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Note 
 

The Staff Regulations and the Staff Rules are currently being revised in a 

comprehensive manner to more fully reflect GGGI’s Grade Re-alignment Project, the 

individual contractor arrangement in country offices and the evolving human resource 

practices of international organizations, improved performance and reward system and 

lessons learned by GGGI. 

 

Once approved in accordance with established practice and procedures in 2017, the new 

Staff Regulations and Staff Rules will replace this current document. 

 

In the meantime, please note that in view of the Council’s approval on 17 November 

2016 of the unified grading structure for all staff, other than staff in the Executive 

category, and the elimination of the distinction between Professional and General 

Service categories, the new Annex 1 is now included in the Staff Regulations.  The 

new Annex 1 replaces and supersedes in its entirety the former Annex 1 to the 

Staff Regulations and Annex 1 of the Staff Rules is effectively deleted. 

 

The list of grade and salary scales for international positions and national positions 

locally applicable in 26 countries, as stated in Annex 1 of the Staff Regulations was 

effective on January 1, 2017. 

 

If you have any queries regarding the current Staff Regulations and Staff Rules in so 

far as they are affected by the changes in the new Annex 1, please refer them to the 

Human Resources Team at nirmal.sinha@gggi.org. 
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STAFF REGULATIONS 

ARTICLE 1: SCOPE AND DEFINITIONS 
 

Regulation 1.1 
Scope 
 

The Staff Regulations embody the fundamental conditions of service and the basic rights, 

duties and obligations of the Secretariat of the Global Green Growth Institute.  They 

represent the broad principles of human resources policy for the staffing and administration 

of the Secretariat. The Staff Regulations apply to all staff at all levels, including the Director-

General. 

  

Regulation 1.2 
Definitions 
 
For the purpose of the present regulations, the following definitions shall apply: 

 

(a) “GGGI” means the Global Green Growth Institute; 

 

(b) “Establishment Agreement” means the Agreement on the Establishment of the Global 

Green Growth Institute, adopted in Rio de Janeiro, Brazil, on 20 June 2012;  

 

(c)  “Members” means States and regional integration organizations as set out in Article 

5 of the Establishment Agreement;  

 

(d) “Assembly” means the supreme organ of the GGGI, as set out in Article 7 of the 

Establishment Agreement;  

 

(e) “Council” means the executive organ of the GGGI, as set out in Article 8 of the 

Establishment Agreement; 

 

(f) “Secretariat” means the chief operational organ of the GGGI, as set out in Article 10 

of the Establishment Agreement; 

 

(g) “Director-General” means the head of the Secretariat, as set out in Article 10 of the 

Establishment Agreement;  

 

(h) “Staff” means all staff members of the Secretariat who serve under a letter of 

appointment subject to the present regulations and who have been appointed by the 

Director-General under Article 10 of the Establishment Agreement;  
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(i) “Staff Rules” means the rules issued by the Director-General to implement the Staff 

Regulations;  

 

(j) “United Nations common system” means the United Nations common system of 

salaries, allowances and benefits under the auspices of the International Civil Service 

Commission. 
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Staff Rules 

Chapter 1:  Scope and definitions 

Rule 1.1  Scope 
 
1.1.1 These Staff Rules are issued by the Director-General in accordance with staff 

regulation 13.2, which gives to the Director-General the authority to provide and 

enforce such Staff Rules as he or she considers necessary to enforce the Staff 

Regulations.  

 

1.1.2 The Director-General may delegate authority to take action and make decisions 

under specific Staff Rules to appropriate GGGI officials, and shall consult as 

appropriate with senior management on important human resources issues.  

 

1.1.3 The Staff Rules apply to all staff members of the Global Green Growth Institute 

(“GGGI”). 

 

1.1.4 Staff members shall comply with the provisions and requirements set out in the 

Staff Rules, and with subsidiary rules and procedures established by the Director-

General to ensure proper implementation of the Staff Regulations and Rules. 

Rule 1.2  Definitions 
 
1.2.1 “Staff” or “staff members” means all employees of the GGGI who serve under a 

letter of appointment subject to the Staff Regulations and who have been 

appointed by the Director-General under Article 10, paragraph 7, of the 

Establishment Agreement. 

 

1.2.2. “Staff Regulations” means the regulations approved by the Council to establish the 

broad principles of human resources policy for the staffing and administration of 

the Secretariat. 

 

1.2.3 “Staff Rules” means the rules issued by the Director-General to implement the 

Staff Regulations. 

 

1.2.4 “Category” means a broad grouping of the types of functions performed by staff 

members, which is used for placement in the structure of the GGGI Secretariat in 

three categories: Executive, Professional, and General Service (referred to in these 

Rules as “General/Junior Program Personnel”).  

 

1.2.4 “Human Resources office” means the office within the Secretariat that is primarily 

responsible for the development of human resources policies and processes and 

the administration of all aspects of human resources in the GGGI, including but not 

limited to recruitment and selection of staff, salaries and allowances, performance 
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management, attendance and leave, social security, separation from service and 

disciplinary action.  

 

1.2.5 “Year” means the financial year which, for GGGI, runs from 1 January to 31 

December of any particular year, unless otherwise specified. 
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STAFF REGULATIONS 

ARTICLE 2: DUTIES, OBLIGATIONS, RIGHTS AND 
PRIVILEGES 

Regulation 2.1  
Status of staff 
 
Staff members are international officials. Their responsibilities as staff members are not 

national but exclusively international.  

 

Regulation 2.2 
Responsibilities of the Director-General  
 
(a)  The Director-General shall ensure that the rights and duties of staff members, as set 

out in the Establishment Agreement, the Staff Regulations and Rules and relevant decisions 

of the Assembly and the Council, are respected.  

 

(b)  The Director-General shall seek to ensure that, in accordance with Article 10.7 of the 

Establishment Agreement, efficiency, competence, merit and integrity shall be the necessary 

considerations in the recruitment and employment of the staff, taking into account the 

principle of gender equality. 

 

Regulation 2.3 
Privileges and immunities 
 

(a)  Any privileges and immunities enjoyed by the GGGI in respect of its staff members 

are conferred in the interests of the GGGI, not for the personal benefit of the staff concerned.  

These privileges and immunities furnish no excuse for failure by staff members to observe the 

applicable laws and police regulations of the State in which they are located, or for non-

performance of their private obligations. 

 

(b)  In any case where an issue arises regarding the application of privileges and 

immunities, the staff member concerned shall immediately report the matter to the Director-

General, who shall decide whether there is immunity and, if so, whether it should be waived. 

 

(c)  In the case of the Director-General, the Assembly shall have the right to waive 

immunities. 

 

Regulation 2.4 
Core values 
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(a)  Staff members shall uphold and respect the principles set out in the Establishment 

Agreement and in the Charter of the United Nations, including faith in fundamental human 

rights, in the dignity and worth of the human person and in the equal rights of men and 

women. Consequently, staff members shall exhibit respect for all cultures; they shall not 

engage in harassment or discrimination against any individual or group of individuals and 

they shall not abuse the power and authority vested in them. 

 

(b)  Staff members shall uphold the highest standards of efficiency, competence, merit 

and integrity.  The concept of integrity includes, but is not limited to, probity, impartiality, 

fairness, honesty and truthfulness in all matters affecting their work and status. 

 

(c)  Staff shall conduct themselves at all times in a manner consistent with the GGGI’s 

Code of Conduct which shall be promulgated by the Director-General as an annex to and an 

integral part of the Staff Rules, in accordance with Regulation 13.3. 

 

Regulation 2.5 
General rights and obligations 
 

(a)  Staff members are subject to the authority of, and accountable to, the Director-

General, including his or her decisions on assignment to any of the activities or offices of the 

GGGI. In exercising this authority, the Director-General shall seek to ensure, having regard to 

the circumstances, that all necessary safety and security arrangements are made for staff 

carrying out the responsibilities entrusted to them. 

 

(b)  In the performance of their duties, staff members shall neither seek nor receive 

instructions from any Government or from any other source external to the GGGI.  

 

(c)  By accepting appointment, staff members pledge themselves to discharge their 

functions and regulate their conduct with the interests of the GGGI only in view and to 

advance its objectives as set out in the Establishment Agreement.  

 

(d)  Staff members shall ensure that their personal views and convictions do not 

adversely affect the discharge of their official duties or the interests of the GGGI. They shall 

refrain from any action incompatible with their status as staff members of the GGGI or with 

the integrity, independence and impartiality required by that status. 

 

(e)  Staff members shall not use their office or the knowledge gained from their official 

functions for private advantage or for the private advantage of any third party. 

 

(f)  Staff members shall exercise the utmost discretion with regard to all matters of 

official business. They shall not communicate to any Government, entity, person or any other 

source any information known to them by reason of their official position that they know or 

ought to have known has not been made public, except as appropriate in the normal course 

of their duties or by authorization of the Director-General. These obligations do not cease 

upon separation from service. 
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Regulation 2.6 
Honours, gifts or remuneration 
 

No staff member shall accept any honour, decoration, remuneration, favour or gift of any 

monetary value from a Government or a source external to the GGGI unless authorized to do 

so by the Director-General. 

 

Regulation 2.7 
Conflict of interest 
 

(a)  Staff members shall not be actively associated in their personal capacity, directly or 

indirectly, with any business or other concern if it were possible for the staff member or the 

business or other concern to benefit from such association by reason of the staff member’s 

position with the GGGI unless specifically authorized by the Director-General.  

 

(b)  Staff members at the C-5 level and above, as well as any other staff members whose 

functions could lead to actual or apparent conflict of interest with the GGGI, shall prepare 

and submit disclosure of interest statements, as prescribed by the Director-General. 

 

(c)  Staff members shall not engage in any outside occupation or employment, whether 

remunerated or not, without the prior approval of the Director-General. 

 

Regulation 2.8 
Use of property and assets 
 

(a)  Staff members shall only use the property and assets of the GGGI for official purposes 

and shall exercise reasonable care when utilizing such property and assets. 

 

(b)  Staff members must respond fully to requests for information from staff members or 

other qualified persons authorized by the GGGI to investigate possible misuse of funds, waste 

or abuse. 
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Regulation 2.9 
Performance of staff 
 

(a)  Supervisors shall be responsible for ensuring that each staff member is fully 

informed of his or her work requirements and of the related performance indicators, on the 

basis of which each staff member shall be evaluated. 

 

(b)  The performance of staff members shall be appraised periodically to ensure that the 

required standards of performance are met. 

 

Regulation 2.10 
Declaration of office 
 

(a)  Staff members shall subscribe to the following declaration: 

"I solemnly declare and promise to exercise in all loyalty, discretion and conscience the 

functions entrusted to me as an international official of the Global Green Growth Institute 

(“GGGI”), to discharge these functions and regulate my conduct with the interests of the GGGI 

only in view, and not to seek or accept instructions in regard to the performance of my duties 

from any Government or other source external to the GGGI." 

 

(b)  The declaration of office shall be made orally by the Director-General at a session of 

the Assembly.  All staff members of the GGGI shall make the declaration in writing in front of 

the Director-General or an authorized representative. 
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Staff Rules 

Chapter 2:  Duties, obligations, rights and privileges 
 

Rule 2.1  Status of staff 

2.1.1 The interest of the GGGI and the loyalty that staff members owe to it shall always 

take precedence over their other interests and ties, as emphasized in the 

declaration they are required to make on appointment pursuant to staff regulation 

2.10.  Staff members shall act in such a manner as to ensure their independence 

from any person, entity or authority outside the GGGI. 

2.1.2 The declaration made by each staff member pursuant to staff regulation 2.10 shall 

be placed in his or her personnel file. 

 

Rule 2.2  Code of Conduct 

2.2.1 All staff members shall comply with the provisions of the Code of Conduct set out 

in the Annex to these Rules, of which the Code of Conduct is an integral part 

pursuant to staff regulation 2.4. 

2.2.2 The Code of Conduct elaborates on the principles set out in staff regulations 2.3 to 

2.9. 

2.2.3 Violation of the provisions of the Code of Conduct shall constitute misconduct 

under Article 11 of the Staff Regulations and Chapter 11 of the Staff Rules, leading 

to disciplinary action. 

2.2.4 The Code of Conduct requirements apply not only to the performance and conduct 

of staff members in relation to their employment at the GGGI but also to staff 

members’ private personal conduct that could reflect adversely on the reputation 

and image of the GGGI.  Staff members on leave or in their own personal time 

remain GGGI officials and are perceived as such by the community.  Accordingly, 

they have the duty and responsibility to conduct themselves in a manner that will 

not undermine public confidence in the integrity of the GGGI. 

2.2.5 All staff members are required to familiarize themselves with the Code of Conduct, 

and to sign to that effect an undertaking that shall be placed in their personnel file. 

Rule 2.3  Notification by staff members and obligation to supply 
information 

2.3.1 Staff members shall be responsible on appointment for supplying the Director-

General with any information that may be required in order to determine their 

status under the Staff Regulations and Rules or to complete administrative 

arrangements in connection with their appointment. 

2.3.2 Staff members shall also be responsible for promptly notifying the Director-

General, in writing, of any subsequent changes that may affect their status under 

the Staff Regulations and Rules. 
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2.3.3 Staff members may, at any time, be required by the Director-General to supply 

information concerning facts anterior to their appointment and relevant to their 

suitability as international civil servants, or concerning facts relevant to their 

integrity, conduct and service as staff members. 

2.3.4 A staff member who has been arrested, charged with an offence other than a 

minor traffic violation or summoned before a court as a defendant in a criminal 

proceeding, or who has been convicted, fined or imprisoned for any offence other 

than a minor traffic violation shall immediately report the fact to the Director-

General. 

2.3.5 At the time of appointment, each staff member shall nominate a beneficiary or 

beneficiaries in writing in a form prescribed by the Director-General.  It shall be 

the responsibility of the staff member to notify the Director-General of any 

revocation or change of beneficiaries.  In the event of the death of a staff member, 

all amounts due to the staff member by the GGGI under the Staff Regulations and 

Rules shall be paid to the nominated beneficiary or beneficiaries, unless otherwise 

specified under particular rules.  Such payment shall release the GGGI of all 

further liability in respect of any sum being paid.  In the absence of beneficiary, the 

amount due to the staff member shall be paid to his or her estate. 

Rule 2.4  Proprietary rights 

2.4.1 All rights, including title, copyright and patent rights, in any work performed or 

produced by staff members as part of their official duties shall be vested in the 

GGGI. 

Rule 2.5  Performance management  

2.5.1  The performance of staff members shall be appraised once a year, in accordance 

with procedures and guidelines established by the Director-General. 

2.5.2 The appraisal period shall normally cover the period from 1 January to 31 

December of any particular year, unless a staff member enters on duty after the 

beginning of the year or separates from service before the end of the year, in 

which case the appraisal period shall be reduced to coincide with the period of 

actual service.  No appraisal shall be required in respect of periods of service of 

less than three months in a particular year. 

2.5.3 If a staff member disagrees with the evaluation, he or she may attach to the 

appraisal report a statement explaining the grounds for disagreement.  The 

statement shall be part of the official performance record.  

2.5.4 The salary of staff members may be increased or decreased in light of the outcome 

of the appraisal of their performance, in accordance with staff rules 4.2.3 and 

4.2.4. 
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STAFF REGULATIONS 

ARTICLE 3: CLASSIFICATION OF POSTS AND STAFF 
 

Regulation 3.1 
Classification of posts  
 

The Director-General shall make appropriate provision for the classification of posts and 

staff in the Executive, Professional and General Service categories according to the nature of 

the duties and responsibilities required.  

 

Regulation 3.2 
Staff categories and grades 
 
(a) Staff shall be placed, on initial appointment to the GGGI or on subsequent selection 

for another position, in one of the following categories: (i) Executive, (ii) Professional and 

(iii) General Service. 

 

(b) Within each category, each staff member shall be placed at a grade and level 

consistent with his or her qualifications and experience, subject to conditions specified by the 

Director-General. 
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Staff Rules 

Chapter3:  Classification of posts and staff 
 

Rule 3.1  Classification standards 

3.1.1 The Director-General shall apply classification standards generally based on the 

standards established by the International Civil Service Commission. 

Rule 3.2  Classification of individual posts 

3.2.1 To the maximum possible extent, the definition of duties and requirements 

regarding qualifications and experience for each position shall follow the generic 

job profiles used in other international organizations, adjusting them as necessary 

to reflect the needs of the GGGI as required to achieve its objectives and perform 

its mandate.  

3.2.2 When recruiting for posts in the approved staffing table, the Human Resources 

office shall develop a job description for these post in accordance with rule 3.2.1, 

in consultation with the supervisor and the Director concerned. 

Rule 3.3  Classification of staff 

3.3.1 On recruitment, staff members shall normally be given the grade of the position 

for which they have been selected, and be placed within the pay band 

corresponding to a position at that level. 

3.3.2 In exceptional cases where a staff member has been appointed one level below the 

level of the post, the staff member may be upgraded to the level of the post at a 

later stage, provided the record of performance over a period of at least one year 

demonstrates that the staff member fully meets or exceeds the expectations of the 

Director-General for a position at that level.  The remuneration of the staff 

member shall be adjusted accordingly from the date of the upgrade. 

3.3.3 In the event a post is reclassified upward by one level in the approved staffing 

table, the incumbent may be upgraded to the higher level provided the record of 

performance over a period of at least two years fully meets or exceeds the 

expectations of the Director-General for a position at a higher level.  The 

remuneration of the staff member shall be adjusted accordingly from the date of 

the upgrade. 
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STAFF REGULATIONS 

ARTICLE 4:  SALARIES AND RELATED ALLOWANCES 

Regulation 4.1 
Salary scales 
 
(a) The salary scales applicable to the GGGI staff are established as follows:  
 

i. For staff members in the Executive category: by reference to comparable 
private and public sector employers, as determined by the Council; 

 
ii. For staff members in the Professional category: by reference to the salary 

ranges used by the organizations of the United Nations common system for 
comparable positions; and 

 
iii. For staff members in the General Service category at each duty station:  by 

reference to the local salary survey for that duty station issued by the 
International Civil Service Commission for the organizations of the United 
Nations common system.  

 
(b) The salary scales for staff in the Executive and Professional categories shall be set 
out in Annex I to the present Regulations. 
 
(c) The salary scales for staff in the General Service category shall be established and 
revised from time to time by the Director-General for each duty station, taking into account 
data provided in the local salary survey issued by the International Civil Service Commission 
for the duty station concerned. 
 
(d) For purposes of these Regulations, the salary paid to a staff member pursuant to the 
present regulation shall be considered as the “base salary” of the staff member concerned. 
 

