0 - United States visas

9.1 Requests for the issuance or renewal of G—4/G—5 visas for
staff, their dependents and their household employees, travelling

' ' ' ff' e to Headquarters, New York shallfrom a mission or other field 0 ic
be transmitted to the FOD with an indication of the approximate date
of travel and the place and country of the United States consular
office where the issuance is requested. Requests for G-5 visas for
household employees shall be submitted on form PT.62, in duplicate,

' ‘d - the staff member's attention should be drawn tosigned on both si es,
the requirements listed on the reverse side of form PT.62-

VIII PROTOCOL MATTERS

1.0 Protocol lists

1.1 A rotocol list should be established and maintained in all. . . . dP
missions. The preparation of such a list would normally be initiate

' ' but in default of such actionby the office of the Head of Mission, -
the CAO should take the initiative, acting through the office of the
Head of Mission. The following example should not be considered

' ' ' otocol listscomplete but merely a guideline, since pr ,
notwithstanding similarities, may vary from mission to mission.

1.2 A protocol list shall normally be in categories, each
category taking precedence over the preceding one:

a. VIP category. The VIP category shall normally consist
Of:

Force Commander (Head of Mission)
Chief Administrative Officer

- v Special Political Adviser
Deputy Force Commander

“ "Chief of Staff.

In an observer mission the Chief of Staff or Chief Military Observer
' H ad of Mission; in other missionswould be number one on the list as e
‘ ' f the Secretary-number one might be the Special Representative o

General. -

b- "A" Category. This category consist of military branch
f the mission headquarters, the Militaryheads o

Adviser to the Force Commander and other senior. - - . .On
military officers assigned to the missi
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headquarters, civilian section chiefs, the Legal
' lAdviser, the Information Officer, the Chief, Specia

Task Unit and the Senior Administrative Officer.

c. "B" Category. This category includes the contingent
and battalion commanders and the chief of any observer
group attached to the mission.

d. "C" Category. This category includes the Headquarters
military staff and civilian staff as designated by the
Head of Mission-

1.4 There are no official equivalences between military ranks
' d ' 'lian staff.and the grades held by internationally-recruite civi

However, as can be seen from the above example and following
established practice, senior civilian staff, often depending on their
f t‘ n in the mission, are equated with se¿i¿ff¿flitaiyfofficers,"unc lO
i.e. those with the rank of Lieutenant Colonel and above.-

2-0 Authorized members of messes and clubs

2-1 Over the years frictions have occurred between the military
‘ ' t fand civilian staff of a number of peacekeeping operations- Mos o

them have been due to lack of understanding between military and
civilian staff as to the exact role each party performs in the
overall picture of an operation- This has been compounded by a lack
of clear guidelines defining their relationship and the equivalence

ranks and civilian grades.between military

2.2 Frictions of this nature are detrimental to the efficiency
of an operation and inevitably result in a slump in morale,
particularly at mission headquarters level, where most
military/civilian interaction take place.

2-3 Such interaction is by no means confined to working
' ' ' ' b'll tinrelationships but in some missions includes common i e g,

messing, clubs and sports facilities. Over the years most friction
has occurred in these areas-

H

2.4 As a first principle to establish clear guidelines, it mus
' ternationally-recruited staffbe accepted by all parties that in y

'f not themselves officers, enjoy officer status while
d

members, even i
' ‘ r observer mission. This principle shoulassigned to a peacekeeping o

w that all Headquarters Generalbe easier to understand and accept no
Service staff assigned to field missions are being accorded Field
Service Level status for the duration of their mission service, thus
acquiring the same rights and obligations as regular Field Service
officers.

t
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2-5 A_second principle is that all billeting, messing and club
and sports facilities are established with United Nations funds and
are consequently subject to United Nations rules. This does not
preclude the establishment of separate facilities for VIPs, senior
officers, junior officers, NCOs and other ranks, with civilian staff
assigned to them according to grade and status. Nor does it preclude
the establishment of such facilities by a national contingent using
its own funds and operating them according to its own national rules.

2.6 The above principles, followed in UNEF I, have in general
l' d in most subsequent missions, although not always withoutbeen app ie

difficulties. In UNEF I three messes were established as follows:

M s Head of Mission, CAO branch heads, sectioni. "A" es : ,
chiefs, senior officers (rank of Lt. Colonel and
above), Senior Political Adviser, Legal Adviser, CSTU
and Senior Administrative Officer;

"B" Mess: all officers up to and including the rank of
Major, all other internationally-recruited civilian
staff;

ii

iii. "C" Mess: all other military personnel at the mission
headquarters.

2.7 The above example is not a hard and fast rule: for instance
' l a Senior Officers’ Mess forat UNIFIL Headquarters there lS on y

military officers of the rank of Lieutenant Colonel and above and for
senior civilian staff as designated by the CAO, and an “International
Mess" for all other military and internationally-recruited civilian
staff.

2.8 A number of clubs are usually established in a mission,
h a ain thei.e. for officers, for NCOs and for other ranks, but ere g

principle applies that internationally-recruited civilian staff enjoy
' ' fficers’ clubs as the militarythe same rights of membership of o

officers themselves if the clubs are established with United Nations
funds The GAO should accordingly review the constitutions of clubs

t exclude authorized civilianand approve them only if they do no
staff from membership.

2-9 The military staff involved should also be made aware that
inasmuch as such clubs are United Nations—funded, they are subject to

' ' ' t rnal auditors.periodic audit by the United Nations internal and ex e
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3.; Official visitors

3.1 A proposed visit to the area of a mission must first be
cleared by the Office of the Under Secretary-General for Special
Political Affairs at Headquarters, through the permanent mission to
the United Nations of the country concerned- Upon receiving clearance
and any related recommendations from Headquarters, the Head of
Mission gives final approval to the visit- Requests for approval of
proposed visits must be submitted by the authorities of the country
concerned well in advance of the date of travel and must contain the
following information;

a. full name and status of the visitor(s)

b. nature and purpose of the visit

nationality of the visitor(s)

rt(s) or United Nations

C-

d. details of passpo
Passer

Laissez

expected date and time of arrival and duration of
visit

6

f. port of entry

itinerary of the visit, and

ansportation facilities required (if United Nations
ed).

h. tr
vehicles and aircraft are to be us

g.

_, 4.0 Limits to the number of visitors

4-1 The number of authorized visitors to the mission area '
should be kept at a reasonable level to avoid imposing a burden on
the Head of Mission or interfering unduly with the normal duties of
other staff. _

4.2 Normally, such visits should be restricted to attendance at
functions of national importance, or they should be otherwise
considered of importance to the morale of the contingent concerned.

4-3 A mission is established in an area for operational tasks
requiring a full state of readiness at all times. Visits are usually
unconnected with the operational role of the mission and must not be
permitted to interfere with those tasks-

I.
Q
7-‘
1
u

E

F:l+:l11=:;;:;;-»e~- _
~10
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5.0 Visits by VIPs_

f a mission by ministers, ambassadors,5.1 Visits to the area o
members of national governments, political representatives and
military personnel of the rank of colonel and above must be cleared
by the mission headquarters, which shall decide on the need to inform
the national authorities of the mission area. No temporary ID cards
shall be issued to civilian visitors-

5.2 If such a visit is arranged through a national contingent,
the clearance request must be submitted through the Office of the
Chief Military Personnel Officer (CMPO) who shall arrange for the
necessary clearance- The clearance request made through the CMPO must
include all particulars listed in a- to h. of para- 3.1 above- It is
the responsibility of the contingent/unit/branch concerned to prepare
a programme for the visitors and also to meet them at the port of
entry- The special clearance for VIP visitors must be collected from
the Office of the CMPO by a representative of the contingent
concerned

In the case of visits by ministers, ambassadors,
members of national governments, defence chiefs or
supreme commanders, it is strongly advised that the
commanding officer of the contingent concerned brief
the Head of Mission in advance of the programme of the

' ’ ' if he so wishes, may bevisit- The commnding officer,
' ' the visit by a delegatedaccompanied during

representative of the Head of Mission-

' sued by a mission to allow theb- gpgcial gasses my be 1S
visitors to be transported in a United Nations vehicle

5 or aircraft.-.'__ ,1

8.-

c- The CMPO shall be responsible for advising all mission
officials concerned of all incoming and outgoing
visitors.

Q

6-0 Issue of temporary mission ID cards

6-1 Temporary ID cards are issued by the CMPO to military
visitors not attached to a mission contingent, if their visit
involves activities related to mission operations- In order to fly in '
United Nations aircraft, such visitors must have been issued with a

' ' ID card (see also Chapter 13 of this manual).temporary mission

7.0 United Nations uniform .

7.1 No visitor is to wear any item of the United Nations
uniform. Comanding officers are to ensure that no exceptions are
made to this rule unless special authority has been obtained, in
writing, from the Head of Mission through the CMPO.

~

Q VIII: PROTOCOL MATTERS '
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8.0 Visits by embassy officials

8-1 Visiting personnel from embassies of troop—contributing or
ther countries located within the country(ies) of the mission area

d s with the ministry of foreign
o
shall complete all protocol proce ure

which they are accredited, before applyingaffairs of the country to
for clearance from the mission.

9.0 Visas, entry and exit permits

rrangements for visitors9-1 Entry and exit permit and visa a
'd al or the government concerned. In a

' hall
shall be made by the indivi u
mission whose area covers more than one country, entry and exit s
normally be gig the same place; prior authority must be obtained to
exit from a country different from that of entry.

10-0 Visits by correspondents

10-1 Correspondents (the term includes all representatives of
hers journalists, television andinformation media such as photograp ,

film teams) may be permitted to visit a mission provided they are
internationally accredited and cleared through United Nations
Headquarters.

10-2 Visits by correspondents accredited to the country(ies) of
the mission area shall not require Headquarters clearance- They must
obtain clearance from their local authorities before applying for
clearance from the Head of Mission through the mission Information
Officer-

11.0 Other visitors

11-1 For visitors other than those specifically dealt with in
the preceding paragraphs, clearance aybe given by the mission if
the visitor is travelling on a United Nations ID card; otherwise
clearance must be applied for by the person concerned through, and
approved by, United Nations Headquarters.

11-2 For visitors from other missions, clearance requests should
be sent to mission headquarters. Such a request must reach the
mission not less than 96 hours in advance of the visit.
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CHAPTER 3-

DELEGATIONS OF AUTHORITY

I GENERAL

1-0 The delegations of authority required for the
administration of staff regulations and staff rules 101.1 to 112-7
are promulgated in ST/AI/234/Rev.1 dated March 1989, which clarifies,
amplifies and updates the principles set forth in the Secretary-
General's bulletin ST/SGB/151 dated 7 January 1976, and supersedes

976 ST/AI/234/Amendment 1 dated 6 MayST/AI/234 dated 7 January 1 ,
' the same subject1981 and PD/1/77 dated ZS April 1977 on .

' in financial matters are contained in theDelegations of authority
United Nations Financial Rules and Regulations- If any discrepancies
are noted or perceived between this manual and the referenced
documentation, the text and contents of the latter shall prevail. A
copy of ST/AI/234/Rev-1 is attached to this chapter as annex A for
easy reference.

1-1 In connexion with this chapter it must be noted that United
Nations peacekeeping and/or observer missions, or other offices under

' ' ' ' t ol of the Field Operationsthe managerial and administrative con r
ded as "offices away from Headquarters"-Division (FOD), are not regar

II DELEGATIONS OF AUTHORITY TO THE FIELD OPERATIONS DIVISION

1-0 Administration of Staff Regulations and Rules

1-1 In addition to matters that involve the direct application
of staff rules, matters within the discretionary authority of the FOD
are listed in annex IV to ST/AI/234/Rev.1. Such authority is vested
in the Director and is normally exercised by the appropriate
executive or administrative officer in the Division, or by the Chief
Administrative Officers (CAOs) of the respective peacekeeping or
other missions in the field under the managerial and administrative
control o¿ the FOD, as delegated by its Director.

. 2.0 financial delegations

2.1 Financial administration within the FOD is exercised
‘ Controller- Suchthrough delegations of authority from the

l basis and cannot be re—delegated.delegations are on a persona
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Ill EXERCISE OF DELEGATED AUTHORITY BY MISSIOS

1 O Chief Administrative Officer '

1-1 On appointment the CAO of a peacekeeping force, observer
uussion or other office under the administrative control of the FOD
shall be issued with a letter of identification from the Secretary-
General and instruments of "Delegation of Authority’ as required for
the proper functioning of the mission. Such delegations of authority
may vary from mission to mission depending on their type, size and
scope.

2.0 Administration of Staff Regulations and Rules

2.1 The delegation of authority in respect of peacekeeping
forces, observer missions and other field offices for which the FOD
is responsible ST/AI/234/Rev.1) is vested in the Director, FOD-
Depending on the type and size of a mission, the FOD shall determine
the degree to which this delegation of authority shall be re-
delegated to the mission- A detailed delegation of authority on this
subject shall be communicated to the CAO of the mission concerned-

2-2 Inasmuch as peacekeeping forces, observer missions or other
field offices under the administrative control of the FOD are not '

nsidered "offices away from Headquarters‘ in the terms of
tained therein are not applicable

co
ST/AI/234/Rev.1, the delegations con

ted by the Director, FOD in respect ofto them except as re—delega
specific items.

IV DELEGATION OP FINANCIAL AUTHORITY

1-0 Contracts and purchases

1-1 This authority is given with the approval of the Secretary
General or jointly by the Controller and the Assistant Secretary-
General of the Office of General Services. The financial limits of
this authority, including those for the purchase of non—expendable
property, shall be specified in each particular case; the current
limits applicable to existing missions are detailed in Chapter 14 of
this manual.

I 1.2 The delegation is issued to the CAO, who may enter into
contracts and purchase, renting and selling activities (within the
mission area) up to the amount specified in the delegation of
authority, without seeking the advice of the local Committee on
Contracts-

I“ _ " I I I‘ drum" I _v““‘_“I“""~'-- -» -p _“T__._ “
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1-3 Local Committee on Contracts. Under Financial Rule

Z10.i7€f} the aboveamentioned delegation of authority shall normally
also include the authority to establish a local Comittee on
Contracts in the mission, the composition of which must be approved
by the ASG/OGS.

1.4 The Committee on Contracts shall render advice to the CAO
in cases of contracts and purchases exceeding the amount specified
within the CAO's authority but below the upper limits established for
the mission. Cases above the financial limits for the mission shall
be referred to Headquarters, New York for action by the Headquarters
Committee on Contracts and/or the Comercial, Purchase and
Transportation Service (CPTS) as appropriate.

2.0 Certifying officers

This authority is delegated by the Controller- There may be
' ' in a mission. It is the

2.1
' one or more alternate certifying officers

l ted to certify that proposed obligationsduty of officers so de ega
and expenditures

i. are incurred in accordance with existing rules,
regulations and instructions;

ii. are reasonable and in accordance with the purpose
for which the appropriations were approved and
the allotments made; and

iii- can be met from available balances in the
seeable futureallotments with due regard to fore

obligations.

3.0 Approving officers

' ller1 3.1 This delegation is made on the authority of the Contro ,
on the recommendation of the Directors of the Accounts Division and
of the FOD. Normally the authority is delegated to the Chief Finance
Officer of a mission and to one or more alternates. Approving
officers are authorized to.

\

i. record obligations; and

ii. approve subsequent payments, subject to the prior
certification of a designated certifying officer.

4.0 Bank signatory holders -

4-1 Panels of bank signatory holders for the operation of
United Nations bank accounts in the field are established by the
Treasurer. Requests for changes to such panels shall be submitted to
OPPBF by the mission concerned through the FOD-

1
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5.0 Cables and/or letter payment requests

5-1 This authority is delegated by the Controller to one person
' ch mission, normally the CAO- Payment requests to other offices

f the designated
lD’€8
should not be accepted without the signature 0
official.

6.0 Local Property Survey Boards

LPSBs) in field missions are6 1 Local Property Survey Boards (
' of the Controller- It is theirestablished on the authority

responsibility to investigate and report on loss of, shortage of,
damage to and other irregularities in equipment, supplies and other
property of the Organization_ The findings of the LPSBs should also
indicate the degree of responsibility in the cases reported on- The
financial limits of a LPSB shall be shown in the delegation of
authority; the terms of reference and prcedures of LPSBs are
detailed in Chapter 15 of this manual.

7-D Claims Review Boards

7-1 The Claims Review Board in a mission is established on the
authority of the Controller; it acts in an advisory capacity in cases
involving:

third party claims;

ii. claims for loss and/or damage to personal effects
' ion ‘and militaryof civilian members of the miss \

but not for military membersobservers if any),
assigned to a mission on a national contingent
basis- Any claims for the latter are dealt with
on a national level-

i.

7 2 The financial limits within the purview of the Claims
'f'ed in the authority for theReview Board in a mission shall be speci 1

establishment of the Board. The CAO, as a certifying officer, is
authorized to settle claims on the recommendation of the Board in
aounts not exceeding those specified limits. Amounts in excess of
the SpeCified limits shall be referred to the Claims Review Board at
Headquarters, New York for further action; likewise all cases
involving ex—gratia payments, regardless of the amount, can be
settled only on the authority of the Secretary—General and must be <

Y k for approval-submitted to Headquarters, New or

' e arate chapter7.3 Claims Review Boards are-the subject of a s p
(Chapter 10) of this manual- _

-. _._ ~1~ 1 A _'~_——-—---~~_~--~i ---_-... ___________ _____,»'; -. .. .,t-‘““_""""'""
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CHAPTER 4.

PERSONNEL ADMINISTRAJTON

I INTRODUCTION

1-0 General

1-1 The administration of all United Nations staff members in a
peacekeeping force, observer mission or other field mission, employed
under the 100 Series, 200 Series or 360 Series of the United Nations
Staff Regulations and Rules, is governed-thy thcse regulations and rule»
as applicable in accordance with the terms of the individuals’
employment- It is also governed by the Personnel Manual
issued by the Office of Human Resources , by relevant
documents in the ST/AI and ST/SGB series, and by Personnel Directives
issued and amended from time to time-

]--2 If any discrepancies between of the original
documentation and the text in this manual are noted or perceived, the
former shall prevail-

tions and Rules do not2 0 Personnel to w¿¿atneystaff Regyla
2129;! é‘

. 2-1 While the ¿zaff Regulations and the relevant Staff Rules
constitute an terns of employment of all staff
members appointed by  emq-Gweml, they do not apply to
persons whose serrfiice witliiéfzhe Organization is governed by contracts of
employment The rights and obligations

_ of such person-sware limited to the terms and conditions
specified in their ind¿ri-fdnal contracts; they may not rely on the Staff
Regulations and Rules to‘-claim any rights or benefits arising
therefrom, zmless such em=:itlements are specifically included in the
contract - _

‘ ;_-:;‘_9‘I7-i. -- - _

2-2 The fo3.~1?i_§_ci-ngsgcaoegories of personnel are in the situation
described above-.1l'= 1» . 7.?

individual contractors (see administrative instruction
ST/AI/295) ; .

b. consultants (see administrative instruction ST/A-I/296! .

c- participants in advisory meetings lsee administrative
instruction ST/AI/296) ;

e SCHELD-iSE.|‘.'2C~i‘f€ instruction

8.

d. experts on mission ase
ST/Al/297);

.»
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5
administrat ive inst ruct ione_ national experts (see

ST/AI/297);

' bf. associate experts. These are experts provided y
governments to serve with technical co-operation project
personnel under bilateral agreement between the United

t concerned- ‘I‘hey_are governedNations and the governmen
by the terms of such agreements and of their letters of
appointment (see Staff Rule 200-1(d));

local employees of missions;_ g- dai_1y-paid

h- interns- These are mostly university students who
‘ participate in internship pr organized by the

Department: of Public Infor:ma.tion=;;-the Office of Human
Resources Management and other offices and departments-
The Organization assumes no contractual obligations
towards such persons, who ar&:rI‘l£}t considered staff
members-

3-0 General deleqation of authority

3-1 The general  tion of authority for personnel
administration is described?--in Chapter 3 of this manual-

II EsmABLIsnnEiingnemnntwiows OF THE CIVILIAN PERSONNEL
IN A_MESSION '2g%,

' 1-0 The section of _a mission is responsible.
within the mission's ovgifall delegated authority and in accordance with
the personnel policies practices of the United Nations, for
providing personnel functions in respect of the mission's civilian

s for -this delegated authority are governed by
Administration of the Scarf

staff- The parameter
Administrafi¥§%lDSCIuctiQn ST/AI/234/Rev.l r _
Regulations"arii§‘§i_§§;a-ff - It is important to note that in the
context of-‘that peace-keeping and other field missions are
not considered to b‘<l=_*.-.i*F?‘oiEfices away from Headquarters‘.

