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  Administrative instruction 
 

 

  Administration of appointments 
 

 

 The Under-Secretary-General for Management Strategy, Policy and 

Compliance, pursuant to section 4.2 of Secretary-General’s bulletin ST/SGB/2009/4, 

and for the purpose of establishing terms and conditions pertaining to the use and 

administration of temporary appointments in accordance with staff rule 4.12, fixed-

term appointments in accordance with staff rule 4.13 and continuing appointments in 

accordance with staff rule 4.14, hereby promulgates the following:  

 

  Section 1  

  Temporary appointments  
 

1.1 Temporary appointments may be granted for seasonal or peak workloads or 

specific short-term requirements for less than one year. They should not be used for 

needs that are expected to last for one year or more.  

1.2 Temporary appointments may be granted under circumstances such as the 

following: 

 (a) To respond to an unexpected and/or temporary emergency or surge demand 

involving, for example, a natural disaster, conflict, violence or similar circumstances;  

 (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, parental leave or assignment;  

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

selection process;  

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

1.3 Subsequent to the initial temporary appointment, new and successive temporary 

appointments may be granted for service in the same office or in a different office any 

number of times, for any duration, up to a cumulative maximum of 364 calendar days, 

subject to section 1.5 below.  

1.4 The period of 364 days starts on the first day of service under the initial 

temporary appointment or on the first day of service following a break in service, as 

set out in section 6 below.  
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1.5 A temporary appointment may exceptionally be extended by the entity beyond 

364 days, up to a cumulative maximum of 729 days, when an emergency, surge 

requirement, special project or operational need unexpectedly continues beyond 364 

days.  

1.6 Upon reaching the limit of service under one or more successive temporary 

appointments, the staff member must be separated from the Organization.  

1.7 After a break in service as set out in section 6 below, a former staff member is 

eligible to be re-employed on a temporary appointment. 

 

  When-actually-employed contracts 
 

1.8 A staff member who holds a temporary appointment and who is serving under a 

when-actually-employed contract is not entitled to annual, special or sick leave, 

parental leave, shipment or settling-in grant upon appointment, dependency or other 

benefits or allowances except as provided in an administrative issuance pertaining to 

the when-actually-employed scheme.  

 

  The Association internationale des traducteurs de conférence and the Association 

internationale des interprètes de conférence  
 

1.9 In the case of staff members governed by the agreements with the Association 

internationale des traducteurs de conférence (AITC) and the Association 

internationale des interprètes de conférence (AIIC), a temporary appointment may be 

granted for a maximum of 729 days (or 521 working days) within a 27-month period 

at the same duty station. Such staff are entitled to the conditions of service, 

allowances and benefits set out in those agreements. Where the AITC and AIIC 

agreements are silent, the provisions of the present administrative instruction apply. 

In cases where the AITC and AIIC agreements are inconsistent with the provisions of 

the present administrative instruction, the provisions of the AITC and AIIC 

agreements prevail.  

 

  Performance evaluation for staff members who hold temporary appointments  
 

1.10 For staff members who hold temporary appointments, the following applies:  

 (a) At the start of the temporary appointment, the first reporting officer must 

convey performance expectations to the staff member. Should a performance 

shortcoming be identified, the first reporting officer should inform the staff member 

and give him or her an opportunity to improve.  

 (b) At the end of the temporary appointment, regardless of duration, first 

reporting officers must issue a performance evaluation on the performance evaluation 

form for staff members holding temporary appointments. The evaluation should state 

what was expected of the staff members and whether the staff members and the first 

reporting officers discussed those expectations, and indicate a performance rating.  

 (c) Staff members who disagree with the performance rating may, within 

seven calendar days of receiving the completed performance appraisal form, submit 

a written explanatory statement to the head of entity.  

 (d) The performance evaluation documentation must be included in the staff 

member’s official status file.  

 



 
ST/AI/2025/3 

 

3/13 25-16318 

 

  Extension of temporary appointments for utilization of parental leave or sick leave  
 

1.11 The extension of appointments for utilization of parental leave is regulated by 

administrative instruction ST/AI/2023/2, entitled “Parental leave and family leave”, 

as may be amended or replaced by a new administrative issuance on the same subject.  