Regulation 4.2 
Allowances payable to expatriate staff  
 
(a) For purposes of these Regulations, “expatriate staff” shall refer to staff members who 
are not serving in the country of their nationality or permanent residence.  
   
(b)  Staff members in the Executive and Professional categories who are expatriate staff 
shall be granted the following allowances provided they satisfy the conditions established by 
the Director-General: 
 
 

1. Housing Allowance 

A housing allowance shall be payable to reimburse eligible staff members for 
the costs incurred in renting accommodation at their duty station, up to a 
maximum amount set by the Director-General for each duty station where 
the GGGI has established an office.  The maximum amount by country and 
grade shall be determined by the Director-General by reference to the latest 
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housing cost survey for the relevant duty station issued by the International 
Civil Service Commission. 

 
2. Education Allowance 

i.  An education allowance shall be payable to reimburse eligible staff 
members for the payments they make to an educational institution for the 
education of their children.  The maximum reimbursement may not exceed 
75% of the education costs actually incurred.   The education allowance shall 
be payable until the end of the academic year where the child reaches 
twenty-one (21) years of age.  

 
ii.  A staff member entitled to an education allowance in accordance with 
subparagraph (b)(i) above shall also be entitled to reimbursement of the 
costs of one round trip travel in economy class per child and per academic 
year when the child attends an educational institution in a country other 
than that of the duty station of the staff member.  
 

3. Home Leave Allowance 

A home leave allowance shall be payable to eligible staff members to cover 
the costs of one round trip travel per year in economy class between the duty 
station and the home country for the staff member and his or her spouse and 
dependent children.  

 
4. Hardship Allowance 

A hardship allowance shall be payable to staff members serving in duty 
stations that have been classified as “B”, “C”, “D” and “E” by the International 
Civil Service Commission.  The allowance shall be calculated by applying to 
the base salary of the staff member concerned the multiplier indicated below 
for the various classes of duty stations:  

 
Hardship classification of the duty station Multiplier 

B 5% 
C 10% 
D 15% 
E 20% 

 
5. Dispatch Allowance 

A dispatch allowance of one month’s base salary shall be payable to staff 
members who travel to a duty station at the expense of the GGGI on initial 
appointment or assignment of one year of longer to cover pre-departure and 
settling in expenses at the new duty station. 
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6. Cost-of-living Allowance 

A cost-of-living allowance shall be payable to eligible staff members who are 
assigned to a duty station away from Headquarters where the cost of living 
is higher than it is at Headquarters.  The amount of the allowance shall be 
calculated on the basis of the cost of living survey issued by the International 
Civil Service Commission for the duty station concerned. 

  

Regulation 4.3 
Tax reimbursement 

[Removed as of 5:00 pm (KST) on February 16, 2017, in accordance with the Council 
Decision on the Elimination of the Tax Reimbursement Benefit [C/2017/DC/2].] 
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STAFF RULES 

Chapter 4:   Salaries and related allowances 
 

Rule 4.1 Definitions 

The following definitions shall apply for the purpose of determining entitlements under 

the Staff Regulations and Rules: 

4.1.1.  “Base salary” means the salary payable to a staff member in accordance with Staff 

Regulation 4.1 and Staff Rule 4.2; 

4.1.2 “Child” means a staff member’s natural or legally adopted child, or a staff 

member’s stepchild who is residing with the staff member; 

4.1.3 “Headquarters” means the Headquarters of the GGGI in the Republic of Korea;  

4.1.4 “Home country” means the country of nationality of a staff member, as recorded in 

accordance with Rule 5.6;  

4.1.5 “International Civil Service Commission” means the expert body established by the 

United Nations General Assembly to regulate and coordinate the conditions of 

service of staff in the United Nations common system; 

4.1.6 “Promotion” means the progression of a staff member to a higher category or to a 

higher grade within the same category; 

4.1.7 “Salary increment” means an increase in base salary within the pay band 

corresponding to a staff member’s current category and grade. 

4.1.8 “Spouse ” means a person with whom the staff member is married or has a 

relationship that is legally recognized by the law of the staff member’s home 

country determined at the time of appointment under Rule 5.6. GGGI will only 

recognize one spouse as declared by the staff member to GGGI at the time of 

appointment.  

4.19  “Dependent Children” refers to one or more children who are 21 years of age or 

younger. 

Rule 4.2  Base salary 

4.2.1 On initial appointment, the Human Resources office, in consultation with the 

hiring manager, determines the base salary of a new staff member by his or her 

placement within the pay band in the salary scale applicable to the category and 

level of the staff member, consistent with the terms of the letter of appointment.  

Placement at a particular level within a pay band shall be determined by the 

Council for staff in the Executive category and by the Director-General for staff in 

the Professional and the General categories. 

4.2.2. On promotion to a higher category or to a higher grade within a category, the base 

salary of the staff member shall be determined by his or her placement within the 

pay band in the salary scale applicable to the new category and/or grade.  
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Placement at a particular level within a new pay band shall be determined by the 

Council for staff members promoted to the Executive category.  For staff in the 

Professional and the General categories, the determination shall be made under 

the Director-General’s authority in accordance with Rule 5.8.  

4.2.3 Salary increments within the same pay band may be granted to staff members in 

light of the results of their performance assessment.  The amount of the 

increment, referred to as “bonus” for staff in the Executive category, shall be 

determined by the Council for those staff members, and by the Director-General 

for staff in the Professional and the General categories. 

4.2.4 A salary decrease by lowering the placement of a staff member within a pay band 

or by placing the staff member at a lower level may be imposed by the Director-

General as a result of a negative performance assessment or as a result of a finding 

of misconduct and imposition of a disciplinary measure in accordance with 

Chapter 11 of the Staff Rules.  The decision shall be made by the Council for staff in 

the Executive category and by the Director-General for staff in the Professional 

and the General categories. 

Rule 4.3  Housing allowance 

4.3.1 Staff members in the Executive and Professional categories who hold a fixed-term 

appointment of one year or longer and are not serving in their home country shall 

be eligible for a housing allowance to reimburse them for costs incurred in renting 

accommodation at their duty station, up to a yearly maximum established by the 

Council provided they and/or their spouse do not own residential property within 

reasonable commuting distance of the duty station. 

4.3.2. The Director-General shall determine the maximum amount of the yearly rent by 

country, and grade up to which admissible housing expenses may be reimbursed 

to eligible staff members.   The maximum shall be established by reference to the 

latest housing cost survey for the relevant duty station issued by the International 

Civil Service Commission. 

Determination of costs admissible for purposes of the housing allowance    

4.3.3 The housing allowance shall be computed on the basis of the total amount of the 
(i) annual rent payable under the lease agreement; (ii) management company fee; 
and (iii) a one-time payment fee paid by the staff member to a licensed real estate 
agent/broker for services rendered in obtaining accommodation, provided the 
total amount does not exceed the applicable maximum.  Incidental expenses, for 
example those incurred for security, repairs, painting and moving, utility charges 
such as electricity, water, heating, parking, and amounts paid to the landlord on 
account of a guarantee or security deposit shall not be taken into account in the 
computation of the allowance. 

  

Advance of housing allowance 

4.3.6 Staff members eligible for housing allowance may apply for an advance of up to 

twelve months of the housing allowance to assist them in payment of advance 

rental when required by the lessor.  Repayment of the advance shall be spread 
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over a period equal to the number of months of advance rental payment, subject 

to a maximum period of twelve months.  If the staff member is separated from 

service, the staff member will be ineligible for housing allowance on his/her last 

day of service and shall return the amount of advance rental for the remainder of 

the lease period. 

Submission of claim 

4.3.8 Staff members applying for a housing allowance or requesting an advance of the 

housing allowance shall complete the form approved for that purpose, and submit 

a copy of their lease agreement with a landlord, receipts for payments made, and 

any other documentary evidence necessary for the processing of the claim.  

4.3.9 It is the responsibility of staff members to promptly submit a revised application 

whenever there is any change that might affect the amount of the housing 

allowance.  This includes change of dwelling, change in the rent amount or change 

in the grade level of the staff member. 

Rule 4.4  Education allowance 

4.4.1 Staff members in the Executive and Professional categories holding a fixed-term 

appointment of one year or longer who are not serving in their home country shall 

be eligible for an education allowance to reimburse them for payments they make 

to an educational institution for the education of each child until the end of the 

academic year when the child reaches age 21.    

 
Amount of the education allowance 

4.4.2 The allowance shall not exceed 75% of the education costs actually incurred by 

the staff member for each child, subject to limits defined as follows:  

a. The limits defined by the Human Resources office as adapted from 

International Civil Service Commission (ICSC) or based on the education 

costs of the most attended school in the duty station country of the staff 

member if the location not available in the ICSC list. 

b.  If staff members choose to enroll their children in an educational 

institution outside the duty station country, the limits applicable to the 

duty station country will apply.  

“Education costs" mean the total, after deducting all financial assistance received 

in scholarships and grants from sources other than GGGI, of standard mandatory 

fees charged by the educational institution for required courses, including the cost 

of registration, tuition, laboratory fees, examination fees, diploma fees, testing fees 

required for admission, cost of required books, and fees for school bus or 

equivalent available public transportation.  Education costs do not include, 

regardless of whether they are mandatory, the cost of meals, computers or 

computer connections, incidental or extracurricular courses or activities, or 

individual testing fees other than those required for admission.  
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4.4.3 The amount of the allowance shall be prorated when the period of school 

attendance or the staff member’s period of employment with the GGGI covers less 

than two thirds of the academic year.  

4.4.4 When prorating of the education allowance is required, it shall normally be 

effected in the proportion which the period of attendance or service bears to the 

normal duration of the academic year.  For that purpose: 

a. Periods of more than 20 days shall be treated as a full month; 

b. Periods of 11 to 20 days shall be treated as half a month; and 

c. Periods of 10 days or less shall be ignored. 

However, when a child attends an educational institution for part of the academic 

year, and the costs of attendance are charged for that period only, no further 

proration shall be made due to attendance for less than the normal duration of the 

academic year. 

Advance of education allowance 

4.4.5 Staff members who are eligible for an education allowance and are required to pay 

all or part of the education costs at the beginning of the academic year may apply 

for an advance of the education allowance by completing the form approved for 

that purpose and providing the required documentation.   

4.4.6 An advance of the education allowance shall be considered as due from the staff 

member until the final claim is processed in accordance with Rules 4.4.9 to 4.4.11.  

If no claim has been submitted by the end of the third month following the end of 

the academic year, the amount of the advance shall be recovered from the staff 

member. 

4.4.7 Staff members may request an advance in excess of the estimated amount of the 

education allowance, in which case the additional amount shall be considered as a 

salary advance and recovered in accordance with Rule 4.10.4. 

4.4.8 No advance shall be authorized for subsequent academic years until prior 

advances have been cleared and all advances have been repaid by the staff 

member. 

Submission of the final claim 

4.4.9 Within one month after the end of the academic year, staff members eligible for an 

education allowance shall submit a final claim on the form approved for that 

purpose, and shall submit documentation from the educational institution 

confirming the period of attendance of the child, the amount of the education costs 

paid by the staff member and any other documentary evidence required by the 

GGGI.  

4.4.10 In the event the staff member is separated from service before the end of the 

academic year, he or she shall submit the final claim and supporting 

documentation required under Rule 4.4.9 before the date of separation from 

service. 
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4.4.11 In the event the child’s attendance ceases before completion of the academic year, 

the staff member shall submit the final claim and supporting evidence required 

under Rule 4.4.9 within one month of cessation of the child’s attendance. 

Education travel 

4.4.12 When a child attends an educational institution in a country other than the 

country of the staff member’s duty station, a staff member entitled to an education 

allowance shall also be entitled to reimbursement of the costs of one round trip 

travel in economy class per child and per academic year between the duty station 

and the educational institution. 

4.4.13 The cost to be reimbursed by the GGGI shall be paid as a lump sum; the amount 

shall be the lowest price for the most direct and economic route quoted by the 

travel agent designated by the GGGI for one round trip ticket in economy class 

between the duty station and the educational institution, subject to a maximum 

determined by the cost of travel between the duty station and the home country. 

4.4.14 Instead of education travel by the child, the staff member may opt to request an 

equivalent payment towards the cost of travel by one to the parents between the 

duty station and the educational institution.  The amount shall be determined as 

indicated in Rule 4.4.13 and shall be subject to the same maximum limit.  

4.4.15 Requests for payment of education travel and/or advance against the entitlement 

shall be submitted on the form approved for that purpose and in accordance with 

established procedures, together with the required documentary evidence.   

Rule 4.5  Home leave allowance 

4.5.1 After completing their first year of service with the GGGI, staff members in the 

Executive and Professional categories holding a fixed-term appointment of one 

year or longer who are not serving in their home country shall be eligible for 

home leave allowance.  After completing each succeeding year of service with the 

GGGI, the staff member is entitled to home leave allowance, except that the staff 

member shall not be entitled for home leave allowance after completion of the last 

year of service with GGGI as he or she will return to the home country on 

relocation travel.   

4.5.2 The home leave allowance shall be paid as a lump sum; the amount shall be the 

lowest price for the most direct and economical route quoted by the travel agent 

designated by the GGGI for one round trip travel in economy class between the 

duty station and the home country   The allowance is payable for the travel of the 

staff member and his or her spouse and children who are 21 years of age or 

younger.  

4.5.3 Staff members eligible for the home leave allowance shall submit a request on the 

form approved for that purpose and in accordance with established procedures, 

together with the required documentary evidence. 

4.5.4    Staff members are encouraged to combine home leave with mission travel if this 

arrangement will result in cost savings for GGGI.  In this case, the lump sum 
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amount of the home leave allowance shall be the cost of the portion of the travel 

corresponding to the staff member’s home leave.  The home leave allowance for 

the staff member’s spouse and dependents will still be the lump sum from duty 

station to home country under Rule 4.5.2. 

Rule 4.6  Hardship allowance 

4.6.1 Staff members in the Executive and Professional categories who have been 

appointed to a duty station that is not in their home country and is classified as 

“B”, “C”, “D” or “E” by the International Civil Service Commission shall be eligible 

for a hardship allowance.    

4.6.2 Where payable, the hardship allowance shall be calculated by applying to the 

monthly base salary paid to the staff member concerned the multiplier specified in 

Staff Regulation 4.2(b)(4). 

Rule 4.7  Dispatch allowance 

4.7.1 Staff members in the Executive and Professional categories who travel to a duty 

station at the expense of the GGGI on initial fixed-term appointment or subsequent 

assignment of one year or longer shall be eligible for a dispatch allowance to cover 

pre-departure and settling in expenses at the new duty station.   

4.7.2 The amount of the dispatch allowance shall be equivalent to one month of the staff 

member’s base salary. 

4.7.3 In the event the staff member is separated from service due to resignation before 

completing one year of service at the new duty station, the amount of the dispatch 

allowance shall be subject to recovery in the proportion that the period of 

uncompleted service bears to a full year.  

Rule 4.8  Cost-of-living allowance 

4.8.1 Staff members in the Executive and Professional categories who are assigned to a 

duty station away from Headquarters where the cost of living is higher than at 

Headquarters shall be eligible for a cost-of-living allowance to compensate for the 

higher expenses that they will incur as a result of their assignment. 

4.8.2 The amount of the cost-of-living allowance for each duty station shall be 

established by the Director-General on the basis of the most recent cost-of-living 

survey issued by the International Civil Service Commission for the duty station 

concerned. 

Rule 4.9  Tax reimbursement 

4.9.1 Staff members engaged under a letter of appointment with an effective date on or 

prior to February 16, 2017, who were as of such date eligible for reimbursement 

of national income tax paid on their GGGI salaries and emoluments, shall retain 

such eligibility for reimbursement with respect to salary and emoluments paid by 

GGGI up to the expiration date specified in such letter of appointment.  GGGI shall 
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not reimburse such staff members for any tax paid on the amount of any tax 

reimbursement in relation to any tax year after the tax year of the earlier of (a) the 

staff member’s separation from the service of GGGI or (b) the expiration date of 

the letter of appointment referenced above.  Such staff members shall not be 

entitled to reimbursement of national income tax on their GGGI salaries and 

emoluments in relation to any extension or renewal of their appointment or in 

relation to any new appointment with GGGI.    

4.9.2 In relation to reimbursement of national income tax paid on GGGI salaries and 

emoluments of those staff members referenced in 4.9.1 above, the provisions of 

former Staff Rule 4.9 as in effect prior to February 16, 2017, and the then 

established procedures shall be applicable.   

4.9.3 Other than as specifically provided in 4.9.1 and 4.9.2 above, no staff member or 

personnel of GGGI shall in any event be entitled to any reimbursement or refund 

from GGGI in relation to any taxes paid by or on behalf of the individual in respect 

of any amounts paid by GGGI to or on behalf of such staff member or personnel.    

Rule 4.10  Payments, salary advances and deductions 

4.10.1 The normal pay period is from the first to the last day of any calendar month.  A 

month’s pay corresponds to 1/12 of the annual base salary plus 1/12 of the 

following allowances expressed on an annual basis, namely allowances for 

housing, hardship, dispatch and cost of living, where applicable. 

4.10.2 Staff members who are not in pay status for a full calendar month shall be paid for 

each working day at the rate of 1/22 of the monthly amount of the applicable base 

salary and any allowances payable on a monthly basis, including the housing, 

hardship, and cost-of-living allowances.  

4.10.3 Payments shall be made to staff member’s bank account in United States dollars in 

accordance with the GGGI’s Finance policies and procedures. .  

4.10.4 Salary advances may be authorized by or on behalf of the Director-General in 

exceptional and compelling circumstances, upon a detailed justification in writing 

submitted by a staff member.  Authorization may be made subject to special 

conditions.  Salary advances shall be normally recovered through payroll in three 

(3) consecutive pay periods, starting with the pay period following the month in 

which the advance was made.  

4.10.5 Deductions from salaries and other emoluments, including entitlements payable 

on separation from service, may be made in the following cases: 

a. For the staff member’s contributions to a pension scheme and for health 

insurance; 

b. For tax overpayments made by the GGGI on behalf of the staff member; 

c. For indebtedness to the GGGI, including recovery of advances made to the 

staff member in accordance with the provisions of the Staff Rules; 

 

d. For statutory payments made by GGGI on behalf of the staff member; 
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e. As authorized in other cases by the staff member and agreed to by the Director-

General. 

Rule 4.11 Time limit on claims for retroactive payments 

4.11.1 Staff members shall submit a written claim in respect of any salary, allowance or 

benefit which the staff member considers should have been paid to him or her by 

the GGGI under the Staff Regulations and Rules within one year of the date on 

which the initial payment would have been due.   

4.11.2 Claims relating to earlier periods are time-barred and shall not be accepted by the 

GGGI.  

