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1. In accordance with item 6 (f) of Article V of the Statute of tb? United Nations

&f'--is:.,->.r. Institute for the- Prevention of Crime *nd the Treatment gt Offenders (UNAFRj),

the Governing Board of the Institute "sfc«3 1 prescribe the administrative, financial,

staff aad oth'?r rules and regulations governing the operation and administration of

the Inatitute". Likewise, the final provision (Article 30} of the draft staff rules

and regulations stipulate that the "provisions of the present staff rules &n$

regulations ?-halI tome into force upon their approval by the Conference of Ministers

of the Economic CocnrcissiDn for Africa upon ihe recoaunendations of the Governing
Board".

2. Accordingly, the attached draft staff rules and regulations of UMAFPI were

ex-sfninod «and evdor^Qd by the Governing Board of tne Institute, -5 i its inaugural

mestinq, held in Kampala, Ugar.da, in June? 198?, The/ are now bsinq submitted to the

twenty-fifth session of tJte Commission/six teenth meeting of the Conference of

Ministers for consideration and approval.
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DRAFT STAFF RULES AND REGULATIONS

DEFINITIONS

(a) "Institute" means the United Nations African Institute fur the Prevention'

of Crime And the- Treatment of Offenders (UNAFRI);

(b) "Governing Board" means the Governing Board of the Institute as set up
under Article V of' the Statute of the Institutes

(c) "Director" means the Director of the Institute who shai? be the Chief

Executive of the Institute, or his authorized delegate;

£d) "Staff Member" myans a holcsr of an appointment of one yz&r or more on

monthly salary and wages against established posts of the Institute unless othervji.se
indicated in kis/ter letter of employment;

(e) "Professional Staff11 mean* staff members holding posts of management,

planning, design, development, implementation And promotion of programmes falling
unde^ the objectives of the Institute?

(f) "General service staff" means staff members recruited for administrative
and technical support services;

(q) Unless otherwise provided for in these Rules, all wrti'z implying the

masculine gender shall include the feminine gender and words in the singular shall

include the plural,and words in the plural shall include the singular.

CHAPTER I

SCOPE ANO PURPOSE

Article 1

frpipli cabill t;/

The provisions of these rulos and regulations shall apply to all staff members

of the United Nations African Institute for the Prevention of Crime And the Treatment

of Offenders professional and general service staff categories except those engaged
for short-term appointment.

Art ids 2

Ths interpretation of these rules ^.r\ti- regulations rests with the Director.

t to the right of appeal by zr.y aggrieved persons to ths Governing Board,
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Article 3

Da 1 go.a iion of au thorlx.y

The Director is empowered to delegate his autl»ority under these rules And
regulations to senior staff members as he deems it appropriate.

Article 4

Review of the rules and regulations

These rules and regulations may se reviewed, amended or modified by the

Governing Board, at the recommendation of the Director, without prejudice to the
acquired rights of staff members.

CHAPTER II

OBLIGATIONS, RIGHTS AND IMMUNITIES

Ar^ti,cle_5

>-"'J.j outside activities and interests

(a) tv&ry professional staff member of the Institute shall be *n international

civil servant. Every staff member of the Institute is answerable to the Director in

the eserciss of his duties, his overall conduct* his public ryjation znti his
projection of good istage of the Institute at all ti^p;

(b> Where the aims and interests of the Institute are involved, staff members,

in the exercise of their duties, except with f.he prior authorization of the Director
shall not;

(i) I^sue statements to the press, radio or ether media of public

information ?

Hi) Accept speaking engagements;

(iii) Participate in film, radio or television production or interviews,

or making pub!ic pronounceroents;

iiv) Submit article<»9 books, or other material for publication;

(v) Disclose any information ^h?;ch ho might hive obtained in the course

of his normal duty;

(c) In the performance of his/her duties, a staff member shall neither seek nor

accept instructions from any Government or from ar,v other body external to the

Institute;
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(d) Appointments to the Institute being on a full-time basis, staff mem

l not undertake paid work or other con + ir.iAaus work, with parties oytsfds th*

Institute except with the express authorization of the Director5 who has to report
the action to the Governing Board;

(e) A staff member shall not be involved in any private comserci^l agency or

business which may affect his/her impartiality,

ff) A staff member who has orcasion to deal in his/her official capacity in any

patter involving business concerns in which he holds commercial- interest shall

disclose the facts of that interest to the Director. The holding cf shares in a

company shall not constitute commercial interest within the meaning of the present

Ruler, and Regulations unless ssjcb holding constitutes substantial control of the
company.

Fin anc1a1 Ii$b1 tity

A staff member shall be held liable for loss or damage to the Institute's

property or equipment. The reimbursement of such loss or damage shall be in the form

of deductions frop* the salary cf the staff member subject to the Director's discretion
&■■:•. to leniency where !iec,sss?.ry.

Hours of mark

(&} Moraal working hewrs at the Institute shall be from. 3 a-m.-12:30 p.m. and
?s30-'?:30 p«^a froir. Monday to Friday;

(b) A staff aeft&er may be required to work beyond the normal hoars of work when

the situation so demands. A staff member of ih& general service category who has been

required to work in excess of the normaJ week or the prescribed working hours shalX

be entxiled to time off or overtime payment in cash. Overtime allowance shall in no

case exceed twenty-five per rent t_z% par cent)of his basic salary subject to budgetary

provisions.

(c) The Director may review these working hours as and when necessary.