‘ ~ vilian personnel section shall1 1 The basic funCt1_OIIl-S of a Cl _
'1 be limited to, the following:include, but not necessari y

a- administration of the international and locally-recruz:»_='J
civilian staff including, inter-alia: advising staff on
their entitlements, allowances and benefits and on
matters pertaining to their contractual status and
obligations; initiatii:-q Performance Evaluation Reports.
renewals and extensions of fixed—tenn appointments and
mission assignments, and routine medical examinations;
lssue and renewal 0: l’::;:ed Nations Laissez-Passer, art:

~ »— V - _ . _, ' g V _ ”"_"“"" '*' ""‘*_ *————~-——~—~--% @i_'i' 
< - II
t
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helping staff to obtain national passport renewals and
visas; preparing and issuing various administrative (gut-,
rosters; '

medical and other emergency evacuation/repatriation of
Clvilian staff;

t and internal reassignment of

b.

induction, placemen
civilian staff;

d- recruitment of local General Service staff;

e-' monitoring of the staffing table; and
regularly up—dating compr statistical data on the
mission's civilian personnel; staffing table
and miscellaneous statistical reports for use within the
mission and at Headquarters, New Iork;

f- developing, monitoring and job descriptions;
monitoring local salary scalesand assisting, as
necessary, with local salary surveys and reviews;

cards; _g- issue of (ID)

h- ensuring secure custody of all personnel files;

i- mzmitort-ing:,Hea:I§.narters’ revisions of personnel policies
and practi-w:esA,>_and assessing impact on the mission;
advising seniiorzrofficers {e-g- CBO, Force Commander/Chi-:-f

~ of-$taf;f4_(Chief*?£§f3:1taiy Observer) on United Nations
persormellgpolicies and practices and on the
interpretaiion and application of _ the Sta-ff Regulations
and‘ Staff Rules;

the secretariat for and participating in the
Iiical subsidiary promotion panel and other committees a::

" on personnel and related matters;= groups

d cases of allegedk- reviewing disciplinary cases an
misconduct and initiating appropriate action;

l- participating in the preparation and review of evacuat; "
plans and maintaining current data on the civilian stat :
and their dependents for security/evaciation purposes:

I11. organizing language proficiency and -other examinations
the mission, including those for moving staff from the
to the P category;

‘ations; discussions and negotiat;c'ff/management re- _ _ _

C.

n- SL8.
‘J§,-\_ ~¢<v-cbv-Y\99"4r'\r\37 ~
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ti. determining, in consultation with the CAO and other
senior officers, priorities and objectives of the
mission's personnel programme,-

p. liaising with military staff on military matters
affecting the civilian component of the mission-

1-2 While the structure of each mission may vary in detail
according to the specific requirements of its mandate, it is
recommended that the civilian personnel section be organized normally
into three basic units - one for international staff, one for locally-
recrnited staff, and a personnel registry - each reporting directly to
the Chief Civilian Personnel Officer (CCPO} - _

1-3 The responsibilities of the international staff unit shall
cover all matters concerned with administration of the international
civilian personnel_ The issue of ID cards for all civilian staff and
advising and assisting staff with regard -toilleadquarters medical and
dental health insurance plans should also of the unit's
responsibilities-

1-4 In addition to _routine staff administration, the unit for
locally-recruited be responsible for ewmluation, testing
and recruitment of the_7miss:iion‘s locally-recruited General Service
staff- This unit is nornzallygialso be expected to &tablish allowances
and benefits for locgtl;-__staf1‘;_arzci* to raise relevant P-S Personnel
Actions and copies of which should be sent to
the POD, New York, for record purposes- (M11525. recruitment and the
establishment of benefits in respect of international

‘ staff are the r trof. United Nations Headquarters). The unit
should also assist anzisco-operate with the finance section of the
mission in administrati¿z-zof the Medical Insurance Plan (HIP) for
locally-recruited staff-

1-5 registry should interface with the other u.[1lZS
and provide an.-ange of common services for the section such as:
registry/mail;  e and updating of-"personnel records;
preparation of incoznfrng and outgoing administrative report items;
review of stationary and furniture requirements; and liaison with the
general services section in regard to repair of office furniture and
equipment-

1-6 Personnel functions for the military personnel of a mission
are provided by the military personnel branch, which falls under the
jurisdiction of the military organizational structure- Although there
is very little overlap of civilian and military responsibilities, IE ..~

ential that the units concerned f -; ly cooperate and 338151 eachess
other as and when necessary-
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‘"1’ OATH OF =_‘-FT-‘ICE11-

1 0 All !Cl5SlOH staff manbers, including locally-recruited staff
declaration of office as/permalbers, shall subscribe to the oath or -

' ° " rm P 34)- In field offices the oath orStaff Regulation 1.-. (LO _
laration shall be made before the CAO of.tthe mission or his/herdec

designated representa t i ve -

TV ASSIGNMENT AND DURATION OF SERVICE IN A MISSION

1-0 General

1-1 Selection of staff for mission — other than
Field Service personnel - is effected by the of Human Resources
Management (OBRM) in co-operation with the FOD- ‘_

1-2 The OBRM maintains a roster typists and
clerks who wish to he considered for  ce- Staff members
interested in mission assignments may apply ‘to the OHRM by filling out
the form on the reverse side of the information circular entitled
‘Mission Service Rosters :_:____Secretaries, Iypists and Clerks‘, which is
issued annually as an inféimntion circular in the series ST/IC-

‘1-3 To qualify for a mzission assignment, applicants are norinally
f e and to hold a permanentrequired tobeat least 23y,eaa:s-o ag

appointment- Staff cleared by the Medical Service pr: :’
to such assignment-

1-4 Application-;.for with a mission carries no expectancy-
of such service: nor shall it in any way preclude assignment to miss: -

'fical1y applied for such service-duty of staff who have not speci -

2-0
2-1 to the mdgenqiécs of the service and to the expect-:

duration of the mission, the general guidelines followed by the OER".
'od of service in the field, as set out inwhen deciding upon a peri

document PD/3/81 Rev-l, are:

a- initial a¿¿iqnment; .

' ' howev-i- The nonnal initial assignment _is one year, _
a lesser period may be decided upon depending ct;
the requirements and the nature of the mission.

1
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b. Period of assignment

i- The period of assignment of staff members in the
Professional category and at the principal level
(G-5 and above), is no1:ma.ll'y limited to two years_

G eral Service category belgwii- Staff members in the en
l<=-‘V81 (G—5) may be assigned normallythe principal

for a period of up to two years, subject to a
further extension of two more years, up to a
maacixmmi of four years-

While these periods shall app;-iy in general, adjustments
may be made to meet unusual circmnstances- Similarly, the
OHRM may adjust the period in case in
order to meet: special requirementéj

Extension of initial

An extension of the initial assignment shall be granted
if the following conditions are met:

O ests thei of Mission’ or the CA requ
th FOD for consideration by the' through e

QHRH;

ii. r indicates in the request or
his/her willingness to continue in the
;and

W iiiluu eleas:zVf:E"?:11.Ag organizational unit agrees to the
extension and to the continued blocking of

the post for the return of the staff member.

the above conditions are met, the OHRM shall grant
and notify the decision to the staff member

FOD, which shall communicate it to the ;;,_._,_,.,~¢
nzissi-ozi?‘;;§'oncerned-

2-2 Once a General Service staff member selected for a particular
assignment has given his/her consent in writing, he/she shall proceed
to the mission area and report for duty on the agreed date- Such a
staff member, having formally given his or her consent, has the
obligation under Staff Regulation 1.2 to perform the assignment, and
cannot unilaterally refuse to fulfill either totally or partly that
obligation. Failure to do so may result in sanctions under the Staff
Regulations and Rules-

C-

1
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3 -0 _ Transfers between missions

3-1 A staff member may be reassigned from one mission to another
during his/her mission service- In such cases, the time spent at both

al imnm service requirement_ Themissions shall count towards the tot max
'ce requirements as necessary to meetOHRM shall adjust senri

circumstances where accompanying dependents are involved-

V P AND ES

1-0 The Convention on Privileges and Immunities of the United
Nations is the subject of Chapter 2 of this manual. It should further
be noted that where exemption from customs duties is granted by a
government, the privilege shall in general only to staff
members detailed to or internationally recruitedffor the mission in
question, to military personnelnof. the mission,--and to military
observers and police monitors assigned to’=-thej-mission-

WORK AND OFFICIAL HOLIDAYSVI HOURS OF

1-0 The hours of official holidays of mission personnel
are governed by Staff R1iles§i%§’§£§.01-2 and 191-3 respectively-

’l-l The hOl1IS_-;}Ql‘§;;_._J_§OI1£.;?.§é_§Z;l£§;50ffiCi8.l holidays. for each mission
shall be established to local conditions and practice,
provided that the established is consonant with efficient ,

. ‘unctioning of keeping with the practice at
l be official holidays per year-~i@adqvart@r$-

1-2 of and official holidays established for the
' ' ' s of other United Nationsmission be coordinated with the practice

‘es of the United Nations system in theoffices, other agenci
and submitted at least one month prior to the beginning

of the approved list shall be
area __
of a year,_to for_:;-approval. A copy
transn1itte"df" "to other appropriate offices by theggf-‘OD for
information- ~--.y

kin week extends over E 1/Il-3 In missions where the normal wor g .
han a consecutive or full work-week shoul:or 6 days, absences of less t

be at the rate of one day for each day of annual or sick leave;
e extends over a full w0rk—week, i.e. 5 1/2 or

k ek
however, when an absenc

ould be charged- When the wor wedays, only S days of leave sh
consists of S 1/2 days - staff working on Saturdays for 4 hours a -- =

‘ staff member is absent on a Saturday (or for that matter, on any other
da on which he/she is nonnally required to work for half a day) and

' bsence extending over a full w/"~r 1
Y

the leave is not taken as part of an a _
week. his/her absence on that day snould be charged to only 1/4 day ti
1 eave -

’ ___?_.‘-i.i_-_t .__ -- — - ' "‘



at --
annum, vi; nouns or was AND

OFFICIAL HOLIDAYS
7 of 352Zev- Sept- 92- Page 7

1-4 Tb facilitate the audit of attendance records returned to
Headquarters at the end of each year, each mission should record in the
‘remarks’ column of each attendance record the normal hours of work
applicable to the staff member concerned, and also list the Official
holidays-

VII CHQNGE OF OFFICIAL DUTY STATION AND INTER-AGERCY LOAN

1 0 Changes of duty station and inter-agency loans are governed
“ l - This section of the Manualby Staff Rules 101-4 and 101.5 respective y

' formation relating to those rules and shouldprovides supplementary in
be read in conjunction with them- .

f staff are described and recorded the terms1-1 When movements 0
‘transfer’, ‘assignment’, "Q§£éll'. 'lQ§Q'. and ‘secondment are

loosely used in officialsoetimes interchangeably and perhaps
dence and even in Personnel Actions (P-S) and

' f those
administrative correspon

A tions (P-357_.A?brief definition oPersonnel Payroll Clearance c
five terms is set forth below for the information and guidance of all
administrative staff-

a- Igggsfgr is theampvement of-a staff member from one office or
departmnt of’thé%Bnited Nations Secretariat to another for
an indefinite peribd of time- A transferred staff member does
not retainiany administrative link with the releasing office

in W’ “v“"' t ' ‘ n to reabsorb him/her ator departmenegawhrchshs no obligatio
“ t rm ‘transfer’ is also used to describe ,

h
a later date- Thai e

4 the movemnt of agg;arr member from one organization of t e
am commonpsgstem,(i-ei%specialized agency) to another for an

indefinite period ofrtime- A cmplete definition of the
inter-agency transfer and its imlications may be found in

' ' ncerning Transfer,the Inter-Organization Agreement co
“ f Staff among the Organizations applying

es-
Secpndent or Dean o J
t§§§§ited Nations Comon System of Salaries and Allowanc

b. gsgigggggaisgthe movement of a staff member from one office
or department of the United Nations Secretariat to another 2:
from a regular post (100 series) to a project personnel post
(200 series) for a limited period of time- During the period
of the assignment the releasing office or department remains

' ‘ he staff member- Assignmentresponsible for reabsorbing t
' the blocking or earmarking of a post in :<therefore imlies _

releasing office or department-

c- Seggggmegt is the movement of a staff member fro one
organization of the comon system to another for a fixed
period of time. During the secondment of a United Nations
staff member, the releasing office or department within the
Secretariat remains responsible for the staff mmer's
reabsorption at the end of the secondment- A complete

 

1

i
5
-ii
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‘definition of interagency secondment and its implications
may be found in the Inter-Organization Agreement referred to
in b. above- The tenn ‘secondment’ is also used to describe
the status of national civil servants released by governments
to serve with the Secretariat for a specified peI'iQd_

d< Detail is the movenent of a staff member from an office or
department of the United Nations Secretariat to a designated
mission (i-e- UNFICYP, UNTSO, UNIFIL etc-) fora limited
period of time- During the detail the releasing office or
department remains responsible for the reabsorption of the
detailed staff member .

e- Loan is the movement of a staff mauber from one office or
department of the Secretariat to another for a limited period
of time, normally not exceeding one year, during which the
staff member continues to encumber his/her post in the
releasing department, which remasi.-nsiresponsible for his/her
reabsorption- A loan is called"  le if the staff
member's salary and related costsrare to be reimbursed to the
releasing office by the recipient and non— reimbursable if the
staff member's services are offered free of charge by the
releasing term ‘loan’ is also used to describe
the movement-"of aéistaff" member from one organization of the
United Nations system to another for a limited period not
exceeding_.one years, A complete definition of inter-agency
loan and:¢its%eEznp}Z=3T<Q'a»tions may be found in the Inter-
Organization referred to in b- above-

_> 1-2 Once offa staff member has been defined and
‘ approved by the;’-‘OHRl\f"a1;"i?;JE_leadq11arters, the proper terminology must be

used by all administrat¿ie staff concerned when describing and
recording the action- A move approved as a transfer should therefore be
recorded as:'a.nd not as a ‘transfer for two years"; a move for an
indef should .be recorded as a "transfer" and not as an
‘assignment " - ~"

VIII oursrns Acrrvrrias AND znrtatsws

1-0 Administrative Instruction ST/Al/190/Rev-1 sets out the
policy guidelines and procedural arrangementsfor considering requests
b staff members to engage in aC£l\/ICIES outside their official work.

he FOD before any such activities
Y

All requests shall be referred the t _
are undertaken -

A
9IX PAYMENT OF INCOME TAXES
3
1~~ "<1 to section 18(1)) of the

Q ¥
1-0 Most Member States, by a .~...J _ _

Convention on Privileges and ImzI!u:".;' -5 of the United Nations, hav )
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exempted United Nations staff members from national taxation of their
official emoluments- A few Member States, however; have not done 50 In
respect of their citizens and permanent residents, and the staff
members concerned may thus be required to pay national taxes on their
United Nations incoe- In the interests of equity, the General Assemblv
has established 3 system to reimburse such taxes. '

1 1 The purpose of the reimbursement system is to place staff
ition they would have if theirmembers subject to taxation in the pos ~

not taxed It is intended neither to provide 5
' l 'on

official emoluments were -
benefit, nor to place the staff member at a disadvantage, in re ati
to other United Nations staff members*who are not required to pay taxes
to a Member State on their United Nations emoluments. It is for this

ason that Staff Regulation 3-3(f)(i) stipulates-that in no case shall
" ns exceed the final incoe taxes

re
the reimbursement by the United Ratio 1

l in respect of a staff member's United Nationsactually paid or payab e
income-

1-2 A staff member who is a United stages citizen or who has
signed the waiver of imnities is; as:a rule, subject to taxation on
his/her earnings from the United Nations- It is the staff member's
personal responsibility to ascertain and meet his or her liabilities,
if any; arising under United States federal. state or municipal income
tax laws_ 2 <3

-1.3 A staff meber who; Li} is liable for such taxes; (ii) is
eligible for reimburseentidi¿snchetaxes under staff regulation 3.3:f
and (iii) wishes to claii¿pggimbursement from the United Nations, may
apply for reimbrsement in*§icprdance with the procedure set out in to
'nformation circularedistribnted each calendar year to those staff

members concerns- H 'Y§§ Vii

X LOCAL STAFF OF MISSIONS

1.0
1-1 The basichprfnciple underlying the conditions of local sta:-

members of missions is that they are all governed by the appropriate
staff rules; in most cases this will be the 100 series and in the
remainder the 300 series- Letters of Appointment shall be issued to -
local staff recruited under the 100 and 300 series of staff rules w;'
appropriate Personnel Action (P-S) forms- Newly-recruited staff sha-.
complete the Personal History (P_11) form- Copies of all Letters of
Appointment and of the related P.5 and P-11 forms shall be transmit‘
by missions to the F0 for its records and for forwarding to the OEPY
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1-2 The OHRM has issued. schedules of salaries and allowances for
staff in the General Service category for all duty stations- Where
a plicable those scales also show the rates of language and

ssible the entitlement to annual
P

dependencyallowances payable- where po
te established for other categories of Unitedleave should be at the ia

Nations staff, i-e- 2 -L/2 days per month in full pay status-

1_3 Locally-recruited General Service staff of missions are
covered by the Medical Insurance Plan (MIP) , a contributory health
insurance scheme at designated duty stations away from Headquartei-$_
Administrative Instruction ST/AI/343 introduced‘ this plan and the rules
governing it-

1.4 The rules contained in Appendix D’ to; the Staff Rules,
covering compensation in the event of death, or illness
attributable to the performance of official duties on behalf of the
United Nations, apply to locally-recruited staff, but the provisions of
the appendix should be examined .;carefull}§~to- see whether they apply in
a particular case- Under Section I, ArticlfeeiÀb) of Appendix D locally-
recruited staff members covered by an applicable national social
security scheme may be excluded from United Nations coverage-

1-S The conditionsfp-:'§’T_)’71E,’§E;ser1rice of Uinited Nations staff members -
including CO!IIp€BS3-tiOIi§§3fOI' "ii-l.lness, accident or death attributable to
service - are, in pri'n'ciple,.;-‘not subject to national legislation in the
various duty stations._$;_;_.__l\Io wor-_keIH‘ compensation insurance policy under
the station should theref-ore be taken
out in respect of‘ any Nations staff member: for exceptional

_ cases prior approval ggis from Headquarters- Compensation in
Y=»_.. cases which in legislation would be treated as workers‘

compensation so far as United Nations staff are concerned,
by Staff Regulation 6.2’;-"?§-§i§Staff" Rule 106-4 and Appendix D to the Staff
Rules- - .

1.6 of a mission may issue administrative instructions as
deemed necesséiil¿jfiÀoverning the service of locally— recruited staff but
nothing in such ‘ilLiz‘1'n_;‘_ruc*-itaions shall be contrary to or inconsistent with
the text or intent Staff Regulations and Rules-

2.0 Manning tables

“ arters staff detailed to new2-1 Whereas manning tables for Heaoqu
missions and for staff internationally recruited for these missions
shall be established by the Office of Programme Planning, Budget anc
Finance, general authority for recruitment of local staff shall be
iven to the CAO based on the mission's staffing requirements in the

‘ establ¿shed-'
9
field within the financial limits __ i

r

’
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,'
.1,

‘.~__ ,

d rsonnel act ion3-0 'Recruitwent an pe

hedule has not been established the3-1 ’ Where a local salary sc
ltation with other United Nations and specialized

}~ V-1
mission CAO, in consu
agency offices in the area, shall make recommendations for the apprg G.
- if Headquarters .

3 2 In the case of missions of short‘ duration, where" a local
alread been established thesalary schedule for the area has not y

' h ad hoc rates of reammeration for locally-mission CAO may establis
recruited staff based on the best prevailing mtes for similar
personnel in the area of the mission; alternatively, he/she may engage
local personnel as casual labour to be compensated at a daily rate when
actually employed; no notice of tenninationc-orlresignation shall be
required when casual labour is no longer requiredavor is withdrawn,

3-3 In the case of gel! missions of a duration of three months or
longer the CAO is authorized to make to recruit
local staff or to engage local labour basis
during a relatively short initial period, on" the understanding that as
soon as practical appointments under the appropriate staff rules will
be issued in accordance the principles outlined above under
' '- Whenever makerecruitment of local
personnel under the 10£¥"or "3130 series inadvisable or for practical
reasons virtually impossible.-A - which my be the case in large missions
operating in various,;.3.<ocations;» - the CAO shall ask the FOD to extend
the initial ad hg  ts. The FOD shall then contact the OHRM to
arrange for the establis¿iient of a suitable procedure for the .
amployment of local, taking into consideration the mission's
requirements and theiingterests, of the local personnel.

3-4 For local staf¿; recruited underthe 100 and 300 series, P.5
forms shall be prepared the CAO for the following: appointment,
promotion and reclassification, language allowance, non-resident's
allowance, within—3I-'evel increment (Staff Rule 103-8(b)) and
separation. Foridependeney allowance P-S forms shall be prepared by the
Allowances "and-§l‘Bénefits Unit of the OHRM, based on information provides
by the mission- No P‘.5s‘ shall be issued for general salary increases
(resulting from a revision of local salary scales) or regular within
level increments-

3.5 The letter of appointment of -local mission staff shall
normally be issued on form P-73 (indefinite appointment); it should ':e
repared in triplicate: original for the staff member, one copy to the

ords At the time the local staff
P
FOD and one copy for the mission rec .

ter of Appointment he/she should also be requests:member signs the Let - _
‘ ' t‘on of beneficiary).to complete form P-2 (cesigna -

“ -recruited staff clearly' ensure that ioca;-y ~ _
' 's desirable t:a' _

3.6 LII order to
understand the terms of the letter of appointment 111 J.

l ees be handed a :rar;sla:;on into their own language:all.such emp oy -
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they should be asked to read it and should be given any explanation
that may be required. It is recomended that local staff be advised

’ benefits or allowances beyond thosethat they are not entitled to any -
provided in the Letter of Appointment and in the Staff Regulations and
applicable Staff Rules.

lete a ‘Personnel3.7 Upon appointment, staff are to co
Induction Questionnaire‘ (Form P-1) and receive a copy of the
applicable Staff Regulations and Rules (100 or 300 series)-

4-0 Salaries, grade and step

ff are in accordance with the General4-1 Salaries of local sta
Service salary scale applicable to United Nations cmmon system staff

' ed 'Z;;in the locality concern -

l ll -recruited staff should be4-2 On initial appointment, oca y
offered the salary corresponding to step;1¢of@the appropriate level-
Should the CAO feel that the qualificationssand previous experience of
a particular candidate so warrant, he¿she may offer a higher step-

4-3 Retroactive revisions of a.local salary scale shall be
applicable to all staffginéservice ongor after the date when the new
scale is approved; they’areénot applicable to staff who have left the
service prior to thatfdate-‘T

5 - 0
5-1 Locally—recruited§staff of missions situated in Member State-

7f the United Naeingggghall normally be exempt from.payment of local
income tax- When suchééiemption is not granted by the government
concerned.(and the UniteÀNations is therefore obligated to reimburse
the staff members under the Convention on Privileges and Imnities of
the UnitedsÀations) the udssion CAO shall attempt to solve the problem
by referringiihe government authorities concerned to the relevant

tion of th§§@onventiom‘(Section l8(b))- If unsuccessful, he/she
d it will then normally be solved

sec l_>_p F
shall report theematpergto the FOD an _ _
through the intermediagy of the permanent mission of the government
concerned- ~

6.0 Official travel

' l it6.1 If locally-recruited personnel are required to trave --
carrying out their official duties they should be reimbrsed for the
expense incurred- Such reimbursement should include transportation
costs and a subsistence allowance to be determined by the mission TAG
Before establishing the allowance rate the CAO shall, where possible.
consult with the office of the UWDP Resident Representative in orce: ‘
co—ordinate the rate- Generally, the rate for clerical and secreta:;,
staff shold not exceed 60 per cent of the daily subsistence rate

area (40 per cent for drivers) for each nightapplicable in the
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spent away from the official duty station- The allowance is intended to
cover lodging, meals and other necessary expenses during travel.

7_0 Uniforms

f locally-recruited personnel, e-c.7-1 Certain categories o
cc- may be provided withdrivers, guards, maintenance workers, e ,

ns expense in accordance with local practice-
' ' 2;

uniforms at United Natio
The uniform equipment issue includes trousers, shirts and/or gac et,
necktie, headgear and, depending on weather conditions, overcoat or
raincoat- Shoes are not normally considered part of the free uniform
issue- The exact type of uniform shall be established by the mission;
it shall not be similar to the uniform of Field Service officers,
althogh it should preferably be of the sameecolour so that both gr0ups_
can be readily identified as United Nations personnel-

7-2 The CAO or Head of Mission shall establish local rules for
the issuance and control of uniform items, inciuding their life

' f uniform*items issued to Fieldexpectancy- The life expectancy o
taken as a guide, bearing in mind localService officers can be

conditions-

(‘

XI SPECIAL sE1zv_-its (Form P-l06)

1-0 Special Service Agrements are used to engage temporary
personnel on an honrlyg¿daily Or weekly basis for a maximum period of
eight weeks in any periodiof three months- The detailed provisions for»

x obtaining the temporary services of individuals under Special Service
%,.Agreements are settoutain Administrative Instruction ST/AI/295 of 19

November 1982, in accordance with Section II of the Secretary-General's
bulletin ST/SGB/177 of the same date on policies for obtaining the
services of individuals on behalf of the Organization-

~ -2-as -
1,1 P§i§Qgg engagedrunder Special Service Agreements receive an

agreed hourlyi§€ily, weekly or monthly fee (not subject to Staff
Assessment) in f¿iiiconsideration for services rendered- Since these
persons are not staffi¿émbers and are therefore ineligible for any of
the benefits or allowances available to staff members under the Staff
Rules, it is most imprtant to take all relevant factors, particularly
local laws governing similar employment (vacation or sick leave laws.
dependency benefits, etc.) into account before issuing a Special
Service Agreement, which should contain the following information:

a. the date, and the name and address-of the emloyee:
' *1 rc-ervzces to be rendered, and wee-.b- a description of the 5

they are to be perfcr—ed.

