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Working hours

1. A normal work week currently consists of five working days during seven consecutive days (Monday-Friday).  The working hours are from 9 a.m. to 5 p.m. or 9:30 a.m. to 5:30 p.m. except during General Assembly sessions when a half hour is added to each work day.  For further details, you may refer to ST/AI/2019/2. All staff must be present during a "core period" from 10 a.m. to 4 p.m., the lunch hour beginning not earlier than 11.30 a.m. and ending not later than 3 p.m. However, some staff members are required to work different shifts during the day and at night (9:30 a.m. to 5:30 p.m.; 10:30 a.m. to 6:30 p.m.; 4 p.m. to 12 midnight) and when necessary, on Saturdays, Sundays and holidays as well as after normal working hours. The above working hours include one hour for lunch. A night differential representing 10 per cent of aggregate salary is paid for work hours between 6 p.m. and 9:30 a.m. 
Salary and allowances
2. Salary Your net salary will be paid according to the applicable salary scale in effect at your duty station at the time of your appointment. The net salary is grossed up through the addition (i.e. reverse application) of staff assessment at the rates prescribed in staff regulation 3.3 as amended from time to time. Staff assessment is a budgeting tool used to calculate gross salaries for the purposes of the operation of the Tax Equalization Fund established by the General Assembly resolution 973(X) of 15 December 1955 to reimburse UN officials who have to pay national income taxes (charged by those Member States that did not ratify the General Convention or did so with a reservation with regard to its section 18 (b)). Gross salaries and staff assessment are not payable to UN officials. If your United Nations emoluments are legally subject to a national income tax by the country of your nationality or residence, the United Nations will generally refund such income tax actually due on your United Nations emoluments.
Honours, gifts or remuneration

3. Staff members are prohibited from accepting any honour, decoration, favour, gift or remuneration including housing assistance, from any Government. (Staff Regulation 1.2 (l)). Staff members are prohibited from accepting the same from any non-governmental source without first obtaining the approval of the Secretary-General. The above prohibitions are put in place in order to ensure the independence and impartiality of staff members. Please refer to administrative instruction ST/AI/2010/1 for further details.
4. Dependency allowance:  The United Nations determines the dependency status of eligible family members based on criteria reflected in the United Nations Staff Regulations and Staff Rules and relevant administrative issuances. A dependent spouse is one whose annual gross earnings, if any, do not exceed the lowest entry level of the General Service gross salary scales at the closest United Nations duty station in the country of the spouse’s place of work.  In New York, the earning limit for the calendar year 2020 is set at $43,569.  The earnings limit is subject to regular revision as the applicable salary scale is revised. A dependent child is a child who is under the age of 18 years or, if the child is in full-time attendance at a school or university, under the age of 21. Other eligibility conditions apply.
5. In New York, for recognized dependants, dependency allowances are paid at the following rates:


For dependent spouse……………………$ 3,727 net per annum

For each dependent child………………...$ 2,389 net per annum 


For the first dependent child of


a single, widowed or divorced


staff member…………….........................$ 3,575 net per annum

     
Where there is no dependent spouse;


for one secondary dependent, i.e.,


dependent parent, brother or sister............$ 1,359 net per annum

6. Child dependency allowances: in the case of a child with a disability, the amount of the regular allowance for a dependent child may be doubled.  A child with a disability is one who is determined to be physically or mentally disabled either permanently or for a period expected to be of a long duration.  If staff members, their spouses or caregivers receive dependency benefits under national laws in respect of children, the UN child dependency allowances for children are reduced proportionally in order to avoid duplication of benefits and to achieve equality among staff members.  For further details, you may refer to administrative instruction ST/AI/2018/6. 

