INTERNATIONAL LABOUR OFFICE GB.303/PFA/11
303rd Session

Governing Body Geneva, November 2008

Programme, Financial and Administrative Committee PFA

FOR DECISION

ELEVENTH ITEM ON THE AGENDA

Amendments to the Staff Regulations

Performance management

1. The revised Human Resources Strategy for 200609 ' was approved by the Governing
Body at its 294th Session (November 2005). The Strategy included an objective and a
target to deliver an integrated system to manage staff performance and development that
recognizes and rewards achievement, manages underperformance and reflects good
practice at the international level.

2. Through the Office’s annual reports on the Strategy, including this year’s report, > the
Committee has been kept informed of progress made in introducing the new system.

3. After consulting the Joint Negotiating Committee, in accordance with article 14.7 of the
Staff Regulations (Amendments), the proposed amendments to the Staff Regulations are
submitted for approval (see appendix). At the same time, the Office has taken the
opportunity to make the texts gender-neutral.

4. The Committee may wish to take note of the implementation modalities contained
in the annual report on the Strategy and recommend that the Governing Body
approve the attached amendments to the Staff Regulations (appendix).

Adoption leave

5. At its 297th Session (November 2006), the Committee had before it a proposal * to
introduce paid adoption leave for both male and female officials. The Committee requested
the Office to give further consideration to the issue and to submit a revised proposal. The
present document responds to that request.

' GB.294/PFA/16.
2 GB.303/PFA/13.

* GB.297/PFA/17/1.
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6. After consulting the Joint Negotiating Committee, in accordance with article 14.7 of the
Staff Regulations (Amendments), the Office submits the following addition to article 8.7
of the Staff Regulations to the Committee for approval.

ARTICLE 8.7
Parental leave
Adoption leave

3. (a) An official adopting a child below the age of 6 shall be entitled to adoption leave
with full salary and allowances upon the presentation of the adoption certificate, for a period
of up to eight weeks. Where both adoptive parents are employed by the Office and both
request adoption leave, the combined duration of such leave shall be limited to 12 weeks
which may be apportioned between them, but shall not exceed eight weeks for either parent.

(b) Adoption leave will normally be granted in one continuous period upon taking
custody of the child.

(¢) A minimum period of 12 months is required between the end of one adoption leave
entitlement and the start of the next.

(d) The Director-General may grant, upon request, adoption leave under the terms of
subparagraphs (a), (b) and (c) above in case an official receives provisional custody of a child
in view of adoption.

7. The Committee may wish to recommend that the Governing Body approve the
proposed amendments to the Staff Regulations, contained in paragraph 6 above.

Geneva, 21 October 2008.

Points for decision: Paragraph 4;
Paragraph 7.
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Appendix

Chapter 11

Organization of the staff

ARTICLE 2.3

Responsible chief

(a) Each official shall be-respensible report to a chief who shall supervise his the
official’s work and be responsible for such functions in relation to the official as are
prescribed in these Regulations. The responsible chief shall keep the officials fer-whemhe
isrespensible-informed of his the chief’s opinion of their work.

(b) For the purpose of these Regulations the responsible chief shall be —

(1) the Director-General for the officials who report directly to him the Director-General;

(2) the Deputy Directors-General and the—directors—of-department Assistant Directors-

General for the officials who report directly to them;

(3) thechiefs—of braneh the directors/chiefs of organizational units for the officials in
their-braneh those units unless the Director-General has designated another official in
respect of a subordinate organizational unit;

(4) the official to whom they report, for all officials not covered by (1), (2) or (3) above.

ARTICLE 2.4

Technical reviewing chief

For the performance appraisal of a technical specialist, or a senior technical specialist,
in a duty station other than headquarters, a technical reviewing chief shall provide
technical observations in accordance with article 6.7, paragraph 1, to be done under the
coordination of the official’s responsible chief. The responsible chief shall be the director
of the duty station of such an official. The technical reviewing chief of such an official
shall be the director of the relevant organizational unit at headquarters.

ARTICLE 2.5

Supervisor

Notwithstanding articles 2.3 and 2.4 above, officials may also have a supervisor in a
subordinate organizational unit who will guide their work on a daily basis and may be
asked by the responsible chief to provide input on the official’s performance appraisal.

ARTICLE 2.6

Grade descriptions
(former Article 2.4)
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Chapter V
Probation
ARTICLE 5.1

Period of probation

(a) An official appointed to a job other than of a temporary nature shall be on
probation for the first two years following his appointment. Afterthefirst 18-months—of
serviee The official’s performance and effieial conduct shall be evaluated by his the
responsible chief, at 12 and 21 months of service, with a mid-term review taking place
after six and 18 months of service. This shall be done in accordance with the procedure
established in article 5.5. Furthermore, during the probationary period, the responsible
chief shall request and consider the input of a number of jointly designated colleagues who

are familiar with the official’s work, or staff who report to the official.

(b) An official on probation shall be transferred in his the same grade or promoted to
a higher grade only in exceptional circumstances.

