
 
 

To:  All Staff Members 

 

From:  Director, Human Resources Management 

 

Subject: PAHO STAFF RULES AND STAFF REGULATIONS 
 
 
The attached version of the PAHO Staff Rules and Staff Regulations, dated July 2015, incorporates 
amendments made by the Director to the Staff Rules, confirmed by the Executive Committee during 
its 156th Session and noted by the by the Directing Council at its 54rd Session.   
 
This version of the Staff Rules and Regulations also incorporates modifications to the Staff Rules 
made by the Director and confirmed by the 157th Session of the Executive Committee with effect 
from 3 October 2015. 
 
A detailed explanation of the Staff Rule changes proposed by the Director to PAHO’s Governing 
Bodies and a summary of the discussions and decisions regarding those proposals which were 
adopted can be found at:   
 
http://www.paho.org/hq/index.php?option=com_docman&task=doc_download&gid=30146&Itemid=2
70&lang=en 
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70&lang=en 
 
 
Note: Please keep this covering memorandum with your Staff Rules. 
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Scope and Purpose 
 
 

The Staff Regulations embody the fundamental conditions of service and the basic rights, 
duties, and obligations of the Pan American Sanitary Bureau staff. They are the broad principles of 
personnel policy for the guidance of the Director in the staffing and administration of the Bureau.  
The Director may, as Chief Administrative Officer, provide and enforce such Staff Rules consistent 
with these principles as he considers necessary. 
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INTRODUCTORY SECTION 
(See also Staff Regulations 12.2 and 12.3) 

 

010. PURPOSE 
 
 The Staff Rules implement the provisions of the Staff Regulations.  The Rules govern 

the conditions of service and the personnel practices of the Pan American Sanitary 
Bureau. 

 

 

015. RELATIONSHIP BETWEEN STAFF REGULATIONS AND STAFF RULES 

 
 015.1 The Staff Regulations, promulgated by the Pan American Sanitary 

Conference or Directing Council: 
 

  015.1.1 embody the fundamental conditions of service and the basic 
rights, duties, and obligations of the Bureau's staff; and 

 
  015.1.2 provide broad principles of personnel policy for the guidance of 

the Director in the staffing and administration of the Bureau.  
 
 015.2 The Staff Rules are established by the Director under the authority of the 

Staff Regulations and are subject to confirmation by the Executive 
Committee.  The Staff Rules shall be consistent with the provisions of the 
Staff Regulations. 

  
 

020. AMENDMENTS 
 

 The present Rules may be amended by the Director subject to confirmation by the 
Executive Committee in accordance with the Staff Regulations and without prejudice to 
the acquired rights of staff members under those Regulations. 

 
 

030. APPLICATION 

 
 The Staff Rules shall apply to all staff members of the Pan American Sanitary Bureau, 

except as specifically provided in any particular Rule herein.  Nothing in the present 
Rules shall be interpreted as preventing the Bureau from making temporary 
appointments of less than one year with terms of service different from those provided in 
the present Rules, where it considers that the interests of the service so require. 

 
 

040. EFFECTIVE DATE 
 

 These Staff Rules are effective as from 1 July 2015, unless otherwise specified, and 
supersede all Rules in force before that date.  All subsequent modifications shall 
become effective as from the date shown thereon. 
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050. EXCEPTIONS TO STAFF RULES 
 
 The Bureau may make exceptions to the Staff Rules provided that such exceptions are 

not inconsistent with any Staff Regulation or other decision of the Conference or 
Directing Council and provided further that each exception is agreed to by the staff 
member directly affected and is, in the opinion of the Bureau, not prejudicial to the 
interests of any other staff member or group of staff members. 

 
 

060. DELEGATION OF AUTHORITY 
 
 The Director may delegate to other officers of the Bureau such of his or her powers as 

he or she considers necessary for the effective implementation of these Rules. 
 
 

070. MASCULINE AND FEMININE GENDERS 
 
 In these Staff Rules terms referring to staff members and other persons in the masculine 

gender shall apply equally to men and women except where a contrary intention is 
evident from the context. 
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ARTICLE I 

 

Duties, Obligations and Privileges 
 
 

1.1  All staff members of the Bureau 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 Pan American 
Sanitary Bureau only in view. 

 

1.2   All staff members are subject to the authority of the Director and to assignment by him to any 
of the activities or offices of the Pan American Sanitary Bureau.  They are responsible to him 
in the exercise of their functions.  In principle, the whole time of the staff members shall be at 
the disposal of the Director. 

 

1.3  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 Bureau or the World Health 
Organization. 

 

1.4 No staff member shall accept, hold or engage in any office or occupation which is 
incompatible with the proper discharge of his duties with the Pan American Sanitary Bureau. 

 

1.5   Staff members shall conduct themselves at all times in a manner compatible with their status 
as international civil servants.  They shall avoid any action and in particular any kind of 
public pronouncement which may adversely reflect on their status.  While they are not 
expected to give up their national sentiments or their political and religious convictions, they 
shall at all times bear in mind the reserve and tact incumbent upon them by reason of their 
international status. 

 

1.6   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 Director.  At no time shall they in any way use to private 
advantage information known to them by reason of their official position.  These obligations 
do not cease with separation from service. 

 

1.7   No staff member shall accept any honor, decoration, favor, gift or remuneration from any 
government, or from any other source external to the Bureau, if such acceptance is 
incompatible with his status as an international civil servant. 

 

1.8   Any staff member who becomes a candidate for a public office of a political character shall 
resign from the Pan American Sanitary Bureau. 

 

1.9  The immunities and privileges attaching to the Pan American Sanitary Bureau are conferred 
in the interest of the Bureau.  These privileges and immunities furnish no excuse to staff 
members for non-performance of their private obligations or failure to observe laws and 
police regulations.  The decision whether to waive any privileges or immunities of the staff in 
any case that arises shall rest with the Director. 
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1.10   All staff members shall subscribe to the following oath or declaration: 
 

"I solemnly swear (undertake, affirm, promise) to exercise in all loyalty, 
discretion, and conscience the functions entrusted to me as an international 
civil servant of the Pan American Sanitary Bureau, to discharge those 
functions and regulate my conduct with the interests of the Pan American 
Sanitary Bureau only in view, and not to seek or accept instructions in regard 
to the performance of my duties from any government or other authority 
external to the Bureau or the World Health Organization." 

 

1.11 The oath or declaration shall be made orally by the Director at a public meeting of the 
Directing Council, by the Deputy Director and Assistant Director before the Director, and in 
writing by other staff members. 
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SECTION 1 
 

Duties, Obligations and Privileges 
 
 

110. STANDARDS OF CONDUCT FOR STAFF MEMBERS 
 

110.1 All staff members shall subscribe to the oath or declaration as set out in Staff 
Regulation 1.10. 

 
110.2 The Organization’s basic standards of conduct are set out in Article I of the 

Staff Regulations, in the International Civil Service Commission Standards of 
Conduct for the International Civil Service, and in PAHO’s principles and 
policies regarding ethical conduct in the Organization. 

 
110.3 A staff member may not act as a delegate or observer for, or adviser to, his 

government. 
 

110.4 A staff member may participate in international or national societies when 
such participation is not in conflict with the standards referred to in Staff Rule 
110.2 above, and may represent such societies at an international meeting 
with the Director's authorization. 

 
110.5 A staff member shall obtain the Bureau's permission before publishing 

articles whose contents reflect work performed for the Bureau or information 
obtained arising out of such work. 

 
110.6 A staff member who is offered any honor, decoration, gift or remuneration 

from sources external to the Bureau shall report this fact in writing to the 
Bureau’s Ethics Office which shall decide on the applicability of Staff 
Regulation 1.7. 

 
110.7 The Bureau shall decide on the compatibility of any interests declared by 

staff members with Article I of the Staff Regulations, and on any action to be 
taken under this Rule: 

 
 110.7.1 A staff member must immediately advise the Bureau, in writing,  if 

he or she or any immediate family member has an interest in 
(including association with) any entity: 

 
 (1) with which the staff member may be required, directly 

or indirectly, to have official dealings on behalf of 
PAHO or WHO; or 

 
 (2) which has a commercial interest in the work of PAHO 

or WHO; or 
 
 (3) which has a common area of activity with PAHO or WHO. 
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 110.7.2 As determined by the Bureau, staff members in designated 
employment categories shall be required, upon appointment and 
at prescribed intervals, to file in respect of themselves and their 
immediate family members a declaration in a prescribed form 
disclosing designated types of interests. 

 
    110.7.3 The term ―immediate family member‖ means the spouse, 

children, parents, and siblings of the staff member and the 
children, parents and siblings of the staff member’s spouse. 

 
 110.8 "Misconduct" means: 
 

110.8.1 any action by a staff member in his or her official capacity that: 
 
  (1) is inappropriate; 
 
  (2) is unethical; 
 
  (3) is fraudulent; 
 
  (4) constitutes deliberate wrongdoing; 
 
  (5) demonstrates serious negligence or disregard for the 

Organization’s interests; 
 
  (6) demonstrates intentional or substantial disregard for 

the staff member’s duties and obligations to the 
Organization; or 

 
  (7) violates the Staff Regulations, Staff Rules or Bureau 

policy. 
 

  110.8.2 any conduct by a staff member, unconnected with his or her 
official duties, that could bring the Organization into public 
discredit; 

 
  110.8.3 any improper use or attempt to make use of his or her position as 

a staff member for personal advantage; 
 
  110.8.4 any conduct contrary to the terms of the oath or declaration. 

 

 

120. COPYRIGHT AND PATENT RIGHTS 
 
 All rights, including title, copyright and patent rights, in any work or invention produced or 

developed by a staff member as part of his official duties shall be vested in the Bureau.  
The Director shall decide on the use to be made of these rights. 
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ARTICLE II 

 

Classification of Posts and Staff 

 

2.1 Appropriate provision shall be made by the Director for the classification of posts and staff 
according to the nature of the duties and responsibilities required. 
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SECTION 2 

 

Classification of Posts 
 
 

210. POST CLASSIFICATION  
 
 The Bureau shall establish and approve Human Resources Plans, which will include the 

classification of all posts in the Organization according to the type and level of the duties 
and responsibilities of the posts. 

 
 

220. CLASSIFICATION OF INDIVIDUAL POSTS 
 
 All posts shall be classified  by category and level according to standards approved by 

the Director and related to the nature of the duties and the level of responsibilities and 
competencies required.   

 

230. CLASSIFICATION REVIEW 
 
 In accordance with established procedures and with reference to the relevant approved 

Human Resources Plans, a staff member may request a re-examination of the 
classification of the post which he occupies and any staff member may request a re-
examination of the classification of any post under his supervision. 

 

 

240. PERIODICITY OF REVIEW 

 
 Posts are normally reviewed at least every five years but not more than once every two 

years, except when the Bureau determines that there has been a significant change in 
the duties and responsibilities of the post. 
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ARTICLE III 

 

Salaries and Related Allowances 
 

3.1   The salary of the Director shall be fixed by the Executive Committee.  The salaries of the 
Deputy Director and Assistant Director shall be determined by the Director of the Bureau 
with the approval of the Executive Committee. 

 

3.2   Salary levels for other staff shall be determined by the Director on the basis of their duties 
and responsibilities.  The salary and allowance plan shall be determined by the Director 
following basically the scales of salaries and allowances of the World Health Organization, 
provided that for staff occupying positions subject to local recruitment the Director may 
establish salaries and allowances in accordance with best prevailing local practices and that 
for staff occupying positions subject to international recruitment the remuneration shall be 
varied between duty stations to take into account relative cost of living to the staff members 
concerned, standards of living, and related factors.  Any deviations from the World Health 
Organization’s scales of salaries and allowances which may be necessary for the 
requirements of the Pan American Sanitary Bureau shall be subject to the approval of, or 
may be authorized by, the Executive Committee. 



PASB - STAFF REGULATIONS 
 

 

 14 

 
 
 
 
 
 
 
 
 
 



STAFF RULES 
 

 

 15 

SECTION 3 

 

Salary, Post Adjustment, Allowances and Grants 
 

310. DEFINITIONS 
 

310.1 "Base salary" is the salary at a given grade and step established by a salary 
schedule.  It is exclusive of any additions or deductions. 

 
310.1.1 "Gross base salary" is the salary before deduction of the 

assessment described in Rules 330.1.1 and 330.1.2. 
 
310.1.2 "Net base salary" is the salary after deduction of the assessment 

described in either Rule 330.1.1 or 330.1.2. 
 
 310.2 "Remuneration" is the sum of the net base salary, allowances and post 

adjustments, subject to deductions made under Rule 380.5.  It is exclusive of 
any other deductions or additions. 

 
 310.3 "Pensionable remuneration" is, subject to the terms of the staff member's 

appointment, the amount defined in the Regulations of the United Nations 
Joint Staff Pension Fund.  However, when a promotion from the general 
service category to the professional category would result in a reduction of the 
staff member's pensionable remuneration, the level of pensionable 
remuneration reached prior to the promotion shall be maintained until it is 
surpassed by the level of the staff member's pensionable remuneration in the 
professional category. 

 
 310.4 ―Terminal remuneration‖ is the figure used in the calculation of separation 

payments set out in Rule 380.2. For staff in the general service category and 
the national professional officer category, ―terminal remuneration‖ is 
equivalent to gross base salary (less staff assessment) and language 
allowance. For staff in the professional and higher categories ―terminal 
remuneration‖ is the net base salary. 

 
 310.5 "Dependants," for the purposes of determining entitlements under the Rules 

except as otherwise specified, are defined as: 
 
 310.5.1 a staff member's spouse whose gross occupational earnings, from 

the exercise of trade, profession, business or other regular 
employment, do not exceed during any calendar year: 

 
310.5.1.1 in the case of professional staff, a limit equivalent to 

the gross base salary of the lowest general service 
category entry level in force on 1 January of the year 
concerned at the place of work of the staff member's 
spouse; however, such limit shall not be less than the 
lowest general service category entry level in force on 
the same date at the base city of the professional 
salary system; 
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310.5.1.2 for general service staff, a limit equivalent to the gross 
base salary of the lowest general service category 
entry level in force on 1 January of the year concerned 
at the place of work of the staff member's spouse; 

 
310.5.1.3 if both spouses are staff members of international 

organizations applying the common system of salaries 
and allowances, neither may be recognized as a 
dependant for the purposes of Rules 330.2, 335 and 
360; 

 
310.5.2 a child as defined by the Bureau and for whom the staff member 

certifies that he provides the main and continuing support, 
provided that the child is under 18 years of age or, if in full-time 
attendance at a school or university, under the age of 21 years.  
Age and school attendance requirements shall not apply if the 
child is physically or mentally incapacitated for substantial gainful 
employment, either permanently or for a period expected to be of 
long duration.  If both parents are staff members of international 
organizations applying the common system of salaries and 
allowances, the children, if determined to be dependant, shall be 
recognized as the dependants of the parent whose annual gross 
occupational earnings yield the higher amount; 

 
310.5.3 a father, mother, brother or sister (not more than one such 

dependant may be claimed and provided that the staff member 
does not have a recognized dependent spouse as defined in Rule 
310.5.1): 

 
(1) if the staff member demonstrates that he provides more 

than half the total support and, in any case, at least twice 
the amount of the allowance claimed, 

 
(2) and provided that the brother or sister shall be subject to 

the same age and school attendance conditions as stated 
in Rule 310.5.2 for a child. 

 
 310.6 The definitions of dependants in this Rule apply to professional and higher 

category staff and to general service staff except as otherwise specified.  For 
general service staff, other exceptions may be provided in the local 
employment conditions established at any given official station under Rule 
1310.3. 
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320. SALARY DETERMINATION 
 
 320.1 On appointment to a fixed-term position, the net base salary of staff members 

shall normally be fixed at step 1 of the grade of the post to be occupied; in 
exceptional circumstances, however, it may be fixed at a higher step in the 
grade in order to take into account a staff member’s qualifications, skills and 
experience in relation to the requirements of the post. 

 
 320.2 The net base salary of staff members holding temporary appointments as 

defined in Rule 420.4 shall be fixed as follows: 
 
  320.2.1 during the first twelve months of a continuous assignment: step 1 

of the level of the assignment determined in accordance with 
guidelines established by the Director. 

 
  320.2.2 during the second twelve months of a continuous assignment: 

step 2 of the level of the assignment determined in accordance 
with guidelines established by the Director. 

 
 320.3 On promotion to a higher grade the net base salary of a staff member holding 

a service or fixed term appointment shall be fixed at the lowest step in the 
new grade that will provide an increase in net base salary for promotion within 
the same salary scale or total net remuneration for promotion from the general 
service to the professional category, at least equal to that which would have 
resulted from the granting of two steps within the staff member's present 
grade.  However, on restoration to a higher grade formerly held, the staff 
member's net base salary shall not exceed that which would have been 
attained had the staff member remained in the higher grade. 

 
 320.4 On reduction in grade: 
 
  320.4.1 due to reasons other than unsatisfactory performance, or 

misconduct, the net base salary of a staff member shall be fixed at 
that step in the lower grade that corresponds to his current net 
base salary, or at the step nearest below if there is no exactly 
corresponding step; 

 
  320.4.2 due to unsatisfactory performance, or misconduct, the net base 

salary may be fixed at a lower step in the lower grade. 
 
   320.5 Pursuant to Staff Rule 567, a staff member may be officially requested to 

assume temporarily the responsibilities of an established post of a higher 
grade than that which he or she occupies. Such temporary arrangements 
shall not normally be continued for more than 12 months. As from the 
beginning of the fourth consecutive month of service, the staff member shall 
be granted non-pensionable extra pay normally equal to, but not exceeding, 
the difference between his or her current pay, consisting of net base salary, 
post adjustment and allowances, and that which he or she would receive if 
promoted to the post of higher grade. 
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330. SALARIES 
 
 330.1 Gross base salaries shall be subject to the following assessments: 
 
   330.1.1 For professional and higher graded staff:  

 
 

Assessable income 
 

(US$) 

 

Staff assessment rates for 

those with dependants 

(as defined in Rules  

310.5.1 and 310.5.2) 

(%) 
 

First 50,000 15 

Next 50,000 21 

Next 50,000 27 

Remaining assessable 
payments 

30 

 
Amounts of staff assessment for those with neither a dependent 
spouse nor a dependent child would be equal to the differences 
between the gross salaries at different grades and steps and the 
corresponding net salaries at the single rate. 

