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ADM NI STRATI VE | NSTRUCTI ON

To: Menbers of the staff
From The Under-Secretary-General for Admnistration and Managenent

Subj ect: REDEPLOYMENT OF STAFF

I nt r oducti on

1. The Organization is in the process of carrying out a substantive revi ew of
its staff and non-staff costs in order to achieve the vacancy rate and budget
reducti ons mandated by the General Assenbly in its resolutions 50/214 and

50/ 215 A of 23 Decenber 1995.

2. As expl ained by the Secretary-General in his report to the General Assenbly
of 28 March 1996, 1/ the nandated vacancy rate and budget savi ngs cannot be

achi eved without a significant reduction of staff costs. |In the process,
however, every effort shall be nade to protect the career international civi
service. For that purpose, the follow ng neans shall be used in the first

pl ace:

(a) Full use of attrition

(b) Employnent of retirees or staff beyond retirenent age to be avoided in
all cases where it would bl ock opportunities for redepl oynent and career
prospects of existing staff;

(c) Freeze in external recruitnment, including for retired staff nmenbers,
except for specialist needs which cannot otherw se be nmet within the
Secretariat, replacement of staff on mission detail and continued intake at the
P-2 Il evel through national conpetitive exam nations of candi dates fromun- and
under-represented countries, as well as through Gto P conpetitive exam nations;

(d) Non-retention of staff beyond retirenent age;
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(e) Inplenmentation of an early separation programe in 1996. 2/ Posts
vacated through the early separation programme will be kept vacant to achieve
t he necessary reductions or, once this objective is achieved, for latera
redepl oyment opportunities for staff to be redepl oyed.

3. If all the neans |isted above are insufficient to achieve the necessary
reductions, the head of departnment or office shall identify, on the basis of
programmati c and structural considerations, the additional posts to be vacat ed.
In accordance with the procedures set out below, he/she shall then initiate a
review of staff nenbers in the departnent or office who are at the level of the
post(s) to be vacated and who belong to the sanme occupational group or discharge
simlar functions. The staff nenbers eventually identified as being in need of
pl acenment shal |l be given the maxi mum opportunities for redepl oyment agai nst
avai |l abl e vacanci es. The process shall be conducted as set out in detail bel ow,
in accordance with the requirenents of the Charter of the United Nations and of
the Staff Regul ations and Rul es.

4. The present instruction cancels and supersedes administrative instruction
ST/ Al /353 of 20 July 1988 on internal reassignment of staff: guidelines for
ad hoc joint departnental advisory panels, which had been issued to inplenment
the retrenchment mandated by CGeneral Assenbly resolution 41/213 of

19 Decenber 1986.

Overview of the redepl oynent process

5. Two successive conparative assessnents shall be nmade, based on the criteria
[aid down in Article 101, paragraph 3, of the Charter and in staff rule
109.1 (c):

- First, in the context of a reviewleading to the identification of
staff nenbers who are in need of redeploynment: This review shall be
conducted in April 1996 3/ anobng simlarly situated staff, as defined
i n paragraph 3 above, who occupy posts one or nore of which nust be
vacat ed;

- Second, in the context of a review of staff nenbers to be redepl oyed
agai nst avail abl e vacancies, for the purpose of determ ni ng whet her
their services can be effectively utilized in a suitable post: This
revi ew shall be conducted in May/June 1996. 4/

In both cases, the officials in a position to supervise the incunbents of the
posts to be vacated or to be filled shall enter the relevant information in an
i ndi vidual review form (annex I1) and in a conparative review form (annex |11)
on the basis of which a conparative assessnment shall be made of the relative
conpetence and suitability of the staff nmenbers under review 5/

6. A consolidated list of all available vacancies ("conpendiuni) shall be

i ssued throughout the global Secretariat for posts in the Professional category,
and at each duty station for posts in the General Service and rel ated

cat egori es.
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7. A joint departnmental panel shall be established in each departnment or
office to advi se heads of departnments or offices on the conparative assessments
to be nmade for the purposes of (a) identifying staff menbers to be redepl oyed,
and (b) selecting staff menbers for avail abl e vacancies in the rel evant
departnent or office. However, at those duty stations where the Appointnent and
Pronoti on Panel considers the cases of a single office, the head of office may,
after consultation with the staff, request the Appointnment and Pronoti on Pane

to discharge all the functions of the joint departnental panel as well as its
own in the redepl oynent exercise with respect to staff in the General Service
and rel ated categori es.

