THE STAFF REGULATIONS AND RULES OF 

THE INTERNATIONAL JUTE STUDY GROUP (IJSG)

SCOPE AND PURPOSE
The Staff Regulations and Rules embody the fundamental conditions of service and  the basic rights, duties and obligations of the staff of the International Jute Study Group as approved by the Council. 

1.0
DUTIES AND RESPONSIBILITIES              

REGULATION 1.1 

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

REGULATION 1.2 

In the performance of their duties staff members shall neither seek nor accept instructions from any government or from any other  authority external to the Group. 

REGULATION 1.3 
Staff members shall exercise the utmost discretion in regard to all matters of official business. They shall not communicate to any person any information known to them by reason of their official position which has not been made public, except in the course of their duties or by authorization of the Secretary General. Nor shall they at any time use such information to private advantage. These obligations do not cease upon separation from the Group. 

REGULATION 1.4 
Staff members are subject to the authority of the Secretary General and to assignment by him to any of the activities or offices of the Group. They are responsible to him in the exercise of their functions. The whole time of staff members shall be at the disposal of the Secretary General. The Secretary General shall establish a normal working week. 

REGULATION 1.5 

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

REGULATION 1.6 

The status, privileges and immunities attached to the Group by virtue of its Headquarters Agreement with the Government of Bangladesh are conferred to enable the Group fully and efficiently to discharge its responsibilities and fulfill its purpose and functions. These privileges and immunities furnish no excuse to the staff who enjoys them for non‑performance of their private obligations or failure to observe laws and police regulations. In any case where these privileges and immunities arise,  the staff member shall immediately  report to  the Secretary General,  with whom alone it rests to decide whether they shall be waived. The Council shall decide whether the privileges and immunities shall be  waived in the case of the Secretary General. 

REGULATION 1.7 
Staff members shall neither give advice nor assistance to any government or person or authority in relation to jute or other commodities except as is necessary for the proper discharge of their duties. 

REGULATION 1.8 

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

REGULATION 1.9 

No staff member shall accept gifts or favours from governments or individuals in connection with his or her duties in the Group.  However, where refusal of a memento of relatively minor value would cause embarrassment to the Group or to the donor, the employee should be guided by the dictates of good manners and taste and shall obtain prior approval from his or her Head of Division or the Secretary General. Such dictates shall also serve as guides in any other relationship which could be construed as influencing factors in an employee's performance of his or her duties with the Group. 

REGULATION 1.10 

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

REGULATION 1.11 

Upon appointment, each staff member shall subscribe in writing to the following affirmation: 

"I solemnly affirm that, to the best of my ability, I will carry out my responsibilities in a manner that will further the purposes of the International Jute Study Group; that I will refrain from  communicating confidential information to persons outside the Group; that I will not use to private advantage information known to me by reason of my official position; and that  I will not seek or receive instructions from any member or from  any  other authority external to the Group in regard to the performance of my duties." 

RULE 101 : HOURS OF WORK                                      

(a)
Normal working hours shall be from 8.00 a.m. to 4.00 p.m. Sunday through Thursday. Such times, or the work week, may be altered by the Secretary General as the needs of the service may require, provided that the total number of normal working hours a week is not thereby changed. 

(b)
The scheduled work week assigned to a staff member may be subject to alteration if the exigencies of service so require. 

(c)
A staff member may be required to work beyond the normal working hours if the exigencies  of service so require. 

RULE 102: OFFICIAL HOLIDAYS 

Official holidays shall be those holidays observed in Bangladesh, or the equivalent number of days, as decided by the Secretary General.

RULE 103: OUTSIDE ACTIVITIES AND INTERESTS         

(a)
Staff members shall not engage in any continuous or recurring outside occupation or employment without the prior approval of the Secretary General. 

(b)
Staff members who have occasion to deal in their official capacity with any matter involving a business concern in which they hold a financial interest shall disclose the measure of that interest to the Secretary General. 

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

(d)
Staff members shall not, except in the normal course of official duties or with the prior approval of the Secretary General, perform any one of the following acts, if such act relates to the purpose, activities, or interests of the Group: 


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


(ii)
Accept speaking engagements; 


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


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

RULE 104: MEMBERSHIP IN POLITICAL PARTIES AND POLITICAL ACTIVITIES 

Membership in a political party is permitted provided that such membership does not entail action, or  obligation to action, contrary to Staff Regulation 1.10.

2.0
CLASSIFICATION OF STAFF, SALARIES AND RELATED ALLOWANCES 

REGULATION 2.1 
In conformity with the requirements of the Group, as approved by the Council, the Secretary General shall make appropriate provision for the classification of positions and staff according to the nature of the duties and responsibilities. Classification will be in accordance with the United Nations categories of: 

(i)
Professional and higher categories. 

(ii)
National Officer and General Service category. 

REGULATION 2.2 

In conformity with the requirements of the Group the salaries of staff members shall be fixed by the Secretary General in accordance with the prevailing classification system and salary scales of the United Nations. 

REGULATION 2.3 

All salaries and allowances for staff in the professional and higher categories shall be quoted in US dollars. Salaries of members of the staff in the national officer and general service category shall be quoted and paid in Bangladesh taka. All gross salaries shall be subject to the prevailing UN rates of Staff Assessment, yielding net salaries in accordance with UN rates. 

REGULATION 2.4 

Subject to satisfactory service, salary increments within the levels set out in the prevailing salary scales of the United Nations shall be awarded annually.

REGULATION 2.5 

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

REGULATION 2.6 

The Secretary General may grant a non‑resident allowance to staff members in the national officer and general service category  who have been recruited from outside Bangladesh. This is envisaged only in exceptional circumstances when staff cannot be recruited locally. 