 
330.1.2 For the general service category: 
 
 

Amounts per year 

(US$) 

Staff assessment rates 

(%) 

Up to 20,000 19 

Next  20,000 23 

Next  20,000 26 

Remaining assessable 
payments 

31 

 
 330.2 The schedule of annual gross base salaries and annual net base salaries 

applicable to all professional category and directors’ posts shall be as 
specified in Appendix 1 to these Rules. 

 
   330.3 The net base salary of staff members in the professional and higher 

categories holding temporary appointments as defined in Rule 420.4   shall be 
paid in accordance with the schedule in Rule 330.2 at the rate applicable to 
staff members with no dependent spouse or dependent child. 
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335. POST ADJUSTMENT 
 

335.1 The net base salaries of staff in the professional and higher categories shall 
be adjusted for cost-of-living variations in relation to a base index of 100 
points.  The post adjustment index for each official station and the 
corresponding multiplier shall be determined at regular intervals on the basis 
of statistical procedures agreed among the international organizations 
concerned. 

 
335.2 The amount by which the net base salary is to be adjusted shall be 

determined by multiplying 1% of the net base salary by a multiplier 
corresponding to the number of points by which the index for the official 
station concerned exceeds the base index. 

 
 

340. DEPENDANTS' ALLOWANCES 
 
 Staff members in the professional or higher category, except those holding temporary 

appointments as defined in Rule 420.4, are entitled to a dependant’s allowance for 
dependants as defined in Rule 310.5, to be paid as follows: 

 
 340.1 For a dependent child, except that in cases where there is no dependent 

spouse the first dependent child is not entitled to an allowance. The 
entitlement shall be reduced by the amount of any benefit paid from any other 
public source by way of social security payments, or under public law, by 
reason of such child. 

 
 340.2 For a child who is physically or mentally disabled subject to the conditions 

defined in Rule 340.1, except that if the staff member has no dependent 
spouse and receives the ―with dependant‖ rate of net salary by virtue of such 
a child, the allowance shall be the same as for a dependent child in Rule 
340.1, above. 

 
 340.3 For a dependent father, mother, brother or sister. 
 
 340.4 The amount of the allowances to be paid under this rule shall be consistent 

with the conditions of service established for the United Nations Common 
System. 

 
 

350. EDUCATION GRANT 
 

 350.1 Internationally-recruited staff members, except those holding temporary 
appointments as defined in Rule 420.4, are entitled to an education grant 
under the following conditions: 
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  350.1.1 the education grant shall be paid starting with the school year in 
which a dependent child, as defined under Staff Rule 310.5.2, is 
five years of age or older at the beginning of the school year, or 
when the child reaches the age of five within three months of the 
beginning of the school year, if it can be shown that the child is 
attending a full-time program that contains the basic elements of 
formal education as a major part of its curriculum. The grant shall 
extend up to the end of the school year in which a staff member’s 
child reaches the age of 25, or completes four years of post-
secondary studies, whichever is earlier; 

 
 350.1.2 if the child’s education is interrupted for at least one scholastic 

year by national service obligations, illness or other compelling 
reasons, the period of eligibility may be extended, by the period of 
interruption, beyond the scholastic year in which the child reaches 
the age of 25; 

 
 350.1.3 the amount of the education grant for each eligible child shall be 

equal to 75% of admissible expenses actually incurred by the staff 
member (i.e., the staff member’s real out-of-pocket expenses) up 
to the applicable maximum grant as specified in Appendix 2 to 
these Rules. 

 
 350.2 This grant is payable for: 

 
 350.2.1 the cost of full-time attendance at an educational institution in the 

country or area of the official station (see also Rule 350.2.5); 
 
 350.2.2 the cost of full-time attendance at an educational institution 

outside the country or area of the official station, including the cost 
of full board if provided by the institution. Where full board is not 
provided by the institution, a flat amount is paid in lieu; 

 
 350.2.3 recognized correspondence courses, when the Bureau considers 

that such courses are either a substitute for the full-time 
attendance referred to in Rule 350.2.1 or a supplement to such 
full-time attendance where the curriculum does not include a 
course necessary for the child's subsequent education; 

 
 350.2.4 private tuition given by a qualified teacher: 

 
 350.2.4.1 to supplement correspondence courses; 
 
 350.2.4.2   for special coaching required in a subject taught by the 

school or in an additional subject required for 
subsequent education; 

 
 350.2.5 the cost of boarding for attendance at an educational institution in 

the country of the official station, but beyond commuting distance 
from the official station, when no suitable education facilities exist 
in that area; 

 



STAFF RULES 
 

 

 21 

 350.2.6 tuition for teaching the mother tongue to a child, in respect of 
whom the staff member is entitled to the grant under Rule 350.1.1, 
who is attending a local school in which the instruction is given in 
a language other than the child's own, when the staff member is 
serving at an official station in a country whose language is 
different from his own and where satisfactory school facilities for 
learning the latter are not available. 

 
 350.3 The education grant shall not be paid for: 
 
   350.3.1 periods during which the staff member is assigned to, or residing 

in, the country of his recognized place of residence except when 
such periods are immediately preceded by an assignment to an 
official station outside that country in which case the grant is 
payable for the balance of the current school year following 
reassignment but not exceeding one full school year; 

 
  350.3.2 attendance at a State-operated school in the country or area of the 

official station, except where significant additional expense is 
incurred as a consequence of the staff member's expatriation and 
in the absence of any reasonable alternative local schooling; 

 
  350.3.3 vocational training or apprenticeships which either do not involve 

full-time schooling or in which the child receives some payment for 
services rendered. 

 
 350.4 "Cost of attendance" is defined as the cost of enrollment, registration, 

prescribed textbooks, courses, examinations and diplomas, but not school 
uniforms or optional charges.  It may include the cost of midday meals and the 
cost of daily group transportation when these are provided by the school and 
the cost is included in the billing for the child's education. 

 
   350.5 The grant shall be paid in full if in any scholastic year the staff member's 

period of employment with the Bureau and the period of the child's attendance 
at an educational institution are each not less than two-thirds of the scholastic 
year.  If this condition is not met, the grant shall be proportionally reduced, 
except if the staff member dies while in service after the beginning of the 
school year. 

 
 

 355. SPECIAL EDUCATION GRANT FOR CHILDREN WITH DISABILITIES 
 
   355.1 Staff members, except those holding temporary appointments as defined in 

Rule 420.4, are entitled to a special education grant under the following 
conditions: 
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355.1.1 the special education grant is payable in respect of any child who 
is physically or mentally disabled and is recognized as a 
dependant under Rule 310.5.2. The grant is payable from the date 
on which the special teaching or training is required up to the end 
of the year in which the child reaches the age of 28 or is awarded 
the first recognized post-secondary degree, whichever is earlier; 

    
 355.1.2 the amount of the special education grant for each child shall be 

equal to 100% of admissible expenses actually incurred up to the 
applicable maximum grant as specified in Appendix 2 to these 
Rules; and 

 
 355.1.3 in cases where an education grant is payable under Rule 350, the 

total of the amounts payable under Rules 350 and 355 shall not 
exceed the applicable maximum. 

 
   355.2 "Special educational expenses" shall mean the cost of such teaching services 

and equipment as are necessary to provide an educational program designed 
to meet the needs of a child who has a mental or physical disability in order 
that he may attain the highest possible level of functional ability.  Normal 
educational expenses are reimbursed under Rule 350. 

 
   355.3 The special grant is payable when the Bureau determines, on the basis of 

medical evidence and in accordance with review procedures established by 
the Director, that one of the following circumstances applies: 

 
   355.3.1 the child is unable, by reason of physical or mental disability, to 

attend a normal educational institution and therefore requires 
special teaching or training to prepare him for full integration into 
society; 

 
   355.3.2 the child, while attending a normal educational institution, requires 

special teaching or training to assist him in overcoming the 
disability. 

 
   355.4 The staff member is required to produce evidence that he has exhausted all 

other sources of benefits that may be available for the education and training 
of the child, including those available from State and local governments and 
from the Staff Health Insurance.  The amount of any benefits so received shall 
be deducted from the expenses taken into account in calculating the special 
grant. 

 
   355.5 The grant shall be paid in full if the staff member's period of employment with 

the Bureau and the period of the child's special education are each not less 
than two-thirds of the year defined in Rule 355.6.  If this condition is not met, 
the grant shall be proportionately reduced, except if the staff member dies 
while in service after the beginning of the school year. 
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355.6 For the purposes of Rule 355, "year" shall mean the school year if the child 
attends an educational institution; in all other cases it shall mean the calendar 
year. 

 
 
360. MOBILITY, HARDSHIP AND NON-REMOVAL SCHEME 
 
   360.1 Staff members, except those holding temporary appointments as defined in 

Rule 420.4  or those appointed under Rule 1310, who are assigned or 
transferred to an official station, shall receive non-pensionable allowances 
designed to provide incentives for mobility.  A non-pensionable allowance 
designed to recognize varying degrees of hardship at different official duty 
stations will also be paid to staff members holding service, fixed-term or 
temporary appointments. 
 

   360.2 The mobility and hardship scheme is composed of three allowances:  mobility, 
hardship and non-removal, and shall be paid as determined by the Bureau on 
the basis of conditions and procedures approved by the United Nations 
General Assembly for the United Nations System. 

 
 

365. ASSIGNMENT GRANT 
 

  365.1 On authorized travel upon appointment or upon reassignment to an official 
station for a period of at least one year, a fixed-term staff member will be paid 
an assignment grant. The assignment grant consists of two components: a) 
the Daily Subsistence Allowance (DSA) travel per diem applicable to both 
removal and non-removal duty stations, and b) the lump sum portion for non-
removal duty stations only.  (See, Staff Rule 365.6 with respect to temporary 
staff.) 

 
 365.2 The per diem portion of the assignment grant will be paid to fixed-term staff 

members as follows: 

 
365.2.1 with respect to a staff member himself or herself, an amount equal 

to 30 days of full per diem as of the date of arrival at the official 
station; 

  
365.2.2 with respect to the staff member’s spouse and dependent children 

accompanying or joining the staff member at the duty station, per 
diem for 30 days at half rate as of the date of their arrival at the 
duty station; 

 
  365.2.3 with respect to a dependent child studying outside the duty station, 

per diem as defined in 365.2.2  to be paid in conjunction with the 
first round trip to the official station provided that the child resides 
with the staff member at the duty station during school vacations. 
Upon reaching age 21, children are not entitled to the assignment 
grant. 
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 365.3   The lump sum portion of the assignment grant is: 
 

 365.3.1  payable to fixed-term staff in non-removal cases only, as defined in 
Staff Rule 510.2.2; 

 
 365.3.2   equal to one-month’s net salary plus the applicable post adjustment 

upon the staff member’s arrival at the official station.  Subject to 
conditions established by the Bureau on the basis of conditions 
and procedures approved by the United Nations General 
Assembly for the United Nations System, the assignment grant will 
be increased by a second lump sum if the duration of the staff 
member’s assignment exceeds three years;  

 
  365.3.3 recovered proportionately under conditions established by the 

Bureau if a staff member resigns from the Bureau within six 
months of the date of his appointment or reassignment.  

  
365.4 If both spouses are staff members of international organizations applying the 

common system of salaries and allowances at the same official station, each 
staff member will receive the per diem portion of the assignment grant 
specified under Staff Rule 365.2.1. With respect to the per diem portion of the 
assignment grant payable under Staff Rules 365.2.2 and 365.2.3, payment 
will be made to the staff member in respect of whom a child has been 
recognized by the Organization as a dependent. The lump sum portion of the 
assignment grant payable under Rule 365.3 will be paid to the spouse whose 
entitlement yields the higher amount. 

 
365.5 The DSA assignment grant will not be paid: 

 
 365.5.1 for children born, or for any other dependent acquired, after the arrival of 

the staff member at the duty station; 

 
 365.5.2 to a staff member who is separated from service and subsequently 

offered a new appointment at the same duty station within one year. 

  

 365.6 On authorized travel upon appointment, a staff member holding a temporary 
appointment will be paid the per diem portion of the assignment grant only 
with respect of himself or herself, in accordance with Staff Rule 365.2.1. 
Temporary staff are not eligible to receive the lump sum portion of the 
assignment grant. Any payment made under Staff Rule 365.2.1 may not be 
inconsistent with Staff Rule 365.5.2. 

 
  370. REPATRIATION GRANT 
 
 370.1 A staff member who on leaving the service of the Bureau, other than by 

summary dismissal under Rule 1075.2, has performed at least one year of 
continuous service outside the country of his or her recognized place of 
residence under a fixed-term or service appointment shall be entitled to a 
repatriation grant in accordance with the following schedules and with Rule 
380.2.  Payment in respect of entitlements accrued as from 1 July 1979 shall 
be subject to receipt from the former staff member of documentary evidence, 
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in accordance with established criteria, of relocation outside the country of his 
or her last official station or residence during his or her last assignment, with 
due regard to the provisions of Rule 370.4.  This part of the grant is payable if 
it is claimed within two years of the effective date of separation; 

  
370.1.1 Repatriation grant for staff members in the professional and higher 

categories: 
 

Years of 

qualifying service 

Weeks of salary 

Without spouse or 

dependent children 

With spouse or 

dependent children 

Not less than 1 3 4 

2 5 8 

3 6 10 

4 7 12 

5 8 14 

6 9 16 

7 10 18 

8 11 20 

9 13 22 

10 14 24 

11 15 26 

12 or more 16 28 

 
 
 370.1.2 Repatriation grant for staff members in the general service 

category: 
 

Years of 

qualifying service 

Weeks of salary 

Without spouse or 

dependent children 

With spouse or 

dependent children 

Not less than 1 2 4 

2 4 8 

3 5 10 

4 6 12 

5 7 14 

6 8 16 

7 9 18 

8 10 20 

9 11 22 

10 12 24 

11 13 26 

12 or more 14 28 

  
 

 370.2 In the application of Rule 370.1, the higher of the two rates shall apply when 
the staff member has a spouse or a child recognized under Rule 310.5.2, as 
determined on the date of separation. 

 
 370.3 In computing the years of qualifying service for the purposes of Rule 370.1, 

the following periods shall be excluded: 
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 370.3.1 any period of leave without pay in excess of 30 days or sick leave 
under insurance cover in excess of 30 days (see Rules 655.2 and 
750.2); 

 
 370.3.2 any period of duty during which the staff member is assigned to, or 

residing in, the country of his or her recognized place of residence 
(see Rule 460); 

 
 370.4 The grant shall not be payable to a staff member assigned to, or residing in, 

the country of his or her recognized place of residence at the time of 
separation provided that the grant may be paid on a full or reduced basis to a 
staff member transferred to duty in the country of his or her recognized place 
of residence prior to termination, the amount of the grant being reduced in 
proportion to the duration of his or her residence in that country.  In such a 
case, the evidence of relocation referred to in Rule 370.1 shall not be 
required. 

 
 370.5 In the event of the death of a staff member who at the time of death would 

have been eligible for the grant, payment shall be made to the spouse and 
dependent children who are entitled to repatriation, subject to providing the 
evidence of relocation referred to in Rule 370.1 if required: 

 
 370.5.1 at the lower rate (Rule 370.1) if there is one such surviving family 

member; 
 
 370.5.2 at the higher rate (Rule 370.1) if there is more than one such 

surviving family member. 
 
 370.6 If both spouses are staff members of international organizations applying the 

common system of salaries and allowances and each is entitled to payment of 
a repatriation grant on separation from service, the amount of the grant paid 
to each shall be calculated in accordance with the terms and conditions set 
forth in the WHO/PAHO Manual. 

 
 

375. END-OF-SERVICE GRANT 
 
 375.1 Staff members holding a fixed-term appointment, including staff members in 

posts of limited duration with five or more years of service, will be entitled to a 
grant based on their years of service provided that:  

 
 375.1.1  their appointment is not renewed after completing five years of 

continuous qualifying service; 
 
 375.1.2   they did not receive or decline an offer of renewal of appointment; 
 
 375.1.3  the staff member has not reached the statutory age of retirement 

as defined under Rule 1020.1; and 
 
 375.1.4   the staff member’s performance has been certified as being 

satisfactory. 
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 375.2 The amount of the grant shall be fixed according to the schedule in Rule 
1050.4 for termination of fixed-term appointments.   

 
 375.3 In computing the years of qualifying service for the purpose of Rule 375.1.1, 

any period of leave without pay in excess of 30 days or sick leave under 
insurance cover in excess of 30 days shall be excluded. 

 

 

380. PAYMENTS AND DEDUCTIONS 
 
 380.1 The normal pay period is from the first to the last day of any calendar month. 

 
 380.1.1 A month's pay is calculated by taking the sum of 1/12 of the 

annual net base salary and 1/12 of the allowances and 
adjustments expressed on an annual basis. 

 
 380.1.2 A day's pay is calculated by taking the sum of 1/360 of the annual 

net base salary and 1/360 of the allowances and adjustments 
expressed on an annual basis.  Staff members who are not in pay 
status for a full calendar month are paid on a daily basis. 

 
 380.1.3 Payment in lieu of notice shall be in the same amount as if the 

staff member had remained in duty status. 
  
 380.2 Separation payments shall be computed as follows: 
 
 380.2.1 For computation of end-of-service grant, grant in case of death, 

indemnities and repatriation grant:  
 
 380.2.1.1 each "month of salary" means 1/12 of the annual 

terminal remuneration as defined in Rule 310.4; 
 
 380.2.1.2 each "week of salary" means 1/52 of the annual 

terminal remuneration as defined in Rule 310.4; 
 
 380.2.1.3 each "day of salary" means 1/360 of the annual 

terminal remuneration as defined in Rule 310.4; 
 
 380.2.1.4 payments shall be made pro rata to the last completed 

month of service. 
 
 380.2.2 Payment for each day of accumulated annual leave shall be at the 

rate of 1/260 of the annual net base salary and post adjustment 
applicable to the official station at the time of separation for 
professional and higher graded staff and at the rate of 1/260 of the 
annual terminal remuneration for staff in the general service 
category. 
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 380.2.3 Separation payments shall be computed in relation to the grade 
and step held by the staff member on the date of his separation. 

