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APPENDIX A
LIST OF POSTS THAT THE SECRETARY GENERAL HAS DECIDED ARE SUBJECT TO THE REQUIREMENT OF STATEMENTS OF ASSOCIATIONS AND OF NET WORTH
[Appendix to Staff Rule 101.7 (d) (iii)]


1.
All Trust and Professional Staff of all areas at the P-4 level and above.

2.
All Professional Staff above the P-3 level of the Secretariat for Administration and Finance.

3.
Chief of Messengers, Mail and Transportation.

4.
Travel and Procurement Technicians.

5.
Rowe Fund Secretary.
APPENDIX B
GUIDELINES FOR ADJUSTMENT OF THE POST ADJUSTMENT TO TAKE

INTO ACCOUNT RENTAL HOUSING COSTS
Appendix to Staff Rule 103.2 (f)]

Since normal housing rental costs are taken into consideration when calculating the post adjustment, in exceptional cases it is necessary to correct the post adjustment in order to take into account abnormal situations that may exist in specific cases due to any of the following circumstances: (a) room scarcity or great dispersion in the rental levels, in which case a subsidy may be agreed upon, or (b) free housing provision, or through reduced rental fees, to a staff member pursuant to his/her activity within the General Secretariat, in which case a deduction may be applied.
A.
RENTAL SUBSIDY

The following elements shall be taken into account when calculating the rental subsidy:

(1) Net rental; 

(2) The minimum rental percentage needed in order to have the right to a subsidy (“rental threshold percentage”); 

 
(3) Staff member’s remuneration; and 

(4) The minimum rental amount needed to have the right to a subsidy (“rental threshold amount”).

Those elements are defined as follows:

(1)  Net rental: amount actually paid by the staff member excluding any charges for general services billed together with rental (such as electricity, telephone, etc., as well as for the use of furniture, even when these are included in the lease agreement).

(2)  Minimum rental percentage needed in order to have the right to a subsidy: percentage that is fixed from time to time by the International Civil Service Commission (“ICSC”) for each duty station, and which is published through Personnel Circulars issued by the General Secretariat’s Department of Human Resources.
(3)  Staff member’s remuneration: it includes basic salary plus post adjustment and, when applicable, assignment allowance.

(4)  Minimum rental amount needed to have the right to a subsidy: it is calculated individually for each staff member as the portion of his/her remuneration allotted by the rental threshold percentage.

The subsidy amount shall be 80 percent of the portion of the net rental that exceeds the minimum necessary rental to have the right to subsidy, with three limitations:

(1) The subsidy shall not exceed 40 percent of the net rental.

(2) No subsidy shall be paid in an amount of less than US $10 per month.

(3) A subsidy shall be paid from the date on which the staff member so requests, and not retroactively.
The request shall be made in the corresponding official form, by filling in all the information asked for in the form and forwarding the form through the Director of the Office or Unit of the General Secretariat of the corresponding duty station, along with a certification by the Director stating that the rental amount for which the subsidy is being sought, is “reasonable” in relation to local market conditions and to the staff member’s needs.  When, in the opinion of that Director, the rent paid by a particular staff member is inappropriately high, the subsidy’s source and amount shall be determined based upon a reasonable rental rate under the circumstances.  The Director shall forward the form along with a copy of the lease agreement, to the Director of the Department of Human Resources.
Since the source and amount of the subsidy may vary from time to time as a result of changes in any of the elements on which it is based, staff members receiving rental subsidy shall notify the Department of Human Resources of any change as to the dwelling or the rental, by filling out a new request form.  The change shall be applied from the first day of the month on which the change affecting the calculation took place.

A.  RENTAL DEDUCTION

If the General Secretariat, the Government or a related institution provide a dwelling to a staff member, be it at no cost or through a lease price that is substantially lower than the average amount used for calculating the respective “rental threshold percentage,” a deduction shall be made, so that the system may be applied equitably, and given that the post adjustment already takes into account payment of a normal lease.
The amount of such deduction shall be 80 percent of the average lease (defined as 80 percent of the “rental threshold amount”) if the dwelling is being provided at no cost to the staff member, or 80 percent of the difference between the average lease and the amount that the staff member is actually paying.

The deduction shall be applied with the following limitations:

(1) It shall be reduced to half of the calculated amount if the dwelling provided to the staff member is not located in the capital or other main city and is considered to be of substandard quality.

(2) There shall be no deduction of less than US $10 per month.

All staff members who live in dwellings to which rental deductions may apply pursuant to the aforementioned conditions shall so notify the Department of Human Resources through the corresponding official form, within the calendar month.
APPENDIX C

RULES FOR SPECIAL OBSERVER CONTRACTS

I. Definitions, Characteristics of Special Observer Contracts, and Special Requirements and Considerations
1.1 An Observer is a person hired under a series A, fixed-term contract for less than a year to provide services in election or human rights observation missions or other services in connection with democratic development activities.