~eme¿L and the termination :ot;:~ -c. the duration of the 2::
period:
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d the amount of the fee (stated at the weekly, daily Q1’
iate);_ hourly rate as appropr

e- the account to be charged-

‘ “ The following points should be noted:

A reement is a contractual arrangementa- a Special Service g
between the United Nations and a person engaged to
perform a specified service and is not a Letter of
Appointment under the Staff Regulations-

A eement has the legalb- a person entering into such gr
status of an independent contractor and is not considered

' a staff"Ime=mber of the Unitedin any respect as being
Nations;

c- the rights and obligations--~of-.. employed under a
Special Service Agreement. '8-I‘8"i.-:$£I'iCClY limited to the
terms and conditions" of the Agreement-

d- A person emp_l_oyed under a Special Service Agreement is
not any,payment, subsidy, compensation or

' ressly provided in the Agreement;benefit, as exp p

e. personslienteriingg-;;i.nto-Special Service Agreements are -'2c'
nonnal'I‘yr‘:;c<}_Yerei:i??’*£1nder Appendix D of the Staff Rules. 1'
is current:-'I5i§;actice to extend the application of Append- -<
D to such only when the performance of their
c calls-for travel at United
N-ations~-*exp_ense;

f- Special Sengice Agreements are intended for use only
where services are required- Recourse to such

is not justified when the nature of the wo:<
‘is-aicontinxzihg and would normally call for appointment '
a post under the Staff Regulations and Rules-

INTER—AGENCY TRANSFERS

1-G Under the Agreement concerning transfers between
organizations, the written consent of the staff member concerned V
(whether locally-recruited or not) is required before such a tra:.s:-
(e-g. to and from the local UNDP office) can be effected-

XZII VOLUNTARY HELP

h ' "'=" missions may receive offers ct1 G Although Eran time to ti---e
licy of the OHRM not to permit voluntavoluntary help, it is the po - -‘ p

work for United Nations regular activities.

XII

‘ ‘ ' -- Q!
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XIV i LANGUAGE ALLOWANCE

1-0 The eligibility and conditions for payment of a language
allowance are governed by Staff Rule 106-6- The following provides
further details .

1-1 A language allowance is payable to

General Service category or its equivalenta. staff in the
on the local salary scale, and

n the Field Service category below level FS-6

f'ciency in the use of two or morewho demonstrate the required pro 1 .
f the United Nations- ‘I‘he~"o¿f:i-cial languages are

l a e
official languages 0
Arabic, Chinese, English, French, Spanish and Russian- No angu g
allowance is given for knowledge of a working language of the
Secretariat, i-e- English or French, in to the staff member's
mother tongue, if the latter is not alsoiaizféofficial language of the
United Nations- Tests for language proficiency are usually administered
twice a year, and announced to the staff through an information
circular. Locally—recruited staff in the General Service category are
eligible for the the same conditions as detailed staff
(see above: Change of offiiiial duty station and inter-agency loan)
provided they are not enlployed on a short-term basis; persons employed
on a casual labour basis areznot ‘eligible for the allowance-

1 -2 The CAO may ma3Ce;r~.recozm1endations to the FOD for conducting f
local language courses- The-. recommendation shall indicate the
languagels) , numberfof. .staff“"-expected to ‘participate, duration of the
course, teachers’ fees;--.'etc-- The FOD shall consult with the Office of
Programme Planning, Budget and Finance and the OHRM before approval for
establishingfa language course is given. Generally, language courses at
missions shall be authorized only for those staff members who are
required a seconci-for third working language for the proper
performance duties-

1-3 The allowance for both the General Service and Field
Service categories is based on the prevailing salary scales, and is
included in pensionable remuneration; the amount is not subject to _
staff assessment. An additional language allowance of half the standard
rate is payable to eligible staff who qualify in a third language.

1-4 Ln addition to the language allowance payable to staff in the
General Service and Field Service categories, General Assembly
Resolution 2480 B (XXIII) requested the Secretary-General to take s-:e;s
to improve the language proficiency of staff in the Professional
category and above- The grant of salary increments at shorter lÀtf-31"-!&l:'
and the j_n1;rQd11¢tiOn of knowledge of a second language as one of the

1' were subsequently iznjplesnentedz seeconditions for promoti-OH
d ST/AI/207.

b. staff i

ST/Ami!/SER.A an
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xv POSTAD-JUS‘I'ME'N'l‘

1-0 Q-metal
F1-1 The payment of a post adjustment is governed by Stafr Rule

103.7. The following provides further details-

'ations in the cost of1-2 Having regard to the CODSld8I&b1€%V2I1 = W
living between the duty stations where the organizationssof the United
Nations system have offices, a system of post adjustments applied to
salaries of staff has been evolved, which seeks to provide
international staff in the Professional category and above and — since
July 1990 - Field Service category staff at duty stations all QVQI the
world with comparable standards of living- Thesadjustment has a direct
relation to the cost of living, with the baseeil¿Ài established as New
York-

1-3 Periodic (time-to-time} and.other surveys of the cost of
living at individual duty stations are.made§hy the secretariat of the
ICSC, and on the basis of the information gathered the Commission
establishes the post adjustment classifications (schedules of which it
publishes from time to time)- During the surveys international staff in
the field may be askedjgég¿bmplete questionnaires on rent of
accommodation, househqi¿ expenses, etc; to suppleent data gathered by
direct price surveys pf foodtuffs, clothing, etc-- The CAO or Head of
Mission will be advised_whennsnch surveys are cotemlated, and asked
to arrange for compIét§§@;of§the questionnaire by the staff concerned-

jn‘ 1.4 Normallymmissionestaff at the Professional and higher levels
“' and in the Fieldé¿ésmégg category shall be eligible for the post

adjustment applicabIé@§§athe mission area. However under Staff Rule
103-21 the Secretary-General may designate special missions - including
assignments for one year_or more - for which a mission subsistence
allowance (g§§z shall be paid in lieu of post adjustment and other
elemnts of¿r¿mnnerationsapplicable in the area of assignment (mobility
and hardshipf§§§hgance and assignment grant - see Chapter 4, section
XXII). A post adj¿hgmennlfor a mission area and the MSA may not“Ee
drawn at the same tiimg?
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2-5 implementation

2-1 T In the imlementation of the post adjustment system for
mission staff the following shall apply:

a- Post adjustment for staff assigned to a mission with a
change of duty station under the normal post adjustment
system

' ld Service category and thei- Staff in the Pie
Professional category and.ahove assigned to a
mission for one year or more shall receive the pst

' ~to the mission duty stationadjustment applicable.
effective from the date of arrival in the mission

ost adjustment shall ceasearea; the Headquarters p
with effect from the same date-

ii- The mission post adjustment shall be discontinued
and the Headquarters post adjustment reinstated
effective the date of return of the staff member to

When a staff member is takingHeadquarters-
approved annual and/or hoe leave en rggte to
Headgnarters,_the effective date shall be the day
on-whic¿ihe/she reprted for duty at Headquarters,
yprovidedfthe period of leave does not exceed the
level acgrned while on mission service-

iii- The 2%!-shall initiate the necessary P-S actions to
, q _provide§£or the post adjustment payments outlined
' »s§above; t¿etaction for mission assignment may be

"H YA same P-S form if practical as far as’>'coered onnthe
the applicable effective date 18 concerned-

special missionb- £Qst_aQjus;mn§ for staff assigned to a -
fggggggg a Qhange of duty station under the mission

"g"’{'+'§Qwa_g§§ Àfigteiln

U€%§taff in the Field Service category and in the
above assigned to aProfessional category and

' ' shall continue during such mlSSlO€
' able

spatial mlsslon
service to receive the post adjustment applic
at their normal duty station.

c. gg§;_adju§§ment for staff upon transfer and change of
official duty station

i. Staff Rule 103.7(d)(i) provides that "a staff
member who is assigned to a duty station class1f.~1
lower in the SCG€dUle of post adjustments than :f— -
duty station in which he/she has been serving may -
continue to receive for up to six months the nos? .
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adjustment applicable to the latter while the
members of his/her immediate family (spouse and
children) remain at the duty station- '

ii- It should be borne in mind that the above provision -
is intended as a financial aid to the staff member
assigned to a new duty station" during a period in
Whi¿h ill‘!/1181? family may not find it‘ convenient to
follow, because such a move may dislocate the
continuity of the studies.-of the staff member's
children or for other personal reasons. It is not

ra e a staff member to maintain aintended to encou g
second household at theduty station from which
he/she has been transferred-

iii - Accordingly, payment of the="-post adjustment
applicable to the former duty station may be
authorized as a discretionary measure for an
appropriate period (not exceeding six months) if
the staff member concerned has established that
there are valid reasons for it-

2 2 When a staff assigned to a_ mission or other field
' 'rovided with housing free of chargeoffice away from Headquarters is p

or at a lower rental the average cost used to calculate the post
adjustment index, a -‘deduction-pzafrom his/her monthly salary may be made;
conversely, when a "staff: pays a prevailing commercial rental
substantially higher than?-‘the average rental used to calculate the

‘ index, a monthly rental subsidy may be paid. See Staff Rules 103.7(e)
"51 md 103.18(b) (i\r)?">-randiindxninistrative Instruction ST/AI/275/Rev-2-

WITHOLDING OF SELARY AND WAGE IN XVI

1-0 Thtséjfqllowing an elaboration of Staff Rule 103-8 covering
the withholdi@§=of an increment- p

1 1 The CAO of Mission shall notify the FOD, if necessary
' of a staff member in the mission has notby cable, whenever the S€I'V1C€

been satisfactory and does not justify the awarding of a salary
increment-

1-2 Since the withholding of a salary increment reflects on
either the performance or the conduct of the staff member as evaluated
by his/her superiors, it must be justified in writing- A special repc-z:
must be made by the staff member's supervisor concerning his/her _
service during the period preceding :?".e notification- The report mast ~
contain a brief statement and evalua: '.3n of the staff member's service.
and he/she mus; be given ghe Qpport1-r.;'y to rebut the report in
accordance with the provisions of p1: 1 rraph 16 Of ST/AI/240/Re‘-'-2 '
( Performance Iwaluation Report Sys): ~" -
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‘ ement shall cover the full1-3 "I'he withholding of a salary incr
tement can-not have effect before theincrement period and a reinsta

lapse of the time limit for the earning of a salary increment at the
level in question- This should be clearly noted in the relevant P.5
action, and an appropriate comment should be included in the staff
member's next Performance Evaluation Report-

1-4 In accordance with Staff Rule 103-8(b), where the case of a
staff member on probationary appointment is under revievrfor the grant
of a regular or permanent appointment, the award of a withj-.n—grade
salary incranent shall be withheld until the review has been completed
and a decision taken.

l-5 Locally-recruited staff of missions---holding fiJced—term,
probationary or regular appointments are alsov-e§£-igible for within-grade
salary increments, subject to satisfactory performance- Such increments
should be processed locally- R

XVII SPECIAL POST  CE (SPA)

1-0 SPA for staff Qther than Field

1.1 A special post ali¿owance fora staff member selected for
assignment to a mission against a post at a clearly recognizable highs:
level than his/her authorized:

prior to departure from Headquarters; or

b- of the CAO or Head of Mission after
the s r3ns served at least sixty days in the
mission.

1-2 'I12€_ approval OHRM is required for the grant of the
allomncesl:"I l rule eligibility for the allowance and determr -
the effective‘=“date of>pagz'i1ent- A recommendation for an SPA received
from the field shal;L__be;-gforwarded to the OHRM by the FOD-

mm SPA shall be the date1 3 The effective date for payment of an
' ion area, unless he/she is alrea:.

he
the staff member arrives in the miss
‘ ' ' hen the allowance is approved; in that case t.

HRM.
in the mission area w
effective date shall be the date approved by the 0

"iscontinued as of the date1-4 In principle, an SPA shall be o
the mission area or completes hJ.S/1181’which the beneficiary leaves

assignment- -

2.0 SPA for SL5!-ff from Ofher categories ‘LO PT-'Ofessional <;aE<-1*?L.-

2-l Since the establishment 0: the competitive examination
procedure announced in ST/SGB/173, staff in other categories rray F."

Service category personnel

a-
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assigned to Professional posts without the approval of the OHRM (see
ST1AI/276)- Such arrangements shall, in principle, be limited only to

itment, and mission posts away frgmreplacement posts, posts under recru
the P-I and P-2 levels-Headquarters at

2-2 when an SPA is granted to staff mmbers in other categories
' dance with Staff Rule l03-ll(b),assigned to Professional posts in accor

' ood that the SPA does not exempt them from the needit should be underst
to pass the competitive examination in order to be eligible for

.» promotion to the Professional category, and that the assignment of
Professional functions is temorary in natureaand not a recognition of
their suitability for appointment or promotio to the Professional
level- ' i’

3-0 SPA for Field_Service category persg¿ef

3-1 The granting of SPAs to Field Servicefcategory personnel
shall be considered jointly by the Administration and the staff through
local advisory panels to be establishedlwherefpracticable under the
terms of reference approved by the 0HRM-

3-2 A local panel shgll consist of

a- the Chieffofgiéministration;

b- the Chigg of gérpemnel; and

c. a staffsnm§éated participant at the appropriate level- '

\ 3-3 The lo§§§§§§§gls sham: review all Field Service category
personnel to determine¿mhich ones in their view qualify for the
granting of an’SPA- Recoendations from the local panels or local
administratibns shall be forwarded to the FOD, which shall make
comments an¿arecommendatiohs for submission to the 0HRM-

g¿he F7
&%§§%5 f‘.

XVIII TIME -om‘-' _
iq¿¿ ' ' e staff1-0 For locallysregruited General Servic

Locally-recruited General Service staff may receive payment
t is in accordance with

1-1
for overtime worked, provided that such paymen
local practice and that overtime payments are cputed on the basis oz
a scale of salaries and wages-

“-.”’“*’_'_"__‘_“’." ~ ' i - P’ _ -7 __ .
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" ' ' ad field offices which do not have specifically. , _ _d _1.2 Missions
established procedures for compensating overtime may use, as a gul e in
their day-to-day operations, the general principles in Appendix B :0

hich apply at Headquarters-the Staff Rules w

1-3 The formula for computing overtime paymnts shall be

Angal_§alary = Hourly rate for overtim-
2088

(The figure 2088 represents paid working hours per year and is arrived
ear less 184 days (Saturdays and Sundays)at as follows: 365 days per y p_

times 8 (working hours per day) equals 2688E;Whether or not a field
office works a five-day week or an eight-hoÀriday does not affect the
formula, nor do the nine official holidays (asasueh a holiday, if it
falls on a working day, is a paid holiday)- 'Anual salary‘ for the

- anuual rate¢for the particularpurpose of the formula shall be the
level and step, including language and noiresident‘s allowance, if
aplicable-} p

2-0 For other staff

2-1 Shold the exi§§neies of the service permit, and subject to
the prior approval ofé¿¿e CA9 or Head of Mission, occasional
copensatory time—off§1CTO) may be granted to staff mmbers in the
Professional category§§d=abveqprovided they have been requested to
work substantial or recggretÀperiods of overtime-

, 2-2 The rules gover;ing§CTO and overtime payments (if applicable)
~ for staff memberseinéggg FieIdeService category (see below) may be

applied to General Séi¿gge staff members assigned to missions-

3-0 For staff in ti; Field Service categgry

3-1 :Th;erules governing CTO and overtime payments (if applicable)
for staff membersein thegfield Service category are based on the
recomendations?o£§a,Jo§¿t Advisory Comittee Working Group on Qield
Service Salaries, Aiipgances and Other Conditions of Service during a
review in 1981, as endbrsed by the Joint Advisory Comittee and
approved by the Secretary>General- They are as follows:

a- Any time worked in excess of the scheduled work day or
any time worked on official holidays is considered
overtime, provided that such work had been authorized by

' 'sors are required to' the proper authority. Supervl
' ‘ ‘ct rocedures to ensure advance approval.institute strl p
adequate control and monitoring of overtim work-

b- A review should be conducted by the CQA of the mission Y
office three times a year (April, August and December) ‘
determine the accumulated CTO of staff mebers. The

_ -- ,-.__‘ _ i7 _ A ' >' " "'_ We e» A V.’ r ___.. ...~, - ..,_i A ,i-.._. _ _ .. I ~ -»--~~»~ _ __,~¢--1-';'~'1-_; -
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normal practice should be that staff members be given CTO
for overtime work, and maximum effort should be made 59
limit overtime payments to situations where it could be
certified that it was not possible to grant CTO- Overtime
work of staff up to level PS-5 shall be compensated by an
equal amount of C10 up to 40 hours. '

After each review, accumulated hours in excess of 40
' ed as CTO because of servicehich could not be authoriz

' cash at the rate of
W

requirements shall be compensated in
' taff member's net base salarytimeandahalf of thes

' A Other accumulated hoursplus language allowance, if. any-
shall be carried over for review-

C.

d- CTO may be accumulated while status and in
receipt of TSA or DSA (and while on a working pattern
such as 7 days off-after 7 days on duty).

e- CTO may be used outside the“""~1z’ij3“-f=£p'§"sion area-

f- CTO shall not be forfeited on account of reassignment to
another mission area but may be carried forward for

the next" review-

Z be combined with home leave; however,g- Accumulated CB8 may
member following such athe total a staff

exceed three months- -

h- When_-Lt_he of the service prevent the granting
four months of the date when

tile’ the time limit may be

:__»_'=‘ ._.“<"'_(:-"P9 -1~

XIX ADVANCES;

1.0- to international staff members must receive
prior approval of  as, New York- If there is insufficient t;.~.~.»:-
(at least two weeks) "to obtain such approval and the advance is
authorized locally by the CAO or Head of Mission, Headquarters should
immediately be informed, either by cable or by the next administrative
report-

1-1 Requests for salary advances to staff in the Professional
category or above, staff in the Field Service category (PSO and PSI-5
and detailed General Service staff, whose salaries are paid through :-
Headquarters payroll, shall be transmitted to the I-‘OD by admin-istrat;. -
report on form P‘.-82 (Request for Salary Advance) or by cable (depend;- -
on the urgency) and shall contain the following information: _

a- amount of the advance requested;

'
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b- method of payment; i-e-, at Headquarters through deposit
' bank, with indication ofto a personal account with a

' (if necessary branch office) and accountname, location . ,
f’ ld through payment in local currencynumber, or in the re

or in US dollar instruments (cheque or traveller's
cheque);

c- balance of accrued annual leave
preceding month;

as of the ed of the

d- schedule of recovery;

e- reason for the request-

PO the Accounts1-2 Upon receipt of the request from the ,
to the CAO advising the amount paidDivision, OPPBF, shall send a cable

and the method of payment-

1-3 Before proceeding on approved annual leave involving an
absence of two or more pay days, locally-recruited mission staff whose
salaries are not paid through the Headquarters payroll may receive a
salary advance in the amoupt that would fall due for paymnt during the
expected period of absen§§§%§uch advances may be authorized without
referral to Headquarters busimust be recovered on the actual paydays
involved- :55 5?

1-4 Emergenc¥;§§§§ysa¿&ances to locally-recruited mission staff
may be authorized by thémmmssion CAO or Head of Mission and paid in the-
field- Such advances~shalf§not normally exceed 80% of the equivalent of

g wccrued annual iegggggg shaiiibe recovered from the staff member
“r within three momthsI”§§@§mg the recovery of the advance, no annual

leave shall b granted Sggthe staff member which would reduce the
balance of his/her unus M; ual leave below the amount needed to
recover the qptstanding agyance-

S§§a- E?
1-5 For:€§eppurpos§?of this instruction, circumstances not

affecting the weii¿gg o¿fthe staff member or his/her dependents shall
not be considered Eh¿kergency. Dependents in this context shall be
deemed to be spouse,7Ehildren, mother, father, brother or sister-

XX DEDUCTIONS AND CONTRIBUTIONS

1-0 The subject of deductions and contributions is covered in
Staff Rule 103-20; further details are set out below.

1-1 There is no limitation :2 -re Staff Rules on recovery of sums
improperly paid to a staff mmber. Fecavery must be governed by the
circumstances of each case, and not :—t3very in one case provides no
precedent for waiver in another. R~ rery of overpayments is not
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governed-by Rule 112.3 but by the general principle that a staff member
des not acquire title to an amount which has been paid to him/her by
error and which would result in his/her unlawful enrichment-

l-2 Overpayment may result from a simle error in comutation,
from an error in the facts on which the payment was based, or fro a
decision based on erroneous interpretation of the rule- As for the
staff member, he/she may be culpable by cmmission, by.omission, or by
deliberate inaction after discovering the overpayment; on the other

' ' est no trace of bad faith-hand, his/her position may sugg

ffected on the basis of a decision duly
a.

1-3 Recovery must be e
notified to the staff member; Any proposal for waiving total or parti L
recovery should take into account the considerations in the preceding
paragraphs and also the hardship which recoveryqmdght cause to the
staff member, bearing in mind the amont to be recovered in relation :3
the staff member's level and salary-

XXI EDUCATION GRANT AND RELATED BENEFITS (Staff Rule 103-20)

1-0 Edugatign gran; A

1-1 Education grant benefits apply to Field Service category
personnel and to other internationally-recruited.staff, as well as to
staff who are considered locallgarecruited at their official duty
tation but are detailedaorrassigned to a mission, provided that in

national of the country of the dt'r
s
each case the staff meber is not a
station-

1-2c The conditionsaand procedures for the payment of education
grant and the special ed¿tation grant for disabled children are set T.
in Administrative Instruction ST/AI/181 as revised.

1-3 Sieii members who are eligible for an education grant in
respect of theirechildreniand who are required to pay all or a port;
of school fees at¿the beginning of the school year may apply for an
_advance against their entitlement by comleting revised form P-4S(2>- =1“

_ (Request for payment of education grant and/or advance against the
education grant)- Such advances shall normally be payable in United
States dollars.