(c) If an official is absent on special leave, of sick leave or parental leave in
accordance with articles 7.7, or 8.6 or 8.7 for consecutive periods of one month or more,
the period of probation will be extended eerrespendingly accordingly. Otherwise—the

i od of nrobation shall | todl

ARTICLE 5.2

Extension of probation

Peleted)

The period of probation may be extended by the Reports Board for a period not
exceeding 12 months if the official’s performance or conduct is deemed by the responsible
chief not to be fully satisfactory or not to fully meet the requirements of the job. Prior to
the end of the period of extension, a performance appraisal shall be established in
accordance with article 5.5.

ARTICLE 5.5

Probationary performance appraisal

1. After the—first 18 21 months of probationary service, a prebatien performance
appraisal shall be established in accordance with the provisions of article 6.7(1) and 6.7(2)
on for an official to whom article 5.1(a) applies; the appraisal shall cover the official’s
conduct in addition to performance and shall recommend that the official’s appointment be
(1) extended or (2) not extended. The completed appraisal shall be transmitted to the
Reports Board, which shall recommend to the Director-General one of the two courses of
action enurnerated indicated above.

2. The prebationary performance appraisal in paragraph 1 will be considered as the
second appraisal for the purpose of article 6.7.
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Chapter VI
Advancement, appraisal and change of grade
ARTICLE 6.4

Withholding of increment

1. In the case of an official whose performance is being appraised as unsatisfactory,
the responsible chief may, when completing the performance appraisal provided for under
article 6.7 (Performance appraisals), recommend the withholding of an increment. The
increment may be withheld by the Reports Board after it has ascertained the views of the
official and his the responsible chief. The withholding of a second increment during the
period before the next performance appraisal is due is subject to the provisions of
article 6.7(34).

2. The withholding of an increment shall not affect the official’s right to
consideration for an increment on his the next incremental date. An increment which has
been withheld may subsequently be restored by the Reports Board on the recommendation
of the responsible chief.

3. Where it has been decided that an annual increment shall be withheld, the official

performanee; appeal within one month of receipt of the Reports Board’s decision to the
Joint Advisory Appeals Board if the official considers that the decision has been based on
an erroneous evaluation of performance or that the decision has been made for reasons
unconnected with performance or conduct.

ARTICLE 6.5

Special merit increments

1. The responsible chief may recommend the grant of an additional increment to an
officials whose performance during the period under review has been appraised pursuant to
article 6.7 as being especially meritorious and who is are not in receipt of the maximum
salary attaching to his their grade.

2. The responsible chief’s recommendation shall be reviewed by the official to whom
the responsible chief reports who, if he—eeneurs in agreement, shall refer the
recommendation to the Reports Board for decision. The grant of a second special merit
increment during the period before the next performance appraisal is due is subject to the
provisions of article 6.7(34).

3. The timing of special merit increments as well as the number of recommendations
which may be made each year will be subject to limitations defined by the Director-
General after consulting the Joint Negotiating Committee.

ARTICLE 6.6

Special increments beyond the maximum salary rate

1. For an officials who has have been in service since 31 December 1994 or earlier,
the responsible chief may, subject to paragraph 5 of this article, recommend the grant of
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not more than one additional special increment if the officials #s are in receipt of the
maximum salary attaching to his their grade, and his their performance during the
preceding review period has been appraised pursuant to article 6.7 as especially
meritorious.

2. The responsible chief’s recommendation shall be reviewed by the official to whom
the responsible chief reports who, if he—eeneurs in agreement, shall refer the
recommendation to the Reports Board for decision. The grant of a special increment to an
officials who has have reached the maximum salary attaching to his their grade since the
last performance appraisal as well as the grant of a second such increment during the
period before the next performance appraisal is due are subject to the provisions of
article 6.7(34).

3. The timing of the increments provided for in paragraph 1 as well as the number of
recommendations which may be made each year will be subject to limitations defined by
the Director-General after consulting the Joint Negotiating Committee.

4. An Officials who has have been in service since 31 December 1994 or earlier, who
has have completed more years of service in his their grade than the number of years
which it would normally take to progress from the minimum to the maximum of the salary
scale attaching to his the grade, and who is are at the maximum, shall, subject to
paragraph 5 of this article, be eligible to receive one additional special increment on
completion of more than 20 years of continuous service and one additional special
increment on completion of more than 25 years of continuous service.

5. The total number of additional special increments payable during the whole period
of service of an official following 31 December 1994 under the provisions of this article
shall be limited to one.

ARTICLE 6.7

Performance appraisals

1. The performance and conduct of each official shall be appraised on a form
prescribed by the Director-General after consulting the Joint Negotiating Committee. The
appraisal shall be carried out by the official’s responsible chief who may obtain the views
of a—suberdinate the official’s supervisor or where appropriate, any other official under
Whose superv1s1on the official has worked durlng the perlod under review. Fhe—views

aHred-m et e he-respeon h A-the atsal: Technical observations
for the Derlod under review shall be pr0V1ded by the techmcal reviewing chief where
applicable as provided for in article 2.4. In the case of responsible chiefs, the views of the
officials they supervise will be considered, as appropriate.

