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Background

1. The Committee on Finance and Administration (CFA) at its Twenty-ninth Session convened in
Yokohama, Japan on 3 -8 November 2014, considered the revised ITTO Staff Regulations
and Rules (Document CFA(XXIX)/7) submitted by the Secretariat. After extensive discussions
on the revised Staff Regulations and Rules, the Committee requested the Secretariat to
prepare by July 2015, for consideration at its Thirtieth Session, recommendations for
alterations to the Staff Regulations and Rules that it deems advisable, including on Rules and
Regulations where alterations were proposed in document CFA(XXIX)/7, bearing in mind the
discussions held in the Committee at its Twenty-ninth Session. The Committee further noted
the importance of staff morale and well-being and recommended that the recommendations
for alterations should be accompanied by:

- justification for the proposed alterations;
estimated numerical financial implications in the near term and long term ;

comparable cost containment measures to ensure that the overall biennial budget is equal
to or lower than the biennial budget 2014-2015; and

- Comparison with the relevant text from the 2015 Staff Rules and Regulations of the UN or
other relevant international organizations (e.g., ICCO and ICO).

2. In accordance with the recommendations of the Committee at its Twenty-ninth Session, the
Revised ITTO Staff Regulations and Rules were circulated to Member Countries on 7 July
2015 requesting for comments. Comments were received from Brazil, Japan, USA and EU
and its Member States.

3. The Committee noted that consideration of this issue would be a priority during its 30th
Session inasmuch as effective and up-to-date Staff Rules and Regulations are key to
promoting accountability, predictability, transparency and effective human resource
management in the Organization.

Revised ITTO Staff Regulations and Rules (Third Edition)
4. The proposed revised ITTO Staff Regulations and Rules, is attached as Annex | for the
consideration of Members. The comments received from member countries are contained in

Annex Il

5. The ITTO Staff Regulations and Staff Rules was last revised in 2008.
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Annex |

Proposed Revisions to the ITTO Staff Regulations and Rules
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STAFF REGULATIONS AND RULES OF THE
INTERNATIONAL TROPICAL TIMBER ORGANIZATION

SCOPE AND PURPOSE

The Staff Regulations embody the fundamental conditions of service and the basic rights,
duties and obligations of the staff of the International Tropical Timber Organization. They represent the
broad principles of personnel policy for the staffing and administration of the Organization as approved
by the Council. The Executive Director, as the Chief Administrative Officer, shall provide and enforce
such Staff Rules consistent with these principles as he considers necessary.

The Staff Regulations do not apply to temporary engaged experts, consultants and auxiliary
personnel.
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1. DUTIES AND RESPONSIBILITIES

Requlation1.4 _ _ - - Comment [i22]: Subtitles are added for clarity to
all regulations based in the UN Staff Rules

Staff members are international civil servants. Their responsibilities are not national but
exclusively international. By accepting appointment, they pledge themselves to discharge their
functions and to regulate their conduct with the interest of the Organization only in view.

Requlation 1.2

from any government or from any other autherity source external to the Organizaton. __ — - Comment [i3]: Comment by New Zealand.
Consistency with UN

Requlation 1.3

Staff members shall exercise the utmost discretion in regard to all matters of official business.
They shall not communicate to any person any information known to them by reason of their official
position which has not been made public, except in the course of their duties or by authorization of the
Executive Director. Nor shall they at any time use such information to private advantage. These
obligations do not cease upon separation from the Organization.

Requlation 1.4

Staff members are subject to the authority of the Executive Director and to assignment by \him L | _ - { Comment [i4]: Gender neutral terms should be }
to any of the activities or offices of the Organization. They are responsible to jhim in the exercise of used across the document
their functions. The whole time of staff members shall be at the disposal of the Executive Director. =~ { Comment [i5]: Gender neutral terms should be }
The Executive Director shall establish a normal working week. used across the document

Requlation 1.5

Staff members shall conduct themselves at all times in a manner befitting their status as
international civil servants. They shall not engage in any activity that is incompatible with the proper
discharge of their duties with the Organization. They shall avoid any action, and in particular any kind
of public pronouncement, which may adversely reflect on their status, or on the integrity,
independence and impartiality which are required by that status.

Requlation 1.6

The status, privileges and immunities attached to the Organization by virtue of its
Headquarters Agreement with the Government of Japan are conferred to enable the Organization fully
and efficiently to discharge its responsibilities and fulfill its purpose and functions. These privileges
and immunities furnish no excuse to the staff who enjoy them for non-performance of their private
obligations or failure to observe laws and police regulations. In any case where questions of privileges
and immunities arise, the staff member shall immediately report to the Executive Director, who alone
shall decide whether they shall be waived.

The Council shall decide whether the privileges and immunities shall be waived in the case of
the Executive Director.

Requlation 1.7

Staff members shall give neither advice nor assistance to any government or person or
authority in relation to tropical timber or other commodities except as is necessary for the proper
discharge of their duties.

Regqulation 1.8

Staff members shall not have any financial interest in the tropical timber industry trade,
transportation, publicity or associated commercial activities, including dealings related to tropical
timber or other commodities. While employed by the Organization, the staff member shall not acquire
or hold any such interest. Staff members shall not engage in any occupation or activity, including
political activities, or hold any office or position which is incompatible with the proper discharge of their
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duties with the Organization, or which might prove a source of embarrassment to the Organization.

Requlation 1.9

No staff member shall accept any honour, decoration, favour, gift or remuneration from any
source external to the Organization, in connection with his/her duties in the Organization, without first
obtaining the approval of the Executive Director. Approval shall be granted only in exceptional cases
and where such acceptance is not incompatible with the terms of Regulation 1.4 of the Staff
Regulations and with the individual's status as an international civil servant.

Requlation 1.10

Staff members may exercise the right to vote but shall not engage in any political activity
which is inconsistent with, or might reflect upon, the independence and impartiality required by their
status as international civil servants or which prove a source of embarrassment to the Organization.

Requlation 1.11

Upon appointment, each staff member shall subscribe in writing to the following affirmation
“I solemnly affirm that, to the best of my ability, | will carry out my responsibilities in a manner that will
further the purpose of the International Tropical Timber Organization; that | will refrain from
communicating confidential information to persons outside the Organization; that | will not use to
private advantage information known to me by reason of my official position; and that | will not seek or
receive instructions from any member or from any other authority external to the Organization in
regard to the performance of my duties.”

Rule 101

HoursofWork

The Executive Director shall set the normal number of working hours per week. Exceptions

may be made by the Executive Director as the needs of service may require. A staff member may be

Rule 102

Official Holidays

Official holidays shall be those observed in Japan, Good Friday, 25 December, Eid-al-Fitr and
Eid-al-Adha)

Rule 103

Outside Activities and Interests

(@) Staff members shall not engage in any eentinueus—orreeurring-outside occupation or

employment without the prior approval of the Executive Director.

(b)  No staff member may be actively associated with the management of, or hold a financial
interest in, any business concern if it were possible for the staff member to benefit from such
association or financial interest by reason of his or her official position with the Organization.

- = {Comment [i6]: UN Rule 1.4(a)

) - = {Comment [i7]: Comment by Brazil noted.

l - = {Comment [i8]: Comment by New Zealand
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(c) A staff member who has occasion to deal in his or her official capacity with any matter
involving a business concern in which he or she holds a financial interest shall disclose the measure of
that interest to the Executive Director.

(d) The mere holding of shares in a company shall not constitute a financial interest within the
meaning of this rule unless such holding constitutes a substantial control.

(e) Staff members shall not, except in the normal course of official duties or with the prior
approval of the Executive Director, perform any one of the following acts, if such an act relates to the
purpose, activities, or interests of the Organization

(i) Issue statements to the press, radio or other agencies of public information;
(i)  Accept speaking engagements;

(i) Take part in film, theatre, radio or television productions;

(iv) Submit articles, books or other material for publication.

Rule 104

Membership in Political Parties and Political Activities

Membership in a political party is permitted provided that such membership does not entail
action, or obligation to action, contrary to Staff Regulation 1.10.
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28. RECRUITMENT, -AND-APPOINTMENT AND PROMOTION |

Requlation 23.1 |

Except where expressly provided for in the International Tropical Timber Agreement, 1983
2006 (ITTA) or succeeding Agreements, or as might be otherwise determined by the Council, the
Executive Director shall appoint the staff. Upon appointment (or notification of promotion) each staff
member shall receive a letter of appointment (or notification of promotion) in accordance with the
provisions of these Regulations and Rules.

Regulation 23.2 |

The paramount consideration in the appointment, transfer or promotion of the staff shall be the
necessity for securing the highest standards of efficiency, competence and integrity. Due regard shall
be paid to the importance of recruiting the staff on as wide a geographical basis as possible from
among member countries.

Subject to the provisions of the preceding paragraph and without prejudice to the recruitment
of fresh talent at all levels, the fullest regard shall bhe given, in filling vacancies, to the requisite |
qualifications and experience of persons already in the service of the Organization. Staff members
shall have a working knowledge of at least one of the languages of the Organization in addition to their
mother tongue.

Regulation 23.3]

_ - {Comment [i9]: Chapter changed from 3 to 2

)

Comment [i10]: Should have decision to convert
all permanent to continuing since permanent

Staff members shall be granted either permanentortemporary, fixed-term or_continuing Wp“i“""s‘”i” pollonaerbepartiofithelrdre

appointments under such terms and conditions consistent with these Regulations and Rules as the

Exeeutive Director-may prescribed in Rule 203.
Regulation 23.4 |

Selection of staff members shall be made without distinction as to race, sex or religion. So far
as is practicable, selection shall be made on a [competitive basis._All vacant posts shall be advertised,

including senior-level posts)

Requlation 23.57 |
Appointments shall be subject to a satisfactory medical examination. Staff members may be

required from time to time to undergo further medical examination. These medical examinations shall
be at the expense of the Organization.

Requlation 23.68 |
Part-time staff may be hired within limits set by the Council.
Rule 2301 |

Local Recruitment

— — | Comment [i12]: Taken from ICCO rules to
incorporate Japan’s comments

— — 7| Comment [i13]: Already mentioned in
Rule303c-ii

- = {Comment [i14]: Already mentioned in 203(a)
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Staff members who at the time of recruitment are permanently resident in Japan and those
| recruited to serve in posts in the Ggeneral Sservice category, whatever their residential status at the
time of recruitment, shall be regarded for purpose of these Regulations and Rules as locally recruited.

| Rule 2302

International Recruitment

| Staff members other than those regarded under Rule 2301 as having been locally recruited
shall be considered as having been internationally recruited. The allowances and benefits in general
available to internationally recruited staff members include payment of travel expenses upon initial
appointment and on separation for themselves and their dependents, installation grant, education
grant, home leave, repatriation grant and removal of household effects and any other United Nations
allowances and benefits granted to internationally recruited staff members.

Rule 203

Types of Appointment

A staff member may be granted a temporary, fixed-term or continuing appointment:

(a) Temporary appointment

(i) A temporary appointment shall be granted for a period of less than one year to meet
seasonal or peak workloads and specific _short-term requirements, having an
expiration date specified in the letter of appointment.