1-4 In the case of a child in respect of who an advance is be.
q requested for the first time, the request must be accompanied by

invoices or other documentation from the educational institution
Th amount of the advance shall be oneattesting to the school fees- e

ent of the expected amount of the grant-hundred (100) per c

1-5 Claims for the payment of education grant should be SUDm1f' i
' 1 ear should be submitted as ;E on form P-45- Claims for the past scnoo y

' letion ct the school year unless the stat" 3soon as possible after comp -
1

._-. _ 7“ 7 7 7» .._._....;.-..---.' -....--.._,-.;.,; .
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member's appointment expires earlier or the child's attendance ceases
earlier, in which case the claim.sh0uld be submitted, respectively,
shortly before the date of separation from service or shortly after the
cessation of attendance-

1-6 In any event, in accordance with $taff Rule 103-l5(ii), for
the grant to be payable the claim must be submitted within one year

' V f memer would have been entitledfollowing the date on which the staf
' st be accompanied by evidence satisfactory toto payment. The claim mu

the Secretary—General concerning the child's attendance, his/her
education costs and the amount disbursed by the~staff member-

1-7 Where possible such evidence shall be submitted on form P-41
(10-90) (Certificate of Attendance and Costs-ad Receipt for Payments).
In order to facilitate confirmation of data, it¿is-important to provide
a copy of form P-41 to the educational institutibn for entry of the
relevant details- Once the form has-been completed and certified by the
institution, it should not be alterd in any way by the staff ember_
If it is not possible to submit fonm P-41 to the institution, a
certificate of attendance indicating the exact dates on which the

dates of the child's attendance,school year began and ended and the
l bills indicating details of the various chargesand receipted schoo _H_ _

paid, certified by a reepneible official of the educational
institution on its officiaI§§tationary'or on paper bearing its seal,
shall be required- if €

1.8 Expenditnrgggigichgare not paid to the educational
institution are not to hé¿included on form P-41- Such expenditures are'
-0 be claimed by attachingw¿ralknan P-45 an explanation of the nature of
the expenditureaa§À§§§hstantiating documentation such as receipts or
cancelled cheques, etd¿gg '

1.9 If the eertifiégte of attendance and other documentation are
not in one eghthe officia¿ languages of the United Nations, a
translationt¿ggg one of those languages should be attached-

2-0 E 0; ese »- egg;

2.1 Staff membeis eligible for education grant whose children
attend an educationaI institution outside the country of the duty
station for not less than two thirds of the school year are entitled,
under Staff Rule 103.20(h), to the payment of the child's travel
expenses for one rond trip each scholastic year, except that in the
case of staff members serving at field duty stations designated by the
International Civil Service Coission where schols do not exist what?
provide schooling in the language or in the cultural tradition desired
b staff mebers for their children, such travel costs may be paid

' F ember is not entitled to hoe
Y

twice in the year in which.the staf_ me -
leave-

-

%2
F
2

3
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2-2 Education grant travel expenses may also be paid where _
attendance is within the country of the duty station but beyond
ommuting distance from the duty station itself; provided that the

l within commuting distance
c
Secretary—General is satisfied that no schoo @

' hild- Education granc=travel shall normallywould be suitable for the c
be by air, using the least costly fare structure regularly available or
its equivalent- " ’

2-3 Education grant travel may begin either fro the duty station
' ' ' es shall not exceed theor from the educational institution- The expens_

the staff memberfs hoescountry and his/her duty
of

cost of travel between
station and shall not be paid if the travel is unreasonable because
its timing in relation to other official'trawel of the staff member or
his/her family mebers or because of the shortness.of the period spent
at the duty station (two weeks is the minimumerggpiredl, or if travel
is not undertaken during the relevant school year- A lapse of three

' ducation grant travel and othermonths is normally required between e
' - ' interval may houenergbe reduced in appropriate-7’? , chauthorized travel, this

cases so as to permit education grant traveiiio take place in e
year as hme leave, if otherwise eligible- 'f

2-4 Adl education grant travel shall be requested on form.P-66(2-
80) (‘Request for Bducati§§;§rant-Travelf) and be preceded by the
issuance of a travel authorisation form?(PT-8) indicating the school
year to which the travel is related and the mode and route of travel-
The preparation of form PT;&aand-all arrangements regarding travel
shall follow the csditignsalaid down in Administrative Instruction

‘ondfor United Nations travellers- 'ST/AI/2 5 7 OH informati

2-5 Stafflmé¿irnishall¿nnt purchase directly the travel tickets
"' ' ' ' two weeks after comletionwithout specific prioreagthorization- Within

" '" t travel the staff member shall submit a
ffice

of the child's educatiouegran ’ .
travel claim form~(F-10)*§o the departmental or administrative o

dless of whether anyeclaim for reimbursemnt exists- The
if the travel wasregar at t gt _

submission o¿giprm F-10 is required to verify
”““ rized, as well as to certify reimbursement

' ' in vel
actually undertaken as autho
claim_ Form F-I¿eahpldibe accompanied by the original of the tra
authorization (PTQ&¥§£orm, ticket stubs and all receipts for expenses
for which reimbursement is claimed- No education grant travel shall be
authorized before submission and approval of the claim for the travel
of the previous school year. if any-

3-0  1LQQ_t
Dec al education grant for disabled3-1 For the purpose of the s_ l

children the following shall apply:

a. A.'disabled child‘ shall mean an unmarried child under
the age of 25 years wno 15 unable, by reason of physica-
or mental disability. to attend a normal educational

' ‘Pro reouires special Fezrhinn orinstitution and there-V-»
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training, on a full-time or part-time basis, to prepare
him/her for full integration into society or, while
attending a normal educational institution, requires
special teaching or training to- assist him/her in
overcoming the disability-

b- "Educational expenses" shall. mean expenses incurred for
such teaching services and equipment as are‘-Fnecessary to
provide an educational programme designed to meet the
needs of the disabled child in order that he/she may
attain the highest possible le1ze;I"’-of functional ability-
Other costs or fees related to the educational
programme which are not or related to an
extracurricular activity may in the
educational expenses, but not supplies, uniforms,
insurance, donations and contributions or similar
charges- If full "board. (accommodation and meals) is
provided for a cl'z:l-_"'l;=d;;.=._a;_;tending an educational
institution at the3=duty statfiiiif the boarding expenses
shall not be reimbursable unless it is medically
certified that the full—time boarding in the institution
is an part of. the educational programme-

3 -2 The special grant for disabled children shall be
available to staff of all categories, whether or not they are
serving in their they have an appointment of one

‘Z " A -ione year of continuous service-year or longer or

5 4-0
4-1 Thefdims I have been established for the

administration of the grant:

P-4S(2-.-Qpl.) ~ for payment of education grant and/or
advance against the education grant;

: of attendance and costs and receipt f or

P-4lA(S-86) Certificate for tuition in the mother tongue and
receipt for amount paid;

cribed textbooks and receipt f-

1

P.41C(5-86) Certificate of pres
amount paid;

80) Request for education grant travel -P-66 (2-

4-2 All preceding versions of the forms listed above are
superseded and shall not be accepted for processing-
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JQCII ‘SALARY AND ALLOWANCES DURING MISSION ASSIGNMENT

1-0 'I‘ravel subsistence allowance

ce or Ling for each duty1-1 A daily subsistence allowan
station is established by the International Civil Service Commission.
This allowance, which is paid to staff travelling on official business,
comprises the total contribution of the United Nations towards
additional living expenses incurred as result of the travel-

1-2 After 60 days the subsistence allowance is normally paid at
reduced rates established by the Commission- After 120 days the rates
payable are those established by OHRM, in an amount equivalent to 60
per cent of the applicable “first 60 days" rates (see paragraph 6 of

AI/142/Rev- 26)- The subsistence allowance-shall be reduced as
' ' is provided by the United

ST],
follows if accommodation and/or lodging

or by a related institution free of charge:Nations, by a government

- by 50% if accommodation only is provided;
by 30% if megs only are provided;

odation and meals are provided-I by 80% if accomm

- 2-0 MobilitypaiÀ hardship allowance (Staff Rule lQ_3.22)_

2-1 in the Professional and ‘higher
categories and the Fieldiii-‘$eivice category shall be eligible for the ’
nobility and allZ5§a'nce introduced on 1 July 1990- This non-
pensionable the former assignment N all-Owance
(including level) and a number of other
entitlements -{see ST/AI¥3iT63 of‘ 1 August 1990) -

2-2 mobility hardship allowance was designed as an
incentive-qsfility compensate for hardship and non-removal of
personal effe d household goods;-_‘\_I,t comprises (a) an amount that
varies according*_':7’{,§:%_%"(i§'g,3;§-_the;=>;=11unzber of assignments or transfers to different
duty stations, that reflects the varying degrees of
hardship at stations. and (c) an amount that compensates
for the absence of the removal entitlement. It is payable in accordance
with a matrix containing a large number of variables and also varies
according to the staff member's grade and dependency status- It is
normally payable annually in advance; although expressed in United
States dollars, it may be paid in another convertible currency at the
request of the staff member-

iaw H in M‘ _'__ " ""_ " ~"--- -Y . - . Uw_ 7 *~—»——— ——' "—'_'**"""- — -s~-»¢-u-.-\a,.|no
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of the mobility and hardship2-3 The rules governing payment
allowance are complex; they are set out and explained in Staff Rule

' ' ' ' ruction ST/AI/363. and Addenda 1 and 2,103.22, in Administrative Inst
and in Information Circular ST/IC/1990/37 Lannexed to this chapter} .

2-4 Until 1 July 1990 staff members in the Pi-eld Service category
' ' allowance (EMA). consisti-ngfof both a fixedreceived a monthly mission _

' s ctively to theeassignmentand a variable element corresponding re pe
Pr fessional staff and to post adjustment- Fromallowance payable to o ,

that date the MMA was abolished, and such staff members became eligible
or post adjusunent and - with certain variations - for the mobility

and hardship allowance introduced for staff at the Professional and
higher levels (cable dated 13 September 1996.. from the ASG/OHRM,
addressed to field missions)- c

(Staff Rule 10'1-20)_3 . 0 Assignment grant

3-1 ' The assignment grant was‘ introduced-1-effective 1 July 1990 in
conjunction with the mobility to provide staff
members with a reasonable cash amount at the beginningof an assignment
or transfer to a duty station- Twoexisting entitlements with similar
objectives — the installation grant, and reimbursement of pre~depart1;:-=
expenses - were discontianred from the same date-

The is the total compensation payable by -..~3-2
United Nations _.

a- the costs incurred by a staff »
and --familymembers as a result of an

at or~iz-passigzmzent , and

that the staff member mayb- any pre{departure expenses
' -- A lt of having to relocate to a new dutyl!1C}1I' BS 3. {>887-1
station- ,

It consists subsistence allowance (DSA) portion and a lt-rt
sum portion, payable to staff members in the
Professional and categories appointed under the 100 and 200
series of the Staff Riff]-es, who proceed on authorized travel, upon
appointment or reassignment, to a duty station for a period of serv:
expected to he of at least one year's duration- It is also payable I
Field Service category staff in accordance with a decision of the
Secretary-General (cable dated 13 September 1990 from the ASG/OHRM.
addressed to field missions; transitional measures affecting some F1-~

' odced at thesametime)-Theg"-rantService category staff were mtr u
' e of service with a ‘special mission‘.not payable in the cas

3.3 The DSA portion of the grant, based on the DSA rate at ti-.— '
' and the official United Nations exchange rate, COH.8iSfwduty station

aff member. 5a- thirty days‘ DSA ii] respect of the st

_ 4

Z

A
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b- thirty days‘ DSA at half rate in respect of each
eligible family member for whom the organization has pa_1¢
travel expenses to the duty station- i

The amount of the lump-sum portion depends on the duration of the staff
h ‘ entitled to removal ofmember's appointment, on whether he/s e IS

h dut station and on the classification of thepersonal effects to t e y , .
duty station in accordance with the categories (H, or A to E}

I introduced under the mobility and hardship scheme-

3 4 The DSA portion of the grant is normally payable in the local
ext: tionally all or part of itcurrency of the duty station, though ep t

ibl currency; the lump-sum portion is payable inmay be paid in convert e
convertible currency-

3-5 The administration of the grant is explained in detail in
/AI/364 [annexed to this chapter], whichAdministrative Instruction ST 1 ’ V

includes (paragraph 14) a smmnary of entitlements-

4.-0 Salaries and allowances during service with a ‘special
miSSiOn" - Mission Subsiggnce Allowance (MSAL

4-1 When staff are recruited or detailed to a "special
mission‘ as designated-¿¿y the Secretary-‘-General, they shall receive
under Staff Rule 103 .,-21 mission subsistence allowance (MSA) at a daily
rate established XJYOHRM on behalf of the Secretary-
General, in lieu of?"pos§=:fs-aei¿iistment and other elements of remuneration’

5, aoplicable in the area (see section XV, paragraph 1.4
K ave) - In addition,?___detai?£’§d+_staff members shall continue to receive
all the entitled at the duty station from
which they were<-=déta'i‘l*§§ij._ Accordingly:

' ld Service category staff shalla- (Professional: and Fie
V ' t adjustment (if any)-_ continue tor--be entitled to the pos

h duty station from which they wereat t ei é (-

b. staff shall continue to receive the
emoluments of the duty station from which they were
detailed and shall retain their General Service status.

4-2 Mission subsistence allowance rates, which represent the
total contribution of the United Nations towards living expenses
incurred in connexion with mission assignments, are based in part on
the assumption ‘that a staff member's out-of-pocket expenses tend to be
lower on long assignments than on short ones. Thus, his/her extra _
expenses would tend to be lower, on a daily basis. for an assignment it-‘ r
four months than for an assignment of two weeks- Similarly, the Extra
expenses incurred when on an assignment of one year would tend to_be f
less than when on an assignment of four 11101111123: A further assumption _

h]'i<:h*orx \l¢h "="B° ‘° " "“ ’“” “"""" _ 'which has been made in F-sta . --

1

_ ‘ _ ___ V ' ~' WV-1'. 7 ' __

UN— um" Q " " ' - Q1 _-
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will be relatively less for staff members without dependents than for
those with them.

f ent MSA rates are established: (a) a4-3 Normally two dif er
' ' 3U days after arrival at thehigher rate applicable during the first

' rmally set at a level comarable to that of themission duty station (no
DSA) and (bl a reduced rate applicable thereafter-

FOD for detail of staff shall4-4 The P-S action issued by the
in addition to other entitlements-indicate whether MSA is payable

4-S Locally-recruited mission staff may be paid a reasonable
subsistence allowance for the duration of their service with the
mission, if their home at the time of appointmnt is beyond comuting

' their official duty station- *"f;§distance fr

5-0 Rates of MSA during official travel and leave

iill ct of staff members5-1 The following provisions apply innrespe
receiving MSA at the daily rate:

a- When en route from his/her official duty station to the
' ' sion or while returningmission angggep serve w1th.the mis

" ' ”" area to the official duty station thefrnm.theamnssmnn
staff member_sEall be paid the appropriate travel
ubsistence (ES$:as per Staff Rule 107-15- An MSA shall

ch travel subsistence
s ;p _ “V p
not bqpaad-een¿nrrently with any su

" A rate shall aply as from the day the
€

allowancefsibe MB
staffpmemberféhives in the mission area, irrespective 0
the¿¿¿rgof arfi§a1- The MSA shall be payable through the
date prinrgto departure from the mission area; as from
the day of¿peparture the TSA rate as per Staff Rule
107115 shall apply.

1| ..J
b;a§Hhen a staff member is travelling on official business_

~7§§§Qig thesmission area, he/she shall be paid either t:e
MS§§§rLTS&¥as appropriate-

c. While travelling Qugsigg the mission area in the course
of a mission assignment, a staff member shall be paid -<e

' ions of Staff Rule 107 -2appropriate TSA under the provis
've the daily MSA- He/she shall not reand shall not recei

ld he/she return on officialeligible for TSA shou
' the regular duty station for a temporarybusiness to

period- .

d. A staff member shall continue to receive the MSA:

‘ i annual leave not exceeding one
.-.£

i- during periods 0
and one-half days for each comleted month wt,
mi aqirvn boa; nn-.:>n- >
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ii- during periods of sick leave; however, if the staff
member is hospitalized the allowance shall be

' d f the usual race for each dayreduced to one-thir 0
of hospitalization.

e. The MSA shall not be paid during perios of absence on
hoe leave or on maternity leave- For this purpose, home
leave is as defined in Staff Rule 105-3-

6-0 . Payment and comutation of mission subsistence allowance

_ - i _6-1 The MSA established for §Qegial_mis§iggs is paid in s
monthly installments at the mission site on the basis of rosters

' ' h mission- Up to two weeks of this allowancecertified by the CAO of t e
may be advanced to a staff member on approval of the CAO-

Ssion subsistence allowance upon separation7-0 Payment of mi

7-1 In the case of mission personnel returning to their hme
country upon separation, final travel claims should be settled whenever

sible in the field, before they leave the mission area- Travel
(if applicable) and terminal

pos
subsistence allowance, transit allowance

' ted on the basis of the authorized itinerary
l b made

allowance shall be estimagw_k _
and a notation that final settlement has been carried out shal e
on-the final pay and clearance certificate (form FS.13)-

7-2 Whenever finai settlement cannot be made in the field, e.g.
Sp when travel tickets arecto¿be purchased by the traveller en route, an '
‘L .mount up to 80 perlcent oftthe estimated entitlement may be advanced,

with the balancespgyahie whenethe final travel claim (F.10) is
submitted to the missionéupon completion of the travel-

8-0 Currency for payment of mission subsistence allowance

8.1 T¿égmission subsistence allowance shall normally be paid in
theÀcurrency oé¿the mission area- 1 ‘pm

9-0 c1Q;giqg7§§19aanq§ (Staff Rule 103-21(cLL
rimarily designed to help staff

' h a
9.1 A clothing allowance, p

' h ized for staff serving witpurchase special clothing, may be aut Or
ctic area Once paid, the allowance is

‘ member
mission in a tropical or ar .

idered to cover a three-year period, and normally a staf-
' e in one mission may not

cons
who has received the allowance for servic _

' ' ' ' ed to another mission in the same climat;receive it again if reassign
region, within a three—year period. In special circumstances an
exception to the.three-year rule may be authorized-

°-2 when a clothing allowance >5 authorized for a particular
-er submission of a completedmission, it shall normally be paid ~I

' r 0 the stat‘ ~»mber's departure fromclaim (form F.10) prio- t .
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he three-year rule it is suggested that theHeadquarters- In view of t
' ‘ the claim:following statement be included in

‘f that I have not received a clothing‘I hereby certi y
allowance from the United Nations the past three
years - '

ccessories -shall be provided to staff9-3 Uniforms and related a V
members in the Field Service category who are generally ‘required to
vear them at all times while on duty in the mission area; such staff
are not entitled to clothing allowance’-

l0-0 Dependency allowance [Staff Rule'~;ijO3-21L

10-1 _All staff members on the Headquartersi-‘gépkayroll, other than
short-term staff, appointed under the 100 Series-fare required to
complete the annual ‘Status Report and Request for Payment of
Dependency Benefits‘ (form P-84)‘, distributed by the CAO
of a mission early each year- n 1;?’

10-2 Each form is printed with the name, indet number and other
information relevant to staff member's latest situation- Blank
forms shall be staff who are not on the Headquarters
payroll- Each staff complete part I and sign part V of the
form whether or not he/she._hTas dependents- Staff with dependents shou; 1
also complete parts..-%§E£~=piA_a-ndappropriate-

10-3 The CAO a checklist of the forms received and I
istributed to the staff and shall ensure that all forms, duly

completed, are eato Headquarters, New York-

4 Before being ¿agrwvarded to Headquarters the fonns should be10- g
checked to ensure_that:

have fully completed, signed and dated by tr.-2
concerned- In the past, information about

.0use}’s earnings was oftensmissing; it is i-mporta:
k d during thethati-‘ei members whose spouses wor e

ars provide their gross earningsprevious and current ye
for those years in the spaces provided for that purpose
in Section 1 of the P-84 _form;

b- if a staff member has been transferred his/her P-84 {cr-
has been forwarded to the new duty station, and that :'_
station is named on the checklist;

e the fact indicated or‘.c- if a staff member is on leav -
the checklist. The mission should retain the staff
member's P-84 to be completed on his/her return-
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5:
is\a

1 nder Staff Rule 103-21 for10.5 'Sta-ff members are responsib e u
retary—General in writing of any changes inpromptly notifying the Sec

their marital or dependency status- Notification of changes which QCCu_
during the year should be addressed to the CAO for referral to the
Allowances and Benefits Unit, OHRM, through the FOD-

10-6 Staff members are reminded of the need to keep up to date
their designation of beneficiaries as required under Staff Rule 112-5.
A beneficiary for the purpose of that rule is designated-‘ at the time of
appointment on form P-2 (Designation, Change or Revocation of
Beneficiary) -

10-7 Entitlement to dependency allowance of locally-recruited _
sta-ff is normally established as part of thegazlocal salary scale for the
duty station- The allowance shall be payable 't:o;~::;l_-;:><2-lly-recruited
General Service staff with fixed-term, probationary or regular
appointments; in the case of staff, employed on a temporary or casual
basis in a mission, the allowance" shall:-" payable unless the
contract so provides-

10-8 Special attention should‘ be given to claims for secondary
dependant’s allowance, e-g_- for a father, mother, unmarried sister or
brother- Unless this allowance isfprovided‘ for under the local salary
scale, such claims shafl not?-be allowed‘-I If provided for under that
scale, claims shall be accepted only if properly justified-

10-9 Where scale has been established,
locally— recruited staffrmaysnnbe eligible for a dependency allowance ’
provided that:

a- allowance is a clearly—recognized
_.-custom ofiithe area and is necessary in order that the
United Nations match prevailing conditions of employment;

employment is expected to exceed six months; and
»__-

P’ he allowance is specified in the terms of¢- Of‘ E

10-10 The establishment of a scale for such an a
kapproval of Headquarters, New Yor - _

llowance requi res
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XXIII ‘PROMOTION (Staff Rule 104.14 (f) (ii-U}

1 - 0 General

- Normally all missions shall be given the opportunityomje ,3
dations for promotion of their staff,

1 _ 7

year to submit to the POD recommen
' l be submitted by the CAO oras apropriate- These recommendations shal

' ' l be treated confidentially; receipt of 111155101‘;Bead of Mission and shal
' 1 be acknowledged by the FOD-recommendations for promotion shal

2 . 0 Subsidiary promotion panels

Service staff members, normally2-1 For locally-recruited General
el is established iii- the mission, the membersa subsidiary promotion pan .

of which shall be appointed by the Assistant ‘Secretary General for
Human Resources Management on the recommendatiorri of the FOD and the

nsultation with the local staffHead of Mission after co
resentatives- The rank of members or alternates serving on a

level?‘ to which promotion is
rep
subsidiary panel shall not be below the

' of the panels should be transmitted bycontemplated- Recommendations
' ' ' behalf, together with their comments,the Heads of Mission or on their

through the FOD to the ASG/VOHIRM for approval-

3 - 0 Internal review

"L to ensure that suitable procedures
el

'3.1 Missions are - n
exist to conduct their¿interixai; promotion review fairly and objectiv y
for the purpose of est g the list of promotion recommendations .-
before its submission to thel-ejiappropriate appointment and promotion
review body- shou-=ld include the participation of the CAO
on behalf of the""Head"of:-Mission, senior supervisors of the mission as
appropriate and the personnel officer concerned- Furthermore, on the
recommendation of the Staff-Management Co-ordination Committee as
approved b)_€j§‘__£_h8 Secretary;-.-General, an official of appropriate rank for
each staff reviewed, designated by the staff, shall fully
participate promotion review process. All participants should be
provided with fulilé-gloamentation relevant to the promotion review, i.e. -
up-to-date staffing‘-é-tables, fact sheets and performance evaluation
reports and the recommendations from the organizational units within
the mission-

4-0 Local advisory review body '

For staff in the Field Service category and mission
appointees of the Field Service Level (FSL). Whenever 8 £31111)’ B¿alii¿À if
large enough to make it practicable a local advisory review body may ta
established, with the participation of a staff representative nominate:
by the staff concerned, whose grade should not be lower than the leve-.<
to which the staff members being L'€Vl€\-ded may be promoted- When the
establisiimmn; of such advisory body ;s not practicable, the Head of
Mission or CAO should approach the pres icient/chairperson of the ,1-ocai

_ -_- -.-_.::____-____________,______L_ ,_ _i‘_—‘*—”'
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‘ 'te him/her to designate astaff representative body and invi
' ‘ te rank to participate in the promotionrepresentative of appropria

review-

h rovisions set forth below, the minimum period
' n

4-2 Subject to t e p
f service in grade normally required for consideration for promotio

staff in-the Field Service
o
remains three years for all levels- However, .