REGULATION 2.7 

In order to maintain standards of living, professional and higher category staffs shall receive cost‑of‑living payments in conformity with the prevailing post adjustment schedules of the United Nations. 

REGULATION 2.8 

Staff members shall be entitled to receive dependency allowances in conformity with the prevailing dependency allowances schedule and related provisions of the United Nations. Such allowances are payable in respect of: 

(i)
Each dependent child of a single, married, widowed or divorced staff member. 

(ii)
Where there is no dependent spouse, a single annual allowance for either a dependent parent, a dependent brother or a dependent sister. 

REGULATION 2.9 

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

REGULATION 2.10 

Internationally recruited staff members who are outside their home country shall be entitled to an education grant for their children, in accordance with the prevailing schedule for such grants of the United Nations. 

REGULATION 2.11   

Where staff members are subject both to staff assessment under this plan and to national income taxation in respect of the salaries and emoluments paid to them by the Group, the Secretary General is authorized, on receiving proof of payment of such national taxation, to refund to them the amount of staff assessment collected from them provided that: 

(i)
The amount of such a refund shall in no case exceed the amount of income taxes paid and payable by them in respect of their IJSG income only; 

(ii)
If the amount of such income taxes exceeds the amount of staff assessment, the Secretary General may also pay to the staff member the amount of such excess; 

(iii)
A payment under the conditions prescribed in the preceding sub‑paragraphs is authorized in respect of dependency benefits and post adjustments, which are not subject to staff assessment but may be subject to national income taxation. 

RULE 201 : DEFINITION OF  DEPENDENCY 

(a)
A dependent spouse shall be a spouse whose annual occupational earnings, if any, during the calendar year considered do not exceed the lowest entry salary level of the United Nations general service salary scale in effect in Dhaka. 

(b)
For purposes of the Staff Regulations and the Staff Rules a "child" shall be the unmarried child of a staff member, under the age of 18 years, or if the child is in full‑time attendance at a school or university, or similar education institution, under the age of 21 years. If the child is totally and permanently disabled, the requirements as to school attendance and age shall be waived. 

(c)
For the purposes of dependency allowance a child shall be recognized as dependent when the staff member provides the continuing support and submits a claim certifying to this effect; provided that where divorce has occurred and the child does not reside with the staff member, dependency allowance will be payable only where the staff member has assumed responsibility for the main and continuing support of the child and submits satisfactory documentary evidence to that effect.

(d)
A dependent parent, dependent brother or dependent sister shall be a parent, unmarried brother or unmarried sister of whose financial support the staff member provides one half or more, and in any case at least twice the amount of the dependency allowance; provided that the brother or sister is under the age of 18 years, or if in full‑time attendance at a school or university, or similar education institution, under the age of 21 years. If the brother or sister is totally and permanently disabled, the requirements as to school attendance and age shall be waived. 

RULE 202: SALARY INCREMENTS 

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

(b)
A salary increment may be deferred within an incremental period, or withheld, if service or conduct is unsatisfactory. The staff member involved shall be so informed by the Secretary General. 

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

RULE 203 : SALARY POLICY IN PROMOTIONS 

Staff members receiving promotions shall be paid in accordance with the following provisions:

(a)
During the first year following promotion a staff member in continuous service shall receive in salary the amount of two full steps in the level to which the staff member has been promoted more than he or she would have received without promotion, except where promotion to the lowest step of the level yields a greater amount. The step rate and date of salary increment in the higher salary level shall be adjusted to achieve this end. 

(b)
When, on promotion, a staff member becomes ineligible for payment of non‑resident allowance and/or language allowance which he or she has formerly been receiving, the amount the staff member has been receiving for these allowances shall be added to his or her salary before promotion to establish the step rate and date of next salary increment under (a) above. 

RULE 204 : OVERTIME AND COMPENSATORY TIME OFF 

(a) Additional payment or compensatory time off shall be given to staff members in the general service category who are required to work: 

(i) in excess of eight hours in a day;

(ii)
on Friday or Saturday when these days are not part of the scheduled work week; or 


(iii)
on official holidays.

(b)
Compensation for overtime work shall be computed to the nearest one half hour. Less than one‑half‑hour on any day during the scheduled work week shall not be considered. 

(c)
Overtime compensation shall be made at the rate of the staff member's hourly basic salary for overtime performed during the scheduled work week and at the same rate on Friday or Saturday or on an official holiday subject to 4 hours minimum payment. 

(d)
Immediately following a period of intensive overtime work and should the exigencies of the service permit, occasional compensatory time off may be granted by the Secretary General to staff members not entitled to overtime compensation. 

RULE 205 : ALLOWANCE FOR NON‑RESIDENTS 

(a)
Staff members in the national officer and general service category, who have been recruited from outside Bangladesh may receive a non‑resident allowance in accordance with prevailing United Nations rules and scales provided that in no case shall the allowance be paid to a staff member who has Bangladesh nationality. 

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

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


(i)
is living in Bangladesh;


(ii)
is the spouse of any person covered by (i).

(d)
Entitlement to a non‑resident allowance will cease in the case of staff members who: 


(i)
change their residential status in such a way that they may, in the opinion of the Secretary General, be deemed to be permanent residents of Bangladesh; 


(ii)
marry a spouse who would be regarded as "resident" (if appointed), unless the spouse would be regarded as dependent under the Regulations and Rules; 


(iii)
marry an IJSG staff member in the Professional or higher categories (or an official in comparable "international status" outside, for example in a diplomatic mission);


(iv)
marry another IJSG staff member with non‑resident allowance. In this case, the allowance will be continued for the staff member who is regarded as the "head of the family". 