(i) The appointment of a staff member who has served for the maximum period as
described in paragraph (i) above may be renewed for up to one additional year when
warranted by surge requirements and operational needs related to field operations
and special projects with finite _mandates under circumstances and conditions
established by the Executive Director.

(i) A temporary appointment does not carry any expectancy, legal or otherwise, of
renewal. A temporary appointment shall not be converted to any other type of

appointment.

(b) Fixed-term appointment

(i) A fixed-term appointment may be granted for a period of one year or more, up to five
years at a time, to persons recruited for service of a prescribed duration, having an
expiration date specified in the letter of appointment.

(ii) A fixed-term appointment may be renewed for any period up to five years at a time.

(i) A fixed-term appointment does not carry any expectancy, legal or otherwise, of
renewal or conversion, irrespective of the length of service, except as provided under

paragraph (c-ii).

(c) Continuing appointment

(i) A continuing appointment is an open-ended appointment.

(i) The Executive Director shall prescribe and determine the criteria for staff member’s

__ { comment [i15]: UN Rules 4.12~4.14

eligibility for consideration for continuing appointments.

Rule 23043

LLetters of Appointment

- ‘[Comment [i16]: Adopted from UN 4.14

_ — -1 Comment [i17]: Content of letter could be
contained in annex. (Refer to UN Rule 4.1&Annex
2)
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(@) The letter of appointment granted to every staff member shall contain expressly or by
reference all the terms and conditions of employment.

(b) The letter of appointment shall state:

0] that the appointment is subject to the provisions of the Staff Regulations and Staff
Rules applicable to the grade of appointment in question and to changes which
may be duly made in such Regulations and Rules from time to time;

(i) the nature of the appointment;

(i) the date at which the staff member is required to enter upon his/her duties;

(iv) the periods of appointment and of probation, if any, and the notice required to
terminate the appointment;

v) the grade, level, commencing rate of salary and, if increments are allowable, the
scale of increments and the maximum attainable;

(vi)  any special conditions which may be applicable.

(c) A copy of the International Tropical Timber Agreement, 20061983 (ITTA) or succeeding
Agreement and the Staff Regulations and Staff Rules shall be transmitted to the staff member with the
letter of appointment. In accepting appointment, the staff member shall state in writing that he/she has
been made acquainted with and accepts the conditions laid down in the Staff Regulations and Staff
Rules.

Rule 23054

Effective Date of Appointment

(@) The appointment of every locally recruited staff member shall take effect from the date on
which he/she starts to perform his/her duties.

(b) The appointment of every staff member internationally recruited shall take effect from the
date on which he/she enters into official travel status to assume his/her duties or, if no official travel is
involved, from the date on which he/she starts to perform his/her duties.

Rule 23065

Notification by Staff Members and Obligation to Supply Information

(a) Staff members shall be responsible on appointment for supplying the Executive Director
with whatever information may be required for the purpose of determining their status under the Staff
Regulations and Rules, or of completing administrative arrangements in connection with their
appointments.

(b) Staff members shall also be responsible for promptly notifying the Executive Director, in
writing, of any subsequent changes affecting their status under the Staff Regulations and Rules.

(c) A Staff member who intends to acquire permanent residential status in any country other
than that of his/her nationality, or who intends to change his/her nationality, shall notify the Executive
Director of that intention before the change of his/her residential status or in his/her nationality
becomes final.

(d) A Staff member who is arrested, charged with an offence other than a minor traffic
violation, or summoned before a court as a defendant in a criminal proceeding, or convicted, fined or
imprisoned for any offence other than a minor traffic violation, shall immediately report the fact to the
Executive Director.

(e) A Staff member may at any time be required by the Executive Director to supply
information concerning facts anterior to his/her appointment and relevant to his/her suitability, or
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concerning facts relevant to his/her integrity, conduct and service as a staff member.

Rule 23076

Nationality

(@) In the application of these Staff Regulations and Staff Rules, the Organization shall not
recognize more than one nationality for each staff member.

(b) When a staff member has been legally accorded nationality status by more than one
state, the staff member’s nationality for the purpose of the Staff Regulations and Rules shall be the
nationality of the State with which the staff member is, in the opinion of the Executive Director, most
closely associated.

Rule 23087

Family Relationships

(a) Except where another person equally well qualified cannot be recruited, a permanent
continuing appointment shall not be granted to a person who bears any of the following relationships
to a staff member husband, wife, father, mother, son, daughter, brother or sister.

(b) Staff members who bear any of the relationships specified in (a) above shall not be
assigned to serve in a post which is superior or subordinate to the other in the line of authority, and
shall disqualify himself or herself from participating in the process of reaching or reviewing an
administrative decision affecting the status or entitlements of the staff member to whom he or she is
related.

(c) The marriage of one staff member to another shall not affect the contractual status of
either spouse but their entitlements and other benefits shall be modified as provided in the relevant
Staff Regulations and Rules; their appointment status shall not, however, be affected.

Rule 23098

Relations with Members of the Council and its Committees

(@) No member of the staff shall canvass any member of the Council or of the Council’'s
committees and subsidiary bodies with regard to his or her salary or any conditions of employment.

(b) Applicants for employment shall be informed that such canvassing is not permitted.
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32. CLASSIFICATION OF STAFF, SALARIES AND RELATED ALLOWANCES

Requlation 32.1

In conformity with the requirements of the Organization, as approved by the Council, the
Executive Director shall make appropriate provision for the classification of posts and staff according
to the nature of the duties and responsibilities. Classification will be in accordance with the United
Nations categories of:

(@) Professional and higher categories.

(b) General Service category.

Regulation 32.2
In conformity with the requirements of the Organization, the salaries of staff members shall be

fixed by the Executive Director in accordance with the prevailing classification system and salary
scales of the United Nations.

Requlation 32.3

All salaries and allowances for staff in the Pprofessional and higher categories shall be quoted
and paid in US dollars. Salaries of members of the staff in the Ggeneral Sservice category shall be
quoted and paid in Yen. Staff shall receive net salaries as calculated by deducting UN rates of staff
assessment from UN notional gross salaries.

Requlation 32.4

Subject to satisfactory service, salary increments within the levels set out in the prevailing
salary scales of the Unlted Nations shall be awarded annually, except that any—lncrements

salary scales of the U.N., shall be preceded by two years at the previous step.

Requlation 32.5

The Executive Director shall determine, within the framework of the approved programmes of
work and budget, the rates of salary to be paid to personnel specifically engaged for Council sessions,
conferences and other short-term services, to consultants and to technical assistance experts.

Requlation 32.6

The Executive Director may grant a non-resident allowance to staff members in the Ggeneral
Sservice category who have been recruited from outside Japan. This is envisaged only in exceptional
circumstances when staff cannot be recruited locally.

Requlation 32.7

In order to maintain standards of living, members of the staff in professional and higher
categories shall receive cost-of-living payments in conformity with the prevailing post adjustment
schedules of the United Nations.

Regulation328

Staff members in-professional-and-higher-categories-shall be entitled to receive dependency

allowances in conformity with the prevailing dependency allowances schedule and related provisions

of the United Nations. Suech-allewaneces-are-payable-inrespectof:

Comment [i19]: Rule simplified and referenced
to UN Staff Rules Regulation 3.4 & Rule 3.6
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Regulation 32.9

Claims for dependency allowances shall be submitted annually in writing and supported by
evidence satisfactory to the Executive Director. Staff members shall be responsible for reporting
immediately to the Executive Director any change which affects the payment of the allowances during
the year.

Requlation 32.10

A staff member who is internationally recruited and who is outside his/her home country shall
be entitled to an education grant for his/her children and a staff member with disabled children shall be
entitled to a special education grant for such children. These grants shall be in accordance with the
prevailing United Nations schedule for such grants.

Requlation 32.11

Where a staff member is subject to national income taxation in respect of the salaries and
emoluments paid to him/her by the Organization, the Executive Director is authorized on receiving
proof of payment of such national taxation, to refund the amount of taxes paid and payable in respect
of the ITTO income only. In making such refunds, the Executive Director will draw only on funds made
available by the member concerned for the specific purpose. The Executive Director is authorized to
conclude arrangements with members to obtain such funds; such arrangements will be reported to the
Council. In the absence of other arrangements, the amount of these funds will normally be equal to
the member’s share under the UN staff assessment- formula.

Rule 32012

Salary Increment:

(@) Annual salary increments shall be effective from the first day following the date on which
the service requirements are completed.

(b) A salary increment may be deferred within an incremental period, or withheld, if service or

N

Comment [i20]: Deleted to avoid future conflict
between Regulation 3.8.

N

Comment [i21]: Add paragraph for increments
deferred other than unsatisfactory service or conduct
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conduct is unsatisfactory. The staff member involved shall be so informed by the Executive Director.

(c) Satisfactory service for the purpose of awarding a salary increment shall be defined as
satisfactory performance and conduct of staff members in their assignments as evaluated by their
supervisors.

Rule 32023 |

Salary Policy-in-Prometions

(a) On appointment, a staff member shall normally be placed at the first step of the level of
his or her post, unless otherwise decided by the Executive Director.

(b) On promotion, a staff member who holds a fixed-term or a continuing appointment shall
be placed at the lowest step of the level to which he or she has been promoted that provides an
increase in net base salary equal to at least the amount that would have resulted from the granting of
two steps at the lower level.

Rule 32034

Overtime and Compensatory Time Off

(@) Compensatory time off or additional payment under conditions established by the
Executive Director shall be given to staff members in the Ggeneral Sservice category who are required |
to work:

(i) in excess of eight hours in a day; |
(i) on Saturday or Sunday when these days are not part of the scheduled work week; or |

(iii) on official holidays |

(b)

half an hour of overtime on any day during the scheduled work week shall not be consideréd.\

(c) Overtime compensation shall be made at the rate of one-and-a-half times the staff
member’s hourly basic salary for overtime performed during the scheduled work week or on Saturdays
and at the rate of twice the staff member’s hourly basic salary on Sunday or on an official holiday.

(d) [Should the exigencies of service permit, and subject to the prior approval of the Executive
Director, occasional compensatory time off may be granted to staff members serving in the
Professional and higher categories who have been required to work substantial or recurrent periods of

fffffff E

1

Comment [i22]: Brought in line with UN Rule
3.4 following Brazil’s comment.

Comment [i23]: Brought in line with UN
practice

overtime|

Rule 32045 |

Allowance for Non-Residents

(@) Staff members in the Ggeneral Sservice category, who have been recruited from outside

1

Comment [i24]: UN Staff Rule 3.11(b)
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Japan may receive a non-resident allowance in accordance with prevailing United Nations rules and
scales provided that in no case shall the allowance be paid to a staff member who has Japanese
nationality.

(b) The non-resident allowance shall be taken into account in determining Provident Fund,
medical, and group insurance contributions; overtime compensation; and payments and indemnities
on separation.

(¢) Non-resident allowance will not normally be paid to a staff member who, at the time of
appointment

0] is living in Japan;
(ii) is the spouse of any person covered by (i).
(d) Entitlement to a non-resident allowance will cease in the case of a staff member who:

0] changes his/her residential status in such a way that he/she may, in the opinion of
the Executive Director, be deemed to be a permanent resident of Japan.