Rule 4.12 Prevention of duplication of benefits 

4.12.1 Eligible staff member will receive benefits from GGGI to assist them in meeting 

specific expenses only when the GGGI is satisfied that the expenses have been or 

will shortly be incurred, or are not covered through alternative sources, for 

instance by the employer of a staff member’s spouse.   

4.12.2 In the event that a similar benefit is provided by a third party, the GGGI benefit 

will not be payable unless the benefit provided by the third party is less than the 

amount that would otherwise have been paid by the GGGI, in which case the staff 

member will receive the difference between the two benefits.  In the event that the 

third party ceases to provide such similar benefit, the Human Resources office 

may provide the GGGI benefit if the staff member submits the necessary 

information in writing with satisfactory proof that he or she no longer receives a 

similar benefit from a third party. 
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STAFF REGULATIONS 

ARTICLE 5:  APPOINTMENT AND PROMOTION 

Regulation 5.1 
Appointment 
 
(a) As provided in Article 10.7 of the Establishment Agreement, the Director-General shall 
appoint the staff of the Secretariat in accordance with staff regulations approved by the 
Council. 
 
(b) Upon appointment, each staff member shall receive a letter of appointment signed by 
the Director-General or by an authorized official in the name of the Director-General.  The 
required contents of the letter of appointment are set out in Annex II to the present 
Regulations. 
 

Regulation 5.2 
Recruitment criteria 

(a)  In accordance with Article 10.7 of the Establishment Agreement, efficiency, 
competence, merit and integrity shall be the necessary considerations in the recruitment and 
employment of the staff, taking into account the principle of gender equality. 

 
(b)  Recruitment on as wide a geographical basis as possible shall not apply to staff that 
are locally recruited for positions in the General Service category.  
 

Regulation 5.3 
Selection of staff members 
 
(a)  Selection of staff members shall be made without distinction as to race, sex or religion 
in a manner that ensures transparency of the process.  As far as practicable, selection shall be 
made on a competitive basis.  
 
(b)  Except where another equally well qualified person cannot be recruited, appointment 
shall not be granted to a person who bears any of the following relationships to a staff 
member:  father, mother, son, daughter, brother or sister. 
 
(c)  The spouse of a staff member may be appointed provided that the spouse is fully 
qualified for the position and provided that the spouse is not given any preference for 
appointment by virtue of the relationship to the staff member. 
 
(d)  The Director-General shall specify in the Staff Rules the restrictions applicable to the 
placement into the organizational structure of any of the related staff members mentioned in 
paragraphs (b) and (c) above, and to the process of reaching any administrative decision in 
respect of such a related staff member in order to ensure that the proper functioning of the 
Secretariat is not affected and that there is no actual or perceived conflict of interest. 
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(e)  Posts below the level of C-5, other than those of a short-term nature which become 
vacant shall be announced to the staff and externally, and selection for such posts shall be on 
a competitive basis.  

Regulation 5.4 
Period of appointment and probation 
 
(a)  Appointments to the positions of Deputy Director-General, Assistant Director-General 
and Chief Financial Officer shall be for a period of up to three years, renewable at the 
discretion of the Director-General.  
 
(b)  Other staff members shall be granted either a temporary or a fixed-term appointment.  
No continuing appointments shall be granted.  Fixed-term appointments may be extended at 
the discretion of the Director-General. The initial period shall normally not exceed two years.  
 
(c)  Staff members shall be required to serve a probationary period, which shall normally 
not exceed three months.  The Director-General may, in the best interest of the GGGI, adjust 
the length and conditions of the probationary period in individual cases. 
 
(d)  A temporary appointment does not carry any expectancy, legal or otherwise, of 
renewal. 
 
(e)  A fixed-term appointment does not carry any expectancy, legal or otherwise, of 
renewal or conversion, irrespective of the length of service or its extension. 

Regulation 5.5 
Medical standards 
 
The Director-General shall establish appropriate medical standards that staff members shall 
be required to meet before appointment. 
  

Regulation 5.6 
Consultants, individual contractors, interns and other personnel 
 
Consultants, individual contractors, interns and other personnel may be engaged under such 
terms and conditions as the Director-General may determine as appropriate and shall not be 
staff members for the purposes of these regulations. 
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STAFF RULES 

Chapter 5:  Appointment and promotion 

Rule 5.1  Types of appointment 

5.1.1 Staff members shall be granted fixed-term or temporary appointments (referred to 

in these Rules as “short-term appointments”), as defined below.  

5.1.2 No appointment carries any expectation, legal or otherwise, of renewal or 

conversion to any other type of appointment, irrespective of the length of service. 

5.1.3 A “fixed-term appointment” is a time-limited appointment of one year or longer. 

The initial period shall normally not exceed two years, except for staff appointed to 

the Executive category who may be appointed for a longer period.   A fixed-term  

appointment expires on the last day of the agreed period of service as stated in the 

letter of appointment.   

5.1.4 A “short-term appointment” shall be granted for a period of less than one year to 

meet seasonal or peak workloads and specific short-term requirements, for 

instance: 

a. To respond to an unexpected and/or temporary emergency or surge 

demand; 

 

b. To meet a seasonal or peak work requirement of limited duration that 

cannot be carried out by existing staff members; 

 

c. To temporarily fill a position whose incumbent is on special leave, sick 

leave, maternity, paternity or adoption leave, or on special assignment; 

 

d. To temporarily fill a vacant position pending finalization of the regular 

selection process; 

 

e. To work on a special project with a finite mandate. 

5.1.5 A short-term appointment expires on the last day of the agreed period of service as 

stated in the letter of appointment.  It may be extended at the discretion of the 

Director-General to cover a total duration of less than one year. The short-term 

appointment of a staff member may be exceptionally extended beyond one year by 

the Director-General when such extension is justified by clearly documented 

operational needs.  Such exceptional extension may not lead to a continuous period 

of service longer than two years.  

5.1.6 While on a short-term appointment, a staff member may apply for a job opening 

leading to a fixed-term appointment. If selected, the staff member shall receive a 

fixed-term appointment.  
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Rule 5.2  Recruitment policies 

5.2.1 The most important consideration in the selection of staff shall be the necessity of 

securing the highest standards of efficiency, competence, merit and integrity.  For 

posts in the Executive and Professional categories, due regard shall be paid to the 

need to ensure a wide geographical distribution and the respect of the principle of 

gender equality. 

Rule 5.3  Recruitment process 

5.3.1 The objective of the recruitment process is to ensure that it is as fair, competitive 

and effective as possible.  

5.3.2 The recruitment process detailed in the present rule shall apply whenever a job 

opening is expected to lead to a fixed-term appointment for the selected candidate.  

The process may be adjusted as necessary when selecting a candidate for a position 

leading to a short-term appointment in order to ensure that urgent and temporary 

needs are met in a timely fashion.  

Initiation of the process 

5.3.3 The director of the department seeking to recruit a new staff member for a vacant 

position shall submit to the Human Resources office a requisition form specifying 

the qualifications and experience required for the position to be filled, and 

indicating the preferred method to advertise the job opening.  Any method entailing 

advertising costs greater than the standard methods shall require specific budget 

approval.    

5.3.4 On the basis of the generic job description developed by the Human Resources 

office, the requesting office shall prepare a job description for the position and 

transmit it to the Human Resources office, which shall ensure that the job 

description defines the position, its purpose or objectives, its main responsibilities 

and accountabilities, and the selection criteria based on the qualifications and 

experience required or desirable for the position.  

Search for candidates 

5.3.5 The GGGI shall normally advertise the job openings by posting the vacancy on its 

website and/or by using other appropriate advertising methods.  Where necessary, 

the GGGI may obtain the services of an executive search firm to improve access to 

qualified candidates. 

Screening of candidates 

5.3.6 Applications of candidates for vacancies advertised directly by the GGGI shall be 

reviewed by the Human Resources office, which shall prepare a preliminary short 

list of applicants meeting the selection criteria. After consultation with the 

requesting office, the preliminary short list shall be transmitted to the panel 

established to interview the applicants who appear to be best qualified for the 

position. 
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5.3.7 In the event an executive search firm has been engaged to identify suitable 

candidates, the firm shall screen the candidates and transmit to the GGGI a short list 

of the best qualified candidates which shall be transmitted in turn to the interview 

panel.  

Interview 

5.3.8 The interview panel shall be composed of at least three members.  Whenever 

possible, a representative of the Human Resources office shall assist and advise the 

interview panel in an ex officio capacity.  The interview panel shall be composed as 

follows: 

a. The interview panel for the position of Director-General shall be composed 

of Council members designated by the Chair of the Council; 

b. The interview panel for positions in the Executive category other than 

Director-General shall be the Selection Committee composed of at least two 

Council members designated by the Chair of the Council or the Facilitative 

Sub-Committee, the Director-General, and outside experts where 

appropriate;  

c. For all other positions, the interview panel shall be composed of staff 

members being at the same level or above the level of the position to be 

filled.  The specific composition of the panel, depending on the level of the 

position, shall be made in accordance with detailed guidelines issued by the 

Director-General. 

5.3.9 The interview panel shall establish the final short list of applicants, all of whom shall 

be interviewed.   Travel costs incurred by interviewees shall be reimbursed in 

accordance with the provisions of rule 8.15.2.   

5.3.10 In assessing the candidates, the interview panel shall take into account the record 

of performance evaluation for applicants that are already staff members of the 

GGGI, and the results of any written test which the panel may have requested.  

5.3.11 The interview panel shall endeavor to reach consensus on its ranking of candidates 

and its recommendation to select the highest-ranking candidate.  In the event that 

no consensus can be reached, the report of the interview panel shall set out the 

reasons for diverging views.  

  



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

34 

Selection decision 

5.3.12 The interview panel report shall set out its evaluation of each interviewed 

candidate. The selection decision shall be made as follows: 

a. For the position of Director-General, the report shall be submitted to the 

Council Chair, who shall transmit it to the Council for final decision; 

b. For positions in the Executive category other than Director-General, the 

decision shall be made by the Selection Committee; 

c. For all other positions, the report shall be submitted for final decision to the 

Director-General, who shall consult as necessary with relevant Secretariat 

officials before reaching his or her final decision. 

Rule 5.4  Implementation of the selection decision 

External candidates 

5.4.1 When the successful candidate was not previously a staff member of the GGGI, he 

or she shall be receive a conditional offer of appointment specifying that, if 

confirmed, the appointment shall be subject to the Staff Regulations and Rules, 

including the Code of Conduct, and that confirmation of the offer is subject to: (i) 

receipt of references which satisfy GGGI requirements, (ii) medical certification that 

the candidate is fit for service and (iii) verification that the candidate has the right 

to enter and work for GGGI in the country of the duty station (for internationally-

recruited staff) or has the right  to work at the duty station (for locally-recruited 

staff). 

5.4.2 The offer shall be confirmed once all the conditions have been met.  The candidate 

shall be requested to report for duty at the earliest possible date, normally not more 

than one month after the date of the confirmed offer. 

5.4.3 The effective commencement date of employment shall be the date on which the 

new staff member reports for work, if recruited at the duty station.  If the new staff 

member is recruited internationally and is required to travel to the duty station in 

order to report for work, the effective commencement date shall be the date when 

the staff member starts to travel in accordance with travel arrangements approved 

by the GGGI. 

5.4.4 On reporting for duty, an appointee shall receive and sign a letter of appointment 

consistent with Annex II to the Staff Regulations, and subscribe to the Declaration 

of Office required by staff regulation 2.10. 

Internal candidates 

5.4.4 When the successful candidate is already a staff member of the GGGI, he or she shall 

be released from prior duties normally no later than one month following 

communication of the selection decision.   

5.4.5 In the event the new position is at a higher level than that the prior position 

previously held by the staff member, the staff member shall be promoted to the 

higher level, provided the staff member has at least one year of good performance 
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on record with the GGGI.  If that requirement is not met, the staff member shall 

retain his prior level and shall be considered for promotion in light of the results of 

the performance evaluation for the prior performance year.  

5.4.6 A new Letter of Appointment shall be issued to the staff member, effective as of the 

date the staff member assumes the new functions.  

Rule 5.5  Family relationships 

5.5.1 Except where another person equally well qualified cannot be recruited, 

appointment shall not be granted to a person who bears any of the following 

relationships to a staff member: father, mother, son, daughter, brother or sister. 

5.5.2 The spouse of a staff member may be appointed provided that the spouse is fully 

qualified for the position and is not given any preference for appointment by 

virtue of the relationship to the staff member.  The marriage of one staff member 

to another shall not affect the contractual status of either spouse, but their 

entitlements and other benefits shall be modified as specified by the Director-

General. 

5.5.3 A staff member who is related to another staff member under conditions specified 

in rules 5.5.1 and 5.5.2 shall not: 

a. Be assigned to serve in a position which is superior or subordinate in the 

line of authority to the position occupied by the staff member to whom he 

or she is related; 

 

b. Participate in the process of selection, assignment, promotion or transfer 

of the related staff member; or in the taking or reviewing of any 

administrative decision affecting the employment status, entitlements or 

other benefits of the related staff member. 

Rule 5.6  Determination of recognized home country 

5.6.1 The home country recognized for the purpose of the application of the Staff 

Regulations and Rules shall be the country of nationality of the staff member. 

5.6.2 When a staff member has two or more nationalities, the GGGI shall recognize only 

one country of nationality as the home country of the staff member for the entire 

duration of employment.  At the time of appointment, the staff member shall select 

and inform the Human Resources office which country of nationality will be the 

home country of record for GGGI purposes.  The designated home country shall not 

be altered, unless authorized by Deputy Director General, M&A for compelling 

reasons. 
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Rule 5.7  Probation 

5.7.1 In accordance with staff regulation 5.4 (c), new staff members shall serve a 

probationary period of three months.  The Director-General may adjust the length 

and conditions of the probationary period in individual cases.  

5.7.2 The purpose of the probationary period is to assess whether new staff members are 

willing and able to perform their work satisfactorily, and to regulate their conduct 

in accordance with the obligations flowing from the Staff Regulations and Rules, 

including the Code of Conduct, and from their status as international civil servants.   

5.7.3 No later than two weeks before the end of the probationary period, the immediate 

supervisor and the Director of the department concerned shall complete a 

Probation Assessment form indicating whether the assessment of the staff 

member’s performance and conduct was positive or negative.  The completed form 

shall be transmitted to the Human Resources office. 

5.7.4 If the assessment of the staff member’s performance and conduct is positive, the 

Director-General shall confirm the appointment and the staff member shall be so 

informed. 

5.7.5 If the assessment of the staff member’s performance and conduct is negative, the 

grounds shall be set out in the Probation Assessment form and the Human 

Resources office shall give the staff member the opportunity to enter his or her 

comments on the form.  The Director-General shall decide in light of the assessment 

and any comments from the staff member whether to terminate the appointment 

or to extend the probation to cover a total period of not more than six months. 

5.7.6  In the event of a serious failure on the part of a staff member to comply with his or 

her obligations regarding performance or conduct during the probationary period, 

a Probation Assessment form may be completed before the end of such period, 

specifying the grounds for a negative assessment. 

5.7.7 Should the Director-General decide to terminate the appointment during or at the 

end of the probation period, the decision shall be implemented in accordance with 

rule 10.6.  

Rule 5.8  Promotion   

5.8.1 Promotion is the advancement of a staff member to a higher level post, either after 

a competitive selection process in accordance with Rule 5.4, or after an upgrade in 

accordance with Rules 3.3.2 or 3.3.3. 

5.8.2 Salary on promotion shall be determined in accordance with rule 4.2.2. 

Rule 5.9  Medical examination and required inoculations 

5.9.1 Upon selection, a candidate who has been selected for appointment shall undergo a 

prescribed medical examination by a physician designated by the Director-General. 

5.9.2 Should the report of the physician show that the candidate is not fit for the post in 

question, a decision shall be made whether or not to make an offer of appointment 
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or, if a conditional offer has been made, whether to confirm the offer and upon what 

terms. 

5.9.3 Upon appointment and before any subsequent travel for the GGGI, a staff member 

shall have such inoculations as the physician shall prescribe. 

5.9.4 Any medical examination and any inoculation required by the GGGI shall be at the 

GGGI’s expense, subject to conditions and maximum amounts established by the 

Director-General.  

Rule 5.10  Secondment 

5.10.1 Personnel seconded to the GGGI shall serve under terms and conditions specified 

in the secondment agreement concluded between the seconding entity and the 

GGGI. 

5.10.2 The seconded individual shall be required to acknowledge and accept the terms of 

the secondment agreement before taking up his or her functions with the GGGI. 

Rule 5.11  Consultants, individual contractors, interns and other 
personnel 

5.11.1 Consultants, individual contractors, interns and other personnel that are not staff 

members shall be retained in accordance with the policy and procedures 

established by the Director-General and shall serve as provided in the terms of 

their contract or engagement by the GGGI. 
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STAFF REGULATIONS 

ARTICLE 6:  ATTENDANCE AND LEAVE 
 

Regulation 6.1 
Working hours and attendance 
 
(a)  The Director-General shall establish the normal working hours and the normal 

working week at each duty station.  He or she shall establish official holidays of up to ten days 

per calendar year at each duty station by reference to the most commonly observed official 

holidays in the country concerned. Exceptions may be made by the Director-General as the 

needs of the service may require, and staff members may be requested to work beyond the 

normal working hours or the normal working week, or on an official holiday, if necessary for 

the performance of the work of the GGGI. 

 

(b)  No salary shall be paid to staff members in respect of periods of unauthorized absence 

from work unless such absence was due to reasons beyond their control. 

 

Regulation 6.2 
Compensatory leave 
 
Compensatory leave of up to two (2) days per calendar year may be allowed for staff members 

holding an appointment of one year or longer who are required to work for extended periods 

beyond the normal working hours and the normal working week. 

 

Regulation 6.3 
Annual leave 
 
Staff members shall be allowed appropriate annual leave up to twenty-five (25) days per 
years.  
 

Regulation 6.4 
Special leave 
 
Special leave may be authorized by the Director-General in exceptional cases.  
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STAFF RULES 

Chapter 6:   Attendance, annual and special leave 
 

Rule 6.1  Working hours 

6.1.1 The normal working hours shall be eight hours per day and 40 hours per week.  At 

Headquarters, the normal work day shall be from 9am to 6pm, with one hour for 

lunch.   The beginning and end of the normal work day may be adjusted at duty 

stations away from Headquarters in light of local practice. 

6.1.2 The Director-General may require staff members to work beyond the normal 

working hours and the normal working week when needed to address the needs 

of service.   

6.1.3 Directors and supervisors may approve individual adjustments to the normal 

working hours as flexitime arrangements, taking into account the needs of the 

department and of the staff member, and local regulations with due regard to the 

core working hours of 10 a.m. to 4 p.m.  