8. Joint departnmental panels shall include a m ninumof four and a maxi mum of
ei ght nenbers, half of themnom nated by the staff and the other half appointed
by the head of department or office concerned. A representative of the Ofice
of Human Resources Managenent (OHRM) or the local personnel office shall serve
in an ex officio capacity. In the course of its work, a panel nmay decide to
divide itself into two subgroups to deal separately with staff in the

Prof essional category and staff in the General Service and rel ated categori es.

9. The existing appoi ntnent and pronotion bodies shall reviewthe
reconmendati ons nade by heads of departnments or offices for the redepl oynent of
staff to available vacancies in their respective departnents and offices. For
the purpose of this exercise, the Appointnment and Pronoti on Board shall consider
all recommendations for vacancies at the P-5 and D-1 | evels, the Appointnent and
Pronotion Conmittees shall consider all recommendati ons for vacancies within
their purview at the Professional level up to and including P-4, wthout further
reference to the Appointnent and Pronotion Board, and the Appoi ntnent and
Pronoti on Panels shall consider reconmendations for vacancies within their
purview in the General Service and rel ated categori es.

10. The executive office or the |local personnel office shall make available to
the joint departnmental panel and to the appropriate appoi ntment and pronotion
body, at the beginning of their respective neetings, tables show ng current
vacanci es at the level of the vacant posts, posts at that [evel which are to
becone vacant during the period through 31 Decenber 1996 and posts at that |eve
encunbered by staff menbers at a lower level. A notation for each vacant post
shall clearly indicate whether a particular post is available for redepl oynent
or whether it nust remain vacant to achieve the necessary reductions. Those
tabl es shall be returned to the representatives of the department/office
concerned at the end of the meeting. The executive office or the |oca
personnel office shall also provide the necessary information on geographica
and gender distribution for staff in the Professional category.

11. Gven the nature and purpose of the review to be conducted, it is
particularly incunmbent on all officials involved in the process to maintain the
ut nost discretion with respect to all information pertaining to the redepl oynent
exerci se.

12. The redepl oynent exercise shall be given the utnost priority by al
concerned so as to ensure that the time-frane set out in annex | to this
instruction is respected.
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Identification of staff to be redeployed fromtheir present functions

13. Based on progranmatic and structural considerations, the head of departnent
or office shall determ ne how many posts nust be vacated in order to achieve the
necessary reductions. He/she shall initiate a review of staff nenbers within
the department or office who are at the |level of the post(s) to be vacated and
bel ong to the same occupational group or discharge simlar functions. The

revi ew shall be nade on the basis of the information entered on the individua
review form (annex I1) and the conparative review form (annex I11).

14. On the basis of the results of the conparative review, the head of
departnent or office shall nake a prelimnary determ nation of staff menbers who
have the highest relative conpetence and who, as a result, are to be maintained
in the posts which do not have to be vacated. The head of the departnent or

office shall informthe other staff menbers that, based on a conparative review
of simlarly situated staff menbers, a prelimnary determ nation has been nade
that they will have to be redeployed. At the sanme tinme, the staff nenbers

concerned shall receive a copy of their respective individual review forns and
be invited to submt coments in witing to the joint departnental panel wthin
10 days of receipt of the prelimnary determi nation affecting them

15. The joint departnental panel shall review the prelimnary determ nation of
the head of departnent or office as to which staff menber(s) will have to be
redepl oyed. It shall be provided with a copy of all individual and conparative
review forms as well as any comments received fromthe staff nenber(s). Using
the criteria listed in the individual and conparative review forns, it shal
review the prelimnary determ nation made by the head of department or office
and shall submt its recommendations to the head of departnment or office.