1.2 A Special Observer Contract ("SOC") is a contract with an Observer for less than one year. A SOC may be extended, but in no case may the total of the original SOC and extensions reach one continuous year of service without at least one week's break in service.

1.3 The SOC is a temporary appointment for a "fixed term", the period of which is expressly specified in the letter of appointment.

1.4 A SOC may be terminated prior to its expiration if at any time it is the Secretary General's opinion that such action would be in the interest of the General Secretariat.

1.5 An Observer may be ordered to leave a duty station without prior notice if in the opinion of the Secretary General or his/her duly designated agent, the Observer's presence at the duty station is undesirable or may prejudice the mission or the activity for which the Observer was contracted.

1.6 A SOC is a contract funded by special or voluntary funds, not by the Regular Fund.

1.7 The term Chief of Mission, as used in these rules, refers to the Principal Coordinator or Chief Operating Officer of the Observer Mission stationed in the duty station where the Observer is assigned.

1.8 To reduce potential liability for payment of the sixty-day termination notice provision required under Article 58 of the General Standards and Staff Rule 110.4, the length of an Observer Contract, or any individual extension period thereof, should not exceed thirty days unless the Secretary General otherwise orders in writing. In the event a contract or an extension for more than thirty days is granted, funds from the voluntary and special funds used to finance the Mission to which the Observer is assigned shall be placed in a special reserve account in an amount sufficient to cover the potential cost of the required notice.

1.9 The existence of the SOC does not prohibit the General Secretariat from contracting Observers as independent contractors under Performance Contracts ("CPRs") where in the opinion of the Secretary General, the conditions so permit. Observers contracted under Performance Contracts, however, are not staff members and the Staff Rules and these provisions do not apply to them.

II. Precedence and Interpretation
2.1 In the event of any conflict between these Special Rules and other Staff Rules and regulations, these Special Rules shall apply to SOCs.

2.2 These Rules must be construed in light of their purposes, which is to provide the General Secretariat with a fair and flexible and contracting mechanism similar to that employed by the United Nations for contracting Observers as staff members without incurring the full costs of employing career and long-term contract staff.

III. Obligations and Rights
3.1 The provisions of Chapter I of the Staff Rules on Obligations and Rights apply, except as otherwise stated in this Section.

3.2 The holidays for each duty station away from Headquarters shall be those established in Staff Rule 101.2(c) unless otherwise notified to the Observers by the Secretary General.

3.3 Any Observer may be required to reimburse the General Secretariat either partially or in full for any financial loss suffered by the General Secretariat as a result of the staff member's negligence or his or her having violated any regulation, rule or administrative instruction.

IV. Classification of Post
4.1 The provisions of Chapter II of the Staff Rules on Classification of Posts apply, except as otherwise stated in this Section.

4.2 Staff Rule 102.3(c) does not apply; however an Observer who is asked to perform higher level functions may be eligible for the Special Duties allowance under the terms and conditions of Staff Rule 103.7.

4.3 Where merited, the Secretary General may relax formal educational and experience requirements because of the short term of these contracts and because the appointments hereunder are not subject to the competition requirements.

V. Salaries and Allowances
5.1 The provisions of Chapter III of the Staff Rules on Salaries and Allowances apply, except as otherwise stated in this Section.

5.2 Unless otherwise expressly stated in the Letter of Appointment form, the following benefits and corresponding rules shall not apply: Rent Subsidy (Staff Rule ("SR") 103.2(a)); Language Allowance (SR 103.6); Installation Allowance (SR 103.12); Education Grant (SR 103.13); Salary and Allowances During Special Mission Assignment (SR 103.14); Assignment Allowance (SR 103.15); Dependency Allowance (SR 103.16); Nonresident allowance (SR 103.17); Reimbursement of Income Tax (SR 103.19).

5.3 The salaries of Observers in the general services category who are nationals and permanent residents of the duty station in which they are working shall be established in accordance with the provisions in the Staff Rules governing Temporary Support Personnel. 
VI. Types of Employment, Selection, and Promotion
6.1 The provisions of Chapter IV of the Staff Rules on Types of Employment, Selection, and Promotion shall apply except as otherwise stated in this Section.

6.2 No SOC, including any extensions thereof, may reach a total of one continuous year of service.

6.3 No SOC may be converted into a fixed-term contract for a continuous period of one year or more. No Observer may be continuously employed by the General Secretariat beyond the permissible term of an SOC, and any permissible extensions thereof. An Observer may be reemployed after a one-week break in service; however, in no case shall reemployment after that break in service be construed as continuity of service for any purpose under the Staff Rules.

6.4 SOCs are exempt from the competition procedures stated in the Staff Rules.

6.5 Staff Rule 104.14(a) on family relationships shall not apply; however, absent an exception pursuant to Staff Rule 113.4(b), no SOC shall be awarded to an Observer who is a relative, as defined in Staff Rule 104.14(a), of a staff member classified at the P-5 level or above.