6.1.4 Staff members in the General category who have been required to work beyond 

normal working hours shall be entitled to meal and transportation allowance 

subject to approval by the supervisor and applicable limits established by GGGI. 

Work from Home 

6.1.5 A supervisor may approve a temporary work arrangement that permits a staff 

member, for up to five (5) days in a month, to carry out official tasks at home or an 

offsite location within the duty station during a regular work schedule and regular 

hours of work.  Approval of work from home arrangements which go beyond the 

monthly limit requires approval of the Division Head.  

Rule 6.2  Official holidays 

6.2.1 The number of official holidays at each duty station shall be ten days in each 

calendar year.  

6.2.2 The official holidays shall be established at each duty station in consultation with 

the Human Resources office, taking into account the most commonly observed 

holidays and the practice followed by other international organizations at the duty 

station.  Staff members shall be informed of the official holidays at their duty station 

at the beginning of each year. 

6.2.3 In the event the necessities of service do not allow for the observance of an official 

holiday, the Director-General may designate an alternate day within seven days 

before or after the date of the normal official holiday.  Staff members at the duty 

station concerned shall be informed accordingly. 

6.2.4 Whenever an official holiday recognized at a staff member’s duty station occurs 

while that staff member is in operational travel status outside the duty station 
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country, the staff member can take time-off from work in lieu of that holiday as 

arranged with the supervisor. 

Rule 6.3  Annual leave 

6.3.1 Annual leave may be taken only when authorized by the supervisor.  Approval of 

annual leave requests is subject to the exigencies of service, which may require 

that leave be taken by a staff member during a specified period. 

6.3.2 Staff members on a fixed-term appointment shall be entitled to 25 days of paid 

annual leave per year.  Staff members who begin service or separate from service 

in the course of a particular year shall be entitled to two days of annual leave per 

month of service until the end of the year, or until the date of separation, as 

appropriate. 

6.3.3 When the service of a staff member begins after the end of a month or ends before 

the end of a month, the annual leave entitlement shall be credited as follows: 

a. Two days when service begins in the first half of the month, through and 

including the 15th day of the month;  

b. One day when service begins on or after the 16th day of the month; 

c. One day when service ends in the first half of the month, through and 

including the 15th day of the month; 

d. Two days when service ends on or after the 16th day of the month. 

6.3.4 No annual leave shall be credited in the following situations: 

a. During unauthorized absences; 

b. During periods of special leave without pay or partial pay of more of 30 

days; 

c. During periods of administrative leave in the context of a disciplinary 

proceeding, unless initial charges against the staff member are 

subsequently dropped. 

6.3.5 Annual leave may be taken in units of days and half days. 

6.3.6 Staff members are encouraged to take leave to provide a period of rest each year. 

However, if due to unavoidable circumstances staff members are not able to 

utilize all the leave days then up to fifteen (15) days of unused annual leave can be 

carried forward to the next year.  Any unused annual leave in excess of fifteen (15) 

days as of 31 December of each year shall lapse. 

6.3.7 Staff members who, on leaving the service of the GGGI, have unused annual leave 

days shall be paid in respect of each day of such unused leave, provided the 

number of days does not exceed the sum of (i) their annual leave entitlement for 

the year in which they separate, and (ii) unused annual leave from a prior year, up 

to a maximum of ten days, in accordance with Rules 6.3.6 and 10.8.  Any unused 

leave other than annual leave cannot be encashed upon separation of service by 

the staff member. 
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Management of annual leave 

6.3.8 The Human Resources office will maintain a system for recording and monitoring 

entitlement and utilization of annual leave for staff members. 

6.3.9 Staff members shall submit to their supervisor their request for approval of annual 

leave at least three working days before the intended last day at the office prior to 

departure on leave, unless an unforeseen event occurs in which case the request 

may be submitted within a shorter period. Annual leave requests shall be submitted 

on the form and in accordance with established procedures.  

6.3.10 In exceptional circumstances and after approval from the Director-General, a staff 

member may be permitted to take advance annual leave in excess of the leave they 

have accrued.  Advance annual leave shall be offset against annual leave 

subsequently accrued by the staff member.  In the event a staff member separates 

with a negative annual leave balance, restitution shall be made either through 

deduction from final payments or by direct payment by the staff member, in 

accordance with Rule 10.9. 

Rule 6.4  Home leave 
6.4.1 The home leave allowance provided under Rule 4.5 constitutes the sole 

contribution of the GGGI towards the cost of travel to the home country for eligible 

staff members and family members. 

6.4.2 Absence from work for staff members going on home leave shall be charged to the 

annual leave entitlement and shall be subject to the requirements set out in Rule 

6.3. 

Rule 6.5  Special leave 

6.5.1 All special leave is subject to approval by the Director-General.  The period of 

special leave granted to the staff member shall not affect the expiration date of the 

fixed-term appointment specified in the letter of appointment. 

6.5.1 Special leave shall be requested in accordance with established procedures.  Special 

leave requires specific approval except for special leave under Rule 6.5.4.  

Special leave with pay 

6.5.2 Special leave for training or research which the GGGI has found to be in the interest 

of the organization shall normally be with full or partial pay, provided it has been 

determined that the staff member may be released from normal duties without 

detriment to the implementation of the GGGI’s work program. 

6.5.3 Special leave with pay for up to five (5) days may be granted to a staff member in 

the event of the death of a spouse, child, or parent.  The exact length of the special 

leave shall be determined in each case in consultation with the supervisor and such 

special leave should be taken immediately after the event.  

6.5.4  Staff members who are appointed or assigned to a new duty station shall be granted 

special leave with pay for three (3) working days when moving from a location 

outside the country of the new duty station.  When moving to a location within the 

same country but beyond commuting distance from the prior duty station or the 
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place of recruitment, the staff member shall be granted special leave with pay for 

one (1) day. 

Special leave without pay 

6.5.5 Special leave without pay of up to one (1) year may be granted to a staff member to 

take care of a child under six years of age in cases other than maternity, paternity 

or adoption leave that are provided for under Rules 6.8 to 6.10, if the staff member 

has at least one year of continuous service with the GGGI. 

6.5.6 Special leave without pay of up to five (5) days may be granted to a staff member in 

the event of marriage of the staff member or death of a grandparent.  The exact 

length of the special leave shall be in consultation with the supervisor and such 

special leave should be taken immediately after the event. 

6.5.7 Special leave without pay may be granted to a staff member to fulfill military or 

other national service obligations required under the laws of the home country of 

the staff member. 

6.5.8 Special leave with full, partial or without pay for reasons other than those covered 

in Rules 6.5.2 to 6.5.7 may be granted at the request of a staff member for such 

period and subject to other conditions that may be placed on the approval of the 

special leave request.  

6.5.9 Special leave, when approved, is in addition to other forms of leave, including 

annual leave under Rule 6.3 and sick leave, maternity, paternity and adoption leave 

under Rules 6.7 to 6.10.  

6.5.10 The Director-General may, at his or her initiative, place a staff member on special 

leave with full pay if he or she considers such leave to be in the interest of the GGGI, 

including instances when it is determined that it is necessary to ensure the safety 

and security of staff. 

6.5.11 On return to work upon completion of special leave, the staff member shall be 

returned to the position held before going on special leave, or be assigned to 

another position in the same category and level. 

6.5.12 Periods of special leave with partial pay or without pay of one month or longer shall 

not be taken into account when determining the length of service for purposes of 

computing termination indemnity, whenever applicable under Rule 10.7. 

 

Rule 6.6  Compensatory leave 
6.6.1 In accordance with Staff Regulation 6.2, staff members holding an appointment of 

one year or longer who have been required to work for extended periods beyond 

the normal working hours and the normal working week are eligible to receive 

compensatory leave of up to two days per calendar year. 

 

Rule 6.7 Sick leave 

6.7.1 Staff members who are unable to perform their duties because of illness or injury, 

or whose attendance is prevented by public health requirements, shall be granted 

sick leave in accordance with the provisions of the present Rule.   
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6.7.2 Sick leave must be approved in accordance with established procedures. 

6.7.3 Staff members holding a fixed-term appointment shall be granted sick leave on full 

pay for up to 90 days over a 2-year period, subject to verification under Rule 6.7.5. 

6.7.4 Sick leave may be taken in units of full days or half-days. 

6.7.5 Any absence of more than five (5) consecutive working days which is to be charged 

as sick leave must be supported by a certificate from a recognized medical 

practitioner stating that the staff member is unable to perform his or her duties and 

indicating the probable duration of the illness.  GGGI reserves the right to designate 

a medical practitioner to examine the staff member and provide a second opinion 

in case of repeated or lengthy absence on sick leave. 

6.7.6 Not more than (10) ten working days per year may be taken as uncertified sick leave 

without a medical certificate. A staff member using uncertified sick leave must 

immediately inform the relevant supervisor and the Human Resources office that 

he or she will be unable to come to work.  

6.7.7 Unused sick leave shall not be commuted to cash on separation from service. 

Rule 6.8  Maternity leave 

6.8.1 Staff members shall be entitled to maternity leave of up to four (4) months on full 

pay, and additional two (2) months on half pay.  Benefits such as health coverage 

and pension shall be provided at their normal level throughout the leave period. 

6.8.2 Maternity leave may commence at any time up to a maximum of forty-five (45) days 

before the date of delivery at the staff member's option or if required by her 

attending physician.  

6.8.3 Maternity leave on full pay shall cover a total period of up to four (4) months from 

the time it is granted.  

6.8.4 Annual leave shall accrue during the period of maternity leave. 

Rule 6.9  Paternity leave 

6.9.1 Staff members shall be entitled to paternity leave of up to four (4) weeks on full pay 

and additional four (4) weeks on half pay.  Paternity leave can be taken 

incrementally anytime within one year from the date of birth of the child.  

6.9.2 The staff member shall request paternity leave and present evidence of the birth of 

the child by his/her spouse or recognized partner under Rule 4.1.8. 

6.9.3 Paternity leave shall be granted without delay upon presentation of the request and 

satisfactory evidence of the birth of the child.  

6.9.4 Annual leave shall accrue during the period of paternity leave. 
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Rule 6.10  Adoption leave 

6.10.1 Staff members shall be entitled to adoption leave of up to four (4) weeks on full 

pay and up to 4 weeks on half pay.  

6.10.2 The staff member shall request adoption leave and present evidence of the 

adoption of the child within thirty (30) days of the adoption.  

6.10.3 Adoption leave shall be granted without delay upon presentation of the request 

and satisfactory evidence of the adoption of the child.  

6.10.4 Annual leave shall accrue during the period of adoption leave.  
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STAFF REGULATIONS 

ARTICLE 7:  SOCIAL SECURITY 

 

Regulation 7.1 
Pension scheme 
 
(a)  The GGGI shall provide a defined contribution pension plan for the benefit of staff 

members having received an appointment of one year or longer or having served for a 

continuous period of one year or longer.  

 

(b) Contributions to the pension scheme shall be made by the GGGI and by the staff 

member concerned.  The GGGI contribution shall amount to 12% of the staff member’s base 

salary.  The staff member’s contribution shall amount of 6% of his or her base salary. 

 

 (c) The primary mechanism for the pension scheme shall be the GGGI Staff Provident 

Fund.   The Management Board of the Staff Provident Fund shall establish and maintain a 

relationship with a “preferred provider”, which may be an established and qualified 

commercial, financial or providential organization, to host the GGGI Staff Provident Fund.  

 

(d)  On separation from the GGGI, a participating staff member shall receive the entire 

amount standing to his or her credit in the GGGI Staff Provident Fund, after deduction of 

administrative and management costs. 

 

 (e) Staff members shall have the right to opt out of the GGGI Staff Provident Fund by 

selecting an alternative pension or provident fund mechanism to which contributions from 

the GGGI and the staff member concerned shall be paid. In such a case, the staff member 

concerned shall have the onus and responsibility for the selection of an alternative 

mechanism.  Any amounts or benefits received by a staff member having opted for a 

mechanism other than the GGGI Staff Provident Fund shall be governed by the regulations 

and rules of the mechanism selected by the staff member, who shall have no claim against 

the GGGI in the event the amounts or benefits received are less than he or she would have 

received from the GGGI Staff Provident Fund.  

 

Regulation 7.2 
Social security scheme 
 
The Director-General shall establish a cost-effective and administratively efficient scheme of 

social security for the staff, including provisions for health protection, sick leave, maternity 

and paternity leave, and reasonable compensation in the event of illness, accident or death 

attributable to the performance of official duties on behalf of the GGGI, under terms and 

conditions specified by the Director-General in the Staff Rules. 
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STAFF RULES 

Chapter 7: Social security 

Rule 7.1  Pension scheme 

7.1.1 Staff members serving in an appointment of one year or longer or having served 

for a continuous period of one year or longer shall participate in a pension scheme 

in accordance with the provisions of Staff Regulation 7.1. 

7.1.2 Staff members’ contributions amounting to 6% of their base salary shall be 

deducted each month from their monthly pay, subject to the following provisions 

applicable in the event a staff member is subject to mandatory participation in a 

national pension and/or retirement system: 

a. When the contribution to be paid by the staff member is more than 6% of 

monthly pay, the deduction shall be increased by the amount necessary to 

cover the entirety of the staff member’s contribution to the national 

pension and/or retirement system; 

b. When the contribution to be paid by the staff member is less than 6% of 

monthly pay, the full 6% deduction shall be made, from which the 

requisite amount shall be paid to the national pension and/or retirement 

system on account of the staff member, and the balance shall be paid on 

account of the staff member to the GGGI Staff Provident Fund or to an 

alternative mechanism selected by the staff member in accordance with 

Staff Regulation 7.1(d). 

7.1.3 The GGGI’s contributions shall amount to 12% of the monthly salary of eligible 

staff members, except in the event a mandatory pension and/or retirement 

scheme requires employers to pay a higher amount, in which case the GGGI shall 

pay that amount to the national system.   Should a mandatory system require 

employers to pay an amount lower than 12% of monthly salary, the GGGI shall 

transmit the balance for the benefit of the staff member to the GGGI Staff 

Provident Fund or to an alternative mechanism selected by the staff member in 

accordance with Staff Regulation 7.1(d). 

7.1.4 The administration of the pension scheme shall be conducted in accordance with 

procedures established by the Director-General. 

Rule 7.2  Medical insurance 

7.2.1 Staff members shall participate in a medical insurance scheme under terms and 

conditions determined by the Director-General. 

7.2.2 Staff members who are subject to mandatory participation in a national health 

insurance system or who are eligible to participate in such a system shall also be 

covered by a complementary medical insurance policy subscribed by the GGGI so 
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that the total benefits are reasonably in line with those payable to staff covered by 

the medical insurance policy provided under Rule 7.2.3. 

7.2.3 Staff members who do not participate in a national health insurance system shall 

receive comprehensive coverage under a medical insurance policy subscribed by 

the GGGI. 

7.2.4 Staff members’ contributions to medical insurance coverage shall be deducted each 

month from their monthly pay.  The deduction shall include: 

a. 2/5 of the premium charged for each participant under the medical 

insurance policy subscribed by the GGGI in accordance with rules 7.2.2 and 

7.2.3; and 

b. For staff participating in a national health insurance system, the employee’s 

portion of the total contribution payable by employer and employee under 

the relevant system. 

Rule 7.3  Compensation for illness, injury or death attributable to 
service 

7.3.1 A staff member, or his surviving spouse or dependents, shall be entitled to 

compensation in the event of illness, injury or death attributable to the performance 

of official duties on behalf of the GGGI, in accordance with rules established by the 

Director-General. 

7.3.2 The benefits payable under the insurance policy on compensation for illness, injury 

or death attributable to service subscribed by the GGGI shall be reduced by any 

compensation received under a national compensation system for the same events. 

Rule 7.4  Special grant in case of death while in service 

7.4.1 On the death of a staff member with a surviving spouse or one or more dependent 

children, a special grant shall be paid to the spouse or, if none, to the dependent 

children in equal shares.  

7.4.2 The grant shall be calculated in accordance with the following schedule:  

 

Years of continuing service Months of net base salary at time of the 
staff member’s death 

0-3 3 
4 4 
5 5 
6 6 
7 7 

 
7.4.3 The grant shall not be payable if the staff member did not have a spouse or one or 

more dependent children. 
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Rule 7.5  Loss of personal property in the course of mission travel 

7.5.1 Staff members are expected in all cases to take reasonable precautions against loss 

of their personal property while on mission travel.   

7.5.2 Loss of personal property incurred in the course of mission travel shall be 

compensated in accordance with the terms of the insurance policy subscribed by 

the GGGI for the coverage of such loss.   
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STAFF REGULATIONS 

ARTICLE 8:TRAVEL AND REMOVAL EXPENSES 
 

 

Regulation 8.1 
 
Staff members shall be paid travel and removal expenses, under terms and conditions specified 

by the Director-General in the Staff Rules. 
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STAFF RULES 

CHAPTER 8:  TRAVEL AND REMOVAL EXPENSES 

Rule 8.1  Travel of staff 

8.1.1  The GGGI shall arrange and pay for the travel expenses of a staff member in the 

following circumstances: 

a. On initial appointment of a staff member who is recruited to a position in 

the Executive or Professional categories from outside the country of the 

duty station, or from within the country of the duty station but beyond 

commuting distance; 

b. On transfer to a new duty station or on assignment of one year or longer to 

another duty station; 

c. On official business (“mission travel”); 

d. On separation from service and return travel to the place of recruitment or 

other location outside the country of the duty station, or to a location within 

the country of the duty station but beyond commuting distance, except in 

cases of abandonment of post or as otherwise provided in these Rules.  

8.1.2 All travel requests and requests for related payments shall comply with the 

requirements and established procedures. 

Rule 8.2  Travel of eligible family members 

8.2.1 Eligible family members, for the purpose of official travel, comprise the spouse and 

dependent children defined under Rules 4.1.8 and 4.1.9 of staff members in the 

Executive or Professional categories, provided the staff member: 

a. Serves on a fixed-term appointment of one year or longer; and 

b. Has been authorized to travel under Rule 8.1.1 (a), (b) and (d).  

8.2.2 Eligible family members whose travel has been approved by the GGGI shall travel 

in the same class as the staff member concerned. 

8.2.3 In addition, the GGGI shall pay the expenses for education grant travel authorized 

under Rules 4.4.12 and 4.4.14. 

Rule 8.3  Time limits for submission of claims 

8.3.1 Staff members shall submit claims for reimbursement of their expenses as soon as 

possible after their return to the duty station. Detailed explanations may be 

required for expenses incurred more than 60 days from the time they were 

incurred, and reimbursement may be denied if the explanations provided are not 

satisfactory. 