(ii) marries a spouse who himself/herself would be regarded as resident (if appointed),
unless he/she would be regarded as a dependent spouse under the Rules;

(i)  marries an ITTO staff member in the Professional or higher categories (or an
official in comparable “international status” outside, for example in a diplomatic
mission);

(iv)  marries another ITTO staff member with non-resident allowance. In this case, the
allowance will be continued for the staff member who is regarded as the “head of
the family”.

Rule 32056

Language Allowance

(a) A staff member in the Ggeneral Sservice category shall be paid a language allowance in
accordance with prevailing United Nations’ rules and rates if he/she passes a test, prescribed for this
purpose, in any language of the Organization other than the language or the languages in which
he/she is required to be proficient by the terms of his/her appointment. No staff member shall be paid
a language allowance for more than two official languages of the Organization. Further tests at

proficiency.

(b) The language allowance shall be taken into account in determining the contributions to
the Provident Fund.

Rule 32067

Deductions and Contributions

(@) There shall be deducted, each pay period, from the total payments to each staff member:

(i) contributions to the Provident Fund, based on the staff member's pensionable
remuneration as defined by the United Nations.

(b) Deductions from salaries, wages and other emoluments may also be made for the
following purposes:

0] for contributions, other than to the Provident Fund, for which provision is made

~ -~ 1 Comment [i25]: Comment by New Zealand to
reduce to two years. However, UN Rule states staff
“may” be required to take test at intervals of not less
than 5 years.

_ -~ Comment [i26]: Staff Assessment is only taken

from gross salary and ITTO staff receives net salary
(regulation 2.3)
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under these Rules;
for indebtedness to the Organization;

for indebtedness to third parties when any deduction for this purpose is authorized
by the Executive Director and agreed to by the staff member.

Rule 32078

Education Grant

For the purpose of this rule:

@

(ii)

(iii)

child who is unable, by reasons of physical or mental disability, to attend a normal
educational institution and therefore requires special teaching or training to prepare
him or her for full integration into society or, while attending a normal educational
institution, requires special teaching or training to assist him or her in overcoming
the disability.

“home country” means the country of home leave of the staff member under the
Rule 403. If both parents are eligible staff members, “home country” means the
country of home leave of either parent.

“duty station” means the country, or area within commuting distance
notwithstanding national boundaries, where the staff member is serving.

A staff member, who is regarded as an international recruit, and whose duty station is
outside his/her home country, shall be entitled to an education grant in respect of each dependent
child in full-time attendance at a school, university or similar educational institution. The grant shall
not, however, be payable in respect of:

@
(ii)

(iii)

(iv)

v)

@

(ii)

attendance at kindergarten or nursery school at the preparatory level;

attendance at a free school or one charging only nominal fees or a university in the
country or area of the duty station;

correspondence courses, except those which, in the opinion of the Executive
Director, are the best available at the duty station;

private tuition, except tuition in a language of the home country at duty stations
where satisfactory school facilities for learning that language are not available; or

vocational training or apprenticeships which either do not involve full-time schooling
or which the child receives payment for services rendered.

The grant shall be payable up to the end of the school year in which the child

completes four lyears of post-secondary studies or is awarded the first recognized | _ - ‘[Comment [i229]: Typo in original document

degree, whichever is the earlier;

the grant will not normally be payable beyond the school year in which the child
reaches the age of 25 years. If the child’s education is interrupted for at least one
school year by national service, illness or other compelling reasons, the period of
eligibility shall be extended by the period of interruption.

The amount of the grant shall be in conformity with the prevailing rules and scales of the
United Nations.

A staff member to whom an education grant is payable in respect of his or her child’s
attendance at an educational institution shall be entitled to travel expenses for the child of one return
journey each scholastic year between the educational institution and the duty station, provided that:

== [ Comment [i27]: Adjust to UN 3.9 definition.

)

- { Comment [i28]: UN term

)
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0] such travel expenses shall not be paid if the requested journey is unreasonable,
either because of its timing in relation to other authorized travel of the staff member
or his dependents, or because of the brevity of the visit in relation to the expense
involved;

(ii) where attendance is for less than two-thirds of the school year, travel expenses
shall not normally be payable;

(i)  transportation expenses shall not normally exceed the cost of a journey between
the staff member’s home country and the duty station.

()  The Executive Director will decide in each case whether the education grant shall be paid
for tuition of the mother tongue.

(g) Claims for education grant shall be submitted in writing and supported by evidence
satisfactory to the Executive Director.

(h) A special education grant for disabled-childrenchildren with disabilities shall be available

to staff members of all categories, regardless of whether they are serving in their home country, who
holds a fixed-term or continuing appointmen i i

L -~ {Comment [i30]: From UN Rules

The amount of the grant shall be in
conformity with the prevailing rules and scales of the United Nations.

Rule 32089

Assignment Allowance

Subiject to the provision of Rule 619, an assignment allowance shall be paid to a staff member
in the professional category and above who is appointed or assigned to a duty station outside his or
her home country for a specified period of service under circumstances, and at scales, equal to those
provided for in the relevant United Nations Staff Regulations and Staff Rules.

Rule 309
Salary Advances, __ - Comment [i31]: UN 3.16
Comment by Brazil

(a) Salary advances may be made to staff members under the following circumstances and
conditions:

(i) Upon departure on extended official travel or on approved leave involving absence
from duty for 17 or more calendar days, including the end-month pay day in the
amount that would fall due for payment during the anticipated pay period(s)
occurring during the staff member’s absence;

(i) In cases where staff members have not received their reqular pay, through no fault
of their own, in the amount due;

(iii) Upon separation from service, where final settlement of pay accounts cannot be
made at the time of departure, subject to the advance not exceeding 80 per cent of
the estimated final net payments due;

(iv) In cases where new staff members arrive without sufficient funds, in such amount
as the Executive Director may deem appropriate;

(v) Upon change of official duty station, in such amounts as the Executive Director
may deem appropriate.

(b) The Executive Director may, in_exceptional and compelling circumstances, and if the
request of the staff member is supported by a detailed justification in writing, authorize an advance for
any reason other than those enumerated above.
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(c) Salary advances other than those referred to in subparagraphs (a) (i),
(i) and (iii) above shall be liquidated at a constant rate as determined at the time the advance is
authorized, in consecutive pay periods, commencing not later than the period following that in which
the advance is made.

Rule 310

ISpecial Post Allowance

(a) Staff members shall be expected to assume temporarily, as a normal part of their
customary work and without extra compensation, the duties and responsibilities of higher level posts.

(b) Without prejudice to the principle that promotion under staff rule 302 shall be the normal
means of recognizing increased responsibilities and demonstrated ability, a staff member holding a
fixed-term or continuing appointment who is called upon to assume the full duties and responsibilities
of a post at a clearly recognizable higher level than his or her own for a temporary period exceeding
three_ months may, in exceptional cases, be granted a non-pensionable special post allowance from
the beginning of the fourth month of service at the higher level.

c) In the case of a staff member holding a fixed-term or continuing appointment who is
assigned to serve in a mission, or when a staff member in the General Service category is required to
serve in a higher level post in the Professional category, or when a staff member in any category
holding a fixed-term or continuing appointment is required to serve in a post which is classified more
than one level above his or her level, the allowance may be paid immediately when the staff member

— - 1 Comment [i32]: UN Rule 3.10. Comment by
Brazil

assumes the higher duties and responsibilities.

(d) The amount of the special post allowance shall be equivalent to the salary increase
(including post adjustment and dependency allowances, if any) which the staff member would have
received had the staff member been promoted to the next higher level.

Rule 311

RRetroactivity of Payments|

A staff member who has not been receiving an allowance, grant or other payment to which he
or _she is entitled shall not receive retroactively such allowance, grant or payment unless the staff
member has made written claim:

(i) __In the case of the cancellation or modification of the staff rule governing eligibility, within
three months following the date of such cancellation or modification;

(i) _In every other case, within one year following the date on which the staff member would
have been entitled to the initial payment.

consideration regarding appointment of Regional

— — 7| Comment [i33]: Mission option is kept for future
Officers

- = {Comment [i34]: UN Rule 3.17 ]
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4. ANNUAL, HOME AND SPECIAL LEAVE

Requlation 4.1

Staff members shall be allowed appropriate annual leave.

Special leave may be authorized by the Executive Director in exceptional cases.

Requlation 4.2

Eligible staff members shall be granted home leave once in every two years.
Rule 401
Annual Leave

(@) A staff member shall accrue annual leave while in full pay status at the rate of 30 working
days a year or 2 1/2 working days per month.

(b) Annual leave may be accumulated provided that not more than 60 working days of such
leave shall be carried forward beyond 1 January of any year.

(c) The leave year for each member of the staff for annual leave is the period of 12 months
beginning on the date when employment with the Organization begins.

(d) Annual leave for any employee leaving the service of the Organization is calculated in
proportion to the period of service during the leave year and, where necessary, a proportionate
amount of salary or wages will be refundable to the Organization or, conversely, payable to the
employee.

(e) Any absence from duty not specifically covered by other provisions in these Regulations
shall be charged to the staff member’s accrued annual leave, if any if the staff member has no
accrued annual leave, it shall be considered unauthorized, and pay and allowances shall cease for the
period of such absence.

(f)  All arrangements as to annual leave shall be subject to the exigencies of the service,
which may require that annual leave be taken by a staff member during a period designated by the
Executive Director. Annual leave may be taken only when authorized, but the personal circumstances
and preferences of the individual staff member shall, as far as possible, be considered.

Rule 402

Special Leavel

- Special leave may be granted at the request of a staff member
holding a fixed-term or _continuing appointment for advanced study or research in the interest of the
Organization, in cases of extended illness, for childcare or for other important reasons for such period
of time as the Executive Director may prescribe.

(b) Special leave is normally without pay. In exceptional circumstances, special leave with full
or partial pay may be granted;

(cb) Staff members shall not accrue service credits toward sick, annual, home and
maternity/paternity leave, salary increment, termination indemnity and repatriation grant during full
months of leave without pay. Periods of less than one calendar month of such leave shall not affect
the ordinary rates of accrual; nor shall continuity of service be considered broken by periods of special
leave.

Rule 403

=

Comment [i35]: Comment by New Zealand
incorporated (UN Rule 5.3 (2)i&ii)
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Home leave

(@) Staff members other than those considered as local recruits shall be entitled once in every
two years of qualifying service to visit their home country, at the expenses of the Organization, for the
purpose of spending in that country a substantial part of their annual leave.

(b) A staff member shall be eligible for home leave provided his/her service is expected by
the Executive Director to continue at least six months beyond the date of his/her return from any
proposed home leave.

(c) The country of home leave shall be the country of nationality of the staff member subject
to the following terms, conditions and exceptions

0] The place of home leave of the staff member within his/her home country shall be,
for purposes of travel and transportation entitlements, the place with which the staff
member had the closest residential ties during the period of his/her most recent
residence in his/her home country preceding appointment.

(ii) The Executive Director, in exceptional and compelling circumstances, may
authorize as the home country, for the purposes of this Rule, a country other than
the country of nationality. A staff member requesting such authorization will be
required to satisfy the Executive Director that he/she maintained his/her normal
residence in such other country for a prolonged period preceding his/her
appointment, that he/she continues to have close family or personal ties in that
country and that his/her taking home leave there would not be inconsistent with the
purposes and intent of this Rule. Such exceptional authorization should normally
be made at the time of appointment.