1.12 Staff members holding temporary appointments accrue sick leave at the rate of 

two working days per month in accordance with staff rule 6.2. Staff members may be 

granted the full entitlement of the sick leave for the duration of the appointment at any 

point in time during their appointment. In cases where staff members are on certified 

sick leave at the date of expiration of their temporary appointment, the appointment 

will be exceptionally extended for the purpose of allowing the staff members to utilize 

the balance of accrued sick leave days as at the date of expiration of their appointment. 

No further extension of sick leave will be provided, nor does the extension give rise 

to any further accrual of leave days, other benefits or entitlements. When the staff 

member is being considered for a disability benefit, and paid leave entitlements have 

been exhausted because of a delay in the medical determination of the staff member’s 

incapacity for further service or in the decision by the United Nations Staff  Pension 

Committee as to whether to award a disability benefit, a temporary appointment will 

not be extended for the purpose of placing a staff member on special leave with half 

pay pending the decision of the United Nations Staff Pension Committee.  

 

  Entitlements to travel, shipment and subsistence allowance for successive temporary 

appointments within the same duty station  
 

1.13 A staff member who is offered successive temporary appointments subject to 

international recruitment, as defined in staff rule 4.5, within the same duty station is 

entitled to the following:  

 (a) If the successive temporary appointments are within the same entity at the 

same duty station, payment of travel expenses for the staff member pursuant to staff 

rule 7.2 (a) (i) a. is only authorized no more than once within a 12-month period. If 

the successive appointments are in different entities at the same duty station, 

additional travel will be paid if at least three months have passed between separation 

and re-employment on the subsequent temporary appointment;  

 (b) Unaccompanied shipment entitlement applicable to the temporary 

appointment is payable only when at least three months have passed between 

separation and re-employment on the subsequent temporary appointment;  

 (c) With respect to the daily subsistence allowance portion of the settling-in 

grant, pursuant to staff rule 7.11 (d) if the successive temporary appointments are 

within the same entity, the staff member is entitled to payment of the daily subsistence 

allowance once within a 12-month period. If the successive appointments are in 

different entities at the same duty station, the daily subsistence allowance is payable 

when at least three months have passed between separation and re-employment on the 

subsequent temporary appointment;  

 (d) Travel, unaccompanied shipment and the daily subsistence allowance 

portion of the settling-in grant are not paid, in any case, to a staff member who, upon 

initial appointment with the Organization, did not travel at United Nations expense 

because he or she was recruited at the duty station or within commuting distance from 

the duty station. 

1.14 In accordance with staff regulation 4.5 (b) and staff rule 4.12 (c), a temporary 

appointment does not carry any expectancy, legal or otherwise, of renewal and cannot 

be converted to any other type of appointment.  
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  Section 2 

  Fixed-term appointments 
 

2.1 Pursuant to staff rule 4.13, a fixed-term appointment may be granted for a period 

of one year or more, up to five years at a time, for service of a defined duration with 

an expiration date specified in the letter of appointment. An initial fixed-term 

appointment may be granted for a period of up to two years, unless the selected 

candidate is subject to the probationary period outlined in section 2.4 below.  

2.2 A fixed-term appointment is granted to individuals who are:  

 (a) Selected through a competitive selection process that includes a review by 

a Secretariat review body under staff rule 4.15, including individuals who have been 

temporarily seconded by national Governments or institutions for service with the 

United Nations and have undergone a competitive selection process;  

 (b) Selected through a competitive examination under staff rule 4.16;  

 (c) Selected through a competitive selection process but not reviewed by a 

Secretariat review body for appointments limited to the entity concerned; or  

 (d) Selected at the level of Under-Secretary-General or Assistant Secretary-

General by the Secretary-General. 

2.3 A fixed-term appointment does not carry any expectancy, legal or otherwise, of 

renewal or conversion, irrespective of the length of service, except as provided under 

staff rule 4.14 (b).  