' ld Service Level who are at the PS-2 and FSL-1
' ‘c

category and at the Fie
and 2 levels may be recomended for promotion with two years’ seniori y
in grade-

5.0 Accelerated promotion

5-1 When absolutely necessary missionsemay submit recommendations
for accelerated prootion, i-e- ahead of the minimum requirements of
service in grade- However, it should be borne inzmind that a
recommendation for accelerated promotion is, hyéits very nature, an
exception and must rest on individual meritsfÀr truly outstanding
performance in a particular field of work. Edi such cases, a minimum
period of service in grade has been established at two years for all
levels.

5-2 Recmendationeéshall not be hsed only on a creditable
performance at the staff member's present level; normally he/she must
have a performance record sufficiently superior to that of his/her
colleagues to merit.selectionefrom:them for promotion to a higher
level- all

g 6-0 Evaluatigg repgr¿gaq
av -4§fi::5. iii

6-1 All performance evaluation reports which are due should be
copleted in accordance uith the provisions of administrative
instruction ST/AI/240/Rev%2, irrespective of whether or not the staff
members concerned are being recommended for promotion- Since promotion
review actué¿¿ggrakes plaee after the submission of recmendations,

“"’ the recomendations are made-reports sholda¿gprepared when

7-0 EQ2al_Qnnnz§nni;1_fQr_!Qmen
7-1 when submitting recomendations for prootion supervisors

should bear in mind General Assembly resolutions 31/26, 32/17B and
33/143, which request the Secretary-General to ensure through all
appropriate measures equal opportunity for the promotion of women LG
the Secretariat without any discrimination based o gender- The
memorandum dated 27 February 1987 from the Assistant Secretary-Genera-
for Human Resources Management to all heads of departmnts and offices
sets the guidelines relating to the promotion of ween, in line with
the recomendations of the first report of the Steering Comittee for

Women in the Secretariat, approved F-the Improvement of the Status of
ral and announced in his bulletin ST/SGB/220.the Secretary—Gene

._.-- _‘ __‘_ _ _.
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dations and supporting documentation

should be accompanied by

8-0 "Format of recommen

8.1 All recommendations for promotion
the following:

“ ' ossessed by the staffa- a statement of those qualities p
' ablish his/her potential to perform atmember which est

the higher level;

'fic details ofdescription containing specib- a formal job
the work performed by the staff member;

c- specific information as to whether or not a post will be
available within the register year and, to the extent
possible, an indication of the pot number;

d- information on the staff member's knowledge of official
languages;

e- a statement on the staff member's mobility; and

hich a performancea statement_indicating the date on w
last submitted to the OHRM and the

f-
evaluatiogreport was
period coveredaby the report- .

'9.0 Review of Qfficial status files

9-1 Staff members”w§o,wish to assure themselves that the relevant
material to be placed beforeithe reviewing bodies at Headquarters
is implete andegggÀnne shouldpexamine their official status files- To
this end they shb¿ldfaddress a>written request, within two weeks of
publication of’the circular announcing the review, to the Chief of the
Personnel Records Unit, GRM, giving their full name, level, telephone
extension and_room numberibr forwarding address- Any staff member who
believes t¿a¿¿his or her official status file is incomlete may write
to his or heriÀrgohnel officer within one week of examining his/her
file, requestingé¿ggéinciusion of relevant supplementary information.

10-0 Dogumentatf¿n available to reviewing bodies

10-1 When considering a recommendation for promotion the reviewing
bodies have at their disposal the staff member's official status file-
For all staff members with the minimum required seniority level (i.e.
time spent in grade), basic data on academic qualifications, former
employment, assignments, category and level, dates of change of level
within the United Nations and S€ÀlOC1CY in level, as well as a summary
of performance evaluation reports, in 1ÀdiC3CiOH of knowledge of
official languages and other relevan: ;nformation are also made ‘
available in the form of a personne- record (fact sheet}-
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"ed "s a substitute for the official10-2 This record is not intend a
status file but rather as a means of placing factual information before

‘ ' nt form which-: will also facilitatethe reviewing bodies in a conven-ie
‘ f the complete file when necessary- The personnel recordconsultation 0

' " 1' ‘al status file-is included tn the off-ci

11-0 Staff member's right to know wheplger recommended for
 @

11.1 Staff members are entitled to know whether they have been
‘ r not Those who to avail themselves ofr tmzmended for promotion o -

a written request to the Executive\_LLlS entitlement should address
Officer of their parent office/department to their (340, as
appropriate- The information to be provided?-tto-such sta-ff members shall
be either affirmative or negative- Staff m y convey any
pertinent information relating to their own cases directly to the
appointment and promotion bodies by addressing a letter to the
chairperson of the board, committee or appropriate, through
its secretary, prior to t-he review_ Norxnazliyiia deadline is announced
for submission of such letters-

l1-2 Promotion shall be authorized in the context of availability
of posts or staffing tabigefiresources and departmental wishes- The
earliest date of promotion the register will be announced-

l2 - 0 Recourse prQg§dures_=_»

12-1 It should be noted that promotion necessarily depends not ’
only on a staff member's intrinsic merit and seniority in grade but
a§§__v -> on a his/lie-itftpverall qualities with those of his c:
her colleaguesegeneraltiig;performing the same functions at the same
grades in a situation l'¿i:n'-ted by the availability of posts- Although
the reviewing authoritiesifmake every effort to ensure that a staff
member's case- for promotion has received full consideration, it is
conceivableetiiat the data presented in a given case may have been
incomplete significant respect. For this reason a recourse
procedure has bee11ié'Lf:established- A‘

12-2 As set forth‘ in the Headquarters information circular on :-
promotion register, if a staff member believes that his or her name t --
been omitted from the register because of incomplete information pla t
before or available to the Appointment and Promotion Panel, he or s£'.—
may write to the chairperson of the Panel, stating the grounds for '
belief. Such recourse letters must be submitted within one month c.; i
publication date of the circular and should be addressed to the
(jhairperson of worjgigg Group IV, Appointment and Promotion Panel,
through its Secretary, Room 2550-A at Headquarters-

n~c*~ would have been projected a"2 3 If a vacancy has arisen w it-.
W hich information was not

l -
the time of the promotion review or -..; -'

4" "J" '5-he that into account wbe"provided to the reviewing body, it -1. .

‘

T
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considering recourses. The same holds true in cases where the I‘8Viewj_ng
body would have recommended the inclusion of a staff member's name on
the register had it not been for the unavailability of a post, and a
suitable post unexpectedly becomes vacant in the organizational unit
concerned before completion of the promotion exercise-

12-4 The attention of staff members is;-drawn torsthe fact that
‘ the staff member"concerned andrecourse is a matter strictly between

the particular reviewing body- Accordingly only material- submitted by
the staff member in his or her name and on his or her behalf shall be
considered- Staff members are also advised that" letters of recourse
will be included in their official files-

12 . 5 Appointment and promotion bodies decide what further
they should make to the:-iSecretary-General onrecommendation, if any,

the basis of recourse letters submitted to them;

XXIV 14:-rniczui  0N (Staff

Staff detailed to a field? missioni
1-1 Staff detailedzi-ield_missions shall be required to undergo

medical examination prior (iii:-3I;1proceedi_ng-== to their duty stations-
Normally staff members on mission duty shall not be required to undergo
further medical connexion with change of duty
station, or with appointment. However, staff
may be required to a medical examination by a United Nations ,
examining ph)rsician,_:d11rin'g"*‘<*¢-i§E_t1_eir,mission assignment if deemed necessary
by the Medial examinations shall be reported on
standard formssiiétobe provided upon request by
Headquarters, New York- '1-‘he following are available:

_ For pre-placement and initial medical examination:

153;: - Entry medical examination

l'-O

- For examination;

MS-6 - Periodic medical examination

2 O Locally-recruited staff _
1 .

The following rules apply to medical examinations of loca 4}’2 . 1
recruited personnel :

' f more than one _2-2 Applicants for locally-recruited posts o
week's duration shall be subject to medical clearance prior to _
employment in accordance with the following procedures (this rule (Ices
not apply to casual labour employed at a mission) :
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a- 'Appointments for less than six months

Candidates recruited for a period of less than six months

who are required to travel only within the country of
' een countries in the sametheir normal residence, betw

cal r ion or between" countries on broadly theseosranhi es
same degree of latitude, and

whose appointments are not expected t
six months, and

who are und

i-

0 be extended beyond

er 65 years of age~

may be appointed on the basis of a dnlyrcopleted Health
Statement for Temporary Staff, Consultants and Individual
Contractors (form P-272) suitted to the recruitment
officer certifying that the candidate is in good health and
is able to perform the assignedtfnnctions- The P-272 form
shall be retained in the~person's official status file- When

oduced or the statement isno health stateent can be pr
' ' ' the matter must be referred to thequalified in anygway,

Medical Direcggrsfor advice before the candidate is
appointed- §?' ““ S ' '

ii- Candidgégg regruitgd for a period of less than six months

?¿$'V “A. be extended beyond six months, or Vwhose appofntment may

I HIOICE, OI§ whnma£§§§ yearsaof age o

iwho are rgépired to travel outside the country of their
normal residence other than within countries of the same

ppgeographicai region

hf?‘ he by the Medical Director on the basis of anreqnfieiclearanc
MS-2 fbrmepefpre appointment-

b- gppointmentsifor more than six months

i- Examinations of applicants shall be carried out by
approved United Nations examining physicians named in the
list issued by the Medical Service, and the findings v
recorded on the MS.2 form. The exandnation reports ano
chest X—ray films (minimum standard size 12' by 15”),
accopanied by form P-17 (Request for medical
classification), shall be forwarded to the Medical _

ers for medical classification 3Director at Headquart
' ' "~ - r loymnt. iconcerning Ellglbllliy for em

i
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It is important for identification purposes that
examination reports and X-rays carry coplete details of
the individual concerned and the nm and location of the
field office- The Medical Service shall be notified when‘
a candidate is no longer under consideration for
employment-

ii- Until medical clearance for eployment isegiven by the
' no type of appointment other than shortMedical Director,

term is to be offered-

3-0 Exit medical examination

3-1 It should be noted that medical examinations for locally-
recruited and internationally-recruited staff?of;mdssions are no longer
required on separation; only military observers are required to undergo
such examinations-

4-0 Periodic medical examination

ocall -recruited staff of missions may4-1 Internationally- and 1 » y
undergo voluntary medicalzexaminations at United Nations expense as

~?i r those under 40 years of age; every twofollows: every three years; 0
years for those above §U Years of age-J

'4-2 Such examinationssshall-beacarried out by designated United
Nations examining p¿ysi§ianseswho»shold be requested to suit their

5 reports on form MS-6- ”%%§i

4-3 The engfgigment fornreimursement of medical examination
expenditures infaccof¿¿hee withithe above provisions should be
determined locally on t¿egbasis of records maintained.in the personnel
files at each mission- ‘i

¢¢?Zp leave (Staff Rules 105,1 and 1Q§.2L1-0
1_1 All staff members - whether internationally- or locally-

recruited - appointed under the 100 series are entitled to annual and
sick leave under Staff Rules 105-1 and 106-2 (the provision of Staff
Rule l0S.1(f) concerning special term and conditions of annual leave
for locally-recruited staff no longer applies).

' ed (normally for a period C '1.2 Short-term staff mmbers appoint _
exceeding six months) under the 360 SGILES are not entitled to annua-

Rule 305-1); for sick leave see Staff Rule 306-2-leave (Staff

1-3 Emplgyees of the United Nations engaged at an hourly rate :-
a casual basis are DOC staff members and are not normally entitlesOD.

. > -§ 7' 7 _ _ J
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to annual_and sick leave; however, they may be granted leave at the
f Mission provided that the gram; ofdiscretion of the CAO or Head 0

such leave is in accordance with local practice-

1-4 The instructions concerning recording of time, at;tendan<;Q and
leave reporting are set out in administrative instruction ST/Al/221, as
amended- The leave cards established at Headquarters, New York shall
be used by missions for recording leave of" all Headquarters staff-

l ll -recruited staff; alternativelyThese cards may also be used for oca y
uch staff a special card adjusted to their

ed-
missions may use for s
individual needs, provided all basic leave data are duly record

1-5 The Headquarters leave cards indicate the legal holidays
observed in the New York area; missions amendthem to indicate
the United Nations holidays observed locally-

1-6 Annual leave is earned at the monthly rate of 2 1/2 days and
entitled staff members shall be credited amount for each full
calendar month of service- When entitlementicredit commences after the
first day of a month, two days shall be credited for service beginning
up to and including the 16th of the month and one day for service
beginning later in the month- Ln separation cases the reverse formula
shall apply, i-e- one service ending up to and including the
16th day of the month and days thereafter-

1-7 When a staef‘;_E;;r_membe1:.1:is appointed effective the first day of
nth and is for the whole month, his/her annual

full monthly rate of 2 1/2 '
the mo A
leave credit should likewise accrue at the

f""‘t working day comes after the first day ofdays even though his/_her

1.8 Leave reports?-§hall be prepared and attached to the leave
records maintained in missions- However, whenever sick leave requires
approval oni...3_;he basis of a. medical certificate - Staff Rule
106-2(a) “(bl — the sick leave report accompanied by the WT
medical certi’f€£-’x~Z‘§;i_;e sha.l3ZTbe forwarded to Headquarters, New York‘t*'t~£or
certification Medical Service. Upon certification it shall be
returned to the forattachment to the staff member's leave
record, ~-

1-9 Upon copletion of a staff member's assignment, including
cases where he/she is reassigned to another mission, the leave recorc:
with all pertaining leave reports shall be forwarded to the FOD under
cover of the Administrative Report, indicating the balance of annual
leave earned by the staff member and the cut-off date-

1-10 It should be noted that .".;t"e leave taken by Field Service
category personnel is to be CODS1d8:'*=(i "completion of ServiCe with 8
miSSiO11“ as meant in Staff Rule 1C‘. - :: and that the four-month per:-":

‘ f the dare : departure ca home leave.shall therefore start rom

-

I-'

c>
I
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Reassignment from one mission to another of Field Service category
staff is not to be considered ‘completion of service with a mission"

' tation of this rule-for the interpre

tionally- or locally-recruited,1-11 Each staff member, interna ,
' ' ' ' ' h attendance record cardshall be asked to review and initial hisl er

d to initial the opening balance ofthe end of each calendar year an
f all internationally=recruited stah‘ /her new card- The old cards 0

- N w York with all leave
is

members shall be forwarded to Headquarters, e
' ' 'dual record, together with an alphabetilreports stapled to the indivi _

listing indicating for the staff member the balance of annual leave z
of 31 December and the number of days of certified sick leave taken -
no sick leave taken, report 'NIL'). The-attendance records and leave
reports of locally—recruited staff shall bezretained in the field-

1-12 After comletion of a mission assignment staff members
' " ma request annual leave to bereturning to their former duty SE3ClQD_ y

taken en route- Such requests shall be transmitted by the CAO or Head
' h shall contact ese department concerned fof Mission to the POD, whic

clearance and notify the mission of the decision-

1-13 The CAO or Head of Mission.is responsible for notifying
Headquarters, New York, ifinecessary-by cable, whenever an overdraft
leave of a staff member appears likely; In this respect see Staff Rul
105-1(e) (for advance annualfleave) and Personnel Directive PD/4/77
(for extended sick inane)- $L;.

1-14 Chief Administrative Officers and Heads of Mission should
obtain Headquarterszapprovaigbefore taking extended leave away from
their duty stations¿g8imilariy;jCAOs planning leave of more than five
days away fnxnnssionaheadquarters should clear their absence with :
FOD- ~¢

1-15 The official.h0lidays observed at Headquarters, New York
shall applywtQ$$Eaff members in travel status between Headquarters at
any other dugjigeation, to and from a mission and between two missic:
During periods of¿¿nty in a mission the official United Nations
holidays for the mf§si§n shall apply to staff members; when a staff
member leaves a missien area on annual or home leave and subsequently
returns to the same mission the United Nations holidays established '
that mission shall similarly apply.

1-16 Sick leave of staff as a result of serious illness or
ersonal injury shall be immediately reported to the FOD by cable-

d in all cases where a staff membe:
P
Notification by cable shall be ma e
is hospitaliked.

1-17 After exhausting "sick leave with full pay"._a Staff memb"'
' . if he/she so wishes, suppler-holding a Headquarters appointment may

with half pay~ wlfh half days annual leave-his/her ‘sick leave J
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l A tion (form P 5) whenHeadquarters, New York must issue a Personne c _
' ick leave with half pay‘; if the leave is

indicated on th
placing a staff member on s

tha fact mnst be
before his/her

to be supplemented by annual leave, t
taff member does not return to duty

to place him/he
increment is th

P-S form- If the s
annual leave is exhausted, a further P-S is necessary
on half~pay status, since the date of the next salary
affected- Chief Administrative Officers andr¿eads of Mission must
terefore keep the FOD informed of a staff member's leave status in

h current leave record card toapplicable cases and forward t e
N w York- For further details, see Personnel DirectiveHeadquarters, e

P/4/77-

'd that entitlement to sick leave1 18 Staff Rule 106-2(d) provi es 3
l date of a staff member's appointment- Thisshall lapse on the fina

provision has sometimes been misunderstood asereqniring suspension of
the right to utilize sick leave entitlement uponfexpiry of a fixed~te1
appointment- Such an interpretation is justified neither by the staff
rules nor by principles of goodradministnationz It would imly that a
greater sick leave entitlement wold be.avaiiable to those
incapacitated at the beginning of their fixed-term appointment than to
thse affected towards the end of such appointment irrespective of the
length of their service._Staff Rule 105-2(d) is intended to prevent
accrual rather than utilisation of sick leave- When a staff member on
fixed-term appointmentiis incapacitated for service by reason of an
illness which continues beyond the expiry date, the case should be

ferred to the FOD for furthersaction- See Personnel Directive PD/4/7re
for additional informations

2-0 Hgmg lggxg

2-1 Wellgaheadlnfnthe calendar year in question, missions shall
establish a schedule forthome leave travel of all their eligible staff
taking into consideration;

‘anééthe staffing requirements of the mission;

b- the¿pssibility of reassigning staff where appropriate 1
conjunction with home leave;

c- to the extent possible, the wishes of the individual
eligible staff members-

2.2 When establishing their home leave schedules missions shall
Consult where neceggary with the Fob, which shall coordinate with the
Headquarters departments concerned in appropriate cases and with the
OHRH- -

for Field Service category staff2-3 The home leave schedules ‘
should be prepared at least six months in advance of the calendar yea
concerned and submitted to the FOD when required-
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.4 __ Home leave shall normally be arranged at the beginning Qf ;
of a mission assignment_ Hme leave during a staff member's missign
assignment shall normally be granted only when this is clearly to tn;
advantage of the Organization and when it is expected that the staff

h mission or will be rendering furthelmember will be returning to t e ,
service to the United Nations, for at least six moths.

-\
L

2.5 In accordance with the provision of Staff Rule 10S.3Ib)(ii)
the services of staff members proceeding on home leave are to continu-
at least six months beyond the date of their return from home leave 0:
the understanding that in the case of the first home leave, the staff
member's service is also expected to continue at least six months
beyond the second anniversary of the date df his/her appointment or or
the date on which the staff member becomesieiigible for home leave-
Accordingly, before home leave of personnel on¿fixed-term appointments
(for examle Field Service category staff) is authorized, it is
necessary to ascertain that the above conditions will be met-

2-6 A staff member who wishes to.res%gn*within six months of
his/her return fro home leave should be reminded that under Staff Rult
107-4(a), he/she shall not normally b entitled to payment of return
travel expenses for himself/herself or his/her dependents-

2.7 The dependents Bfaa staff memer have no separate entitlement
to hoe leave: they may travel only in conjunction with the approved
hom leave of the staff member; In exceptional circumstances dependents
may.be authorized to tragehiindependently of the staff member; such
cases, which should be eigmained in detail, should be referred to
Headquarters for prior approval-

2-8 Staff Rule I¿5;3 (ll provides that a staff member shall be
required to spend a substantial period of leave in his/her home
country. The OHRM has established this period as at least two weeks.
Staff members should be informed of this requirement prior to their
departure-onnhome leave and may be asked on their return to furnish
sa;19fa¢;0ry eminence that it has been fully met-

2-9 In the casegof home leave staff members may be granted a
salary advance (see section XIX of this chapter).

2_10 Under the terms and conditions established by the Secretary-
General, eligible staff members serving at designated duty stations
having very difficult conditions of life and work shall be granted home
leave once in every 12 months (see Staff Rule 105-3 (m))_

XXVI PARTICIPATION IN THE PENSION FUND

Article 21 of the Regulations and Rules of the United
" ff including locally

l O Under
ion Fund (UNJSPr) all sta ,

‘n the Fund upo:
Nations Joint Staff Pens _ _
recruited staff of missions, shall become participants 1

1
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receiving an appointment for six months or longer, or upon COmp]_eti(
of SlX months of service under shorter appointments without an
interruption of more than 30 days, provided that participation is nc
excluded by their letter of appointment- ,

1.1 New participants shall complete form PBRSiA/2 (Designation
Beneficiary) in original and one copy and transmit hotiito the F91) f
forwarding to the Fund- One copy of the form shall be -smmped and
returned to the staff member as proof that the designation of
beneficiary has been recorded- ____

1.2 REMINDER (applicable only to new participants or re-
entra-nts): staff members may be entitled toe-validate prior non-
contributory service under Article 23 of the¥;?§£1hIJSPF Regulations and
Rules or to restore prior contributory servicé¿ixnier Article 24-
Election must be made within the time limits in the

h uld be~'=directed to the?-‘I-‘und on form PENS-B/2Regulations- Requests s o _
through the FOD; the necessary forms--shall eheisnrade available on
request.

1.3 All missions are required to submit at the end of the
calendar year to the FOD,_ __for onfonwarding to the Fund, a list of all
locally-recruited staffi@IolI§b_ers who have been participants in the Fum
during any part of that"year2along with the pertinent data on
pensionable remuneration during the periods of contributory service-
contributions received, salaryrates during the period,
periods of leave

1-4 The calculation "o¿iizpensionable remuneration shall be made in
US dollars (UNJSP1?.i;Regnlations'-ii-and Rules, Articles 1~(p) and 54) as per
the exchange r-ates estfa2ilishe<ii%?by the Office of Programme Planning,
Budget and Finance and published by UNDP, on the basis of the followin
principl es : p ff?

a change":-in the operational exchange rate occurs on c-
“fzefore theta;-15th of the month, the new rate will be
applied from the first of that month, i-e- the
pensionable remuneration for the entire month will be
calculati-ed at the new rate;

the 16th ofb- if a change in the_rate occurs on or after
the month, the new rate will be applied from the first :
the following month -

' ' h1-5 Detailed instructions are forwarded to missions before t e
end of each calendar year.
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COMPENSATION FOR DEATH, INJURY OR ILLNESS ATTRIBUTABLE TO
SERVICE (Staff Rule 106.4)

1 - 0 Applicability

members including locally~ recrui1-1 All United Nations staff , -
" Staff Rules-with thestaff are covered under Appendix D to the

' ' of locally-recruited staff expresslyexception of certain categories
' ' l security scheme- However, notrecruited under an applicable nationa

ed b the United Nations are staff members- Casual
ral

all persons employ y
employees, such as those engaged on a daily basis under an o
arrangement and not under a Letter of Appointment and those paid at
hourly iates, should be considered employees of the United Nations bl»
not staff members since the conditions of their employment do not giv
them any tenure with the United Nations- employees are
not covered by Appendix D they may have a legitimate claim against th
United Nations under the local workers’ compensation legislation- In
such cases the United Nations may voluntary observe the pertinent
provisions of that legislation- Appendix -D shall be applicable to
persons under contract with the United Nations other than staff membe
only if their terms of contract expressly so provide-

XXVII

2- 0 5:-,_ _

2.1 Before submitting a claim for compensation a staff member
should refer to D,, which describes the entitlements and the
conditions under whi"ci"-:c_<;_n1pensation may be granted- .