 
 380.3 The effective date of any change in salary shall be as follows: 
 
 380.3.1 Any increase shall be effective from the date of entitlement except 

as otherwise specified in these Rules. 
 
 380.3.2 Any decrease shall be effective from the first day of the month 

following notification to the staff member of the decision to reduce 
his or her grade and/or salary level. 

 
 380.4 All payments to staff members shall be made in such currencies and at such 

rates of exchange as the Director may determine, with due regard to the 
legitimate interests of the staff. 

 
 380.5 Deductions from salaries, wages and other emoluments, including terminal 

entitlements, may be made only in the following cases: 
 
 380.5.1 for the staff member's contributions to the Staff Pension Fund and 

for health insurance; 
 
 380.5.2 for indebtedness to the Bureau; 
 
 380.5.3 to recover appropriate charges for staff members officially 

provided with lodging at no cost or at nominal rent; 
 
 380.5.4 when authorized by the staff member and agreed by the Bureau; 
 
 380.5.5 for indebtedness to third parties when any deduction for this 

purpose is authorized by the Director. 
 
 380.6 A staff member's remuneration may be advanced to him: 

  
 380.6.1 if it falls due during his absence on leave or official travel; 
 
 380.6.2 in emergencies, if approved by the competent authority. 
 
 380.7 The Bureau will not accept a claim in respect of an allowance or entitlement of 

any kind that is submitted beyond 12 months of the date when the initial 
payment would have been due. 
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ARTICLE IV 

 

Appointment and Promotion 
 

 

4.1    The Director shall appoint staff members as required. 

 

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

 

 4.3 Selection of staff members shall take into consideration the principles of diversity and 
inclusion and be made without regard to race, creed, sex or disability; shall be based on a 
full assessment of an individual’s relevant skills and experience; and shall normally be made 
on a competitive basis.  A competitive selection process shall not be required where it is in 
the interest of the Bureau to fill a vacant post by reassignment of a staff member without 
promotion. 

 

4.4 Without prejudice to the inflow of fresh talent at the various levels, vacancies shall be filled 
by promotion of persons already in the service of the Pan American Sanitary Bureau in 
preference to persons from outside.  This preference shall also be applied, on a reciprocal 
basis, to the World Health Organization and the Organization of American States. 

 

4.5   The Director shall appoint the Deputy Director and Assistant Director for a specific duration 
with the approval of the Executive Committee.  Other staff members shall be granted 
appointments of a duration, and under such terms and conditions consistent with these 
regulations as the Director may prescribe. 

 

4.6   The Director shall establish appropriate medical standards which prospective staff members 
shall normally be required to meet before their appointment. 
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SECTION 4 
 

Recruitment and Appointment 
 
 
410. RECRUITMENT POLICIES 

 
 410.1 The paramount considerations in the selection of staff shall be competence 

and integrity with due regard for the principles of diversity and inclusion.  For 
posts in the professional category and above, geographical representation 
shall also be given full consideration.  Such representation is not a 
consideration in appointments to posts subject to local recruitment. 

 
 410.2 Candidates under 20 or over 62 years of age shall not normally be 

considered for appointment. 
 

 410.3 Subject to Staff Rule 410.3.1, persons closely related by blood or by 
marriage to a staff member shall not normally be appointed if another equally 
qualified person is available. Persons closely related by blood or marriage 
include an immediate family member, as defined in Rule 110.7.3, and 
grandparents, grandchildren, uncles, aunts, nieces, nephews, and first 
cousins, as well as any step-relatives, of the staff member or his or her 
spouse. 

 
 410.3.1  The spouse of a staff member may be appointed provided that 

the spouse is fully qualified for the position and provided that the 
spouse is not given any preference for appointment by virtue of 
the relationship to the staff member. 

 
 410.3.2 A staff member who is related to another staff member as 

specified under Rules 410.3 and 410.3.1: 
 
 410.3.2.1 shall not be assigned to serve in a position in the 

same unit, or to a position that is superior or 
subordinate in the line of authority to the position 
occupied by the staff member to whom he or she is 
related. 

 
 410.3.2.2 shall not participate in the process of selection, 

assignment, reassignment or transfer of the related 
staff member; or in the taking or reviewing of an 
administrative decision affecting the employment 
status, entitlements, or other benefits of the related 
staff member. 

 
   410.3.3 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 Staff Rules 
and Manual.  The same modifications shall apply in the case of a 
staff member whose spouse is a staff member of another 
organization participating in the United Nations common system. 
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420. APPOINTMENT POLICIES1 
 
   420.1 Staff members may be granted service, fixed-term or temporary 

appointments as defined below: 
 
 420.2 A "service appointment" is an appointment without specified time limit. A 

service appointment may be granted after a minimum of five years' certified 
satisfactory service on fixed-term appointments and the fulfillment of such 
other requirements as the Director may determine. 

 
   420.3 A "fixed-term appointment" is a time-limited appointment for one year or 

more. Any extension is subject to conditions determined by the Bureau. 
 
   420.4 A "temporary appointment" is a time limited appointment for less than one 

year.  A temporary appointment may be extended, provided that the total 
duration of uninterrupted service under consecutive temporary appointments 
does not exceed two years.  A staff member who has completed the 
maximum period of uninterrupted service on one or more temporary 
appointments may not be employed by the Organization unless more than 30 
calendar days have elapsed since the staff member’s separation from 
service.  Any future employment is subject to conditions established by the 
Bureau. 

 
   420.5 Appointments may be on a full-time or part-time basis. 
 
   420.6 All staff, including staff members seconded to the Organization, shall be 

appointed initially on fixed-term appointments as defined in Rule 420.3 , or 
on temporary appointments as defined in Rule 420.4 . 

 
    420.7 Any fixed term appointment of one year or more shall be subject to a period 

of probation. After the first year of probation, the appointment may be 
confirmed or the probationary period may be extended up to two years when 
necessary for adequate evaluation of the staff member's performance, 
conduct and suitability for international service. In exceptional circumstances, 
the appointment of a staff member on probation may be terminated for poor 
performance or unsuitability for international service after the first six months 
of the probationary period following appointment. 

 
   420.8 Any misstatement of fact made or material information withheld, by a job 

applicant during the application, selection, or appointment process may 
provide grounds for the withdrawal of an offer of appointment or, if an 
appointment has already been made, for the cancellation of employment  
with the Bureau after notification under Staff Rule 1130. In the event of 
cancellation of employment, the staff member shall be given one month’s 
notice or, at the discretion of the Bureau, payment in lieu of notice. No 
indemnity or end-of-service grant is payable. At its discretion, the Bureau 
may provide a repatriation grant pursuant to Staff Rule 370. 

 
 

                                                 
1   Staff members holding career-service appointments on 1 July 2002, and who remain below grade P6/D1, shall retain such 
appointments until they separate from the Bureau. 
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430. MEDICAL CERTIFICATION AND INOCULATIONS 
 
 430.1 Upon selection an appointee shall undergo a prescribed medical 

examination by a physician designated by the Bureau, whose medical report 
shall be forwarded to the Bureau's Staff Physician. 

 
 430.2 Before an offer of appointment can be made, a medical clearance must be 

issued by the Staff Physician; this clearance is based on the examination 
required in Rule 430.1.  Should the result of the examination show that the 
standards required by the Bureau are not met, a decision shall be made 
whether or not to make an offer of appointment and, if an offer is to be made, 
upon what terms. 

 
 430.3 Upon appointment and before any subsequent travel for the Bureau, a staff 

member shall have such inoculations and preventive treatment as the Staff 
Physician shall prescribe. 

 
 430.4 Staff members shall, during their employment, be re-examined by the Staff 

Physician or by a physician designated by the Bureau at such intervals as 
required. 

 
 430.5   Prior to going on leave without pay, a staff member may be required by the 

Staff Physician, or by a physician designated by the Bureau, to undergo a 
medical exam. 

 
 430.6 Any medical examination and any inoculation required by the Bureau shall be 

at its expense, subject to limits established by the Director. 
 
 
440. APPOINTMENT PROCEDURE 
 
 440.1 Upon selection for a post a candidate shall receive notification which shall 

give him information on the proposed appointment and call attention to 
various requirements such as interviews, calling of references, medical 
examination (see Rule 430) and verification of qualifications.  When these 
requirements have been satisfactorily met, he shall receive an offer of 
appointment signed by, or on behalf of, the Director.  This offer shall: 

 
 440.1.1 state the type of appointment, tenure, probation requirement,   

title and duties of post, salary and allowances; 
 
 440.1.2 indicate the date and place of reporting for duty and the official 

station; 
 
 440.1.3 include a copy of the Staff Regulations and the Staff Rules and 

state that the offer is subject to the current provisions of such 
Regulations and Rules and any subsequent amendments; 

 
 440.1.4 state the nature of the obligations which attach to employment in 

an international organization; 
 
 440.1.5 include a notice of acceptance and the oath or declaration of 

office. 
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 440.2 An appointee shall sign and return to the Bureau a notice of acceptance 

stating that he agrees to the conditions contained in the offer, accepts the 
Staff Regulations and Staff Rules as a part of his contract of employment, 
and subscribes to the oath or declaration of office. 

 
 440.3 The offer of appointment (including the Staff Regulations and Staff Rules) 

and the notice of acceptance shall constitute the contract of employment.  
The terms of the appointment shall be confirmed by an appointment 
notification when the staff member reports for duty and shall be subsequently 
modified as necessary to reflect any change in status (see Section 5 below). 

 
 
   440.4 For staff seconded to the Bureau, the offer of appointment, notice of 

acceptance and supporting documentation of the terms and conditions of 
secondment, as agreed by the Bureau, the releasing entity and the staff 
member concerned, shall constitute evidence of the existence and validity of 
secondment from government service to the Bureau for the period stated in 
the offer of appointment.  Any extension of appointment that continues the 
secondment status shall be subject to agreement by all parties concerned. 

 
 
 
450. EFFECTIVE DATE OF APPOINTMENT 
 
 450.1 The effective date of appointment shall be the date the staff member reports 

for duty if locally recruited.  If travel is authorized, it shall be the date he 
enters travel status, provided that this date is not earlier than that required for 
travel by the route and type of transport designated by the Bureau. 

 
 450.2 No appointee shall report for duty or commence any travel for the purpose of 

entering on duty until the medical requirements of Rule 430 and the 
appointment procedure requirements of Rule 440 have been met. 

 
 
 
460. DETERMINATION OF RECOGNIZED PLACE OF RESIDENCE 
 
 At the time of appointment, the Bureau shall determine, in consultation with the staff 

member, that place which is to be recognized throughout the period of service as the 
staff member’s recognized place of residence for purposes of establishing entitlements 
under these Staff Rules. Except as provided by Rule 1310.2, the residence shall 
normally be located in the country of the staff member’s nationality. Consideration may 
be given in individual cases to designating some other place if the facts so warrant. 
Requests to change a recognized place of residence will be considered in exceptional 
circumstances only and must be supported by evidence that a new place of residence 
has been established. 

   
 460.1 The grants and travel entitlements accorded to staff members serving 

outside the country of their recognized place of residence will be lost if the 
staff member becomes a permanent resident or citizen of the country of the 
duty station or if he or she is subsequently assigned to a duty station that has 
been determined to be his or her recognized place of residence. 
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470. REINSTATEMENT UPON RE-EMPLOYMENT 
 
   470.1 Staff members, except those holding temporary appointments as defined in 

Rule 420.4, who are re-employed within one year of the termination of their 
appointment, may, at the option of the Bureau, be reinstated.  In such cases 
they shall have restored to them the status which they held upon termination, 
and the intervening absence shall be charged to annual leave and leave 
without pay as necessary.  They shall refund to the Bureau all separation 
payments made to them. 

 
 470.2 A former staff member who is re-employed, but not reinstated under the 

provisions of Rule 470.1, shall have the same status as if he were being 
employed for the first time. 

 
 470.3 Restoration of prior contributory service in the United Nations Joint Staff 

Pension Fund is governed by the Regulations of the Pension Fund. 
 
 
480. INTER-ORGANIZATION TRANSFERS 
 
   480.1 Subject to the requirements of Rules 430 and 440 (―Medical Certification and 

Inoculations‖ and ―Appointment Procedure‖), appointees accepted for 
transfer from the World Health Organization, another United Nations 
organization, or the Organization of American States: 

 
   480.1.1 may be appointed at an advanced step in the grade of the post to 

which they are being assigned if this is necessary to maintain 
their existing salary level; 

 
   480.1.2 shall transfer their pension fund credit if they are participants in 

the United Nations Joint Staff Pension Fund; 
 
   480.1.3 except for appointees transferred from the World Health 

Organization, shall be appointed on a fixed-term appointment in 
accordance with Staff Rule 420.6 and serve the same 
probationary period as a newly-appointed staff member; 

 
 480.1.4 shall be credited on transfer with all applicable entitlements as if 

all prior uninterrupted service with the World Health Organization, 
or another United Nations organization, or the Organization of 
American States had been with the Pan American Sanitary 
Bureau, except for those entitlements which must be suspended 
until the probationary period is satisfactorily completed. 
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 480.2 A staff member who is transferred to the World Health Organization, another 
United Nations organization, or the Organization of American States shall not 
be paid a repatriation grant or any other terminal benefit, but his credit for all 
entitlements shall be passed to the receiving organization.  The subsequent 
entitlements of the staff member shall be governed by the rules of the 
receiving organization. 

 

 

490. OBLIGATION OF STAFF MEMBERS TO  PROVIDE INFORMATION ABOUT 

THEMSELVES 
 
 490.1 Staff members are responsible for supplying the Bureau with whatever 

information and documentation may be required, both during the application 
process and subsequent to employment, for the purpose of determining their 
status under the Staff Rules or of completing administrative arrangements in 
connection with their appointments. Staff members shall be held accountable 
for the accuracy and completeness of the information they provide. 

 
 490.2 Staff members are also responsible for promptly notifying the Bureau, in 

writing, of any subsequent changes affecting their status under the Staff 
Rules, and for supplying any relevant documentation required. 

 
 490.3 A staff member who intends to change his or her nationality shall notify the 

Director of that intention before the change becomes final. 
 
 490.4 A staff member who is arrested, charged with an offense other than a minor 

traffic violation, summoned before a court as a defendant in a criminal 
proceeding, or convicted, fined or imprisoned for any offence other than a 
minor traffic violation, shall immediately report the fact to the Bureau.  

 

 

495. STAFF MEMBER’S BENEFICIARIES  
 
 495.1 At the time of appointment, each staff member shall nominate a beneficiary 

or beneficiaries in writing in prescribed form. It shall be the responsibility of 
the staff member to notify the Bureau of any revocations or changes of 
beneficiaries. 

 
 495.2 In the event of the death of a staff member, all amounts due to that staff 

member will be paid to his or her nominated beneficiary or beneficiaries, 
except as otherwise stated in these Staff Rules and in the Regulations of the 
United Nations Joint Staff Pension Fund. Such payment shall afford the 
Bureau a complete release from all further liability in respect of any sum so 
paid. 
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SECTION 5 

 

Performance and Change of Status 
 
 
510. ASSIGNMENT TO DUTY 
 

 510.1 Staff members in posts subject to international recruitment may be assigned 
to any activity or office of the Bureau.  Those in posts subject to local 
recruitment may not be assigned, except by mutual agreement, to an official 
station other than that for which they have been recruited.  Initial recruitment 
for a specific assignment does not, therefore, relieve the staff member of the 
obligation to serve in any other designated assignment.  In determining the 
initial and any subsequent assignment, consideration shall be given, to the 
extent possible, to the staff member's particular abilities and interests. 

 
510.2 Assignments shall be of two types: 

 
 510.2.1 those made under conditions warranting the full establishment of 

the staff member at his official station, including household 
removal.  Such assignments shall be designated as R 
assignments; 

 
 510.2.2 those made for fixed periods under conditions which do not 

warrant the full establishment of the staff member at his official 
station.  Such assignments shall be designated as NR 
assignments. 

 
  For the practical implications of R and NR assignments on the mobility and 

hardship allowance, see Rule 360; on assignment grant, see Rule 365; on 
transportation of personal effects, see Rule 850; and on removal, see Rule 
855.  

 
 
520. TRAINING 
 
 Staff members may be given suitable training as determined necessary by the Bureau to 

improve their effectiveness in their current assignments and to prepare them for broader 
usefulness to the Bureau. 

 
 

530. PERFORMANCE PLANNING AND EVALUATION  
 
   530.1 Supervisors shall be responsible for: 

 
   530.1.1 facilitating the adjustment of the staff they supervise to their work; 
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 530.1.2 establishing, in consultation with each staff member, a work plan; 
 
   530.1.3 guiding staff under their supervision. 

 
   530.2 For staff at the D.2 level and below, in addition to the normal work review and 

discussion with a staff member, supervisors shall periodically make a formal 
evaluation of the performance, conduct and development potential of all staff 
members under their supervision.  This evaluation shall be made at such 
intervals as the work situation or the individual's performance requires, but in 
no case less frequently than once a year.  Supervisors shall discuss their 
conclusions with the staff member and make specific suggestions for 
improvement in performance as necessary. For staff members with 
supervisory responsibilities, the evaluation shall include an assessment of 
their performance as supervisors, including how they fulfill their performance 
management and development responsibilities. 

 
   530.3 The performance and conduct of staff members during the preceding year 

shall be evaluated according to procedures established by the Director.  The 
form shall be signed by the supervisors and the staff members concerned; 
the latter may, if they so wish, attach a statement concerning any part of the 
report with which they disagree and this shall become a part of their 
performance report file. 

 
 530.4 The evaluation of performance and conduct as reflected in these reports 

shall be the basis for assisting the staff member to make his most effective 
contribution to the work of the Bureau and for decisions concerning the staff 
member’s status and retention in the Bureau. 

 
 

540. END OF PROBATION 
 
 540.1 A performance evaluation report (see Rule 530.2) shall be made before the 

end of the normal probationary period (see Rule 420.7).  On the basis of this 
report, a decision shall be taken and notified to the staff member, that the:   

 
 540.1.1 appointment is confirmed; 
 
 540.1.2 probationary period is extended for a specified period; 
 
 540.1.3 appointment is not confirmed and is to be terminated. 
 
