Draft Principles of Staff Rule 

for the Basel Convention Regional and Co-ordinating Centres (BCRCs)
Preamble

1. The principle of Staff Rule embodies the fundamental conditions of service and the basic rights, duties, and obligations of the Basel Convention Regional and Co-ordinating Centres (BCRCs). Considering that every country has diverse cultural and historical backgrounds, legal systems, and levels of economic development, the principle should be applicable with the necessary flexibility to conciliate the applicability of each role with concrete cases. The principles are intended to be elaborated to be considered as a framework of objectives when each BCRC elaborates its own staff rule.
2. An example of Staff Rules, shown in the next chapter, would be useful in elaborating each staff rules in the Centres. 

3. The draft principles were elaborated mainly based on International Labour Standards prepared by the International Labour Organization (ILO)
. Most of themes addressed here are globally recognised to be addressed properly as a form of Convention. Therefore BCRCs are recommended to take these themes into accounts in their staff rules. 

4. However, not every country where BCRCs exist and cover would have ratified the Conventions of the ILO. Therefore, again, it is not obliged to follow the principle. Should the principle of the staff rules not comply with the employment laws or regulations of the country concerned, the laws and regulations of that country shall prevail.

5. The staff rules should be approved by the Steering Committee and the staff members of each Centre. These rules shall not prevail over Framework Agreement signed with each BCRC.
Draft Principles of Staff Rule
a) Status of staff

6. The status of staff is followed by the definition in the Framework Agreements signed with the BCRCs
.  Their responsibilities as staff members are defined according to the interests and the regional objectives of each BCRC.

b) Equality of opportunity and treatment

7. Recruitment and Appointment
In attempting to fill permanent staff positions, BCRCs shall give priority to professional experience, educational qualifications and professionalism, whilst applying the principles of equal opportunity, gender equity and geographic balance for the country/region concerned. 

8. Equal Treatment: The BCRCs shall apply objective and fair criteria to ensure that staff members are selected, assessed, promoted and treated on the basis of their merits, abilities and experience relevant to their post. The principle of equal opportunity shall form the fundamental framework for human resources management and shall be integrated into all policies and practices affecting BCRCs.

9. Equal remuneration for men and women workers for work of equal value: BCRCs shall, promote and ensure the application of the principle of equal remuneration for men and women workers working under similar conditions.


10. Workers with family responsibilities: With a view to creating effective equality of opportunity and treatment for men and women workers with family responsibilities, each BCRC shall allow employees who are engaged or wish to engage in employment to enjoy their rights to do so without being subject to discrimination and, to the extent possible, without conflict between their employment and family responsibilities.


c) Social Security
11.  Social security systems provide for basic income in cases of unemployment, illness and injury, old age and retirement, invalidity, family responsibilities such as pregnancy and childcare, and loss of the family breadwinner. By providing health care, income security and social services, social security enhances productivity and contributes to the dignity and full realization of the individual. Social security systems also promote gender equality through the adoption of measures to ensure that women who have children enjoy equal opportunities in the labour market. For employers and enterprises, social security helps maintain a stable workforce adaptable to change. Finally, by providing a safety net in case of economic crisis, social security serves as a fundamental element of social cohesion, thereby helping to ensure social peace and a positive engagement with globalization and economic development. 
12.  Medical Care: BCRCs shall secure to the persons protected the provision of benefit in respect of a condition requiring medical care of a preventive or curative nature. The benefit shall include at least;

(a) in case of a morbid condition,
(i) general practitioner care, including domiciliary visiting; 

(ii) specialist care at hospitals for in-patients and out-patients, and such specialist care as may be available outside hospitals; 

(iii) the essential pharmaceutical supplies as prescribed by medical or other qualified practitioners; and 

(iv) hospitalisation where necessary; and 

(b) in case of pregnancy and confinement and their consequences-- 

(i) pre-natal, confinement and post-natal care either by medical practitioners or by qualified midwives; and 
(ii) hospitalisation where necessary.

13. Sickness Benefit: BCRCs shall secure to the staff members the provision of sickness benefit. The contingency covered shall include incapacity for work resulting from a morbid condition and involving suspension of earnings, as defined by national laws or regulations. The benefit shall be a periodical payment calculated in some manner decided in the centres
.
14.  Employment Injury Benefit: The BCRCs shall secure to the staff members protected the provision of employment injury benefit. The contingencies covered shall include the following where due to accident or a prescribed disease resulting from employment:
(a) a morbid condition;
(b) incapacity for work resulting from such a condition and involving suspension of earnings, as defined by national laws or regulations; and

(c) total loss of earning capacity or partial loss thereof in excess of a prescribed degree, likely to be permanent, or corresponding loss of faculty.

15. Family Benefit
 
: BCRCs shall secure to the staff members protected the provision of family benefit. The contingency covered shall be responsibility for the maintenance of children, under school leaving age or under 15 years of age, as may be prescribed. The benefit shall be a periodical payment granted to any person protected having completed the prescribed qualifying period; or
The total value of the benefits to the staff members protected shall be such as to represent

(a) 3 per cent. of the wage of an ordinary adult male labourer multiplied by the total number of children of persons protected; or

(b) 1.5 per cent. of the said wage, multiplied by the total number of children of all residents.
16. Maternity Benefit
: The BCRCs shall secure to the staff members protected the provision of maternity benefit. The contingencies covered shall include pregnancy and confinement and their consequences, and suspension of earnings, as defined by national laws or regulations, resulting therefrom. In respect of pregnancy and confinement and their consequences, the maternity medical benefit shall be medical care. The medical care shall include at least
(a) pre-natal, confinement and post-natal care either by medical practitioners or by qualified midwives; and
(b) hospitalisation where necessary.