VII. Change of Post of Functions and Work Performance
7.1 The provisions of Chapter V of the Staff Rules on Change of Post, of Functions, and Work Performance shall apply, except as otherwise stated in this Section.

VIII. Leave
8.1 The provisions of Chapter VI of the Staff Rules on Leave shall apply except as otherwise stated in this Section.

8.2 Observers are not eligible for Home Leave (Staff Rule 106.4), and the entitlements under Staff Rule 106.4 shall not apply.

8.3 An Observer may be ordered to take special leave with pay or administrative leave under Staff Rule 106.3 pending the investigation of any incident in which he/she may be involved.

8.4 Staff Rule 106.1(c) shall not apply and Observers shall be credited with the corresponding annual leave as of the first month of service and shall be entitled to take such leave beginning after the first month of service.

8.5 Observers may carry over accumulated annual leave in accordance with the provisions of Chapter VI of the Staff Rules, but must use all such leave before having completed eleven months and twenty-nine days of continuous service. Observers will be entitled to payment for unused leave only with the permission of the Director of the Department of Human Resources, and in the event such permission is granted, it shall extend to no more than the number of days indicated in Staff Rule 106.1 (b).

8.6 The entitlements of Observers to sick leave and maternity leave will be identical to those provided other staff members holding Series A contracts for less than a year under Staff Rules 106.5(a)(ii) and 106.6(c); however, in no case shall sick leave or maternity leave extend beyond the termination or expiration date of the SOC, and all such leave must be supported by a medical certificate signed by a doctor acceptable to the General Secretariat.

IX. Insurance and Health Benefits
9.1 The provisions of Chapter VII of the Staff Rules on Insurance and Health Benefits shall apply except as otherwise stated in this Section.

9.2 Observers shall not be entitled to the life and accidental death insurance subsidized by the General Secretariat under Staff Rules 107.3(a) and 107.3(f).

9.3 The Secretary General, at his/her option, may provide Observers with an insurance plan and policies (Health and Worker Compensation, loss of personal effects) different from that provided to all other staff members under Staff Rules 107.3 and 107.4.

9.4 Observers who own or drive motor cars shall, unless they are designated official drivers by the Chief of Mission, carry public liability and property damage insurance in an amount adequate to insure them against claims arising from injury or death to other persons from damage to the property of others caused by their cars.

X. Travel
10.1 The provisions of Chapter VIII of the Staff Rules on Travel shall apply except as otherwise stated in this Section.

10.2 The following provisions shall not apply: Travel for Recruitment Interviews (Staff Rule (“SR”) 108.1(b)); Official Travel of Dependents (SR 108.2); Official Travel of Dependents-Missions (SR 108.3); Eligible Dependents for Purposes of Payment of Travel Expenses (SR 108.5); Terminal Expenses for Dependents (SR 108.13(a)).

10.3 Like other staff Members on fixed- term contracts for less than one year, Observers are ineligible to receive Moving Expenses under Staff Rule 108.20.   They shall also be ineligible to receive the Mobilization Allowance under Staff Rule 103.21 and the Repatriation and Travel Moving Allowance under Staff Rule 103.22.
10.4 An Observer who accepts employment as an Observer after a break in service of less than one week shall have no entitlement to payment of travel expenses from the duty station to his/her home country at the expiration of his/her last contract proceeding the break in service, or to payment of travel expenses back to the duty station from his/her home country for the purpose of initiating his/her next contract after the break in service, unless otherwise agreed to by the Secretary General in writing.

XI. Relations With The Staff
11.1 The provisions of Chapter IX of the Staff Rules on Relations with the Staff shall apply except as otherwise stated in this Section.

11.2 Observers shall not be eligible to serve on the Staff Committee or as Representatives or Committee Members under Chapters XI and XII of the Staff Rules.

XII. Separation From Service
12.1 The provisions of Chapter X of the Staff Rules on Separation from Service shall apply except as otherwise stated in this Section.

12.2 An Observer may resign by giving two-weeks written notice to the Secretary General; however, the Secretary General may waive the notice period at his/her option. Staff Rule 110.1, as set out in the Staff Rules, does not apply.
12.3 Observers shall be entitled to join Sub-Plan No. 1 or Sub-Plan No. 2 of the Provident Plan, as specified in the SOC. They shall not participate in either the OAS Retirement and Pension Plan or the Section 401(m) Plan of the Provident Plan.

12.4 SOCs shall expire automatically without prior notice on the expiration date of the period specified in the letter of appointment, contract, or any extensions thereof. Separation as a result of the expiration of any such appointment shall not be regarded as a termination within the meaning of the Staff Regulations and Rules.