Q f,f £ c i & i. .holidays

The Director shall sslabHsh 9 official holidays in one calendar /ear, if ^.ny

such day occurs on a Saturday or Sunday the preceding Frinzy shall be considered an

official holid^./ in lieu of Saturday and the following Monday in lieu of Sunday*

Other national holidays of the host country may be observed but should be
by half day work on Saturdays.
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article 9

Ail proprietary rights, including titles, copy rights and patent rights in any

work produced by a staff mecifcer as part of his official duties shall tie vesied in the

Ins+ifu+e.

Ar J^Jjj

Prjyils;yg| ^nd iffijTK,-.ru ti.es

(a) Every staff member of the Institute shall ^e covered by one forra of

rance or another arranged by the Tnst; bits for its staff members;

Cfc) Every staff meffibsr 9hall be entitled l,o and granted diploma tic immunities

he host country and country of duty station covering all his/her activities in

performance or exercise of his/her duties in the service of tfie Institute;

(cj All inisrna'U.on'ally-rs'crui tec! staff iRe^b&rs, except natian&ls of the host

country Khali be entitled tu t^s sa^ae privileges as staff of -J;p].om^tic missions of

equal rank subject to Ine provisaons of the bos* country agreement;

(d) While a staff siewfcer is not expected to give up his national sentiments or

his political rights and reliqioup beliefs, he/she shall, however, ho&r in mine the

reserve and tact incumbent upon hifiw'^er by reason of his/her irit3rn<>t.ior>^l status;

(e) Where a staff wemher abuses these privileges or behaves in a manner that

calls for the withdrawal of these privileges,.'the Director shall have the right 5nd

duty to withdraw the privileges And comaHinicat*? the fact to the staff member

concerned*

Article 11

Withdrawal of dipj.offi-3.tic immunity

The following act-s shsll expose a vtaff member to the withdrawal of diplomatic

immunity:

(.a) Active involvoraer>! in the politics cf the rwji country;

(b) Conduct likely to brino the Institute into disrepute, controversy or

riilicula; ' ■ ■

Cc; Criminal acts, except sTiinor ti-.^ffit:1 rule violations.
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(a) All posts in the Institute shall be' cl*ss» if led by titlt? anj salary ^cal^

in acr.crd-i.nce with the duties .-s^d responsibilities carried by th« posts as es+asiished

by the Governing Board;

(b) The following s taff categories sfvsli be e,xployed by the Insti tuts: { i)

prof esc-ional category? ■;.. i'? gen»r-3.I service category;

(c) A staff member shall be entitled to allotfances and oth.?r benefits atU

to the post and functions occupied;

(d) The- Director shall propose and submit from -:lr.ie to time to the Bo-srd for

approval s the ■ivizry scales or *<sendme:ii; allowances and benefits Tor all staff of

the Institute Ab well *s the toruii5 and conditions* under which they shall bs gr<3ntsdt

No a,f{is?ndment shall Adversvly *. ffect any ^t^ff #spfassJ dlrf?-acy in the eisployin^n t of the

l.fisii lute ?,

(e) In deterstming thfc s^l^ry scales ^.nd conditLor-s of seruii.y. of tne Qen8r=tl

■service staff locally r&f:ru,i'ieds cc-n^ld«r.?tior- -ahail be givs^ ^',n".nly to the best

preva.i. I inq canditi on1;«

Article 13

{*s) Every ^t<?ff ^embi-r shci'il ■■>! thi; eiai of R-3ch. month, recsivi; 5 ^tstpffl&nt of

tr>' pJid and dK'iuctic-hs '';5rfs? th&refroirti

(b) Or- cS^piic^ticn tr- tht ^Hmin iolrative Offi-::e;", a*-j-^ng^fJisn ts sh^U ba ?nad?/

an ;. n tarnation a,1 iy-!'C-cru'i i-t?d st-sff member tc be p ai^i a pof-'txen 0" his/her monthly

salary, in c^rr^nry athef tn^.n Uganda shillings up to t^e mrisi^ura per^itt^d by the

In&tltuts, to zr-y bank ns say n^^e which «ay &? in a country airffe^pnt frc-"* that in

whIch h£ is agrving;

ic) Tsiitpo"'j.ry ^nd cabudi employees -shall &e remunpi'..9.ted on an hourly, cU"*,xlv or

weekly r^te? ->^ t^e case iaay be. The said *-«te. s^XI be calculated on the- b-^^i1-! of the

sai-ar/ sc-sls/^age' of the pc-riiion for whiph they-Are recai'sd, .
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y i>.crefr<snts

(a) A salary incrercsrc S'-ali v.ormally Oo awarded or. a satisfactory performance

report with effect fro# the ■;* I.-<, f day of tbe anmvers&i'v of the appointment each year1.

The rate of inceaent shall ncrjnaliy be oos step a ye*r within the salary scale. In

the event of unsatisfactory service., a sta/ff pte<wbe'r $&y .be denied t^e annual salary

increment;

(b) A staff iRS^bar returning fros ^n approved leave of absence except lea.ve

with partial or without pay of more than one inonth shall be eligible for a salary

increase or; his regular inr ^t-nsen t d^te;

(c) The s^i^ry inci'e^ent policy does not apply to temporary and casual

■vmployess.

ty_

Upon satisfactory ter-^iFjation of their contracts of their period of service5

-the African Institute for the prevention of Crime ana the Tr»aiffler»t gf Offenders pays

a gratuity equal to 10 per cent of the b^sic annual salary to all staff members whc

have be?*i employed oy virtus o'f: a contract -?nd for -^ period of not ler.s than one year.