(d) Home leave for an eligible staff member shall fall due for the first time after completion of
two years of qualifying service.

(e) Home leave may be taken, subject to the exigencies of the service, at any time during the
period of 12 months after it falls due.

(f) If, except as provided hereunder, a staff member delays taking his/her home leave
beyond the period in which it falls due, he/she shall not be entitled to take his/her next such leave until
the second succeeding year thereafter. Should, however, the Executive Director decide that
exceptional circumstances, arising out of exigencies of service, make it necessary for a staff member’s
home leave to be delayed beyond the period in which it falls due, such delayed leave may be taken
without altering the time of his/her next and succeeding home leave entitlements provided that not less
than 12 months of qualifying service elapse between the date of the staff member’s return from the
delayed home leave and the date of his/her next home leave departure.

(9) A staff member may be required to take his/her home leave| in conjunction with travel on

official business, due regard being paid to the interest of the staff member and his/her family.

(h) Subject, to the conditions specified in Section 6 of these Regulations, a staff member
shall be entitled to claim, in respect of authorized travel on home leave, travel time and expenses for
himself/herself and eligible dependents (as defined in Rule 604) for the outward and return journeys
between Yokohama and the place of residence in his/her home country.

(i)  The Executive Director may request a staff member, on his/her return from home leave, to
furnish satisfactory evidence that he/she has spent a substantial period of leave in his/her home
country.

l == [ Comment [i36]: For consistency
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5. SOCIAL SECURITY

Requlation 5.1

Provision shall be made for the establishment and operation of a Provident Fund with the joint
participation of the Organization and staff members, the contributions to the Provident Fund by the
staff member and by the Organization shall be the percentage rates of the staff member’s pensionable
salary set by the UN Joint Staff Pension Fund (UNJSPF).

Requlation 5.2

The Executive Director with the approval of the Council shall establish a scheme of social
security for the staff, including provisions for sick leave and maternity/paternity leave and shall make
arrangements to provide the staff with adequate accident and health insurance.

Requlation 5.3

Notwithstanding Regulations 5.1 and 5.2, the staff members who are nationals of or
permanently resident in Japan shall participate in the Japanese social security scheme and the
Executive Director shall make necessary arrangements, including payment of compulsory
contributions by the Organization, as required under such scheme. Such staff members also
participate in the Provident Fund and their contribution to the Provident Fund will be the percentage
rate of the Organization’s contribution to the Fund less the compulsory contribution to the Japanese
social security scheme.

Rule 501
Provident Fund
(&) All staff members shall participate in the Provident Fund which shall consist of:

0] a contribution by the staff member and a contribution to be made by the
Organization, both at the percentage rates set by the United Nations Joint Staff
Pension Fund (UNJSPF); except for staff members who are nationals of Japan or
permanently resident in Japan, whose contribution will be the Organization’s
contribution at the percentage rates set by the United Nations Joint Staff Pension
Fund (UNJSPF) less the contribution on the part of the Organization to the
Japanese Social Security Plan in respect of such staff members;

(i) the interest accrued from the investment of the above contributions
(b) Payment of contributions to the Fund shall be effected monthly.

(c) The administration, investment and control of the Fund is the responsibility of the
Executive Director who shall have the assistance of professional money management advisers.

(d) The staff member's share in the Provident Fund shall be payable to him/her upon
separation of the staff member from the Organization or to his/her beneficiary on his/her death, except
that a staff member who leaves the Organization before he/she has completed one year’s service for
other than health reasons shall be entitled only to that part of the fund contributed by himself/herself
plus the interest accruing therefrom, if any. In that case, the Organization’s contribution plus interest,
if any, shall revert to the Administrative Account of the Organization.

(e) The final date used for the calculation of payment of the staff member’'s share in the
Provident Fund shall be determined by application of Rule 705.

(f)  The auditing of the Provident Fund shall be carried out in conjunction with the annual
auditing of the Administrative Account of the Organization.



CFAXXX)/7
Page 25

Rule 502
Sick Leave

Staff members who are prevented from the performance of their duties by iliness or injury or
whose attendance is prevented by public health requirements will be granted sick leave in accordance
with the following provisions

(&) All sick leave must be approved on behalf of the Executive Director.

(b) A staff member holding a temporary appointment of-less-than-ene-yearshall be granted

sick leave credit at the rate of two working days per month of service for the duration of his
employment, with a minimum credit of five days.

(c) fixed-term .
and who has completed less than three years of continuous service shall be granted sick leave of up
to three months on full salary and three months on half salary in any period of twelve consecutive
months.

| - { Comment [37]: The definition will be added in }

Rule 303

‘ ~ - { comment [i38]: According to UN Rule 6.2(b)(i)

(d) A staff member holding a continuing appointmentpermanent, or who holds a fixed- term
appointment for three years ointrent or who has completed three years of continuous service
shall be granted sick leave up to a maximum of up to nine months on full salary and nine months on
half salary in any period of four consecutive years.

(e) A staff member absent for more than two consecutive working days on ground of sickness

shall forward to the Executive Director Qn%k%er—than%@rd—day—aﬂep&he—be@;wng—ef—the—absenee}

a doctor s certificate of sickness Jas soon as p055|ble\

() No more than seven day’s uncertified sick leave will be allowed in any twelve months of
employment. Part or all of this entitlement may be used to attend to family-related emergencies, or for
paternity leave in case of birth or adoption of a child, in which case the limitation of three consecutive
working days shall not apply.

(g) All uncertified sick leave under Rule 502 (f) shall be counted as part of the total sick leave
on full pay in Rule 502 (b), (c) and (d).

Rule 503

Maternity and Paternity | eavel

(@) A staff member who will have served continuously for one year at the anticipated time of
confinement shall be entitled to maternity leave in accordance with the following provisions:

0] The leave shall commence six weeks prior to the anticipated date of confinement
upon production of a certificate of a duly qualified medical practitioner indicating
the anticipated date of confinement;

(i) The leave shall extend for a total period of sixteen weeks from the time it is
granted. The post-confinement leave shall therefore extend to a period equivalent
to sixteen weeks less the period between the commencement of the maternity
leave to the actual date of confinement, subject to a maximum of ten weeks;

(i)  The staff member shall be given full pay during maternity leave for the entire
duration of her absence in accordance with the provisions of sub-paragraph (i) and
(if) above. No miscalculation on the part of the doctor or midwife as to the date of
the confinement shall prevent the staff member from receiving full pay to the actual
date of confinement.

(iv)  Return to duty after maternity leave shall be approved by the Executive Director on

I ~ - { comment [i39]: UN Rule 6.2(b)(iii) )

- { comment [i40]: UN Rule 6.2(1) )

obtain medical certificate at weekly intervals.

- { Comment [i41]: Too restrictive and expensive to }

- = { Comment [i42]: For consistency with content of

rule

Comment [i243]: Estimated increase of
approximately $2,700 per year assuming that there
may be one individual taking maternity leave and
resigning in the same year.

4 months annual leave equals 2.5x4 = 10 days annual
leave accumulated.

Base net salary of P-5/1 is $87,948 and net salary of
GS-5/1is JPY6,470,000. The average is $70,950.32.
Daily compensation is $70,950.32/12/21.75
=$271.84. Multiplied by 10 days is $2,718.40
$1=119.92yen
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the basis of a medical certificate

provisions:

0] The leave shall be granted for a total period of up to four weeks. In exceptional
circumstances, leave shall be granted for a total period of up to eight weeks;

(ii) The leave may be taken either continuously or in separate periods during the one-
year period following the birth of the child, provided it is completed during that year.

(i)  The staff member shall receive paternity leave with full pay for the entire duration of
his absence.

(c) Sick leave shall not normally be granted in conjunction with maternity leave and paternity
leave, except in the case of maternity leave when serious complications arise.

(d) |Annual leave shall accrue during the period of maternity leave and paternity leave,

Rule 504

|Accident and Health Insurance]

(a) __ The Organization shall provide staff members with:

0] A life insurance scheme to cover the staff member’s death from any cause whilst in
service. The amount of benefit in respect of each life insured shall be three times
the staff member’s annual pensionable remuneration in the case of staff members
in the Professional and higher categories and three times the gross salary in the
case of those in the General Service category, at the time of death;

(ii) an_additional accident insurance scheme to compensate staff members in the
event of injury attributable to the performance of official duties on behalf of the
Organization. The amount of benefit in respect of each person insured shall be
twice the staff member's annual pensionable remuneration in the case of staff
members in the Professional and higher categories and twice the gross salary in
the case of those in the General Service category, at the time of the accident; and

(iii) a health insurance scheme.

(b)  The premium for the scheme mentioned under (i) and (ii) above shall be borne by the
Organization.

(c) The premium for the scheme mentioned under (iii) above shall be subsidized by the
Organization at a percentage proposed by the Executive Director for the approval of the Council.

{

Comment [i44]: Consistency with maternity
leave

_~~ { comment [i45]: Aligning with UN Rule 6.3(d)

<
~
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~

Comment [i46]: Proposal consistent with what
was presented at previous CFA

Comment [i247]: Estimate increase of $133,000
per year.$70,000 for the extra coverage of life and
accident insurance ($30,000/year to $100,000/year)
And $63,000 for disability insurance (7,783,728yen
@ $1=124.23yen) Disability insurance will only
cover 40% of income until retirement age (same
premium for 62 and 65)
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Rule 505

Compensation for Loss or Damage to Personal Effects Attributable to Service

Staff members shall be entitled, within the limits and under the terms and conditions
established by the Executive Director, to reasonable compensation in the event of loss or damage to
their personal effects determined to be directly attributable to the performance of official duties on
behalf of the Organization.



CFAXXX)/7
Page 28

6. TRAVEL AND REMOVAL EXPENSES
Regulation 6.1
Subject to the conditions and definitions prescribed by the Executive Director, the

Organization shall, in appropriate cases, pay the travel expenses of staff members and their
dependents.

Requlation 6.2

Subject to the conditions and definitions prescribed by the Executive Director, the
Organization shall pay removal costs for staff members.

Rule 601

Official Travel of Staff Members

(@) Subject to the conditions laid down in these Rules, the Organization shall pay the travel
expenses of a staff member in the following circumstances:

0] on initial appointment and on separation from the service for staff recruited
internationally;

(ii) when required to travel on official business;

(i)  on home leave, in accordance with the provisions of Rule 403;

(iv)  on travel authorized for medical or security reasons or in other appropriate cases,
when, in the opinion of the Executive Director, there are compelling reasons for

paying such expenses.

(b) The Organization shall pay the travel expenses of a staff member to the place from which
he/she was recruited or to the place recognized as his/her home.

Rule 602

Official Travel of Dependents

(a) Subject to the conditions laid down in these Rules, the Organization shall pay the travel
expenses of eligible dependents of a staff member recruited internationally in the following
circumstances:

0] on initial appointment for at least one year;

(i) on separation from the service, provided he/she has completed not less than one
year of continuous service or earlier if his/her services are terminated by the
Organization;

(i)  on home leave;
(iv)  on journeys approved in connection with the education of a staff member’s child;

(v) on travel authorized for medical or security reasons or in other appropriate cases,
when, in the opinion of the Executive Director, there are compelling reasons for
paying such expenses.