 540.2 In the case of either 540.1.2 or 540.1.3, the staff member shall be notified of 

the reasons.  If the probationary period is extended, a further report and 
decision are required before the expiry of this additional period. 

 

 



STAFF RULES 
 

 

 39 

550. WITHIN-GRADE INCREASE 
 
 550.1 Staff members, holding service appointments as defined in Staff Rule 420.2 

and fixed-term appointments as defined in Staff Rule 420.3, whose 
performance and conduct have been certified by the supervisors as being 
satisfactory, shall be entitled to a within-grade salary increase of one step 
upon completion of each unit of service time as defined in Rule 550.2.  

 
550.1.1 The date of entitlement shall not be earlier than the date of 

confirmation of the appointment except as provided in Rule 480. 
The effective date for a within-grade increase shall be the first of 
the month nearest the date of satisfactory completion of the 
service requirement. Increases may be granted up to the 
maximum for the staff member’s grade except that, if either Rule 
555 or Rule 1310.9 applies, the normal maximum may be 
exceeded accordingly. 

 
 550.1.2 Staff members holding temporary appointments as defined under 

Staff Rule 420.4 whose performance and conduct have been 
certified by their supervisors as being satisfactory shall be entitled 
to one within-grade salary increase—to step two of the relevant 
grade—upon completion of the first year of full-time service. 

  
 550.2 The unit of service time is defined as the minimum length of time which must 

be served at a step in order to achieve a within-grade salary increase under 
the terms of Rule 550.1.  The unit of service time is as follows: 

 
 550.2.1 one year of full-time service at all levels and steps except at 

those in Rule 550.2.2; 
 
 550.2.2 two years of full-time service at levels: P-2 step XI, P-3 steps XIII 

and XIV, P-4 step XII to step XIV, P-5 step X to step XII, P-6/D-1 
step IV to step VIII, and D-2 step I to step V; 

 
 550.2.3 such period of full-time service as the Director may establish for 

posts subject to local recruitment in accordance with Rule 1310. 
 
  550.3 The unit of service time shall be reduced to 10 months under Rule 550.2.1 

and to 20 months under Rule 550.2.2 in the case of staff members who have 
demonstrated, by passing a prescribed test, proficiency in a second official 
language of the Bureau.  Staff members whose mother tongue is one of the 
official languages of the Bureau must demonstrate proficiency in a second 
official language.  Linguistic staff (translators and editors) are only eligible for 
the accelerated within-grade increase if they pass the language proficiency 
examination in an official language not required in their job descriptions.   
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This rule applies to staff members in the professional and higher categories 
as defined in Staff Rules 420.2 and 420.3.  It does not apply to those holding 
temporary appointments as defined in Rule 420.4  and conference and other 
short-term service staff under Rule 1320, e.g., translators, editors, revisers 
and interpreters. 

 
 550.4 All service time shall be credited except for: 
 
 550.4.1 leave without pay in excess of 30 working days; 
 
 550.4.2 sick leave under insurance cover in excess of 30 days; 
 
 550.4.3 unsatisfactory service. 
 
 550.5 For part-time staff, the unit of service time is the equivalent amount of 

part-time service. 
 
 550.6 Service time shall date from the latest of the following actions: 
 
 550.6.1 entrance on duty; 
 
 550.6.2 the last within-grade increase unless a promotion to a higher 

grade has taken place since that date; 
 
 550.6.3 reduction in grade under Rule 570.1.2; 
 
 550.6.4 a promotion to a higher grade. 
 
 

555. WITHIN-GRADE INCREASE BASED ON MERIT  

 
 A staff member holding a fixed-term or service appointment whose performance has 

been especially meritorious beyond that which may reasonably be expected of a 
normally well-qualified staff member, and whose conduct has been satisfactory, may be 
granted one extra within grade step, or exceptionally two, up to the normal maximum 
step in the grade.  Such increase shall not affect the staff member’s eligibility for regular 
within-grade increases.  

 

 

560. PROMOTION (see Staff Regulation 4.4) 
 

 560.1 Promotion is the advancement of a staff member holding a fixed term or 
service appointment to a post of higher grade, as a result either of the 
reclassification of the post he occupies or of reassignment to a different post. 

 
 560.2 Subject to Rule 560.3, a staff member holding a fixed term or service 

appointment shall be entitled to the promotion resulting from a 
reclassification of the post he or she occupies if he or she has the necessary 
qualifications and his or her performance and conduct have been 
satisfactory. 
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 560.3 If an occupied post is reclassified from the general service category to the 
national or international professional category or by more than one grade 
within the same category, or if the post has been reclassified previously while 
occupied by the same incumbent, the post shall be announced to the staff 
and selection for that post shall be on a competitive basis. In such cases, the 
incumbent of the reclassified post may be granted extra pay as of the fourth 
consecutive month following the effective date of the reclassification, in 
accordance with the provisions of Rule 320.5, if he or she holds a fixed term 
or service appointment. 

 

 

565. REASSIGNMENT 
 

 565.1 A reassignment is any formal movement of a staff member holding a fixed-
term or service appointment from one post to another.  It may involve a 
change in title, grade, duties, salary, post adjustment or official station, or a 
combination of these changes. 

 
 565.2 A staff member holding a fixed-term or service appointment may be 

reassigned whenever it is in the interest of the Bureau to do so and may at 
any time request consideration for a reassignment in his or her own interest. 

 
 565.3 So far as practicable, vacancies in posts in the professional category and 

above shall be filled by the reassignment of staff members in the interest of 
developing a versatile career staff.  In accepting appointment, a staff 
member accepts the applicability of this policy to himself. 

 

 

567. ACTING APPOINTMENT 
 

 When it is in the best interest of the Bureau, a staff member may be requested to 
temporarily perform the duties of another post, which may be at the same, lower or 
higher grade level than the staff member’s post. If the temporary duties relate to a post 
at a higher grade than that of the staff member, due regard shall be given to the 
provisions of Rule 320.5. Any request made pursuant to the provisions of this rule must 
be made in writing to the staff member. An acting appointment made in accordance with 
this rule shall not normally exceed 12 months. 

 

 

570. REDUCTION IN GRADE 
 

 570.1 The grade of staff members holding a fixed-term or service appointment may 
be reduced as a consequence of reclassification of the post occupied or 
reassignment to a different post of lower grade.  The latter may result: 

 
 570.1.1 from the staff member's own request for personal reasons; 
 
 570.1.2 from unsatisfactory performance; 
 
 570.1.3 from misconduct; 
 
   570.1.4 as an alternative to termination under Rule 1050. 
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 570.2 A staff member shall not be reassigned to a post of lower grade:  
  570.2.1  for unsatisfactory performance until he or she has received 

written notification of the proposed action and of the reasons, and has had 
an opportunity to reply;  such reply must be made in writing within eight 
calendar days of receipt of the notification. 

 
  570.2.2  for misconduct until he or she has been notified in writing and 

given an opportunity to reply; in accordance with Staff Rule 1130; 
 
  570.2.3  in lieu of termination under Staff Rule 1050, unless he or she has 

accepted, in writing, the offer of reassignment to a lower-graded post in 
accordance with the Bureau’s reassignment policy. 

 
 

580. NOTIFICATION AND EFFECTIVE DATE OF CHANGE IN STATUS 
 

 580.1 Staff members shall be notified in writing either individually or collectively of 
any changes in their official status, whether arising from actions taken under 
these Rules or from any other changes in their personal or employment 
situation recognized by the Bureau.  Such notification shall constitute an 
amendment to the terms of appointment under Rule 440.3. 

 
 580.2 A staff member shall be notified by letter in advance of any reduction in 

grade or salary, the notice period being the same as that specified for 
termination in Rule 1050.3. 
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ARTICLE V 

 

Annual and Special Leave 
 

 

5.1    Staff members shall be allowed appropriate annual leave.  In exceptional cases, special 
leave may be authorized by the Director. 

 

5.2    In order that staff members may take their leave periodically in their home countries, the 
Bureau shall allow necessary traveling time for that purpose, under conditions and 
definitions prescribed by the Director. 
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SECTION 6 

 

Attendance and Leave 

 

 

610. WORKING HOURS AND ATTENDANCE 
 
 610.1 Full-time staff members are subject to call to duty at any time.  The normal 

work day shall be eight hours and the normal work week shall be 40 hours. 
The days of the week and the working hours that constitute the normal work 
week shall be designated as the needs of the Bureau require. 

 
 610.2 Sunday (or any equivalent day) shall not be a work day. 
 
 610.3 A staff member unable to report for duty on a work day shall notify his 

supervisor of that fact within four hours after the beginning of the work day if 
it is possible to do so.  Failure to give such notification without proper 
justification may result in disciplinary action being taken. 

 
 610.4 Records of attendance shall be maintained and shall serve as a basis for 

salary payments. 
 
 610.5 No salary shall be paid to staff members in respect of periods of 

unauthorized absence from work unless such absence was due to reasons 
beyond their control.  Payment may be withheld pending a determination as 
to the reasons for the unauthorized absence.  If it is determined that the 
absence was beyond the control of the staff member, the withheld salary will 
be paid. 

 
 

620. OFFICIAL HOLIDAYS 
 
 Ten holidays are observed per year and, except as otherwise decided by the Director, 

follow, as far as practicable, the 10 most commonly observed holidays in the locality. 
 
 

625. OVERTIME AND COMPENSATORY LEAVE 
 
 When authorized by the appropriate supervisor, a staff member may be required to work 

overtime and may be compensated as follows, subject to procedures established by the 
Bureau: 

 
 625.1 staff in the professional category and above may be given compensatory 

leave; 
 

 625.2 staff in the general service category shall be given compensatory leave or 
monetary compensation. 
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630. ANNUAL LEAVE 
 
 630.1 Annual leave is provided to the staff for the purposes of rest and relaxation 

from their duties and for attending to personal business.  Absences not 
specifically covered by other provisions of these Rules shall be chargeable to 
annual leave to the extent that it has been accrued or advanced. 

 
 630.2 The rate of annual leave accrual shall be two and one-half working days for 

each full calendar month in pay status, with accrual for less than a full 
calendar month on a pro rata basis. 

  
 630.3 Annual leave accrues to all staff members except: 

 
 630.3.1 to holders of temporary appointments, as defined in Rule 420.4, 

engaged on a daily basis; 
 
 630.3.2 to those on leave without pay under Rule 655.1 in excess of 30 

days; 
 
 630.3.3 to those on special leave under insurance coverage in excess of 

30 days; 
 
 630.3.4 when otherwise specified in the Rules. 
 
  630.4 Annual leave must be taken in units of one hour. 

 
 630.5 Since the purpose of annual leave is to provide a period of rest each year, 

not more than 15 days of annual leave accrued in a given year shall normally 
be carried forward to the next calendar year.  Not more than 60 days of 
accumulated annual leave can be carried forward beyond 31 December of 
each year. 

 
 630.6 In exceptional circumstances a staff member may be advanced annual 

leave. 
 

 630.7 A staff member who is ill during a period of annual leave shall, subject to the 
provisions of Rule 740, have that portion of his absence considered as sick 
leave upon presentation of a satisfactory medical report. 

 
 630.8 A staff member who, on leaving the service of the Bureau, has not exhausted 

the annual leave to which he or she is entitled shall be paid in respect of 
each day of unused annual leave up to a maximum of 60 days (see Rule 
380.2.2). A staff member who has taken advanced annual leave beyond that 
subsequently accrued shall either have the equivalent amount debited to his 
or her terminal payments or, at the option of the Bureau, make a cash refund. 
In case of death of a staff member, payment in lieu of accrued annual leave 
shall be made to his or her nominated beneficiary or beneficiaries under Rule 
495.2 but no deduction shall be made in respect of advanced annual leave. 
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640. HOME LEAVE 
 
    640.1 Home leave is granted so that a staff member who is serving and residing 

outside the country of his or her recognized place of residence, and his or 
her spouse and eligible children, may spend a reasonable period of annual 
leave in the staff member’s home country with a view to maintaining effective 
association with its culture, with family, and with national, professional or 
other interests. Staff members may exercise home leave travel in a country 
other than that of their recognized place of residence under conditions 
established by the Bureau. 

 
  640.2 Home leave consists of: 
 
 640.2.1 round trip transportation paid by the Organization to either a staff 

member’s normal place of residence or to an approved alternate 
destination, whichever is less; and 

 
 640.2.2 an annual leave credit given by the Organization to a staff 

member, which is equal to the round trip travel time needed to 
reach the staff member’s normal place of residence or approved 
alternate destination and  to return to his or her duty station. In no 
instance may annual leave credit for travel to an alternate 
destination exceed the credit that would have been given had the 
staff member traveled to his or her normal place of residence. 

 
  640.3 As a condition for the payment of travel, the staff member, his or her spouse 

and eligible children must spend at least one week in the country where the 
leave is exercised.  

 
 640.4 The date of eligibility for home leave shall be the date on which the staff 

member has completed 24 months of qualifying service, except at those 
official stations designated by the Director as having difficult conditions of life 
and work.  At the designated official stations, the date of eligibility shall be 
the date on which the staff member has completed 12 months of qualifying 
service; however, the date may be determined according to criteria 
established by the Director in cases of reassignment or reclassification of 
official stations.  All official stations are classified for this purpose, according 
to their home leave cycle, as "24-month stations" or "12-month stations." 

 
  640.5 Internationally-recruited staff members holding fixed term, temporary, or 

service appointments are eligible for home leave when: 
 
   640.5.1 they are serving and residing outside the country of their 

recognized place of residence as established under Rule 460; 
and 
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 640.5.2 if the staff member is assigned to a 24-month official station, their 
service is expected to continue at least six months beyond the 
date of return from home leave or six months beyond the date of 
eligibility for home leave, whichever is later; or, if the staff 
member is assigned to a 12-month official station, their service is 
expected to continue at least three months beyond the date of 
return from home leave or three months beyond the date of 
eligibility for home leave, whichever is later; and  

 
 640.5.3 they have met the requirements for qualifying service under Rule 

640.4. 
 
   640.6 Qualifying service under this rule consists of continuous service for the 

Bureau at official stations outside the country of the staff member's 
recognized place of residence, but does not include periods of sick leave 
under insurance cover in excess of 30 days or leave without pay in excess of 
30 days. 

 
 640.7 Home leave may be granted subject to the following conditions: 
 
 640.7.1 the date of departure on home leave may be at any time during 

the eligibility period specified below: 
  

Official station Eligibility period 

24-month 6 months before and after eligibility date 

12-month 3 months before and after eligibility date 

 
  When the date of departure is after the end of the eligibility 

period, qualifying service towards the next home leave shall 
accrue from the date of departure, unless the leave has been 
postponed at the request of the Bureau; 

 
 640.7.2 in exceptional circumstances, home leave may be advanced, 

provided there has been a minimum period of qualifying service 
as defined by the Director; 

 
   640.7.3 the spouse and eligible children must remain at the official station 

for a least six months after return from home leave; if the staff 
member is assigned to a 24-month official station, or for at least 
three months if the staff member is assigned to a 12-month 
official station; 
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   640.7.4 the timing of the home leave must be reasonable in relation to 
other authorized travel of the staff member, spouse or children, 
and in relation to the exigencies of service. 

 
   640.8 If both spouses are staff members in organizations in the United Nations 

system and eligible for home leave, each shall have the choice of exercising 
the home leave entitlements as a staff member, or as a spouse, but not as 
both.  Such choice normally may not result in more than one home leave in 
every home leave cycle. 

 
 640.9 A staff member may be required to take home leave in conjunction with travel 

on official business or change of official station, due regard being paid to the 
interests of the staff member and his family. 

 
 

650. SPECIAL LEAVE 
 

 Special leave with full, partial or no pay may be granted at the request of a staff member 
for such period and under such conditions as the Bureau may prescribe. This special 
leave may be granted for training or research in the interest of the Bureau or for other 
important reasons, including but not limit to child care, serious illness of a family 
member, or the death of an immediate family member. The Director may, at his or her 
initiative, place a staff member on special leave with full pay if he or she considers such 
leave to be in the interest of the Organization. Normally, such leave shall not be granted 
until all accrued annual leave has been exhausted, except in the cases of special leave 
to care for a child, serious illness of a family member or death of an immediate family 
member. Continuity of service shall not be broken during periods of special leave, which 
shall be credited for all purposes except as otherwise specified in the Rules. 

 
 650.1 Administrative leave is paid leave with benefits subject to conditions 

established by the Bureau. 
 
 

655. LEAVE WITHOUT PAY 
 
   655.1 Leave without pay, except as provided in Rule 655.3, may be granted, for a 

period normally not in excess of one year, for purposes normally covered by 
sick or annual leave when that leave has been exhausted. 

  
 655.2 During any leave without pay under Rule 655.1 the following conditions shall 

apply: 
 
 655.2.1 cover under any insurance provided by these Rules shall cease 

unless the staff member pays both his and the Bureau's 
contributions under the appropriate insurance plans; 
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 655.2.2 no credit shall accrue for purposes of pensionable service time 
unless the staff member pays both his own and the Bureau's 
contributions to the Pension Fund; 

 
    
                 655.3 For periods of leave without pay of 30 calendar days or less, service credits 

for the purposes of annual leave, within-grade increase, completion of 
probation, repatriation grant, termination indemnity, home leave and end-of-
service grant will continue to accrue, except as provided for in Rule 655.2. 

 
                 655.4 For periods of leave without pay of more than 30 calendar days, service 

credits for the purposes stated in Rule 655.3 shall cease to accrue from the 
start date of the leave without pay, except as provided for in Rule 655.2 and 
655.6. 

 
                 655.5 if the duration of the leave without pay is more than one third of the 

scholastic year of a child for whom the staff member is eligible to receive an 
education grant, the amount of the grant shall be reduced proportionally and 
the child's travel shall not be paid. 
 

   655.6 The Director may authorize leave without pay for pension purposes for staff 
who are within two years of reaching  early retirement age, as defined by the 
United Nations Joint Staff Pension Fund and have acquired 25 years of 
contributory service, or who are over that age and within two years of 
reaching 25 years of contributory service. 