12.5 Because the success and safety of an entire mission depends on the strict discipline of its members and decorum which does not disrupt the relationship of the mission with the Government of the duty station, serious misconduct under Staff Rule 110.5 includes any conduct by an Observer which (1) requires the removal of the Observer from the duty station; (2) insubordination; (3) failure to comply with rules, regulations, curfews and other orders established or issued by the Chief of Mission; unauthorized statements about the mission and the individual’s work as an observer to the press, government officials, the media, or other persons who are likely to publish them.

12.6 There is no right to a termination indemnity unless otherwise specified expressly in the letter of appointment or contract form.

12.7 In those instances where advanced notice of termination is required, the Secretary General may terminate the Observer immediately, and if he/she does so, he/she shall compensate the Observer for any required notice period by paying the Observer the salary he/she would have received had the date of termination been at the end of the notice period.

12.8 Observers are not entitled to payment of the Repatriation Grant provided under Staff Rule 110.8 nor to the payment for one additional day's pay in relation to repatriation travel under Staff Rule 110. 10(b).

12.9 For Observers, the last day for pay purposes in the case of death is the date of death, and Staff Rule 110.10 regarding the extension of that date in the case of surviving dependents shall not apply.

12.10 The procedure set out in Staff Rule 110.4(a)(vii) for termination in the best interest of the Organization shall not apply; rather, the Secretary General is authorized to terminate an Observer in the best interest of the Organization after: (1) consulting with the Mission Chief, (2) asking the affected Observer to show cause or otherwise explain in writing within twenty-four hours as to why he/she should not be summarily dismissed; and (3) reviewing the Staff Member's writing. Separation in the best interest of the Organization may occur, inter alia: when the mission is discontinued; when funding for the mission is reduced; when staffing needs for the mission diminish; when the duty station of the mission changes; when the skills of the Observer, in the opinion of the Mission Chief, are no longer needed; or when the continued presence of the Observer in the mission is, in the opinion of the Mission Chief, inconsistent with mission objectives.

XIII. Discipline
13.1 The provisions of Chapter XI of the Staff Rules on Discipline shall apply except as otherwise stated in this Section.

13.2 The last sentence of Staff Rule 111.3(e) which defines time spent by staff members in the Disciplinary Process as time "devoted to official duties" shall not apply to Observers involved in that process unless otherwise permitted in writing by the Chief of Mission; however, Observers will not be charged annual leave to attend any Hearing convoked by a Joint Disciplinary Committee to consider charges against them.

XIV. Hearing and Reconsideration
14.1 The provisions of Chapter XII of the Staff Rules on Hearing and Reconsideration shall apply except as otherwise stated in this Section.

14.2 The last sentence in Staff Rule 112.8 which defines time spent by staff members in the Reconsideration procedure as time "devoted to official duties" shall not apply to Observers involved in that process unless otherwise permitted in writing by the Chief of Mission; however, Observers will not be charged annual leave to attend any Hearing convoked by a Reconsideration Committee considering matters brought by them.

APPENDIX D
CP/RES. 651 (1033/95)   APPROVAL OF THE FORMULA FOR COMPUTING PENSIONABLE REMUNERATION UNDER THE NEW SALARY SYSTEM
OEA/Ser.G
CP/RES. 651 (1033/95) 
29 June 1995
Original: English

CP/RES. 651 (1033/95)

ADOPTION OF THE FORMULA FOR COMPUTING PENSIONABLE REMUNERATION UNDER THE NEW COMPENSATION SYSTEM

THE PERMANENT COUNCIL OF THE ORGANIZATION OF AMERICAN STATES,

HAVING SEEN the document entitled "Approval of the Formula for Computing Pensionable Remuneration under the New Compensation System;" the May 31, 1995 Letter to the Secretary General from Ambassador Lawrence Chewning Fábrega, Permanent Representative of Panama and Chairman of the Retirement and Pension Committee; the Letters of June 1, June 5, and June 13, 1995, to the Secretary Treasurer of the Retirement and Pension Fund from Buck Consultants on the formula for developing the pensionable remuneration under the OAS Retirement and Pension Plan;

CONSIDERING:

That at its Twenty-Fifth Regular Session, the General Assembly adopted the Resolution entitled "Modification and Clarification of Resolutions AG/RES. (XXIV-O/94) and CP/RES. 631 (989/94) for the Modification of the General Secretariat's Staff Compensation System";

That Paragraph 1(b)(i)(b) of that Resolution states that "[P]ensionable remuneration shall be computed in accordance with a formula which reflects the commitment to maintain the current OAS Retirement and Pension Plan [and that the] Permanent Council shall, by June 30, 1995, approve a specific formula for that purpose, taking into account the criteria approved by the Retirement and Pension Committee at its May 31, 1995 meeting, as set out in the May 31, 1995 letter to the Secretary General from the Chairman of the Retirement and Pension Committee, Ambassador Lawrence Chewning Fábrega, Permanent Representative of Panama, and the June 1, 1995 Letter from Buck Consultants on the formula for developing the pensionable remuneration under the OAS Retirement and Pension Plan";