The Housing Allowance shall be granted to all staff wefiibers recruited outside

their du.ty stations. The rates and cor-dilions fo^ receiving hau&rng sllawancs -are

shown in annex ill and are established fr*;■(?•■ time'to tiflse by the Instityte and approved

by tho Governing Eoard. Housing AllowaiKe shall however r,ot be paid or may be reduced

accordingly* if housing is provided L»y the host government free-of-charge or at

Ins* tff.I'j, a tiqn a I lowA'ice

The staff member shall receive for himself/herself and his/her

dependents <sn XRst-sli-sticn allowance to jr.eet extraordinary iivirr; e^psnses u^on

Arrival at his/her duty station provided thit st-aff $-e$\ber is not recruited from the

country where thenuty ststian i=. located. This Allowance sha'ii be p.-i.id for a (is.^xiama

of 30 days in resper.t at the staff mem'ber And at 'one hair that rats in ^pspect of esch

eii.gible dependent accompanying the ?.taf-f ^ember At the ^;typist3tt;ion ^cturcin^ to the

perdiofli r^tes spprov&ci for ti>e duty ^Utipi up to 5 ip^^iffatia of six dependents. During

the period ths? staff Sis*nber is in receipt cm jcbtaiiation a 1}.owa.nc»> he shsil not be

e:rti Usd to ho^siffu ailn
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•Article IB

Staff members of all categories may be granted loans for the"purchase of means
of transport. The Director shall determine the amount of the loan for each category
and the modalities for refund of.loans. - ' ■ "

S a 1 a r v a d y an c e

. (a) Salary Advances may be granted to cover periods of approved leave or

official travel if the staff member is expscted to be away from the duty station on
the p^y days

(b) In exceptional and compelling circumstances and if the staff meaber
attaches written justification the Director may authorize an advance of one month's

salary. she advance shall be calculated on the basis of the net basic salary,

excluding all allowances or grants. It shall be deducted from the staff ®2®b&r'$

salary commending the second raonth following the cute on which the advance was made.
The deduction shall be spread over a period of six months-.maximum.

Oiitst.andinq loans or advance

Any outstanding loan or advance at the time of resignation, retirement,
issal or death, shall be payable forthwith by deduction from Any salary or

gratu.ity and other benefits due to the staff member or his/her beneficiaries.

ii!J-i£idion^^ran t

(a) For the purpose of education grant, a "dependent child" means child of the
staff member who is dependent upon the staff member for main and continuing support;

ib^ Education q?,\r.\ «t*y be paid on a reimbursable basis to an :nternationally-
recruited staff member whose dependent child is in full-time attendance at a school

university or similar educational institution up to the end of the fourth y&zr of

post-secondary studies or the dw^rd of the first recognized degree, which ever is the
earlier;

<c) This grant shall, however, not be paid in respect of dependent children of
staff members working in their own country;

(d) The grant shall not also be paid in respect of: ■'attendance at free school,

correspondence course, private tuition., vocational training or apprenticeship:
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(e) The grant will not normally be payable beyond the school year in which the

child reaches the age of 25 years;

(f) The education grant does not caver payment of pr&schooling of the children

of the professional staff,* ... . ... . -

(g) The grant shall only be paid upon submission of a certificate of attendance

together with receipts issued by the school concerned;

(h) The amount of the grant per scholastic ygar for eact) child yp to a

of six children shall be as shown in annex IV;

(i) When the attendance .is less than two thirds of the scholastic year, the

amount of the grant shall be pro-rated™ Likewise; if the staff oienib-'pr's s^rvic? does

not cover the full scholastic ys&r, the grant will be that proportion of the grant

otherwise payable which the period of service bears to the full scholastic year.

.. . Articls> 22

■•&'* Spouse allowance: An allowance for spouse shall be paid to «ny staff

member whose spouse does not hold any remunerated post and who does not obtain such

benefits from other sources- Spouse -allowance will be paid in resn&ci of only one

spouse (annex V)s

<b) C_hiId,rgn_ •*IIo_&ance; An allowance as provided in annex V shall be granted

to staff members per child up to a maximum of si* unmarried children under IS years

o.f age who are dependent on the staff ree.T-ber for supports

(c) The payment of the above-mentioned allowance shall be subject to a written

claim supported by evidence;

(a) for the purpose of paragraphs (a) and (b) where both husband &r)£ wife are

staff members, only one of theis aay clai® for their dependent enIIcren*

CHAPTER IV

APPOINTMENT AND PROiiOTXO^I

Article 25

Qgneral.

Panel established under Article 27 shall consider properly on initial

appointment, the appropriate salary due to every new staff ®e(f\hsr* Salary adjustment's

shall normally be considered by way of upward change of steps within the same gr^de

or5 in exceptional circumstances, by &£y of reciassificatioo of the post when, upon

the request of the staff member? it . is the opinion of the Panel that he/she was
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undergraded in relation to his/her duties at the time of the Appointment, Such

adjustment shall take place within one year of the appointment.

Every appointment shall be made in writing indicating expressly or by reference

of St*ff Rules And Regulations the terms and conditions of employment.

(a) The Appointment of an in tern alien a My recruited staff member shall take

effect fro?n the date on whicn he/a he enters into official ir&vzl status to aasufne duty

or, . If no official travel Is involved, Trorc the date on which he/she enters upon

his/her duties;

(b) The appointment of locally recruited staff members shall take effect from

the date on which he or sne starts to perform hie or ner duties.

Article 26

All vacancies, except those reserve for internal promotion by the Director,

shall be advertised a^ widely as possible. Ins advertisement shall stat?f inter alia,

the rvquir&d qualifications, job $B'->criptioris9 conditions of service and

remunerations.