8.3.2 On separation from service: 
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a. Any outstanding claim for reimbursement of travel expenses incurred on 

mission travel shall be submitted no later than four weeks before the 

separation date; 

b. Staff members who resign within six months from receiving the home leave 

allowance provided under Rule 4.5 shall not be entitled to payment of 

return travel for themselves and eligible family members unless, in the 

opinion of the Director-General, there are compelling reasons for 

authorizing such payment; 

c. Entitlement to return travel under Rules 8.1 and 8.2 shall cease if travel has 

not commenced within six months from the date of separation. 

8.3.3 Any other claim relating to travel shall be subject to the one-year time limit imposed 

under Rule 4.11.  

8.3.4 Claims submitted beyond the time limits set in the present Rule shall be time-

barred. 

Rule 8.4  Authorization to travel 

8.4.1 Travel shall require written authorization before it is undertaken.   In exceptional 

circumstances, staff members may be authorized to begin travel on verbal 

instructions but such instructions must be confirmed in writing at the earliest 

possible date. 

8.4.2  Staff members are personally responsible for ascertaining that they have obtained 

the proper authorization before commencing travel. 

8.4.3 Travel on initial appointment, change of duty station or separation from service 

shall require authorization from the Human Resources office. 

8.4.4  Mission travel shall require the staff member concerned to obtain prior approval 

from the appropriate approving authority.  The staff member shall complete the 

request form approved for that purpose, including an explanation of the purpose of 

the travel, and the proposed destination, duration and itinerary of the travel. 

Rule 8.5  Mission travel report  

8.5.1 A staff member returning from mission travel shall submit to the supervisor a 

mission travel report within seven calendar days of completion of the journey. 

8.5.2 The staff member shall ensure that the following items are attached to the mission 

report for subsequent administrative processing of travel claim: 

 a. Boarding passes showing that the authorized travel has been made; 

 b. Accommodation receipts or equivalent supporting evidence showing 

 that the staff member stayed at specific hotels or locations during the 

 mission travel and the amount charged for such accommodation; 

c. Receipts or equivalent supporting evidence documenting the nature and 

amount of miscellaneous expenses incurred by the staff member, in 

accordance with Rule 8.11. 
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Rule 8.6  Travel expenses payable by the GGGI 

8.6.1 Travel expenses provided under these Rules shall include the following:  

a. Transportation expenses (i.e. fare for travel by air or by train, or cost of 

transportation by car); 

 b. Accommodation expenses; 

 c. Meals & Incidentals expenses; 

 d. Airport transfer expenses; 

 e. Miscellaneous travel expenses. 

8.6.2 Staff members are responsible for ascertaining as early as possible that the 

passports, visas or residency documents for themselves and for any family member 

eligible to travel under these Rules are valid and will remain so beyond the expected 

date of return to the duty station or arrival at destination.  They are also responsible 

for ascertaining as early as possible whether any visa is required to enter the 

country of destination or to transit through intermediate stops, in which case the 

GGGI shall assist in obtaining the necessary documents.  

Rule 8.7  Transportation expenses 

8.7.1 Transportation paid for, or reimbursed by, the GGGI shall be by the most direct and 

economical route and mode of travel, taking into account cost-effectiveness, safety, 

and time constraints. GGGI’s travel agency shall communicate possible routings to 

the staff member and identify those that are policy compliant.  After selection by 

the staff member, the proposed routing shall be submitted for approval to the 

official responsible for the relevant budget.  Approval of any routing that is not 

policy compliant shall require an exception by the Deputy Director-General for 

Management and Administration. 

8.7.2 Whenever possible, the GGGI shall purchase in advance of actual travel the tickets 

required for transportation by air or by train.   When this is not possible due to the 

urgency of the travel, staff members may purchase their own tickets, in which case 

they shall claim reimbursement in accordance with established procedures. 
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Air travel 

8.7.3 The applicable standard for air travel of staff members on mission travel and on 

transfer or assignment to a new duty station shall be determined as follows: 

 
Category Class of travel 
Executive 

 
Business class 

 
Professional and General 

Business class: 
 for travel over 7 hours counting 

from the departure to arrival time; 
and 

Economy class in other cases. 
 
The standard for travel on appointment and separation shall be economy class, except for 

staff in the Executive category, for whom the standard shall be business class. 

 
Travel by train 
 
8.7.4 The applicable standard for travel by train shall be as follows: 
 

Category Class of travel 
Executive  

 
First, or “special” class 

Professional and General Second, or “standard” class 
 

 
Travel by car 

8.7.5 When staff members use their own cars for short-distance trips, they shall be 

reimbursed based on the distance covered, in accordance with the United Nations 

country-specific reimbursement rates per mile or kilometer.  

8.7.6 Staff members electing to use their own cars shall be responsible for making 

appropriate insurance arrangements for the driver and any passengers.  The GGGI 

shall not be responsible for any damage caused by or to their vehicle. 

 
Variations from approved route, mode or standard of travel 

8.7.7 Staff members who wish to make travel arrangements that vary from the approved 

route, mode or standard of travel shall obtain permission to do so in advance and 

shall assume responsibility for any extra charges resulting from the variation. 

 

Mileage Accrual 

8.7.8  GGGI through a travel agency will track mileage accrual for each official travel. At 

such time the total accumulated mileage becomes usable, GGGI through a travel 

agency may invite the staff member to volunteer using these miles for certain 

travel, particularly travel that can be arranged and fixed well in advance, e.g. staff 

development-related travel or travel to meetings and conferences that are 

scheduled well in advance, such as annual board meeting, conference, etc. Staff 

member may also be invited to use these miles for upgrades to business class on 

itineraries that entitle them to business class, if, as a result, the actual cost to GGGI 
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will be reduced considerably.  If a staff member is volunteering to use accrued 

mileage for official travel, GGGI will cover the associated cost, e.g. all taxes and 

transaction costs if any. 

 

Rule 8.8  Accommodation expenses 
8.8.1 Accommodation expenses to be paid or reimbursed by the GGGI shall be 

calculated on the basis of the number of nights of lodging during the mission, 

excluding nights spent on an airplane or train and nights for which 

accommodation is provided by a Government or any organization or entity other 

than the GGGI, up to the published ceiling rate specified in the Maximum 

Reimbursable Amount for Travel (MRAT) report. 

8.8.2 Whenever possible and practicable, the GGGI shall make arrangements with 

appropriate hotels to provide accommodation to staff members on arrival at 

destination, and pay for the related costs either directly or through the use of a 

corporate credit card that may have been entrusted to the staff member 

concerned.  When a corporate credit card is used, the staff member shall obtain 

and retain hotel receipts and submit them promptly to the Finance office. 

8.8.3 When the staff member personally pays for accommodation costs, he or she shall 

claim reimbursement on the basis of hotel receipts up to the published ceiling rate 

specified in the Maximum Reimbursable Amount for Travel (MRAT) report, and in 

accordance with established procedures.  

Rule 8.9  Meals & incidental expenses 
8.9.1  Staff members on mission travel shall be paid cover the cost of meals & incidental 

expenses up to the published ceiling rate specified in the Maximum Reimbursable 

Amount for Travel (MRAT) report. 

8.9.2 Meals & incidental expenses shall be payable from the day of arrival at the mission 

destination, up to and including the day before the staff member begins return 

travel to the duty station.  However, when the return travel is to begin at 4pm or 

later, meals & incidental expenses shall be paid for that day. 

8.9.4 Whenever possible, the amount of meals & incidental expenses calculated on the 

basis of applicable rates as specified in the Maximum Reimbursable Amount for 

Travel (MRAT) report and scheduled duration of the approved mission travel shall 

be paid to the staff member prior to departure on mission travel.   

8.9.5 Any extension or reduction of the mission travel duration shall be explained by 

the staff member in the mission travel report required by Rule 8.5.  In such cases, 

the amount of meals & incidental expenses shall be recalculated and result either 

in an additional meals & incidental payment for any additional days, or in a 

recovery of meals & incidental amounts paid in respect of days in excess of the 

actual duration of the mission travel.   

8.9.6 Any claim for meals & incidental expenses not previously paid to the staff member 

shall be made in accordance with established procedures. 
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Rule 8.10 Airport transfer expenses 

8.10.1 An airport transfer expenses of up to USD70.00 each way shall be paid to staff 

members on departure and on arrival on any type of official travel listed in Rule 

8.1.1.   

8.10.2 The airport transfer expenses shall be deemed to cover all expenditures for 

transportation and incidental charges for transportation to and from the airport 

and the hotel or other accommodation.  

8.10.3 Claims for payment of airport transfer expenses shall be submitted on the basis of 

receipts for such expenses, and in accordance with established procedures.  In the 

event it is not possible to obtain receipts from a taxi or other form or transportation 

to and from the airport, the staff member shall submit a signed written explanation 

to that effect. 

Rule 8.11  Miscellaneous reimbursable travel expenses 

8.11.1 When incurring additional expenses in the course of authorized mission travel, staff 

members shall exercise the same care as a prudent person would exercise if 

travelling on personal business. 

8.11.2 Additional expenses that are incurred by staff members on mission travel and are 

reimbursable by the GGGI may include charges for:  

a. Postal, internet and long-distance telephone charges incurred for official 

purposes; 

b. Visas required for the country of destination; 

c. Excess luggage for the transportation of documents or equipment required 

for official purposes; 

d. Photocopy or reproduction of official documents; 

e. Significant foreign currency commissions; 

f. Excess luggage for personal items in case of travel for extended periods of 

time; 

g. Exceptional and unforeseen expenses directly related to the mission.   

8.11.3 Claims for reimbursement of miscellaneous travel expenses incurred by the staff 

member, together with related receipts, shall be submitted to the Finance office in 

accordance with established procedures.  Upon confirmation that such expenses 

were necessary for the performance of the mission, the confirmed amount shall be 

reimbursed to the staff member.  

Rule 8.12  Relocation allowance 

8.12.1 The relocation allowance is a lump-sum payment made to staff members in the 

Executive and Professional categories who are authorized to travel under Rule 8.1 

on appointment, transfer or assignment for one year or longer to another duty 
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station, and on separation from service, provided they have served at least one year 

at the duty station to which they had been appointed or assigned. 

8.12.2 The allowance shall be the GGGI’s sole contribution to the cost of unaccompanied 

shipments of personal effects and household goods to and from the duty station.  

8.12.3 Staff members serving on a fixed-term appointment who are authorized to travel to 

a duty station from a location outside the country of that duty station shall be paid 

a relocation allowance as follows:  

a. USD10,000 if they have no spouse or dependent children; 

b. USD15,000 if they have a spouse or dependent children defined under Rules 

4.1.8 and 4.1.9. 

On separation from service, the same amount shall be paid to staff members 

authorized to travel from the last duty station to a location outside the country of 

that duty station, provided the staff member has completed at least one year of 

service in the duty station. 

8.12.4 Staff members serving on fixed-term appointments who are authorized to travel to 

a duty station from a location within the country of that duty station but beyond 

commuting distance from that duty station shall be paid:  

a. USD3,000 if they have no spouse or dependent children; 

b. USD6,000 if they have a spouse or dependent children defined under Rules 

4.1.8 and 4.19. 

On separation from service, the same amount shall be paid to staff members 

authorized to travel from the last duty station to a location within the country of 

that duty station but beyond commuting distance from that duty station, provided 

the separation does not result from a resignation after less than one year of service 

at the duty station to which he or she had been appointed or assigned for one year 

or longer. 

8.12.5 A staff member with spouse or dependent children defined under Rules 4.1.8 and 

4.19 but initially travelling alone to the duty station will receive USD10,000 

relocation allowance.  The staff member will receive the balance of USD5,000 

when the spouse or dependent children subsequently joins the staff member in 

the duty station provided that the transfer of the dependents take place within 

one (1) year from appointment date.  Staff members serving on a short-term 

appointment of at least six months who are authorized to travel to or from the 

duty station are entitled on arrival to the duty station and departure from the duty 

station on separation from service to a relocation allowance of USD1,200. 

8.12.6 Staff members entitled to payment of a relocation allowance in respect of travel to 

a new duty station shall also be granted special leave with pay in accordance with 

Rule 6.5.4. 
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Rule 8.13  Transportation of decedents 

8.13.1 On the death of a staff member or a family member whom the GGGI has the 

obligation to repatriate under Rules 8.1 or 8.2, the GGGI shall pay the expenses of 

preparing and transporting the remains in accordance with established procedures.  
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STAFF REGULATIONS 

ARTICLE 9:  STAFF RELATIONS 
 

Regulation 9.1 
 
The Director-General shall establish and maintain continuous contact and communication 

with the staff in order to ensure the effective participation of the staff in identifying, examining 

and resolving issues relating to human resources policies, conditions of work and staff welfare. 

 

To this end, Director-General shall explore establishment of an external ombudsman. 
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STAFF RULES 

Chapter 9:  Staff relations 
 
 

Rule 9.1  Staff Association  

9.1.1 Staff members of the GGGI may establish a Staff Association representing all the 

GGGI staff members with a view to facilitating their effective participation in 

identifying, examining and resolving issues relating to human resources policies, 

conditions of work and staff welfare, consistent with Regulation 9.1.  

9.1.2 The Staff Association shall be organized in such a way as to afford equitable 

representation to all staff members, by means of elections that shall take place at 

least biennially under electoral regulations drawn up by the Staff Association and 

agreed to by the Director-General.  

9.1.3 The Staff Association shall be entitled to initiate and present proposals for the 

purposes set forth in Regulation 9.1. 
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STAFF REGULATIONS 
 

ARTICLE 10:  SEPARATION FROM SERVICE 
 

Regulation 10.1 
Resignation 
 
Staff members may resign from service upon giving the Director-General the notice required 

under the terms of their appointment.  The Director-General and the staff member concerned 

may agree on a shorter or a longer notice period.  

Regulation 10.2 
Termination of appointment by the Director-General 
 

(a)  The Director-General may terminate the appointment of a staff member who holds a 

temporary or a fixed-term appointment prior to the expiration date of the appointment in 

accordance with the terms of such appointment or for any of the following reasons: 

i. if the necessities of service require abolition of the post or reduction of the 

staff; 

ii. if the services of the staff member prove unsatisfactory; 

iii. if the staff member is, for reasons of health, incapacitated for further service; 

iv. if the conduct of the staff member indicates that the staff member does not 

meet the highest standards of integrity required by regulation 2.4;  

v. if facts anterior to the appointment of the staff member and relevant to his or 

her suitability come to light that, if they had been known at the time of his or 

her appointment, would have precluded his or her appointment; 

vi. in the interest of the good administration of the GGGI, provided that the action 

is not contested by the staff member concerned. 

(b)  The Director-General shall give reasons for the termination of the appointment of a 

staff member. 

(c)  If the Director-General terminates an appointment, the staff member shall be given 

such notice and such indemnity payment as may be applicable under the GGGI Staff 

Regulations and Rules.  Payment of termination indemnity shall be made by the Director-

General in accordance with the rates and conditions specified in Annex III to these regulations. 
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STAFF RULES 

Chapter 10:  Separation from service 
 

Rule 10.1 Definition 

10.1.1  “Separation from service” means the administrative process through which a 

person previously employed as a staff member by the GGGI will no longer have that 

status, and at the end of which his or her final entitlements will be established and 

settled.  Separation from service may be as a result of any of the following:  

a. Resignation; 

b. Abandonment of post; 

c. Expiration of appointment; 

d. Retirement; 

e. Non-confirmation of appointment; 

f. Termination of appointment; 

g. Death of the staff member. 

Rule 10.2  Resignation 

10.2.1 Resignation is a separation initiated by the staff member by submitting a written 

resignation to the Director-General.   

10.2.2 Staff members on a fixed-term appointment shall give not less than 30 calendar 

days’ written notice of resignation. 

10.2.3 Staff members on a short-term appointment shall give not less than 15 calendar 

days’ written notice.   

10.2.4 The Director-General may accept a resignation on shorter notice. 

10.2.5 No termination indemnity is payable in cases of resignation. 

Rule 10.3  Abandonment of post 

10.3.1 Abandonment of post is a separation from service initiated by a staff member 

other than by resignation.   

10.3.2 Absence from work in cases other than duly authorized leave (annual leave, 

special leave, sick leave, maternity, paternity or adoption leave) shall be reported 

by the Director of the office concerned to the Human Resources office no later 

than the second day of absence.  Subsequently: 

a. The staff member shall be requested to explain his or her absence and to 

return to work immediately in the absence of a legitimate reason for the 

absence.  The same communication shall remind the staff member of staff 
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regulation 6.1(b) which provides that no salary shall be paid to staff 

members in respect of periods of unauthorized absence from work unless 

such absence was due to reasons beyond their control. 

b. In the absence of a reason acceptable by the Director-General, the staff 

member shall be instructed to return to work within a specified period, 

and shall be advised that failure to do so shall be treated as abandonment 

of post on his or her part and lead to separation from service. 

c. Failure to return to work within the specified period shall constitute 

abandonment of post and the staff member shall be separated from 

service. 

10.3.3 Separation as a result of abandonment of post shall not constitute “termination” 

within the meaning of the Staff Regulations and Rules. No notice period shall be 

required to be given by the Director-General and no termination indemnity shall 

be paid.  

Rule 10.4  Expiration of appointment 

10.4.1 Fixed-term and short-term appointments shall expire automatically and without 

prior notice on the expiration date specified in the letter of appointment.  No 

termination indemnity is payable. 

10.4.2 Whenever possible, the staff member shall be informed in advance of the Director-

General’s decision not to renew or extend the appointment at least 30 days before 

the expiration date of a fixed-term appointment, and at least 15 days before the 

expiration date of a short-term appointment. 

10.4.3 No termination indemnity is payable upon separation as a result of expiration of a 

fixed-term or short-term appointment. 

Rule 10.5  Retirement 

10.5.1 Staff members shall retire when they reach the age of 65.  Separation from service 

on retirement shall be effective on the last day of the month in which the staff 

member reaches retirement age. 

10.5.2 The Director-General has discretion to extend the appointment of a staff member 

beyond the normal age of retirement when he or she considers that the continued 

services of the staff member is essential to the operation of the GGGI. 

10.5.3 No termination indemnity is payable upon separation due to retirement.  

Rule 10.6  Non-confirmation of appointment 

10.6.1 When a staff member’s performance and/or conduct during the probationary 

period required by staff regulation 5.4(c) and rule 5.7 have been assessed 

negatively, the appointment shall not be confirmed and the staff member shall be 

separated from service. 



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

63 

10.6.2 The Director-General shall consider the Probation Assessment prepared in 

accordance with rules 5.7.5 or 5.7.6, as appropriate, prior to making a decision 

whether or not to confirm the appointment at the end of the probationary period.  