That the aforementioned June 1, 1995 Letter from Buck Consultants sets out the proposed Formula for computing pensionable remuneration under the New Compensation System and concludes that when coupled with the adoption of the UN pay scales, it "produces the desired results; and

That by Letter of June 13, 1995 to the Secretary Treasurer of the Retirement and Pension Fund, Buck Consultants clarified that the variable in the Formula labled "R" represents "Remuneration,” not "basic salary",

RESOLVES:

 1. To approve as the basis for a Formula for computing Pensionable Remuneration under the New Salary System the criteria approved by the Retirement and Pension Committee, as described in the May 31, 1995 letter from Ambassador Lawrence Chewning Fábrega, Permanent Representative of Panama and Chairman of the Retirement and Pension Committee, to the Secretary General which follow:

1. At Headquarters, Pensionable Remuneration should be computed under the same formula and be the same for all staff members who earn the same remuneration, regardless of their category.

2. Pensionable Remuneration should be the same for all professional staff members of the same step and grade, regardless of the duty station or dependency status.

3. For General Services Staff, the pensionable remunerations should be similar to the pensionable remunerations in effect at the United Nations, and in no case lower than those currently in effect at the Organization.

4. For professional staff members, the pensionable remunerations should not be lower than those currently in force.

5. The system for determining the pensionable remunerations ought to be clear, transparent and easy to implement. It should contain a mechanism for adjusting pensionable remuneration for inflation and not introduce distortions over the long term, and it should be linked to changes in remuneration implemented by the United Nations.

6. Contributions to the Retirement and Pension Fund will remain at 7% of Pensionable Remuneration for staff members and 14% for the Organization. (In the United Nations, contributions are 7.9% and 15.8% respectively.).

7. The total cost of institutional contributions cannot be greater than the cost that would be paid under the pensionable remuneration scales of the United Nations (with a 15.8% institutional contribution rate), and to the extent possible, shall not significantly exceed the current level of contributions.

 2. The Formula herein approved shall go into effect on July 1, 1995, "subject to acceptance of the New Compensation System by the staff in the -referendum described in the Resolution of the Twenty-Fifth Regular Meeting of the General Assembly on the New Compensation System referenced above.

APPENDIX E
THE FORMULA FOR COMPUTING THE PENSIONABLE REMUNERATION

UNDER THE NEW SALARY SYSTEM

 

The formula to determine the pensionable remuneration shall be as follows:
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WHERE
P = pensionable remuneration
R = remuneration
e = exponential function
Initially, the values for a, b, c and d would be:

a = 1.22                    c = 49,500

b = 0.34                    d = 12,000

Parameters c and d may vary with changes in Headquarters Post Adjustment.
APPENDIX F

SPECIAL RULES ON THE INVOLVEMENT OF STAFF MEMBERS AND CONSULTANTS IN THE ELECTION OF THE SECRETARY GENERAL, OF THE ASSISTANT SECRETARY GENERAL, AND OF OTHER OFFICIALS ELECTED BY THE GENERAL ASSEMBLY

I. DEFINITIONS

1.1
The following definitions shall apply to these Rules:

1. Elected Positions: These are positions for which the candidates are elected or otherwise chosen for approval by the General Assembly. They include: The Secretary General; the Assistant Secretary General; the Director of the Inter-American Agency for Cooperation and Development (a/k/a Executive Secretary for Integral Development); Members of the Inter-American Commission on Human Rights; Judges of the Inter-American Juridical Committee; Judges of the Administrative Tribunal; Judges of the Inter-American Court for Human Rights; Members of the Board of External Auditors; and Members of the Board of Directors of the Justice Studies Center of the Americas;

2. General Standards: These are the General Standards Governing the Operation of the General Secretariat of the Organization of American States;

3. Staff Members: These are the categories of staff members defined in Article 17(a) of the General Standards;

4. Consultants: These are natural persons performing services for the General Secretariat under Performance Contracts defined under Article 17(b) of the General Standards;

5. Internal Candidates: These are candidates who are staff members and consultants. They include an incumbent Secretary General and an incumbent Assistant Secretary General seeking reelection;

6. External Candidates: These are candidates who are not internal candidates;

7. Direct use of a position or of resources provided by the General Secretariat by staff members and consultants: This includes, inter-alia: use of the General Secretariat's long distance telephone lines without reimbursement of charges; use of offices (including their own) in the General Secretariat; use of paper and other supplies and other facilities furnished to them by the General Secretariat for carrying out their official functions; use of General Secretariat staff members and consultants under their supervision or otherwise assigned to them; and

8. Restricted, confidential, or privileged information: This is information not yet published as documents of the Organization and/or otherwise not generally available to external candidates and other persons who are not staff members of the OAS General Secretariat.