RULE 206: LANGUAGE ALLOWANCE 

(a)
Staff in the national officer and general service category shall be paid a language allowance in accordance with prevailing United Nations' rules and rates if they pass a test, prescribed for this purpose, in any official language of the Group other than the language or languages in which they are required to be proficient by the terms of their appointment. No staff member shall be paid a language allowance for more than two official languages. Further tests at intervals of not less than five years will be required in order to demonstrate their continued proficiency. 

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

RULE 207 : DEDUCTIONS AND CONTRIBUTIONS 

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


(i)
staff assessment, at the rates and subject to the condition prescribed in Staff Regulation 2.3. 


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

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


(i)
for contributions, other than to the Provident Fund, for which provision is made under these Regulations and Rules; 


(ii)
for indebtedness to the Group; 


(iii)
for indebtedness to third parties when any deduction for this purpose is authorized by the Secretary General and agreed to by the staff member. 

RULE 208 : EDUCATION GRANT 

(a)
For the purposes of this rule: 


(i)
"child" means an unmarried child of a staff member who is dependent upon the staff member for continuing support. "Disabled child" means a child who is unable, because of physical or mental disability, to attend a normal educational institution and therefore requires special teaching or training in preparation for full integration into society or, who despite attending a normal educational institution, requires special teaching or training to overcome the disability. 


(ii)
"home country" means the country of home leave of the staff member under Rule 403. If both parents are eligible staff members, "home country" means the country of home leave of either parent. 


(iii)
"duty station" means the country, or area within commuting distance notwithstanding national boundaries, where the staff member is serving. 

(b) Staff members who are regarded as internationally recruited, and whose duty station is outside their home country, shall be entitled to an education grant in respect of each dependent child in full‑time attendance at a school, university or similar educational institution. The grant shall not, however, be payable in  respect of: 

(i)
attendance at a kindergarten or nursery school at the preparatory level; 

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

(iii) correspondence courses, except those which in the opinion of the Secretary General are the best available at the duty station; 


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


(v)
vocational training or apprenticeships which either do not involve full‑time schooling or in which the child receives any payment for services rendered. 

(c)
The grant shall be payable up to the end of the school year in which the child completes four years of post‑secondary studies or is awarded the first recognized degree, whichever is the earlier. The grant will not normally be payable beyond the school year in which the child reaches the age of 25 years. If the child's education is interrupted for at least one school year by national service, illness or other compelling reasons, the period of eligibility shall be extended by the period of interruption. 

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

(e)
Staff to whom an education grant is payable in respect of their child's attendance at an education institution shall be entitled to travel expenses for the child of one return journey each scholastic year between the educational institution and the duty station, provided that: 


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


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


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

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

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

RULE 209: HARDSHIP ALLOWANCE 

A staff member in the professional category and above who is appointed for a period of one year or more shall be paid the hardship element of the Hardship and Mobility Allowance in accordance with the United Nations Regulations and Scales. 

3.0  RECRUITMENT AND APPOINTMENTS       

REGULATION 3.1

Except where expressly provided for in the Agreement Establishing the Terms of Reference of the International Jute Study Group, 2001 or as might be otherwise determined by the Council, the Secretary General shall appoint the staff. Upon appointment (or promotion) each staff member shall receive a letter of appointment (or notification of promotion) in accordance with the provisions of these Regulations and Rules. Staff members shall be nationals of the members of the Group. 

REGULATION 3.2 

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

Subject to the provisions of the preceding paragraph and without prejudice to the recruitment of fresh talent at all levels, the fullest regard shall be given, in filling vacancies, to the requisite qualifications and experience of persons already in the service of the Group. 

REGULATION 3.3

Staff members shall be granted either permanent or temporary appointments under such terms and conditions consistent with these Regulations and Rules as the Secretary General may prescribe. 

REGULATION 3.4 

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

REGULATION 3.5 

The Secretary General shall prescribe which staff members are eligible for permanent appointments. Permanent appointment to the staff of the Group shall normally be subject to a three‑months' probationary period in the case of the national officer and general service category and a six‑months' probationary period in the case of the professional and higher categories. In exceptional cases, the period of probationary service may be extended by a further period of three months or six months for national officer, general service and professional categories respectively. At the end of  this period the staff member shall be granted a permanent appointment or be separated from the service. 

REGULATION 3.6 

Temporary appointments, having an expiration date specified in the letters of appointment, may be granted for a period not exceeding one year. Temporary appointments do not carry any expectancy of renewal or conversion to any other type of appointment. 

REGULATION 3.7

Appointments shall be subject to a satisfactory medical examination. Staff members may be required from time to time to undergo further medical examination. These medical examinations shall be at the expense of the Group. 

RULE 301: LOCAL RECRUITMENT 

Staff members who at the time of recruitment are permanently resident in Bangladesh and those recruited to serve in posts in the national officer and general service category, whatever their residential status at the time of recruitment, shall be regarded for purposes of these Regulations and Rules as locally recruited. 

RULE 302: INTERNATIONAL RECRUITMENT 

Staff members other than those regarded under Rule 301 as having been locally recruited shall be considered as having been internationally recruited. The allowances and benefits in general available to internationally recruited staff members include payment of travel expenses upon initial appointment and on separation for themselves and their dependents, assignment grant, hardship allowance, education grant, home leave, repatriation grant and removal of household effects and any other United Nations allowances and benefits granted to internationally recruited staff members. They may also be entitled to house rental advance in accordance with Rule 615 of the Regulations and Rules. 

RULE 303: LETTER OF APPOINTMENT 

(a)
The letter of appointment granted to every staff member shall contain expressly or by reference all the terms and conditions of employment. 

 (b)
The letter of appointment shall state: 


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


(ii)
the nature of the appointment; 


(iii)
the date at which the staff member is required to commence duty; 


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


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


(vi)
any special conditions which may be applicable. 