(a) The appointment of the .Director &r<d senior staff of the Institute shall b.e

in accordance with the provisions of the Statute of the Institute;

(fe) Application for appointments to all posts in the Institute other than that

of the Director shall be .uatfe to the Director. ApcU cations for appointment iz the

post of the Director shall be made to the Executive Secretary of the Economic

Commission for Africa;

(c) The appointment of all ether professional category personn&l to the

Institute shall be KzdQ by tns Governing Board on the recommendation of the Selection

Panel, consisting of the Director and three represerv^-af.iv^s of the Econofnic Commission

for Africa one of whom snail represent the Division with wfricn the Institute is

closely associated substantively'. At"'the close of Applications and references, which

shall b£ Given & deadline, qualified candidate*; in terms of the advtrtiseinent shall
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be short-listed and interviewed by the Selection Panel. The Selsctioi- Panel shall bs

ened by the Directory

(a) The appointment, ot general service personnel to the Institute shall ba maae

bv the Director on the recowmend-ation of a Selection Pans I tonsis ting of at least

three senior members of the" institute. At the close o? Applications, qualified

candidates in terms of the advertisement shall be short-listed and interviewed by the

Selects,on Parse I«

<e) Recruitment to $11 professiona) posts in the Institute, including that of

the Director shall be subject to equitable geograpnicai distribution in respect of

member States;

(f) General service posts will be filled by' suitable candidates recruited

mainly from the country hosting the Institute,

Offer _ct ftpp_oifit<j>e_n_l

On the completion of the procedure for appointment, the candidate selected,

except that for the nost of Director a^z otr-er senior staffs shall be1 offered the

post in writing by the Director acting or, bsnalf of the Governing Board. Offers of
Appointment for the posts of Director or otiisr senior staff wiU be rc&de by tne
Chairman of the Griming Board on behalf of the Board. An of-fer of appointment

shai! contain such terms a1-, ievei cf reffiyner«tt?oo, ccntlition of service, separaticn

benefits, fringe benefits o-?r?3 ^g prtvisians for termination of appointment-

(a) All appoint-nents sh,ai bs ^A5e- Subject to we-iSical clear^ncs by a physician

d es1gna t ed by the In s titute;

(b) Acceptance of an ofrer cf appointment snail be a>ade in the ^p^aintee's own

writina on a copy of the lstt^ of appointment sent to the c^ndi<1ate. An offer not

accepted within t^e tifpa soeci-fied in the- letter of offer shall be deeded to have been

rejected, and the next qualified candidate may be considered for the post, or the post

(nay be readvertized.

T&nure of a pPoin i.men t

(a) The ffiinimuffl term of service th-et the past of Director may be encumbered by

a candidate* "Frois a member SUts will be fo^.r ys^s, after which the Governing Board,
o^ the recommendatiGn of ^v Df its <net!(b?rs, ^av e*t*nn it for another term, subject

to a maximum of eight years cumulatively;

(b) 'The' fliiPiwk* term th.at a profeti^ional post «iay be encumbered by a candidate

froffl a (nember State will be three years, after which the Governing Board, on the

recoffl^endation of the Selection Panel under (c) of Article ?J a&ove, a>ay extena it for

one or more terms of similar duration or less;
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ic) Initial appointments to' genera; service pest:' may be for periods of up to

three years, ar.c! upon'satisfactory series, such contracts fitay be repeatedly extended
for thr&e year periods or less by the Director on tne s-acomfcendatio*1: of the relevant

Selection Panel; :■ .- -,

(d) In effecting ia), (h^ -and U:} above, care will be taken to ensure that

departures of staff members fron* the Institute do not occur in a manner that com 1*3

impair i 15 r? f f s? c t i v?n ss s.

Article 30

U) The Institute will h-sve a 5peci"*'ic. nu^bsi- of professional and general

service posts as wilJ be found In t«e prograiame budget for ^ny soecifieci period;

(b Subject to the provisions of Article 2?, p*-cincticn of personnel at the

nstitute Pi5y. -t-afce ■ e*f.er:t .ur-de^:. thp foilpwing. con.dx.t^qn^^ _

f i' throuah the ir«ovesnent of a st^iff p.w?ffiber from his/hti""' ?-st»Dlish&d

to another sstabiished post at ^ highev level;

(ii) through the upward reclassific^tion of the post of t*e incumbent

fjss^rv-i.ng pro^ctipn;

ic'i ^erforJRSnce evaluation: Ther« shill be yearly appraisal of the performance

r-f eve''y ataff weifiber, ^he supervisor snould have a discussion with the staff member

before ro^p;etinq the perfQ^.A^co evaluation report. The staff member s>ust sign the

report 5fid be given a cosy therea?', The Chairman of the Governing Board will be

respo^&ihie for the performance report of the director;

(d) Riqht. o"^ app.ei>i: A staff somber who is dissatisfied with his su

appr^.is^'E Q-f his we'forffsr.ca. yhaLlf^e -i.t liberty, to n^^ke representation in writing.
■throuQh the appropriate Sel^c f.ion ..F^nel to ,ths Director, within one siontfri of signing

the pv.?.iu«tic-n report;

(s'i The Selection P*nei shall, as appropriate, consider reports and

recoijifnend^tions for promotion of staff members- The report of ins Selection Panel

<*hali be subinittetf to the Coverr.inq Board in the case o^ professional oosts, or to

* he Da rector in i!"e c^s» of general ser s<i ce. posts, for approval.