Pension Fund
7. Staff members holding appointments for six months or longer become participants in the United Nations Joint Staff Pension Fund on appointment.  Service prior to the commencement of participation performed with the United Nations or with any other member organization of the Pension Fund may be made pensionable under certain conditions, within the time limit of one year after commencement of participation.  Contributions to the Pension Fund are deducted from the pay cheques of participants at the rate of 7.90 per cent of their pensionable remuneration.  The Organization contributes at twice the rate applicable to participants.  Pensionable remuneration is defined in the Regulations of the Fund. 
8. The Fund provides disability, retirement and survivors’ benefits as well as lump sum withdrawal settlements.  The conditions for entitlement to a benefit, as well as the determination of the amount of the benefit, are governed by the Regulations of the Fund.  Elements for such determination are the length of contributory service, the amount of the final average remuneration (based on the best 36 months of pensionable remuneration during the last five years of contributory service), the applicable rate of benefit accumulation per year of contributory service and the age on separation.  Survivors’ benefits are paid to spouses and children who fall within the definitions outlined in the Regulations of the Fund. All benefits paid periodically are adjusted for cost-of-living changes in accordance with the provisions of the Fund's Pension Adjustment System. 
9. Participants who leave the Organization after service of less than five years are reimbursed their contributions to the Fund with interest, unless they are eligible for a disability benefit.  Staff members may elect to maintain continuity of their pension rights if they come from, enter or return to the service of any of the international organizations or governments with which the Fund has concluded a transfer agreement.  There is no reimbursement of taxes paid on periodic benefits.  
10. The Secretary of the United Nations Staff Pension Committee should be contacted directly for further information regarding any matter affecting participation in the Pension Fund and the obligations and entitlements deriving therefrom during such participation and upon separation.  
Leave

11. Annual leave: Annual leave accrues at the rate of one and one-half days per month, or 18 working days per calendar year.
12. Sick leave: A staff member holding an appointment for less than one year shall be granted certified sick leave credit at the rate of two working days per month of completed service. Staff members are also entitled to uncertified sick leave of seven (7) days subject to the maximum entitlement for sick leave pursuant to the staff rules and relevant administrative instructions. 
13. Maternity leave: Leave with full pay, normally commencing six weeks prior to the anticipated date of delivery and extending for a total period of 16 weeks. Annual leave accrues during maternity leave provided the staff member returns to work for at least six months thereafter. Sick leave is not granted for maternity cases except where serious complications occur.

14. Paternity leave: Leave with full pay may be granted by the executive head to a staff member for the birth of a child, provided that the staff member has served for a minimum of six months continuous service and that the service is expected to continue for 3 months beyond the return from paternity leave.. The leave is granted for a period of up to four weeks. Such leave may be taken continuously or in separate periods during the year following the birth of the child.

15. Adoption leave: Special leave may be granted with full pay for the adoption of a child under conditions and for the period established by the executive head of the organization.

16. Special leave: Special leave, with full or partial pay or without pay, may be granted for advanced study or research in the interest of the organization, in exceptional cases of extended illness, in the event of adoption of a child by a staff member or for other important reasons. The duration of the special leave is decided by the executive head of the organization based on the merits of each case.

17. Official holidays: Official holidays, normally up to ten a year, are designated for each duty station. These are not charged to annual leave and their timing varies according to local conditions and customs.

United States Social Security
18. Citizens or permanent residents of the United States of America who are employed by the United Nations and serve in the United States are covered by United States social security.  They must pay social security tax at the self-employed rate.  The General Assembly has approved payment of the difference between the amount of self employment (social security) tax that staff members who are US Citizens or permanent residents are required to pay as United Nations employees and the amount they would have to pay as employees of a taxable employer in the United States.  The United Nations will normally reimburse one half of the self-employment tax due on the United Nations taxable earnings as calculated on IRS Schedule E.

Health

Medical examination

19. All appointments to the United Nations are subject to satisfactory medical clearance.  Please refer to the offer letter for further instructions on procedure. 
When the United Nations Division of Health-Care Management and Occupational Safety and Health (DHMOSH) has reported that you have satisfactorily met the medical standards and other elements of the pre-recruitment formalities have been completed, we shall notify you. 
Medical, dental and life insurance

20. 
You may enroll in the medical and dental insurance plans offered at Headquarters for you and your eligible family members within 31 days of your date of appointment, provided you meet the eligibility requirements.  For medical and dental insurance plans, an initial appointment of at least three months duration or a combination of shorter-term appointments that total at least three months duration is required for enrolment.  For dental insurance coverage, the initial appointment must be of at least six months duration. Staff members with appointments of less than three months are eligible to enroll in the Cigna insurance medical plan (emergency coverage only) for themselves only. 

