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.To: Menibers of the Staff of 'the'United. Natiol':i~

Subject: PROVISIONAL STAFF RULES PERTAlWING TO LEAVE

This Eev1a1bn entirely supersaaes Sections 'Iv and V of the Provisional
. ~ .

Ste£1,Rules(SGB!3, 9 ~wxch 1946), i.e., all previous instructions

,concerning leave. 'It liberaiizos, c1aJ.'ifies, or merely c~J:.'ries fOTV18rcl all
,

previous rules pertaining JGO w.nual'andsick leave and adds a brief

section,on Le~ve Without Ppy•

.SECTIONIV~ ~uAL, SPECIAL ftliD HOV~ LEAVE

Rule 9.' Accrnal of Annual Leave
~""..- - .... -- .

(a) Annual leav,e accrues to nll staff in,e:tl1:be:rs( ir.clud~tng those i;n the

hourly rate categoryi but excluding those pala only "'vhen actually

employed ll
) at the cUJ~ulative rate (,f tvlO and. one-half working da.ys for

each cal(jl1dar month' or fraotion thereof dt.:.r1ng 'which the' staff m.ember

. htH) been in pay statuBwith the :United.Nations,including the

P,reparatory Comnrlsaion and the E..xecutlve Conrini ttee in London.

Cb)
, , '

Unused. annual leave may beaccl1IDulatedto the credit of a staff

m.ember up to a. na:X:i~um of 'ono h,u.ndred w~rking' days.

(c) .Annual J,ea:ve does, not a.ccrtic toa.'l individual while he is on loan

,to the United Nations and who 'continues' to fecei~e from. his regulax
,

employer his -leave or comJ?ens~,tion'therefor, or on .lea:ve 'vithout l)ay
-I .' "

from United Nations or durinG suspension from duty for a period regarded

. a~euf:fic:Lently 'lone;' to "rerrant 'adjUsttil~rit of indiVidual leave credits.

Rule 10. Gr.aqtinr;- arid. ~r.!:ldh.G 'bf, An.it!~~ i.e~·

(a) As a: general practice, -in,em.bers of th~' staff' should take a.tleast

,~alf ,of-their annual leave' in the course ~f the year in respect of

'-Thioh the lea,ve i.s· due.
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(b) Ordinarily annttal leave 'nll be 'taken only after it has accrued•.

. It may be granted in limited am.ounts in advance of ha.viri13 a.ccl"'ued to .

staff members ~rho need it and 'who are likely to remain with United Nations

_for a future period beyo~dthat ne~e~sa+'y.io ~ccl~e,the leaveaclvanced•

.The Iila.xin1U!ll ero.ountof annu~ leav.e ~'11).ich ,mayl"le advanced is ten i·rorking

days.

(c) Annual leave covers periods of absence"7i th 'Pa::J (other than sick

,l~ave,. e'tc.) on ~ys\-Then the f!taffm.6niber would. o'lihe:~r1se be .sch"duled.

to ifork. ,Annual. leave' na.y be taken by starf members on annual. salary
. ' ~ '. .... . ' ..

in units of days end. half q.ayEJ. Armunl leaye, taken by st~~f ulembers in

,the hourly rate category will be taken in hourly U-.l1its. '
. '. . , . '. ' .

Rule 11. Tarminat:t..on Pa:Y1Dents for UnusGd lumual Leave or Z~':cess Leave Taken
--~~ --' --~--~

(a) , 'On leavLl1g the' service, of. the Vni,ted Na.t5.ons, a member of the stElff

who has not eX.hausted the ar,rrue.l lea~j~e t.o \-Thich ha. is entitled shall be. , . .. '.

paid., en eg,"J.ivalent st1.lll of mone;r in lieu.,t11ere0f..