Tt>e' effective -ti-ate- of promotion--lihal^. be the,,ftrst, <A*-Y of the month foi.lowinq

the Approval ot the recommendations lor promotion.
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St^ff numbers $ay he required iro& tin& to ti^e to undsrgc

to ascertain their fitness and freeaoTj Iron-, contagious diseases

CHAPTER V

LEAVE

6nn'j^x le^vs

i^} All v.ti'ff members shall be ©nti'-Tea to twenty-eight (28) working days leave

per year of active service, annual le^ve "iay not be Accumulated beyone fifty-sis (56)

working da,-"s*

■ h) # * + aff meat her who does riot h-*ve sufficient Accrued leavs to cover his/her

propo-erT =b^n'ro mVy/in' excaDtion^V^nrt 'co^.pe il^q cirrustahcs^r 5^ qrvinte^"advance
annyal leav^? for a ^xi^uffl of ten (10) working days provided tnat ne/she completes
his/her period a~f qualifying service subsequently, Tne perioc: of advance leave sh^il

be deduc ted trout the annua 1 1 e.~ve^

Cc) Salary and ailouancss shall not be pAiti for any period of unauthorized

*.osef;c«. Such unauthorized absence frop duty -hall not be considered as part or

«nnu.al

U-) Staff Rien>b&rs^ o-t'ter than .those locally-recruited, iyho are serving outside

■their ho^e country stiall ;^ entitled to home leave once e^ery two (2) years of
qualifying service to visit their home country ax the expens* of the Institute?

(b) A staff member travelling on oqo.s leave shall ce required to spend at least

two weeks in his or her home counxr/?

(c) rn exceptional and compelling r.ircumstances, ncwever, ^he Director

the stiff member's request, autnorxis 'ba** leave outsids the ho^e country provided
that the expenses do not exceed the air.ount payable foe travel to the staff KWbzr'sp

s country

i'cP A staff -"ftp*ber ^y be repaired la-^ake-this ho^e leave in conjunction fcith

Cr after* trav^i on official irassaon, due reqir-a being p*id to the interests of ihe
staff Member and his. familx- Dependent children whose "pVrsn t5 a^sUft members ^ eacr.

of whom is entitled to ho^9 leav^ nay icioft^iny either parent (f«th»r'o> raotherj ana
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their travel expenses shall be paid by the Institute provided that the frequency of

travel does not exceed ones "very two (2) years;

(&) Staff members way take their home leave at any time -irr the calendar /ear

in which it falls due with due regard to the exigencies of the service;

(f) In exceptional circumstance, and at the staff roetf&e? 's request, the

Director may authorize advance home leave provided that not less than eighteen (IS)

months of qualifying service have been completed'and/or have elapsed from the date of

return from his last■home leave,

CHAPTER VI

SOCIAL SECURITY

Sick- leave

Staff members who are incapacitated from the performance of their duties

illness or injury shall be granted sick leave under the following terms

conditions:

(a) All sick leave must b-e approved by the Director or his representative on

the recommendation of the Institute's Physician or any other physician recognized by

the Institute;

<b) Staff members holding a temporary appointment of less than one it) year may

be? granted sick leave with pzy at the rate of two (2) working days per month of
contractual service?

(c) A staff metnber who holds an appointment falling under the provisions of

Article 29 shall be granted sick leave up to two {2} months (one month on full salary

and one month an half salary) in any period of twelve (12) consecutive months,,

provided that the amount of sick leave permitted in any three (33 consecutive years

shall not exceed six (6) months,, three (.P months on full salary and three (3) months
on half sa

(d) Any absence from duty on grounds of illness shall be supported by .5. medical

certificate from the Institute's physician or a duly qualified medical practitioner

to the effect that the staff weiiber is unable to perform his or her duties *nd stating

the probable duration of absence;

(e) A staff member who is on sick leave shall not leave his duty station

without the prior approval of the Director and on the advice of the Institute's

physician;

(f'i A staff member who continues on sick leave for a period exceeding nine (9)

consecutive months shall be examined by a Medical Pane! to determine such employee's

physical and mental fitness to continue in the service of the Institute;
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(g) A staff member in whose household there is any case of contagious disease,

who receives a quarantine order affecting his household and whc9 as a result, is

unable to attend office, shall continue to rec&ivz his full salary and other

emoluments during this period of compulsory absence-;;

(f>): Except with the special approval of the supervisor, no staff member shall

absent himself through illness or injury for a period of more than two consecutive

working days without producing a certificate o* incapacity from a duly registered

medical practitioner stating the cause of illness and tne probable duration of -absence

from duty. As much as practicable, the medical practitioner shall be one cf those

practitioners designated by the Institute to cater for the health of staff members.

Hatern.1t y Ieave_iijind _p,±tern itym Ieayg

(a) A staff member who shall h^ve %&rv&6 continuously for one (!) yexr at the

anticipated time of confinement shall be entitled to maternity leave on full pay for

the entire period of h^r absence, six (6) weeks prior to and six (6) weeks after

confinement upon presentation of a stedical certificate;

(b) A staff member with less than one (it year of continuous service at the

anticipated tisne of confinement snail be given ^ccued annual leave and* on ner

request, special leave-without pay for the balance o^ nsr absence;

(c) Paternity leave not exceeding three (3) working days shall be granted to

a staff meat bar at or after the time of delivery by his spouse.

Medical treatment

(a) Staff ntembsrs of all categories in the Institute and their itnwetiiate family

shall be entitled to medica? treatment;

(fa) Refund of medical expenses shall be mads at the rats of 80 per cent of

bill prss&ut^d t-y the staff, with official receipts for pr&szrih&ti drugs and dressings

purchased in sccordance with prescript ion given by specified physicians;

(c) The Institute will support 80 pe** cent ni costs of the Toilc&irsg:

ii) Dental treatment;

Hi) Lenses without frame;

(iii) Pre-natal and post-natal treatment, hospitalization #ftti delivery

charges and medicines useu in any maternity cases;
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id) Refund of i:<edical expenses incurred outside ths- duty station shall be m

provided that the staff member is or> an authorized mission in that particular locality

ck$ tr-J? time of h.is/f'-er incii -s-posi. tien or on an approved hoi">e leave-?