10.6.3 Should the Director-General decide to terminate the appointment during or at the 

end of the probation period, the staff member concerned shall be informed in 

writing of the decision and of its grounds, and shall be given one week’s notice of 

termination or receive compensation of one week’s salary in lieu of notice.1 

10.6.4 In accordance with paragraph c(ii) of Annex III to the Staff Regulations, no 

termination indemnity shall be payable on non-confirmation of appointment. 

Rule 10.7  Termination of appointment 

10.7.1 “Termination” within the meaning of the Staff Regulations and Rules is a 

separation from service initiated by the Director-General. 

10.7.2 The Director-General may terminate the appointment of a staff member who 

holds a short-term or fixed-term appointment prior to the expiration date of the 

appointment in accordance with the terms of the appointment or on any of the 

following grounds: 

a. The necessities of service require abolition of the post or reduction of the 

staff; 

b. The services of the staff member prove unsatisfactory; 

c. The staff member is, for reasons of health, incapacitated for further service; 

d. The conduct of the staff member indicates that the staff member does not 

meet the standards required by staff regulation 2.4;  

e. Facts anterior to the appointment of the staff member and relevant to his or 

her suitability come to light that, if they had been known prior to 

recruitment, would have precluded the appointment of the staff member; 

f. Dismissal or summary dismissal in accordance with staff regulation 11.1 

and chapter 11 of the Staff Rules; 

g. The interest of the good administration of the GGGI, provided that the action 

is not contested by the staff member concerned. 

 

10.7.3  In the event the Director-General terminates an appointment, the staff member 

shall be informed of the grounds for such termination and be given notice as 

follows: 

a. 30 calendar days for fixed-term appointments; 

b. 15 calendar days for short-term appointments. 

No notice shall be required in cases of summary dismissal imposed under staff 

regulation 11.1(b). 

                                                           
1 This is a more suitable location for the provision in rule 5.7.7, which would be moved and be 
renumbered 10.6.3. 



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

64 

10.7.4 Payment of a termination indemnity shall be made by the Director-General in 

accordance with the rates and conditions specified in Annex III to the Staff 

Regulations and rule 10.8.  

Rule 10.8  Termination indemnity 

10.8.1 Payment of a termination indemnity under Annex III to the Staff Regulations shall 

be calculated on the basis of the net base salary payable to the staff member as of 

the effective date of separation. 

10.8.2 Length of service for purposes of computing the termination indemnity shall 

comprise the total period of a staff member’s full-time continuous service.  Periods 

of special leave with partial pay or without pay of one month or longer shall not be 

taken into account when determining the length of service for purposes of 

computing the termination indemnity. 

Rule 10.9  Commutation of annual leave 

10.9.1  When staff members separating from service have unused annual leave, they shall 

be paid a sum of money in commutation of such leave up to the maximum number 

of days specified by rule 6.3.7.  

10.9.2 The payment shall be computed as follows: 

a. For staff in the Executive and Professional categories, at the daily rate of 

1/22 of the total monthly amount computed on the basis of the staff 

member’s net base salary plus any hardship, dispatch, and cost-of-living 

allowances that may be applicable;   

b. For staff in the General/Junior Program Personnel category, at the daily rate 

of 1/22 of the monthly amount computed on the basis of the staff member’s 

net base salary.   

Rule 10.10  Restitution of advance annual and sick leave 

10.10.1 When a staff member has taken advance annual or sick leave that has not been 

offset by leave accrued before the date of separation, the resulting negative leave 

balance shall be restituted by the staff member by means through deduction from 

final payments or by direct payment by the staff member. 

10.10.2 The amount to be restituted shall be computed by using the formula defined in 

Rule 10.9.2, as appropriate.   

10.10.3 The Director-General may waive the requirement to restitute advance annual and 

sick leave if, in his or her opinion, there are exceptional or compelling reasons for 

doing do. 

Rule 10.11  Return of GGGI property and documents 

10.11.1 Upon separation from service, the staff member shall return to the GGGI without 

delay any and all GGGI property and documents. 
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10.11.2 Property to be returned includes any equipment entrusted to the staff member for 

the performance of his or her official functions, including but not limited to 

telephone(s), computers and other IT equipment, together with passwords; key 

cards, identification cards and medical insurance cards. 

10.11.3  Documents to be returned include any work-related documents, including but not 

limited to any documents, transcripts or notes in the possession or under the 

control of the staff member containing confidential information or otherwise 

relating to the activities of the GGGI. 

Rule 10.12  Certificate of service 

10.12.1 Any staff member who so requests shall, on leaving the service of the GGGI, be 

given a statement relating to the nature of his or her duties and the length of 

service.   

10.12.2 Upon written request from the staff member, the statement issued by the GGGO 

shall also refer to quality of work and official conduct of the staff member 

concerned. 
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STAFF REGULATIONS 

ARTICLE 11: DISCIPLINARY MEASURES 
 

Regulation 11.1 

 

(a)  The Director-General may impose disciplinary measures on staff members who 

engage in misconduct. 

(b)  The Director-General may summarily dismiss a staff member for serious misconduct. 
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STAFF RULES 

Chapter 11. -  Disciplinary measures 

Rule 11.1  Misconduct leading to the imposition of disciplinary 
measures 

11.1.1 Misconduct occurs when a staff member, by act or omission, fails to comply with 

his or her obligations under the Staff Regulations and Rules, including the Code of 

Conduct; the Financial Regulations and Rules; and instructions or directives 

issued by the Director-General. 

11.1.2 Examples of misconduct include, but are not limited to: 

a. Unlawful acts (e.g., theft, fraud, possession or sale of illegal substances, 

smuggling) on or off GGGI premises, and whether or not the staff member 

was officially on duty at the time; 

b. Misrepresentation, forgery or false certification in connection with any 

GGGI claim or benefit, including failure to disclose a fact material to that 

claim or benefit; 

c. Assault upon, harassment of, or threats to other staff members; 

d. Misuse of GGGI property, equipment or files, including electronic files; 

e. Misuse of office; abuse of authority; breach of confidentiality;  

f. Repeated failure to respect working hours by late arrival, early departure, 

or unauthorized absence from the office during working hours; 

g. Unauthorized outside activities, remunerated or non-remunerated, when 

such activities conflict with the performance of official duties or are in 

conflict with the interests of the GGGI; 

h. Abuse of any privileges, exemptions and immunities granted to the GGGI; 

i. Acts or behavior that could damage the reputation or credit of the GGGI. 

Rule 11.2  Notification of charges and reply 

11.2.1 Prior to the imposition of any disciplinary measure listed in rule 11.4.2, the 

following requirements shall be observed: 

a. The staff member shall be notified in writing of the charges made against 

him or her and be provided with a copy of any supporting evidence; 

b. At the same time, the staff member shall be given the opportunity to 

respond in writing to the charges and to submit any countervailing 

evidence within eight calendar days.  This period may be shortened if the 

urgency of the situation so requires. 
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11.2.2 The Director-General, taking into account the staff member’s response to the 

charges and the evidence he or she may have provided, shall decide whether to 

close the case or to refer the case to the machinery with Management Committee 

participation established under staff regulation 11.2 for advice on the imposition 

of one or more of the disciplinary measures listed in rule 11.4. 

Rule 11.3  Administrative leave 

11.3.1 The Director-General may place a staff member on administrative leave pending 

completion of the disciplinary process when the nature and the gravity of the 

alleged misconduct could pose a danger to the GGGI or to other staff members.   

Such placement is without prejudice to the rights of the staff member and does not 

constitute a disciplinary measure. 

11.3.2 A staff member placed on administrative leave shall be informed in writing of the 

reason(s) for such leave and of its probable duration, which shall not normally be 

for more than three months. 

11.3.3 Administrative leave shall normally be with full pay.  In exceptional 

circumstances, the Director-General may decide that administrative leave without 

pay is warranted. If the staff member is placed on administrative leave without 

pay and the charges are subsequently dropped or found not to warrant dismissal, 

the staff member shall retroactively be restored in full pay status. 

11.3.4 A staff member placed on administrative leave may not enter GGGI premises 

without requesting and obtaining the Director-General’s permission.  

Rule 11.4  Disciplinary measures 

11.4.1 Once the Director-General has determined that misconduct has occurred, one or 

more disciplinary measures proportionate to the gravity of the misconduct may be 

imposed. 

11.4.2 Disciplinary measures may take the form of one or more of the following: 

a. Written censure; 

b. Deferment for a specified period of eligibility to be considered for a salary 

increment within the same pay band or for promotion to a higher grade 

level; 

c. Salary decrease by lowering the placement of the staff member within a 

pay band or by demoting the staff member to a lower grade level;  

d. Suspension on half pay for a specified period;  

e. Dismissal; 

f. Summary dismissal, in which case the staff member shall be dismissed 

without prior notice and shall not receive any termination indemnity.  

11.4.3 An oral or written reprimand given by a supervisor is not a disciplinary measure 

and shall not require compliance with the provisions of rule 11.2. 
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Rule 11.5  Confidentiality of disciplinary proceedings 

11.5.1 Inclusion in the official record of service of a staff member of documents relating 

to a disciplinary proceeding shall be limited to the following: 

a. The Director-General’s letter informing the staff member concerned of the 

decision to impose one or more disciplinary measures; and  

b. Related communications required for the implementation of such decision. 

11.5.2 Any other documents, including the disciplinary charges and related evidence, and 

the staff member’s comments and related evidence, shall remain confidential and 

may not be included in the staff member’s official record of service with the GGGI. 
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STAFF REGULATIONS 

ARTICLE 12:  ADMINISTRATION OF JUSTICE 
 

Regulation 12.1 

Staff members have the right to appeal against administrative decisions affecting them 

directly. The appeal must be based on an alleged non-observance of their terms of 

appointment, including pertinent Staff Regulations and Rules.  

 

Regulation 12.2 

The Director-General shall establish machinery with staff participation to advise him or her 

on appeals submitted by staff members against administrative decisions affecting them 

directly. 

 

Regulation 12.3 

The Director-General shall make arrangements for staff members dissatisfied with the 

outcome of the internal appeal process under regulations 12.1 and 12.2, to have access to an 

independent arbitral mechanism if they wish to present a recourse against the validity of the 

final decision taken by the Director-General. 
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STAFF RULES 

Chapter 12:  Appeals and administration of justice 

Rule 12.1  Right to appeal 

12.1.1 Staff members have the right to appeal against administrative decisions affecting 

them directly.  The appeal must be based on an alleged non-observance of their 

terms of appointment, including pertinent Staff Regulations and Rules. 

12.1.2 An appeal against an administrative decision shall not have the effect of 

suspending action on the contested decision.  

Rule 12.2  Mediation 

12.2.1 Staff members and managers are strongly encouraged to address and resolve 

work conflicts, concerns or issues between and among themselves.  Staff members 

may discuss with the manager concerned a conflict, concern or issue affecting 

them with a view of reaching a mutually acceptable solution.  Staff members who 

are unable to resolve such conflict, concern or issue, or do not feel comfortable 

approaching the manager concerned may refer the matter to mediation. 

Misconduct cases are not appropriate for mediation. 

12.2.2  The Director-General will engage an external Mediator and designate staff 

members who shall be trained as Mediators.  Staff members designated as 

Mediators are well respected by peers across GGGI by virtue of their professional 

ethics and standards, and knowledge of the mandate and principles of GGGI.  The 

Mediators are available to facilitate effective communication between staff 

members and managers, and assist them in reaching a mutually acceptable 

solution. 

12.2.3 At any time a manager is considering an employment-related matter for decision, 

a staff member who would be directly affected by such decision may refer the 

matter to a Mediator of his or her choice.  The Mediator will have 5 working days 

to reach a mutual resolution through mediation. If no resolution is reached, the 

manager will proceed with making the decision. 

12.2.4 Upon receipt of an administrative decision, a staff member may send a written 

request to a Mediator of his/her choice before initiating the internal appeals 

process.  Upon receipt by the Mediator of a written request for mediation, the 

running of the time limit for internal appeals under Rule 12.3.1 shall be 

suspended.  

12.2.5 Upon notice by the Mediator that mediation is not successful, the staff member 

shall have the remainder of the time limit for filing an appeal under Rule 12.3.1.  

The Mediator shall have 15 calendar days to facilitate the mediation process.  

Upon expiry of the time limit for mediation or sooner when it is apparent that no 

resolution is possible, the Mediator shall inform both parties that mediation is not 

successful. 
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12.2.6 The Mediators shall maintain confidentiality with respect to all matters, 

documents and identities of the persons coming before them, except insofar as 

disclosures may be necessary to enable the Mediators to carry out the mediation.  

The Mediators shall not be compelled to testify or produce evidence in the internal 

appeals process or the independent arbitral mechanism. 

Rule 12.3  Internal appeal process 

12.3.1 Staff members may appeal an administrative decision other than misconduct to 

the Director-General.  Staff members shall submit an appeal in writing within 30 

calendar days of being informed of the administrative decision.  However, staff 

members have only 15 calendar days to submit the appeal in writing against a 

decision taken under Rule 10.5 not to confirm a staff member’s appointment 

based on a negative assessment of a staff member’s performance and/or conduct 

during a probationary period. 

12.3.2 Director General, within 15 days of receipt of the submission of the appeal, shall 

either provide a written response to the appeal or inform the staff member that a 

peer review panel provided under Staff Regulation 12.2 would be convened.   

12.3.2  A peer review panel constituted by the Director-General shall be composed of (i) a 

member appointed by the Director-General; (ii) a member designated by the staff 

of the GGGI and subsequently appointed by the Director-General; (iii) a 

chairperson appointed by the Director-General after consultation with the staff 

designated member of the Board.   Members of the peer review panel shall be at 

least at the grade level of the appellant. 

12.3.3 The peer review panel shall consider the appeal expeditiously and advise the 

Director-General of its findings and recommendations.  In making its 

recommendation, the peer review panel shall consider only whether the 

applicable procedures were followed and whether the decision was improperly 

motivated by prejudice or some other extraneous factor.   The Director-General 

shall make a final decision on the appeal, in light of the findings and 

recommendations of the peer review panel. 

12.3.4 If the staff member is not satisfied with the answer received, or if no answer is 

received, or no notice is received that a peer review panel had been constituted 

within 15 days of receipt of the appeal, the staff member may challenge the 

Director-General’s final decision before the independent arbitral mechanism 

provided under Staff Regulation 12.3 within thirty (30) calendar days from receipt 

of the reply or decision or if no answer is received.  

Rule 12.4  Appeal against disciplinary measure for misconduct 

12.4.1 Decisions to impose disciplinary measures may be appealed directly to the 

independent judicial or arbitral mechanism provided under Staff Regulation 12.3. 

The time limit for submitting such appeals shall be 30 calendar days after 

notification of the disciplinary measure.  
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Rule 12.5  Access to an independent arbitral mechanism  

12.5.1 In accordance with Staff Regulation 12.3, the Director-General shall make 

arrangements to give staff members access to an independent arbitral mechanism 

when they wish to seek review of the final decision taken by the Director-General. 

  



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

74 

STAFF REGULATIONS 

ARTICLE 13:   GENERAL PROVISIONS 
  

Regulation 13.1 
Amendments 
 

The present regulations may be amended by the Council, without prejudice to the acquired 

rights of staff members. 

 

Regulation 13.2 
Staff Rules 
 
The Director-General shall provide and enforce such Staff Rules as he or she considers 

necessary in order to implement these regulations.  

 

Regulation 13.3 
Entry into force of new and amended Staff Rules 
 

(a)  New and/or amended Staff Rules shall be provisional until the requirements of the 

present regulation have been met. Provisional Staff Rules or amendments do not give rise to 

acquired rights for staff members. 

(b)  The Director-General shall report to the Council the full text of provisional new and/or 

amended Staff Rules.  Should the Council find that a provisional rule or amendment is 

inconsistent with the intent and purpose of the Staff Regulations, it may direct that the rule or 

amendment be withdrawn or modified. 

(c)  The provisional rules and amendments reported by the Director-General, taking into 

account such modifications and/or deletions as may be directed by the Council, shall enter 

into full force and effect no later than thirty days after the end of the Council meeting having 

considered the provisional rules or amendments, unless the Council decides on a different date. 
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STAFF RULES 

Chapter 13: General provisions 

Rule 13.1  Purpose of the Staff Rules 

13.1.1 The Staff Rules are issued by the Director-General to implement the provisions of 

the Staff Regulations as necessary.  

Rule 13.2  Relationship between Staff Regulations and Staff Rules 

13.2.1 In the event of conflict between the Staff Regulations and the Staff Rules, the Staff 

Regulations shall prevail. 

Rule 13.3  Amendments to the Staff Rules 

13.3.1 Subject to staff regulation 13.3, the Staff Rules may be amended by the Director-

General in a manner consistent with the Staff Regulations. 

Rule 13.4  Exceptions to the Staff Rules 

13.4.1 The Director-General may make exceptions to the Staff Rules provided that the 
following requirements are met: 

a. The exception is not inconsistent with any staff regulation or other decision 

of the Council; 

  

b. The exception is agreed to by the staff member directly affected and is, in 

the opinion of the Director-General, not prejudicial to the interests of any 

other staff member or group of staff members. 
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ANNEXES TO THE STAFF REGULATIONS 

Annex I  
GGGI Grade and Salary scales 
 
 

Grade and Salary Scales effective January 1, 2017 
 

Note: This Annex 1 provides a list of grade and salary scales for international positions 

and national positions locally applicable in 26 countries, effective January 1, 2017.  There 

has been no change made to annual base salary and bonus of Executive positions.   