2-2 Compensation should be presented in writing in the
' d by him/her whenevername of the staffggmember concerned and signe

possible- They" should‘¥’ahe- addressed to the Secretary, Advisory Board or:
Compensation Claims (ABCGQ, through the Dirgtor, FOD- Any further
correspondence on_ the matter shall be exchanged directly between the

and possibly the Head of Mission-ABCC, the member p

2 3 -or-mationi required by the ABCC is as follows: - ____p__A

a, ta

Full functional title, duty station and salary
level of the claimant. as well as his/her contact
address-

b- gggtivg of claim

-This should be indicated as precisely as possible, i-e.
reimbursement of med::al expenses, compensation for loss
of a bodily member, .- tra; or partial disability or dean:

»

_ ___,> I __ "QR Ài-
- U“ _ __ é L
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c . Attributabil i ty

The provisions of Appe
illness or death is considered by the Secretary-Gene;

ce of official dut

ndix D apply only where injury,

ributable to the performan
f h

to be att
their occurrence merely while in the--employ o t 9
United Nations does not establish attribntability. It
thus of paramount importance that the claim establish
connexion with the actual performance of official dut;

n and documentation to accompany claimsd- Informatio
involving an illness e

i-

ii-

iii-

iv-

v-

vi-
~ »

be us
M ' ‘ t but this must be stated a:~

‘ .

'

_

Diagnosis - H V

When and where illness was "contracted-

Treatment received- __

Medical report" covering all aspects of the illne:

When disability is involved, a detailed medical
attending physician may, if he/she

wishes, ggtorward this information under confident:
directly to -the Medical Director at

Headquartera,;...;Hew York-

A details of all medical and/or hospital
bills Iéiilhere necessary, United Nations medical

ed as an emergency measure
p¿zding rezmbursemen ,
fzillliiiietails supplied, as any insurance payment
must refunded -

Period‘ of absence from duty-

documentation to accompany claims1‘ av: 0, ande - Ina’£31_ ,

i-

ii-

iii-

- iv.

hlature of injury-

Where, when and how sustained-

Treatment recei ved -

Medical report covering all aspects of the in)u-.
The attending physician may also, if he/she wisr.
forward this information under confidential cov~»-
directly to the Medical Director at Headquarters

4
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v.

vi-

V11-

viii-

ix-

x-

xi-

When disability is involved, a detailed medical
report {see paragraph d- v, ab0ve)_

Expenses (see paragraph d- vi- above).

C of the official accident report and/orOPY
Security and Safety Service report-

Witnesses‘ statements, if not included in the
accident report-

Information on third party liability (see Arricl
6 of Appendix D)-

' that the staff member mStatement from superv1sor~ --
time of the accident, giving fullon duty at the

details-

absence froaduty-

tion and documgtation to accompany claims
ration

Period of

f- Informa
involvinq a loss of earning capacity after sepa
fr ni Z”% i ion KY

i-

ii.

' iii-

:1"; 1 "' -1
Q

-I

Present employment and salary-

Empioymsncmhistory and earnings over the past ten
years;

"ls of efforts made to find‘II nnemloyed, detai
' ' ' and reasons foremioymenti-Copies of applications

non-acceptance should be provided-

Medical testimony in support of the claim (if not
included under paragraphs d-iv-, d_v_, e.iv_ and
e-v- above). I

't information9 - Swial""'seQ1r1 v
i-

ii-

iii-

Participation or non-participation in the UNJSP:,

Details of any claim for reimbursement under a
e-medical insurance schem

Information on whether the staff member is in
receipt of any pension or other income from any
official source as a result of the lD]UIY/1llD&SS

»

I‘ _ _ , __ R’. s
‘ -M-.. _..._..... _,_ _u__ "4 ’ _ --
" ~- - _ "tra "“" '" ~'* - ~ ‘*"'~'- "* V '~ .- 
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'h- Cases involving death

In such cases it is assumed that death was preceded by
either injury or illness, so appropriate information

' e above -should be provided,listed in paragraphs d- or -
0 of the death certificate and autopsy

‘ d
as well as a C py
report and a list of all dependent survivors recognize
by the United Nations, with their dates of" birth-

2-4 It is expected that all possible assistance in the
preparation of a compensation claim will be given by the mission
concerned to a staff member who sustains injury or illness attributable

‘ to his/her family in case of death- .to service or

rtant pointst-which need to be stressed2-S Following are some impo . H
in connexion with compensation claims: -

a- The four—month time limit for sybmitting the initial
claim (Article 12 of AQgendix:_:=D}_- The initial claim

' * ssible- It is notshould be submitted as soon as po
‘t for the collection of medical or other

rs. It
necessary to wai
documents before forwarding the claim to Headquarte
is Ito provide the ABCC as early as possible
with such facts of the case as are immediately available-

b- In the :=Q1€1IE Qf an -accident involving in1'3-try, the need
dentreport and witnesses’ statements-

Eicperienceéhas shown that witnesses often leave the
'-'1} mission are difficult to locate- It is in this
' CO that the Head of Mission can be most helpful as

it is unreasonable to expect the victim to collect such
stateinentsafif he/she is in hospital or if there are any
language difficulties- All statements should be fully

Head of Mission-‘authenticated by the

c. existenceor not of third-party liability must be
' ascertained by the Head of Mission to ensure that it is

taken into account in accordance with Article 6 of
Appendix D.

d. It should be recognized that these rules apply only to
taff members. Military observers and members of

' 'lar bodies are covered by
s
commissions, committees or simi

s (see Chapters 6 and 7 of this manual),
local

other arrangement
Casual daily labourers are normally covered by

' arrangements, and it is suggested that the Head of
Mission refer each case to the FOD for a ruling.
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OR DAMAGE TU PERSONAL EFFECTS (Staff Rule lO6-

1.0 Under certain conditions and up to established maxima a st
member shall be entitled to reasonable compensation for loss of or

determined to be directlydamage to his/her personal effects,
rmance of official duties on.behalf of the Univattributable to perfo

Nations-

XXVIII LOSS OF

1-1 The implementation of this rule is described in
Administrative Instruction ST/AI/149/Rev-3, which defines the terms,
conditions and limits governing such compensation and sets forth the
procedures for submission and examination of claims- See also Staff
Rule 107-22(a)-

'on claimzfor loss of or damag1-2 Before submitting a comensati - ;
taff member should refer to ST/AI/149/Rev_3to personal effects, the s

for guidance.

1-3 In the event of loss of or damageéto a staff member's
oon as possible, notify the CAO orpersonal effects he/she shall, as s

' ' he local police, and submit any pertinent
recover

Head of Mission and t
evidence- The staff member shall take all reasonable steps to
them (as appropriate) or tovobtain suitable compensation from the par
responsible.

-1-4 In order toebe considered, claims for compensation shall be
made within two monthswof discovery of the loss or damage, shall
include copies of reports of investigations into the loss or damage an
shall be submitted.by the claimant to his or her CAO or Head of MiSSlC
for examination.andnsuhmissiosto the Claims Board- The submissions by
both the claimant and the CAO or Head of Mission shall be in the form
of signed statements-

I

t shall set out in detail:1.5 The claiman
\

a. Information.pertinent to the amount of compensation
claimed, including:

i- akdescription of the article;

ii- its age and condition;

t and the date of purchase oriii- its original cos
acquisition;

. iv. its replacement cost and supporting documentation
on both price and comparability of the proposed
replacement article.

1

r___~__.,_o __ V ___ T ~~ -~ W _
;_<- .. __ _ v~ ~— _ ~ " ' --€_ ;_:,_ ;_-_.9._;_’;_,._..._ __ ‘_ V _ ii -»--agar
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' ent to the loss or damageAll the circumstances pertin
' ' ct thereof,' n taken by the claimant in respeto actio

including:

i-

ii-

iii

iv.

CAO or Headipf Missi

statements signed by any other person or persons
a position to furnish information relating to the
loss or damage, including copies-of reports of
investigations;

personal insurance coverage (if any), the action
taken to claim under that coverage, and the resul
thereof;

in the case of travel by comon carrier (air, rai
¢ - rty report andetc-), a copy of the lost prope

information on any reimbursement claimed from the
carrier;

dama e the cost of repair supportzin the case of g ,
by a copy of the invoice and receipt.

on on receipt of a claim shall:

no laim and ascertain whether all required
‘f

Examine the c"
information an material have been provided and, i

' formation or materialrequest such further innecessary; up
as he*or§§heeconsiders desirable;

if ' l information on the causes and
f

Provide any ad¿itiona
circumstances o¿ the loss or damage, including copies 0
any investigation reports on the incident which may be
available;%;

v and provide supportingAs"appropria£e, certify
documentation:

tatus of the staff member; ¿ij%§EQa5”Eo the dependency s

ii- i‘ taff member was in officithat the s al travel
status;

b the staff memberf the inventory filed y
(as

Supply a copy 0 _ _
in accordance with the applicable security plan
appropriate); A

observations including as
' d

Provide other pertinent
' 'nformation on the replacement cost claimeappropriate i

1
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' ‘ the claim other relevant documents, and his -if. :OIW&I0 ,
her comments thereon to the FOD for transmittal to tn.»
fecretary of the Claims Board-

1-7 All claims shall be examined by the Claims Board in
accordance with its terms of reference, set out in annex I to the
Secretary-General‘s Bulletin, ST/SGB/Organization- _

d b the Controller to, a designate1-8 If authority is delegate y
' Review Boards may be established (see Chapterofficial, local Claims

' 1 ct in an advisoryrcapacity to theof this manual)- They shal a
designated official and the rules and procedures of the Headquarters
Claims Board shall apply mutatis mutandig- The minutes of the meetin-

' ' ' ommendations, together with thef these boards containing their rec
ransmitted to the Secretary.

o
approval of the designated official, are t ~_j

' ers for its information, and — whereof the Claims Board at Headqua-rt
the amount of the claim exceeds the delegation --of authority - for
consideration and recommendation by that Board-

1-9 Payment of compensation shall be the responsibility of the
CAO or Head of Mission, who shall initiate action upon receipt of
notification of the Controller's decision as conmunicated by the
Secretary of the Claims

' shall be conditional ;1-10 Payment of the approved compensation
' of an instrument entitled "Undertaking athe signing by the recipient

assignment‘, a copy of whichtis annexed to ST/AI/149/Rev-3-

OFFICIAL TRRVEL OF FAMILY MEMBERS — MISSION TRAVEL (Staff
Rule 107 - 3)

1 - O In; tial travel

1 1 " TheiÀnited Nations is responsible for the travel of the st 3
‘ nts where appropriate to the miss;member and hisfher eligible depenoe

' ‘ andfor their return- This initial travel entitlementduty station,
be used only once during an assignment-

1-2 In some missions it may be possible to eliminate travel
' ' sin local means at theexpenses of dependents within the area by u g

'rcraft, vehicles) at no extra cost to thedisposal of the mission (ai
United Nations.

X-XIX

2 - 0 Bducat ion grant travel

n others for entitlemen:~2-1 To satisfy the requirements, amo g ,
installation grant with respect to a dependent child, the first tra.-
undertaken by such a child to a staff member's new duty station. WP-~
applicable, should be regarded as CCIIXblX'1&d initial travel and educa-
»

~_ — W H W 1 ._-1--~, _ -.»_i ___
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ivalent to travel from tlgrant travel- The portion of the journey equ
' the new duty station should be considered asformer duty station to

initial travel and the balance education grant travel-

2-2 The travel authorization should specify the respective
journeys. Where no portion for education grant travel should exist
after considering the cost of initial, travel, the totality of the
travel can be taken as initial travel to join the staffmember. In th
case, the portion of the education grant travel entitlement that coul-
otherwise be utilized should no longer be considered-

2-3 In certain cases however, such‘ as where a staff member doe:
‘ - tzwh attends school outsidinot have legal custody of a dependent child, 0

' ' established that-i there would be no basis.the duty station, it has been
for authorizing travel of the dependent c-hild,.§1:I-z:c;.~:;:he duty station as
travel to join the staff member- Such travel can-=’only be authorized as
education grant travel under Sta'ff...:Rnle 103-20 Ch) , and consequently nc

' ~ ‘Hie--rsituation would however beassignment grant would be payable- ,
ff member were to assume,--custody of the dependent

those
different if the sta
child- The only travel that a dependent child can undertake to
duty stations where assignment grant for eligible dependents is not
applicable is education grant travel; Staff Rule 107-20(f) is explicit
in prohibiting payment -oi?-Eassignment grant when travel of a dependent
child to the new duty station is travel under the education grant-

'3 - 0 Travel of-:.<1e@nde83;B"Qf rep
 "" B '

3.1 The travel¿ of the-.:dependents of representatives and military
observers on a 6 and 7 respectively of this manual)
is not chargeable to Nations-

X)Q( AND TRA‘-TEL IN HARDSHIP CASES (Staff Rules
(vii) and 107.2 (a) (viil)

l 1 - ow M¢g;,';g'Q;g:§ign'

1-1 A staff member or his/her eligible dependents accompanying
him/her at a mission duty station may be paid travel expenses to secure
proper medical ca-re or treatment when the medical facilities available
locally are inadequate- The travel expenses are normally paid to the
nearest place, or the p1a,¢e to which_travel is most_economical, where
medical facilities are deemed sufficient- At each mission duty station
that place should be determined in advance by the CAO or Head of
Mission- - "

n medical grounds requires1 2 The payment of travel expenses o
he advice of the Medical Director on aauthorization by the FOD on t _ _ _

' 'on CAO or Head of Mission, in
' ' ’ - ca ( .'

recommendation made by the missi _
'th a United Nations examining physician in the areconsul tation wi

resentgives and military
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the mlSSlOD medical officer/assistant, if any- At the same time 5, f
medical report prepared, wherever possible, by the examining physigl
or the mission medical officer/assistant, if any, should be addresse

“ to the Medical Director at Headquarters- Itunder COX1fld8DEial cover
should contain the following information:

a- a precise and detailed diagnosis of thecondition for
which evacuation is requested, indicatingbow long the
condition has existed;

b- the reasons for requesting the Zeivzacuation;

c- the place(s) to which evacuation is possible or desired

1-3 Upon receipt of the report, the 2%-*Directorshall advi
the FOD whether the evacuation is necessary- of the medical
evacuation shall be notified to the staff member concerned through th=
CAO or Head of Mission- ____.5.;-_._;_‘

_L':; 

1-4 In cases where evacuation is considered urgent by the
‘ n and relevant medicalphysician in attendance, the recommendatio

' b able, to be followed by a full medicalinformation should be sent y c
report as soon as possihite.-.-i p

Mission may, in_ 1 -S In emergencies the -CAO or Head of
consultation with thesilnitedi--Hations examining physician in the area.
proceed with on his/her own responsibility,
explaining in writing to;-the OHRM at the earliest opportunity his
reasons for ta-Icing such action and providing the information referred
to above- A

1-6 The arrangements for medical evacuation should be made by th-
CAO or Head of Mission in“ consultation with the United Nations
examining $1-hyysician and/or the mission medical officer/assistant, if
any. The essential information concerning the case must be‘sent in

‘ advance by or Head of Mission to the-»-medical authority
receivi-n'g the and evacuation should not take place until that
authority has confirnio¿” that the necessary arrangements have been made

1.7 Ln particular, the information provided should indicate
whether the patient's hospitalization is necessary and urgent upon
arrival, whether provision should be made for transport by ambulance.
and into which hospital department, if any, the patient should be
admitted- As far as possible evacuation should be avoided on a week-end
when, as a rule, only emergency services are available in most

w'th him/her all the necessaryhospitals. The patient should have 1
h'ch should be 1SSU€d before his/her departure bymedical documents, w 1

the physician in attendance-

» _ ___ _ __ ____ _ __ __ _ ' * ~—-—-~ - V -~ w
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1-8 v On the basis of medical reports obtained from the ohysic;
attending the patient at the destination, the Medical Director shal

' ' ' ' tl recovered to return to Udetermine when the patient 1S sufficien y
‘ st not return to the duty station withoduty station. The patient mu

approval by the Medical Director-

1-9 Wherever appropriate the FOD may, on the advice of the
Medical Director, authorize medical evacuation to a staff member's h
country as travel on hme leave or advanced hme leave-

1-10 For other relevant details and procedures see Personnel
6 January 1982 (Personnel Manual, index nwmDirective PD/1/82 dated 2 .

7040-

2-0 Medical evacuation by special air amhiance

2-1 Effective 1 January 1989 the Government of Switzerland has
made available to the United.Nations~air:ambu£ance facilities for the
evacuation/repatriation of sick or injuredipersonnel at United Nation
peace—keeping and good offices missions. The organization through whi
these services are provided is La Garde aerienne suisse de sauvetaqe

_ .. -'._IY' _

2-2 The procedure fgiiauthorizing mdical evacuation of sick or
l of a mission is described above- However, if theinjured personne _ A

condition of the patient(s)-warrants-evacuation via special air
ambulance the estabiishedgprocedure shall be as follows:

a. Onceiit has been established at the mission concerned
thatéanaair ambiance is necessary, the mission CAO or
Head of?Mi§sion shall immediately advise the FOD;

b- The commniéation from the CAO or Head of Mission shall
‘ be'accmanied by information in the following format:

To;
Date evacuation required:

2- Details of patient

Name:
Date of birth:
Nationality:
Nature of illness/injury:
Present location;
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3- Attending physician/surgeon

Name:
Address;
Telephone No-1

4- United Nations contact

Local office - (CAO. CMO)

Name:
TiCl8:
Telephone No-5
Facsimile No-:

est and if it is approvedc- The FOD shall review the requ
REGA- It should be noted that REGA willshall contact

only accept requests frm the EDD and missions should n
therefore attempt to initiate the service themselves.

d. REGA shall subsequently commnicate with the patient's
attending physician/surgeon to discuss medical aspects <
the casergandeshall also contact the CAO or his designa:
to discuss administrative arrangements, flight details,
(EEC - . "

e- The CAD%§halllkeep the FOD fully informed and shall
y confirm whensthe evacuation has been completed.

-. _ V-"I"-.7-I’

f- R¿ghgshall liaise with the POD as necessary-

:%% ' ion of the Swiss air2 3 It is emhasi§é¿ that the provis
h United Nations will no longerambulance service means that t e

reimburse,tro9p-contributing governments in cases where they make
direct and/omggational air ambulance arrangements for emergency medica
evacuation offt¿gir personnel from missions- _

It is fuftheréemphasized that there is an annual monetary
' ions should therefore be

2-4
ceiling on the air ambulance facility and miss

' ' ' rticular, attention should be paid to
' ' n by

judicious in requesting it- In pa
the possibility and comparative financial advantage of repatriatio
scheduled commercial means rather than special air ambulance- As a
general guideline, the Swiss air ambulance should be requested for only
those cases where, under previous arrangements, a chartered air
ambulance would have been requested.

2.5 It should be noted that RECA provides fully qualified medics.
' " * therefore unnecessary forpersonnel on board its aircraft. L\ .s

' ' l scorts :1: personnel being evacuated bymissions to provide medica e
REGA-

- Mynmhd
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2-6 The above information should be disseminated throughout
missions and be reflected in the mission standard operating procedu
personnel instructions, etc. -

3-0 Travel in hardship cases

member suffer serious illness --or injury at3-1 Should a staff
duty station or in the mission area where he/she is not":3<;¢Qmpanj_ed
any eligible dependents, authorization may be given under Staff Ruls
l07-2(a) (vii) for travel of an eligible dependent to visit him/her.
Such authorization is subject to the proviso (at that the Medical
Director certify that the staff member's"-condition is such that the
presence of the dependent is urgently required, and (b) that such
travel cannot be covered by the dependent's -normal. entitlement to
travel on initial appointment under Staff Rule J-132‘?-2 (a) (i) or travel
lieu of the staff member's family visit under Staff Rule
l07-2(a) (viii) .

3-2 In the event of serious illness or injury or death of a st;
member's dependent residing in the home country, the staff member whs
wishes to travel to the home country should avail himself/herself of
any entitlement that may fall due with regard to travel on home leave
under Staff Rule 107-llaqiegiv) or_ travelon family visit under Staff
Rule lO7-1(a) (v) - Travel in such cases."-shall not be authorized under
Rule 107-l(a) (vii)- However, consideration may be given to granting
advanced home leave accordance with the provisions of rule 105-3 I f

g 3-3 When the death.:1of.a dependent occurs at the duty station or
~{_-_-.¢ in the mission area and the-staff member wishes to accompany the

remains to the for’-.burial, he/she may be authorized unde
Rule 107-1(a) (vii) on a round trip for that purpose, prov:-1
that such travel cannot covered by his/her entitlement to home
1 eave , including advancedffihome leave -

‘l ». .
3.4 Izr;.=§t;he event of-Fthe death of a staff member, authorization

may be given Rule 3-87-2(a) (vii) for the travel of an eligible _._
dependent to att‘e'zni@,l;he»=burial at the duty station or in the Inissiurt
area or to remains to the home country for burial. Suc:
travel may be authoriied for a single or return journey, according v
the circumstances and without prejudice to the dependent's normal
entitlement to repatriation travel-

3-5 Any request for travel under the provisions of Rules
107.1(a) (vii) or 10'7-2(a) (vii) in circumstances described in the abt .
paragraphs requires prior approval by the OHRM. See also Personnel
Direggive PD/2/73 dated 1 April‘ 1973 (Personnel Manual, index number
7050). -

4

A
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xxx; excess essence AND UNACCOMPANIED SHIPMENTS (Staff Rule 107-22)

-0 General1

1.1 Baggage in excess of the weight and volume carried withouf
extra charge by transportation companies is excess baggage- Staff
members travelling by air economy class shall be entitled to payment
excess baggage for themselves and their eligible dependents to the
extent of the difference between the free baggage allowance by first
class and by economy class, normally ten kilos of excess baggage per
traveller. See ST/AI/229 and Adds- 1 and 2 for reimbursement of cost
accompanied excess baggage.