 

  Probationary period for external candidates recruited in accordance with 

section 2.2 (a) and (c)  
 

2.4 All external candidates recruited in accordance with section 2.2 (a) and (c) 

above are subject to an initial probationary period of one year under a fixed-term 

appointment.  

2.5 Administrative instruction ST/AI/2021/4/Rev.1, entitled “Performance 

Management and Development System”, as may be amended or revised, does not 

apply to staff members subject to a probationary period. For staff members subject to 

an initial one-year probationary period, the following applies:  

 (a) At the start of the appointment, the first reporting officer must develop a 

workplan in consultation with the staff member, using the performance review form 

for staff members subject to a probationary period. Throughout the probationary 

period, the first reporting officer should continually provide feedback;  

 (b) The first reporting officer must, together with the second reporting officer, 

initiate and finalize the performance review of the staff member no later than the end 

of the eleventh month of the one-year probationary period; 

 (c) Based on the review, the first reporting officer, with the agreement of the 

second reporting officer, recommends to the head of entity either a one-time extension 

of the probationary period up to one additional year, the renewal of the fixed-term 

appointment or the separation of the staff member from service upon expiration of 

the fixed-term appointment;  

 (d) If the probationary period has been extended, a workplan must be 

developed for the extended period. No later than one month prior to the expiration 

date of the appointment, the first reporting officer must, together with the second 

reporting officer, initiate and finalize the performance review of the staff member for 

the extended period; 

https://docs.un.org/en/ST/AI/2021/4/Rev.1
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 (e) There is no rebuttal process for staff members who disagree with the 

review decision; they may, however, within seven calendar days of notification of the 

review decision, submit a written explanatory statement to the head of entity. The 

written explanation does not constitute a rebuttal;  

 (f) The performance evaluation documentation must be included in the staff 

member’s official status file.  

 

  Probationary period after competitive examinations for external candidates recruited 

in accordance with section 2.2 (b)  
 

2.6 Upon recruitment, external candidates selected through a competitive 

examination under staff rule 4.16 are offered a fixed-term appointment for a duration 

of two years, which is considered a probationary period.  

 

  Renewal of fixed-term appointments 
 

2.7 Subject to the needs of the Organization, a fixed-term appointment may be 

renewed. 

2.8 After the initial fixed-term appointment, and before five years of continuous 

service, a staff member’s fixed-term appointment may be renewed for any period up 

to a maximum period of two years. After five years of continuous service, a staff 

member’s fixed-term appointment may be renewed for any period of up to five years 

at a time taking into consideration the operational realities of the Organization.  

2.9 There is no limit to the number of times that a fixed-term appointment may be 

renewed consecutively, subject to the needs of the Organization.  

 

  Extension of fixed-term appointments for utilization of parental leave or sick leave 
 

2.10 The extension of fixed-term appointments for utilization of parental leave is 

regulated by administrative instruction ST/AI/2023/2, entitled “Parental leave and 

family leave”, as may be amended or replaced by a new administrative issuance on 

the same subject.  

2.11 The extension of appointments for utilization of sick leave is regulated by 

administrative instruction ST/AI/2005/3 and ST/AI/2005/3/Amend.1, entitled “Sick 

leave”, as may be amended or replaced by a new administrative issuance on the same 

subject. When the staff member is being considered for a disability benefit, and paid 

leave entitlements have been exhausted because of a delay in the medical 

determination of the staff member’s incapacity for further service or in the decision 

by the United Nations Staff Pension Committee as to whether to award a disability 

benefit, the appointment must be renewed and the staff member must be placed on 

special leave with half pay until the date of such decision.  