, (b) On leaVing the service, a membervTho has taken .advance anritl.al leave

beyond .that ~u.bseCJ.uently a:ccrued. sha.:j.l mnke restitution for such 'leave,

either by accepti.!lg a' deduction from. any amountm.rsd him by the
. . .' . "

U!1ited Nations or by ca.sh r~f'JIld • Under'sxceIltibnal clrcums'ta.nces,

If'

."s]?eciel lea:ve" under Rule 12· may be authorized in lieu of restitution.
, ,. . . ,

.Rule 12. . Gr.~.nting, of..§,;eeciQ.1 ~~~

, S~ecial leave with p~v mDybe cra.nt~d for ·adva.nc~d study .or~o8earch

in th:e inter.est 9f United., Nations, or for ~ther exceptional or ursent
i. ;' ',.': ". . I"','" '.... .'

r,easons •.. Suchleavo' is sub jeot to prior' approval by the Bureau of Personnel
" .' '.' .... '. .': .' " . . .. ' ' .

. .
upon ~ecommc~dation of ,the ~ppro~riate AssistantSecr~t~y'~Gener~~

:.... .'

,'.'

A staf~ memb,or i'1'110 is not a citizen of the C01Ul~;t'y~.nyhiph l.J.~s regula~'
• • • "I"

duty station is located and whose normal.plac~of,~esidenc~.i6 outsid~,of
.' . " ,"

.' . ~ , '. '

such country, shail, in ad.dition to annual leave, be entitled every two: .. ," . _:.~. : '. ". .'; "'. :". . ..' :' . ',. ... .... '. . .' .

yeal's to hom.e leave, consistinG of twelye '\\Tor~inG day£'! :plus a9tu~l.: traveling
.,' .: I '.: • .,...~ '.. • ~ ,"' .... ,'>" • ...'. • . ' '. , ., .. ;... •

time by an approved route to and. from'the placo recogn1~e~ ?-s.:the .,staff

member's home at the time of h1s initial appo1Il.tmGI'.l:t. A member of the staff

( . \
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,'Who is a citizen of the count!"'; in 'which 'hie' regular' dut;r 'station 1s' located

shail be entitled'to actual travelinS time 'only.

, ' 'Rule 13 (A)' Conditione of L~ave

'{e} AnnuaJ.::1 'special, and home leave 'shall be £lubject to the eXigencies

"1" -,

. .-. -

o~ the ~ervice, due considerationbetng given to the personal circUmstanoes

, and. ,preferences of the member of th~ staff.

(b) ,Such leave should always have~ppropria.te supSM-isory approval

"before it f,s' taken. APP;O~al of any substantial period of leave should

, be 'obtained at least 'twoweekB before the starting date.

sEcTION V -' SICK LEAVE' AND 'l>fATEBNITY LEAVE ",

Rule '13' (B) Defin1tionof Sick Leave'

Sick leave is leave of, absence with full pa,y which a staff member may

"'take when incapacitated from the performance of hiS duties ~yillnesa,or

injUry.

Rul~ 14.' 'Accrual' and Advancing' of Sick Leave'

! (a) Meinbersof the staff' are entitled' 'to accumulate sick leave at the
, ,

rate of' one and one-half :working daye per calendair month on full pa,y.

'The maximum amount of sick' le:ave which !!la:! be a,ccumti.1ated is ninety
,," .(: ',', ..

working days.

(b) A staff member may, if necessarY, be advanced sick leave, the

amount of which ,rill not ordinarily exceed ,thirtyworkiilgdiys. In

"Bpecia1'c~ses 6r"extehded illness, 'additional s'ick leave" inay be advanced

, '. by the' Bureau' of Persorinel. '

-': ':., '( c) Iri' the' case of' a'tar! 'D1embe±-s' o~' 'an annual salary I sick leave maY

'be taken in uti!t'e of days' anclh8.lf ' day~. Sick leave' t~en by staff
'- , \

members 'in' the hoUrly rate cat~gorY'Tllibe taken to the, ~ea:rest h~ur.