In respect of suspension of earnings resulting from pregnancy and from confinement and their consequences, the benefit shall be a periodical payment calculated in some manner decided in the centre. The amount of the periodical payment may vary in the course of the contingency, subject to the average rate.
17.  Invalidity Benefit
: The BCRCs shall secure to the staff members protected the provision of invalidity benefit. The contingency covered shall include inability to engage in any gainful activity, to an extent prescribed, which inability is likely to be permanent or persists after the exhaustion of sickness benefit (12). The benefit shall be a periodical payment calculated is some manner decided by the centres.
d) Human resource development: 

18. Training: To the extent practicable and subject to the availability of financial resources, BCRCs shall undertake to advance, through special training, on-the-job training and development programmes, the skills and motivation of staff members in pursuit of the Convention’s mission and also to assist staff to progress professionally and personally. 

e) Occupational Safety

19. Each BCRC shall, in the light of national conditions and practice, and in consultation with the most representative organisations of employers and workers, exercise precautions on occupational safety, occupational health and the working environment.


f) Salaries

20. The head of the Centre is invited, in close consultation with the Executive Secretary or designated representative
, for drawing up the salary structure applicable to his/her Centre. The salary scale should be approved by the Steering Committee of each Centre. Salaries shall be paid in local currency within the range in the salary structure applicable to the Centre.  The objective shall be to employ an equitable system for computing salaries, applicable to all staff members at all Centres

21. Minimum wages: The elements to be taken into consideration in determining the level of minimum wages shall, so far as possible and appropriate in relation to national practice and conditions, include;
(a) the needs of workers and their families, taking into account the general level of wages in the country, the cost of living, social security benefits, and the relative living standards of other social groups; 

(b) economic factors, including the requirements of economic development, levels of productivity and the desirability of attaining and maintaining a high level of employment.


g) Hours of work
22. The hours of work of staff members shall not exceed forty-eight hours in the week and eight hours in the day.


23. Normal office hours shall be specified in each BCRC’s staff rule. Opportunities for job-sharing or part-time work shall be provided wherever possible if the exigencies, duties and responsibilities of a post can be fully met through the implementation of such arrangements.

h) Weekly Rest

24. All staff members shall be entitled to an uninterrupted weekly rest period comprising not less than 24 hours in the course of each period of seven days. The weekly rest period shall, wherever possible, be granted simultaneously to all the staff members concerned in each establishment. The weekly rest period shall, wherever possible, coincide with the day of the week established as a day of rest by the traditions or customs of the country or district. The traditions and customs of religious minorities shall, as far as possible, be respected.


i) Medical and accident coverage

25. All staff member shall be entitled to have the medical and accident coverage. The head of the Centre shall verify regularly that the coverage of all staff has been reviewed and is considered to be adequate.  Details of coverage shall be specified in each Staff Rules.

j) Maternity Leave

26. BCRCs shall grant maternity leave.  The duration of such maternity leave shall be specified in the each Staff Rules.
27. Provisions for paternity leave (if any) shall be based, within reason, on local practice and shall be specified in each Staff Rules.


2. AN EXAMPLE of STAFF RULES 
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I. GUIDING PRINCIPLES

A Scope and purpose

· The example of Staff Rules set out general terms of employment policy for consideration, adoption and application in BCRCs and BCCCs as they become autonomous institutions with their own legal personality, following the Framework Agreements signed by the Executive Secretary and the appropriate officer of the particular host government. They shall be reviewed at least every four years by the Steering Committee to ensure their continuing relevance and conformity with evolving policy on human resources management. As autonomous institutions with their own legal personalities, Centres are under no obligation to adopt these Rules. Rather  the example the Staff Rules are provided as a basis for consideration in elaborating each Staff Rule in the Centres where suitable rules do not already exist.

· The Staff Rules shall be supplemented by the staff member's letter of appointment.  The Staff Rules and letters of appointment shall conform with the statutory employment laws and regulations that apply in the particular country.

· The Staff Rules for each Centre shall be formulated by the head of the relevant Centre in consultation with his/her staff (and the respective Staff Liaison Committee if there is one).  The head of the Centre shall be responsible for ensuring continuing compliance of the Staff Rules with applicable employment laws and regulations.

· These Staff Rules shall be an integral part of a staff member's contract.  Should the Staff Rules not comply with the employment laws or regulations of the country concerned, the laws/regulations of that country shall prevail.  However, if local laws permit that a staff member may receive more far-reaching terms and conditions than are provided by the laws/regulations of the country, the Staff Rules shall prevail.

· This document provides no more than an example for the preparation of Staff Rules for each BCRC.  Staff Rules for each location shall be prepared, taking account of local laws, norms and customs, and issued by the head of the Centre. 

· Where a BCRC employs personnel in a country other than the host country in which the BCRC is located, the head of the Centre shall draw up Staff Rules for application to the staff in that country. 

· It is stressed that whilst the Basel Convention would wish to encourage the promotion of good conditions of service, the norms and customs of the location may be less generous than is shown in the example of Staff Rules, and normally, the local conditions should be adopted.

II. An example of Staff Rules
A
PREAMBLE

A.1 Principles

The fundamental principle governing the Staff Rules is that the BCRC-xxx(name of the BCRC It will be shown just as ‘BCRC’ from this point.) is committed to being good employers that are sensitive to the local employment customs and traditions and to providing remuneration and conditions that are strongly competitive.  At the same time, BCRC will be cost conscious and careful about all expenditure.