 

  Section 3 

  Continuing appointments 
 

3.1 Pursuant to staff rule 4.14, a continuing appointment is an open-ended 

appointment used to perform functions that are part of the Organization’s regular and 

continuing activities. It may be granted to eligible staff members based on the 

continuing needs of the Organization following recruitment through a competitive 

selection process that includes a review by a Secretariat review body under staff 

rule 4.15.1 The provisions on continuing appointments in the present administrative 

__________________ 

 1  See section VI of General Assembly resolution 65/247. 

https://docs.un.org/en/ST/AI/2023/2
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instruction should be read in conjunction with Secretary-General’s bulletin 

ST/SGB/2011/9, entitled “Continuing appointments”.2  

3.2 To be eligible for consideration for the granting of a continuing appointment, 

staff members must satisfy the eligibility criteria listed under section 2.1 of bulletin 

ST/SGB/2011/9 on the start date of the review as established by the Office of Human 

Resources and published by the Organization. At the time of granting of the 

continuing appointment, top-ranked candidates pursuant to section 4.5 of bulletin 

ST/SGB/2011/9 must continue to meet the criteria listed under 2.1 (b), (e) and (f) of 

bulletin ST/SGB/2011/9. 

3.3 Staff members whose fixed-term appointments are extended solely for the 

utilization of their sick leave cannot be granted continuing appointments unless and 

until they return to active service in the Secretariat after their sick leave.  

3.4 If a decision is made not to renew the fixed-term appointment of a staff member, 

and that appointment expires during the review period, the appointment will not be 

extended to cover the full duration of the review period. The appointment ends on the 

expiration date of the appointment.  

3.5 Eligible staff members who, at the start date of the review or at any point during 

the period of consideration, are seconded from the Secretariat to another United 

Nations entity or are on special leave without pay exceeding 30 calendar days from 

the Secretariat will be considered, as part of the review, for the granting of a 

continuing appointment. However, the continuing appointment will be granted with 

effect from the date of their return to active service with the Secretariat.  

3.6 Eligible staff members in the General Service or related categories who are on 

temporary assignment and/or in receipt of a special post allowance for service at the 

Professional level are considered under the General Service or related categories post 

envelope. 

 

  Qualifying service towards the required five years of continuous service  
 

3.7 Staff members who have been selected for a position but whose selection 

process did not include a review by a Secretariat review body are not eligible for 

continuing appointments. Once a staff member is selected for a position through a 

competitive process that includes a review by a Secretariat review body, the time 

served by such a staff member under fixed-term appointment(s) is counted as 

qualifying service towards the required five years of continuous service, as 

applicable, provided the service was continuous. 

3.8 Any resignation, even if followed by an appointment the following day, is a 

separation initiated by the staff member which constitutes an end to all contractual 

arrangements. Unless the staff member is reinstated under staff rule 4.17, a 

resignation is deemed to be a break in continuity of service.  

3.9 Service as a Junior Professional Officer is not counted towards qualifying service.  

 

  Allocation of points 
 

3.10 Staff members will be allocated points for the purpose of ranking when they are 

being considered for a continuing appointment. Points are allocated based on the 

criteria outlined in sections 4.3 and 4.4 of bulletin ST/SGB/2011/9. 

 

__________________ 

 2  References to bulletin ST/SGB/2011/9 in the present administrative instruction should be 

understood to be references to bulletin ST/SGB/2011/9, as may be amended or replaced by a 

new administrative issuance on the same subject. 

https://docs.un.org/en/ST/SGB/2011/9
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  Continuing appointments following competitive examinations under staff rule 4.16  
 

3.11 In addition to continuing appointments granted in accordance with bulletin 

ST/SGB/2011/9 and section 3 of the present administrative instruction, staff members 

may also be granted continuing appointments in accordance with administrative 

instruction ST/AI/2020/3, entitled “Competitive examinations for recruitment against 

or placement in language positions at the P-2 or P-3 level”, or administrative 

instruction ST/AI/2012/2/Rev.1 and ST/AI/2012/2/Rev.1/Amend.1, entitled “Young 

Professionals Programme”, as may be amended or replaced by new administrative 

issuances on the same subjects.  

 

  Permanent and indefinite appointments 
 

3.12 The administration of staff members holding a permanent appointment is 

regulated by staff rule 13.2 and the administration of staff members holding an 

indefinite appointment is regulated by staff rule 13.3.  