21.  
To enroll, you must access Employee Self Service via UMOJA, a UN application for administration of staff.  On enrollment, you may choose to commence the coverage on the effective date of your appointment or on the first of the following month.  When official travel is involved, the appointment takes effect from the date in which you entered into official travel status to assume your duties.  If you do not enroll in a health plan at the time of your initial appointment, you will have to await the next annual enrolment campaign.  Details of the various insurance plans are available online on www.un.org/insurance.    Participation in the medical and dental insurance scheme is voluntary but given the high medical costs in the duty station, you are strongly advised to obtain health insurance coverage.
22.
 If you have an appointment of six months or longer and have received medical clearance, you may enroll in the group life insurance plan offered at Headquarters for eligible staff members within 60 days of your date of appointment.  To enroll, you must access Employee Self Service via Umoja.  In addition, you must obtain the necessary forms online at www.un.org/insurance to designate your beneficiary (s).  Participation in the group life insurance scheme is voluntary.
If you do not enroll in life insurance within 60 days of your date of appointment, enrolment will be based on the insurance company’s review of your submitted Evidence of Insurability Statement.
23. 
We strongly suggest you review the detail regarding the various insurance plans located on the Insurance website, www.un.org/insurance.
24.
    Group life insurance: A staff member who holds an appointment of at least six months and who received medical clearance upon appointment is eligible to participate in the group life insurance scheme.  The group life insurance is voluntary and is financed solely from the contributions of the participants.  It is therefore not subsidised by the Organization.  The plan provides for term coverage only and has no cash value at the time of withdrawal. The group life insurance plan provides a benefit in the event of death by any cause at any time or place and an additional amount in the case of accidental death or dismemberment, subject to established limits.  Please refer to ST/AI/2002/6, ST/IC/2002/63 and ST/IC/2006/21 for further details relating to the group life insurance scheme.

25.
Malicious acts insurance:  For your information we note that, as a staff member, you may be entitled, subject to the conditions set out in the Staff Regulations and Rules and related administrative instructions, to United Nations insurance coverage of malicious acts, applicable only to hazardous duty stations as designated by the United Nations Security Coordinator. Coverage is related only to death or disability caused by such acts as war, invasion, rebellion, military power, riots, sabotage, terrorist activities, etc. This insurance does not cover death or disability resulting from the staff member's engagement in military, naval or air force service, air travel (except as a passenger on official travel), suicide, intentional self-injury, insanity, criminal acts, or acting under the influence of alcohol or drugs.  Coverage under the malicious act insurance policy is for the staff member only and does not cover dependents or eligible family member(s).

26.
Compensation for service-incurred death, illness or injury:  In addition, you will be eligible to receive compensation for service-incurred injury, illness or death in accordance with the Staff Regulations and Rules. In each individual case, the Secretary-General may decide whether to apply provisions of the Staff Rules (Appendix D), or to offer comparable compensation according to a schedule to be issued separately. Compensation for loss or damage to personal effects: In the event of loss or damage to personal effects, determined to be directly attributable to the performance of official duties on behalf of the United Nations, you will be entitled to compensation within the limits and under the conditions established by the Secretary-General.