(&) Approval for jeurrtey^ outside the duty station for medicaj treatment snail,

only be given by the Director to- S'Ulf on recemm^ndition ot a ":eaic*l Panel or a group

cf not less than two (2) doctors appointed or recognized by the Institute and shall

be confined to serious cases, in the case of the Director, approval must be given by

the Chairman of the Board on the recommendation of a Medical Panel.

(f) Approval of medical treatment abroad snail be .given by !Fhe appropriate

authority «hen the life of a staff or his eligible dependent is if; d^ger or when

specialized examination and treatment is riec^s^ary for diagnosis of difficult c<*ses,

In such cases the Hedfc^l Panel or the g*oup of doctors apoointed Bi>all certify that

facilities for such- specialized treatment &re not avaii^bie locally;

(g) Where the staff meaiber or eligible dependent has received such specialized

treatment abroad, and has been requested io report acair, for further Ryamination and

follow up treatment, the Medical Panel or the group of doctors referred to shall

convene to detensina the need for him/her to xr^el abroad and whether the follow-up

treatment cannot be satisfactorily done locally*

Pryvent. Ive^ r^a 1, t,Q. (eQ^lai _i oji

It is the responsxbii.lt>- of eacn staff mem be f whether professional or General

Service-Staff to maintain records of iRo*-.ulAtions and arrange with <? physician when

additional inoculations ^re due.

CHAPTER VI):

IRhVll AND 'lO^t^ENT OF S7AFF

Travfji

Official travsi of the Director sha.ll.be subject to the writt&n authorization

of the Chairman of the Governing Board, The Dirzdar shall ^uhiirH a quarterly travel

plan to the Chairman of the Board for approval.

Official travel of ether staff members or their dependents shall be subject to

a written authorization by the Director. Before travel ib etfected ins staff member

shall personally ensure that hs/she fr&z the necessary authorization.

Subject to the previsions specified in the Financial Rules* travel by staff

members of the Institute shaVi be as follows;



. 16/33

ge 16

(&) ii) Temporary

Travel on official mission on behalf of the Institute;

(ii ) Specific

On initial appointment; or home leave; on separation from the from the

service under the conditions stipulated in the present Staff Rules and

Regulations? or on travel authorized for special "-easor.*i (family*

neth" cal, secar? ty j 3 ■ ■ ■.

(b) (i)- The normal route for all travel authorized shall- be the most direct

and econofi>ic.a 1 route;

(ii) The route, <™de And conditions of transportation sha.U be determined

by the Director in conformity with the relevant provisions of the

rinane!a 1 Rules;

(c) fi) Any staff member authorized to undertake a. mission abroad shall be

'entitled to a subsistence allowance which may v«rv from area to zr&&

or from country to country and according to the grade of the staff

member. A schedule of r-ates for subsistence allowance shall be

es-Uolished f>oa» time to time Dy the Director m accordance with the

presi-riceJ terms and conditions;

^11} $ staff me&fcer on spsc^^l travel sistus shaii bs entitled to

subsistence allowance to-- the period of travel;

id) All staff nemfter% *hall 'Lravel ir\ economy class by air or second cla^ss by

t.i if any other poae of transport is used, tiiey shall travel according to the terms

nd conditions prescribed by the Director?

(8) (i) On initial recruitment, and on separation frora th<? service, the

Institute s?>,Ul pay *he costs for the removal of personal effects and

household goods according to the te^ms and conditions establishing the

authorised luggage weight;

(ii) The Director shall determine, from time to ttrae5 the ^pacific

conditions for payment of excess Xuggaqe-, including the transport of

official documents and other effects of the Institute particularly

durinc conferences organized by or in collaboration with the

Institute;

(f) (i) Staff members in travel status shall not be entitled to a refund of
unused tickets, neither snail they keen them at the end of official

t'avel. Unused ticket* sha11 be returned to the Office of

Administration 0-" the Institute;

(ii) All unforseen expenses incurred within reasonable limits during travel

on official duty *p.ay fee ''efunderf upon presentation of receipts and

supporting dacunents accordinq to the terms and conditions established

by the Director in confo^ity ivith Financial Rulss;
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C9) (!)

,

In the case of the death of a st»ff nei!iber, or his or her SDoUs. or
his Dependent, thn Institute Ch3n !,„,- »k :. " spojse or

-Q-. .dKe, s, m-i^dipg the expenses tor eafaiising the body;

ttf p;-ii;n^r:ir of the

Civ)

Institute

occurred while in offirit5] t

Lnt'liTe shall ae fao.rne by the

separation from service,

^^: ^ ™ ^ ^vel expensss f0, the

4PPly t0 rBturn trsvel "pen.es on

li) Any staff »e»ber who resigns a^ter ies, than one > • ) /Mr rf ser«l-P
or «itn3n six i6) months followin, The date o*'hiV r«tl?' * "
leave shall not be entitled +o r.yw .+ !o " 'rOi" nwa
for himself or !ns depen^nts;

that t

SO doingi

(Hi) The Institute shall not pay return travel

or e reasons for

S£PARATtON FROM SERVICE

Separation from service may result from:



E/ECA/CN.16/33
P^ge 18

or ^ paying three .onttTs s«lariPS <„ I eu tw^f ^»rMn f *^ governing Board
may resign by giving one »onth-, noiir, *o tVTr°rA "T"""1 S<?rViCe 5taff ^^^
n lieu thereof -^-ite -o th= DarecTor or by pausing a month"s salary

g

in lieu thereof.