 

  Section 4 

  Management of appointments  
 

  Letters of appointment 
 

4.1 Letters of appointment are issued upon initial appointment, upon change in the 

type of appointment, upon change of category and upon renewal of appointment.  

 

  Effective date of appointment 
 

4.2 In accordance with staff rule 4.2, the effective date of appointment is the date 

on which staff members enter into official travel status to assume duties, or, if no 

official travel is involved, the authorized date on which the staff member reports for 

duty. Travel of a candidate or staff member to the duty station or reporting for duty 

prior to the authorized date does not advance the entry-on-duty date. 

 

  Nationality and permanent residence status 
 

4.3 In accordance with staff rule 4.3 (a), the United Nations does not recognize more 

than one nationality for each staff member. 

4.4 In accordance with staff rule 4.3 (b), when a staff member has been legally 

accorded nationality status by more than one State, or when a staff member acquires 

a new or additional nationality, the staff member’s nationality for the purposes of the 

Staff Regulations and Staff Rules will be the nationality of the State with which the 

staff member is, in the opinion of the Organization, most closely associated.  

4.5 In accordance with staff rule 4.5 (d), a staff member who has changed his or her 

residential status in such a way that he or she may, in the opinion of the Secretary-

General, be deemed to be a permanent resident of any country other than that of his 

or her nationality may lose entitlement to home leave, education grant, repatriation 

grant and payment of travel expenses upon separation from service for the staff 

member and his or her spouse and dependent children and relocation shipment, based 

upon place of home leave, if the Secretary-General considers that the continuation of 

such entitlement would be contrary to the purposes for which the allowance or benefit 

was created.  

 

  Place of recruitment 
 

4.6 The place of recruitment for staff members selected for posts subject to 

international recruitment is the location of the individual’s most recent residence at 

the time the offer of appointment is sent or pre-recruitment formalities finalized, 

https://docs.un.org/en/ST/SGB/2011/9
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irrespective of the staff member’s country of nationality recognized by the Secretary 

General, place of home leave or where the individual is a permanent resident. In 

exceptional circumstances, a change in the place of recruitment may be authorized.  

4.7 The place of recruitment for staff members selected for posts subject to local 

recruitment must be in the country of the duty station or within commuting distance 

of the duty station.  

 

  Fitness for duty 
 

4.8 In order to determine fitness to assume assigned functions, candidates are 

required to receive medical clearance in the following circumstances:  

 (a) Prior to entry into official travel status (if travel to assume duties is 

authorized) or to the issuance of the letter of appointment;  

 (b) When there is a significant change in the physical or mental requirements 

for the staff member’s designated job functions;  

 (c) When it is part of a periodic review process, in accordance with 

requirements determined by the United Nations Medical Director; or  

 (d) When required by the United Nations Medical Director following a period 

of sick leave, as provided in administrative instruction ST/AI/2018/4, entitled 

“Medical clearances”, as may be amended or revised.  

 

  Background verification 
 

4.9 Background verification must be completed before the effective date of 

appointment. 

 

  Section 5 

  Lien management 
 

5.1 Lien, for the purposes of the present administrative instruction, is the written 

assurance given to staff by the head of entity or the official with subdelegated 

authority that they retain their right to return to their parent post.  

5.2 When selected through a temporary job opening, staff members holding 

permanent, continuing or fixed-term appointments may be granted a lien to their 

parent post for up to a maximum period of two years, at the discretion and subject to 

the operational needs of the releasing entity, and subject to sections 5.3, 5.4 and 5.5 

below. 

 (a) When selected through a temporary job opening, staff members holding a 

permanent or continuing appointment will retain their permanent or continuing 

appointment during the course of the temporary assignment;  

 (b) When selected through a temporary job opening, staff members holding a 

fixed-term appointment will retain their fixed-term appointment status for a period 

not exceeding the duration of their fixed-term appointment. Extension of the 

temporary assignment is subject to renewal of the fixed-term appointment by the 

releasing entity.  

