
	GUIDELINES ON CONSIDERATION FOR CONVERSION TO PERMANENT APPOINTMENT OF STAFF MEMBERS OF THE SECRETARIAT ELIGIBLE TO BE CONSIDERED AS AT 30 JUNE 2009



1. The applicable rules and policies relevant to the consideration for conversion to permanent appointment of staff members eligible to be considered as at 30 June 2009 are as follows:

a. 
ST/SGB/2009/10 sets out the criteria for eligibility for conversion to permanent appointment, the criteria for granting permanent appointments and the procedures for making recommendations on permanent appointments.

b. ST/SGB/2011/8  provides for the appointment, composition and functions of the Senior Review Group.

c. ST/SGB/2011/7 provides for the establishment, composition and functions of the Central Review Bodies.

Eligibility for consideration

2. The criteria for eligibility for consideration for conversion to permanent appointment are set out in section 1 of ST/SGB/2009/10.  In order to be eligible:

a. The staff member must be in active service with the UN Secretariat at the time that he or she is considered for conversion to a permanent appointment;

b. As at 30 June 2009, the staff member must have completed five years of continuous service on fixed-term appointments under the 100 series of the Staff Rules.  (Service on appointments under the 200 and 300 series will not count towards the five years of continuous service as these series of the Staff Rules do not provide for a permanent appointment); and 

c. The staff member must have been under the age of fifty-three years on the date on which he or she reached the five years of qualifying service.

3. Staff on posts funded by extra-budgetary resources will be eligible for consideration so long as they meet the eligibility criteria in section 1 of ST/SGB/2009/10. 

4. United Nations field mission staff members who held a 100-series fixed term appointment limited to service with a specific mission or a 300-series appointment of limited duration in a United Nations field mission or an indefinite appointment as at 30 June 2009 are not eligible for review and conversion to a permanent appointment. However, Field Service Officers who held a 100-series fixed-term appointment not limited to service with a specific mission as at 30 June 2009 are eligible for consideration.
5. With respect to the requirement of five years of continuous service, the following should be noted:

a. A break in service of any duration prior to the date on which the staff member reached the five years of qualifying service will interrupt the continuity of service.

b. Breaks in service after the date on which the staff member reached five years of qualifying service will not automatically disqualify staff members from being considered. Their situation will be reviewed taking into account the specific facts of each case.  

c. Special leave with or without pay for any duration will not interrupt the continuity of service nor render the staff member ineligible for consideration for conversion to permanent appointment.  However, periods of special leave without pay exceeding one month will not be counted towards the five years. 

d. Staff who were in the Secretariat on 30 June 2009 on a 100 series appointment will be eligible for consideration for conversion to permanent appointment even though part of such service under the 100 series of the Staff Rules was performed outside the Secretariat in an another entity that was governed by the 100 series of the Staff Rules prior to 1 July 2009. 

Criteria for granting permanent appointments

6. The criteria for granting permanent appointments are set out in section 2 of ST/SGB/2009/10.  A permanent appointment may be granted, taking into account all the interests of the Organization, to eligible staff members who, by their qualifications, performance and conduct, have fully demonstrated their suitability as international civil servants and have shown that they meet the high standards of efficiency, competence and integrity established in the Charter.

7. In determining the interests of the Organization for the purpose of granting a permanent appointment, the operational realities of the Organization shall be taken into account, in accordance with Section 2 of ST/SGB/2009/10. 

8. In determining whether the staff member has met the high standards of efficiency and competence, the most recent five performance evaluations on record of the staff member will be reviewed.  When this record shows ratings of “fully successful performance” or “fully meets performance expectations” or higher, the requirement will be met.  

9. In determining whether the staff member has demonstrated suitability as an international civil servant and has met the high standards of integrity established in the Charter, any administrative or disciplinary measures taken against the staff member will be taken into account.  The weight that such measures would be given will depend on when the conduct at issue occurred and its gravity.  Information about such measures is contained in the Official Status file of each staff member.  The Administrative Law Unit of OHRM will confirm and provide any recent updates that may not yet have been reflected in the official status file. 
10. Where the appointment of a staff member is limited to a particular department/office, the staff member may be granted a permanent appointment similarly limited to that department/office. If the staff member is subsequently recruited under established procedures including review by a central review body for positions elsewhere in the United Nations Secretariat, the limitation is removed.    

11. Staff members who were eligible to be considered as at 30 June 2009 and who are on secondment from the Secretariat to another United Nations organization or agency will be considered for conversion to a permanent appointment by the releasing office, as part of this exercise. If granted, the effective date for the conversion to a permanent appointment will be the date of return to the Secretariat.

12. Staff members who were eligible to be considered as at 30 June 2009 and who are on special leave with or without pay will be considered for conversion to a permanent appointment by the releasing office, as part of this exercise. If granted, the effective date for the conversion to a permanent appointment will be the date of return to the Secretariat. 

13. Staff members who are eligible for consideration as at 30 June 2009 and who are on temporary assignment to an office in the Secretariat other than their parent office at the time of the consideration for conversion to a permanent appointment will be considered by their parent department or office, in consultation with the office where the staff member currently serves, as appropriate.

Procedures 

14. The procedures for making recommendations on conversion to permanent appointments are summarized in section 3 of ST/SGB/2009/10.  In order to expedite the process, the bulletin provides for a review by the department or office concerned and the appropriate human resources office, either OHRM or the local human resources office.  The recommendations are to be made in writing and supported by a reasoned explanation that indicates the basis on which the performance and conduct of the staff members were evaluated. A standard format of a memorandum to recommend or not recommend is attached.