(c)
A copy of the  Agreement Establishing the Terms of Reference of the International Jute Study Group, 2001 and the Staff Regulations and Rules shall be transmitted to the staff member with the letter of appointment. In accepting appointment, the staff member shall state in writing that he or she is acquainted with and accepts  the  conditions laid down in the Staff Regulations and Rules. 

RULE 304 : EFFECTIVE DATE OF APPOINTMENT 

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

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

RULE 305 : NOTIFICATION BY STAFF MEMBERS AND OBLIGATION TO SUPPLY INFORMATION

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

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

(c)
Any staff member who intends to change their nationality, or acquire permanent residence status in any country other than that of their nationality, shall notify the Secretary General of that intention before any such change becomes final. 

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

(e)
The Secretary General may at any time require a staff member to supply information concerning facts, applying prior to, or during appointment, which are relevant to their suitability, integrity, conduct and service as a staff member. 

RULE 306 : NATIONALITY 

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

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

(c)
Staff members shall have a good knowledge of at least one of the official languages of the Group. 

RULE 307: FAMILY RELATIONSHIPS 

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

(b)
Staff members who bear any of the relationships specified in (a) above shall not be assigned to serve in a post which is superior or subordinate to the other in the line of authority. 

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

RULE 308 :  RELATIONS WITH MEMBERS OF THE COUNCIL AND ITS 

                       COMMITTEES 

(a)
No member of the staff shall canvass any member of the Council or of the Council's Ad hoc committees and working groups with regard to his or her salary or any conditions of employment. 

(b)
Applicants for employment shall be informed that such canvassing is not permitted.      

4.0
 ANNUAL, HOME AND SPECIAL LEAVE

REGULATION 4.1

Staff members shall be allowed appropriate annual leave. 

Special leave may be authorized by the Secretary General in exceptional cases. 

REGULATION 4.2 

Eligible staff members shall be granted home leave once in every year of qualifying service. 

RULE 401 : ANNUAL LEAVE 

(a)
A staff member shall accrue annual leave while in full pay status at the rate of 30 working days a year or 2.5 working days per month. 

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

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

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

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

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

RULE 402 : SPECIAL LEAVE 

(a)
Special leave, with full or partial pay or without pay, may be granted for advanced study or research in the interest of the Group, or in cases of extended illness or for other important reasons for such period as the Secretary General may prescribe. 

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

RULE 403 : HOME LEAVE 

(a)
Staff members other than those considered as local recruits shall be entitled once in every year of qualifying service to visit their home country, or alternatively the country of their spouse, at the expense of the Group for the purpose of spending in that country a substantial part of their annual leave. 

(b)
Staff shall be eligible for home leave provided their service is expected by the Secretary General to continue at least six months beyond the date of their return from any proposed home leave. 

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


(i)
the place of home leave within the home country shall be, for purposes of travel and transportation entitlements, the place with which the staff member had the closest residential ties during the period of their most recent residence preceding appointment; 


(ii)
The Secretary General in exceptional and compelling circumstances may authorize as the home country, for the purposes of this Rule a country other than the country of nationality. Any staff member requesting such authorization will be required to satisfy the Secretary General that they maintained their normal residence in such other country for a prolonged period preceding their appointment, that they continue to have close family or personal ties in that country and that taking home leave there would not be inconsistent with the purposes and intent of this Rule. 

(d)
Should the Secretary General decide that exceptional circumstances, arising out of exigencies of service, make it necessary for any staff member's home leave to be delayed beyond the period in which it falls due, such delayed leave may be taken without altering the time of their next and succeeding home leave entitlement. 

(e)
Staff may be required to take their leave in conjunction with travel on official business, due regard being paid to the interest of the staff member and family. 

(f) Subject to the conditions specified in Section 6 of these Regulations and Rules, staff shall be entitled to claim, in respect of authorized travel on home leave, travel time and expenses for themselves and eligible 

dependents (as defined in Rule 604) for the outward and return journeys between Dhaka and the place of residence in the staff member’s home country. 

(g)
The Secretary General may request staff, on return from home leave, to furnish satisfactory evidence that they have spent a substantial period of leave in their home country. 

5.0   SOCIAL SECURITY
REGULATION 5.1 
Provision shall be made for the establishment and operation of a Provident Fund with the joint participation of the Group and staff members, the staff member's contribution being 7.90 percent and the Group’s contribution 15.80 percent of the staff member's gross salary. The Council shall be informed of any changes at the subsequent Council Session.

REGULATION 5.2 

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

RULE 501 : PROVIDENT FUND 

(a)
All staff members holding permanent appointments shall participate in the Provident Fund which shall consist of: 


(i)
Contributions to be made by both staff members and the Group at the rates described in Regulation 5.1; 


(ii)
the interest accrued from the investment of the above contributions. 

(b)
Payment of contributions to the fund shall be effected monthly. 

(c)
The administration, investment and control of the Fund is the responsibility of the Provident Fund Committee chaired by the Secretary General which shall have the assistance of professional money management advisers.  The Committee shall be composed as follows: 


(i)
two representatives of members, elected annually by the Council; 


(ii)
the Head of Administrative Division and the Accountant as ex‑officio members; 


(iii)
one representative of the staff in the national officer and general service category and one in the professional category elected annually by members of the staff in each category. 

 (d)
The staff member's share in the Provident Fund shall be payable to him or her upon separation from the Group or to his or her beneficiary if the separation is due to death. However a staff member serving a permanent appointment who leaves the Group before completing one year's service shall be entitled only to that part of the fund he or she contributed plus the interest accruing thereon, if any.  In that case, the Group's contribution plus interest, if any, shall revert to the Group unless the said staff member is leaving the Group for health reasons. 