(b) The Organization shall pay the travel expenses of the eligible dependents of a staff
member either from the place of recruitment or from the place recognized as his/her home for the
purpose of these Rules. Should a staff member wish to bring any eligible dependents to his/her
official duty station from any other place, the travel expenses borne by the Organization shall not
exceed the maximum amount which would have been payable on the basis of travel from the place of
recruitment.
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Rule 603

Loss of Entitlement to Return Transportation

(@) A staff member who resigns before completing one year of service or within six months
following the date of his/her return from travel on home leave shall not normally be entitled to payment
of return travel expenses for himself/herself or his/her dependents. The Executive Director may,
however, authorize such payments if he is there are compelling reasons for so doing.

(b) A staff member who resigns in order to take up another appointment within Japan shall
not normally be entitled to payment of return travel expenses for himself/herself or his/her eligible.
dependents.

(c) Entitlement to return travel and removal expenses shall cease if travel has not
commenced within six months after the date of separation, except where otherwise approved by the
Executive Director.

Rule 604

Eligible Dependents

Dependents, for the purpose of official travel and for home leave, shall be deemed to
comprise a spouse and children in respect of whom a dependency allowance is payable. A son or
daughter of more than 21 years of age may also be considered a dependant for travel purposes if
totally disabled.

Rule 605

Authority for Travel

Before travel is undertaken, it shall be authorized in writing by the Executive Director. In
exceptional cases, staff members may be authorized to travel on oral orders but such oral
authorization shall require written confirmation. A staff member shall be personally responsible for
ascertaining that he/she has the proper authorization before commencing travel.

Rule 606

Travel Expenses

(@) Travel expenses which shall be paid or reimbursed by the Organization under the relevant
provisions of this Section shall include

== {Comment [148]: Mentioned twice
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0] Transportation expenses i.e. carrier fare (Rules 607, 608 and 609)

(ii) Terminal expenses (Rule 610)

(i)  Expenses while in transit (Rule 611)

(iv)  Travel subsistence allowance (Rule 612)

v) Miscellaneous travel expenses (Rule 614)

In instances where the Executive Director prescribes the use of all-inclusive per diem
rates, the per diem rate employed shall be the prevailing United Nations rate for the

particular city, country or region.

(b) Staff members shall exercise the same care in incurring expenses that a prudent person
would exercise if traveling on personal business.

Rule 607

Route, Mode and Standard of Transportation

(a) Official travel shall in all instances be by a route, mode and standard of transportation
approved in advance by the Executive Director.

(b) Travel expenses or other entitlements, including travel time, shall be limited to the amount
allowable for a journey by the approved route, mode and standard_of transportation. Staff members
who wish to make other arrangements for personal convenience must obtain permission to do so in
advance and pay all additional costs.

(c) Travel shall be by the most direct and economical route and mode of transportation
unless it is established, to the satisfaction of the Executive Director, that the use of an alternative route
or mode of transportation is in the best interests of the Organization.

Rule 608

IStandard of Travel Accommodation]

For official travel, travel accommodation shall be provided in accordance with the following
general standards:

(a) _[For all official travel by air, staff members and, where applicable, their eligible family
members shall be provided with economy class transportation in accordance with the most economical

- - 71 Comment [i249]: Cost reduction about $3,000
per year for the Administrative Budget.

Professional and GS staff already follow the rule.
ED’s short distance travel would be affected. Based
on 2014s actual travel, $3,200 was spent on short
distance business class travel. The cheapest flight
could be 1/10 of this price.

route available, subject to Rule 607. [The class immediately below first class (business class cabin,
where available) shall be provided for travel on official business and on appointment, assignment or
separation when a single leg journey is nine hours or more and for multi-leg journeys if the combined

travel time of the journey is 11 hours or more, including a maximum of 2 hours of connection time,

L = {Comment [i50]: UN Rule 7.6(g)

provided that the journey to the next destination resumes within 12 hours,

(b) When approved travel is by train, staff members and their family members shall be
provided with regular first class or equivalent accommodation, including sleeper and other facilities, as
appropriate.

(c) Subject to prior permission by the Executive Director, the use of a private car may be
allowed, provided that the expenses claimed do not exceed those which would otherwise apply. Staff

_ — | Comment [i51]: UN Administrative Instruction
ST/AI/2013/3 4.3(d) in accordance with Brazil’s
comments
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members who arte authorized to travel by private car shall be reimbursed by the Organization at
prevailing United Nations rates for the use of private cars or, in the absence of United Nations rates,
reimbursement shall be made under conditions established by the Executive Director.

(d) First class sea travel may be chosen by staff members in lieu of air travel, provided the
Organization does not incur any additional expense thereby.

(e) If a staff member or family member travels by more economical accommodation than the
approved standard, the Organization shall only pay for accommodation actually used at the rate paid
by the traveler.

Rule 609
Purchase of Tickets

(&) Unless the staff member concerned is specifically authorized to make other arrangements,
all tickets for transportation involving official travel of staff members and entitled dependents shall be
purchased by the Organization in advance of the actual travel or, where circumstances so require,
shall be secured by the staff member.

(b) When a staff member requests a standard of transportation in excess of his entitlement
under Rule 608 or is authorized to travel, for reasons of personal preference or convenience, by other
than the approved route or mode of transportation under Rule 607, he/she shall be required to
reimburse the Organization for any additional costs thus incurred.

Rule 610

Terminal Expenses

A staff member traveling to or from Headquarters may claim for himself/herself and for each
dependant reimbursement of terminal expenses incurred for each authorized outward or return
journey and for each authorized intermediate stop in accordance with the prevailing United Nations
rules. Terminal expenses shall be deemed to include all expenditures incurred for the means of public
conveyance between the airport or other point of arrival or departure and the hotel or other place of
dwelling, including transfer of accompanied baggage and other related incidental charges.

Rule 611

Expenses while in Transit

Full travel subsistence allowance shall be payable for the time spent in transit, subject to the
conditions laid down in Rules 607 and 608 and provided that in the case of travel other than on official
business a maximum of three day’s travel time shall be allowed in respect of any specific journey.

Rule 612

Travel Subsistence Allowance

(&) When a staff member is authorized to travel at the expense of the Organization, he/she
shall receive the per diem subsistence allowance according to the prevailing United Nations schedule
for per diem travel allowance. Where there is no prevailing United Nations per diem allowance or
where the Executive Director considers there are special circumstances, actual reasonable expenses
may be allowed subject to such conditions and limitations as the Executive Director may prescribe.

(b) Per diem travel subsistence shall be deemed to comprise the total contribution of the
Organization towards such charges as meals, lodging, gratuities and other payments made for
personal services rendered, except as provided for in Rule 614. Any expenditure incurred in excess
of the allowance shall normally be borne by the staff member.

(c) The travel subsistence allowance shall continue to be paid during periods of sick leave
while in travel status, except that, if the traveler is hospitalized, only one-third of the appropriate per
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diem rate shall be paid.

(d) Travel subsistence allowance shall not be paid in respect of any period of annual or
special leave.

(e) When the spouse or dependent children of a staff member are authorized to travel at the
Organization’s expenses, the staff member shall be paid an additional travel subsistence allowance in
respect of each of them at half the rate applicable to the staff member.

() Where travel at the Organization’s expense is authorized for medical, security or other
reasons under Rule 601 (iv) or Rule 602 (v), an appropriate amount of subsistence allowance may be
paid at the discretion of the Executive Director.

Rule 613

Computation of Travel Subsistence Allowance

(@) Subsistence allowance shall be paid at the rates under the conditions prescribed in Rule
612 for each calendar day or fraction thereof exceeding twelve hours during which a staff member or
his/her dependents are in official travel status, provided that a full day’s allowance at the appropriate
rate shall be paid for the day on which travel is commenced and, save at the discretion of the
Executive Director, that no allowance shall be paid for the day on which the travel is concluded.

(b) No allowance shall be paid when a traveller returns to his/her official duty station within 10
hours after departure, and 40 per cent of the allowance shall be paid for a journey of 10 hours or more.

(c) Where travel is by sea, a full day’s allowance at the appropriate rate shall be paid for the
day of arrival at the port of disembarkation, provided the traveller remains in official travel status for
more than 12 hours thereafter. No allowance shall be paid for the day on which embarkation takes
place.

(d) When it is necessary, for the purposes of computing the amount of travel subsistence
allowance payable, to specify the “hour of departure” and the “hour of arrival”, these shall be
considered as the time when the train, vessel or airplane used by the traveler actually leaves or
arrives at its regular terminal.

Rule 614

Miscellaneous Travel Expenses|

Necessary additional expenses, incurred by a staff member in connection with the-tranrsaction
of-official business or in the performance of authorized travel, shall be reimbursed by the Organization
after completion of travel provided the necessity and nature of the expenses are satisfactorily
explained and as far as practicable supported by proper receipts which shall normally be required for
any expenditure in excess of US$2010. Such expenses, for which advance authorization shall be
obtained to the extent practicable, shall normally be limited to:

0] Local transportation other than that provided for under staff rule 610;

(i) Telephone and other forms of communication required for official business;

(iii) Space, equipment and services required for official use; and

(iv)  Transportation or storage of authorized baggage or property used for conducting

official business.

~ { comment [i52]: UN Rule 7.11
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Rule 615
Installation Grant

(@) A staff member recruited from outside Japan, provided that his/her assignment is
expected to be of at least one year’s duration, shall be paid in respect of himself/herself and his/her
eligible dependents an installation grant in the following conditions.

(b) The amount of the installation grant shall be the equivalent of 30 days of subsistence
allowance at the appropriate daily rate applicable in accordance with the United Nations scale in
respect of a staff member and at one half that rate in respect of a family member for whom travel
expenses have been paid by the Organization. This amount shall be calculated on the basis of the
rate prevailing on the date of the staff member’s or the family member’s arrival, as appropriate.

(c) Under the conditions established by the Executive Director, the limit of 30 days provided
in paragraph (b) above may be extended up to a maximum of 90 days, subject to approval by the
Council. The amount of the grant during the extended period shall be 60 per cent of the appropriate
rate applicable to the initial period.

(d) In addition to any amount of grant paid at the daily rates under this rule, the payment of a
lump sum may be authorized in accordance with conditions established by the United Nations. The
lump sum presently is $600 for the staff member and $600 for each eligible family member who joins
the staff member at the duty station, up to a maximum of $2,400.

Rule 616

Excess Baggage and Unaccompanied Shipments

(@) Baggage in excess of the weight or volume carried without extra charge by transportation
companies shall be considered as excess baggage within the meaning of these Regulations.

(b) Staff members traveling by air economy class or its equivalent shall be entitled to
payment of excess baggage for themselves and their eligible family members to the extent of the
difference between the free baggage allowance by first class and by economy class or its equivalent.

(c) Charges for excess baggage by air, other than those authorized under paragraph (b)
above, shall not be reimbursable unless, in the opinion of the Executive Director, the circumstances
under which the staff member is traveling are of a sufficiently exceptional and compelling nature to
warrant such reimbursement.