15. The review will consist of the following: review of the staff member’s records and employment history to assess whether the eligibility criteria set in section 1 of ST/SGB/2009/10 are met and review of the eligible staff member’s suitability for conversion to permanent appointment, as set out in Section 2 of ST/SGB/2009/10, while taking into account all the interests of the Organization, in accordance with Section 2 of ST/SGB/2009/10.

16. If there is a joint positive recommendation that the staff member should be granted a permanent appointment, the appropriate human resources office will send both recommendations to the Assistant Secretary-General for Human Resources Management, who will decide on the conversion and communicate the decision to the staff member.

17. If there is no joint positive recommendation, the appropriate human resources office will send both recommendations to the appropriate advisory body listed in section 3.5 of ST/SGB/2009/10 and inform the staff member that the recommendations in his or her case have been sent to the appropriate advisory body.

Staff members at the D-2 level 

18. With respect to staff members at the D-2 level the department/office concerned should submit its recommendation to the Assistant Secretary-General for Human Resources Management, who shall conduct his/her own review of the staff member.  Joint positive recommendations to grant a permanent appointment shall be submitted to the Secretary-General for decision on the conversion.  If there is no joint positive recommendation, the case shall be sent to the appropriate advisory body.  The Secretary-General will decide on the conversion after receiving the advice of the appropriate advisory body.

Referral of cases to advisory bodies and subsequent decisions

19. Regarding the advisory bodies referred to in section 3.5 of ST/SGB/2009/10, the following should be noted:

a. The Senior Review Group is the body established under ST/SGB/2011/8.   It will review cases of staff members at the D-2 level where there was a joint negative recommendation; or no joint recommendation.

b. The Central Review Board, the Central Review Committee and the Central Review Panel are the bodies established under ST/SGB/2011/7. They will review cases of staff members within their respective competence
 where there was a joint negative recommendation; or no joint recommendation.  

20. The decision by the Assistant Secretary-General for Human Resources Management or the Secretary-General after receiving advice from one of the advisory bodies mentioned above will be communicated to the appropriate human resources office, which will notify the staff member.  This will be done by providing a copy of the personnel action if the decision is positive. If the decision is negative, the staff member will be informed in writing of the decision and the reasons for the decision, and will be reminded that the decision may be appealed within two months from the date of the notification of the decision in writing.

21. The effective date of the conversion to permanent appointment will be 30 June 2009, except as indicated in sections 11 and 12 above, regarding special situations where the effective date of the conversion to permanent appointment will be the date of return to the Secretariat.
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1. Attached is a recommendation for the conversion to permanent appointment in respect of the following staff member:

	Name:
	     
	Index number:        

	Date of birth:          
	Nationality:          

	Department/Office:        
	Current level:       

	Functional title:       
	Appointment type:       

	Date of initial appointment under the 100 series:       

	Central Review/ Appointment and Promotion Body:      
	Other review body (specify):      


	Limitation on appointment (if any):       


2. As of      , the staff member had completed five years of continuous service on fixed-term appointments under the 100 series of the Staff Rules and was under the age of 53 years at that time. He/She is thus eligible for consideration for conversion to a permanent appointment.   

3. After reviewing the five most recent performance evaluations of the staff member covering the periods       to      , the staff member has received the following ratings (to be filled in by the department/office):

	ePAS Cycle
	Overall ePAS rating

	
	Consistently 

exceeds
	Frequently 

exceeds
	Fully 

successful
	Partially 

meets
	Does 

not meet

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	
	Dept./Office
	OHRM

Loc. Per. Off.

	The staff member has received ratings indicating that [he/she] has successfully met or exceeded performance expectations during this period. 
	[     ]
	[     ]

	The staff member has received ratings indicating that [he/she] has NOT successfully met or exceeded performance expectations during this period. 
	[     ]
	[     ]


4. After reviewing the records of the staff member: 

	The staff member has no record of any administrative or disciplinary measure taken against [him/her].
	[     ]
	[     ]

	The staff member has been subject to an administrative or disciplinary measure.
	[     ]
	[     ]


5. The staff member is currently serving:

	in an entity which is downsizing or expected to close on [date].

 
	[     ]
	[     ]

	in an entity which is not downsizing or expected to close.

 
	[     ]
	[     ]


6. On the basis of the above, we have determined that:

	The staff member has met the high standards of efficiency, competence and integrity and has demonstrated [his/her] suitability as an international civil servant and the granting of a permanent appointment to the staff member would be in the interests of the Organization.
	[     ]
	[     ]

	The staff member has NOT met the high standards of efficiency, competence and integrity or has NOT demonstrated [his/her] suitability as an international civil servant or the granting of a permanent appointment to the staff member would NOT be in the interests of the Organization.


	[     ]
	[     ]


7. Accordingly, we hereby
 :

	Recommend that [NAME] be offered a permanent appointment, pursuant to ST/SGB/2009/10. [The appointment should be limited to office/department] 
	[     ]
	[     ]

	Do NOT recommend that [NAME] be offered a permanent appointment, pursuant to ST/SGB/2009/10. 
	[     ]
	[     ]


� The Central Review Board advises on staff at the P-5 and D-1 levels in the Secretariat. The Central Review Committee advises on staff in the Professional category up to the P-4 level in the Secretariat.  The Central Review Panel advises on staff in the General Service and related categories in the Secretariat to posts at the G-1, TC-1 and S-1 levels and above.


� In the event there is no joint positive recommendation, the appropriate human resources officer will send both recommendations to the appropriate advisory body.   






Approved by the ASG/OHRM on 29 January 2010
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