16. In the light of the joint departnental panel's recommendation, the head of
departnment or office shall nake the final decision as to which staff nenbers
will have to be redeployed fromtheir present functions. Should the head of
departnent or office disagree with one or nore recomendations, he/she shal
nake a witten record of the grounds for such di sagreenent, and the process
shal | conti nue.

17. The head of departnent or office shall informindividually the staff
nenbers concerned of his/her decision that they have been identified for
redepl oynent and invite themto apply for suitable vacancies at their current
grade from anmong those included in the conpendi um of avail abl e vacant posts.
The decision shall, at the sane tinme, be communicated to the Assistant
Secretary-Ceneral for Human Resources Managenent.

Redepl oynment of staff against avail abl e vacanci es

18. The followi ng nmeasures shall be taken in order to maxim ze redepl oynent
opportunities:

(a) Immedi ate suspension of placenent and pronoti on procedures under
ST/ A/ 390 or ST/AI/413, 6/ for the duration of the redepl oynent exercise.
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However, cases for which an appoi ntnent and pronoti on body has al ready concl uded
its review may be conpl eted

(b) Comunication by heads of departnents and offices to the Assistant
Secretary-Ceneral for Human Resources Managenent of all available posts in the
Prof essional category. Available posts in the General Service and rel ated
categories are to be communicated to the Assistant Secretary-General for Human
Resour ces Managenent for posts at Headquarters, and to the | ocal personne
office for posts at other duty stations. The avail able posts to be communi cated
are those which are vacant or are projected to becone vacant through
31 Decenber 1996, and are not required to remain vacant in order to achieve the
necessary reductions. Posts that have been advertised, but for which an
appoi ntnent and pronotion body has not concluded its review, shall be included
inthe list;

(c) Wen identifying vacant posts under subparagraph (b) above, heads of
departnents and offices shall indicate the occupational group and | evel of the
post and provide a brief description of functions simlar to the description
provided for an internal vacancy announcenent;

(d) For posts in the Professional category, all available vacancies
t hroughout the Secretariat shall be listed in a conpendiumto be issued by OHRM
For posts in the General Service and rel ated categories, all avail able vacancies
at a given duty station shall be listed and i ssued by OHRM (for avail abl e
vacanci es at Headquarters) and by the | ocal personnel office (for available
vacanci es at other duty stations). For each vacant post, the conpendi um shal
i ndi cate the occupational group and | evel of the post, as well as a brief
description of functions. Vacancies listed in the conpendiumshall be posted at
Headquarters and at offices away from Headquarters, as appropriate, and shall be
given the widest possible distribution

(e) Wiile the head of departnent or office may tenporarily assign a staff
nenber fromthat departnent or office to a post listed in the conpendiumif this
is required by the needs of service, posts listed in the conmpendi um may not be
filled on any basis other than tenporary, laterally or otherw se, until the
conpl etion of the redepl oynment exerci se.

19. Using the application formin annex |V, staff nenbers in need of

redepl oynent shall apply for vacancies in the conpendi um for which they consider
thenmsel ves qualified. Staff nmenbers are requested to focus primarily on
vacanci es at their personal grade |level. However, they may exceptionally apply
for posts at a higher level for which they consider thenselves qualified, on the
under st andi ng that, should they be selected for a higher-Ievel post, pronotion
woul d not necessarily result and would have to be considered at a later stage in
accordance with the nornal placement and pronotion procedures.

20. OHRM or the local personnel office, shall also review all available
vacanci es and may propose for consideration qualified staff nmenbers in need of
redepl oynent, even though they may not have appli ed.
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21. Al applications shall be submtted directly to the departnment or office
concerned, with a copy to the Assistant Secretary-CGeneral for Human Resources
Managenent .