A.2 Conduct

· Staff shall conduct themselves at all times in a manner befitting their status as members of the the Basel Convention community.  They shall not engage in any activity, which is incompatible with the proper discharge of their duties with the organisation.  They shall refrain from any action and in particular avoid any kind of public pronouncement which might reflect adversely on their status or the organisation.  While they are not expected to give up national sentiments or political and religious convictions, they shall at all times bear in mind the reserve and tact incumbent upon them by their commitment to the values and principles of the BCRC and the Convention.

· No staff member shall accept any favour, gift or fee from any government or from any source external to the organisation during the period of his/her appointment without the prior approval of the head of the Centre who shall determine whether the acceptance is compatible with the interests of the organisation.

A.3 Authority

· The head of the Centre is responsible for ensuring that the Staff Rules are regularly reviewed, updated following due consultation, and enforced. 

A.4 Terminology


· Where the BCRC employs staff in countries other than the host country, the head of the Centre will designate for each country a staff member with responsibility for overseeing the management of personnel and their conditions of service within the country.  This will normally be in addition to other responsibilities that the person may carry.  That person will normally be given the title the BCRC Representative, although other titles may also be used.

B B. Applicability

· The Staff Rules shall apply to all staff members of the BCRC, including those seconded to BCRC unless precluded by the terms of their secondment.

These Rules and the Conditions of Service shall not apply to:

1. Consultants;

2. Interns or volunteers;

3. Temporary personnel employed under short-term contracts of defined duration (not exceeding six months), specifically to replace staff members who are absent; or,

4. Temporary personnel engaged to service conferences.

· Such personnel shall however be bound by section D.2 - Obligations of staff members, of these Rules and their obligations and entitlements shall be specified in their letter of appointment which shall make reference to the appropriate provisions of the Staff Rules.

· The head of each Centre shall be responsible for compiling, and updating at least annually, a list of the posts at the Centre which are bound by the Staff Rules. It shall indicate the grade of each post.

· Any exemption from application of any provision of these Rules shall be specified in the letter of appointment of the staff member concerned.  

C C. RECRUITMENT AND APPOINTMENT

C.1 Policy and procedure

· In attempting to fill permanent staff positions, the BCRC shall give priority to experience, qualifications and attitude, whilst applying the principles of equal opportunity, gender equity and geographic balance for the country/region concerned. 

C.2 Recruitment policy

· Efficiency, competence and integrity shall be the necessary considerations in the recruitment and employment of the staff that shall normally be recruited from among the nationals of the country in which the BCRC is located. Recruitment for senior posts may be on a regional basis.

· Recruitment and promotion shall be made without regard to race, gender or religion.

· Appointments are subject to the satisfactory completion of such medical examinations as may be prescribed by the head of the Centre.

C.3 Authority

· Authority for appointment of employees rests with the head of the Centre.  Upon appointment, each employee shall receive a letter of appointment signed by the head of the Centre or his/her authorised representative.

C.4 Letters of appointment 

· The letter of appointment, signed by the head of the Centre, will constitute the basic employment contract.  It establishes either directly or by reference, all the terms and conditions of employment and indicates the nature of the appointment, whether regular or special. The letter of appointment shall be in conformity with local employment laws and regulations, and shall normally include statements which confirm:

1. that the appointment is subject to the provisions of the Staff Rules in force at the time of taking up duty.  They shall be attached to the letter of appointment; 

2. the title of the post;

3. the job description, which shall be attached to the letter of appointment;

4. the date on which the staff member shall be required to take up his/her duties;

5. the duration of the probation period to be served upon initial appointment;

6. the period of the appointment;

7. the hours of duty per week;

8. the grade of the post, commencing salary, details of salary payments and currency, standard deductions at source required and allowable benefits;

9. any exemption from application of any provision of the Staff Rules and any other entitlements, conditions or exemptions which may be applicable; and

10. that the appointment shall be subject to changes which may be made subsequently in the Staff Rules, which are agreed by the staff member.

· Once countersigned by the staff member and returned to the head of the Centre, the letter of appointment and its attachments shall constitute the contract between the staff member and The BCRC.

· Any promotion or reassignment to a new post and/or Centre shall be confirmed in writing either as a new contract or a contract amendment.

C.5 Effective date of appointment

· The appointment of employees shall take effect from the date on which they enter into official travel to assume their duties, or if no official travel is involved, from the date on which they start to perform their duties.

C.6 Probationary service

· The first three months of service of a staff member shall normally be considered a probationary period which may be extended, by the head of the Centre, to a maximum of twelve months.

C.7 Medical examination

· A staff member shall be required to undergo a medical examination before appointment (normally in connection with entry to a medical scheme, for insurance purposes or to verify ability to travel on official duty where this is a requirement of the post).  A medical report submitted to the BCRC shall be available only to the head of the Centre.

D D. WORKING AT THE BCRC
D.1 Equal opportunity

· The BCRC shall apply objective and fair criteria to ensure that staff members are selected, assessed, promoted and treated on the basis of their merits, abilities and experience relevant to their post

· 
· The principle of equal opportunity shall form the fundamental framework for human resources management and shall be integrated into all policies and practices affecting the BCRC.

D.2 Obligations of staff members

· Commitment:  Staff members shall work in accordance with the objectives of the Basel Convention.  By agreeing to work for the BCRC, staff members shall undertake to uphold the highest standards of professional behaviour and to ensure that the Convention’s integrity and reputation shall not be damaged by their actions.

· Conflicts of interest:  Staff members shall refrain from activities which would be incompatible with or undermine the BCRC's status, or which would put them in a position where there could be a conflict between their own interests and those of the BCRC.