 
 

660. LEAVE FOR MILITARY TRAINING OR SERVICE 
 

    660.1  Upon application, staff members, except those holding temporary 
appointments as defined in Rule 420.4 , may be granted leave of absence for 
military training or service required by their government for a period not 
exceeding one year in the first instance but subject to extension on request.  
Such absence shall be charged as leave without pay and the provisions of 
Rule 655.2 shall apply. 

 
 660.2 If such leave of absence is expected to last for at least six months, the 

Bureau shall, on request of the staff member, pay the travel costs for him, his 
spouse and dependent children, provided that such expenses are not borne 
by his government and provided that any such expenses shall be charged 
against his next home leave entitlement. 

 
 660.3 Upon application, within 90 days after release from military service, the staff 

member shall be restored to active duty in the Bureau in the same status and 
at the same grade he or she had upon entry into military service, provided 
there is a post available for which the staff member is qualified.  If no such 
post is available, the provisions of Rule 1050 shall be applied. 
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670. APPROVAL AND REPORTING OF LEAVE 
 
 The granting of leave under Rules 625, 630, 640, 650 and 655 is subject to the 

exigencies of the service and must be approved in advance by authorized officials.  The 
personal circumstances of the staff member will be considered as far as possible.  All 
leave taken shall be promptly reported. 

 
 

680. OTHER FORMS OF LEAVE 
 
 Other forms of leave are found in Section 7 (Social Security). 
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ARTICLE VI 

 

Social Security 
 
 

6.1    Provision shall be made for the participation of staff members in the United Nations Joint 
Staff Pension Fund in accordance with the regulations of that fund. 

 

6.2    The Director shall establish a scheme of social security for the staff, including provisions for 
health protection, sick leave and maternity leave, and reasonable compensation in the event 
of illness, accident, or death attributable to the performance of official duties on behalf of the 
Pan American Sanitary Bureau. 
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SECTION 7 

 

Social Security 

 

 

710. UNITED NATIONS JOINT STAFF PENSION FUND 
 
 Full-time and part-time staff members shall be participants in the United Nations Joint 

Staff Pension Fund if the Regulations and Rules of the Fund so require. 
 
 

720. STAFF HEALTH INSURANCE AND ACCIDENT AND ILLNESS INSURANCE 
 
 720.1 Staff Health Insurance: 
 
 720.1.1 Staff members shall participate in the Bureau’s Staff Health 

Insurance Plan, and their spouse and eligible dependants shall 
also be covered by it, in accordance with rules established by the 
Bureau in consultation with the staff representatives.  Staff 
members shall contribute to the cost. 

 
 720.1.2 Staff members holding temporary appointments as defined in 

Rule 420.4  shall also participate in the Bureau’s Staff Health 
Insurance, in accordance with rules established by the Bureau. 
Their eligible family members may be covered by it, in 
accordance with rules established by the Bureau. Staff members 
shall contribute to the cost. 

 
 720.2 Accident and Illness Insurance: 
 
 720.2.1 Staff members shall be insured against the risk of disability or 

accidental death to the extent provided for in the Bureau's 
accident and illness insurance policy relating to them.  Staff 
members shall contribute to the cost. 

 
 720.2.2 Staff members appointed for periods of less than one year shall 

be insured against medical and hospital expenses, death and 
disability in accordance with the provisions of the insurance policy 
relating to them.  Participants shall contribute to the cost. 

 

 

730. COMPENSATION FOR ILLNESS, INJURY OR DEATH ATTRIBUTABLE TO 

SERVICE 
 

A staff member, or his surviving spouse or dependants, shall be entitled to 
compensation in the event of illness, injury or death attributable to the performance of 
official duties on behalf of the Bureau, in accordance with rules established by the 
Bureau. 
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740. SICK LEAVE 
 
 740.1 Staff members, except those excluded under Rule1320 who are unable to 

perform their duties because of illness or injury, or whose attendance is 
prevented by public health requirements, may be granted sick leave with pay 
with the approval of the Staff Physician in the following amounts: 

 
 740.1.1 a staff member holding a fixed-term or service appointment of 

one year’s duration or more may be granted up to six months’ 
sick leave with full pay in any period of 12 consecutive months, 
provided that the total of all absences on account of sick leave 
shall not exceed nine months in any four-year period. (See also 
Rules 655.1 and 750.1); 

 
  740.1.2 in exceptional cases the Director may, in addition to the leave 

specified in Rule 740.1.1, grant special leave under Rule 650 with 
half pay to such staff up to a maximum of nine months in any 
four-year period.  During a period of special leave with half pay, 
the staff member and the Bureau shall continue to make their 
contributions to the Staff Pension Fund and the Staff Health 
Insurance, calculated on the basis of the staff member's full 
salary; 

 
 740.1.3 a staff member who has exhausted all his entitlements to sick 

leave and who is not entitled to receive salary benefits under the 
Bureau's accident and illness policy, shall first use up in full his 
annual leave entitlements before he can be considered for leave 
without pay under Rule 655 or special leave with pay under Rule 
740.1.2; 

 
 740.1.4 a staff member holding a temporary appointment and paid on a 

monthly basis may be granted sick leave proportionate to the 
duration of the appointment. 

 
   740.2 Any medical absence of more than three consecutive working days which is 

to be charged as sick leave must be supported by a certificate from a duly 
recognized medical practitioner: 

 
 740.2.1  stating that the staff member is unable to perform his or her duties; 
 
 740.2.2 presenting a diagnosis; and 
 
 740.2.3 indicating the probable duration of the work incapacity.  The 

duration of a sick leave certificate may not exceed one month; 
where the incapacity continues beyond that period, a new 
certificate established by the treating physician is required. 
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 740.3 Not more than seven working days of uncertified absences within one 
calendar year shall be charged as sick leave. Part or all of this uncertified 
sick leave may be granted to attend to serious family-related emergencies, in 
which case the certification requirement in respect of three consecutive 
working days shall not apply. 

 
 740.4 In any case of a staff member's claiming sick leave, he or she shall submit 

such periodic medical reports as the Staff Physician shall require to monitor 
his or her condition and progress, and to verify the need for continued sick 
leave. In addition, the staff member shall be examined by the Staff Physician 
if the latter so decides, or by a physician designated by the Staff Physician. 

+ 
 740.5 Sick leave shall be recorded in units of one hour. 

 
 740.6 A staff member on sick leave may not leave the duty station without prior 

approval of the Staff Physician or a physician designated by the 
Organization. 

 
 740.7 A staff member who is on certificate sick leave may not perform any work 

(paid or unpaid) without prior medical authorization from the Staff Physician 
or a physician designated by the Organization. 

 
740.8 The termination of a staff member’s appointment shall, from the date it is 

effective, terminate any claim to sick leave under these rules. 
 
740.9 Upon the recommendation of the Staff Physician, the Director may require a 

staff member to absent him or herself on sick leave. 
 
 

750. SICK LEAVE UNDER INSURANCE COVER 
 
 750.1 Sick leave under insurance cover shall be granted to a staff member who is 

unable to perform his duties because of illness or injury and who is entitled to 
salary benefits under the Bureau's accident and illness policy (see Rule 720). 
While receiving these benefits the staff member and the Bureau shall 
continue to make contributions to the Staff Pension Fund, accident and 
illness insurance, and the Staff Health Insurance. 

 
 750.2 For periods of sick leave under insurance cover of 30 days or less, service 

credits shall continue to accrue for the purposes of annual leave, a within-
grade increase, completion of probation, repatriation grant, termination 
indemnity, home leave and end-of-service grant. 

 
 750.3 for periods of sick leave under insurance cover of more than 30 days, service 

credits for the purposes stated in Rule 750.2 shall cease to accrue from the 
start date of the leave. 

 
 750.4 For periods of sick leave under insurance cover on a half-time basis, service 

credits for all purposes shall accrue at half the normal rate. 
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 750.5 A staff member on sick leave under insurance cover may not leave the duty 
station without prior approval of the Staff Physician or a physician designated 
by the Organization. 

 

 

755. SUBROGATION OF RIGHTS 
 
 When a staff member incurs an illness or accident for which a third party may be wholly 

or in part liable and for which the staff member is placed on sick leave, he shall have the 
right to receive his remuneration during the period of the sick leave by reason of the 
Bureau's automatic subrogation in respect of his rights against third parties up to the 
amount of the remuneration which the Bureau has paid. 

 
 

  760. MATERNITY LEAVE  
 
 760.1 Staff members shall be entitled to maternity leave, subject to the conditions 

specified in this Rule. 
 

   760.2 Maternity leave for staff holding fixed-term or service appointments:  
 

   Staff members are entitled to 16 weeks of maternity leave. This leave shall 
commence within six weeks of the staff member’s due date based on a 
certificate from a duly-recognized medical practitioner or midwife indicating 
the expected date of birth. Maternity leave may not commence less than two 
weeks before the expected due date and shall not terminate less than 10 
weeks after the actual date of birth. The leave is paid with full salary and 
allowances. 

 
   760.3 Maternity leave for staff holding temporary appointments.  
 
   For a staff member holding a temporary appointment as defined in Rule 

420.4 , maternity leave shall be granted under conditions established by the 
Bureau. 

 
   760.4 A nursing mother shall be allowed nursing leave of sufficient time each day 

to nurse her child until the child reaches the age of two years. 
 

     760.5 Where both parents of a newborn child are staff members of the Pan 
American Sanitary Bureau, any unused portion of maternity leave to which 
the mother would otherwise have been entitled under Rule 760.2 may be 
used by the father of the child, under conditions established by the Bureau. 

 
 

763. PATERNITY LEAVE 
 

763.1 Upon presentation of satisfactory evidence of the birth of his child, a staff 
member shall be entitled to paternity leave. Paternity leave must be 
exhausted within 12 months from the date of the child’s birth. 
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763.2 Staff members holding fixed-term appointment, as defined in Staff Rule 
420.3, or service appointments as defined in Staff Rule 420.2, shall be 
entitled to: 

 
763.2.1 Four weeks of paternity leave or, in exceptional circumstances, to 

eight weeks of such leave. 
 
763.2.2 Internationally-recruited staff members serving at a non-family 

duty station are entitled to eight weeks of paternity leave.  
 

763.3 Staff members holding temporary appointments, as defined in Rule 420.4, 
shall be entitled to two weeks of paternity leave.  

 
 

765. ADOPTION LEAVE 
 
 765.1 Subject to conditions established by the Bureau, and upon presentation of 

satisfactory evidence of the adoption of a child, staff members holding fixed-
term appointments, as defined in Staff Rule 420.3, or service appointments 
as defined in Staff Rule 420.2, shall be entitled to adoption leave for a total 
period of eight weeks 

  
 765.2  Staff members holding temporary appointments, as defined in Rule 420.4, 

shall be entitled to four weeks of adoption leave. 
 
 

  770. GRANT IN CASE OF DEATH 
 
   770.1 When the death of a staff member does not result in any indemnity payment 

from the Bureau's accident and illness insurance policy, a payment shall be 
made to: 

 
770.1.1 the spouse or, if none, 

 
770.1.2 the children recognized under Staff Rule 310.5.2 in equal shares. 

 
   770.2 The grant shall be made in accordance with the following schedule, 

computed according to Staff Rule 380.2: 
 

Years of qualifying service Months of salary 

0-3 3 

4 4 

5 5 

6 6 

7 7 

8 8 

9 or more 9 
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780. LOSS OF PERSONAL PROPERTY 
 
 The Director may authorize the indemnification of a staff member for loss of personal 

property as a result of conditions of service, provided he has taken reasonable 
precautions to safeguard and insure the property and provided that claim for such 
indemnification shall normally be limited to items of basic living. 
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ARTICLE VII 

 

Travel and Removal Expenses 
 
 

7.1 Subject to conditions and definitions prescribed by the Director, the Bureau shall pay the travel 
expenses of staff members and, in appropriate cases, their dependants: 

 
upon appointment and on subsequent change of official duty stations; 

 
upon the taking of leave at home when authorized; and 

 
upon separation from service. 

 

7.2 Subject to conditions and definitions prescribed by the Director, the Pan American Sanitary 
Bureau shall pay removal costs for staff members: 

 
upon appointment and on subsequent change of official duty stations; and 

 
upon separation from service. 
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SECTION 8 

 

Travel and Transportation 

 

 

810. TRAVEL OF STAFF MEMBERS 
 
 The Bureau shall pay the travel expenses of a staff member as follows: 
 
 810.1 on appointment, from the recognized place of residence to the official station 

or, at the option of the Bureau, from the place of recruitment if different; 
 

 810.2 on change of official station; 
 
 810.3 on official business; 
 
  810.4 on home leave, if entitled under Rule 640; 
 
 810.5 Once in each interval between home leave eligibility dates (or once during an 

appointment of equivalent duration) from the official station to the place 
where the staff member's spouse and children, as defined in Rule 820.1, are 
residing, and return to the official station, provided that: 

 
 810.5.1 the staff member has waived his entitlements to the travel of his 

spouse and children under Rules 820 and 825, except for 
education grant travel under Rules 820.2.5.2 and 820.2.5.3; 

 
   810.5.2 his assignment is to continue for at least six months after his 

return if the staff member is assigned to a 24-month official 
station or for at least three months if the staff member is assigned 
to a 12-month duty station; 

 
 810.5.3 the cost to the Bureau shall not in any case exceed that of travel 

from the official station to the staff member's recognized place of 
residence; 

 
 810.5.4 there is a reasonable interval between this travel and travel on 

home leave (see also Rule 640.7.4); 
 
 810.6 On termination, except as provided in Rule 1010.2, from the official station to 

the recognized place of residence, or to any other place provided that the 
cost to the Bureau does not exceed that for the travel to the recognized place 
of residence; 
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   810.7 In the case of illness or injury requiring special facilities for treatment of a 
staff member whom the Bureau has an obligation to repatriate, the Director 
may authorize return travel between the official station and the nearest place 
where such facilities exist.  The Staff Physician advises on the location of the 
facilities.  To the extent feasible, such travel shall subsequently be charged 
to entitlements becoming due under Rules 810.4, 810.5, 810.6 and 870. 

 
   810.8 In exceptional circumstances, return travel may be authorized in the case of 

illness or injury requiring special facilities for the treatment of a staff member 
who the Bureau does not have an obligation to repatriate. 

 
 810.9 In other appropriate cases when, in the opinion of the Bureau, there are 

compelling reasons for paying such expenses. 
 

 

820. TRAVEL OF SPOUSE AND CHILDREN 
 
 820.1 Family members recognized as eligible for purposes of travel at the Bureau's 

expense are: 
 
 820.1.1 a spouse; 
 
 820.1.2 each child meeting the definition of dependency in Rule 310.5.2; 
 
 820.1.3 each such child for whom travel expenses have previously been 

paid by the Bureau, to the extent of the final one-way passage 
either to join the staff member at the official station or to return to 
the country of the recognized place of residence within one year 
after ceasing to qualify as a dependant. The Bureau's financial 
responsibility shall be limited to the cost of one-way travel 
between the official station and the recognized place of 
residence.  However, if a round trip to which the child may be 
entitled under Rule 820.2.5.2 or 820.2.5.3 is completed after the 
end of the  scholastic year in which the child reaches the age of 
21, this travel shall not be authorized; 

 
 820.1.4 a child entitled to the education grant under Rule 350.1.2, for 

purposes of travel under Rules 820.2.5.1, 820.2.5.2, 820.2.5.3 
and 820.2.5.5. 

 
 820.2 Except for staff members holding temporary appointments as defined in Rule 

420.4 , the Bureau shall pay the travel expenses of a staff member's spouse 
and dependent children as defined in Rule 820.1 under the following 
circumstances: 
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 820.2.1 on appointment for a period of not less than one year, from the 
recognized place of residence or, at the option of the Bureau, the 
place of recruitment, to the official station, or from some other 
place, provided that the cost to the Bureau does not exceed that 
for the travel from the recognized place of residence, and subject 
to the requirement that in any case the spouse and dependent 
children remain at the official station at least six months; 

 
 820.2.2 subsequent to appointment in order to join the staff member at 

his official station, under the same conditions as stated in 
820.2.1; 

 
 820.2.3 on change of official station, from one station to the other, subject 

to the same requirement as stated in 820.2.1; 
 
 820.2.4 on home leave and return to the official station, if entitled under 

the provisions of Rule 640; 
 
 820.2.5 for a child for whom there is an entitlement to an education grant 

under Rule 350 for study outside the commuting distance of the 
official station, provided Rule 655.2.4 does not apply: 

 
 820.2.5.1 one-way passage from the official station or 

elsewhere to the place of study to enter school for the 
first time; where the child has been resident with the 
staff member at the official station, the cost to the 
Bureau is limited to that of travel from the official 
station to the staff member's recognized place of 
residence; where the child has not joined the staff 
member at his official station, the cost to the Bureau 
is limited to that of travel from the staff member's 
recognized place of residence to the official station; 

 
 820.2.5.2 one round trip each scholastic year between the place 

of study and the official station if: 
 
 1) the duration of the child's visit to the parents is 

reasonable in relation to the amount of travel 
expenses borne by the Bureau; 

 
   2) the travel expenses to be borne by the Bureau do not 

exceed the cost of round-trip travel between the 
official station and the staff member's recognized 
place of residence or the destination of the travel, 
whichever is less; 
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   3) the timing of the child's journey is reasonable in 
relation to other authorized travel of the staff member, 
spouse, or children; 

 
 820.2.5.3 a second such round trip each scholastic year under 

the same conditions as under Rule 820.2.5.2 if the 
staff member is assigned to an official station 
designated for this purpose, provided that the staff 
member does not go on home leave during that 
scholastic year; 

 
 820.2.5.4 return travel on home leave between the place of 

study and the place to which the staff member is 
authorized to travel under Rule 640.5 (provided that 
the cost to the Bureau is limited to the cost of return 
travel between the official station and the staff 
member's recognized place of residence) if: 

 
 1) the travel coincides with the staff member's travel on 

home leave; 
 
 2) the child is under the age of 21 years; and 
 
 3) the travel is reasonably timed in relation to other 

authorized travel under Rule 820; 
 
 820.2.5.5 the final one-way passage defined in Rule 820.1.3 

within one year after ceasing to qualify for education 
grant under Rule 350.1.2, provided that such 
entitlement has not already been exercised under 
Rule 820.1.3.  The Bureau's financial responsibility 
shall be limited to the cost of one-way travel between 
the official station and the recognized place of 
residence.  However, if a round trip to which the child 
may be entitled under Rules 820.2.5.2 or 820.2.5.3 is 
completed after the child ceases to qualify for an 
education grant under Rule 350.1.2, this travel shall 
not be authorized; 

 
 820.2.6 for the spouse, to visit the staff member at the official station and 

return, in lieu of the staff member's travel under Rule 810.5, 
subject to the same conditions specified therein; 

 
 820.2.7 on separation from service, except as provided in Rule 1010.2, 

from the official station to the recognized place of residence, or to 
any other place which the staff member chooses, provided that 
the cost to the Bureau does not exceed that for the travel to the 
recognized place of residence; 
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 820.2.8 in case of illness or injury requiring special facilities for treatment 
of a family member whom the Bureau has an obligation to 
repatriate, the Director may authorize return travel between the 
official station and the nearest place where such facilities exist.  
The Staff Physician advises on the location of the facilities.  To 
the extent feasible, such travel shall subsequently be charged to 
entitlements becoming due under Rules 820.2.4, 820.2.5, 
820.2.7, 825 and 870. 