5.3 Staff members in the General Service and related categories who have not 

passed a competitive examination in accordance with staff rule 4.16 but are 

exceptionally selected through a temporary job opening for a position in the 

https://docs.un.org/en/ST/AI/2018/4
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Professional and higher categories can be granted a lien only to the parent posts up to 

a maximum period of one year.3  

5.4 Liens are not granted upon selection through job openings, except for inter-

agency secondment or loan in accordance with section 9 below.  

5.5 Notwithstanding section 5.4 above, staff members of the Secretariat who are 

selected for resident coordinator positions will retain the right to return to their parent 

entity in accordance with section 5.3 of administrative instruction ST/AI/2022/1, 

entitled “Resident coordinator selection”, as may be amended or replaced by new 

administrative issuances on the same subject. 

 

  Section 6 

  Break in service between appointments 
 

6.1 Staff members are not required to resign when selected for a position in a 

different category. The service will be considered continuous.  

6.2 Staff members who hold a temporary appointment in the Professional and higher 

categories for a position authorized for one year or more may not apply for or be 

reappointed to that position within six months of the end of their current service on 

the temporary appointment, if the position is advertised through the established 

procedures and will result in a fixed-term appointment. This provision does not apply 

to positions in peacekeeping operations or special political missions. 4  

6.3 Service is not considered continuous in the following situations:  

 (a) Instances where no break in service is required:  

 (i) Permanent, continuing or fixed-term appointment to temporary 

appointment following separation; 

 (ii) Fixed-term appointment to fixed-term appointment following resignation; 

 (iii) Temporary appointment to fixed-term appointment; 

 (iv) Temporary appointment to consultancy or individual contract;  

 (b) Instances where a break in service is required:  

 (i) Temporary appointment to temporary appointment: a 30-day break in 

service whether in the same or a different duty station;  

 (ii) Permanent, continuing or fixed-term appointment to consultancy or 

individual contract: a 30-day break in service; 

 (iii) Re-employment following retirement: a 90-day break in service, subject 

to sections 8.4 to 8.7 below; 

 (iv) Following agreed termination, re-employment as a staff member, 

engagement as a consultant or individual contractor, or engagement in any other 

capacity in any organization participating in the United Nations common system 

of salaries and allowances: a period corresponding to the period for which 

payment has been made of a termination indemnity, an additional termination 

indemnity, if any, and compensation in lieu of notice, if applicable.  

 

__________________ 

 3  General Assembly resolution 66/234, para. 8. 
 4  General Assembly resolution 51/226, section III.B, para. 26. 
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  Summary of break-in-service requirements 
 

 

Scenario Break-in-service requirement 

  Permanent, continuing or fixed-term appointment to 

temporary appointment following separation 

None 

Fixed-term appointment to fixed-term appointment 

following resignation 

None 

Temporary appointment to fixed-term appointment None 

Temporary appointment to consultancy or individual 

contract 

None 

Temporary appointment to temporary appointment  30-day break in service whether in the 

same or a different duty station 

Permanent, continuing or fixed-term appointment to 

consultancy or individual contract 

30-day break in service 

Re-employment following retirement 90-day break in service, subject to 

sections 8.4 to 8.7 below 

Re-employment following agreed termination A period corresponding to the period for 

which payment has been made of a 

termination indemnity, an additional 

termination indemnity, if any, and 

compensation in lieu of notice, if applicable 

 

 

  Section 7 

  Expiration and termination of appointments 
 

7.1 Appointments expire on the date specified in the letter of appointment or when 

the staff member reaches the mandatory age of separation, whichever is sooner.  

7.2 In accordance with staff rule 9.7, a staff member whose appointment is to be 

terminated must be given written notice in accordance with the following notice 

period: 

 (a) Permanent or continuing appointment: at least three months;  

 (b) Fixed-term appointment: at least 30 calendar days;  

 (c) Temporary appointment: at least 15 calendar days.  

7.3 In lieu of the notice period, the Secretary-General may authorize compensation 

equivalent to salary, applicable post adjustment and allowances corresponding to the 

relevant notice period at the rate in effect on the last day of service. Compensation in 

lieu of notice will be paid for the full notice period, even if a staff member has 

received a partial period of notice. 