 

1. Grade and salary scale for Executive positions 

2. Grade and Salary scale for International positions 

3. Grade and Salary scale for national positions in Cambodia 

4. Grade and Salary scale for national positions in China  

5. Grade and Salary scale for national positions in Colombia 

6. Grade and Salary scale for national positions in Ethiopia 

7. Grade and Salary scale for national positions in Fiji 

8. Grade and Salary scale for national positions in India 

9. Grade and Salary scale for national positions in Indonesia 

10. Grade and Salary scale for national positions in Jordan 

11. Grade and Salary scale for national positions in Kiribati 

12. Grade and Salary scale for national positions in the Republic of Korea 

13. Grade and Salary scale for national positions in the Lao People’s Democratic 

Republic  

14. Grade and Salary scale for national positions in Mexico 

15. Grade and Salary scale for national positions in Mongolia 

16. Grade and Salary scale for national positions in Morocco 

17. Grade and Salary scale for national positions in Myanmar 

18. Grade and Salary scale for national positions in Nepal 

19. Grade and Salary scale for national positions in Peru 

20. Grade and Salary scale for national positions in the Philippines 

21. Grade and Salary scale for national positions in Rwanda 

22. Grade and Salary scale for national positions in Senegal 

23. Grade and Salary scale for national positions in Thailand 

24. Grade and Salary scale for national positions in the United Arab Emirates 

25. Grade and Salary scale for national positions in Uganda 

26. Grade and Salary scale for national positions in the United Kingdom 

27. Grade and Salary scale for national positions in Vanuatu 

28. Grade and Salary scale for national positions in Vietnam 
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GGGI ANNUAL BASE SALARY SCALE FOR EXECUTIVES 

      

CURRENCY  USD    

      

GGGI GRADE Annual Base Salary and Bonus 

Director-General Up to 286,110 and up to 10% bonus 

Deputy Director-General Up to 220,560 and up to 10% bonus 

Assistant Director-General Up to 210,160 and up to 10% bonus 

   

        

 

 

GGGI ANNUAL BASE SALARY SCALE FOR INTERNATIONAL 

POSITIONS 

      

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X13 150000 171550 193100 

X12 121000 143000 165000 

X11 100000 122500 145000 

X10 81000 103000 125000 

X9 64000 82000 100000 

X8 52000 66500 81000 

   

      

Benchmarked to Current C1-C5 scales    
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name CAMBODIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 52003 61489 70974 

X10 44455 52327 60199 

X9 38031 44768 51505 

X8 32645 38334 44023 

X7 28939 34433 39926 

X6 21757 25933 30108 

X5 16477 19567 22657 

X4 12531 14827 17123 

X3 9946 11767 13588 

X2 7890 9341 10791 

X1 6264 7412 8560 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Oct-14 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name CHINA     

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 124134 163434 202734 

X10 105100 138690 172280 

X9 79260 105098 130937 

X8 59385 79260 99135 

X7 53143 68937 84731 

X6 40287 51941 63594 

X5 32225 41324 50423 

X4 26690 34141 41593 

X3 22468 28722 34976 

X2 18894 24192 29489 

X1 16013 20427 24841 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Apr-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name COLOMBIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 98407 126951 155495 

X10 77855 100690 123525 

X9 57458 74628 91798 

X8 41775 54588 67402 

X7 32121 42032 51944 

X6 26036 33913 41791 

X5 21527 27879 34232 

X4 17835 23046 28256 

X3 14759 19033 23307 

X2 12195 15757 19318 

X1 10155 13074 15993 

   

Benchmarked to ICSC scale (Gross) of the Country effective  May-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name ETHIOPIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 29558 37787 46016 

X10 25339 32329 39318 

X9 21694 27725 33756 

X8 19130 24445 29760 

X7 19060 25806 32551 

X6 16583 22368 28152 

X5 14285 19212 24138 

X4 11432 15284 19136 

X3 9063 12137 15211 

X2 7081 9480 11878 

X1 5494 7346 9198 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Jan-16 

  

      

        

 

 

  



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

82 

GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name FIJI    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 72685 81474 90263 

X10 61799 69380 76961 

X9 48079 53910 59741 

X8 35830 40077 44324 

X7 24869 29170 33471 

X6 20756 24367 27979 

X5 17171 20166 23161 

X4 14191 16585 18980 

X3 11630 13570 15510 

X2 9536 11120 12705 

X1 7815 9115 10414 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Jul-15 

  

      

        

 

 

  



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

83 

 

GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name INDIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 66964 85289 103614 

X10 46665 59601 72536 

X9 32858 41599 50340 

X8 23383 29468 35552 

X7 21760 28057 34354 

X6 16323 21063 25803 

X5 12368 15848 19329 

X4 9581 12242 14904 

X3 7820 9993 12165 

X2 6740 8613 10485 

X1 5862 7490 9119 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Jul-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name INDONESIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 69655 92781 115908 

X10 55024 73680 92336 

X9 40873 54675 68477 

X8 30059 39826 49592 

X7 26282 33987 41691 

X6 19394 25021 30649 

X5 14362 18499 22636 

X4 10717 13695 16672 

X3 8004 10227 12451 

X2 6013 7683 9353 

X1 4518 5773 7028 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Jun-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name JORDAN    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 80962 106278 131594 

X10 62759 82856 102952 

X9 49085 64649 80213 

X8 39762 52111 64461 

X7 33817 44769 55721 

X6 27287 36055 44823 

X5 22190 29283 36376 

X4 18248 24069 29890 

X3 15099 19811 24524 

X2 12506 16346 20187 

X1 10437 13612 16787 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Jun-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name KIRIBATI    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 25576 30409 35241 

X10 21157 25188 29219 

X9 17511 20849 24187 

X8 15777 19403 23029 

X7 14592 17298 20003 

X6 12931 15818 18706 

X5 10513 12849 15185 

X4 8478 10363 12249 

X3 6783 8293 9802 

X2 5424 6632 7840 

X1 4341 5307 6273 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Jul-10 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name REPUBLIC OF KOREA   

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X7 55000 68000 81000 

X6 45000 60000 75000 

X5 34000 44500 55000 

X4 28000 36000 44000 

X3 24000 27000 30000 

X2 22000 24000 26000 

X1 20600 22300 24000 

   

Based on the current GGGI G1-G3 

Scales    
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name LAO DEMOCRATIC PEOPLE’S REPUBLIC   

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 43338 56445 69551 

X10 32608 42181 51754 

X9 24843 32031 39219 

X8 20349 26291 32232 

X7 16395 19945 23494 

X6 13441 16274 19107 

X5 11484 13910 16336 

X4 9820 11888 13956 

X3 8391 10163 11935 

X2 7232 8763 10294 

X1 6696 8110 9523 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Mar-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name MEXICO    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 91793 116471 141150 

X10 79138 100597 122056 

X9 65043 82916 100789 

X8 51021 65327 79633 

X7 38860 48631 58402 

X6 30962 38525 46087 

X5 25176 31221 37267 

X4 20500 25348 30196 

X3 17729 21921 26113 

X2 15319 18964 22609 

X1 13282 16422 19562 

   

Benchmarked to ICSC scale (Gross) of the Country effective  

X1-X7-OCT 

2015 

X8-X11- OCT 

2014 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name MONGOLIA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 35860 43285 50711 

X10 33741 40733 47724 

X9 31797 38349 44901 

X8 29371 35385 41399 

X7 24053 28906 33758 

X6 21366 25697 30029 

X5 18148 21852 25557 

X4 15339 18423 21507 

X3 12888 15403 17919 

X2 10834 12939 15043 

X1 8322 9939 11557 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Jan-16 

  

      

 

 

  



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

91 

GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name MOROCCO    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 111006 142927 174848 

X10 85355 110294 135232 

X9 65316 84799 104282 

X8 51485 67186 82888 

X7 35234 44036 52837 

X6 28696 35763 42830 

X5 23360 29023 34686 

X4 18986 23625 28264 

X3 15366 19089 22811 

X2 12493 15435 18378 

X1 10157 12527 14897 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Feb-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name MYANMAR    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 35581 45878 56174 

X10 32864 42344 51823 

X9 28190 36245 44300 

X8 23732 30488 37244 

X7 21174 26870 32566 

X6 18523 23480 28436 

X5 16247 20537 24826 

X4 14252 17952 21652 

X3 12288 15436 18584 

X2 10416 13083 15749 

X1 8675 10905 13135 

  

Benchmarked to ICSC scale (Gross) of the Country 

effective  Oct-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name NEPAL    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 38328 51696 65064 

X10 31134 41668 52203 

X9 25358 33853 42348 

X8 19614 26132 32651 

X7 15842 21304 26767 

X6 13093 17529 21965 

X5 10820 14409 17997 

X4 9017 11993 14968 

X3 7577 10078 12578 

X2 6367 8469 10570 

X1 5396 7177 8958 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Jul-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name PERU    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 100529 127527 154524 

X10 89992 114300 138608 

X9 78983 100489 121995 

X8 67321 85864 104408 

X7 56812 71368 85924 

X6 43052 54190 65329 

X5 35367 44308 53249 

X4 29082 36283 43483 

X3 24100 29991 35883 

X2 19947 24782 29617 

X1 17084 21252 25420 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  

X1-X7-APR 

2015 

X8-X11- NOV 

2013 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name PHILIPPINES    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 65832 89983 114134 

X10 46133 63193 80253 

X9 33145 44968 56790 

X8 24880 33602 42324 

X7 18423 24881 31338 

X6 15740 21193 26647 

X5 13453 18045 22637 

X4 11401 15220 19039 

X3 9581 12774 15968 

X2 8017 10690 13362 

X1 6709 8945 11182 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Jul-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name RWANDA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 84227 106207 128188 

X10 60701 77005 93308 

X9 44005 55706 67407 

X8 34185 43009 51832 

X7 28153 34559 40965 

X6 23317 28573 33829 

X5 19099 23443 27788 

X4 15619 19106 22593 

X3 12300 14953 17607 

X2 9599 11685 13771 

X1 7489 9127 10764 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Aug-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name SENEGAL    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 75967 98793 121618 

X10 57988 75827 93665 

X9 44453 58135 71817 

X8 34225 44478 54732 

X7 29860 38654 47448 

X6 23907 30869 37832 

X5 19270 24877 30483 

X4 15710 20261 24812 

X3 12983 16673 20363 

X2 10730 13714 16698 

X1 8868 11328 13787 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Jun-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name THAILAND    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 81708 112723 143738 

X10 64659 89671 114682 

X9 51040 71145 91251 

X8 40700 56528 72356 

X7 36686 51759 66832 

X6 30372 42502 54633 

X5 25157 35093 45029 

X4 20812 28970 37128 

X3 16523 22992 29461 

X2 13219 18301 23384 

X1 10575 14550 18524 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Jan-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name UNITED ARAB EMIRATES  

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11   0   

X10 190128 228503 266877 

X9 164384 197753 231122 

X8 142001 171016 200031 

X7 108665 131200 153735 

X6 93549 113143 132738 

X5 80404 97444 114484 

X4 68973 83792 98610 

X3 59087 71946 84804 

X2 51029 61915 72801 

X1 44022 53192 62361 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  Jul-10 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name UGANDA    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 78460 101863 125267 

X10 56622 73955 91288 

X9 40945 53534 66123 

X8 32325 42032 51739 

X7 21297 27480 33663 

X6 16874 21792 26709 

X5 13461 17332 21204 

X4 11034 14132 17230 

X3 9047 11558 14069 

X2 7537 9632 11728 

X1 6280 8025 9771 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Aug-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name UNITED KINGDOM   

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11   0   

X10   0   

X9   0   

X8   0   

X7 59766 72886 86005 

X6 52713 64451 76188 

X5 46643 57016 67389 

X4 41407 50455 59504 

X3 36730 44628 52525 

X2 32584 39533 46482 

X1 28996 35169 41342 

   

Benchmarked to ICSC scale (Gross) of the Country 

effective  May-15 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name VANUATU    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11   0   

X10 84659 101767 118876 

X9 60948 72230 83513 

X8 45825 54308 62792 

X7 41945 52204 62463 

X6 31060 38403 45745 

X5 23141 28493 33844 

X4 17188 21197 25206 

X3 12993 15941 18889 

X2 9843 12030 14218 

X1 7457 9114 10771 

   

Benchmarked to ICSC scale (Gross) of the Country effective  Nov-13 
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GGGI ANNUAL BASE SALARY SCALE FOR NATIONAL POSITIONS 

Country Name VIETNAM    

CURRENCY  USD    

      

GGGI GRADE Entry Mid Maximum 

X11 77042 102796 128549 

X10 57754 77484 97214 

X9 44901 59956 75010 

X8 36186 47947 59707 

X7 26277 33108 39939 

X6 20990 26497 32003 

X5 17025 21428 25831 

X4 14070 17618 21165 

X3 11726 14658 17590 

X2 9772 12216 14660 

X1 8143 10180 12217 

  

Benchmarked to ICSC scale (Gross) of the Country effective  Oct-15 
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Annex II  
Letters of appointment 
 

(a) The letter of appointment shall state:  

i. that the appointment is subject to the provisions of the Staff Regulations, the Staff 

Rules including the Code of Conduct applicable to the category of appointment in 

question and to changes which may be duly made in such regulations and rules 

from time to time; 

ii. the nature of the appointment;  

iii. the date at which the staff member is required to enter upon his or her duties;  

iv. the period of appointment, the notice required to terminate it and the period of 

probation, if any;  

v. the category, level, commencing rate of salary and information on the scale of 

increments, if applicable;  

vi. any special conditions which may be applicable;  

vii. [for temporary appointments:] that a temporary appointment does not carry any 

expectancy, legal or otherwise, of renewal. A temporary appointment shall not be 

converted to any other type of appointment;  

viii. [for fixed-term appointments:] that a fixed-term appointment does not carry any 

expectancy, legal or otherwise, of renewal or conversion, irrespective of the 

length of service or its extension. 

(b) A copy of the Staff Regulations and of the Staff Rules including the Code of Conduct shall 

be transmitted to the staff member with the letter of appointment. In accepting appointment 

the staff member shall state that he or she has been acquainted with and accepts the 

conditions laid down in the Staff Regulations and in the Staff Rules, including the Code of 

Conduct. 

(c) The letter of appointment shall require the staff member to affirm that he or she has read 

the Code of Conduct and understands that its provisions constitute fundamental conditions of 

employment with the GGGI. 
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Annex III  
Termination indemnity 
 

Staff members whose appointments are terminated shall be paid an indemnity in accordance 

with the following provisions: 

(a)   Except as provided in paragraphs (b) and (c) below, the termination indemnity shall 

be paid in accordance with the following schedule: 

 

Completed years  
of service 

Temporary appointments  
exceeding six months 

Fixed-term appointments 

Less than 1 One week’s base salary for each 
month of uncompleted service 
subject to a minimum of six weeks’ 
and a maximum of three months’ 
indemnity pay 

One week’s base salary for each 
month of uncompleted service 
subject to a minimum of six weeks’ 
and a maximum of three months’ 
indemnity pay 

1 

2 

3  

4  

5 Not applicable 

6  
3 months’ base salary after 6 
completed years of service 

7 years and longer  
5 months’ base salary after at least 
7 completed years of service 

 

(b)   A staff member whose appointment is terminated for unsatisfactory service or who 

for disciplinary reasons is separated from service for misconduct other than by dismissal may 

be paid, at the discretion of the Director-General, an indemnity not exceeding one half of the 

indemnity provided under paragraph (a) of the present annex; 

(c)   No indemnity payments shall be made to: 

i. A staff member who resigns, except where termination notice has been given and 

the termination date agreed upon; 

ii. A staff member whose appointment is not confirmed at the end of the 

probationary period; 

iii. A staff member who has a temporary or a fixed-term appointment that is 

completed on the expiration date specified in the letter of appointment; 

iv. A staff member who is dismissed; 

v. A staff member who abandons his or her post.  
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ANNEX 1 TO THE STAFF RULES 
 

Code of Conduct 
 

Part I. - Purpose and scope of the Code of Conduct 

1. The purpose of the Code of Conduct (hereinafter, the “Code”) is to elaborate on the 

basic principles set out in staff regulations 2.3 to 2.9 in order to assist the GGGI, its staff 

and other personnel in achieving the purpose and objectives of the GGGI defined in the 

Agreement on the Establishment of the Global Green Growth Institute.  

 

2. The foundation of the Code is Article 10.7 of the Establishment Agreement, which 

provides that “[e]fficiency, competence, merit and integrity shall be the necessary 

considerations in the recruitment and employment of the staff, taking into account the 

principle of gender equality.” This fundamental requirement is the basis for the GGGI’s 

core values:  professionalism, integrity and respect for diversity, all of which underpin 

the specific obligations placed on the staff of the GGGI.  

 

3. The obligations specified in this Code apply to all staff members, including the 

Director-General. Unless otherwise specified, these obligations also apply to all other 

personnel performing functions at the request of the GGGI, whether on the basis of a 

secondment agreement, a consultancy contract or on some other basis. The terms of 

service of such personnel shall make the Code applicable to them, and they shall be 

required to acknowledge that they have received a copy of the Code.   Staff members 

and other personnel are accountable to the Director-General for the manner in which 

they comply with their obligations.  The Director-General is accountable to the Council. 

 

4. Staff members must be aware that failure to comply with their obligations under the 

Staff Regulations and Rules, including this Code, the Financial Regulations and Rules, 

and the Director-General’s directives and instructions shall carry serious 

consequences, including a negative assessment of their performance and conduct, non-

renewal or termination of appointment or contract, and/or disciplinary proceedings 

which may lead to dismissal or summary dismissal.  

 

Part II. - Core Values 

Professionalism 

5. Staff members shall demonstrate the highest standards of competence and efficiency 

and shall meet their professional goals and commitments with a view to achieving the 

purpose and objectives of the GGGI rather than their personal concerns.   
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Integrity 

6. Integrity is a core value to be demonstrated by staff members in all aspects of their 

professional conduct and personal behavior. Integrity includes honesty, truthfulness, 

impartiality, reliability, and incorruptibility, as well as the duty to live up to the 

promise made by staff members in the declaration of office required by staff regulation 

2.10 to exercise their functions in all loyalty, discretion and conscience.  Staff members 

should be aware that the reputation of the GGGI can be tarnished by their failure to live 

up to the highest standards of integrity and of the need for them to take prompt and 

appropriate action to deal with improper behavior in the work place. 

Respect for diversity 

7. Diversity of the workforce is an invaluable asset to the accomplishment of the GGGI’s 

mission, as it brings together individuals from different backgrounds, cultures, 

genders and professional experience.  Staff members are expected to welcome and 

respect diversity of persons and points of view, and its potential to enrich the work 

done by the GGGI.   

Part III. - Specific obligations  

Professional obligations 

8. Throughout their service with the GGGI, staff members shall comply with their 

obligations under the Staff Regulations and Rules, including this Code, the Financial 

Regulations and Rules, and directives and instructions issued by the Director-General. 

 

9. Staff members are subject to the authority of the Director-General including his or her 

decisions on assignment of any staff member to any of the activities or offices of the 

GGGI. 

 

10. Staff members shall faithfully and diligently perform all aspects of their official duties 

in an efficient, competent and professional manner.  In the exercise of their functions, 

they shall not act beyond the scope of their authority.  They shall follow directions and 

instructions properly given by the Director-General and/or their supervisors.  

  

11. Staff members shall not use their office or the knowledge gained from their official 

functions for private advantage or for the private advantage of any third party. 

 

12. Staff members shall exercise the utmost discretion with regard to all matters of official 

business.  They shall not communicate to any Government, entity, person or other third 

party any information known to them by reason of their official position that they 

know or ought to have known has not been made public, except as appropriate in the 

normal course of their duties or by authorization of the Director-General.  These 

obligations do not cease upon separation from service. 