22. The joint departnmental panel shall review all staff nmenbers who have
appli ed or have been proposed by OHRM or the | ocal personnel office for
avai l abl e vacancies in the departnment or office concerned to determ ne whether
t he candi dates nmeet the broad requirenments of the post, and to assess their
relative conpetence and suitability for the vacant post in question, using for
t hat purpose the formshown in annex Ill. |In the course of its review, the
panel shall have due regard for equitable geographical distribution and gender
bal ance when consi deri ng candi dates for vacant posts in the Professiona
category. The panel's recomendati ons shall be subnmitted to the head of the
departnent or office.

23. The head of department or office shall submt his/her recommendation in
relation to particular vacant posts, together with a brief evaluation of the
candi dates, to the appointnment and pronoti on body concerned (Appoi ntnent and
Pronotion Board for D 1/P-5 posts, Appointnent and Pronotion Commttee for

P-1/ P-4, Appointnent and Pronotion Panel for General Service and rel ated
categories). A copy of all recommendations shall be submtted to the Assistant
Secretary-CGeneral for Human Resources Managenent.

24. Each appointnment and pronotion body shall consider in a one-tine review all
the recommendations for the filling of the posts within its purview which are
listed in the conpendium For that purpose, it shall receive all the rel evant

i nformation which had been at the disposal of the joint departnmental panel, as
wel |l as the report of that panel. The appointnent and pronotion body shall nake
a recomendation to the Secretary-Ceneral for final decision, which shall be
taken in accordance with the provisions governing del egation of authority.

25. Staff selected for a given vacancy under these redepl oynment procedures
shall be directed to report for duty within 30 days if the new post is at their
present duty station, or 60 days if renoval fromone duty station to another is
i nvol ved. The appointnments of those who fail to do so may be termnated in
accordance with the relevant staff rules and regul ations.

Status of staff nenbers who were not selected for avail able vacancies

26. \Wenever possible, and subject to verification that the staff nenbers
possess the requisite skills, staff who were not selected for any post listed in
t he conpendi um shall be considered for assignments in special nmissions, or to
projects or activities financed by extrabudgetary funds, provided that such
funds are not of a tenporary nature and that a continuing source of funding is
avai |l abl e both for the enolunents and for any future termnation benefits. Any
such assignnent shall be on the understanding that the appointnment of the staff
menber concerned may be term nated at the end of that assignnent if no other

pl acenent opportunity arises.

27. The appointnments of staff who could not be redepl oyed under the procedures
set out in the present instruction shall be term nated under staff rule
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109.1 (c). Termnation indemity shall be conputed in accordance with annex 11
to the Staff Regul ati ons.

28. Staff nmenbers whose appointnents are to be term nated as provi ded above and
who are at the tine of termnation within two years of reaching age 55 and/or
conpl eting 25 years of contributory service in the Pension Fund nay, upon their
witten request, be placed for a maxi mum period of two years on special |eave
for pension purposes to enable themto reach age 55 and to conplete 25 years of
service. 7/ In such cases, the entire cost of the full pension contribution of
both the staff nenber and the Organization for the period in question shall be
deducted fromthe termination indemity and remtted in advance to the Pension
Fund by the Organization to cover the period of special |eave for pension

pur poses. Upon being placed on special |eave for pension purposes, staff
menbers shall be paid the balance of their termnation indemity, provided
however that an anmount equivalent to 10 per cent of the total pension
contribution shall be wi thheld against the possibility of an increase in pension
contributions during the period of special |eave for pension purposes. Should
such an increase occur, the Oganization would pay to the Pension Fund the

i ncreased contribution, the increase being deducted fromthe amount withheld.
Any unused anmount shall be paid at the end of the period to the separated staff
nenber, who shall receive an accounting of all payments made for pension

contri butions.