7.4 No termination notice or compensation in lieu thereof is given in case of 

dismissal. 

 

  Section 8 

  Re-employment and reinstatement 
 

8.1 Former staff members who are re-employed under staff rule 4.18 must be given 

a new appointment unless they are reinstated under staff rule 4.17. A new appointment 
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resets a staff member’s date of entry on duty in the United Nations Secretariat, and 

the staff member’s service is not considered continuous between the prior and new 

appointments. Accordingly, a staff member who has separated from service cannot 

carry over any accrued leave to a new appointment upon re-employment.  

 

  Conditions for re-employment applicable to staff appointed in accordance with 

section 2.2 (c) above 
 

8.2 A former staff member who was appointed in accordance with section 2.2 (c) 

above and who is re-employed under a temporary or fixed-term appointment cannot 

be reinstated regardless of the duration of separation from service.  

8.3 A former staff member who held a fixed-term or continuing appointment and 

who is re-employed under an appointment in accordance with section 2.2 (c) above 

cannot be reinstated regardless of the duration of separation from service.  

 

  Restrictions concerning former staff members in receipt of a periodic pension benefit  
 

8.4 Employment of former staff members in receipt of a periodic pension benefit 

from the United Nations Joint Staff Pension Fund (“former staff members in receipt 

of a periodic pension benefit”) is subject to the following restrictions:  

 (a) Except for language services staff, former staff members in receipt of a 

periodic pension benefit may not earn more than $22,000 for work performed and/or 

services provided during a calendar year. Their cumulative period of service must not 

exceed six months per calendar year; 

 (b) Language services staff may not be re-employed for more than 125 days 

actually worked during a calendar year. 

8.5 The monetary limits set out above apply to: 

 (a) Gross salary, less staff assessment, for former staff members in receipt of 

a periodic pension benefit employed under a letter of appointment;  

 (b) Gross amount of the stipulated fee for former staff members in receipt of 

a periodic pension benefit employed under a consultant or an individual contractor 

agreement.  

Amounts other than those for direct compensation of services rendered, such as travel 

costs, daily subsistence allowance and other per diem payments, are not included in 

the amounts subject to the above monetary limits.  

8.6 The monetary limits set out above apply to the remuneration that may be earned 

by former staff members in receipt of a periodic pension benefit for work performed 

and/or services provided during a calendar year for the United Nations, its funds and 

programmes and specialized agencies participating in the United Nations Joint Staff 

Pension Fund. Former staff members in receipt of a periodic pension benefit 

employed under contractual arrangements which involve re-entry into the Pension 

Fund are not subject to the restrictions set out in the present section.  

8.7 Former staff members in receipt of a periodic pension benefit who seek 

re-employment by the Organization are responsible and accountable for the 

maintenance of proper records documenting their earnings during each calendar year.  
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  Section 9 

  Movement to and from United Nations organizations applying the 

Inter-Organization Agreement concerning Transfer, Secondment or Loan of Staff 

among the Organizations Applying the United Nations Common System of 

Salaries and Allowances 
 

9.1 In the Secretariat, the Inter-Organization Agreement concerning Transfer, 

Secondment or Loan of Staff among the Organizations Applying the United Nations 

Common System of Salaries and Allowances (“Inter-Organization Agreement”) is 

implemented as follows, subject to the agreement between the releasing and receiving 

organizations: 

 (a) Loan, secondment and transfer of staff members to and from United 

Nations organizations applying the Inter-Organization Agreement within the same 

category are permissible. This applies to incoming and outgoing inter-organization 

movements and within and across duty stations, provided that the selected staff 

members meet the eligibility criteria of the receiving organization. 5  Incoming and 

outgoing inter-agency movements on loan, secondment or transfer to the same, higher 

or lower levels of the staff member’s current personal grade are permissible;  

 (b) Staff members in the General Service and related categories who have not 

passed a competitive examination in accordance with staff rule 4.16 may be seconded 

to a position in the Professional and higher categories in another United Nations 

organization. 