· External commitments:  Before accepting any external commitment for which remuneration would be received, a staff member shall seek the approval in writing of the head of the Centre.

· Gifts:  A staff member shall require his/her line manager’s approval to accept an honour, favour or gift resulting from his/her work for the BCRC.  The manager may decide that such honour, favour or gift be declined.  This provision shall apply to gifts only if their value is more than purely nominal or if they could be considered extravagant.  

· Unauthorised disclosure of information:  Staff members shall exercise the utmost discretion internally and externally in regard to all matters of business.  Confidential information that is known to them because of their position in the BCRC shall not be communicated outside the normal requirements of their post to any third party without the prior authorisation of the head of the Centre who shall also provide instructions for the specific use to be made of such information. Staff members shall at no time, including at the end of service with the BCRC, use such information for personal or third party advantage.

· Only staff designated and authorised by the head of the Centre, on an occasion-by-occasion basis, shall make statements or express opinions on behalf of the head of the Centre to the press or other media, including through electronic media and bulletin boards.

· Writing for publication:  It is in the interests of the BCRC that staff members publish articles, papers and books over and above any publishing activity associated with their appointment within the BCRC.  External, professional writing of relevance to the BCRC, shall normally require the approval of the head of the Centre who shall request, if appropriate, that due credit be given to the BCRC and may request alterations that are in his/her view necessary to protect the integrity and reputation of the BCRC.  The head of the Centre may also require that where such writing is undertaken in normal working hours or with the use of the BCRC supporting services, all or part of any payment received be remitted to the BCRC.

· In the interest of achieving policy coherence, articles, papers, books and speeches which contain departures from or modifications of agreed policy positions or break new policy ground, shall be referred to the head of the Centre or to a suitably qualified person designated by him/her, for prior approval.

· Intellectual property:  Unless otherwise negotiated, the BCRC is the inherent copyright owner of the data and documentation that any staff member or consultant may have gathered, reviewed and/or analysed on behalf of the BCRC and in BCRC-contracted time, whether or not such data and documentation have been published by the BCRC.  A staff member shall undertake, even at the end of service with the BCRC, not to publish such data without prior approval from the head of the Centre, in which case due credit will be given to their origin and to the BCRC.

· Harassment and/or intimidation:  Repeated, unreciprocated and/or unwelcome comments, looks, actions, suggestions, or physical contact, based on gender, ethnic origin, or other personal characteristics that are perceived, and substantiated, as harassment and/or intimidation shall be treated by management as serious misconduct by the staff member and shall lead to disciplinary action. 

· Alcohol dependence and drug abuse:  BCRC work places shall be drug-free.  A drug shall be deemed to be any illegal substance in conformity with local laws.  Any staff member with a substance-dependency problem is advised to consult with the head of the Centre who may provide support to the staff member by helping, for example, to identify a suitable rehabilitation programme.

D.3 Training

· To the extent practicable and subject to the availability of financial resources, the BCRC shall undertake to advance, through special training, on-the-job training and development programmes, the skills and motivation of staff members in pursuit of the Convention’s mission and also to assist staff to progress professionally and personally.
D.4 Office hours

· Unless otherwise stated, the working week is Monday to Friday and a total of 40 hours is to be worked.  In certain locations the working week will be different.  Details of the working week will be included in the letter of appointment together with a statement of the normal working hours.

· Opportunities for job-sharing or part-time work shall be provided wherever possible if the exigencies, duties and responsibilities of a post can be fully met through the implementation of such arrangements.

D.5 Overtime

· Members may be required to work overtime.  The head of the Centre and the staff member's line manager shall do their utmost to provide sufficient advance warning of particular requirements.

· Support staff shall be compensated for overtime, duly requested in advance and approved by the head of the Centre or his/her delegate.  Compensatory time off in lieu shall normally be applied.

· Compensatory time off in lieu shall be applied to professional staff at the discretion of the head of the Centre in consultation with the staff member's line manager.

D.6 National Holidays

· A list of official holidays will be issued by the head of the Centre. Holidays falling on weekends will be replaced by the previous Friday or following Monday, according to a list, which will be determined by the project/programme director.

D.7 Grading and re-grading of posts

· [image: image1.emf]Table 1.  GRADING OF POSTS                    BCRC

Type of Post GRADE

Director 16

Deputy Director 15

Senior Officer 14

Senior Manager of Programme/Project 13

Senior Accountant/Junior Manager 12

Associate Officer 11

Assistant Officer 10

Senior Secretary/Senior Assistant/Accountant 9

Administration Manager 8

Senior Secretary/Senior Assistant/Junior Accountant 7

Junior Secretary/Junior Assistant 6

Telephone Operator/Receptionist 5

Messenger/Driver 4

All posts in the BCRC shall be assigned grades within the agreed BCRC grading system, presented in Table 1, following careful consideration of the job specification and qualifications/experience required for the post. For convenience, grades 4 to 7 inclusive are categorised as “support grades”, whilst those from 8 upwards are categorised as “professional grades”.

· Where it is thought that a post is incorrectly graded (usually through increasing responsibilities being assigned to the post) a review may be requested by the incumbent’s line manager.  The post may be re-graded in accordance with procedures for the grading of posts (when introduced).

· All re-gradings shall be confirmed in writing by the head of the Centre, specifying the changes in the contract of the staff member concerned.
· If a staff member is required to assume for more than three months, considerably more responsibility than that normally carried by his/her post, e.g. in the prolonged absence of his/her manager, in which case the staff member is required to act in that position, a special discretionary bonus may be awarded for the period of the acting appointment.