29. Staff menbers who request to be placed on special |eave for pension

pur poses shall be required to sign an agreenent acknow edgi ng that they have
severed all ties with the Organi zation except for the status of special |eave
for pension purposes, and that their entitlenments fromthe O ganization, with
the exception of refund of anpunts retained for pension contribution, will be
fixed and finally settled on the basis of their status as of the date they
comence speci al | eave.

Date of effectiveness - resunption of nornmal procedures

30. This admnistrative instruction is effective imediately. The

Secretary- General shall announce the date on which the redepl oynent process has
been conpleted. At that time, placenent, pronotion and recruitnent shall resune
to neet the needs of the Organization

Not es

1/ A/ C.5/50/57, paras. 5 and 17-20.
2/ See ST/ Al/414.

3/ See annex | to this instruction for specific dates by which the
various steps of the first review nust be conpl et ed.

4/ See annex | to this instruction for specific dates by which the
various steps of the second review nust be conpl et ed.
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5/ Qui delines on the preparation and conpletion of the forns attached as
annexes Il and 11l will be issued shortly.

6/ ST/ Al /413 of 25 March 1996 cancel |l ed and superseded ST/ Al/390.

7/ Amendnents to the Staff Rules for this purpose will be promul gated
shortly.
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Annex |
REDEPLOYMENT PROCESS SCHEDULE
Secretary-CGeneral's report to CGeneral Assenmbly ................ 31 March
Based on Secretary-Ceneral's report, Controller
confirms/indicates changes to proposals for reductions
presented by Department heads ............ .. ... .. . .. .. . ... 4 Apri
Departnment heads establish joint panels by .................... 12 Apri
Briefing/training of panels ....... ... ... . . . . . . . . i 15-19 Apri
Identification of staff to be redepl oyed
Depart ment heads advi se individually staff menber 16 Apri
concer ned
Depart ment heads provide panel with list containing 16 Apri
proposal s regarding staff to be redepl oyed
Panel reviews and subnmits recommendati ons to depart nment 25-30 Apri
head
- Departnent heads nake final decision 1-3 May
- Decision comunicated to staff menbers concerned and 6 My

faxed to CHRM




ST/ Al / 415

Annex |
Page 2
Filling of vacancies

1. Depart ment heads fax to OHRM Personnel Ofice a 26 Apri
prelimnary list of avail able vacant posts

2. Department heads fax final |ist of vacant posts to 3 May
OHRM Personnel O fice, after decision on early
separ ati ons

3. OHRM t o publish 2 conpendi uns 8-9 My
(1 P wrldwide, 1 GS for Headquarters) a/

4. Staff menbers to be redepl oyed apply or are proposed by 10- 24 May
OHRM Per sonnel O fice

5. OHRM Per sonnel O fice conpiles applications and sends 28-31 May
themto pane

6. Panel reviews and sends recomendati ons to depart ment 3-7 June
heads

7. Depart ment heads reconmend 10- 12 June

8. OHRM Per sonnel O fice conpil es recomendati ons/sends to 13-19 June
appoi nt nent and pronoti on bodi es

9. Appoi nt ment and pronotion bodi es review and nmake 20- 28 June
recomendati ons to Secretary-CGenera

10. Deci sion by Secretary-CGeneral/Director-Ceneral 1-4 July

11. I ndi vi dual staff menber advised about redepl oynment 5-8 July

12. Staff menbers not redepl oyed advi sed about separation 9-10 July

al Personnel O fice publishes conpendiumfor General Service staff at

each duty station away from Headquarters.
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Annex 11

I NDI VI DUAL REVI EW REFORM

NANME: GRADE:
NATI ONALI TY: DEPT. / CFFI CE:

RATI NG COMMVENTS

l. PER (last 5 years/2 reports)

1. Overall rating (1to 5)

2. Three specially inportant areas
(Job or occupational group-

rel at ed)

(a) (1to 5)
(b) (1to 5)
(c) (1 to 5)