(d) When the authorized travel is by air or by land, charges for unaccompanied shipment of
personal baggage relating to travel on home leave, or education grant, may be reimbursed as follows:

(i) Up to a maximum of 50 kg (110 Ibs) or 0.31 cubic meters (11 cubic feet) by surface
means per person in respect of each journey, except as provided in subparagraph (ii)
below. At the request of the staff member, this entittement may be converted to 10
additional kg of accompanied excess baggage or its equivalent as established by the
Executive Director.

(i)  For travel on education grant in regard to the first outward journey to, or the final return
journey from, an educational institution up to a maximum of 200 kg (440 Ibs) or 1.24 cubic
meters (44 cubic feet) by surface means in respect of each journey.

(e) On travel on appointment, or separation from service, where entitlement to removal costs
does exist under Rule 619, a staff member shall be paid expenses incurred in transporting a
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reasonable amount of personal effects and household goods, as an advance removal shipment, by
the most economical means, as determined by the Executive Director, up to a maximum, including the
weight or volume of packing and crating, but excluding crating and lift vans, of:

0] 450 kg (990 Ib) or 2.80 cubic meters (99 cubic feet) for the staff member,
(i) 300 kg (660 Ib) or 1.87 cubic meters (66 cubic feet) for the first family member, and

(i) 150 kg (330 Ib) or 0.93 cubic meters (33 cubic feet) for each additional family
member authorized to travel at the expense of the Organization. The weight or
volume of any shipment under this paragraph shall be deducted from the maximum
weight or volume to which the staff member is entitled under paragraph (e) of Rule
6109.

()  Where surface shipment under paragraphs (d) (i), or (e) is the most economical means of
transport, such shipment may be converted to air freight on the basis of one half of the weight or
volume of the authorized surface entitlement:

0] When a staff member elects to convert the whole surface entitlement to air freight;
or

(ii) When, in the opinion of the Executive Director, the conversion to air freight of a
portion of the surface entitlement is necessary to meet urgent needs.

(@) When the authorized travel is by air, the staff member may elect to convert the whole
surface shipment relating to travel on home leave, or education grant under paragraph (d) (i) above, to
air freight on the basis of the one-half rule. No costs for packing, crating, unpacking and uncrating will
be paid, but reasonable costs will be paid for cartage of such air freight shipments.

Rule 617
Travel Advances
Staff members authorized to travel shall provide themselves with sufficient funds for all current
expenses by securing an advance of funds if necessary. A reasonable advance of funds against the
estimated reimbursable travel expenses may be made to a staff member or his dependents for
authorized expenses.
Rule 618

lliness or Accident during Travel

The Organization shall pay or reimburse reasonable hospital and medical expenses, in so far
as these are not covered by other arrangements, which may be incurred by staff members who
become ill or are injured while in travel status on official business and will provide appropriate
insurance coverage where necessary.

Removal Costs
(@) Subject to the conditions laid down in these Rules the Organization shall pay expenses in
connection with the removal of the personal effects and household goods of staff members recruited
internationally in the following circumstances:
0] on initial appointment;
(i) upon separation from the service, provided he/she has completed not less than two
years of continuous service or earlier if his/her services are terminated by the

Organization.

(b) The Organization shall pay the expenses of removing household goods and personal

Comment [i253]: Estimated increase of
approximately $4,000.

Insurance rate is about 3%. Coverage changes from
$65,000 to $130,000. If two international staff
retires then total additional coverage is $65,000 x 2 =
$130,000. 3% of this is $3,900
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effects of a staff member either from the place of recruitment or from the place recognized as his/her
home, provided that the goods and effects were in his/her possession at the time of appointment and
are being transported for his/her own use. Payment of removal expenses from a place other than
those specified may be authorized by the Executive Director in exceptional cases on such terms and
conditions as he deems appropriate.

(c) The Organization shall pay the expenses of removing the household goods and personal
effects of a staff member from his/her official duty station to the place to which he/she is entitled to be
returned in accordance with the provisions of Rule 601 (b) provided the goods and effects were in the
possession of the staff member at the time of separation and are being transported for his/her own
use.

(d) For the purposes of this Rule, “personal effects” and “household goods” shall not include
a motor vehicle.

(e) Payment by the Organization of removal expenses shall be regulated by the Executive
Director subject to the following conditions:

0] the maximum weight and volume for which entitlement to removal at the
Organization’s expense exists shall be 4,890 kg (10,800 Ibs) or 30.58 cubic meters
(1,080 cubic feet), including the weight or volume packing but excluding crating
and lift vans, for staff members without dependents, and 8,150 kg (18,000 Ibs) or
50.97 cubic meters (1,800 cubic feet) for staff members with one or more
dependents residing with them at their official duty station. Higher maxima may be
set, however, in the case of a staff member with one or more dependents residing
with him/her at his/her duty station, if the staff member presents convincing
evidence that his/her normal and necessary household effects to be removed
exceed those limits.

(ii) storage charges other than those directly incidental to normal transportation
expenses shall not normally be allowed;

(i)  reasonable costs of packing, crating, cartage, unpacking and uncrating shall be
allowed for shipments within the limits of authorized weight or volume, except that
costs for servicing of appliances, dismantling or installation of fixtures or special
packing will not be borne by the Organization.

(iv)  transportation shall be by the most economical means as determined by the
Executive Director, taking into account costs allowable under the provisions of
subparagraph (iii) above; and

v) the cost of insurance in transit of household goods and effects, excluding any
articles of value for which special rates of premium are charged, shall be payable
by the Organization in accordance with the prevailing

Rule 620

Loss of Entitlement to Removal Expenses

(@) A staff member who resigns before completing two years of service shall not normally be
entitled to payment of removal expenses.

(b) Entitlement to removal expenses shall cease when the staff member’s services are not
expected to continue for more than six months beyond the proposed date of arrival of the household
goods and effects.

(c) Entitlement to removal expenses on separation from service shall cease if removal has
not commenced within one year after the date of separation.

United Nations rules.up-to-a

-| Comment [i54]: UN Rule7.19.

Section 17.3 ST/AI/2006/5 (2006)
Check with insurance company for premium
increase
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7. SEPARATION FROM SERVICE

Requlation 7.1

(a) The Executive Director may, giving the reasons therefor, terminate the appointment of a
staff member who holds a temporary, fixed-term or continuing appointment in accordance with the
terms of his or her appointment or for any of the following reasons:

0] If the necessities of service require abolition of the post or reduction of the staff;

(i) If the services of the staff member prove unsatisfactory;

(iii) If the staff member is, for reasons of health, incapacitated for further service;

(iv) If the conduct of the staff member indicates that the staff member does not meet
the highest standards of integrity:;

(v) If facts anterior to the appointment of the staff member and relevant to his or her
suitability come to light that, if they had been known at the time of his or her
appointment, should, under the standards established in the Charter, have
precluded his or her appointment;

(vi) In the interest of the good administration of the Organization and in accordance
with the standards of the Agreement, provided that the action is not contested by
the staff member concerned:;

(b) In addition, in the case of a staff member holding a continuing appointment, the Executive
Director may terminate the appointment without the consent of the staff member if, in the opinion of
the Executive Director, such action would be in the interest of the good administration of the
Organization, to be interpreted principally as a change or termination of a mandate, and in accordance
with the standards of the Agreement;

(c) _If the Executive Director terminates an appointment, the staff member shall be given such
notice and such indemnity payment as may be applicable under the Staff Requlations and Staff Rules.
Payments of termination indemnity shall be made by the Executive Director in accordance with the
rates and conditions specified in the UN rules;

(d) The Executive Director may, where the circumstances warrant and he or she considers it
justified, pay to a staff member whose appointment has been terminated, provided that the termination
is not contested, a termination indemnity payment not more than 50 per cent higher than that which
would otherwise be payable under the Staff Reqgulations.

(ee) No termination under subparagraphs (i) and (ii) shall take place until the matter has been

1

Comment [i55]: Consistency with the new types
of appointment proposed

)

Comment [i56]: Change 7.1 to UN Staff
REGULATION 9.3 (copy and paste)

)
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| considered and reported on by the Joint Disciplinary Committee established under Rule 801.

Requlation 7.23

| —Staff members may resign from the Organization upon giving the Executive Director the
notice required under the terms of their appointment.

| Requlation7.34 |

(a) Staff members-_shall normaIIy ret|re at the aqe specmed in the UN rules as appllcable at
the moment of retirement.

yea@—and—a#e—e*peeted—te—reﬂ#e—at—tha{—age—Earller retlrement conS|stent Wlth the rules of the

Provident Fund may be agreed between the Organization and the staff member.

(b) The Executive Director may recommend to the Council the retention of a member of the
| staff aged-62beyond the retirement age specified in requlation 7.3(a) exeverif this would be in the
interest of the Organization.

(c) The normal age of retirement shall not debar the Executive Director from appointing to the
staff, for a fixed term, a person whose age would exceed the normal retirement age during the course
of his/her appointment.

| Requlation 7.45

If the Executive Director terminates an appointment, the staff member shall be given such
notice and such indemnity payments as may be applicable under these Regulations and Rules.
Payments of termination indemnity shall be made by the Executive Director in accordance with the
rates and conditions specified by the United Nations.

| Requlation 7.56

The Executive Director shall implement a scheme for the payment of repatriation grant within
the rates and under the conditions specified by the United Nations.

{Comment [i57]: UN Staff Rule 9.2
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Rule 701

Definition of Termination

A termination within the meaning of these Regulations is a separation from service initiated by

the Executive Director, other than _by retirement or summary gifsmjs;sglfj _ — - comment [i58]: Consistency with regulation
for serious misconduct. 7.3(a)

Rule 702

Notice of Termination _ - -] Comment [i59]: Rules have been simplified
keeping in view the length of service for all

categories of staff and the time needed for the

Organization to recruit the replacement staff

(a) A staff member whose continuing appointment is to be terminated shall be given not less
than three months’ written notice of such termination.

(b) A staff member whose fixed-term appointment is to be terminated shall be given not less
than 30 calendar days’ written notice of such termination or such written notice as may otherwise be
stipulated in his or her letter of appointment.

(c) A staff member whose temporary appointment is to be terminated shall be given not less
than 15 calendar days’ written notice of such termination or such written notice as may otherwise be
stipulated in his or her letter of appointment.

(d) In lieu of the notice period, the Executive Director may authorize compensation equivalent
to salary, applicable post adjustment and allowances corresponding to the relevant notice period at
the rate in effect on the last day of service.

Rule 703
Resignations _ — -| Comment [i60]: Rules have been simplified
keeping in view the length of service for all
categories of staff and the time needed for the
) ) . ) ) . Organization t it the repl t staff
(a) A resignation, within the meaning of the Staff Regulations and Staff Rules, is a LRI G W [ 5
separation initiated by a staff member.
(b) Unless otherwise specified in their letters of appointment, three months’ written notice

of resignation shall be given by staff members holding continuing appointments, 30 calendar days’
written notice by those holding fixed-term appointments and 15 calendar days’ written notice by those
holding temporary appointments. The Executive Director may, however, accept resignations on
shorter notice.

(c) The Executive Director may require the resignation to be submitted in person in order
to be acceptable.a esi i within—the ; = -
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noted. The rule is open ended but not a requirement.