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

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

RULE 502 : SICK LEAVE 

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

(a)
All sick leave must be approved on behalf of the Secretary General. 

(b)
Staff holding temporary appointments shall be granted sick leave credit at the rate of two working days per month of service for the duration of their employment, with a minimum credit of five days. 

(c)
A staff member holding a probationary appointment shall be granted sick leave up to six weeks on full salary and six weeks on half salary in any period of six consecutive months. 

(d)
A staff member holding a permanent appointment shall be granted sick leave up to a maximum of 90 days on full salary in any twelve consecutive months employment: sick leave in excess of 90 days may be granted at the discretion of the Council at such terms and conditions as the Council may determine. 

(e)
A staff member absent for more than two consecutive working days on grounds of sickness shall forward to the Secretary General (not later than the third day after the beginning of the absence) a doctor's certificate of sickness. Where absence is longer than 5 consecutive working days, the member of the staff shall forward to the Secretary General, at weekly intervals, a doctor's certificate of inability to resume work. Non‑working days which intervene between working days do not interrupt the consecutive sequence. 

(f)
No more than two days' uncertified sick leave will be allowed on any occasion. 

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

RULE 503 : MATERNITY LEAVE

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


(i)
The leave shall commence six weeks prior to the anticipated date of confinement upon production of a certificate from a duly qualified medical practitioner indicating the anticipated date of confinement; 


(ii)
The leave shall extend for a total period of twelve weeks from the time it is granted. The post confinement leave shall therefore extend to a period equivalent to twelve weeks less the period between the commencement of the maternity leave to the actual date of confinement, subject to a minimum of six weeks; 


(iii)
Full pay shall be given to a staff member on maternity leave for the entire duration of her absence in accordance with the provisions of sub‑paragraphs (i) and (ii) above. No miscalculation on the part of the doctor or midwife as to the date of the confinement shall prevent the staff member from receiving full pay to the actual date of confinement. 

(b)
A staff member with less than one year of continuous service at the anticipated time of confinement shall absent herself from her duties in accordance with the same schedule and under the same conditions as provided in (a) (i) and (ii) above. 

(c)
Sick leave shall not normally be granted for maternity cases except when serious complications arise. 

(d)
Return to duty after maternity leave shall be approved by the Secretary General on the basis of a medical certificate. 

(e)
Annual leave shall accrue during the period of maternity leave, provided that the staff member returns to service for at least 6 months after the completion of maternity leave. 

RULE 504: ACCIDENT AND HEALTH  INSURANCE 

(a)
The Group shall provide staff members with : 


(i)
an insurance scheme to compensate them in the event of death, injury or illness attributable to the performance of official duties on behalf of the Group and 


(ii)
a health insurance scheme. 

(b)
The premium for the schemes mentioned under (i) above shall be borne by the Group. 

(c)
The premium for the scheme mentioned under (ii) above shall be subsidized by the Group at a percentage proposed by the Secretary General for the approval of the Council. 

RULE 505:
COMPENSATION FOR LOSS OR DAMAGE TO PERSONAL EFFECTS 



ATTRIBUTABLE TO SERVICE 

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

6.0  TRAVEL AND REMOVAL EXPENSES 

REGULATION 6.1 

Subject to the conditions and definitions prescribed by the Secretary General, the Group shall, in appropriate cases, pay the travel expenses of staff members and their dependents. 

REGULATION 6.2 

Subject to the conditions and definitions prescribed by the Secretary General, the Group shall pay removal costs for staff members. 
RULE 601 : OFFICIAL TRAVEL OF STAFF  MEMBERS 

(a)
Subject to the conditions laid down in these Regulations and Rules, the Group shall pay the travel expenses of staff members in the following circumstances : 


(i)
on initial appointment and on separation from the service for staff recruited internationally;and 

(ii)
when required to travel on official business; 


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

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

(b)
The Group shall pay the travel expenses of staff members to the place from which they were recruited or to the place recognized as their home. 

RULE 602 : OFFICIAL TRAVEL OF  DEPENDENTS 

(a)
Subject to the conditions laid down in these Regulations and Rules, the Group shall pay the travel expenses of eligible dependents of staff members recruited internationally in the following circumstances:  
(i)
on initial appointment; 


(ii)
on separation from the service, provided they have completed not less than one year of continuous service or earlier, if their services are terminated by the Group; 

(iii)
on home leave; 


(iv)
on journeys approved in connection with the education of a staff member's child; 


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

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

RULE 603 : LOSS OF  ENTITLEMENT TO RETURN TRANSPORTATION 

(a)
Any staff member who resigns before completing one year of service or within six months following their return from travel on home leave shall not normally be entitled to repayment of return travel expenses for themselves or their dependents. The Secretary General may, however, authorize such payments if he is satisfied there are compelling reasons for so doing. 

(b)
Any staff member who resigns in order to take up another appointment within the country of the Headquarters shall not normally be entitled to payment of return travel expenses for themselves or their eligible dependents. 

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

RULE 604 : ELIGIBLE DEPENDENTS 

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

RULE 605 : AUTHORITY FOR  TRAVEL 

Before travel is undertaken it shall be authorized in writing by the Secretary General. In exceptional cases, staff members may be authorized to travel on oral orders but such oral authorization shall require written confirmation. Staff members shall be personally responsible for ascertaining that they have the proper authorization before commencing travel. 