1. QUALI FI CATI ONS/ EXPERI ENCE

1. Current job (0 to 2)
2. O her (0 to 2)
3. Mbility (0 to 5)
4. Languages per |anguage (0 to 2)

Maxi mum 2 of ficial |anguages

5. Job-rel ated devel opnent/
traini ng (Oto 2)

[11. SEN ORI TY/ CONTRACTUAL STATUS

1. In Oganization 1/4 pt per year
Maxi mum 20 years

2. Contractual status
Permanent: 1
Probati onary:
Fi xed-term > 5 years:
Fi xed-term < 5 years:

wWw~NoOo

Dat e: Nane, title and signature of the official giving the above ratings
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COVPARATI VE REVI EW FORM
NAMES
VEI GHTED | WAEI GHTED | WEI GHTED | WEI GHTED
VEI GHT RATI NG RATI NG RATI NG RATI NG
I. PER (last 5 years/2 reports)
1. Overall rating 3
2. Three specially inportant
areas
(a) 1
(b) 1
(c) 1
Il QUALI FI CATI ONS/ EXPERI ENCE
1. Current job 1
2. Oher 1
3. Mbility 1
4. Languages 1
5. Job-rel ated
devel opnment / trai ni ng 1
111 SENI ORI TY/ CONTRACTUAL STATUS
1. In Organization 1
2. Contractual status 1
1 V. COVWPARATI VE PRESENT PERFORMANCE (first review) OR
COVPARATI VE ASSESSMENT OF WHETHER STAFF MEMBER MEETS
THE BROAD REQUI REMENTS OF THE VACANT POST (second review)
Enter rating for each staff
nmenber as per page 2 to this
annex using wei ghting 3
V. RELATI VE COVPETENCE/ EFFECTI VENESS/ ADAPTABI LI TY
Enter rating for each staff
nmenber as per page 2 to this
annex using wei ghting 2.5
TOTAL
Dat e: Narme, title and signature of the official giving the above ratings
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COVPARATI VE REVI EW FORM ( cont i nued)
I NDI VI DUAL SHEET
NANE: GRADE:
NATI ONALI TY: DEPT. / OFFI CE
RATI NG COMMENTS
V.
ei t her
COVPARATI VE PRESENT PERFORMANCE
I N FUNCTI ONS

(for identification of staff to
be redepl oyed fromtheir present
functions)

or

COVPARATI VE ASSESSMENT OF WHETHER
THE STAFF MEMBER MEETS THE BROAD
REQUI REMENTS OF THE VACANT POST
(for redeploynent of staff against
avai | abl e vacanci es)

Rate all staff under review on
conparative basis (1 to 5)

Expl ai n under conments

V. RELATI VE COVPETENCE/ EFFECTI VENESS/
ADAPTABI LI TY

Rate all listed staff on overall
conparative basis (1 to 10)

Expl ai n under conments
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APPL| CATI ON FORM FOR STAFF I N NEED OF REDEPLOYMENT

NANME:
DEPARTMENT/ OFFI CE:

Pl ease |ist bel ow your application for posts contained in the conpendi um of
vacant posts published in ST/I1C/1996/...* |f you apply for nore than one post
(you may apply for a maxi mum of five posts) please indicate your order of
pr ef erence.

Your I ndividual Review Form should be attached to your application for
redepl oynent .

Note: Please be rem nded that, in principle, your application(s) for
redepl oynent should focus on vacant posts at your grade |evel.

VACANCY No. : PCST TI TLE: DUTY STATI ON:
VACANCY No. : PCST TI TLE: DUTY STATI ON:
VACANCY No. : PCST TI TLE: DUTY STATI ON:
VACANCY No. : PCST TI TLE: DUTY STATI ON:
VACANCY No. : PCST TI TLE: DUTY STATI ON:

Pl ease i ndicate bel ow the reasons for which you consider yourself qualified
for the above post(s).

* For Professional posts and posts in the General Service and rel ated
categories at Headquarters. Posts in the General Service and rel ated categories
at other duty stations will be published separately by the | ocal Personne
Ofice.