9. Openly support and/or promote the candidacy of any candidate: This phrase connotes support activities on behalf of a candidate which come to, or are likely to come to, the attention of third parties -that is persons other than the candidate and the supporting staff member or consultant.  Examples would include, but are not limited to, endorsements for publication in the press or election propaganda; telling third parties that you are supporting or working for a candidate; engaging in other activities which would indicate to the other candidates and their supporters that you support another candidate; working as part of the campaign staff; hosting a cocktail party for the candidate in your home to meet with ambassadors and others who might support his/her campaign.

II. PROHIBITIONS FOR INTERNAL CANDIDATES

2.1 No Internal Candidates may make direct use of their positions or of resources otherwise provided by the General Secretariat to further their candidacies.

2.2 In pursuing their candidacies, no Internal Candidates shall communicate restricted, confidential, or otherwise privileged information to anyone or use that information to their private advantage.

2.3 Staff members who are candidates for Elected Positions shall either resign or take leave from the General Secretariat once they begin to campaign openly for nomination to an elected position or once they are nominated as a candidate, whichever happens first.  The period of leave shall last until the election or until such time as the staff member withdraws his or her candidacy.  The staff member may take that leave without pay, or at his or her option, may exhaust any accumulated annual leave with pay credited to his or her account before going on leave without pay.  A staff member who opts to take leave and whose contract is not a trust appointment and does not expire during the period of such leave shall have the right to return to a post in the General Secretariat at a level equal to the grade held previously to taking such leave if the candidacy is not successful.

2.4 The forgoing Section 2.3 shall not apply to the incumbent Secretary General and the incumbent Assistant Secretary General. Nonetheless, they shall strictly conform to the requirements of Sections 2.1 and 2.2 of these Rules, as well as Articles 28, 29, and 31 of the General Standards.

2.5 A consultant who becomes a candidate for an Elected Position shall, once he/she begins to campaign openly for nomination or is nominated as a candidate, whichever happens first, have his/her contract terminated for cause, or, at the General Secretariat's option, shall cease performing all work under that contract and assign his/her rights to payment and obligations of performance to a third person satisfactory to the General Secretariat until after the corresponding election.

III. PROHIBITIONS FOR OTHER STAFF MEMBERS

AND CONSULTANTS

3.1 No staff members or consultants shall openly participate in campaign activities or otherwise openly support and/or promote the candidacy of any candidate for an Elected Position.

3.2 No staff members shall make direct use of their positions in the General Secretariat and of resources otherwise provided by the General Secretariat to support and/or promote the candidacy of any candidate for an Elected Position.

3.3 Consultants shall not openly participate in campaign activities for or otherwise openly support and/or promote any candidate for Elected Positions; nor shall they use the facilities of the General Secretariat and/or staff provided to them under their contracts with the General Secretariat to support and promote the candidacy of any candidate for an Elected Position.

IV. INSTITUTIONAL SUPPORT TO CANDIDATES

4.1 As authorized by the Secretary General and upon the request of the corresponding nominating governments, the Secretary for External Relations shall coordinate and take the necessary measures to allow candidates for the positions of Secretary General and Assistant Secretary General to address and otherwise meet with representatives of the Member States at Headquarters and at the offices of the General Secretariat away from Headquarters.

4.2 As requested by the Member States, the Secretariat for External Relations shall republish in its Bulletin press releases and news stories about the campaign; however, no such press releases or news stories shall be republished without first obtaining the necessary permission or copyright release, as required, and without indicating the original source.

4.3 Staff members and consultants who pursuant to the instructions of the Secretary General or of the Secretary for External Relations use their positions and/or make resources of the General Secretariat available to candidates shall not be considered in violation of Articles II and III of these Rules.

4.4 All statements given to the media regarding campaigns and candidates for Elected Positions made by persons who are staff members or consultants of the General Secretariat and who are not themselves candidates must be first approved, preferably in writing, by the Secretary for External Relations or by the Secretary General.

V. SANCTIONS

5.1 For staff members, failure to observe the provisions established in these Rules constitutes serious misconduct and shall result in disciplinary action, which may include summary dismissal under the applicable Staff Rules.

5.2 For consultants, failure to observe these provisions shall constitute a breach of contract and grounds for termination for cause.
Appendix G
Alternative Work Arrangements Policy

Staff Rule 101.1 (a) and (b)
I. Regular Working Hours and Worksite

1.1 Pursuant to Staff Rule 101.1 (b) the regular working hours at headquarters are from 9:00 a.m. to 5:30 p.m. Monday through Friday, including a period of one hour for lunch. Pursuant to Staff Rule 101.1 (a), the regular working hours for each duty station away from headquarters shall be set by the Secretary General.

1.2 A staff member’s regular worksite is the office where he/she is assigned to work, which could be at headquarters or away from headquarters.

II. Alternative Work Arrangements

2.1 Definition and Regulation
a) When a staff member’s work schedule or worksite differs from the regular working hours or worksite, as defined in sections 1.1 and 1.2 above.

b) Alternative work arrangements are regulated by the corresponding Staff Rules, administrative guidelines and pertinent procedures established by the Department of Human Resources.