RULE 606 : TRAVEL EXPENSES 
(a)
Travel expenses which shall be paid or reimbursed by the Group under the relevant provisions of this Section shall include : 


(i)
Transportation expenses i.e. carrier fare (Rules 607, 608 and 609) 


(ii)
Terminal expenses (Rule 610) 


(iii)
Expenses while in transit (Rule 611) 


(iv)
Travel subsistence allowance (Rule 612) 


(v)
Miscellaneous travel expenses (Rule 614) 

In instances, where the Secretary General prescribes the use of all‑inclusive per diem rates, the per diem rate employed will be the prevailing United Nations rate for the particular city, country or region. 

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

RULE 607 : ROUTE, MODE AND STANDARD OF TRANSPORTATION

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

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

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

RULE 608 : STANDARD OF TRAVEL ACCOMMODATION

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

(a)
For all official travel by air, staff members and their eligible family members shall be provided with air accommodation according to prevailing UN Rules.

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

(c)
Subject to prior permission by the Secretary General, the use of a private car may be allowed, provided that the expenses claimed do not exceed those which would otherwise apply. Staff members who are authorized to travel by private car shall be reimbursed by the Group at prevailing United Nations rates for the use of private cars or, in the absence of United Nations rates, reimbursement shall be made under conditions established by the Secretary General. 

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

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

RULE 609 : PURCHASE OF TICKETS

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

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

RULE 610 : TERMINAL EXPENSES

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

RULE 611 : EXPENSES WHILE IN TRANSIT

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

RULE 612: TRAVEL SUBSISTENCE ALLOWANCE

(a)
Staff members authorized to travel at the expense of the Group, shall receive the per diem subsistence allowance according to the prevailing United Nations schedule. Where there is no prevailing United Nations per diem allowance or where the Secretary General considers there are special circumstances, actual reasonable expenses may be allowed subject to such conditions and limitations as the Secretary General may prescribe. 

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

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

(d)
In the event of staff members being assigned to conferences or for other extended periods of duty away from the official station, the Secretary General may establish a special rate of subsistence allowance. 

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

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

(g)
Where travel at the Group's expense is authorized for medical, security or other reasons under Rule 601 (iv) or 602 (v), an appropriate amount of subsistence allowance may be paid at the discretion of the Secretary General. 

RULE 613: COMPUTATION OF TRAVEL SUBSISTENCE ALLOWANCE

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

(b)
No allowance shall be paid when a traveller returns to the official duty station within ten hours after departure, and 40 percent of the allowance shall be paid for a journey of ten hours or more. 

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

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

RULE 614 : MISCELLANEOUS TRAVEL EXPENSES

Necessary additional expenses, incurred by a staff member in connection with the transaction of official business or in the performance of authorized travel, shall be reimbursed by the Group after completion of travel provided the necessity and nature of the expenses are satisfactorily explained and as far as practicable supported by proper receipts which shall normally be required for any expenditure in excess of US$ 10. Such expenses, for which advance authorization shall be obtained to the extent practicable, shall normally be limited to: 

(i)
hire of local transportation other than provided for under Rule 610; 

(ii)
telephone, telegraph, radio and cable messages of official business; 

(iii)
transfer of authorized baggage by rail or other appropriate agency; 

(iv)
hire of room for official use;

(v) stenographic or typewriter services or rental of typewriters in connection with the preparation of official reports or correspondence; and

(vi)
transportation or storage of baggage or property used on official business. 

RULE 615 : ASSIGNMENT GRANT

(a)
Staff members recruited from outside Bangladesh, provided that their assignments are expected to be of at least one year's duration, shall be paid in respect of themselves and their eligible dependents an assignment grant in the following conditions. This consists of a Daily Subsistence Allowance (DSA), a lump sum element where no entitlement to removal costs exists, plus if requested an advance for house rental.

(b)
The DSA element of the assignment grant shall consist of 30 days DSA for the staff member and 30 days DSA at half rate for each family member for whom travel expenses have been paid by the Group. This amount shall be calculated on the basis of the rate prevailing on the date of the staff member's or the family member's arrival, as appropriate. 

(c)
The lump sum element of the assignment grant shall consist of one month's emoluments, (base salary plus post adjustment), where the appointment is expected to be of one year or more but less than three years. If an assignment of less than three years is extended to three years or more, the staff member will, at the time of extension, be paid a second one-month lump sum payment.

(d)
Staff members may, on submission of written justification, at the discretion of the Secretary General, be granted an advance of up to 25% of their net annual salary to cover advances required in order to rent accommodation. Any such advance shall be recovered by deduction from salary within one year of arrival.

RULE 616 : EXCESS BAGGAGE

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

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

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

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


(i)
Up to a maximum of 50 kg (110 lbs) or 11 cubic feet by surface means per person in respect of each journey, except as provided in sub‑paragraph (ii) below. At the request of the staff member, this entitlement may be converted to 10 additional kg of accompanied excess baggage or its equivalent as established by the Secretary General. 


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

(e)
On travel on appointment for one year or more, or on separation from service in the case of appointment for one year or more, where entitlement to removal costs does exist, a staff member shall be paid expenses incurred in transporting personal effects and household goods by the most economical means, as determined by the Secretary General, up to a maximum, including the weight of packaging, but excluding crating and lift vans, of: 


(i)
1000 kg (2,200 lbs) or 6.23 cubic metres (220 cubic feet) for the staff member;


(ii)
500 kg (1,100 lbs) or 3.11 cubic metres (110 cubic feet) for the first family member, and 


(iii)
300 kg (660 lbs) or 1.87 cubic metres (66 cubic feet) for each additional family member authorized to travel at the expenses of the Group. 

Unaccompanied shipments shall normally be made in one consignment and shall be within the limit of costs of transportation between the places of departure and destination of the authorised travel of the staff member and family members. Storage and demurrage charges shall not be reimbursed unless, in the opinion of the Secretary General, they are directly incidental to the transportation of the consignment.