· New posts will be graded according to the job description and the comparable posts already established in the system.  In all cases, the head of the Centre will be required to approve the grading.

D.8 Salaries

· Salaries shall be paid in local currency
 within the range for that grade specified in the salary structure applicable to the Centre.  The objective shall be to employ an equitable system for computing salaries, applicable to all staff members at all Centres.  The head of the Centre shall be responsible for drawing up the salary structure applicable to his/her Centre.

· Salary scales will be issued by the head of the Centre for all grades in the particular BCRC and these will be updated from time to time according to the requirements of the location.

· Salaries appropriate to each grade in each Centre shall be monitored regularly and reviewed annually to ensure that they continue to remain competitive and that adjustments are in line with local salary movements.  The grades of posts and the salary range for each grade shall be made public unless local conditions are not conducive to it.

· Staff will normally be placed upon appointment at the lower end of the salary scale appropriate to the grade for the position to which they have been assigned.

· Salary shall be stated on an annual basis and paid in local currency in twelve instalments, before the end of each calendar month, to the staff member’s designated bank or post office account, normally in the country of the office.

· In exceptional circumstances, an advance equal to a maximum of one month of salary may be granted by the head of the Office.  Reimbursement of the advance will be made by deductions of equal instalments from the salary in the following three months.

D.9 Annual performance appraisal

· The performance of all staff shall be appraised annually on the basis of clear and objective procedures and indicators that shall be issued by the head of the Centre and reviewed on a regular basis by him/her or the designated representative. 

· A staff member's performance shall be appraised against his/her current job description and his/her agreed annual work plan (which shall clearly state the required objectives and outputs of his/her post) and previously agreed performance indicators.  

D.10 Travel on duty

· Because of the nature of a BCRC’s work, travel on official duty shall be obligatory for certain staff.

· The Financial Rules and Procedures of the BCRC shall specify the principles and procedures governing duty travel and reimbursement of expenses incurred while travelling on duty.

D.11 Relocation

· Relocation of staff members shall take place in the judgement of the head of the Centre.

· In exceptional circumstances especially relating to financial crisis or force majeure, the head of Centre shall notify staff members immediately after the decision to relocate has been taken.  Staff whose employment shall be terminated as a result of relocation shall be served the notice period specified in the H.3 Notice period. 

D.12 Grievance and disciplinary procedures

· The head of Centre shall issue:

1. the procedures applicable to any individual staff member who wishes to seek redress for grievances relating to his/her employment;

2. the disciplinary procedures that the head of the Centre shall be entitled to implement in relation to H.6 Dismissal. 

E. Leave

E.1 Annual leave

A staff member shall be entitled to the annual leave (Service
) and the official holidays. The total entitlement shall not exceed 45 "work" days per annum
.

· Where an official holiday falls outside the normal working week, it shall be compensated by one extra day's leave. The head of the Centre, in consultation with his/her staff, shall set compensation days.

· In a year in which a staff member is employed for less than the full calendar year, the annual leave entitlement is pro rata to the number of calendar months worked.

· When a staff member on duty travel is required to work on a day that is an official holiday, due to that day not being a holiday in the country visited, he or she shall be entitled to a compensatory day of leave.

· Annual leave normally accrues at the rate of 2.5 working days for each calendar month served.  Not more than 10 days annual leave entitlement may be carried forward beyond 31 December of any year.  In exceptional circumstances in which the individual has been formally requested by the head of the Centre to forego vacations due to work pressures, the head of the Centre may agree to increase the carry-over entitlement.

· In determining the amount of annual leave taken or to be taken by staff, official holidays and non-working days will be excluded.

· Leave must be requested in writing by the respective staff member, and approved in advance by the respective line manager.

· Accrued annual leave, if not taken as leave, may be compensated in cash only at the end of service.

· In case of redundancy or dismissal, the cash equivalent of the leave taken by the staff member in excess of the pro rata temporis entitlement may be deducted from the last salary payment.

E.2 Special leave

· Staff shall be granted special leave on full salary without deduction from the annual leave entitlement for the following reasons:

	Own marriage
	2 days

	Childbirth (for father) birth or when the mother and child return home
	5 days

	Adoption of a child if the staff member's spouse is the primary person looking after the child
	5 days

	Death of spouse, own child, parent
	5 days

	Death of brother, sister
	3 days


· Essential travel time for staff members in the death of an immediate family member, shall be determined case by case by the head of the Centre and shall be additional to the special leave allowance.

· In addition to the special leave mentioned above, a male staff member may be granted paternity leave, up to a maximum of two weeks, with full pay by the head of the Centre.  This leave shall be taken within three months of the child's birth and may be combined with annual leave and special leave without pay, the latter however only normally being granted in exceptional circumstances.

· The head of the Centre may grant special leave with full pay on the adoption of a child where the staff member is the primary person looking after the child.  This special leave with full pay shall not exceed six weeks.

· Following the convention of the country, staff may be entitled to their full pay during periods of absence on compulsory military service, civil defence or fire brigade service.

· Special leave related to circumstances additional to those listed above shall require the approval of the head of the Centre and shall be granted only in exceptional circumstances.  It shall ordinarily be without pay.

E.3 Compensatory leave 

· Compensatory leave is leave with pay granted for overtime worked.  The head of the Centre may grant compensatory leave, subject to the exigencies of the service.  In determining the amount of compensatory leave taken or to be taken, holidays and non-working days will be excluded.

F. Health and Sickness

F.1 Sick leave

· Sick leave is leave with pay which is allowed to staff when they are unable to perform their duties because of non-occupational injury or illness or when their physical condition requires them to undergo medical, dental or optical examination or treatment, or when public health restrictions prevent their attendance at work.