2.2 Purpose
a) Alternative work arrangements shall provide staff members with increased flexibility in respect of their work schedule while allowing the General Secretariat to maintain a progressive and productive work environment.

b) Through alternative work arrangements the General Secretariat expects to support and motivate staff members and to increase individual staff member’s job satisfaction and commitment to the General Secretariat’s mission. 

c) Alternative work arrangements shall provide adequate coverage for the individual operations of the respective dependencies of the General Secretariat, while also benefiting the General Secretariat as a whole through increased productivity without any compromise in the quality of output.

2.3 Authority to Approve 
a) With the prior approval of the staff member’s supervisor and director of the corresponding department, the staff member may work under an alternative work arrangement. 

b) Alternative work arrangements for staff members with a regular duty station away from headquarters will be coordinated between the Director of the Office in the corresponding Member State and the Coordinator of the Offices of the General Secretariat in the Member States.

2.4 Not an Acquired Right
a) Alternative work arrangements are not an acquired right but rather a temporary agreement between a staff member and the General Secretariat. Thus, all staff members will be considered for alternative work arrangements on a case-by-case basis.

b) 
Alternative work arrangements may not be appropriate for all staff members, positions, or dependencies within the General Secretariat. Supervisors must carefully assess the appropriateness of an alternative work arrangement for an individual staff member or position. A staff member and their supervisor must consider and develop means to mitigate the impact of an alternative work arrangement on the rest of the staff within the respective dependency of the General Secretariat. 

2.5 General Requirements

An alternative work arrangement may be established for an individual staff member provided that: 

a) The corresponding dependency of the General Secretariat is adequately staffed during regular working hours;

b) The nature of the staff member's work and responsibilities are conducive to an alternative work arrangement and such arrangement will not cause significant disruption to the staff member’s performance and/or service delivery;

c) The staff member has a satisfactory attendance record, is currently meeting all performance expectations in his/her position, and consistently demonstrates the ability to complete tasks and assignments on a timely basis;

d) An alternative work arrangement may be approved for a minimum of a three (3) month and a maximum of a one (1) year period which may be extended upon review and approval; 

e) As required by the needs of the corresponding dependency, the staff member agrees to revert to regular working hours upon the request of the supervisor; and

f) Staff members working under an alternative work arrangement at headquarters follow the guidelines communicated by the Department of Human Resources for inclement weather conditions.

2.6 Modalities of Alternative Work Arrangements

The alternative work arrangements consist of:

a) Flexible working hours; 
b) Compressed work schedule (CWS); and  
c) Situational Telework. 
III. Flexible Working Hours 

3.1. Definition

An alternative work schedule in which a staff member elects a daily start time other than the start of regular working hours as defined in section 1.1 above.

3.2. Specific Requirements 

a) At the request of a staff member and upon the prior approval of the staff member’s supervisor and director of the corresponding department, a staff member may elect flexible working hours where the start time differs from the start of regular working hours, provided that a full work week is completed.

b) Supervisors may request that a staff member work flexible working hours when it is deemed necessary to respond to the needs of the General Secretariat. 

c) At headquarters, the General Secretariat will maintain core hours starting at 10:00 am and ending at 4:00 pm. A staff member may request flexible working hours with a start time at any quarter-hour interval commencing no earlier than 7:30 a.m. (with a departure time of 4:00 p.m.) and no later than 10:00 a.m. (with a departure time at 6:30 p.m.).  No workday schedule can start later than 10:00 a.m. or end earlier than 4:00 p.m. Similar parameters may be established for the Offices of the General Secretariat in the Member States based on local context as agreed to by the Director of the Office in the corresponding Member State and the Coordinator of the Offices of the General Secretariat in the Member States. 

IV. Compressed Work Schedule (CWS)

4.1 Definition

An alternative work schedule in which a staff member works eighty (80) work hours bi-weekly in nine (9) consecutive workdays rather than the regular ten (10) workdays, resulting in one (1) scheduled non-working day (“CWS day”) every two (2) weeks.

4.2 Specific Requirements 

a) At the request of a staff member, a CWS may be established, with the prior approval of the staff member’s supervisor and director of the corresponding department. A CWS shall respond to the needs of the corresponding dependency of the General Secretariat.  

b) In considering the approval of a CWS, a supervisor shall take into account the nature of work performed by the requesting staff member, current local laws, current staffing in the relevant work area, the number of staff in the work area requesting similar schedules, office coverage during regular working hours, and employee performance.  Where necessary, a back-up staff member shall be designated during the CWS day to attend to urgent matters.

c) For a staff member working on a CWS, eighty (80) hours will be worked during nine (9) consecutive working days at the rate of eight (8) days of nine (9) working hours, followed by one (1) day of regular working hours [eight (8) working hours], and one (1) CWS day every two weeks. The CWS day under the agreement should always be on a Friday and for scheduling purposes may not be rotated.