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


(i)
450 kg (990 lbs) or 99 cubic feet for the staff member;


(ii)
300 kg (660 lbs) or 66 cubic feet for the first family member, and


(iii)
150 kg (330 lbs) or 33 cubic feet for each additional family member authorized to travel at the expenses of the Group. The weight or volume of any shipment under this paragraph shall be deducted from the maximum weight or volume to which the staff member is entitled under paragraph (e) of Rule 619.

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


(i)
When a staff member elects to convert the whole surface entitlement to air freight; or


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

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

RULE 617 : TRAVEL ADVANCES

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

RULE 618 : ILLNESS OR  ACCIDENT DURING TRAVEL

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

RULE 619 : REMOVAL COSTS

(a)
Subject to the conditions laid down in these Regulations and Rules the Group shall pay expenses in connection with the removal of the personal effects and household goods of staff members recruited internationally in the following circumstances: 


(i)
on initial appointment;


(ii)
upon separation from the service, provided they have completed not less than two years continuous service or earlier if their services are terminated by the Group. 

(b)
The Group shall pay the expenses of removing staff member's household goods and personal effects either from the place of recruitment or from the place recognized as their home, provided that the goods and effects were in their possession at the time of appointment and are being transported for their own use. Payment of removal expenses from a place other than those specified may be authorized by the Secretary General in exceptional cases on such terms and conditions as he deems appropriate. 

(c)
The Group shall pay the expenses of removing staff member's household goods and personal effects from their official duty station to the place to which they are entitled to be returned in accordance with the provisions of Rule 601(b) provided the goods and effects were in their possession at the time of separation and are being transported for their own use. 

(d)
For the purpose of this Rule, "personal effects" and "household goods" shall be deemed to include a motor vehicle in accordance with the United Nations Rule 107.27 (d)(v). 

(e) Payment by the Group of removal expenses shall be regulated by the Secretary General subject to the following conditions: 


(i)
the maximum weight and volume for which entitlement to removal at the Group's expense exists shall be 27 measurement tons of 40 cubic feet each (1,080 cubic feet), inclusive of packing crates and lift vans, for staff members without dependents, and 45 measurement tons (1,800 cubic feet) for staff members with one or more dependents residing with them at their official duty station. A higher maximum may be set, however, in the case of staff members with one or more dependents residing with them at their official duty station, if they present convincing evidence that their normal and necessary household effects to be removed exceed 45 measurement tons; 


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


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


(iv)
transportation shall be by the most economical means as determined  by the Secretary General, taking into account costs allowable under the provisions of sub‑ paragraph (iii) above; and 


(v)
the cost of insurance in transit of household goods and effects, excluding any articles of value for which special rates of premium are charged shall be payable by the Group up to a maximum valuation of US$65,000 if the staff member is accompanied by dependents whose travel is authorized at the expense of the Group or of US$40,000 if not so accompanied. The Group shall in no case be responsible for loss or breakage. 

RULE 620 : LOSS OF ENTITLEMENT TO REMOVAL EXPENSES

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

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

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

7.0   SEPARATION FROM SERVICE

REGULATION 7.1
(a)
The Secretary General shall terminate the appointment of a staff member who holds a permanent appointment and whose probationary period has been completed if the necessities of the service require abolition of the post or reduction of the staff, if the services of the individual concerned prove unsatisfactory; or if the staff member, for reasons of health (subject to Rule 501) is incapacitated for further service.

(b)
The Secretary General may also, giving the reasons therefore, terminate the appointment of a staff member who holds a permanent appointment: 


(i)
If the conduct of the staff member indicates that the staff member does not meet the highest standards of integrity required by the Group. 


(ii)
If facts anterior to the appointment and relevant to the staff member's suitability come to light which, if they had been known at the time of appointment, should have precluded the appointment. 

(c)
The Secretary General may terminate the appointment of a staff member who holds a permanent appointment if such action would be in the interest of the good administration of the Group. 

REGULATION 7.2
The Secretary General may terminate the appointment of any staff member who holds other than a permanent contract, if in his or her opinion, such action would be in the interest of the Group. 

REGULATION 7.3
Staff members may resign from the Group upon giving the Secretary General the notice required under the terms of their appointment. 

REGULATION 7.4

(a)
Staff members shall normally not be retained in the service of the Group beyond the age of 60 years and are expected to retire at that age. Earlier retirement consistent with the rules of the Provident Fund may be agreed between the Group and the staff member. 

(b)
The Secretary General may recommend to the Council the retention of a member of the staff aged 60 or over if this would be in the interest of the Group. 

(c)
The normal age of retirement shall not debar the Council from appointing, for a fixed term, persons whose age would exceed that of the normal retirement age during the course of their appointment. 

REGULATION 7.5
If the Secretary General terminates an appointment, the staff member shall be given such notice and such indemnity payments as may be applicable under these Regulations and Rules. Payments of termination indemnity shall be made by the Secretary General in accordance with the rates and conditions specified by the United Nations. 

REGULATION 7.6
The Secretary General shall implement a scheme for the payment of repatriation grant within the rates and under the conditions specified by the United Nations. 

RULE 701 : DEFINITION OF TERMINATION

A termination within the meaning of these Regulations is a separation from service initiated by the Secretary General, other than retirement at the age of 60 years of more or summary dismissal for serious misconduct. 

RULE 702 : NOTICE OF TERMINATION

A staff member whose appointment is to be terminated shall be given written notice of such termination which, unless otherwise determined by the Council, shall be as follows: 

(i)
Staff members whose permanent appointments are to be terminated: three months, and 

(ii)
Staff members whose temporary appointments are to be terminated: 30 days. 