Rule l5.~~diti9:e.~Si.ckLea.ve on Half Pay

After exhausting acc'~atea si6k:~d'~ual leave, permanent staff

members with more than three years' service Dl8,y be granted additional sick

'leave: on half' pay' up to' .~, maximUm of six' calendar 'ni~ni~hs~

Rule 16. Mrdical Ce~t,:lficate
~{-_......-----~-

A membel' of the staff, "rho is antitled to sick leave and 1(ho 1a absent
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days, shtill file a c'ertificate .from a d~~y qualif~~d med.ic~ :p~..a9ti~10ner
'. " . .. . . .' .. ~".. . . .. . .' _'.. "

indicating the. natUra and probable durat;ton .. of .th~ .:tl~~es:and .. ~t.a'i'~~ that- , .' .. ' .' '. '. :."..' "'.,, .. .'' -..,. .
the. staff membe:; is' unable to perf0n.n ,hiS .~ut~es ~ In <?8:~~~.of .~~ntinued

." :.. '. • • ~ •• " .... 0.:" '. :' •

~llneBs, a further cert1fica:~e Bh~l .~~ .fi~e~ D.~.t~e. en~:. ~f..,~ach,ten working

days.
" ~ ... ',

. B~~e 17.· Limit of Non-Certificated. Leave.
. . .

A~ter a staff 'memb,er h,astaken p~riods. Qf non-.cert~:!:'i.~(..tt€'d .. s:l.ck leave,
, ,,, ,.\ .... '. ' .. '

totalling more th~ twelve working days within tt"elve con~'3cutive calendar
'. . '. . . '. .'. ' : ,'.. . ;. '. !.

months, any ~.dditionel sick l~ave of wha.tever d,~a.ti9n sheU either be
. . ~." '.

supported. bJ a medical certificate or deducted fro~ l.lI1Ilual iJ,'3[?V~. ::.,
. ..... . .' .' .... :.' ' .. ,

Rule 18. Provisions lelating to Termination I •••...

(a) In the eve~t, of protrac'i'ed siclmese, the aJPoint.ment Q.~ a ate.ff
• • '0." ..' '. .:':" ••

member Inay be terminated on grounds of ill health. ,

(b) Upon termination of service, a stp-.ff member .ia requireq. ~;9,ll}ake
. . '. . .-' '. . . . :.... . .' . ~" ...

. .,
restitution by deiuction from any amounts owed him by Un,itQd iJ~,.t10ns or

. .' ,: '. .: . . . . . , .' .: . . . i

by cash refund for any sick leave taken beyond that accrued, except
" -.. -.... .... .,... ...

insofar as advanced leave may have been granted ,under Bule 15,.
• . ':- • • • • '. • I~. '. •••••• • • '. • • :.

(c) Upon termination of the fippofutment of a sta.ff member~ he has no

further claims to sick leave •

.Rule 19• Maternity Leave
}. "'"":". -""" .'

Pormanent staff members, i{hose app~ication is. supported ~~ a medical

certificate, shall be alloiled maternity ~ea~e on~ull pay, ~h1ph shall not

count. as-sick leave,. for a. period not exceeding six weeks beforo and six'

weeks a.fter conf5.nement.
" ' ..

The leave period after con.finA~ent shall be
• . . • . '..' . • . • ~ .~ r.

.obliGatory, Mcl a.f c?r the. expiration of' this leave nuroing ~others may be
.~ : {. : f

..

5ECTION V (~) - LEAVE WITHOUT PAY

Rule 20. I,0p..Vt") ';·i-:.. t~·:)n-;~ Pi'"
_~r.';'·;I..· c "_ '·11 ~,"""V"; __ • .::rt-

Leave i~·:'thout pay In.:l;'l ~e gl't;mted ,to a staff :m.ember to the ~xtent of thirty
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consecutive calendar days. by theappro:priate executive officer, and

additlonalamounts, u:po~:prior a:ppZ'oval by the Btu1 eau' of' PersoIUlel.·

By Direction of the Secretary-General

- <.

, '.

-.

J. B. Hutaon
Assistant Secretary-General for
Administrative and Financial Services

. \