d) Any leave requested or reported by a staff member working on a CWS shall accord with the number of working hours scheduled for that particular day pursuant to the CWS.  (For example: If the employee actually is in the office to work 3 hours on a day scheduled for nine working hours, she would submit a leave request for six hours.)  

e) CWS hours begin at 9:00 a.m. and end at 6:30 p.m. In the case of established flexible work hours, as defined in section III above, the work period may be shifted up to one and one half  (1.5) hours earlier.  
f) Time worked on weekends, holidays or lunch does not count toward the fulfillment of the eighty (80) required hours. 
g) Staff must observe the scheduled hours of the CWS except during periods of official travel and work on missions. When staff members are required to work on their scheduled CWS day during missions, the corresponding supervisors may authorize them to use their CWS day on an alternate day within thirty (30) days of the scheduled CWS day. This provision is subject to workload and availability of backup.

h) If a staff member fails to fulfill the eighty (80) hour requirement within the scheduled nine (9) days, there shall be no entitlement to the scheduled CWS day. No partial credit, prorating of days, or carry-over of time worked is permitted. 

i) Staff members whose scheduled CWS day falls on an official holiday or who must work during the scheduled CWS day due to demands of the General Secretariat will be authorized to use their CWS day on an alternate day within thirty (30) days of the scheduled CWS day. Unused CWS days cannot be accumulated.

j) Staff members working on a CWS remain responsible for accomplishing assignments within the timeframe prescribed by their supervisor.

k) A staff member and their supervisor may choose to suspend the CWS when it is apparent that multiple official holidays falling within a ten (10) day period might prevent fulfillment of the required eighty (80) working hours.

V. Situational Telework

5.1 Definition

An alternative work arrangement under which a staff member performs his/her duties and responsibilities from a location other than the regular worksite, as defined in section 1.2 above, while observing the staff member´s work schedule.

5.2 Specific Requirements

a) At the request of a staff member, Situational Telework may be established, with the prior approval of the staff member’s supervisor and director of the corresponding department. A supervisor may also request an arrangement for Situational Telework. 

b) Situational Telework shall respond to inclement weather or other emergencies, headquarters/Offices in the Member States closures, or special work assignments and to the needs of the corresponding dependency of the General Secretariat.  Situational Telework may not be used as a substitute for dependent care, sick leave, maternity leave, or parental leave.

c) Situational Telework arrangements are particularly suitable in situations involving specific tasks that can be performed as effectively outside the office environment as within the office environment. Such tasks may include, but are not limited to, preparations of certain type of research papers, data entry, translation, or written assignments that need to be completed within a tight deadline.  

d) A staff member participating in Situational Telework remains subject to all relevant procedures and requirements and to all applicable policies regarding security and confidentiality.

e) Official holidays and excused absences in connection with official holidays, as provided in Staff Rule 101.2, will apply to staff members participating in Situational Telework under this Policy.

f) A staff member participating in Situational Telework must be accessible to his/her supervisor and to colleagues by means of the different technology options available, including telephone and electronic mail, during regular working hours.

g) Staff members may borrow laptops from their corresponding dependencies of the General Secretariat or choose to use their own computers. Supervisors must ensure that staff members participating in Situational Telework are properly equipped to perform work efficiently. 

h) A staff member participating in Situational Telework is responsible for any cost incurred in setting up and maintaining a proper external work environment. The General Secretariat will not compensate staff members for any costs associated with an external workplace except in the case of charges for official long-distance phone calls.  

i) A staff member participating in Situational Telework must have demonstrated to the satisfaction of her/his supervisor an ability to work efficiently with minimal supervision, to establish priorities, and to manage time efficiently.

VI. Attendance and Leave Records

Attendance records and leave requests for staff members working under an alternative work arrangement will be based on their actual working hours pursuant to such arrangement. 

VII. Role of Supervisors

When an alternative work arrangement is approved, the supervisor is responsible for:
a) Monitoring compliance with the alternative work arrangement;

b) Maintaining or improving the efficiency of the staff member’s work and of the corresponding dependency of the General Secretariat as a whole;

c) Ensuring adequate staffing during regular working hours; and

d) Assessing the impact of the alternative work arrangement in terms of productivity, quality of work, and absenteeism and terminating any alternative work arrangement(s) which have a significant negative impact on the above factors. 

VIII. Cancelation or Suspension of the Alternative Work Arrangement

An alternative work arrangement may be canceled or temporarily suspended by either the General Secretariat, the supervisor or director, or the staff member with one week of advance notice. The notice period may be altered upon mutual agreement of the staff member and supervisor or director.

IX. Misconduct in the Use of Alternative Work Arrangements

Failure to abide by these provisions will lead to the cancelation or suspension of a staff member’s alternative work arrangement and/or may result in the application of disciplinary measure under the Staff Rules.
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