Alternatively the Secretary General may terminate an appointment with immediate effect provided the staff member is paid the equivalent of the salary and any allowances for the period of the notice. 

RULE 703 : RESIGNATIONS 

(a) A resignation, within the meaning of these Regulations and Rules is a separation initiated by the staff member. 

(b) Unless otherwise specified in their letters of appointment, written notice of resignation shall be given by staff members as follows : 

(i) Staff members in the professional and higher categories : three months, and 


(ii)
Staff members in the national officer and general service category : 30 days. 

The Secretary General may, however, accept resignations on shorter notice. 

RULE 704 : COMPUTATION OF EARNED ANNUAL LEAVE 

If upon separation a staff member has earned annual leave, which remains untaken, they shall be paid in lieu thereof a sum of money equivalent to their salary and any allowances for the period of such earned leave up to a maximum of 60 working days. Conversely, if separation takes place at a date during the leave year when they have exceeded their annual or sick leave entitlement to the date of separation, a proportionate sum of money equivalent to the salary and allowance for such excess leave will be refundable to the Group through a cash refund or deduction from any salaries and allowances due. 

RULE 705 : LAST DAY FOR PAY PURPOSES 

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

(i)
upon resignation, the date shall be the date of expiration of the notice period or such earlier date as the Secretary General accepts;        


(ii)
upon retirement, the date shall be the date approved by the Secretary General; 


(iii)
upon termination, the date shall be the date provided in the notice of termination; 


(iv)
in the case of summary dismissal, the date shall be the date of dismissal; 


(v)
in the case of death, the date on which entitlement to salary and allowances shall cease shall be the date of death, unless there is one or more surviving dependents. In this event, the date shall be determined in accordance with the following schedule. 



Completed Years of     


 Months of Extension  



of service             


 beyond date of death




3 or less 

  

3



   
4


     

4




5               



5




6               



6




7               



7




8               



8




9 or more       



9

Payment related to the period of extension beyond the date of death may be made in a lump sum as soon after death as the pay accounts and related matters can be closed. 

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

RULE 706 : TRANSPORTATION OF DECEDENTS 

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

RULE 707 : REPATRIATION GRANT 

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

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

(c)
Payment of repatriation grants shall be subject to the following conditions and definitions : 


(i)
Obligation to repatriate shall mean the obligation to return a staff member and dependents, upon separation, at the expense of the Group to their home country or place of recruitment. 


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


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


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


(v)
No payment shall be made to staff who abandon their posts, nor to any staff member who is residing at the time of separation in their home country while performing their official duties. 


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


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


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

RULE 708 : TERMINATION INDEMNITY 

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

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

(c)
No termination indemnity shall be payable to : 


(i)
a staff member who resigns ; 


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


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


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


(v)
a staff member who has a temporary appointment. 

RULE 709 : EXTENSION OF EMPLOYMENT BEYOND RETIREMENT AGE 

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

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

RULE 710 : RETIREMENT 

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

RULE 711 : CERTIFICATE OF SERVICE 

Any staff member who so requests shall, on separation, be given a certificate specifying their length of service and the nature of their duties. On request this certificate shall include an appraisal of their work and behaviour. 

8.0   DISCIPLINARY MEASURES 

REGULATION 8.1 
The Secretary General may impose disciplinary measures on staff members whose conduct is unsatisfactory. He may summarily dismiss a member of the staff for serious misconduct. 

REGULATION 8.2 

The Secretary General shall establish administrative machinery with staff participation which will advise him or her in disciplinary cases. 

RULE 801 : DISCIPLINARY COMMITTEE 

The Secretary General shall establish a Disciplinary Committee which upon request will advise him or her on disciplinary cases involving staff members. 

RULE 802 : DISCIPLINARY MEASURES 

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

RULE 803 : SUSPENSION PENDING INVESTIGATION 

If a charge of misconduct is made against a staff member and the Secretary General so decides, the staff member may be suspended from duty, pending investigation, the suspension being without prejudice to the rights of the staff member. Suspension pending investigation shall not be considered a disciplinary measure. 

RULE 804 : DISCIPLINARY COMMITTEE PROCEDURE 

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

RULE 805 : APPEALS 

An appeal against the Secretary General’s decision on disciplinary action may be addressed to the Chairman of the Council within one month from the time the staff member received notification of the decision in writing. The decision of the Chairman of the Council shall be final. 

9.0  GENERAL PROVISIONS 

REGULATION 9.1 
The Staff Regulations and Rules shall apply to all full‑time employees of the Group. The terms and conditions of service of part‑time employees of the Group, including the application of any relevant sections of these Regulations and Rules, shall be determined by the Secretary General. 

REGULATION 9.2 

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

RULE 901 : AMENDMENT OF, AND EXCEPTIONS TO STAFF RULES 

(a)
Amendments of these Staff Regulations and Rules may be proposed by the Secretary General to the Council for its approval. 

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

RULE 902 : FINANCIAL RESPONSIBILITY 

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

RULE 903 : BENEFICIARIES OF STAFF MEMBERS 

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

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

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

RULE 904 : PROPRIETARY RIGHTS

All rights, including title, copyright and patent rights, in any work performed by a staff member as part his or her official duties, shall be vested in the International Jute Study Group. 

RULE 905 : LIABILITY INSURANCE 

Staff members who own or drive motor cars shall carry public liability and property damage insurance in an amount adequate to insure them against claims arising from injury or death to other persons or from damage to the property of others caused by their cars. 

RULE 906 : SERVICE AND CONDUCT REPORTS 

In the salary levels below the Head of Group (D1) the service and conduct of a staff member shall be the subject of reports made from time to time by the staff member's supervisors. Such reports which shall be shown to the staff member, shall form a part of his or her permanent cumulative record.
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