1-2 Claims for accmpanied excess baggage over and above the
normal limit shall NOT be admitted without pgiggjauthorization- Such
authorization should be obtained from the authority approving the
travel, namely the mission CAO or Head of Mission in the case of tra
within the area of the mission, or the:£BD=in the case of travel
outside that area- 4* 4 &

M

1.3 The entitlement to shipment of unaccompanied baggage applie
' more or toto travel to or from mission assignment of one year or

**"' ffices (i e- Headquarters to establish-transfers between established o -
missions) where no entitlement to removal costs exists under Staff Ru
107-27- It does not apply toitransfer of unaccopanied baggage within
the mission area. A.nnn§ion;naq§establish its own rules and set limit:.,;, ~ 4t= ' ' area- however, given that freefor free transfer of*baggageawithin its .

’" d and/or low rates for despatch by railtransport by aircraft or¿rga ,
are freouently available, such limits may not often be required-

1.4 When travelling y ,
or more but less than Qggéyear of mission service are entitled to

‘ ba a e up to a maximum of 100 kgs.surface shiment of unaccanied gg g
' f t9 or to shipment by air (air freight) of halor 220 lbs- (22 cubic eew

those am¿nts- .

H f accomanied excess baggage1-5 "The rulesnforitransportation o
N are set forth in Staff Rule 107-21,

d
and unaccomanied s¿ipents
supplemgnted by 5T/AI1238/Rev-1; they apply to staff members an
representatives (see Chapter 6 of this manual) as appropriate-

' ' ' d Staff Rule1-6 All entitlements to unaccompanied shipments un er
'oht or volume of reasonable107.21 shall be exclusive of the weig _

crating The amounts specified in the rule shall be considered net
' but including the weight and volume ofamounts excluding such crating

packing.

- ' ' H _ ' >' _._'_,__._..—.1,;.._.-;_\’_.'_ii-r-.-rp »-i,-A _...,.>i+..._._.....__,. , , - | _ ' , 1" ____, —i——5iiiiiiiiiiiiiIIiiIEEIIiEIiiiiIiiiiiiiiiiiiiiiiiiiiiiiiillllllllllllllllllllllt
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1-7 Staff Members an the officials involved with the
" h shipments should endeavour to have the packingarrangements fuf suc

company provide weight and volume figures in both gross and net term
lume shall be assumed to be tIf it cannot co so the net weight or v0

unts The Organization shall in no case h.thirds of the gross amo -
en gross and.net weight or Volume w 1¢;recognize any difference betwe

' - hould the crating exceed onexceeds one third of the gross amounts, s
' difference shall be considered part of the n(third of the gross, the

shipment.

1-8 If the shipment exceeds the entitlement as specified in Sta
Rules 107-21(f). (h) and (i) and 207-20 (el and (f), the charges to b
paid by the staff member shall be computed on the basis of the ratio
the excess net figure to the total net figure;

1-9 An entitlement to excess accomanied baggage will not
normally be required when authorized travel is-by sea- However, when
such travel is by sea and/or air and/or railieshient of personal
effects by surface direct to the ultimate destination may be authorize

' Staff Rule 107121 as supplemented byup to the limits specified in
ST/AI/238/Rev-1-

' famil visit or1-10 When authorizedgtravel on home leave, y
education grant is by air, the staff mmber concerned may elect to

“ der Staff Rule 107-21(e)(i)) toconvert the whole surface shiment (un
f.the one half-rule mentioned above- The

ckin or
air freight on the basis 0 ;- .
Organization shall notepaystheecost of packing, crating, unpa g
uncrating of such air freight shipments, but shall pay reasonable cost
for their cartage. i r

1 When home leave is taken in conjunction with mission
' tion or in the case of

1-1
rn to the original duty sta ,

' ion assignments
assignment or retu _’
Field Service category personnel, en route between miss
the pr0Vi$iQnS of Staff Rule 107-21 (e) and (f) should be treated
separately, i.e- as separate entitlements-

Lhli12 Excess baggage allowances for military observers are
described in Chapterjiiof this manual, dealing with the conditions
applicable to such obervers.

2.0 Air baqgage allowance within continental US and Canada

2.1 The weight limit for free baggage allowance has been
eliminated by air carriers within the continental United States and
Canada- Economy class passengers may now take, within the free
allowance, two bags, the first to be within 62 inches and the second
within SS inches measuring length plus height plus width- A third bag
measuring 45 inches overall may be carried if it can be stored under
the passenger's seat- ,
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nt for dependent children3 0 Unaccompanied baggage entitleme

3-1 Under Staff Rule 107-21 (f) a staff member is entitled to
transportation of unaccompanied baggage up to a maximum of 1,000 kgs
(2200 lbs.) or 6-23 cubic metres (220 cubic feet) for himself/herself
of S00 kgs (1100 lbs) or 3-11 cubic metres (110 cubic feet) for the
first dependent family member, and of 300 kgs (660 lbs) or 1-87 cubic
metres (66 cubic feet) for each additional dependent family member-

3.2 For travel on education grant in regard to the very first
outward journey or the final journey from an educational institution,
the entitlement for unaccompanied shipment of personal effects is up t
a maximnm.of 200 kgs (440 lbs) or 1-24 cubic metres (44 cubic feet) by
surface transport- '->

3-3 When a child travels in accordance with Staff Rule 107-S
(b), a separate unaccompanied shipment may be authorized up to 500 kgs
(1100 lbs) if the child is the first dependentsand up to 300 kgs (660
lbs) in other cases- Insurance coverage.in*an5am0unt prorated to the
staff member's total insurance entitlement may also be provided.
However, such shient and insurance coverage should be treated as an
advance against the staff member's total entitlement on subsequent
transfer or separation- Accordingly, in such cases the staff member's
maximum entitlement to unaccompanied shipment under Staff Rule
107-2l(f) should be reduced by the amount of the advance shiment and
the maximum limit for insurance coverage under Rule 107-22(b) should be
reduced by the amount of insurance provided for the advance shipment,
except that in the case of repatriation of a first dependent child the
staff member's entitlement to insurance coverage on subsequent transfe:
or separation shall b.pro—rated on the basis of US$1,800 per 1,000
kgs-

' t for Field Service4.0 Extra unaccomanied baqgaqg entitlemen
ff Rules 107-21(f) and 107-22-catesprv verapnnel (Sta

4-1 Folfowing a recommendation of the 1973 Working Group on Fiel:
Service Salaries, Allowances and Other Conditions of Service, the
limits under Staff Rule 107-21(f) for Field Service officers separated
after at least 10 years and 20 years of service were raised by S0 per
cent and 100 per cent, respectively- Such cases, and similar percentage
increases for insurance coverage under Staff Rule 107-22, were treated
by the OHRM as exceptions to the rules involved-

4-2 However, in view of substantial increases in the maxima for
unaccompanied shipment and insurance coverage, OHRM later agreed to
ontinue to consider exceptions to Staff Rules 107-21(f) and 107-22 ::

' maxima- These maxima are currently-
c
an individual basis up to certain

"'“"‘t‘*~‘—~A-—~—~'- »—-_--——~~-- -- -- - _ _.__I-1. . _ _ . ' ' k — ‘ . _ ,, _,_ V"z t ti--__.-1_ __f, tt"““r“*~"~
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Unaccompanied shipents:

At least 20 yeaAt least 10 years
of serviceof service

Staff member 1,125 kgs 1,500 kgg
First dependent 750 kgs 1,000 kgs
Each additional dependent 375 kgs S00 kgs

Insurance coverage:

Staff mmber US$18,000 US$24,000
First dependent US$l2,000' US$16,000
Each additional dependent US$6,000 US$ 8,000

above maxima are not automatically applied: individual4-3 The
requests must be submitted to the OHRM for approval-

nts and insurance: qeneral

5.1 Instructions on shipping procedures and in-transit insurance
are given in Administrative_Instruction ST/AI/238/Rev-l-

5-2 Weight and volumeashould be gagged on all outgoing shipments
and both should be checkedaagainst the carrier's bill of lading.

ed.loss damage or pilferage, receipts

5-0 Shipme

rfl 5-3 In casesoiisuspect = ,
should be signed with the corresponding 'exception' clearly noted. ano
a claim should be filed against the carrier as follows;

,aig_Air shipments - loss or damage (7 days): claims to be
%%%§iled in writing against all air carriers within seven

‘“"“ " l ase of_the shipment from.custody of suchT¿gg after re e
"” ' he time a receipt is signed by acalnner (1;€-, from t

Unitai¿¿nions official or his/her agent).

b- Air_shinments - non-delivery (14 daYSL: claims to be
' ' ' ' ll air carriers within 14 daysfiled in writing against a

of the expected arrival date of the aircraft.

nthL: claims to be filed inSurface shipment (one mo _
'tin against carriers within one month after damage ;swri g

noted, following delivery. ~

on or procedures should beS 4 Any questions about clazrs JCCI
‘ ( 00m I2} at Headquarters, New York_referred to the Traffic Unit r - ’

C.

‘
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5 5 “Insurance for the shipment of property belonging to the
h usehold effects of staff is arrangeOrganization and/or personal or 0

as follows:

a. The United Nations Office in Geneva (UNOG) shall insure

i- all shipments tg_§enega from any point in the
world;

ii- all shiments from Geneva to any point in the wor}
except the Headquarters area-

b- Headquarters, New York shall insure;

i- all shipmnts to the HeaÀÀuanters area from any
point except UNIDO, Vienna; ‘

ll shipments from the Headquarters area to anyii- a
point except UNOG and QNIDO, Vienna;-

other place, exceptiii- all shipents to or from any
UNOG and UNIDO, Vienna-

c- UNIDO (viennaé shall insure:

i- all shipments ;g_1ienna except from UNOG;

ii- all shients from Vienna, except to UNOG;

l ny other place except£7 iii, .ail shipents to or from a
unse-

6-0 Insurance of Qjficial shipments and unaccomanied personal
basses; »

6.1 Uni¿gdg¿ationsashipents are covered by an open in-transit
insurance policyggihe minimum insurable value of shipments of proper'- m
of the Organization%has'been set at US$250, but this amount may be '
modified by Headquarters from time to time-

official shipments a :6-2 Regular marine insurance coverage for
' ‘ed ersonal effects ceases upon

' s
for transportation of unaccompani p
delivery at the final destination or 15 days after discharge (30 day
if the destination is outside port limits, 60 days in South.America -
7 days in the Philippines), whighevef is earlier- Whenever insurance
coverage beyond these dates or for storage prior to shipment or aft»:
delivery is required, a special extension should be requested.from
Headquarters;

»
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6.3 Insurance of vehicles purchased through the United Natign

6-4 For the shipment of y purchased through the United
Nations the Organization's marine policy extends coverage from the

‘ t of discharge of the ocepoint of delivery by the vendor to the _.ort
after the time of discharge or until delivessel and up to 72 hours a

to the consignee, whichever occurs first-

7-2 When the consignee is outside the port area and a vehicle
shipped inland by a forwarding agent aboard truck, rail or barge, tr
shipment is considered to be in due course of ‘transit and is covered
the marine policy- Coverage would however cease with any purposeful
interruption within the control of the assured or his/her agent, and
also upon commencement of any on—the-road transport of the vehicle-
coverage is still in effect up to final destination, it shall termin
immediately upon delivery- Any delay in taking delivery would be
understood as a purposeful interruption, so immediate delivery must
taken at the ultimate destination- Any insurance coverage required
beyond the point where coverage under the marine pol icy ceases is th
responsibility of the consignee-

Vehicles purchased through United Nations specialized7-3
agencies are not covered by this policy-

_ 8-0 Procedure filing insurance claims

f theone of the agents 0
1' ed a Lloyd's age

8-1
insurer should be contacted; if no such agent is ist
should be contacted- Some agents will make settlements directly while
others will only the -survey report, which should be forwarded
with any other relevantfidoczimentation to Headquarters so that the cla
may be presented to theelinsurer- Any charges for the survey report am
for the preparation of repair estimates should be paid by the consign‘
and becomeyart of the claim. If possible the packing should be
retained 'untE¿l§-after the survey is made. Repairs may"-be carried out
after the has been completed-

8-2 If the less than US$1@, a statement of the value
' bills, along with any otherof the missing’ items sand/or any repair

' documentation, should be sent to Headquarters for
' ired, and

receipts or relevant
direct presentation of the claim. A survey report is not requ
repairs can be made without waiting for the claim to be settled.

‘ ded certificate8-3 If a claim involves non—delivery, a short-lan
H ad arters with the claim. If ashould be obtained and forwarded to e qu _

t to furnish such a certificate immediately in orde
s ndence

carrier is reluctan v
that it may trace the missing items, copies of any corre po

I

Q

~..»
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' ting that the carrier is trying to locate t. h.should be forwarded indica
' " b filed against the carrier (wit Litems, and a claim of loss should e

l d arrival of the aircraft, in case of carriage14 days of the schedu e
by air).

8-4 Reports to Headquarters, New York of items lost or missing
' " te if the containers show any signs offr a shint should indica

pilferage or if the goods appear to have been short-shippd-

8.5 If an entire shipment is missing, all original bills of
lading should be sent to Headquarters for processing of the claim-

“ t be the subject of an insurance8-6 Errors made by vendors canno
d be submitted separately to Headquarters soclaim; the details shoul

that it can take up the problem directly withtthemvendor-

8-7 A claim presented to any agent should specifically advise if
' currency-payment is desired in United States My

XXXII ILLNESS OR ACCIDENT DURING TRAVEL -- HOSPITAL AN OTHER
MEDICAL EXPENDITURES (Staff Rule 107-24)

1-O general

t to a mission shall normally be1-1 A staff memer on assignen
reimbursed for thescostsiofemdical treatment and/or hospitalization
only when the illness or accident is incurred while actually assigned
to the missign or ghile in §rgvel_status on official business outside
the mission areai€€osts of medical treatment undergone outside the
mission area may be reimbursed.only if the necessary medical facilities
were not available in the mission area and the staff member had to be
sent, with advance approval, outside that area for treatment (see
section XXX gbove on medical evacuation).

1.2 Forateimhursement of medical and hospital expenses under
Staff Rule 107-Ziethe staff member must be in official travel status.
Field Service catego¿yspersonnel and other internationally-recruited
staff members are deemed to be in official travel status for the period
during which they are assigned to missions; that does not apply to
those assigned to established offices such as Headquarters (New York).
Geneva, Vienna and the offices of the regional commissions-

1-3 Since all categories of internationally-recruited staff
assigned to missions are entitled to subscribe to either the Aetna or
the Van Breda health insurance schemes, the staff rule should be
interpreted not as a provision for payment of medical expenses
‘rrespective of other group medical coverage available to the staff

to such coverage in order to obviatemember, but as a supplement

‘ I
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possible heavy expenditures to the staff member for medical care
arising during travel or mission assignment- The mission CAO shoult

'1'" such staff are indeed covered by one of the healthensure \.._baC
insurance schemes provided by the United Nations-

d Staff Rule 107 24 shall1-1. Claims for medical expenses un er -
processed only after a statement has been obtained from the staff
member

confirming that he/she was at the time of the illness
in'ury a participant in one of .t:he- Organization's QIOI

' amin the sci
J

medical /hospi tal insurance schemes, and n g
involved ;

detailing the total medical expenses incurred, the amt
recovered or recoverable as a resuzft of participation
such a scheme or from any other coverage or source, an
the net claim, attaching bills and receipts-

l.5 The mission CAO shall authorize only for those
expenses unrecoverable under the staff member's group insurance sche:

1-6 In cases of severe hardship because of delay in payment by
the group insurance scheme, ,-the normal procedures for an advance may
followed- In the case of staff returning to an established office, ti
would nomzally take the form of a salary advance; at missions an
advance may be set up -as .an.-‘account recoverable locally" pending f ix
settlement of the claim-

' ' ' ' dQ‘, 1-7 Costs of ‘medical treatment and/or hospitalization incurre
a result of illness oriaccident while on annual or home leave outside

' ' not-"reimbursable by the United Nations. Nor is t
' ' ' from

the mission aga are
'able for medical and hospital expenses arising

l to and resin
Organization li
injuries pr illnesses of ggriqlei authorized to trave
in the missi‘<>z_i§;.-area-

1-8 Costs ifdigdental treatment shall normally be considered the
responsibility of E¿ejsstaff member (or military observer) concerned a.
shall not be reimbursable, except in cases determined by Headquarters
to be attributable to the performance of official duties on behalf of
the United Nations- .

2.0 Medicines

2-1 All n prescribed by a physician in connexion with
illness of a staff member during a mission assignment shall be payab;-
by the United Nations. Medicines and pharmaceutical products for
general use shall, in principle, be procured by staff members
themselves. However, when reviewing the medical requirements‘of, eac-

‘ ' recommend that certain such )_C€_'?5 ‘mission the Medical Service may
procured by the United Nations for use there. A

JV '““"'“"" "".‘."“"“‘ "'*“‘“"‘““‘““‘1*~:""~~.—-- . ~---~ ' _ ‘_ 1-r p _;_,_,;_; »~ -~ ~--
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medicines not normally procured 32-2 The CAD may request that
a particular mission be purchased at Headquarters, New York if they

d are not locally available (or if ;required for use by the staff an
substantially superior product is available at Headquarters)- R8Gue§
to this effect, which should give full details, shall be taken us by
the POD with the Medical Service and a requisition shall be placed }
it approves the items- At the same time the.Medical Service shall
determine whether their cost should be borne by the United Nations o
be recovered frm the staff member(s) concerned.

\ XXXIII TRANSPORTATION OF PRIVATELY-OWNED AUTOMOBILES (Staff Rule
107-27(d)(v)) .

/176 as revised and amendea1-0 Administrative Instruction ST/AI 5
which privately~owned automobiles weestablishes the conditions under

be transported at United Nations expense.

1-1 Reimbursement of transportation costs in the case of a stat
‘ ' ' ointment or change of dutymember whose travel expenses on initial app

' ' ed Nations may be authorized provided thastation are paid by the Unit

a. the assignmnt to the duty station is expected to be fo
a periodébf two years or more, or the initial a88ignmen'
for a Lesser period is extended so that the total

t is two years or more;assignmen_

b. the duty station is in one of the countries or
" territories listed in the annex to the Administrative
‘J Instruction;

c- transportggion is, in the opinion of the Secretary-
General, reasonable in the circumstances. when making
this judgemnt in the case of an automobile previously 1

ember- account shall be' lxhe possession of the staff m ,
"* f ctors as the age of the automobile, the

h
Mfaken of such a _

"‘ if not transported and t epoteggialsioss on resale
relatf¿esprice of the automobile in the locality from
which E¿e staff member is being assigned and at the new
duty station;

h ll'not exceed 75 per cent of the tota;d. reimbursement s a
costs (including freight, insurance and handling
charges), subject to a maximum.of USS 1,875;

in the case of a new automobile purchased at a duty
' " ories listed in the annexstation in countries wr territ

‘ ‘ '9 ':st*uction, the demonstrablei to the Administrati». . -

6-,

1

1
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shipping costs are reasonable in all the circumstance:
(includin lace of shioment in relation to the neare:9 P -
source of supply);

1. the automobile arrives at the port of entry in the
h dut station within six months - in no:country of t e y

circumtances - from the arrival of the staff mmber c
' in the case of arrival of ahis/her duty station, or -

ed utomobile at a later date - the staffnewly-purchas a
member can show that he/she had ordered it within that
period;

g- the reimbrsement is recoverable by the United Nations
the automobile is sold withinerhree years of its arrive
at the duty station or before theeend of the appointmex
or assignment, unless in the opinibn of the Secretary-
General the sale is justified by a need to replace the
automobile (for example asqasresult of wear and tear)-

t shall be made of the costs of transporting1-2 No reimbursemen
privately-owned automobiles upon separation fro service-

'_‘ ' ' tive Instruction1-3 The current revised Administra
.1iand Amend.l) supersedes ST/AI/176/Rev-1 5(ST/Al/176/Rev- 3 and Gorr

Amendments 1-5 and Rev-2-

XXXIV RESIGNATION} KQTICE OF TERRUIUNTION; TERMINATION INDEMNITY
(Staff Rules lO9;Z, 109.3 AND 109-4)

1.0 Resignation“ 1:

1-1 Unless otherwise specified in their letters of appointment.
three months’ written notice of resignation shall be given by staff
members withspermanent appointments and 30 days‘ written notice of
resignation byathose withgtemorary appointments- Resignations on
shorter notice maymbe accepted under justifiable or compelling
circumstances. A sta¿femember unable to serve the notice period may
include in his/her letter of resignation a special request for the
waiver of this requirement- Except for very brief periods, annual l~‘
may not be granted during the notice period-

‘ ' d forward the original of1-2 The CAO or Head of Mission shoul
to ether with his/her recommendati_letter of resignation to the FOD g _ _

regarding acceptance- In this connexion it is pointed out that _
resignations-require the acceptance of a duly constituted authority
behalf of the Secretary-General-

;
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2.0 >Termination indemnity

f locall -recruited staff shall 12-1 The terms of appointment o y
t of a termination indemnity, unless thenormally permit paymen

legislation of the country in which the mission is established pr0vi(
for such a payment-

3-0 Separation payments

3-1 When a staff member assigned from Headquarters or
' ternationally recruited for a mission is separated from service (by

intment) form FOD-13
in
resignation, termination or expiry of app ,

84 see annex to this chapter) should b(formerly form OFOESA/SF/7- ;
d f R¿ssionsan submitted to the FOD.leted by the CAO or the Hea o

he-staff member's last da§
cop
soon as possible and in any event prior to t » ~

th letter of resignation addressed to the OER}of duty, together with e
' rds comleted through the last day <(where applicable), the leave reco

'ed by the relevant lease reports of the staff
d

service and accomani .
member, and a statement showing the last salary payment made an any
advances outstanding from the staff member- On the basis of these
documents the FOD shall process the separation and arrange for any
final payments due to theqstaff member-

3-2 An advance againséithe final payment may be made to the stat
member if requested, but the amount may not exceed 80 per cent of the
entitlement. 53: '

4-0 Separation dug¿tolahandonment of post

As defined€in}Staff§Rnie 109-1 (b), abandonment of post is
“‘ ' ' ' 'tiated by the staff

4-1
not a termination- Itiiséa separation action ini

' ' that he/she does not intend to return t<member with a-clear indidation
work- The administration?is sometimes at a difficulty in cases of
unauthorizedeabsences since its practice is not to call upon local
authoritiesskpdetermine the whereabouts of a staff member or~whether
h /she has accepted other emloyment (although at times informal sh V

“ ‘ ' the other hand there could"be
e

contacts are usefnlain this respect)- On
is revented frm returning to work or

WT} .
cases where a staffimeber p
communicating with the United Nations through no fault of his/her 0

cedure is as follows:

a. the supervisor reports the unauthorized absence to the
' ff’ er, who investigates thestaff member's executive o ic

case and at the same time brings it to the attention of
‘ ncerned;' - the personnel officer co

4-2 The normal pro

l fficer Peeps close daily contact with 'b- the personne o ~
executive officer and the Medical Director to see i-

' aggepgable mgdical certificate has been produced in
accordance with Staff Rule 106-2(a);
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c. after five working days of unauthorized absence the
personnel officer notifies the staff member by cable (
registered letter that within a specified reasonable
period he/she is expected to return to work and/or
produce adequate and acceptable evidence justifying
his/her absence- Refusal to accept a registered letter
evidence of delivery- If the staff member does not con
and it becomes evident that he/she has no intention oi

' k authorization should be sought fronreturning to wor ,
the Assistant Secretary-General, OHRM, to record his/h

tion from service for abandoment of post-separa

' 'ated.'Uhder Staff Rule 105-l(b)4-4 A P-35 action is then initi -<g
be tilized to cover unauthorized absences andannual leave may not u

effective date of separation is the date on whichsthe staff member
absented himself/herself without permission, i-e: the first day of
unauthorized absence- Under the terms of Annex III of the Staff
Regulations and Staff Rule 109-5 no termination indemnity or

' e*t&§’action is not one ofrepatriation grant are payable, and sinc
' ' ‘ notice or cmpensation in lieu thereof istermination, no termination

necessary-

4.5 The procedures described aove were formulated with
Headquarters conditions in mind; however, with minor adjustments they
are equally applicable to mission conditions-

Staff Rule lQ2$§L

5.1 In principle the repatriation grant shall be payable to sta.
members whom the Organization is obligated to repatriate. "Obligation
to repatriate' shall mean the oligation to return a staff member and
his/her spouse and dependent children, upon separation, at the expens<

‘ ' lace outside the country of his/her dutyof the United Nations, to a p
station-_

5-0 Renetrietiqn qrant-I

S-2 - No repatriation grant shall be made to local recruits under
Staff Rule 104-6{Ytn a staff member who abandons his/her post or to a
staff member residihain his/her home country while performing officia
duties-

n rant shall be subject to theS-3 Payment of the repatriatio g
provision by the former staff member of evidence of relocation outside
the country of the last duty station- Evidence of relocation shall be

r staff member has establisheddogumentary evidence that the forms- _
' ' country, such as a declaration by its immigraticresidence in another

‘_’“‘“_j'__f:_t:_;*:- '1"-'~~~— --.__,__,l __ -_ __.-q-_._-Z _;__,,,
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' the senior United Nations offipolice, tar or other authorities, by
' r b' the former staff member's new emp1oyer_ Theinthe country, c- y c
evidence required is of actual relocation: the conditions for payme

declaration of intention toof the grant shall not be met by a mere
relocate.

for evidence of relocation5-4 The requirement set out above -
lif ing service ‘accrued prior to 1 Julyshall not apply for any qua y

1979-

'ation grant shall cease if no claimS 5 Entitlement to repatri
ed within two years after thepayment of the grant has been submitt 1 -

' However, where. both husband and wife‘ aeffective date of separation-
staff members and the spouse who separates if-‘rst is entitled to
repatriation grant, his/her entitlement to shall cease if
claim for its payment has been submitted within -two years after the
date of separation of the other spouse.