· Staff on regular contracts will accrue sick leave entitlement at the rate of 2 working days for each month of service.  Unused sick leave entitlement may be carried forward to the next year provided that not more than 60 working days are carried forward from one year to the next.

· In determining the amount of sick leave taken or to be taken by staff, holidays and non-working days will be excluded.

F.2 Request/Notification and approval

· All leave, with the exception of unforeseen sick leave, must be requested in writing by the staff member seeking it and must be approved in advance by the head of the respective office or his/her designated representative.  Staff who are obliged to absent themselves on sick leave without prior permission shall arrange for the head of the Centre to be notified as soon as possible of their illness or injury and inability to report for duty.

F.3 Certification

· Staff who are absent on sick leave for more than three consecutive days at any one time must provide a medical certificate as a condition of the granting of further sick leave.  After staff have taken a total of seven days of non-certified sick leave in any one year, any additional sick leave within that year shall either be supported by a medical certificate or be deducted from annual leave or charged as special leave without pay.

F.4 Examination

· Staff on sick leave may at any time be required to undergo an examination by a physician designated by the organisation.  The head of the Centre may refuse further sick leave if, following such an examination, he or she is satisfied that the staff member is able to return to their duties.

F.5 Extended illness

· When a staff member has exhausted the entitlement to sick leave with full and partial pay under the rules of this section, further absence on account of illness or accident may be charged to annual leave, upon written request of the employee.  Failing such request or following exhaustion of the annual leave credit, the staff member may, at the discretion of the head of the Centre, be granted special leave without pay or the staff contract may be terminated for reason of health.

F.6 Occupational injury or illness

· Staff on full-time contracts, suffering occupational injury or illness, shall be entitled to special leave with full pay for a maximum of 60 working days, following which they will be entitled to further 60 working days on half pay, after which the provisions of sick leave will apply.

· Staff holding contracts of less than one year and having completed their probationary period shall be entitled to leave with full pay for 30 working days, following which they will be entitled to further 30 working days on half pay, after which the provisions of sick leave will apply. 

· Staff still serving a probationary period shall be entitled to leave with full pay for 15 working days, after which the provisions of sick leave will apply.

· Staff who are absent for reasons of occupational injury or illness must furnish a medical certificate of the above and may at any time be required to undergo an examination by a physician designated by the organisation.  The head of the Centre may refuse further leave if, following such an examination, he or she is satisfied that the employees are able to return to their duties.

· The entitlements of staff on part-time contracts will apply on a pro-rata basis.

· In all cases, the special leave is subject to the agreement of the head of the Centre.

F.7 Maternity leave

· A staff member shall normally be entitled to maternity leave with full pay of 16 weeks.  Such leave shall normally commence six weeks prior to the anticipated date of confinement.  However, at the staff member’s request and upon production of a medical certificate indicating that she is fit to continue to work, the leave may be permitted to commence less than six weeks but more than two weeks before the anticipated date of confinement.

· For any period of absence required in addition to maternity leave, the employee shall be placed on leave without pay after she has exhausted her accrued annual leave.

· The actual leave period will be counted in calendar weeks, including non-working days and official holidays, from the day of its commencement.

· Annual leave will accrue during the period of maternity leave, provided that the staff member returns to service for at least six months after the completion of maternity leave.

· As a condition for the granting of maternity leave or other leave for maternity cases, the employee concerned is required to submit a medical certificate establishing the fact of pregnancy and estimating the date of confinement.  A miscalculation of the expected date of confinement on the part of a medical examiner, resulting in the taking of maternity leave for more than six weeks before the actual date of confinement, shall not deprive the staff member of full pay up to the actual date of confinement, nor of a post-confinement leave of ten weeks, should it be requested.

E G. BENEFITS

G.1 Medical and accident coverage

· The head of the Centre shall verify at least every two years that the medical and accident coverage of all staff has been reviewed and is considered to be adequate.  The BCRC adhere to the laws of the country concerned on contributing to the medical and accident insurance costs of staff.  

· Where national social security schemes do not exist or are judged by the head of the Centre to be less than adequate, the BCRC will contribute to private schemes.  

· In all cases, contributions are restricted to the staff member and do not extend to his/her family.  The level of any contribution will be stated in the letter of appointment.

· All staff will be covered against accidents both professional and non-professional.  Details will be included in the respective letter of appointment.

G.2 Pension scheme

· All BCRCs adhere to the laws of the country concerned on staff pensions.  The head of the Centre shall ensure that all staff are covered by the statutory and/or, where necessary, additional pension or savings scheme(s). 
 Unless otherwise stated, the BCRC will pay two-thirds of the premium, the other one third being paid by the staff member.  In certain circumstances, the BCRC may contribute on the same basis to a private pension scheme for the individual staff member, provided the annual contribution from the BCRC does not exceed 12% of gross salary.