2. The appraisal shall be communicated to the official, who shall initial and return it
within eight days of its receipt, attaching to it any observations he the official may wish to
make. These observations shall be filed with the appraisal unless the Director-General
decides otherwise. The appraisal, together with any observations which may have been
made by the official, shall then be transmitted to the official to whom the responsible chief
reports, who may add his observations to it, in which case it shall be returned to the
responsible chief and to the official for initialling. It shall then be transmitted by the
responsible chief of the official to the secretary of the Reports Board for appropriate

action.
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%h%peﬂed—e#sew}e%bemzeea—ﬂq&bwe—appfaﬂa%s— After the probatlonarv perlod as deﬁned

in articles 5.1 and 5.5 including any extension thereof as provided for under article 5.2, an
official shall be appraised on a two-year cycle that coincides with the programme and
budget biennial cycle, with a mid-term review taking place normally after the first year.
Any intervening period of six months or more between the end of the probationary period
and the start of the next programme and budget biennial cycle, shall be the subject of a
transitional appraisal. Any intervening period of less than six months shall be covered by
the subsequent appraisal cycle. The form to be used for this transitional appraisal shall be
prescribed by the Director-General after consulting the Joint Negotiating Committee.

4. Proposals to apply to an official the provisions of articles 6.4, 6.5 or 6.6, or any
other provisions of the Staff Regulations, shall be included in either the mid-term review or
the performance appraisal, as applicable, and submitted to the secretary of the Reports
Board.

5. The Reports Board may recommend, as necessary, the establishment of ad hoc
performance assessments as a follow-up measure.

6. The provisions of paragraphs 3. 4 and 5 of this article shall apply mutatis mutandis
to the implementation of the first cycle of performance appraisals that coincides with the
programme and budget cycle.

ARTICLE 6.11

Transfer to duties and responsibilities attaching to a lower grade

1. An Officials may be transferred to duties and responsibilities attaching to a lower
grade, with a corresponding change in his their grade —

(a) at his their own request;

(b) if his their performance of his duties and responsibilities is unsatisfactory in the
meaning of article 11.8 (Termination for unsatisfactory services).

2. ...

3. Before a decision to transfer an official to duties and responsibilities attaching to a
lower grade is taken on the ground of unsatisfactory performance, a proposal to do so,
stating the reasons for which it is made, shall be communicated in duplicate to the official
who shall initial and return one copy and who shall be entitled to appeal to the Joint
Advisory Appeals Board within one month of the receipt thereof on the ground that the
proposal is made on the basis of an erroneous evaluation of his performance or for reasons
unconnected therewith.

Annex V

Annual appraisals and adjustment of salary of
fixed-term technical cooperation project staff

1. For an official on a fixed-term technical cooperation project, an appraisal shall be

made every 12 months en—afixed-termtechnical-cooperationprojectofficial by his the

responsible chief of the official. For this purpose, the procedures set out in articles 6.7.1
and 6.7.2 of the Staff Regulations shall be followed. During the official’s first year of
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service, at the end of the first six months, an appraisal shall be made of the performance

and conduct of the official. This appraisal shall recommend whether the official’s

appointment should be extended bevyond its original expiry date, or not renewed. The

completed appraisal shall be transmitted to the secretary of the Reports Board. The Reports

Board shall recommend to the Director-General one of the two courses of action indicated

above.

2. The following rules shall apply to the adjustment of the salary of fixed-term

technical cooperation project officials:

(a)

(b)

(©)

(d)

(e)

®

(2

The salary of the official shall be increased by one increment attaching to his the
grade on each anniversary of the first day of the month #n—which-he-was-appeinted of
appointment under the first of an uninterrupted series of contracts, except in the cases
referred to in (b), (c) and (d) below. The salary increment may be withheld in case of
unsatisfactory performance.

Where an extension of contract or a new contract without break of service provides
for the assignment of duties and responsibilities in a different grade, or for a regrading
of the duties and responsibilities performed, the salary may be adjusted in the light of
these changes at the time the extension or the new contract takes effect. The
assignment of duties and responsibilities in a different grade or a regrading of existing
duties and responsibilities during the currency of a fixed-term contract shall be
regarded as a new contract.

Where, on extension of contract, on a new contract without break of service, or during
the currency of a contract, an official is assigned to a different duty station but in the
same grade, and the Director-General is satisfied that the official’s responsibilities
have thereby altered, the salary of the official may be changed by one or more
increments attaching to the grade for the duration of the assignment.

The Director-General may, in exceptional cases and once only in respect of an
uninterrupted series of contracts, increase the salary of an official by one or more
increments attaching to the grade on the occasion of an extension of contract, or on
the anniversary of appointment, if the Director-General considers that the salary of
the official does not fully reflect his or her experience and qualifications.

In the cases referred to in (b), (c) and (d) above, the salary of the official shall be
increased by one increment attaching to his the grade on each anniversary of the first
day of the month in which the adjustment of salary provided for in these paragraphs
was effected.

If a fixed-term official is granted special leave without salary for one month or more,
any adjustment of salary provided for under (a) or (e) above shall be retarded
postponed by a period corresponding to the number of completed months of absence.

The foregoing provisions shall apply mutatis mutandis to officials in a grade the
salary scale of which provides for biennial increments.
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