_S-6 Loss of entitlement to payment travel expenses
under Staff Rule 197-4 shall not affect a staff member's eligibility
for the repatriation grant-

I

i o rtional to the length5-7 The amount of -thexgrant shall be pr po
‘ shown in Annex TV of the Staff Rules-of qualifying service, as

1 XXXV DISCIPLINE’-IRY -(Chapter X Of the Staff Rules)

1-0 General

' 1 'ons to staff members on the1-1 New guidelinealand instructi
application of chapter Xifof the Staff Rules (“Disciplinary measures a:
procedures") were promulgated in August 1991 in ST/AI/371, supersedim
Personnelnllirective PD/1/16 A summary outline is provided below-

- * 2 . 0 In3_"_j;1§'À_‘fi 1 investigation and fact - findinq e

that a staff member has2- 1 Where there is reason to believe
engaged in unsatisfactory conduct for which a disciplinary measure ma y
be imposed, the Head of Mission shall undertake a preliminary
investigation- If this appears to indicate that such conduct did inde+
take place, he/she shall immediately report the matter to the ASG/OHRM
giving a full account of the known facts and attaching documentary
evidence.

2 -2 If-the conduct appears to have been such as to warrant
suspension of the staff member, the Head of Mission shall make a _
recommendation to that effect, giving his/henreasons- On the basis
the evidence presented the ASG/OHRM shall decide whether the matte:

d if so whether suspension is warranted-shall be pursued an . ,

b.-.-_ --_>-_-._____._.._i...__._; -___. I 1- q i _. M q .. ._- _ ,_ _ i;

‘ . -.-- -. _._ - _. _ i ~ f.. , _,_ ,
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2.3 If the matter is to be pursued the Head of Mission shall
' ' i f h tllegations and of his/heinform the staff member in writing 0- t e a

'd him/her with a copy of the documentaryright to respond; provi e -
' f member of his/her right to the advicevidence; and notify the staf

f another serving or retired staff member-and assistance 0

l authorizes suspension, the staff2.4 If the Secretary-Genera
member shall be informed of the reason for it and its probable dura;
and shall surrender his/her grounds pass.

2-5 The staff member should be given a specified time, ta-Icing
account of the seriousness and complexity of ‘the matter, to answer t

'1‘ cr evidence. The entire dossierallegations and produce countervai IDJ
' the ASG/OPLZM. who -shall eithershall then be submitted to

decide that the case shou

b- refer the matter to a joint disciplinary committee for
advice, should the facts appear to-indicate that misconduc:
has indeed occurred; or

should the evidence clearly, poi-nt to misconduct the
seriousness of warrants immediate separation from
service recommend to the Secretary-General that the staff
member be sumxarily dismissed.

3-0 Referral to "islint digriplinary committee

j, 3-1 In the case of referral to a joint disciplinary committee tr
' staff member advised in writing- The referral may be

' ' th staff member and the Secretary-waived, by ]Ol}}II' agreement of e
General, under the provisions -of Staff Rule 110-4 (b) (1)- Should it
not be waived the case shall be referred by the ASG/OHRM to (a) a
standing joint disciplinary committee if one exists at the staff
member's dutzgzg-fsgzgation, or" (b) an ad hoc committee- For details of how

_ such committeeeigighall be presided. and constituted see paragraphs l3 an
14 of'sT/A1/37iJ‘€?;W

3-2 The Head of-"Mission shall transmit to the staff member the
entire dossier submitted to the joint disciplinary committee, and
advise him/her of his/her rights- to representation before the
committee. In the case of an ad hog committee, he/she shall also info:
the staff member of the committee's composition (ST/Al/371, paragraph
15) .

' linary committee shall be3.3 The proceedings of the jOlf1C discip
10 7 rid consistent with due process

'th
' cordance with Staff Rule 1 . - _

'-> ort should be transmitted wi
in ac
(ST/AI/371, paragraphs 16-19)- Its - _0

h Secretary-G-=2-,»:al through the ASG/OHRM- Itmaximum dispatch to t e
' should contain:

a . ld be closed;

C-

1

Tl _~_""'>"-‘f'-~'-"~—--*~*~~-"-——————-——-i---Q ~' i»
' ' '" I
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I a the allegations of misconduct;
" ‘s -"he staff member's response;
’~ c. a statement of the proceedings;

d. a synopsis of the evidence and the committee's evalua:
- thereof;
. e. the committee's findings, indicating which of the

allegations - if any — appear to be supported by the
evidence;

f. any aggravating or mitigating factors that might be
relevant;

g. the committee's advice to the Secretary—General as to
hat sanction - if any - should be applied; andW

- any dissenting or separate opinion-

3-4 The final decision shall be talc-en behalf of the
Secretary-General. Any appeal against a disciplinary measure imposed
after consideration by a joint disciplinary conmiittee shall be
submitted directly to the United Nationsllzhdministrative Tribunal-

3-5 A staff member summarily dismissed under the terms of Staff
Regulation 102, second paragraph, and Staff Rule 110-4 (b) (ii) may
submit a request (through the Joint Disciplinary Committee in New Yor
that the measure be reviewed by a, joint disciplinary committee.

~<-'u¢..,>_

h

zndcvi PERE‘ORM7\NCB EVALUATION REPORTS (Staff Rule 112-6)

If \ 1-0 General
:;_ _;

1-1 Administrative I-nstrnction ST/AI/240/Rev-2 dated 28 Novembe:
1984 summarizes--the procedurestzfor the staff performance evaluation
system, which replaced and superseded the previous system-
Supplementary inf-ormationtis provided below in respect of staff serv;
with Unit'ed.llations missions- Attention is drawn to the Performance
Evaluation -Report (form P_~92(8—83)) and the Guidelines and Procedures

» for conzpletingvstiie Perfonnance Evaluation Report (form P.91/A(8-83);

1-2 It is primarily the responsibility of each mission to
initiate the preparation and completion of performance evaluation
reports due on its staff members- For staff members on fixed—term
appointments, reports should be prepared two months prior to the
renewal or expiry of their contracts. For those who are to report :
mission, completing their assignment or being separated, reports shc -.
be prepared at least one month before departure-

2-0 Reporting officers

2-1 Normally the first reporting officer should be the direct
immediate Supervisor of the staff member being rated; the second

h l‘ be the section chief and the third reportreporting officer s ou Q
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officer should be the CAO or a senior official designated by him- I:
the CAO is the first and/or second reporting officer, the third

h official senior to him, i.e- the Hggreporting officer should be t e
of Mission-

'1' a personnel of a mission who are not2-2 In cases where mi it ry
employees of the United Nations act as supervisors of Hnited Nations
staff members, such military personnel may not serve as reporting
officers-

3-0 Preparation of reports

3-1 A report should be completed in all its parts- Section II,
Part A of the Performance Evaluation Report form should be copleted
the staff member- The first reporting officer should ensure that the
statements made by the staff mmber are accurate and supported by the
work requiremnts and procedures-

3-2 This factor is important since, when the first reporting
officer signs a report without appropriate coments he/she is, in fac
attesting to the accuracy of the staff member's statements- If those
statements are not accurate they should not be changed, but the first
reporting officer shouldsgiue his/her comments or clarification in
Section II, Part B; absencesof any coments there will imply agreemen=
with the staff member’s statements.

3-3 Any educatfbnal, language or other training achievements by
the staff member during the reporting period are verified by the OHRM,
the Head of Mission or the CAO as the case may be. The first reporting
officer should indEEate_in the report that he/she is not in a position
to confirm the stafffmmbers's@etatements in this regard, unless he/sh
has verified or has personal knowledge of them-

3-4 Thmduations shall be made with the maximum possible
precision,3oh§§ctivity"and accuracy since the reports are used when
evaluating a sags; member for promotion, transfer or termination. when
assessing a staff§mmber’s performance reporting officers should use
the criteria estabE§§hed in Article 101 of the Charter - the highest
standards of efficiency, cometence and integrity- If a staff member,
after dialogue and consultation with a reporting officer about his/her
performance, fails to meet these'criteria, this should be stated
clearly in the Performance Evaluation Report so that remedial action

hen a staff member's performance is outstandicc
inion 0‘

may be taken- Equally, W
staff member has, in the op _among his/her colleagues, or when a

a reporting officer, special qualifications or aptitudes which seem to
suit him/her'for other duties, this should be stated in the Performanc~

' to indicate in the "Coments" colir"Evaluation Report. It 18 necessary
h reason or reasons for "A" or "F" ratings.of Section III t e



Rev- Sept.

Pram ' JEXVI: Pmus-o1'2u2mc1z Emmi:
REPORTS

92- Page 145 of 352

3-5 "Staff members‘ performance should be evaluated using the
tandard ratings provided, with no alterations_ If it is felt that

f rmance under evaluation,
S
ratings do not adequately reflect the per 0

hat effect.note should be added to t

3.6 Reporting officers should note that because of their
confidential nature recommendations or references thereto should no:
' luded in Performance Evaluation Reports-inc

ared in original and three copies- Tl3-7 Reports shall be prep
' ‘ and retain one, and the CAO shcstaff member should sign all copies

' ' d one copy to the FOD-forward the original an

3-8 The guidelines for the preparationiof reports on
internationally-recruited staff apply equally to reports on locally-
recruited staff-

3-9 When a staff member is called¿npon for a period of one mon
or more to serve in a higher capacity, efgr as a supervisor, or to
perform duties at a higher level than that recognized as appropriate
for his/her grade, a statemnt to this effect should be made under
Section III, item 6 of the Performance Evaluation Report- However, ck

3 he higher level should be evaluarperformance of the stafflember at t
' ' ormance normally expected at his/her regular

' If such at
in the light of the perf
level unless he/she is receiving a special post allowance-
ll wance is being paid it should-be specifically mentioned in the

should be evaluated in
a o
report and the staff mmber¿snperformance

vel of responsibility reflected by therelation to the higher le
allowance.

» ' n of a Performance Evaluation Report on a3-10 For the ntenaratlo -
taff member under supervision of military personnel the followings

procedure should be applied:

A ' c ‘ 'n a genera
H

a; gÀilitary supervisors should address in writi g _
"assessment of the United Nations civilian staff member
the¿appropriate senior United Nations civilian officer
mosttclosely associated with the staff member's area of

‘ h ll act as the first reporting officeassignment, who s a

The first reporting officer shou
the staff member concerned-

b_ ld have discussion with

should then, on the basis 0c. The first reporting officer
' n, comlete Sections II-B and IIIhis/her own evaluatio

the report and forward it to the second reporting
officer-

1
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d. Performance evaluation of a staff member under militai,
supervision should not be regarded as requiring less
attention than that of a staff member directly under t
reporting officer's daily supervision- Reporting offi<
should be cautioned that since they are required to S)
reports on such staff members on their own behalf, the
must assume responsibility for the ratings and
observations that appear there-

4-O Explanation and rebuttal procedure

eb ttal submitted later than one month aft‘4-1 A statemnt of r u
R rt by a staff member shall n<receipt of a Performance Evaluation epo

be accepted or acted upon unless the Secretary-General is satisfied- . -ed_ .that the delay was Justifi

member's rebuttal shall be4-2 Action to investigate a staff
' “ ' New York- The mission shall then draw up ainitiated at Headquarters,
1' t of five staff members senior in grade, rank or position to the

hree to form an investigati
is

staff mmber concerned, who shall choose t
members senior in grade cannot be found within

ed
panel. When five staff
the staff member's department or office, the matter shall be referr
to the personnel unit of the mission for it to provide additional nam

‘ ‘office.fro another department or

a list officials of the same' 4-3 If it is impossible to set up ,
grade or rank may b inciuded, but only with the staff member's
agreement-

4-4 If threeaorrmore of the five names nominated are unacceptabl
to the staff member, thezdepartment or office concerned shall endeavor
to provide additional name- In exceptional cases when agreement cannc
be reached on a panel of names, the personnel unit of the mission shal
be asked.to.provide additional names. preferably from the staff
member's department or office- If it still proves impossible to
constitute an acceptableapanel, the staff member may.request the pint
appropriate staf¿¿representatives of the area concerned to suggest xwc
additional names- -~»

4 5 The relevant administrative instructions stipulate that the
' rt shall H ad of Missionappraisal of the panel s repo be made by the e .

unless he/she is the first, second or third reporting officer (as for
example in the case of a staff member under the direct supervision c¿
the Force Commander)- When the third reporting officer is not the Head
of Mission, the appraisal should be done by the latter rather than by
the third reporting officer on behalf of him/her. For example, shoulo
the Chief Procurement Officer be the first and second reporting OfflT

' ' off:"er- the Force Commander, as Head the CAO the third reporting
r ; if the report-

an
of Mission, should make the appraisa

1

> " ' ” ' "“‘ ‘i ’ " *4" -- V ""~‘* "“ ' "' ~-iik“
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4-5 ‘I5, hOWeV9f. the third reporting officer is the head of t
department or office, but is not the first and second reporting off
(e-g- where the CAO is first and second reporting officer and the F
Coander the third reporting officer), the appraisal of the report

' d re orting officer. There shoulthe panel shall be made by the thir p
' edure since the third reporting officerno objection to this proc

normally limits himself/herself to taking note of the<Performance
Evaluation Report without giving an evaluation of the staff member’:
performance, direct and primary responsibility for the completion on
the report lying with the first and second reporting officers-
Furthermore, the possibility that the head of¿the department or off:
might be the second and third reporting-officer does not arise becau
when a director or chief of section or official of equivalent rank i
the first reporting officer, he/she in accordance with this instruct
is also the second reporting officer. ~¥V“;f

4-7 The panel shall hear the interested parties unless
makes that impractical_iPanel members should

d te 1
geographical location _
norally conclude their investigations within six weeks of the a
their nomination as members-

4-8 Copies of the appraisal shall be given to the staff member
' ' whose section of the report haconcerned and to the reporting officer t

'hall be placed in the official status file ofbeen rebutted- A copy s »
the staff member, together with the staff member's Performance
Evaluation Report, hisiher rebuttal and the report of the panel-

4-9 The original Performance Evaluation Report is an official
1 document and must he kept fot_the record without any alterations,

regardless of anyzrehuttals and of the final appraisal; if the
appraisal warrants anygphange in the ratings or the addition of any
remarks, the appraisal itself shall speak for the record- The fact
sheet (Personnel Record) at Headquarters shall note the occurrence <:
the rebuttal.and appraisal and shall take into account any amended
ratings contained in the appraisal-

4-10 Since thegappraisal is the last stage of the investigatic:
rocess it stands assent final assessment of the case.P

XXXVII ARRANGEMNTS RELATING TO MILITARY SERVICE (Appendix C to '
Staff Rules)

‘d d in clarification of *1.0 The following guidelines are provi e
' 0 the United Nations Staff Rulesrelevant provisions of Appendix C t

this subject:

1-1 Under Section l8(c) of the Convention on the Privileges a
' ' ff'c*als of the United NationsImunities of the United Nations, 0 l _

immune from national service obligations- The term “officials fo

i_ - r k _ p I _ _ V 7- A-__-_= .-~,-»_-,-__._._ -
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purpose of the Convention has been interpreted to cover all staff
' ‘ t those who are recruited locally gmembers of the Organization excep

" rl rates; locally-recruited staff other than those g
' O ‘ 'ce-

are paid at hou_ y
at hourly rates are covered by the immunity fro national servi

1-2 If such a local staff member is a national of a Member Sta
which has acceded to the Convention and is called up for military

' he a ropriate governmentservice, the mission should approach t pp
that under Section 18(c) of the Conventioauthorities, advising them

the staff member is an official of the-United;Nations and is iune
from the national service obligations- »

1.3 However, if the staff member volunteers for military servi<
or requests a waiver of his immunity, the matter should be referred 1
Headquarters, New York for a decision as to whether the staff member
should be separated from service or placed on special leave without g
in accordance with the final paragraph of Appendix C-

’ C deal with cases where th1-4 Paragraphs (b) - (K) of Appendixt i
taff member is a national has not acceded

f
Member State of which the s
the'Convention or has acceded to it with a reservation in respect 0
Section 18(c).

1-S A staff member who is called up by such a Member State for
national military service may be placed on special leave without pay
for the duration of.the service, if he or she holds a permanent
appointment or hasscoietedeone year of satisfactory service, or shal
be separated from servicesin other cases, as provided in paragraph (cf

' 'a-. es the Secretary-General may, on the
I'll

Q) f the appendix- In special cas
' decide to request the deferme

.;. . O

recommendation of theeÀead of.Mission,
' lar staff member for national service, whei

' d
of the call-up of a particu
such deferment is deemed necessary in the interest of the Unite
Nations. ‘ ,

"XXXVIII INSURQHCE OF PERSONAL EFFECTS AND HOUSEHOLD GOODS

1.0 Insurance while in storage and/or transit

insurance of personal1 1 The United Nations shall arrange _
taff members who are entitled toeffects and household goods of s

‘ ' tment, assignment, transfer or separation.shipment on appoin

rance at field duty stationsPersonal property insu

' General

d mnity through Herbert L.2-1 The American International In e _
Jamison and Comany offers an "all risks" personal property insura:

. - z ,_ _plan to all internationally-recruited stafi members, experts and

-<-A' -A . “ A ~~
»_ ~-~*-~—— ~—--—~~-~ ’

2-0
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volunteers of UNDP and other agencies and organizations of the Univ
re assigned to field duty stations. Such coveragNations system who a

is optional. It is open to all internationally—recruited staff membe
assigned to peacekeeping or observer missions or other United Natiot
field offices-

2.2 In addition the above plan provides optional ‘all risks"
personal accident insurance, covering accidental death and
dismemberment.

Types of coverage

onal belongings and householc2-3 The insurance plan covers pers
elle furs and fine--arts, owned or used byfurniture, including jew ry, _

the policy~holder or by family members within the household and
residing with him/her-

2-4 The plan is world wide. and its.-coverage continues while the
‘ lI‘” . However, it does notpolicy—holder or his/her family is trave ing

cover belongings which are not ordinarily located at the staff member
residence at his/her duty station-

2-5 Property beingpcarried on ocean—going vessels or on aircra:
is not covered unless it accomanies the policy—holder or his/her
family as personal baggage-

Limits Available
2 6 The minimum insurance that can be purchased is US$5,000 and

the maximum Us$s0,00s;; ,

‘aw Pepggnal property insurance:

The annualgpremium is U51-80 per USSI
with¥a_min1mum of $90-

b- Accidental death and dismemberment insurance (optional;

le and cost are

00-00 of coverage.

The coverage availab

- for a staff member or spouse:

- US$45 00 premiumUS$2S,00O insurance -
' 90-00 premiumUS$50,000 insurance - US$

' n e - US$180-00 premiumUS$100,000 insuranc

4

1
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for dependent child or children of a staff mem
{ages three months to 21 years);

US$10,000 insurance - US$15-00 premium

Pa yment of premiums

2-7 For premiums paid by cheque in deutschmarks or Swiss frai
llection outside the United Statesor by dollar cheques drawn for co

' added for bank collection feesUS$20-00 or the equivalent should be
are avoided if premiumsare paid by directHowever, these charges

transfer from the policy-holder's bank-to:

Citibank N_A- International Money Transfer
111 Wall Street
New York, New York
USA

For credit to:

Account No- 00114016
Herbert L- Jamison and Company
345 Park Avenue South ‘
New York, New York 10010
Attention: Controller-

2-8 Coverage begins on the first day of the month following
receipt of the comletedfapplication and appropriate payment in New
York-

gg1igy"dg§ai1s

if'cates are issued for one year. About one
' d

2-9 Insurance cert i
‘ olicy-holders will be advise <month prior to the end oflthat time, p

' ~ -- ' nts by Herbert L. Jamison and Company-the renewal requireme

2-10 Aplications can be obtained through the FOD from Herbert L
Jamison and Cmany at the address shown below-

2-11 Comleted applications should be accompanied by a cheque fc
the total annual premium due, made out to Herbert L- Jamison and
Copany. If the payment is made by direct transfer a note should be
made on the application form and the bank requested to ensure that it
identifies the applicant/policy-holder as the payor.

for filing a claim __ Procedures

ld be followed when filing a2-12 The following procedure shou
claim:
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e. Reporting property that is lost or destroyed

If insured property is lost or destroyed a report sho
'1 and forwarded to thebe made as soon as pOSSlD e

insurance representatives directly at the following
addI'8SS :

Herbert L- Jamison and Comany
345 Park Avenue South
New York, New York 10010
USA-

A supply of claims forms shold be held bv the personnc
section of missions-

b. Inventor!

Policy-holders should make a list of all belongings and
their current values and insure the total value-
Inventories should be updated periodically- When filing
claim it is imortant to provide evidence of ownership:
bills, receipts, cancelled cheques, etc- should be
returned withgthe claim form-

Statute-of limitations

The underwriters require that all necessary claims
documentation be completed within 180 days of the date 01
loss-

C-

3

d- §1Irr¢n<at"-of Payment
Claims will be paid in United States dollars-

H

1

I.