 
 820.2.9 in other appropriate cases, when, in the opinion of the Bureau, 

there are compelling reasons for paying such expenses.  
 

 820.3 The eligibility for travel of the spouse and children to any official station shall 
be subject to a determination by the Bureau that conditions at the official 
station are suitable for them.  If they are not, "the official station" for such 
travel may include any area designated by the Bureau as suitable for them. 

 
 820.4 Entitlement of any of the children of a staff member to travel under these 

Rules, other than under Rule 820.2.5, shall be governed by the dependency 
status of that child, as defined in Rule 310.5.2, at the date of commencement 
of that child's travel. 

 
 820.5 The Bureau does not assume responsibility for travel risks of the spouse and 

children for whom travel has been authorized. 
 

 820.6 If both spouses are staff members in organizations in the United Nations 
system, eligible for repatriation, each shall have the choice of exercising the 
repatriation entitlement as a staff member or as a spouse but not as both.  
Such choice shall not result in more than one journey each. 

 
 

825. SPECIAL EDUCATION GRANT TRAVEL 
 
 The Bureau shall, in accordance with established terms and conditions, pay travel 

expenses of a staff member's dependent child in respect of whom the staff member is 
entitled to the special education grant under Rule 355.  The provisions of this Rule shall 
apply to professional and higher category staff not serving in the country of their 
recognized place of residence, and to staff referred to in Rule 1310.4 recruited outside 
the local area as well as outside the country of the official station.  They shall not apply to 
staff referred to in Rule 1310 or to staff holding temporary appointments as defined in 
Rule 420.4 . 
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830. TRAVEL PER DIEM 
 
 830.1 A staff member shall be paid a travel per diem during any period of 

authorized travel.  Per diem shall be paid for family members as defined in 
Rule 820.1 when they are in authorized travel status, other than travel for a 
child to or from school under Rule 820.2.5. 

 
 830.2 Rates of travel per diem, and the conditions under which they shall be 

payable to staff members and authorized family members, shall be 
established by the Bureau.  The amount of the per diem is considered to 
represent an average payment in lieu of reimbursement of a portion of the 
actual incidental expenses occasioned by travel status. 

 
 

840. ROUTE AND MODE OF TRAVEL 
 
 All travel at the Bureau's expense shall be by a route and mode of transportation 

determined by the Bureau, provided that a staff member may be permitted to choose a 
different route or mode of transport on condition that any extra costs are at his charge, 
and that per diem and salary or leave computations shall be made on the basis of the 
route and mode of transport designated by the Bureau. 

 
 

850. TRANSPORTATION OF PERSONAL EFFECTS 
 
 The cost of transportation of personal effects in connection with authorized travel shall 

be paid by the Bureau within established limits. 
 
 

855. REMOVAL OF HOUSEHOLD GOODS 
 
  855.1 On an R assignment (see Rule 510.2.1) a staff member holding a fixed-term 

or service appointment of at least two years and whose recognized place of 
residence is other than and not in the area of his official station, shall be 
entitled to reimbursement, within established limits, for the expense of 
moving his household goods: 

 
 855.1.1 on initial assignment to an official station if the R assignment is 

expected to last at least two years; 
 
 855.1.2 on any subsequent change of official station if the new R 

assignment is expected to last at least two years; 
 
 855.1.3 on separation, except as provided in Rule 1010.2. 
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 855.2 On an NR assignment (see Rule 510.2.2) a staff member holding a fixed-
term or service appointment of at least two years is entitled to receive the 
mobility and hardship allowance in accordance with Rule 360 and an 
assignment grant in accordance with Rule 365 but is not entitled to the 
removal of household goods. 

 
855.3 If both spouses are staff members of international organizations applying the 

common system of salaries and allowances, the entitlement to the removal of 
household goods shall be governed by terms and conditions set forth in the 
WHO/PAHO Manual. 

 
 

860. FAILURE TO EXERCISE ENTITLEMENT 
 

In no case shall a staff member be given any cash payment in lieu of exercising any 
entitlement under this section.  Any entitlement to repatriation travel or removal which is 
not exercised within one year of the date of termination of the appointment shall be 
forfeited, except upon the express approval by the Director of an extension. 

 
 

870. EXPENSES ON DEATH 
 
  870.1 If on the death of a staff member or his or her spouse or his child(ren), the 

Bureau has an obligation to repatriate the deceased under Rule 810.6 or 
820.2.7, the Bureau shall pay the expenses of preparing and transporting the 
remains.  The maximum transportation costs borne by the Bureau shall not 
exceed those from the last place to which the deceased person(s) traveled at 
the Bureau's expense to the staff member's recognized place of residence. 

 
 870.2 A deceased staff member's spouse and child(ren) shall be entitled to travel 

and transportation of personal effects to any place, provided that the Bureau 
had an obligation to repatriate them under Rule 820.2.7 and that the cost to 
the Bureau does not exceed that for travel and transportation to the 
deceased staff member's recognized place of residence.  Entitlement to 
removal expenses is determined by Rule 855.1.3. 

 
 

880. DETAILED PROCEDURES AND LIMITATIONS 
 
 All entitlements conferred by this section shall be subject to detailed procedures and 

limitations to be established by the Bureau. 
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ARTICLE VIII 

 

Staff Relations 
 
 

8.1    The Director shall make provision for staff participation in the discussion of policies relating 
to staff questions. 
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SECTION 9 

 

Staff Relations 

 

 

910. RIGHT OF ASSOCIATION 
 
 The staff, at any office or location, shall have the right to associate themselves together 

in a formal organization for the purpose of developing staff activities and making 
proposals and representations to the Bureau concerning personnel policy and conditions 
of service.  The staff at the several offices and locations of the Bureau's activities shall 
have the right to form an association of all staff members for the same purposes.  The 
staff of the Bureau may associate themselves with the staffs of the World Health 
Organization and the Organization of American States in the development of joint 
activities and in the expression of views on matters affecting the international civil 
service. 

 
 

920. STAFF REPRESENTATIVES 
 
 In any consultations concerning personnel policy or conditions of service, the duly 

elected representatives of the staff shall be recognized by the Bureau as representing 
the views of that portion of the staff from which elected.  Any proposal to change the 
Staff Regulations or Staff Rules of the Bureau shall be referred to the elected 
representatives of the staff for comment.  In the interest of maintaining sound 
management/staff relations, management and staff representatives shall be guided by 
the principles set forth in the WHO/PAHO Manual. 

 
 

930. FINANCING OF STAFF ACTIVITIES 
 
 Staff associations shall have the right to ask their membership for voluntary financial 

contributions.  The Bureau may give financial assistance to any such association in the 
furtherance of activities beneficial to the staff, provided that the membership of the 
association also contributes substantially to such activities.  The finances of any staff 
association receiving assistance from the Bureau shall be subject to audit procedures 
which are acceptable to the Bureau. 
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ARTICLE IX 

 

Separation from Service 
 
 

9.1    Staff members may resign from the Pan American Sanitary Bureau upon giving the Director 
the notice required under the terms of their appointment. 

 

9.2    The Director may terminate the appointment of a staff member in accordance with the terms 
of his appointment, or if the necessities of the service require abolition of the post or 
reduction of the staff, if the service of the individual concerned prove unsatisfactory, or if he 
is, for reasons of health, incapacitated for further service. 

 

9.3    If the Director terminates an appointment, the staff member shall be given notice and 
indemnity payment in accordance with the terms of his appointment. 

 

9.4    The Director shall establish a scheme for the payment of repatriation grants. 

 

9.5    Normally, a staff member shall not be retained in active service beyond the age specified in 
the Pension Fund regulations as the age of retirement.  The Director may, in the interest of 
the Bureau, extend this age limit in exceptional cases. 
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SECTION 10 

 

Separation from Service 

 

 

1010. RESIGNATION 
 
 1010.1 Subject to the conditions stated in Rule 1010.2, a staff member appointed for 

one year or more may resign on giving three months' notice.  A staff member 
appointed for a shorter period shall give the notice specified in his 
appointment.  The Bureau may shorten or waive the required notice period at 
its discretion. 

 
 1010.2 A staff member holding an appointment of one year or more who resigns 

before completing a year of service forfeits all entitlement to repatriation 
transportation at the Bureau's expense for himself, his spouse and 
dependent children and their possessions. 

 
   1010.3 A staff member assigned to a 24-month official station who resigns within six 

months from the date of return from travel on home leave or from the date of 
qualifying for home leave, whichever is the later, or from travel under Rule 
810.5, forfeits entitlement to repatriation travel at the Bureau's expense for 
himself and family members who accompanied him on such travel.  In case 
the staff member exercises his entitlement under Rule 820.2.6 and resigns 
within six months from the starting date of such travel, he forfeits entitlement 
to his repatriation travel at the Bureau's expense.  Exceptions may be 
granted by the Director in case of resignation compelled by exceptional 
circumstances. 

 
   1010.4 A staff member assigned to a 12-month official station who resigns within 

three months from the date of return from travel on home leave or from the 
date of qualifying for home leave, whichever is later, or from travel under 
Rule 810.5, forfeits entitlement to repatriation travel at the Organization’s 
expenses for himself and family members who accompanied him on such 
travel. In the event that the staff member exercises his entitlement under 
Rule 820.2.6 and resigns within three months from the starting date of such 
travel, he forfeits entitlements to his repatriation travel at the Organization’s 
expense. 

 
 

1015. SEPARATION BY MUTUAL AGREEMENT 
 
 The Director may terminate the appointment of a staff member who holds an 

appointment for one year or more if such action would be in the interest of the Bureau 
and in accordance with the standards outlined in the Staff Regulations, provided that the 
action is not contested by the staff member concerned. Staff members who are 
separated under this Rule shall not be eligible for re-employment in the Bureau for a 
period of at least three years following the effective date of separation. 
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1020. RETIREMENT 
 
  1020.1 Staff members must retire on the last day of the month in which they reach 

retirement age, specifically when they reach: 
 
  1020.1.1 Age 60, if they became participants in the United Nations Joint 

Staff Pension Fund (UNJSPF) before 1 January 1990. 
 
  1020.1.2 Age 62, if they became participants in the UNJSPF on or after 1 

January 1990. 
 
  1020.1.3 Age 65, if they became participants in the UNJSPF on or after 1 

January 2014. 
 
 1020.2 In exceptional circumstances, a staff member’s appointment may be 

extended beyond his normal age of retirement provided that the extension is 
in the interest of the Bureau and that not more than a one year extension 
shall be granted at a time.    For those who would normally retire pursuant to 
Staff Rules 1020.1.1 or 1020.1.2, extensions shall not be granted beyond the 
staff member’s sixty-fifth birthday.  For those who would normally retire 
pursuant to Staff Rule 1020.1.3, extensions shall not be granted beyond the 
staff member’s sixty-eight birthday. 

 
 1020.3 A staff member whose years of service and age qualify him for receipt upon 

separation of an early retirement benefit under the United Nations Joint Staff 
Pension Fund regulations may retire before the normal retirement age, 
subject to the conditions stated in Rule 1010. 

 
 

1030. TERMINATION FOR REASONS OF HEALTH 
 
 1030.1 When, for reasons of health and on the advice of the Staff Physician, it is 

determined that a staff member is incapable of performing his current duties, 
his appointment shall be terminated. 

 
 1030.2 Prior to such termination the following conditions must be fulfilled: 
 
 1030.2.1 the medical condition must be assessed as of long duration or 

likely to recur frequently; 
 
 1030.2.2 reassignment possibilities for staff members holding service or 

fixed-term appointments shall be explored and an offer made if 
this is feasible; 

 
 1030.2.3 participants in the Pension Fund shall have their pension rights 

determined. 
 
 1030.3 A staff member whose appointment is terminated under this Rule: 
 

 1030.3.1 shall be given three months' notice if serving on a service or 
fixed-term appointment and one month’s notice if serving on a 
temporary appointment; 
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 1030.3.2 may be entitled to a disability benefit in accordance with the rules 

of the Pension Fund; 
 1030.3.3 may be entitled to a disability payment in accordance with the 

terms of the insurance coverage provided for in Rule 720.2; 
 
 1030.3.4 shall receive a termination payment at the rates set out in Rule 

1050.4, provided that the amount due under that Rule, together 
with any periodic disability benefits due in the 12 months 
following termination and payable by virtue of the provisions of 
Section 7, shall not exceed one year's terminal remuneration; 

 
 1030.3.5 shall always have the option of resigning. 

 
 

1040. COMPLETION OF APPOINTMENTS 

 
  1040.1 Fixed-term and temporary appointments carry no right to extension or 

conversion of the appointment.  In the absence of any offer and acceptance 
of extension, such appointments shall end on the completion of the agreed 
period of service. 

 
  1040.1.1 A fixed-term staff member shall be notified of the end of the 

appointment no less than three months before its end date. 
 
  1040.1.2 A temporary staff member shall be notified of the end of the 

appointment normally no less than one month before its end 
date.  Such notice shall not be required in the case of a staff 
member holding a temporary appointment who has reached the 
maximum duration of uninterrupted service under consecutive 
temporary appointments, as defined in Staff Rule 420.4. 

 
 1040.2 At the discretion of the Bureau, payment in lieu of the notice period 

prescribed in Rule 1040.1 may be given to a staff member.  Eligible staff 
members who do not wish to be considered for reappointment shall also give 
notice of their intention within the minimum period specified above. 

 
   1040.3 When a fixed-term or temporary appointment is due to expire during a period 

of maternity leave, paternity leave where applicable, or adoption leave, the 
appointment may be extended for a period determined, and under conditions 
established by the Bureau. 

 

 

1050. ABOLITION OF POST  
 
 1050.1 The fixed-term appointment of a staff member engaged in a post of limited 

duration may be terminated prior to its expiration date if that post is 
abolished. 
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 1050.2 When a post of indefinite duration -- or any post held by a staff member with 

a service appointment 2 -- is abolished, reasonable efforts shall be made to 
reassign the staff member occupying that post, in accordance with 
established procedures, specifically: 

 
 1050.2.1 the reassignment process shall be coordinated by a 

Reassignment Committee established by the Director; 
 
 1050.2.2 the paramount consideration shall be the necessity of securing 

the highest standards of efficiency, competence and integrity with 
due regard given to the performance, qualifications and 
experience of the staff member concerned; 

 
 1050.2.3 the Director may establish priorities for reassigning staff 

members; 
 
 1050.2.4 the reassignment period will end within six months from its 

commencement; this period may be exceptionally extended by 
the Director for up to an additional six months; 

 
 1050.2.5 during the reassignment period, the staff member may be 

provided with training to enhance specific existing qualifications; 
 

  1050.2.6 for professional posts subject to international recruitment or 
higher-graded posts, the reassignment process shall extend to all 
offices; if the post is subject to local recruitment, the 
reassignment process shall be limited to the locality in which the 
post is to be abolished; 

 
 1050.2.7 staff members shall be given due preference for vacancies during 

the reassignment period, within the context of Rule 1050.2.2; 
 
 1050.2.8 staff members may be reassigned to vacant posts at the same 

grade as the post to be abolished, or one grade lower; 
 
 1050.2.9 the staff member's appointment shall be terminated if no 

reassignment decision is made during the reassignment period or 
if the staff member declines an offer or decision of the director to 
be reassigned to another position. 

 
 1050.3 Termination under this Rule shall require the giving of at least three months' 

notice to a staff member holding a service appointment or a non-probationary 
fixed term appointment against a post of indefinite duration or one of limited 
duration and at least one month's notice to any other staff member. 

 

                                                 
2    In this Rule, references to staff members holding service appointments shall be interpreted to include staff members holding 
career-service appointments. 
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 1050.4 Staff members whose appointments are terminated under this Rule shall be 
paid an indemnity in accordance with the following schedule and with due 
regard to Rule 380.2: 

 
Indemnity 

(Terminal remuneration) 

Years of service 
Staff holding service 

appointments 

Staff holding fixed-term 

appointments 

Less than 1 

Not applicable 
 

One week per unexpired 
month of contract, subject to a 

minimum of 6 weeks and a 
maximum of 3 months 

1 

2 

3 

4 

5 4 months 

6 6 months 5 months 

7 7 months 6 months 

8 8 months 7 months 

9 9 months 9 months 

10 9.5 months 9.5 months 

11 10 months 10 months 

12 10.5 months 10.5 months 

13 11 months 11 months 

14 11.5 months 11.5 months 

15 or more 12 months 12 months 

  

 1050.4.1 In the case of termination of appointment under Rule 1050.2, the 
indemnity shall be increased by 50 percent. 

 
  1050.4.2 In the case of termination of appointment under Rule 1050.1, the 

Director may decide to increase the indemnity by up to 50 percent 
if the conditions so warrant. 

 
 1050.5 Posts of indefinite duration comprise those that continue in existence unless 

and until an express decision is taken to abolish them.  Posts of limited 
duration automatically lapse at the end of the period for which they were 
established unless an express decision is taken to continue them.  The 
Director shall determine the categories of posts falling within each of the 
above two definitions. 