Personal documents

27. 
The United Nations requires original or certified copy of official documentation from persons newly reporting for duty for verification purposes.  In this regard, a birth certificate or passport is required to confirm your date of birth.  If you are married and/or have children, you must show your marriage certificate and the birth certificates of your spouse and children, in order to establish your entitlement to dependency allowances and benefits. You will also have to provide evidence of your nationality in the form of a valid passport. You will also have to provide original or certified copies of your diplomas or degrees. 
Visa

28.  
To take up your appointment with the United Nations in New York, you will need to be in possession of an international organization (G-4) entry visa stamped in your passport.  On this basis a G-4 non-immigrant visa status will be conferred upon you at the time of your arrival in the United States by a United States Immigration Officer. Acceptance of this G-4 non-immigrant status in the United States, which is provided specifically for staff members of international organizations, is an integral part of your acceptance of this offer of appointment. If you, your spouse or children have some other kind of United States entry visa, all of you will be required to obtain an international organization (G-4) entry visa before you travel at your own expense to the United States to take up your new duties at the United Nations. Please note that this offer of appointment cannot be formalized unless the granting of or conversion to G-4 visa status has taken place. If you are already in the United States, the United Nations will request the United States authorities, prior to the commencement of your employment, to change your current U.S. visa status and that of your family members to a G-4 visa status provided you had maintained up to the time you assume your duties at Headquarters a lawful visa status.  The United Nations will not be responsible for restoring your former United States visa status or obtaining any other United States visa status upon expiration of your appointment. 

29.  
You should inform the Human Resources Services Division, Department of Operational Support of the exact address of the United States consular office where you and your family, if applicable, may apply for the G-4 entry visa. If you have a spouse and/or children with you at the duty station on any other visa or are planning to bring them to New York, please provide their names, dates of birth and relationship to you.  When we have this information, the United Nations may request the issuance of United States G-4 entry visa to you, your spouse and/or your dependent children, if any, from the consular office indicated by you, if applicable.  Please note that as the G-4 visa is being issued outside of the United States, you should contact the consular office first to ascertain whether the cable transmitting the official request from the United Nations for your G-4 entry visa has been received before going in person to obtain the visa which will be stamped on your national passport. Upon arrival in the United States, the notation G-4 D/S (Duration of Status) is stamped on the passport to signify that a G-4 visa status has been granted to you for the duration of your employment with the United Nations.  You must notify the HR Partner of the date of your arrival and that of your eligible family members in order to be registered with the host country authorities and obtain a PID number.  Without this number, subsequent renewals of G-4 visas through the United States Department of State in Washington, D.C. are not possible. 
30.  
 The G-4 visa is an entry visa and only needs to be valid upon entry into the United States. It is essential that for any subsequent international travel, you be in a possession of a valid G-4 visa in your passport(s) prior to your return to the United States.  As of May 2013, US Customs and Border Protection automated the I-94 record of admission and a paper form will no longer be placed in the traveler’s passport at time of arrival.  You should retrieve and print the I-94 record of admission for you and your eligible family members from the U.S. Customs and Border Protection website each time you return to the United States after international travel. The weblink is https://i94.cbp.dhs.gov/I94. The United States immigration authorities at the port of entry will again stamp the passport with the admission stamp indicating the arrival date and the G-4 D/S classification.
31.      Upon separation from service, you have 30 days to either leave the United States or apply for a change of visa status or permanent residency. You may not travel abroad and re-enter the United States under the G-4 visa status during this period. Please note that entering the United States using a G-4 visa when no longer in active service with the United Nations represents a violation of the US Immigration Regulations and is not permitted under any circumstances.

Preparing for reporting to duty
32.  
As soon as the provisional offer of appointment has been confirmed by the United Nations, and you have received the required visa (if applicable) you should proceed with any necessary arrangements for leaving your present employer. 

33. 
When you have made final arrangements to travel to New York, please inform the Human Resources Services Division, Department of Operational Support of the date so that we can proceed with the recruitment process.
� Temporary appointments are administered under ST/AI/2010/4/Rev.1.





� This document is intended solely for the general guidance and information of prospective staff members.  The UN Staff Regulations and Rules and related administrative issuances, which are available to all staff members, constitute the authoritative texts establishing the rights and obligations of UN staff members, and no further or different expectancies should be inferred.  The entitlements and rates mentioned in this document, as well as in the offer of appointment and the annexes thereto, are subject to the UN Staff Regulations and Rules and may be changed by decision of the General Assembly or under the authority of the Secretary-General.





P. 274 GS-TA (3-20) E

- 1 -