 

13. Staff members shall respect normal working hours and, whenever necessary in their 

professional judgment or at the request of a supervisor, they shall work beyond normal 



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

108 

working hours.   During the work day, they shall limit time spent on personal matters 

to an absolute minimum. 

Use of the GGGI’s property and assets 

14. Staff members are responsible for ensuring the appropriate use and protection of the 

GGGI’s property and assets, and for avoiding waste and abuse.  Property and assets 

include financial resources, material assets such as facilities, equipment and supplies, 

and other resources such as staff time.  These resources should be used with care for 

purposes directly related to official objectives and duties.  

 

15. Careless or improper use of resources, whether it involves abuse of the procurement 

process, theft of property, false claims for sick leave, false certification of information 

on the basis of which the GGGI establishes entitlements, or waste of staff time on 

private business, is incompatible with personal integrity.  

 

16. When using the GGGI’s information and communication technology (ICT) resources, 

staff members shall only use software approved by the responsible official.  They may 

not knowingly or through negligence create false or misleading data; make data 

available to unauthorized persons; damage, delete, alter or conceal data or attempt to 

access data on any system without authorization. 

 

17. While limited personal use of the GGGI’s ICT resources is permitted within reasonable 

boundaries, staff members must ensure that this does not result in additional costs to 

the GGGI, encroach on their work time or prevent them in any way from performing all 

their official duties.  They must refrain from any use that may have a deleterious effect 

on the integrity or efficiency of the ICT resources. 

 

18. Staff members are reminded that all rights, title, copyright and patent rights, in any 

work created as part of their official duties with the GGGI are vested in the GGGI and 

that they may not claim ownership of such rights or benefit from them other than as 

authorized by the Director-General. 

Relations with work colleagues  

19. Staff members must use the authority attached to their official functions with utmost 

respect for their work colleagues and shall not abuse the authority associated with 

their position in the GGGI. 

 

20. Every person working for the GGGI has the right to an environment free of 

discrimination and harassment, including sexual harassment.  No staff member shall 

engage in discrimination, harassment or sexual harassment against an individual or 

group of individuals on any basis or in any form.  For the purposes of the Code, the 

following definitions shall apply:  

 

a. “Discrimination” shall mean any unfair treatment or arbitrary distinction based 

on a person’s race, sex, religion, nationality, ethnic origin, sexual orientation, 

disability, age, language, social origin or other status. Discrimination may be an 
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isolated event affecting one person or a group of persons similarly situated, or 

may manifest itself through harassment or abuse of authority. 

 

b. “Harassment” shall mean any improper and unwelcome conduct that might 

reasonably be expected to cause offence or humiliation to another person. 

Harassment may take the form of words, gestures or actions which tend to annoy, 

alarm, abuse, demean, intimidate, humiliate or embarrass another or which create 

an intimidating, hostile or offensive work environment. Harassment normally 

implies a series of incidents. Legitimate disagreements on work performance do 

not constitute harassment and are resolved in the context of performance 

management.  

 

c. “Sexual harassment” shall mean any unwelcome sexual advance, request for 

sexual favour, verbal or physical conduct or gesture of a sexual nature, or any 

other behaviour of a sexual nature that might reasonably be expected to cause 

offence or humiliation to another, especially when such conduct interferes with 

work, or is made a condition of employment, or creates an intimidating, hostile or 

offensive work environment.  While typically involving a pattern of behaviour, it 

can take the form of a single incident.  Sexual harassment may occur between 

persons of the opposite or same sex.  

 

21. Staff members shall not seek to obtain confidential information including personnel 

files, medical records, and information concerning audits, investigations, appeals and 

disciplinary actions unless they have been specifically authorized to do so for the 

performance of their official functions.  Should they become aware of such information 

other than in the context of their official duties, they are prohibited from disseminating 

it, and should report the fact that confidentiality has been breached to the official 

responsible to protect the confidentiality of the information that has been disclosed. 

Relations with governments and their representatives 

22. Staff members shall serve the interests of the GGGI only and shall not seek or accept 

instructions from governments or their representatives in regard to the performance 

of their duties.  They shall not lobby or seek support from government representatives 

or members of governing bodies to obtain advancement, either for themselves or for 

others, or to block or reverse unfavourable decisions regarding their status or that of 

others. 

 

23. Staff members shall maintain the best possible relations with governments and avoid 

any action that might impair these relations.  They shall not interfere in the policies or 

affairs of governments. It is unacceptable for them, either individually or collectively, 

to criticize or try to discredit a government.  At the same time, it is understood that 

staff members may speak freely in support of the GGGI’s policies, and have the right to 

express their political preferences within the bounds of paragraphs 31 and 32 below. 

 

24. Staff members are not representatives of their countries, nor do they have authority to 

act as liaison agents between the GGGI and any government.  Exceptionally, the 
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Director-General may request an individual to liaise with a government – a unique role 

for which international loyalty and integrity are essential. 

 

25. Staff members must immediately report to their supervisors any real or perceived 

undue pressure exercised by any government or its agents to influence decisions to be 

made by the Director-General or governing bodies.   

Relations with the media 

26. Staff members shall not, except in the normal course of their official duties or with the 

prior approval of the Director-General, communicate with the media on any matters 

that relate to the purpose, activities or interests of the GGGI.  This includes speaking 

engagements, participation in public events or submission of material for publication, 

electronically or otherwise. 

 

27. When authorized to speak with the media, staff members must be aware that they 

speak in the name of the GGGI and must avoid personal preferences and views that 

may be at variance with those of the GGGI.  Under no circumstances should they use 

the media to further their own interests, air their own grievances, or reveal 

unauthorized information. No attempt should be made to influence policy decisions 

under consideration by the GGGI, whether this is done to obtain personal benefit or to 

further a personal agenda.   

Relations with the public 

28. Consistent with their duty of loyalty to the GGGI, staff members may not air personal 

grievances or criticize the GGGI in public.  Should they face criticism of their work or 

of the GGGI, they are expected to respond with tact and restraint, promoting at all times 

a positive image of the GGGI.  

 

29. While staff members are expected to promote openness and transparency, they must 

exercise the utmost discretion on all matters of official business.  They may not disclose 

information that has not been made public by the GGGI or to which access is not 

permitted under applicable policies and rules.  This includes information that is known 

to them because of their work for the GGGI, even when that information is not 

specifically protected as confidential.  These obligations do not cease upon separation 

from service. 

Private conduct 

30. The GGGI does not seek to regulate the private personal conduct of its staff, unless it 

could bring the GGGI into disrepute, or interfere with performance of their official 

duties.  Staff members should be aware that their private conduct may become the 

object of public scrutiny, and that their relationship with the GGGI carries special 

constraints as regards their private conduct, especially when such conduct puts into 

question their personal integrity and by inference the integrity of the GGGI.   

Accordingly, staff members are expected: 
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a. To refrain from engaging in any form of criminal activity, and to respect local laws 

and police regulations; 

 

b. To refrain from any misrepresentation of their official functions, title or duties, 

especially when this is done in order to obtain some personal advantage or 

benefit;  

 

c. To refrain from engaging in conduct which is, or may be perceived to be, an abuse 

of the privileges and immunities that are conferred solely in the interest of the 

GGGI, and not for the personal benefit of staff; 

 

d. To fulfil their private financial obligations.   

 

31. Staff members are free to express their political preferences by exercising their right 

to vote. They may be members of a political party provided that its prevailing views 

and the obligations imposed on its members are consistent with their status as staff 

members of an international organization and their obligations towards the GGGI.  

They must exercise discretion in their support for a political party or campaign, and 

may not accept or solicit funds, write articles, or make public speeches, statements or 

endorsements to the press for this purpose.  

 

32. In view of their status as GGGI staff members, and of the consequent obligation to 

maintain impartiality and independence from Governments, staff members may not 

participate in political activities, such as standing for election or holding a political 

office. 

 

33. Staff members are encouraged to participate in outside professional activities that 

foster contacts with private and public bodies and thus serve to maintain and enhance 

their professional and technical competencies, subject to the requirements on outside 

employment and activities specified in paragraphs 46 to 50 below.  They are also 

encouraged to participate in local community or civic activities, provided such 

participation does not prejudice the full discharge of their official functions. 

Conflict of Interest 

34. A “conflict of interest” arises when a staff member or a family member has financial, 

professional or other interests which could interfere with the proper discharge of the 

staff member’s professional duties as a GGGI official by creating a situation where the 

staff member, a family member, or a third party whom the staff member wishes to 

favor could benefit or be perceived to benefit, directly or indirectly, from decisions 

taken by the staff member or which the staff member is in a position to influence. 

 

35. In general, and without limitation, a conflict of interest may be deemed to exist in the 

following situations: 

 

a. Where a staff member’s financial interest, or the interests of a family member or 

of a third party with which the staff member or a family member is associated, 
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could affect the conduct of the staff member’s duties and responsibilities with 

respect to the GGGI or result in a reasonable perception that such a conflict exists; 

 

b. Where the staff member’s action could reasonably be seen to compromise or 

undermine the trust that the public places in the GGGI; or 

 

c. Where the staff member’s actions create the perception that the staff member is 

using his or her position in the GGGI for personal benefit or the benefit of a family 

member or of a third party with which the staff member is associated.  

 

36. Such conflict of interest situations, or a reasonable perception that a conflict of interest 

exists, do not necessarily imply corruption, wrongdoing or inappropriate activities.  

However, they must be identified and managed in a way that ensures observance of 

the highest standard of ethical conduct by staff members conducting GGGI affairs and 

builds broad public trust and confidence in the GGGI’s decision-making and operations.  

 

37. Conflicts of interest can only be appropriately avoided by clearly placing the interests 

of the GGGI above other interests.  In particular, staff members shall not: 

 

a. Hold a financial interest in, or be actively associated with the management of, any 

profit-making business or other entity if it were possible for the staff member, a 

family member or a third party entity with which the staff member is associated, 

to benefit from such financial interest or association by reason of the staff 

member’s position with the GGGI; 

 

b. Solicit or accept any benefits including economic benefit for themselves, a family 

member or a third party with which the staff member is associated; 

 

c. Assist family members or a third party with which the staff member is associated 

in their dealings with the GGGI; 

 

d. Take advantage or obtain a personal benefit, or allow a family member or a third 

party with which the staff member is associated to benefit improperly, directly or 

indirectly, from information obtained in the course of their official duties that is 

not generally available to the public; 

 

e. Directly or indirectly use, or allow the use of, the GGGI’s property and any 

property entrusted to the GGGI, for anything other than officially approved 

activities; 

 

f. Allow their actions and decisions to be influenced by the prospect of employment 

by a third party for themselves or a family member.   

 

38. Staff members shall disclose to the Director-General, immediately and in writing, any 

actual or potential conflicts of interest, including those that derive from any family 

member or third party with which the staff member is associated, and the nature of 
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such conflict, whenever they become aware that a conflict exists or is reasonably likely 

to occur, or where it is reasonable to conclude that there is an appearance of a conflict.  

After review, the Director-General shall decide whether an actual or potential conflict 

of interest or the appearance thereof, exists.  

 

39. When an actual or potential conflict of interest has been found to exist or to appear to 

exist, the staff member shall no longer be involved in the matter that has given rise to 

the conflict unless the Director-General decides that the staff member may continue to 

be involved under conditions appropriate to safeguard against consequences 

detrimental to the GGGI resulting from the conflict of interest.  

 

40. Should information come to light indicating that a staff member failed to disclose an 

actual or potential conflict of interest, the Director-General shall request the staff 

member to explain the alleged failure to disclose.  If, after considering the response 

and making further investigations as may be warranted, the Director-General 

determines that the staff member has failed to carry out his or her obligation to 

disclose the conflict of interest, he or she shall pursue whatever action may be 

appropriate under the applicable regulations and rules of the GGGI. 

 

41. Should a conflict of interest situation arise on the part of the Director-General or 

another staff member in the Executive category, the provisions of paragraphs 38 to 40 

shall be adjusted as follows: 

 

a. The Chair of the Council shall decide on appropriate action in the event the 

Director-General discloses to him or her an actual or potential conflict of interest, 

or the appearance thereof, and in the event the Chair of the Council is otherwise 

informed of such a conflict situation that has not been disclosed by the Director-

General; 

 

b. For staff members in the Executive category other than the Director-General, the 

Director-General shall inform the Chair of the Council of the situation, whether it 

was disclosed by the staff member concerned in accordance with paragraph 38, 

or whether the Director-General became aware of it through other means.  The 

Chair of the Council shall decide whether one or more Council members are to 

participate in determining (i) whether a conflict of interest situation exists 

(paragraph 38); (ii) the protective measures to be taken (paragraph 39); and (iii) 

the action to be taken when the staff member concerned has failed to disclose the 

situation (paragraph 40).  

Gifts, honours & remuneration 

42. Staff regulation 2.6 severely restricts the possibility for staff members to accept any 

honour, decoration, remuneration, favour or gift of any monetary value because 

acceptance could create, or be perceived to create, a need for the recipient to 

reciprocate the favour in manner that could compromise the impartiality and 

objectivity required of all individuals performing services for the GGGI.   Accordingly, 

during their service with the GGGI, staff members may not accept any honour, 
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decoration, remuneration, or favour from a Government or any other source external 

to the GGGI, including non-governmental entities, commercial firms or individuals, 

unless the individual concerned has obtained authorization from the Director-General.   

 

43. Where no real or potential conflict of interest has been found to exist, authorization to 

accept an honour or token remuneration will normally be granted where such 

acceptance is not incompatible with the interests of the GGGI and with the individual’s 

status with the GGGI. This will be the case in most cases for acceptance of academic 

awards, distinctions, and tokens of a commemorative or honorary character, such as 

scrolls, certificates, trophies or other items of nominal or little monetary value. 

 

44. With respect to gifts, and subject to the exceptions set out herein, staff members are 

prohibited from accepting gifts under circumstances where it could reasonably be 

construed that the gift is motivated by the position of the staff member concerned in 

the GGGI.   

 

45. The following exceptions apply to the general prohibition against acceptance of gifts: 

 

a. A staff member may accept unsolicited gifts on behalf of the GGGI when, in his or 

her judgment, refusal to do so would not be in the interest of GGGI.  In such a case, 

a gift may be accepted on behalf of the GGGI Secretariat and be handed over as 

soon as possible to an office designated by the Director-General; 

 

b. A staff member may accept unsolicited gifts valued at US$25 or less, provided that 

the aggregate value of individual gifts received from any one source does not 

exceed US$200 in a calendar year; 

 

c. As part of their official functions, staff members may be expected to attend events 

such as official meals and receptions. Benefits associated with such attendance, 

such as food, drink or commemorative souvenirs, shall generally be considered as 

acceptable without prior authorization from the Director-General.  

Outside Employment and Activities 

46. Staff members and other personnel engaged on a full-time basis shall not, without 

prior authorization from the Director-General, hold an office or engage in occupations, 

whether remunerated or not, outside their employment duties with the GGGI.  

 

47. The request for authorization must disclose the nature and scope of the proposed 

activity or employment, whether any honorarium or other compensation will be 

received and, if so, the amount(s) involved. 

 

48. Authorization shall not be granted when the Director-General finds that the proposed 

outside employment or activity would be incompatible with the status and/or 

obligations of the individual concerned, or with the interests or objectives of the GGGI.  

 



GLOBAL GREEN GROWTH INSTITUTE                           STAFF REGULATIONS AND STAFF RULES 

FEBRUARY 17, 2017 

 

115 

49. Staff members and other personnel engaged on a full-time basis may not submit 

material for publication without obtaining prior authorization from the Director-

General, who may subject authorization to specific conditions.  Authorization will not 

be granted when publication would conflict with the GGGI’s interests, or breach the 

obligation of discretion imposed by staff regulation 2.5(f).  The obligation of discretion 

does not cease upon separation from service. 

 

50. Staff members on leave, with or without pay, must bear in mind that while on approved 

leave they remain subject to the terms of their employment by the GGGI.  Accordingly, 

they may only engage in outside activities during leave, paid or unpaid, after receipt of 

a written authorization from the Director-General.  

 

Staff Declarations 

 
51. Upon appointment to GGGI and at every time such appointment is renewed, every staff 

member, including those at C-5 level and above, must sign and submit a form that 

includes: (a) the declaration of office under the Staff Regulations; (b) a declaration that 

they have read, understood and would comply with the Code of Conduct; (c) a 

disclosure of interests which might reflect unfavorably on GGGI or which might be in 

actual or apparent conflict, and  declaration that they would submit a separate 

disclosure of interest whenever there is a material change in the information 

previously submitted; and (iv) a declaration of impartiality and confidentiality 

whenever they are called to participate in committees on procurement, recruitment, 

or in a similar activity which involves evaluation, selection, or drafting of job 

descriptions or terms of reference to select a particular candidate or tenderer. 

 

52. Staff members must certify on the form that the declarations and disclosure made are 

true, correct, and complete to the best of their knowledge and belief, and that they 

understand that failure to provide true, complete, and accurate information to the best 

of their knowledge and belief may have serious consequences, including disciplinary 

action.  

 

53. The staff member’s disclosure of interest will be maintained as strictly confidential, 

except as necessary to allow for review by the Director-General.  In the event such 

review identifies situations in which an actual or potential conflict of interest exists, 

the Director-General shall take appropriate action in accordance with the provisions 

of paragraphs 38 to 41 above.  

Protection for staff members who provide information on possible cases of 

misconduct 

54. Staff members must respond fully to requests for information from officials authorized 

by the Director-General to investigate possible misuse of funds, waste and abuse. 

 

55. No retaliatory action or threat of retaliatory action shall be tolerated against those who 

provide in good faith to the appropriate official information substantiating a conflict 
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of interest or a failure to comply with the Code on the part of other staff members. 

Engaging in retaliatory action or threatening to do so may itself constitute misconduct.  

 

56. Staff members who believe in good faith that they have been the object or retaliatory 

action or threat of retaliatory action should immediately report it to the Director-

General who shall determine whether a full investigation is warranted and, if so, shall 

take appropriate action in light of the results of the investigation. 

 

57. It is important for all concerned to be aware that, when providing information on 

possible cases of misconduct to authorized officials, protection against retaliation 

requires them to act in good faith, on the basis of credible information and relevant 

documentation where available. Unsubstantiated gossip is actively discouraged.  

Malicious accusations made in bad faith to harm work colleagues are a serious failure 

to live up to the standard of integrity expected of all staff members and, where 

established, would lead to disciplinary proceedings against a staff member having 

engaged in such conduct.  

 

 

 

 

_________________ 
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