 
 
1060. NON-CONFIRMATION OF APPOINTMENT 
 
 If, during an initial or extended probationary period, a staff member’s performance or 

conduct is not satisfactory, or if he or she is found unsuited to international service, the 
appointment shall not be confirmed but terminated.  The staff member shall be given one 
month’s notice or, at the discretion of the Director, payment in lieu of notice.  No 
indemnity is payable. 
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1065. TERMINATION OF TEMPORARY APPOINTMENTS 
 
 1065.1 In addition to the grounds for termination set out in Rules 1030, 1075, and 

1080, a temporary appointment may be terminated prior to its expiration date 
if: 

 
  1065.1.1 the function the staff member performs is discontinued, or; 
 
  1065.1.2 the staff member’s performance is deemed to be unsatisfactory, 

or if the staff member proves unsuited to his work or to 
international service.  It shall be considered unsatisfactory 
performance if the staff member does not or cannot perform the 
temporary functions to which he is assigned and unsuitability for 
international service if he fails to establish satisfactory working 
relationships with other staff members or with nationals of other 
nations with whom he is working. 

 
 1065.2 When a temporary appointment is terminated due to discontinuation of the 

function, unsatisfactory performance, or unsuitability for international service, 
the staff member will be given at least one month’s notice.  At the 
Organization’s discretion, it may pay the staff member in lieu of the one 
month’s notice.  

 
 

1070.         UNSATISFACTORY PERFORMANCE OR UNSUITABILITY FOR INTERNATIONAL 

SERVICE 
 
 1070.1 A staff member's fixed term or service appointment may be terminated if his 

performance is unsatisfactory or if he proves unsuited to his work or to 
international service.  It shall be considered unsatisfactory performance if the 
staff member does not or cannot perform the functions of the post to which 
he is assigned, and unsuitability for international service if he fails to 
establish satisfactory working relationships with other staff members or with 
nationals of other nations with whom he is working. 

 
 1070.2 Prior to termination action, a staff member holding a fixed term or service 

appointment shall be given a written warning and a reasonable time to 
improve.  If there is reason to believe that the unsatisfactory performance 
results from assignment to duties and responsibilities beyond the capacity of 
the staff member, consideration shall be given to reassignment to a post 
more suited to his abilities. 

 
 1070.3 A staff member whose appointment is terminated under this Rule shall be 

entitled to a notice period equivalent to that specified in Rule 1050.3.  At the 
discretion of the Director, payment in lieu of notice may be provided to the 
staff member. 

 
 1070.4 A staff member whose appointment is terminated under this Rule may, at the 

discretion of the Director, be paid an indemnity not exceeding one-half of the 
amount to which he would have been entitled if terminated under Rule 1050. 
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1075. MISCONDUCT 
 
 1075.1 A staff member may be dismissed for misconduct as defined in Rule 110.8 

and subject to the notification of charges and reply procedure required by 
Rule 1130.  The staff member shall be given one month’s notice or, at the 
discretion of the Director, payment in lieu of notice. No indemnity or end-of-
service grant is payable. 

 
 1075.2 A staff member may be summarily dismissed for serious misconduct, if the 

seriousness of the situation warrants it, subject to the notification of charges 
and reply procedure required by Rule 1130.  In such a case the staff member 
shall not be entitled to notice of termination, indemnity, repatriation grant or 
end-of-service grant. 

 
 

1080. ABANDONMENT OF POST 
 
 A staff member absent from duty without satisfactory explanation for more than 15 

working days shall be considered to have abandoned his post and his appointment shall 
be terminated without indemnity provided that the Bureau shall make every reasonable 
attempt to locate such a staff member prior to termination of his appointment.  The 
terminal entitlements of a staff member who is considered to have abandoned his post 
shall be the same as for a staff member who has resigned (see Rule 1010). 

 

 

1083. NOTICE OF TERMINATION 
 
 Notice of termination under Staff Rules 1030, 1050, 1060, 1070 and 1080 shall not be 

served to a staff member on maternity leave. 
 
 

1085. MEDICAL EXAMINATION ON SEPARATION 
 
 A staff member shall be examined immediately prior to his departure by the Staff 

Physician or by a physician designated by the Bureau.  If a staff member fails to undergo 
this medical examination within a reasonable time limit fixed by the Bureau, then claims 
against the Bureau arising out of illness or injury which allegedly occurred before the 
effective date of separation shall not be entertained; furthermore, the effective date of 
separation shall not be affected. 

 
 

1090. EFFECTIVE DATE OF TERMINATION 
 
  The effective date of termination shall be as follows: 

 
 1090.1 For staff locally recruited and those to whom Rules 1010.2 and 1010.3 apply, 

the last day of duty.   
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 1090.2 For all other staff the day on which it is calculated that the staff member, by 
departing promptly after completion of his duties, is able to reach his 
recognized place of residence by a route and means of transport designated 
by the Bureau. 

 
 

1095. CERTIFICATION OF SERVICE 
 
 A staff member who so requests shall, on leaving the service of the Bureau, be given a 

certificate relating to the nature of his duties and the length of his service.  On written 
request of the staff member concerned, the certificate shall also refer to the quality of his 
performance and official conduct. 
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ARTICLE X 

 

Disciplinary Measures 
 
 

10.1    The Director may impose disciplinary measures on staff members whose conduct is 
unsatisfactory.  He may summarily dismiss a member of the staff for serious misconduct. 
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SECTION 11 

 

Disciplinary Measures 

 

 

1110. DISCIPLINARY MEASURES 
 
 1110.1 A staff member who fails to observe the standards of conduct as defined 

under Article I of the Staff Regulations and Staff Rule 110 shall be subject to 
disciplinary measures.  According to the gravity of the offense, this may take 
the form of any one or a combination of the following: 

 
 1110.1.1 written reprimand signed by the HRM Manager to be retained in 

the staff member’s personnel record for five years, following 
which it will be removed; 

 
 1110.1.2 written censure, to be retained permanently in the staff member’s 

personnel record; 
 
 1110.1.3 temporary suspension without pay; 
 
 1110.1.4 withholding of within-grade increase(s); 
 
 1110.1.5 loss of one or more steps within grade; 
 
 1110.1.6 reduction in grade; 
 
 1110.1.7 reassignment with or without reduction in grade; 
 
 1110.1.8 dismissal for misconduct; 
 
 1110.1.9 summary dismissal for serious misconduct. 

 
 

1120. SUSPENSION PENDING INVESTIGATION 
 
 In a case of alleged misconduct involving a staff member, if it is considered that the staff 

member’s continued performance of functions may prejudice the results of the 
investigation or adversely affect the interests of the Bureau, the staff member may be 
suspended from duty, pending a final decision in the matter.  Such suspension may be 
with or without pay.  At the time of suspension the staff member shall be given a written 
statement containing the reason for the suspension, his or her status during suspension, 
and its probable duration.  If the staff member is suspended without pay, no service 
credit shall accrue during the period of suspension. If the allegation(s) of misconduct is 
subsequently not sustained, the salary withheld shall be paid and the corresponding 
period of service shall be credited to the staff member. 
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1130. NOTIFICATION OF CHARGES AND REPLY 
 
 A disciplinary measure listed in Rule 1110.1 may be imposed only after the staff member 

has been notified in writing of the charges and has been given an opportunity to reply.  
The staff member shall be given eight calendar days from receipt of the notification 
within which to submit his or her written reply.  This period may be shortened if the 
urgency of the situation requires it. 
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ARTICLE XI 

 

Appeals 
 
 

11.1    The Director shall establish administrative machinery with staff participation to advise him in 
case of any appeal by staff members against an administrative decision alleging the non-
observance of their terms of appointment, including all pertinent regulations and rules, or 
against disciplinary action. 

 

11.2    Any dispute which cannot be resolved internally, arising between the Bureau and a member 
of the staff regarding the fulfillment of the contract of the said member, shall be referred for 
final decision to the International Labour Organization Administrative Tribunal. 
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SECTION 12 

 

Appeals 

 

 

1210. NON-CONFIRMATION OF APPOINTMENT 
 
 1210.1 A staff member may appeal against a decision taken under Rule 1060 not to 

confirm his appointment because of unsatisfactory performance or conduct, 
or because of unsuitability for international service, if he considers that such 
decision has been made for reasons not connected with his performance, 
conduct or suitability for international service.  Such an appeal must be made 
in writing to the Director within 15 calendar days of receipt of notice of 
non-confirmation.  The Director's decision shall be final and none of the other 
appeal procedures described in this section shall apply, except as provided 
in Rule 1240. 

 
 1210.2 The notice period specified in Rule 1060 shall be extended by whatever 

period is necessary for the Director to reach a decision and communicate it 
to the staff member. 

 
 

1220. TERMINATION FOR REASONS OF HEALTH 
 
 1220.1 A staff member may appeal against a decision taken under Rule 1030 to 

terminate his appointment for reasons of health.  He must indicate in writing 
to the Director, within 15 calendar days of his receipt of the termination 
notice, his intention to do so.  The Bureau's Staff Physician will normally 
inform the staff member in writing of the medical conclusions upon which the 
decision was based except that, if he feels that such information may be 
harmful to the staff member, the medical findings may be provided in writing 
to a physician designated by the staff member. 

 
 1220.2 Upon receipt of such an appeal, the Director shall refer the appeal to a 

medical board of review consisting of three medical practitioners, one chosen 
to represent the Director, one chosen by the staff member and a third 
selected by the first two.  If no agreement can be reached on the choice of a 
third practitioner, the Director shall designate one.  This board shall have 
available to it the Bureau's medical records concerning the staff member and 
shall conduct such examinations of the individual as it may deem necessary. 
The Director's decision shall be based on the medical recommendation of 
the board; his decision shall be final and none of the other appeal 
procedures described in this section shall apply, except as provided in Rule 
1240. 

 
 1220.3 The Bureau shall determine the place where the board shall convene and 

shall bear all costs in connection with such a board, except that the Bureau 
shall bear only that portion of the actual costs incurred by the staff member 
for his representative which corresponds to the cost of obtaining the services 
of a qualified practitioner from an available source nearest to where the 
board convenes. 
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1230. BOARD OF APPEAL 
 

 1230.1 Subject to the provisions of Rule 1230.4, a staff member may appeal against 
any administrative action or decision affecting his or her appointment status 
on the grounds that the action or decision complained of resulted from one or 
more of the following factors: 

 
 1230.1.1 personal prejudice on the part of a supervisor or of any other 

responsible official; 
 
 1230.1.2 incomplete consideration of the facts; 
 
 1230.1.3 failure to observe or apply correctly the provisions of the Staff 

Regulations or Staff Rules, or the terms of his or her contract; 
 
 1230.1.4 improper application of the PAHO post classification standards. 

 
 1230.2 A Board of Appeal shall be established at PAHO Headquarters to hear 

appeals on the grounds specified in Rule 1230.1. 
 

 1230.3 The Board of Appeal shall be composed of: 
 
   1230.3.1 one external Board Chairperson designated by the Director after 

consultation with the representatives of the staff. 
 
 1230.3.2 a panel of eight members  designated by the Director; 
 
 1230.3.3 a panel of  eight staff members elected by the staff, organized 

into two groups as follows: 
 

 Group I   – four staff members from the general service 
category; 

 
 Group II –  four staff members from the professional category. 
 

 1230.3.4 The Chairperson and the members of the Board of Appeal are 
eligible for re-appointment or re-election at the end of their terms. 

 
 1230.4 The following provisions shall govern the conditions of appeal: 
 

 1230.4.1 No staff member shall bring an appeal before the Board until all 
the existing administrative channels have been tried and the 
action complained of has become final.  An action is final when it 
has been taken by the Organization’s senior human resources 
management official and the staff member has received written 
notification of the action. 
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 1230.4.2 If the staff member has submitted a written request relating to his 
or her appointment status, the request shall be deemed to have 
been rejected and such rejection shall be subject to appeal as if 
final action had been taken on it as in Rule 1230.1 above if no 
definitive reply to that request has been made within 60 calendar 
days. 

 
 1230.4.3 A staff member wishing to appeal against a final action must 

dispatch to the Board, within 60 calendar days after receipt of 
such notification, a written statement of intent to appeal, 
specifying the action against which the appeal is made and the 
subsection(s) of Rule 1230.1 under which the appeal is filed. 

 
  1230.5 The Board Chairperson shall convene an Examining Appeal Panel to hear 

each appeal case. The Examining Appeal Panel shall consist of the following 
three Board members, each having an equal vote: 

 
   1230.5.1 The Board Chairperson; 

 
 1230.5.2 One Board member from the panel designated by the Director; 

and 
 

 1230.5.3 One Board member from the panel elected by the staff.   
 
 1230.5.4  Each Examining Appeal Panel shall include at least one member 

from the staff category to which the appellant belongs. 
 
 1230.6 Using a system of rotation, the Board Chairperson shall nominate two 

members of the Board of Appeal to participate on an Examining Appeal 
Panel.  The appellant and the Administration shall each have the right to 
object to any member nominated by the Chairperson, in accordance with 
procedures set forth in the Board of Appeal Rules of Procedure.    

  
 1230.7 The reporting procedure of the Board of Appeal shall be as follows: 

 
 1230.7.1 The Board Chairperson shall submit the findings and 

recommendations of an Examining Appeal Panel to the Director 
within 120 calendar days of: 
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  1) the date that all pleadings and relevant documentation have 
been received by the Examining Appeal Panel; or 

 
  2) the conclusion of an oral hearing, and receipt of any relevant 

documentation requested by the Examining Appeal Panel 
during the hearing. 

 
  This period may be extended by the Board Chairperson if both 

the appellant and the Administration agree. 
 

1230.7.2 The final decision in appeal matters heard by the Board of Appeal 
rests with the Director, who shall inform the appellant of his or her 
decision within 60 calendar days of receipt of the Examining 
Appeal Panel’s report.  A copy of the report shall accompany the 
decision.  If no decision is taken by the Director within this period, 
the recommendations of the Examining Appeal Panel shall be 
deemed to have been rejected and such rejection shall be 
subject to appeal, as provided in Rule 1240, as if a final action 
had been taken. 

 
 1230.8 The Organization shall establish Rules of Procedure to be followed by the 

board of Appeal in all appeal matters filed with the Board under this Section. 
 

 

1240. ADMINISTRATIVE TRIBUNAL 
 

  1240.1 Disputes between the Bureau and a staff member which cannot be resolved 
internally may be referred to the Administrative Tribunal of the International 
Labour Organization, in accordance with the provisions of the Statute of the 
Tribunal. 

 
 1240.2 An appeal may be made to the Tribunal when the decision contested is a 

final decision and the person concerned has exhausted all internal avenues 
of appeal under these Rules, and in particular Rules 1210 to 1230. 

 
 

1245. EFFECT OF APPEALS ON ADMINISTRATIVE ACTION 
 
 Except as provided in Rule 1210.2, the filing of an appeal under any of the procedures 

described in this section shall not constitute grounds for delaying the administrative 
action against which the appeal is made. 

 

  

1250. AVAILABILITY OF RULES OF PROCEDURE 
  
 Copies of the rules of procedure of the Board of Appeal and the Statute of the Tribunal 

shall be maintained in all offices of the Bureau and made available to any staff member 
upon request. 
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SECTION 13 
 

Special Employment Conditions 
 
 

1310. STAFF IN POSTS SUBJECT TO LOCAL RECRUITMENT 
 (see Staff Regulation 3.2) 
 
 1310.1 All posts at clerical, custodial and sub-professional levels shall be designated 

as general service category posts.  The provisions of the Staff Rules shall 
apply to persons appointed to such posts except as specified within the 
Rules themselves. 

 
 1310.2 All posts in the general service category are subject to local recruitment and, 

therefore, shall be filled, as far as possible, by persons recruited in the local 
commuting area of each office.  The recognized place of residence for such 
locally recruited persons, irrespective of their nationality and of the length of 
time they may have been in the area, shall be determined as the place where 
the office concerned is located. Applicants to a vacant general service post 
must be able to legally work in the location of the duty station at the time their 
application is submitted to the Organization for consideration and, if selected, 
at the time of their appointment and thereafter.  Except as specified under 
Rule 1310.4, the Organization will not sponsor a local work permit for a 
general service staff member.   

 
 1310.3 Within the limitations of Rule 1310.1 the Director shall establish employment 

conditions for staff engaged in the local area to fill such posts, including the 
fixing of rates of pay and allowances in terms of the best prevailing practices 
in the local area. 

 
   1310.4 Where the Human Resources Area Manager determines that it is necessary 

to recruit outside the local area for such posts, because qualified candidates 
are not available locally, selected candidates shall be appointed under the 
conditions of employment established for persons locally recruited.  In 
addition, any such staff member whose recognized place of residence is 
determined to be outside the local area as well as outside the country of the 
official station: 

 
 1310.4.1 may be granted any such entitlements as required to meet extra 

costs of non-resident status or accepted practices for non-
residents employed in the locality; and 

 
 1310.4.2 may be sponsored by the Organization for a local work permit, if 

necessary. 
 
   1310.5 At designated official stations, a mobility and hardship allowance may be 

payable to staff members described in Rule 1310.4 in accordance with the 
conditions defined under Rule 360 and at the rates payable to staff in grades 
P.1 to P.3.  The Bureau shall establish, on the basis of procedures agreed 
among the international organizations in the United Nations common system, 
the criteria under which the mobility and hardship allowance may be payable. 
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 1310.6 The entitlements referred to in Staff Rules 1310.4 and 1310.5 may cease 

upon determination by the Bureau that a resident status within the area of the 
official station has been acquired by the staff member. 

 
 1310.7 For posts referred to in this Rule that involve assignment of duties for which 

there are no comparable local conditions, the Bureau may establish such 
conditions of employment as it deems appropriate, subject to the limitations 
of Rule 1310.2. 

  
 1310.8 Staff in this category may be granted additional remuneration for proficiency 

in a second or third language useful to the Bureau. 
 

 1310.9 Staff in this category whose service with the Bureau commenced on or after 
1 March 1993 may be granted one additional pensionable step for long 
service, provided that the staff member has completed at least 20 years of 
fully satisfactory service and has been at the top of the grade for a minimum 
of five years.  Satisfactory service with the World Health Organization shall 
be included, if credited under Rule 480.1.4.  The Director shall determine, on 
the basis of procedures agreed upon among the international organizations 
concerned, the official stations where this rule may be applicable. 