he requisite '
of the governing t^, ^

ie remaining period of the notice,

(c) A staff member who shalt i»,,
resignation, shail be paid in' Hpf. t^
5,iary or K5ge for the perlod ..-

Stiff «'»be'' "efore the expiration of

'^^ °* ^ °ireCtOr °r the
»" amount equivaienl to

^ the ti.e of his

Article 42

n of thp

effected by tne Governing '
P"T«sionai staff .Mbersand b thpO

«r,der the following conditions:

the .ay

(V)

the eXi9encie5 of the services sc

^ S °f a

Rector and other senior

^ a general service staff,

d^and (1*ck of fund,);

deeBBd unsatisfactory;

known

appointment

had been

R"u"tlllrls> "*ve precluded his/her

dishonorable reasons;

^ h
ence or »P--ison.ent by a court fo
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(b) An affected staff nexbzr within the professional category «n.6 including the
Director will be given three month's noti.ce Or three month's salary in lieu thereof:

(c) An affected staff member within the general service category will be given
one month s notice or one month's salary in lieu thereof;

CdJ In lieu of the notice period, the organs of the Institute mentioned under
(a) above ®*y authorize, in accordance with the prescribe terms and conditinn*, anti
following consultation with the Disciplinary Board, compensation raicula+»d on the
basis of the salary and emoluments the staff member would h&vs received if his/her
separation froe service had occurred at the end of the normal notice period;

(e) No staff member shall be dismissed until a Disciplinary Board, set yp for
the purpose, has examined the matter, given its opinion w$ submitted a "report.

Financial and other ..responsibilities

In case of resignation or separation fro* service, staff -**fffc*rS -*haJ1 be
required to reimburse the Institute in full any indebtedness as well as fi«aiM:i*i
lossjDr material damage suffered as a result of negligence-or of their having violated
any Staff Rules and Regulations, or other administrative instructions.

In conformity with the relevant provisions established by the Institute, staff
sobers shall not regain in the services of the Institute beyond the age of sixty

(60). In exceptional circumstances and, in the interest of the Institute, the
Director way recommend to the Governing Board the extension of a period of not' more
than one year proviti&v that the Piedica! Panel certified the staff at?«it>er as fit,

Artie"..? 45

Payment to. _de pen dents of' deceased staff member

In the event of death of a staff member, his nominated beneficiary/ies shall
receive;

(1) Any gratuity due to the deceased staff siembor at the dais of death;

tii) Any payment in respect of leave accrued by the deceased.

All other entitlements, dues* privileges, and fringe benefits enjoyed by the
staff member shall' cease as from the date' of his/her death with *he exception cf
passages as specified in Article Z9 (g) and return travel expenses in respect of
his/her dependents.
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CHAPTER IX

DISCIPLINARY MEASURES Am PROCEEDINGS

■ (a) For the purpose of this rule, "disciplinary measures" that could pe taken

against a staff member found guilty of misconduct shall Include the following;

(i)- Warning or reprimand;

(ii) Determent of annual increment;

(iii) Suspension froiri duty with or without salary;

(iv) Demotion?

(v) Dismissal.

- " (h) Disciplinary measures &r& subject to prior approval of the Governing Board

in respect of the Directors professional staff, and of the Director in respect of

General Service staff?

(c) An action of misconduct by -the Director as defined in these Rules and

Regulations shall be reported to the Chainnan of the Governing Board who shall arry

out an investigation through a Disciplinary Board to determine the extent of guilt of

the staff member and recommend to the Chairman of the Governing Board any appropriate

disciplinary measures to be taken;

(d> An action of misconduct by any other professional staff of the Centre shall

be reported to the Director who shall, after .-investigation through a Disciplinary

Board" to determine the extent of guilt.of such a staff member and recommend to the

Chairman of the Board any appropriate disciplinary measures to be tsken;

(e) An action of misconduct by a general service staff of the Institute shall

be reported to the Director who shall t^rry out an investigation through a

disciplinary Board to determine the extent of gui.lt of such a staff member and take

any appropriate disciplinary measures-

Right oi

(a) During an investigation by the Disciplinary Board, an employee charged with

misconduct shall be entitled to defend himself before the Disciplinary Board?

(b) If any witnesses are called to gi-'e evidence before the Disciplinary Board,

the staff member shall be entitled to be present to cross-examine such w
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(c) The staff member may tall uitnesses Jr. his/her ce+ence;

(d) Mo documentary evidence shall be used against xh& sia*Lf member unless

he/she has erevious1y b&5n provi ded w i x h a c0ay thera0f ar unIess■ ne/she hat been

given zccsisb thereto,.

Article 48

Where under these ru''e& ana regulations i% is found difficult to serve any

notice-, charge or other documents upon a st^ff m^ber, or to comjaunicate any

information or admanislrative decision to *taff ipjsdiber, It sh^ll be sufficient if

sucn notice9 charge, document, information or decision is sent by registered post

*ddreused to his/her usual or last known address, post office box or where it is

pra.cti cab] e, del ivereri personally «t hi5/her usual ^r la'it known rsr-siden.ee*

Article *?

(■a) A staff member t^ha wishes to appeal ^.gain-st an HHtiministratipJ& decision

shall address Ms petition to the Governing Boa^d thrct^h the Disciclinary Board and

via. the Director within one month After the decision h^s keen t^-ken:;

(fa? A staff 'member wno H« s tiisffiissed trc^- the service of the Institutes under a

disciplinary measure forfeits all retireraept benefits but shall be entitled to one

way air ticket to enable h;I<"fi return to hii ho#p- cotAntry wh^re applic^ble? iu;d to any

other benefits at the discretion of the Governing Bo&r-i or Director cs the c«s(? may

be on the recof^encUtion of tne inscipxanary aoard.