L - = ‘[Comment [i61]: Comment by New Zealand

Rule 704

Computation of Earned Annual Leave

If upon separation a staff member has earned annual leave, he/she shall be paid in lieu
thereof a sum of money equivalent to his/her salary and any allowances for the period of such earned
leave up to a maximum of 60 working days. Conversely, if separation takes place at a date during the
leave year when the staff member has exceeded his/her annual or sick leave entitlement up to the
date of separation, a proportionate sum of money equivalent to the salary and allowances for the
period of such excess leave will be refundable to the Organization through cash refund or deduction
from any salary and allowances due.
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Rule 705

Last Day for Pay Purposes

When a staff member is separated from the service, the date on which entitlement to salary
and allowances shall cease shall be determined according the following provisions:

0] upon resignation, the date shall be the date of expiration of the notice period or
such earlier date as the Executive Director accepts;

(i) upon retirement, the date shall be the date approved by the Executive Director;
(i)  upon termination, the date shall be the date provided in the notice of termination;
(iv)  inthe case of summary dismissal, the date shall be the date of dismissal;

v) In the case of death, the date on which entitlement to salary and allowances shall
cease shall be the date of death, unless there is a surviving spouse or dependent
child. In this event, the date and payment amount shall be determined and
calculated in conformity with the prevailing rules and scales of the United Nations.
Payment related to the period of extension beyond the date of death shall be made
in lump sum as soon as the pay accounts and related matters can be closed. Such
payment shall be made only to the surviving spouse or dependent children;

(vi)  When an internationally recruited staff member is exercising an entitlement to
return travel, the last day for pay purposes shall be the date established under (i)
and (ii) above, or the estimated date of arrival at the place of entitlement,
whichever is later. The estimated date of arrival shall be determined on the basis
of the time it would take to travel without interruption by an approved route and
mode of direct travel to the place of entitlement, the travel commencing not later
than the day following the date established under this title.

Rule 706

Transportation of Decedents

Upon the death of a staff member or of his/her recognized dependant, the Organization shall
pay the expenses of transportation of the body from his/her official duty station or, in the event of
death occurring whilst in travel status, from the place of death to the place to which the staff member
or his/her dependant was entitled to return transportation under Rule 601 or 602. These expenses
shall include reasonable costs for preparation of the body. Where the deceased staff member is
buried or cremated at the duty station, the Organization will pay reasonable expenses for the funeral
or cremation.

Rule 707

Repatriation Grant

(&) A repatriation grant shall be payable to any internationally recruited staff member who, on
leaving the Organization, otherwise than by summary dismissal or resignation to take up another
appointment within the country of the duty station, has completed a minimum of one year's service
outside his/her recognized home country.

(b) The amount of the grant shall be proportional to the length of service with the
Organization in accordance with United Nations scales and conditions.

(c) Payment of repatriation grant shall be subject to the following conditions and definitions:
0] Obligation to repatriate shall mean the obligation to return a staff member and

his/her dependents, upon separation, at the expense of the Organization to his/her
home country or place of recruitment.
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(it)
(iii)

(iv)

V)

(vi)

(vi)

(viii)

Home country shall mean the country of home leave entitlement under Rule 403.

If at any time the staff member was considered to have acquired permanent
residence in the country of his/her duty station and subsequently changed from
such status, his/her continuous service will be deemed to have commenced at the
time the change was made. Continuity of such service shall not be considered as
broken by periods of special leave without pay or with partial pay, but full months of
any such periods shall not be credited as service for the purpose of calculating the
amount of the grant payable; periods of less than one calendar month shall not
affect the ordinary rates of accrual.

Payment of the repatriation grant shall be calculated in accordance with the United
Nations scale and conditions.

No payments shall be made to a staff member who abandons his/her post, nor any
staff member who is residing at the time of separation in his/her home country
while performing his/her official duties.

Dependents, for the purpose of the repatriation grant, shall consist of a spouse and
children in respect of whom a staff member, at the time of separation is receiving a
dependency allowance under Rule 201. The repatriation grant shall be paid at the
dependency rate to staff members with dependents regardless of the place of
residence of dependents.

Loss of entitlement to payment of return travel expenses under Rule 603 shall not
affect a staff member’s eligibility for payment of the repatriation grant.

In the event of the death of an eligible staff member, no payment shall be made
unless there is a surviving spouse, or one or more dependent children whom the
Organization is obliged to return to their home country. If there is one such
surviving dependant payment shall be made at the single rate; if there are two or
more such surviving dependents, payment shall be made at the dependency rate.

Rule 708

Termination Indemnity

(@) Staff members whose employment by the Organization is terminated, shall receive an
indemnity determined in accordance with the United Nations schedule and scale.

(b) A staff member whose appointment is terminated for reasons of health shall receive an
indemnity equal to the indemnity provided under paragraph (a) of this rule reduced by the amount of
any disability benefit the staff member receives under the accident insurance scheme established
under Rule 504 of these Rules.

(c) No termination indemnity shall be payable to:

@)
(ii)

(iii)
(iv)

V)

a staff member who resigns;

a staff member whose appointment is terminated for unsatisfactory services or
who, for disciplinary reasons, is dismissed for misconduct or who is summarily
dismissed;

a staff member who is retired under the rules of the Provident Fund;

a staff member who receives compensation for permanent total disability under the
accident insurance scheme established under Rule 504 of these Rules; and

a staff member who has reached the end of his term of appointment.
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Rule 709

Extension of Employment beyond Retirement Age

Extension of employment beyond retirement age may be granted by the Council for one year.
Only in exceptional cases shall the total period for extension exceed one year, up to a maximum of
three years.

In the exercise of his/her discretion to recommend to the Council the extension of a staff
member's employment beyond retirement age, the Executive Director shall give consideration to such
factors as the immediate needs of the service, the performance record of the staff member, and the
availability of a suitable replacement, whether by promotion from within the Organization or by
recruitment from outside.

Rule 710
Retirement
Retirement under Staff Regulation 7.4 shall not be deemed to be a termination.
Rule 711

Certificate of Service

Any staff member who so requests shall, on separation, be given a certificate specifying the
nature of his/her duties and the length of his/her service. On the request of the staff member
concerned, the certificate shall include an appraisal of his/her work and behavior.
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8. DISCIPLINARY MEASURES

Requlation 8.1

(a) The Executive Director may impose disciplinary measures on staff members who engage
in_misconduct; ive-Di i isciplinary e

~~ { comment [i62]: UN Regulation 10.1 )

(b) Sexual exploitation and sexual abuse constitute serious misconduct.

Requlation 8.2

The Executive Director shall establish administrative machinery with staff participation which
will be available to advise him|in disciplinary cases. ~~ { comment [i63]: Gender neutrality )

Rule 801

Joint Disciplinary Committee

(@) A Joint Disciplinary Committee shall be established by the Executive Director and will be
| available to advise him-inon disciplinary cases involving staff members.

(b) The Joint Disciplinary Committee will consist of three members, namely:

| 0) The Head of AdministratiodOperations - ‘[Comment [i64]: Must be excluded in case he/she }

h is subject of the disciplinary measure

(i) The Head of one other division to be appointed by the Executive Director \ICOmmem [i65]: Current structure has Division }
of Operations

(i)  One member elected by the staff.

l©) _If any member of the Joint Disciplinary Committee is the subject of a disciplinary case, an
alternate member will be appointed. |

L = {Comment [i66]: In case of conflict of interest J

Staff Committed | .- ‘[Comment [i67]: UN Regulation 8.1 on Staff }

Relations simplified for ITTO structure

(a) A Staff Committee elected by the staff shall be established for the purpose of addressing
staff concerns on matters relating to staff welfare, discrimination or harassment.

(b) The Staff Committee shall be comprised of representatives from both staff categories.

Rule 8032

Disciplinary Measures

Disciplinary measures shall consist of written censure, suspension without pay, demotion or
dismissal for misconduct.

| Rule 8043

Suspension Pending Investigation

If a charge of misconduct is made against a staff member and the Executive Director so
decides, the staff member may be suspended from duty pending investigation, the suspension being
without prejudice to the rights of the staff member. Suspension pending investigation shall not be
considered a disciplinary measure. Such suspension shall be with pay unless, in exceptional
circumstances, the Executive Director decides that suspension without pay is appropriate.

| Rule 8054
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Joint Disciplinary Committee Procedure

In considering a case the Joint Disciplinary Committee shall act with maximum dispatch.
Normally, proceedings before the Committee shall be limited to the original written presentation of the
case, together with brief statements and rebuttals, which may be made orally or in writing, but without
delay. The Joint Disciplinary Committee shall make every effort to send its report to the Executive
Director within one week after being convened. The Joint Disciplinary Committee shall permit a staff
member to arrange to have his/her case presented before it by any other staff member.

Rule 805

An appeal against the Executive Director’s decision on disciplinary action and/or termination of
appointment under Regulation 7.1 (b), or against any other administrative action that negatively
impacts a staff member, may be addressed to the Chairman of the Council within one month from the
time the staff member received notification of the decision or administrative actionin-witing. Prior to
lodging an appeal, every effort will be made by the staff member to resolve the issue internally,
including through consultations within the Staff Committee established under Rule 802. The Chairman
of the Council will refer anythe appeal to a three member panel composed of himself/herself, the Vice-
Chairman of the Council, and the Chairman of any one of the Committees (to be chosen by the
Council Chairman). The decision of this panel, which shall be taken within 60 days, shall be final.

|

Comment [i68]: Changed to incorporate staff
committee and other additions to the Staff Rules
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9. GENERAL PROVISIONS

Regulation 9.1
These Staff Regulations and Rules shall apply to all full-time employees of the Organization.
The terms and conditions of service of seconded and part-time employees of the Organization,

including the application of any relevant sections of these Regulations and Rules, shall be determined
by the Executive Director.

Requlation 9.2

These Regulations may be supplemented or amended by the Council without prejudice to the
acquired rights of the staff members.

Rule 901

Amendments of, and Exceptions to, the Staff Rules

(@) Amendments of these Staff Rules may be proposed by the Executive Director to the
Council for its approval.

(b) Exceptions to these Staff Rules, in case of emergency, may be made by the Executive
Director subject to subsequent approval by the Council, provided that such exceptions are not
inconsistent with any Staff Regulations or other decision of the Council and provided further that such
exceptions are agreed to by the staff member directly affected by them and are, in the opinion of the
Executive Director, not prejudicial to the interests of any other staff member(s).

Rule 902

Financial Responsibility

A staff member may be required to reimburse the Organization either partially or in full for any
financial loss suffered by the Organization as a result of his/her negligence or of his/her violation of
any Regulation, Rule or administrative instruction.

Rule 903

Beneficiaries of Staff Members

(@) At the time of appointment each staff member shall nominate a beneficiary or
beneficiaries in writing in a form prescribed by the Executive Director. It shall be the responsibility of
the staff member to notify the Executive Director of any revocations or change of beneficiaries.

(b) In the event of the death of a staff member whilst in service, all amounts standing to
his/her credit will be paid to his/her nominated beneficiary or beneficiaries subject to the application of
the Staff Rules and the Provident Fund Regulations. Such payment shall release the Organization
from all further liability in respect to any sum so paid.