G.3 Education allowance

· A BCRC may provide an allowance towards the costs of educating the child of a staff member where the child may be disadvantaged because:

E.1 the staff member is a foreign national and declares in writing to the head of the Centre that the education of his/her children will at a later stage take place in a country or language different from that of the duty station, so that it is necessary for them to be prepared for the transition by appropriate schooling;  or,

E.2 the educational language at the duty station is not the native tongue of either the staff member or his/her spouse;

The grant shall not normally be payable in respect of:

1. attendance at a kindergarten or nursery school prior to the commencement of compulsory education;

2. attendance at a free school or college providing compulsory (primary or secondary) education or free institution (university, college or other establishment) providing further (tertiary) education, or one charging only nominal fees in the duty station area;

3. correspondence courses, except those which in the opinion of the head of the duty station are the best available substitute for full-time attendance at a school of a type not available in the duty station area;

4. private tuition, except a modest programme of tuition in a language of the staff member's recognised country of origin or legal adoption, if satisfactory alternative facilities for learning that language are not available in the duty station area;

5. vocational training or apprenticeship which does not involve full-time schooling or in which the dependent child receives payment for services rendered;

· Allowable costs include charges for enrolment, registration, examinations, prescribed text books and any other costs directly related to the school's or institution's programme or curriculum.  In exceptional circumstances, board may also be included if the dependent must attend a school outside the country of the duty station.  The following may be considered allowable expenses: daily travel to and from school for those schools within the country of the duty station but outside the immediate location of the duty station; in the case of schools and institutions outside the country of the duty station, two annual visits to the duty station for children in compulsory (primary or secondary) education and one annual visit to the duty station for students in further (tertiary) education.  In the year in which a staff member is eligible to take home leave, the entitlement to annual visits to the duty station of children in compulsory (primary or secondary) education shall be reduced to one, and the annual visit to the duty station of students in further (tertiary) education shall be removed.  Scholarships and similar grants received by or on behalf of the dependent child must be disclosed and are deducted from allowable costs.

· Eligibility for an education allowance shall in no case extend beyond the end of the academic year in which the dependent child is awarded the first recognised university degree.  No grant is payable beyond the school year in which the child reaches the age of twenty-five years.

· The maximum contribution by the BCRC towards the costs of education of each dependent child of a staff member per annum is currently XXX i.e. 75% of an amount not exceeding YYY.  The remaining 25% of all claims shall be borne by the staff member.

G.4 Installation and repatriation costs

· A BCRC may offer to assist in the costs of installation of a new member of staff at the duty station, in which case this will be stated in the letter of appointment.  The costs of relocating will generally include:

1.
Transport for the staff member and family, by the most economical means;

2.
An allowance for the freight of personal effects of the staff member and dependants;

3.
An allowance for the initial 30 days of up to 75% of the BCRC approved daily subsistence allowance for the particular location and up to half of that amount for up to three declared dependants who accompany the staff member.  This allowance, if agreed, will be payable on receipt by the BCRC of appropriate hotel invoices.

· The head of the Centre shall have the discretion to pay, within six months of completion of service, and only in the event that they cannot be recouped from a future employer, the actual travel costs of the staff member and his/her declared dependants (based on the lowest available air fare and/or appropriate associated surface travel) and the actual costs of freight removal, including insurance, of household goods and personal effects to the recognised country of origin or legal adoption (or some other specified country, provided that in such case the costs are no greater than those to the recognised country of origin or legal adoption would be).

· A staff member shall undertake to repay any installation grant (or a proportion thereof), if he/she terminates his/her appointment with the BCRC within one year of receiving them.  The repatriation grant specified in the preceding paragraph shall not be payable under such circumstances of early resignation.  If exceptional circumstances or force majeure cause the early resignation of a staff member, the head of the Centre shall have the discretion to waive the repayment of the grants and to authorise that the repatriation grant specified in the preceding paragraph be paid.

· The repatriation grant specified above shall not be payable if a staff member is dismissed on grounds of conviction of a serious criminal offence, grave misconduct or gross indiscretion.

G.5 Payments due to deceased staff

· In the event of the death of a staff member, all amounts owing to him/her, subject to deduction of amounts owed to the organisation, shall be paid according to local laws.

G.6 SOCIAL SECURITY

· Any state social security benefits which are required by the State and not included elsewhere in these Conditions of Service will be included in this section and in the letter of appointment.

F H. TERMINATION OF SERVICE

H.1 Termination

· The head of the Centre may terminate the appointment of a staff member:

1.
in accordance with the terms of his appointment;

2.
owing to the abolition of the post or to a reduction in staff;

3.
if for health reasons he is incapacitated for further normal service;

4.
if his services are unsatisfactory;

5.
at any time during the probationary period if, in his opinion, such action would be in the interests of the organisation.

H.2 Notice of termination

· Following the giving of notice of termination, a contract shall normally end at the expiry of the agreed notice period.  The normal notice period for BCRC staff members holding an indefinite contract, to be served by either the staff member or the BCRC, shall be one calendar month in the first twelve months of service, two calendar months during the second year and up to and including five years' service and three calendar months thereafter.

· Notice shall be in writing and in the possession of the other party on or before the last day of the calendar month before the beginning of the notice period.

· During any probationary period, seven days’ notice on either side may be given.

· Where the staff member is terminated as a result of a disciplinary measure not warranting summary dismissal, one month’s notice will be given.  Summary dismissal requires no notice period

H.3 Notice period

· Before action is taken to terminate staff for unsatisfactory service, they shall be given a written warning, at least 30 days in advance of the notice of termination.

· The head of the Centre may decide to release a staff member before completion of the notice period in the interest of the BCRC.  A staff member may request, in the case of termination by the head of the Centre, a reduction of the notice period, salary and benefits payments being reduced accordingly.  In the case of resignation by a staff member, the head of the Centre shall have the authority to require the staff member concerned to work the full notice period in order to finalise essential tasks.  Compensation for accrued leave at the time of separation will be in accordance with Staff Rule E.1 Annual leave, should the staff member be unable to avail himself or herself of the accrued leave.

H.4 Resignation

· Staff may resign upon giving the head of the Centre the written notice required under the terms of their appointment, although the head of the Centre may accept resignation on shorter notice.  Staff may resign at any time during their probationary service.