CHAPTER XI

FINAL PRO^ISXO^S

The previsions of the present st<3tf rules and regulations may be amendec or

supplemented.

The provisions of the present staff rui«s and rey^Lsiion^ shall come into force

upon their approval by the Conference of Ministers of the Economic Commission for

Africa, aP'6 upon the recofflmendaticn of tc^s Governing Bq*.?&*



ANWEX I

ANNUAL SALARY SCALE OF PROFESSIONAL AND TECHNICAL STAFF (in US*)

BARDIE DES TRAITEHEMTS ANNUELS DES CADRES ET &U PERSONNEL TECHNIQUE

■Staff categories Classifica- STEPS ECHELONS

Catsncrie& du tion . . .________„

Personnel Classe I II III IV V vl VII VIII IX X

Assistant Officer

Fonctionnaire PI 105OSO 10,430 10,780 11,130 11,480 1.1,330 12,180 12,530 12,880

■adjoint

Second Officer

2e!r,e Adjoint P2 12,400 12,964 I3,3Z8 1336?2 14,036 14,420 14,764 15,148 15,5.1.2 15,876

J.er Adjoint P3 15,400 15,792 16,164 16,576 16,968 17,360 17,752 13,144 IB,536 18,876

Sen lor Office

Cadre sup^rieur P4 18,6?0 "l?,040 j.9,h60 19,830 20,300 20,720 21,140 21,560 21,980 22,400

Chief

of Department

Directeur de

te^snt P5 22,400 22,348 23,296 23,744 24?l92 24.640 25,083 25,536 25,934 26,432

Deputy Director F5 22.400 22,6^8 23,296 2^,744 24^192 24,640 25,088 25,536 25,984 26,432

'Directeur

adjoint Fa 23f?96 24,458 2a,?^0 25,382 25,833 26,306 26,7o8 27,230 27,692 28,134

Dl 26,530 27,020 27,5.10 28,000 28,490 28,980 29,470 29,960 30,450 30,940
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ANNEX II

«

ANNUAL SALARY SCALE OF GENERAL SERVICE: STAFF {in US*)

BATEME D£S TRATENENTS ANNUELS DLJ PERSONNEL DES SERVICES GENERAUX

E/ECA/Cn.16/33

Annex II

SCaff categories

Classi

fication I VI VII VIII IX

Locally Recruited

Staff 1

General Service Staff GSi 658 714 770 826 882 938 994 I.,050 1,106

1st Class

Locally Recruited

Staff 2

General Service Staff GS2 938 1,001 1,064 1,127 1,190 1.253 1,316 1,37? 1,442 1,505

2nd Class

Locally Recrux

Staff 3

General Service Staff GS3 .1,330 1,414 1,498 1,582 1,666 1,750 1,834 i,9iS 2,002 2,086

3rd Class

Locally Recruited

C^fi ff H

General Service Staff 634 l,B62 I,988 2,114 2,210 2,366 2,A?2 2,613 2,744 2,870 2,9*6

4th Class

Locally Recruited

General Service Staff 0S5 2,555 2,695 2,835 2,975 3,115 3,25* 3,395 3,535 3,67!? 3,815

5th Class

Locally Recruited

Service Staff GS6 35220 3,388 3,556 357E4 3,392 4,060 4,228 4?3?6

6th Class

4,732

Locally Recruited

General Service Staff b

7th

5s5'^0 5,754 5,?78 6,202 6,

Locally Recruited

General Service Staff G5S 6,020 6,286 6,552 6,816 7,084 7,350 7,616 7,882 8?14S 8,414

Sth Class

\ tLocally Recruited
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Staff 9 ■ ■ ■

General Service Staff 63? 7s280 7,560 7,840 8,120 8,400 8,680 S,?60 9,240 ?,320 ?,B00
?th Class

Senior General Service

Staff 10 GSiO 8,5^0 8,S20 9,100 9,380 9,660 9s?40l0,200 10,500 :0?7S0 11,060
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III

ANNEX ill

HOUSING ALLOWANCE

Professional and genera service st^t meters who are internationally recruited
sh*U be piviible "for free accommodation on the premises of the Institute, tohen such
facilities cannot be provided, rents are payable as monthly housing allowances wnose

fn:axifr.uiTi levels shall be as follows:

P6-B1 05*1,2^

pq_p5 I f00

ren

OS

The condition of payment rests or, production of an agreement or contract
ts shall be payable directly to the landlord t?y the Institute.



Annex VI

ANNEX VI

TRAVEL AND LUGGAGE ENTITLEMENTS

At the time of initial engagement, the internationally-recruited employee a no"
his/her dependents up to a tftaxiiniim of si* (6) children are entitled to;

(a) 50 kilos of non-accompanied luggage per person;

(5) 10 kilos of excess luggage psr person.

(a) 50 kilos of non-accompanied luggage per person

ih) 10 kilos excess luggage pzr person.
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ANNEX VII

TRAVFL ALLOWANCE: AT THE TIME OF INITIAL RECRUITMENT; HOME
LEAVE OP IN CASE OF SEPARATION FROf'i SERVICE

The employee and his/her dependents will be entitled to per 6iz® Allowance or

transit allowance:

( 100 Der cent of the perdiem rate for the employe;

(b) 1/2 of the perdie^ rate for each dependent.