(c) If anominated beneficiary does not survive, or if a designation of beneficiary has not been
made or has been revoked, the amount standing to the credit of a staff member will upon his/her death
be paid to his/her estate.

Rule 904
Proprietary Rights

All rights, including title, copyright and patent rights, in any work performed by a staff member
as part of his/her official duties, shall be vested in the International Tropical Timber Organization.
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Rule 905
Liability Insurance
Staff members who own or drive motor cars shall carry public liability and property damage

insurance in an amount adequate to insure them against claims arising from injury or death to other
persons of from damage to the property of others caused by their cars.

Rule 906

Service and Conduct Reports __ - -| Comment [i69]: Reports should be provided to
staff in hard copy

The service and conduct of a staff member shall be the subject of reports made annually by
the staff member’s supervisors. Such reports, which shall be shewn-provided to the staff member-and
initialed-by-him/her, shall form a part of his/her permanent cumulative record.
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Annex Il

Comments Received from Member Countries

1. Brazil
2. Japan
3. USA

4, EU and its Member States
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BRAZILIAN COMMENTS AND SUGGESTIONS ON THE REVISED
ITTO STAFF REGULATIONS AND RULES (THIRD EDITION) OF
THE INTERNATIONAL TROPICAL TIMBER ORGANIZATION

In reference to the signed letter of 7 July 2015 from the ITTO Executive Director,
Mr. Emmanuel Ze Meka, on the Revision of the ITTO Staff Regulations and Rules (3
edition), the Brazilian focal point forwards the following comments and suggestions of

modifications:

a)

b)

d)

e)

Rule 101 - Although the proposed change mirrors the "UN Rule 1.4
(a)", it gives great discretion to the Executive Director of ITTO on the
definition of working hours. Within the UN context, which comprises a
greater variety of positions and functions, the rule seems appropriate;
however, it is unclear whether the new rule would represent a
breakthrough for the normative framework of the ITTO. Brazil
proposes to revert to the original text.

Rule 102 - There seems to be no relation between the list of ITTO's
holidays (which amounts to a total of about 20 holidays, including
Japan's national holidays) and the rules of UN's holidays, which
establish a maximum of 10 holidays.

Regulation 2.4 - Brazil suggests adding an exception in this regulation
in order to give more flexibility to the appointment of Assistant-
Directors of the ITTO. The addition of the sentence "All vacant posts
shall be advertised, including senior-level posts" has no equivalent in
the correspondent UN Regulation (Regulation 4.3 of ST/SGB/2014/2).
Moreover, it is important to highlight that the UN Administrative
Instruction ST/AI/2010/3 (regarding the "staff selection system")
provides exceptions to the appointments of Assistant Secretary-
General and Under-Secretary-General levels, for which a parallel may
be drawn with the Assistant-Directors levels in the ITTO.

Regulation 3.8 - The dependency allowance is being extended to the
General Service functional category. It is important to know the
financial implications of such a change in order to eventually endorse
it.

Rule 301 - It is not clear what is being proposed in regard to deferring
or withholding salary increments.

Rule 302 - The financial implications of the proposed amendments are
not clear.
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g)

h)

k)

1

Rule 303 -. Apparently there is no correspondence regarding the
changes made on item "d" in this rule with the practice in the UN
system.

Rule 305 - This rule only partially reflects the rule of the UN system
(e.g. no reference is made to the fact that for a second language only
50% of language allowance could be granted).

Rule 307 - The definition of "home country” should take into account
the country of origin of both parents regardless of whether they are
staff members of the ITTO or not (item a, ii). Additionally, UN rules
provide for education grant only to "fixed-term" and "continuing
appointment”.

Rule 504 - The proposed amendment represents a substantial increase
in the budget of the ITTO and should be better assessed.

Rule 619 - The proposed amendment represents an increase in the
budget of ITTO and should be better assessed.

Regulation 7.34 - The proposed wording for item "a" is not mirrored
by the UN system, since the correspondent UN rule prescribes that the
retirement age is determined by the date of the appointment in office
and not by the rules in force at the time of retirement (UN Staff
Regulations ST/SGB/2014/2 - Regulation 9.2 ).
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6 August 2015

Mr. Emmanuel Ze Meka

Executive Director

International Tropical Timber Organization
International Organizations Center

5th Floor, Pacifico-Yokohama

1-1-1, Minato Mirai

Yokohama 220-0012

Dear Mr. Ze Meka,

For the "Revision of ITTO Staff Regulations and Rules", the
Government of Japan would like to make the following comments,

First of all, I would like to thank you and the Secretariat for working
on this issue. On the other hand, it is Japan's view that the Secretariat
proposal is not in conformity to the Report of the ITTC at its Fiftieth Session.
The Secretariat proposal should be accompanied by:

- justification for the proposed alterations:

- estimated numerieal financial implications in the near term and long term

- comparable cost containment measures to ensure that the overall biennial

budget is equal to or lower than the biennial budget 2014-2015; and

- Comparison with the relevant text from the 2015 Staff Rules and Regulations of

the UN or other relevant international organizations (e.g., ICCO and 1CO).
(Referred from Page 230)

Secondly, because we need to concentrate on new ED election and
biennial budget at the forth coming ITTC in Malaysia, [ would like to
propose to deter the discussion on the staff regulation and rule amendment.

Thank you very much for your understanding,
With best regards,

Yours sincerely,

Kazuhiro Takahashi
Director
Global Environment Division

International Corporation Bureau
Ministry of Foreign Affairs, Japan
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From: Watson, Rowena P [mailto:WatsonRP@state.gov]

Sent: Tuesday, August 18, 2015 7:01 AM

To: OED; Collins Ahadome; Steven JOHNSON

Cc: Johnson, Karen; Sumner, Wilson W; Karr-Colque, Catherine J (OES); Emmanuel Ze Meka
Subject: RE: Revision of ITTO Staff Regulations and Rules (Third Edition)

Dear ITTO Colleagues and Mr. Ze Meka

Thank you again for sending the Third Edition of the Staff Rules and Regulations for our
consideration. As a general matter, we are supportive of efforts to amend the staff rules of the
ITTO to be more consistent with UN staff rules. We recognize that this agenda item will
require a significant discussion among the ITTO members in order to reach decisions. We
believe it might be necessary and more useful in the long term to defer consideration on
changes to the staff rules at ITTC51 in order to prioritize the successful selection of the new
executive director during this meeting in Kuala Lumpur.

I also have a small question on the process for deferring revision of the staff rules from the
current agenda (and slated for consideration at a later date) -- how is this decided? Simply
through a process within the Secretariat or is there another deliberative body?

Thank You,
--Rowena

Rowena Watson, PhD | Conservation and Water Office | OES/ECW | U.S. Department of State
2201 C St., NW | Rm 2657 | Washington, DC 20520 | & 202.647.2151] watsonrp@state.gov

This email is UNCLASSIFIED.
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SUBMISSION ON BEHALF OF THE EU AND ITS 28 MEMBER STATES

Subject: Ref: L. 15-0134 - “Revision of ITTO Staff Regulations and Rules (Third Edition)™

The European Union (EU) and its 28 Member States would like to thank the ITTO secretariat for the letter
Ref: L. 15-0134 of 7 July 2015 inviting ITTO members to provide their comments on the proposed amended
Staff Regulations and Rules.

The EU and its Member States attach a high importance to the ongoing process of modernization of the
organization with the aim of achieving greater efficiency and cost-effectiveness, and improving the
necessary (long term) financial sustainability of the organisation. We therefore welcome the continued
consideration of a revision of the ITTO staff rules and regulations by the Council at its next meeting, and
would like to thank the secretariat for the revised proposal.

As a general comment, we would like to remark that the document circulated by the Secretariat does not
either in terms of p ion or t, fully address the guidance provided by the Committee on Finance
and Administration (CFA) at ITTC50. The CFA has requested in particular that the Secretariat proposal
should be accompanied by the following:

1. Justification for the proposed alterations;
2. Estimated numerical financial implications in the near term and long term;

3. Comparable cost containment measures to ensure that the overall biennial budget is equal to or lower
than the biennial budget 2014-2015; and

4. Comparison with the relevant text from the 2015 Staff Rules and Regulations of the UN or other
relevant international organizations (e.g. [CCO and 1CO).

However, we find that contrary to the requests of the CFA, the document circulated by the Secretariat does
not provide a sufficiently detailed/ articulated justification for the proposed changes (why is the change
required? what is the benefit for the organization or its staff?). Furthermore, it is not always clear whether the
proposed amendments are inspired by relevant UN staff rules and regulations (and which version of the
same), or by relevant rules of other international organizations (noting that the proposal by the secretariat
discussed at ITTC50 made extensive reference to ICO and 1CCO rules). In addition, while certain references
are ioned in the « included in the draft, we wonder why the Secretariat has not carried out its
work on the basis of the useful format adopted for the preparation of the documents on this topic submitted at
ITTC50. A tabular format would have allowed a much clearer presentation of the current ITTO s rules and
regulations, and proposed amendments vis-a-vis UN rules and staff rules and regulations of international
commodity bodies, such as the International Cocoa Organization (ICCO) and the International Coffee
Organization. We suggest that the secretariat provides Members of the organization with a clear outline of
the methodology followed for the development of the proposal for amendment, including by clarifying the
extent to which staff of the secretariat have been consulted in the process of development, and whether an
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analysis has been made of the possible impact of the proposed changes on the acquired rights of staff, and
possible legal and financial implications.

We are also of the opinion that the current document prepared by the Secretariat does not fully meet the CFA
request for estimated numerical financial implications in the near term and long term of the proposed
changes. We would like to request the tariat to carefully ider such a fund I matter for the
sustainability of the organization and to make a more comprehensive analysis of the financial impacts both in
the near term (budget 2016-2017) and long-term (budget 2018-2019 and beyond). We would also like to
recall the request to propose comparable cost contai to ensure that the overall biennial budget
is equal to or lower than the biennial budget 2014-2015.

Furthermore, we would like to point out that the ICSC at its upcoming eighty-first session this summer will
consider a new set of UN common system Staff Rules and Regulations, which are expected to include in a
holistic manner the revised compensation package for UN staff and any required transitional arrangement to
address aspects of sustainability, overall competitiveness and the acquired rights of staff. We strongly
believe that the most up-to-date UN rules should be used as part of the ongoing exercise of revision of the
ITTO staff rules and regulations. In this respect, we would like to mention that both ICO and 1CCO which
are involved in a process of revision of their respective staff rules and regulations (through the support of a
consultant funded by the EU) have postponed their consideration of the subject in order to fully consider the
most recent UN rules, The ITTO should consider a similar approach, if needed by focusing at the next
session on amendments that are strictly necessary and engage in a broader, comprehensive review only when
in a position to fully consider the implications of and potential for alignment with the relevant 2015 UN
rules.

To conclude, we believe that the Secretariat should revise its proposal for amendments with a view to better
addressing the requests of the CFA and allowing a clearer presentation of the proposed amendments vis-a-vis
UN rules and staff rules and regulations of international commodity bodies. We further believe that it would
be highly beneficial for the Members of the ITTO if the Secretariat could circulate again its revised proposal
in September so that Members can make further comments before the Council session in November,

We look forward to a constructive discussion on this important matter at [TTCS1.