 
 

1320. CONFERENCE AND OTHER SHORT-TERM STAFF 
 
 The Bureau may establish conditions of service for conference staff and for staff holding 

temporary appointments of 60 days or less without regard to any other provisions of 
these Staff Rules. 

 
 

1330. NATIONAL PROFESSIONAL OFFICERS 
 
 1330.1 The Bureau may appoint national professional officers to perform work at the 

professional level without regard to the provisions of other sections of the 
Rules.  All posts in the national professional category are subject to local 
recruitment. 

 
 1330.2 With respect to Rule 1330.1, the Bureau shall establish employment 

conditions for staff engaged in the local area to fill such posts, including the 
fixing of rates of pay and allowances in terms of the best prevailing practices 
in the local area. 
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ARTICLE XII 

 

General Provisions 
 
 

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

 

12.2    The Director shall report annually to the Directing Council such staff rules and amendments 
thereto as he may make to implement these regulations after confirmation by the Executive 
Committee. 

 

12.3    The Director, by virtue of the authority vested in him as the chief technical and administrative 
officer of the Bureau, may delegate to other officers of the Bureau such of his powers as he 
considers necessary for the effective implementation of these regulations. 

 

12.4   In case of doubt as to the meaning of the foregoing regulations, the Director is authorized to 
rule thereon, subject to confirmation of the ruling by the Executive Committee at its next 
meeting. 
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ARTICLE XIII 

 

Duties, Obligations and Privileges of National Employees 
 
 

 13.1 The Bureau may hire under local conditions of employment national employees (nationals of 
the country and aliens, whether residents or not, who legally qualify for employment there), 
to whom the Staff Regulations and Rules shall not apply except with regard to Article I on 
Duties, Obligations and Privileges as national employees and not as international 
functionaries.  Respecting privileges, such employees shall be governed by the Basic 
Agreement on Privileges and Immunities between the Organization and the country in which 
they are employed. 

 

 13.2   The contracts of such national employees shall be governed by the labor laws and practices 
of the country concerned, including those of work-related accidents, social security and 
pensions, without prejudice to the privileges and immunities of the Bureau. 

 

 13.3   The Bureau shall determine the posts to be subject to these rules and shall establish scales 
of salaries and allowances, in conformity with competitive conditions of employment of the 
locality in the type of work performed or related to the functions of the office. 

 

 13.4   In accordance with their respective contracts, national employees shall have access to 
arbitration in the countries in which they are employed for the settlement of disputes and 
shall therefore have no access to the local labor tribunals or the Administrative Tribunal of 
the International Labour Organization, whose competence is not recognized in respect of 
national employees.  Such access to arbitration shall be without prejudice to the privileges 
and immunities of the Bureau under international law. 
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ANNEX TO THE STAFF RULES 

OF THE PAN AMERICAN SANITARY BUREAU 
 

(National Employees - Article I3 of the Staff Regulations) 
 
 

Scope and Purpose 
 

N 010 The following Rules are for the purpose of implementing Staff Regulations 13.1, 13.2, 
13.3 and 13.4 of the Staff Regulations of the Pan American Sanitary Bureau, as they 
apply to employees recruited by the Bureau. These Rules are effective as from 1 July 
1987.  All subsequent modifications shall become effective as from the date shown 
thereon. 

 

N 020 For the purpose of these Rules a national employee shall be defined as a national of a 
country or an alien, whether a resident of the country or not, who is legally qualified for 
employment there. 

 

N 030 The Director may delegate to other officials of the Bureau such powers as he considers 
necessary for the effective implementation of these Rules. 

 
 

Classification of Posts 
 

N 110 All posts established under Staff Regulation 13.3 shall be classified in accordance with 
standards pertaining to the classification of posts in comparable occupations. 

 
 

Salary Rates 
 

N 210 Salary rates shall be established in accordance with the reasonable market conditions of 
the locality, subject to the approval of the Director.  Salary comparisons should be made 
as much as possible with government or semi-government institutions and/or other 
entities where the work performed is similar in nature to that of the Bureau.  In the 
administration of salaries and allowances each Representation/Center/Project shall 
ensure compliance with local laws and procedures. 

 

N 220 Salaries shall be payable monthly or as required by local labor practices. 
 

N 230 Salary advances, not exceeding one month of total pay, may be made under justifiable 
circumstances.  Such advances shall not be authorized more than once a year and may 
be recovered by installments. 

 

N 240 Salaries shall be subject to deductions arising from social security schemes, salary 
advances, and any other valid reason. 
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Recruitment and Appointment 
 

N 310 The main consideration in the selection of national employees shall be competence in 
relation to the post to be filled and the integrity of the individual under consideration. 

 

N 320 The Director or his delegated representatives shall have the authority to appoint national 
employees for periods of one year or more, or for indefinite periods, subject to a 
satisfactory medical determination.  Fixed-term appointments could be extended for 
further periods, as required.  Each appointment shall be in keeping with local labor 
practices. 

 

N 330 All national employees shall be selected on a competitive basis by means of selection 
committees established in each locality.  Selection committees normally should be 
composed of three staff members:  the supervisor serving as representative of the 
receiving unit, one staff member serving as representative of the staff, and one serving 
as an independent staff member.  Selections must be approved by the Director or his 
delegated representative. 

 

N 340 No person closely related by blood or marriage to someone working in the Bureau shall 
be appointed unless an exception has been obtained from the Director.  When 
exceptions are made, such persons should not be assigned within the same line of 
authority. A person is closely related by blood or marriage if they are the mother, father, 
brother, sister, son, daughter, father-in-law, mother-in-law, son-in-law, daughter-in-law, 
sister-in-law, brother-in-law, grandmother, grandfather, grandson, granddaughter, uncle, 
aunt, nephew, niece, husband, wife, step-parent, step-child, step-brother, stepsister, 
guardian or ward of someone working in the Bureau. 

 

N 350 National employees selected for posts in the Bureau should normally devote the whole 
of their time to the Organization.  National employees wishing to seek employment 
elsewhere in addition to the position to which they have been selected in the Bureau 
must receive prior approval from the Director. 

 
 

Attendance and Leave 
 

N 410 The normal work day shall be eight hours and the normal work week 40 hours. 
 

N 420 The holidays observed by the national governments shall also be observed by the 
national employees in accordance with local policies and practices. 

 
 

Social Security 
 

N 510 Entitlements to annual, sick and maternity leave shall be in accordance with the 
practices prevailing in the locality.  Administrative leave with pay or without pay may be 
provided, for valid reasons, when requested.  All leave entitlements shall be stated in the 
written terms of appointment. 
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N 520 Each Representation/Center/Project shall ensure compliance by national employees with 
social security requirements, including tax legislation, when applicable.  The Bureau 
shall report to the authorities, as well as to national employees, such withholdings as 
may be required by local laws for pertinent purposes. 

 

N 530 National employees shall be compensated in accordance with the rules of the national 
social security system in the event of illness, accident or death attributable to the 
performance of their official duties on behalf of the Bureau.  Where there is no such 
scheme available, the Bureau shall provide reasonable compensation. 

 
 

Conduct and Disciplinary Measures 
 

N 610 The basic standards of conduct for national employees are set forth in Article I of the 
Staff Regulations to the extent that the Article relates to such employees. 

 

N 620 Breaches of conduct shall be dealt with by way of any one or a combination of the 
following: 

 
 N 620.1 written reprimand signed by the HRM Manager; 
 N 620.2 temporary suspension without pay; 
 N 620.3 withholding of within-grade increase(s); 
 N 620.4 reassignment with or without reduction in grade; 
 N 620.5 dismissal for conduct; 
 N 620.6 summary dismissal for serious misconduct. 
 

N 630 A disciplinary measure listed in Rule N 620 may be imposed only with respect to national 
employees if they have been notified in writing of the charges. National employees shall 
be given eight calendar days from receipt of the notification within which to submit a 
written reply. This period may be shortened if the urgency of the situation requires it. 

 
 

Separation from Service 
 

N 710 In the event of separation from the service of the Bureau due to programmatic reasons, 
the period of notice shall be as prescribed locally.  Termination indemnities shall be paid, 
as applicable, from the termination fund established by the Bureau for the purpose. 

 
 

Right of Association 
 

N 810 National employees at each locality shall have the right to associate themselves for the 
purpose of ensuring that the terms of their appointment are observed and for the 
purpose of promoting their interests. 
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Grievance Procedure 
 

N 910 Grievances resulting from the interpretation of these Rules or the terms of the 
employment contract should be settled as a first step at the level of the supervisor(s) and 
the national employee concerned, at the local level.  If the grievance cannot be settled, it 
should be referred within 60 days to the Director and his representative(s), who should 
provide a proposed settlement after review and consideration of all the facts of the case. 

 
 

Arbitration 
 

N 920 In the event that it has not been possible to settle the grievance as indicated in Staff 
Rule N 910 by common agreement, disputes should be resolved by way of arbitration, as 
reflected in the individual appointment documentation.  Arbitration should take place in 
no case sooner then 90 days following the date on which the grievance has been 
officially referred to the Director. 

 
 

General Provision 
 

N 1000 Any matter arising which has not been foreseen by the above-mentioned Rules shall be 
considered, reviewed and settled in accordance with the Bureau’s practices and local 
legislation and practices, without prejudice to the privileges and immunities of the 
Bureau. 

 

N 1010 In case of differences between local legislation and any provision of these Rules, these 
Rules shall prevail. 
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APPENDIX 1 
 

Salary Scale for the Professional and Higher Categories Showing Annual Gross Salaries and Net Equivalents after Application of 

Staff Assessment  
 (in U.S. Dollars) 

 

Effective 1 January 2015  

 
D = Rate applicable to staff members with a dependent spouse or child.  
S = Rate applicable to staff members with no dependent spouse or child. 
* = The normal qualifying period for a within-grade increase between consecutive steps is one year, except at those steps marked with an 

asterisk, for which a two-year period at the preceding step is required. 

       Steps         

Level I II III IV V VI VII VIII IX X XI XII XIII XIV XV 

             *           *            *          *          *          
D-2 Gross 143 073 146 104 149 138 152 264 155 427 158 589                  

Net D 113 443 115 656 117 871 120 085 122 299 124 512                   

Net S 104 219 106 087 107 948 109 804 111 655 113 495                   

                    *                 *                *           *         *       

D-1 Gross 130 745 133 410 136 066 138 730 141 395 144 053 146 719 149 379 152 129             

Net D 104 444 106 389 108 328 110 273 112 218 114 159 116 105 118 047 119 990             

Net S  96 540  98 228  99 915 101 595 103 274 104 948 106 615 108 282 109 943            *             *            *     

 

P-5 Gross 108 148 110 412 112 678 114 941 117 210 119 471 121 740 124 003 126 268 128 533 130 799 133 062 135 329     

Net D  87 948  89 601  91 255  92 907  94 563  96 214  97 870  99 522 101 176 102 829 104 483 106 135 107 790     

Net S  81 704  83 174  84 638  86 102  87 564  89 020  90 477  91 930  93 381  94 829  96 276  97 716  99 158     

                            *               *                      * 

P-4 Gross  89 035  91 056  93 075  95 094  97 115  99 133 101 249 103 434 105 621 107 804 109 993 112 175 114 362 116 549 118 736 

Net D  73 338  74 934  76 529  78 124  79 721  81 315  82 912  84 507  86 103  87 697  89 295  90 888  92 484  94 081  95 677 

Net S  68 294  69 746  71 200  72 646  74 095  75 542  76 989  78 431  79 873  81 315  82 752  84 191  85 629  87 064  88 498 

                         *               * 

P-3 Gross  73 181  75 051  76 922  78 787  80 659  82 528  84 396  86 268  88 137  90 006  91 878  93 746  95 616  97 485  99 353 

Net D  60 813  62 290  63 768  65 242  66 721  68 197  69 673  71 152  72 628  74 105  75 584  77 059  78 537  80 013  81 489 

Net S  56 766  58 123  59 484  60 840  62 201  63 558  64 914  66 275  67 631  68 990  70 343  71 699  73 049  74 405  75 759 

                          *    

P-2 Gross  60 025  61 697  63 370  65 043   66 715  68 385  70 059  71 729  73 401  75 076  76 746  78 419       

Net D  50 420  51 741  53 062  54 384  55 705  57 024  58 347  59 666  60 987  62 310  63 629  64 951       

Net S  47 292  48 491  49 686  50 884  52 080  53 278  54 494  55 708  56 927  58 142  59 354  60 574       

                

P-1 Gross  46 956  48 453  49 941  51 548  53 152  54 759  56 367  57 977  59 580  61 186           

Net D  39 913  41 185  42 450  43 723  44 990  46 260  47 530  48 802  50 068  51 337           

Net S  37 649  38 820  39 991  41 160  42 329  43 499  44 669  45 824  46 974  48 124           
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APPENDIX 2  
 

 

EDUCATION GRANT ENTITLEMENTS APPLICABLE IN CASES WHERE 

EDUCATIONAL EXPENSES 

ARE INCURRED IN SPECIFIED CURRENCIES AND COUNTRIES 
 

(Effective school year in progress 1 January 2013) 

 

 
 

   
 
1  Except  for   the  following   schools   where the US$ in the  US  levels  will be  applied:  (a) American School of  Paris; (b) American 

University of Paris; (c) British School of Paris; (d) École Active Bilingue Victor Hugo; (e) European Management School of Lyon; (f) 
International School of Paris; (g) Marymount School of Paris; (h) École Active Bilingue Jeanine Manuel. 

 
2  US dollar in the USA applies, as a special measure, for China, Indonesia, Hungary, Romania and Russian Federation.  Effective school year in 

progress on 1 January 2013 special measures for Romania are discontinued.   Special measures are introduced in Thailand and for the 
American Cooperative School in Tunis, Tunisia and the American International School of Johannesburg, South Africa. 

 

 

 (1) (2) (3) (4) (5) (6) 

Country/ 

currency area 

Maximum 

admissible 

educational 

expenses and 

maximum 

grant for 

disabled 

children 

Maximum 

education 

grant 

Flat rate 

when 

boarding 

not provided 

Additional flat 

rate for 

boarding (for 

staff serving at 

designated duty 

stations) 

Maximum grant 

for staff 

members 

serving at 

designated 

duty stations 

Maximum 

admissible 

educational 

expenses for 

attendance 

(only when 

flat rate for 

boarding is 

paid) 

Part A       

Austria (Euro) 18 240 13 680 3 882 5 824 19 504 13 064 

Belgium (Euro) 16 014 12 011 3 647 5 470 17 481 11 152 

Denmark (Krone) 122 525 91 894 28 089 42 134 134 028 85 073 

France
1
 (Euro) 11 497 8 623 3 127 4 691 13 314 7 328 

Germany (Euro) 20 130 15 098 4 322 6 484 21 582 14 368 

Ireland (Euro) 17 045 12 784 3 147 4721 17 505 12 849 

Italy (Euro) 21 601 16 201 3 223 4 836 21 037 17 304 

Netherlands (Euro) 18 037 13 528 3 993 5 990 19 518 12 713 

Spain (Euro) 17 153 12 864 3 198 4 797 17 661 12 888 

Japan yen (yen) 2 324 131 1 743 098 609 526 914 290 2 657 388 1 511 429 

Sweden (krona) 157 950 118 462 26 219 39 328 157 790 175 641 

Switzerland (Swiss franc) 32 932 24 699 5 540 8 310 33 009 25 545 
United Kingdom of Great 
Britain and Northern 
Ireland (pound sterling) 25 864 19 398 3 821 5 731 25 129 20 769 
 
Part B       
United States dollar 
(outside the United States 
of America) 21 428 16 071 3 823 5 735 21 806 16 331 
 
Part C       
United States dollar (in the 
United States)

2
 45 586 34 190 6 265 9 399 43 589 37 233 
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APPENDIX 2, cont. 
 

Where educational expenses are incurred in any of the currencies set out in the table above, the 

maximum applicable amounts are set out in columns (1) to (6) against those currencies.  Where 
educational expenses are incurred in the United States of America, the maximum applicable 

amounts are set out in columns (1) to (6) against part B above.  Where educational expenses are 
not incurred in any of the currencies set out in part A above or in the United States, the maximum 

applicable amounts are set out in columns (1) to (6) against part C above. 
 
 

ATTENDANCE AT AN EDUCATIONAL INSTITUTION OUTSIDE THE DUTY STATION 
 

(i) Where the educational institution provides board, the amount shall be 75% of the 
admissible costs of attendance and the costs of board up to the maximum indicated 

in column (1), with a maximum grant indicated in column (2) per year. 
 

(ii) Where the educational institution does not provide board, the amount shall be a flat 

sum as indicated in column (3), plus 75% of the admissible costs of attendance up to 

a maximum grant as indicated in column (2) per year. 
 
 

ATTENDANCE AT AN EDUCATIONAL INSTIUTION AT THE DUTY STATION 
 

(iii) The amount shall be 75% of the admissible costs of attendance up to the maximum 

indicated in column (1), with a maximum grant as indicated in column (2) per year. 
 

(iv) Where the grant is payable for the cost of boarding for attendance at an educational 
institution in the country of the official station but beyond commuting distance from 
the official station, and when no suitable education facility exists in that area, the 
amount of the grant shall be calculated at the same rates as specified in (i) or (ii) 
above. 

 
 

STAFF SERVING AT DESIGNATED DUTY STATIONS WITH INADEQUATE OR NO EDUCATION 

FACILTIES WITH ATTENDANCE AT AN EDUCATIONAL INSTITUTION AT THE PRIMARY OR 

SECONDARY LEVEL OUTSIDE THE DUTY STATION 
 

(v) Where the educational institution provides board, the amount shall be: 
 

a. 100% of the costs of board up to the maximum indicated in column (4); and 
 

b. 75% of the admissible costs of attendance and of any part of the costs of 

board in excess of the amount indicated in column (4), with a maximum 

reimbursable amount as indicated in column (5). 
 

(vi) Where the educational institution does not provide board, the amount shall be: 
 

a. A flat sum for board as indicated in column (4); and 
 

b. 75% of the admissible costs of attendance, with a maximum reimbursable 

amount as indicated in column (5). 