H.5 Redundancy

· If there is need for collective redundancy (as defined by local labour laws), the head of the Centre shall inform the staff at least five working days prior to taking a final decision on the collective redundancy.  In cases where local labour laws do not define collective redundancy, such redundancy is defined as a staff reduction of ten or more staff members.

· In cases of collective redundancy the following steps shall be taken:

1. temporary personnel (see B. Applicability) shall be given notice first;

2. staff members shall be invited to volunteer for redundancy. Job-sharing or part-time employment arrangements can be considered;

3. if there is still need to reduce staff numbers, individual staff members whose retention is impracticable in the judgement of the head of the centre shall be informed;

4. the staff members concerned shall be given as early a warning as possible and a notice period which shall not be less than the period stipulated by local labour laws, as specified in the applicable Conditions of Service, whichever is greater.

In redundancy situations involving less than ten staff members, the above steps shall be considered and taken where practicable.

·  In the event of redundancy, collective or otherwise, compensation shall be provided.  Unless otherwise stated, the compensation will be two weeks’ salary for each completed year of service, calculated from the date of entry under a staff contract of more than six months.

· There shall be no compensation for staff members with less than one year of service.

H.6 Dismissal

· Staff shall be required to maintain a standard of performance and behaviour and integrity appropriate to their employment with the BCRC.  If a staff member's conduct indicates that he/she does not meet these high standards, or whose performance is consistently below the required levels, he/she shall be subject to disciplinary action which could finally result in dismissal.  Disciplinary action shall consist of at least one verbal, one written, and one final written warning.  The warnings shall be documented, copied to the staff member, to the head of the Centre and included in the staff member’s official file to form part of his/her accumulated performance record.  If required, the head of the Centre shall specify the procedures for the staff member to seek redress.

· A staff member may be summarily dismissed (without notice), by the head of the Cnetre in the event of:

1. conviction of a serious criminal offence;

2. grave misconduct including wilful refusal or persistent neglect or failure to adhere to agreed policies and procedures, or gross indiscretion;

3. other reasons specified in local laws and regulations.

"Grave misconduct" shall include any misdemeanour that is unlawful, fraudulent or corrupt or that involves deception, theft, the establishment of secret or unrecorded funds of money or other assets, malicious damage to or the use of BCRC facilities, resources and assets for illegal purposes or personal gain, and any behaviour which is not in conformity with section D.2 Obligations of staff members.

"Gross indiscretion" shall include wilful disclosure of confidential information and data, including errors of omission as well as of deliberate intent, severe breach of confidence and trust, and any other action that may damage the BCRC's integrity and reputation.

· A staff member may be summarily dismissed only after he/she has been notified in writing of the allegations, and has had reasonable opportunity to respond to those allegations, and to involve other staff who may have particular knowledge of the incident or incidents in question.

· Should the respective staff member wish to appeal against the dismissal, the head of the Centre will arrange for an Appeals Committee to be established to review the information and provide advice on the appropriateness of the dismissal.  The members of that committee will be chosen with due regard for the need for neutrality.  In all cases, the head of the Centre must be consulted at each stage and before the final decision on dismissal is taken.

H.7 Obligations of staff members at end of service

· At the end of service, a staff member shall return to the BCRC any material, equipment, documentation, official papers, reference works, whether in printed or electronic form, and computer programmes belonging to the BCRC in his/her custody, and all keys provided by the BCRC.

· The BCRC is inherently the copyright owner of any unpublished data and documentation which any staff member or consultant may have gathered, reviewed and/or analysed on behalf of the BCRC and in The BCRC-contracted time.  The staff member shall undertake not to use such data or documentation in publications or lectures or in the service of another employer without giving due credit to their origin and to the BCRC and shall inform the head of the Centre when so doing.
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� http://www.ilo.org/ilolex/english/subjectE.htm#s01


� Article 2, Equal Remuneration Convention, 1951 (No. 100)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C100


� Article 3, Workers with Family Responsibilities Convention, 1981 (No. 156)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C156


� Article 7 and 10, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 13, 14, and 16, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 31 and 32, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 39, 41, 42, and 44, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 46, 47, 49, and 50, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 53, 54, and 56, C102 Social Security (Minimum Standards) Convention, 1952,  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C102


� Article 4, Occupational Safety and Health Convention, 1981 (No. 155)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C155


� Article 3, Minimum Wage Fixing Convention, 1970 (No. 131)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C131


� Article 3, Hours of Work (Commerce and Offices) Convention, 1930 (No. 30)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C030


� Article 6, Weekly Rest (Commerce and Offices) Convention, 1957 (No. 106)  http://www.ilo.org/ilolex/cgi-lex/convde.pl?C106


� The Generic Conditions of Service are provided by the Executive Secretary as a basis for the formulation of specific Conditions of Service for any location, included with this report at Annex 3.


� In exceptional circumstances, payment may be in other currencies, subject to the approval of the head of Centre.


� For the purpose of administering the annual leave entitlement and accrued annual leave, the calendar year may be taken as January through December or July through June, in accordance with local practice and as specified in the applicable Conditions of Service.





� The concrete number of days shall be decided by a centre
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Type of Post GRADE

Director 16

Deputy Director 15

Senior Officer 14

Senior Manager of Programme/Project 13

Senior Accountant/Junior Manager 12

Associate Officer 11

Assistant Officer 10

Senior Secretary/Senior Assistant/Accountant 9

Administration Manager 8

Senior Secretary/Senior Assistant/Junior Accountant 7

Junior Secretary/Junior Assistant 6

Telephone Operator/Receptionist 5

Messenger/Driver 4
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