9.2 Staff members holding permanent or continuing appointments may be granted a 

secondment to organizations of the United Nations system for up to two years, in 

which case they will be granted a lien to the parent post. After two years on 

secondment, the staff member must transfer to the receiving organization or return to 

the parent post in the releasing Secretariat entity.  

9.3 Staff members holding fixed-term appointments will normally move on transfer, 

subject to the Inter-Organization Agreement. In the event a transfer is not feasible, 

staff members may be granted a secondment for up to two years, in which case they 

will be granted a lien to the parent post. After two years on secondment, the staff 

member must transfer to the receiving organization or return to the parent post in the 

releasing Secretariat entity. 

9.4 Staff members holding a continuing, permanent or indefinite appointment in 

another United Nations organization who transfer to the United Nations Secretariat 

under the Inter-Organization Agreement will be granted a continuing appointment.  

9.5 Staff members on secondment from other organizations are not eligible for 

consideration for a continuing appointment in the United Nations Secretariat during 

the period of their secondment. Such staff members become eligible for consideration 

for a continuing appointment in the United Nations Secretariat upon transfer to the 

Secretariat, provided that they meet all eligibility requirements. Service accrued 

during the secondment period is counted for the purposes of the five years of 

continuous service. 

 

__________________ 

 5  When staff members in the General Service and related categories are selected for a position in 

the General Service and related categories that is outside the official duty station, they must be 

eligible to work in the new duty station, in accordance with the requirements of the receiving 

organization. 
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  Section 10 

  Secondment from Government 
 

10.1 Individuals temporarily seconded by national Governments or institutions for 

service with the United Nations are appointed in accordance with a tripartite 

secondment agreement confirming, inter alia, United Nations staff member status and 

the right to return to the releasing Government or institution. Such individuals are 

granted a fixed-term appointment if engaged for a period of one year or more as 

specified in their letter of appointment. Individuals selected for temporary vacancies 

are granted a temporary appointment.  

 

  Section 11 

  Transitional measures and final provisions 
 

11.1 The present administrative instruction enters into force on 1 November 2025.  

11.2 As a transitional measure, liens agreed upon prior to the entry into force of the 

present administrative instruction will be honoured for the agreed duration.   

11.3 Former staff members who separated prior to the effective date of the present 

administrative instruction who have already fulfilled the break-in-service requirement 

provided for in the present administrative instruction would be eligible for 

re-employment without having to fulfil the longer break in service applicable prior to 

the effective date of the present administrative instruction.  

11.4  This administrative instruction supersedes administrative instruction 

ST/AI/2012/3, entitled “Administration of continuing appointments”; administrative 

instruction ST/AI/2013/1 and ST/AI/2013/1/Corr.1, entitled “Administration of 

fixed-term appointments”; sections 1, 2, 4, 5.5, 5.8, 6, 7, 8, 9, 10, 11, 12, 13, 14, 15, 

16 and 17 of administrative instruction ST/AI/2010/4/Rev.2, entitled “Administration 

of temporary appointments”; sections 6.1 (a) and (b), 6.2, 6.3 and 6.4 of 

administrative instruction ST/AI/2003/8 and ST/AI/2003/8/Amend.1 and 

ST/AI/2003/8/Amend.2, entitled “Retention in service beyond the mandatory age of 

separation and employment of retirees”; and administrative instruction ST/AI/404, 

entitled “Assignment to and return from mission detail”.  

 

 

(Signed) Catherine Pollard 

Under-Secretary-General for Management Strategy, Policy and Compliance  

 

https://docs.un.org/en/ST/AI/2012/3
https://docs.un.org/en/ST/AI/2013/1
https://docs.un.org/en/ST/AI/2013/1/Corr.1
https://docs.un.org/en/ST/AI/2010/4/Rev.2
https://docs.un.org/en/ST/AI/2003/8
https://docs.un.org/en/ST/AI/2003/8/Amend.1
https://docs.un.org/en/ST/AI/2003/8/Amend.2
https://docs.un.org/en/ST/AI/404

