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These guidelines are intended to assist HR Officers (HRCOs) in determining the eligibility of candidates to be considered for particular vacancies. All references are to ST/AI/2006/3/Rev1 [currently ST/AI/2010/3] (Staff selection system).

The guidelines are applicable when making eligibility determinations based on the employment history of applicants, including their record of service before 1 May 2002 when the new staff selection system came into effect.

I.    Applications to be forwarded by HRCOs to programme managers (PCO)

1.
In principle, the PCO will receive after the 15-, 30- and 60-day marks only the applications of candidates found by the HRCO to be eligible for consideration at those times.
   Should the PCO request it, the HRCO will forward a list of the names of ineligible candidates for information purposes only.  Pending release of the Galaxy update where the reason for determining that a candidate is ineligible will be coded and recorded in the “cockpit screen”, the HRCO must maintain a record of the decision and its ground, consistent with the remarks and explanations contained in Galaxy’s eligibility determination screen.

II.    Application of eligibility requirement relating to a minimum period in post

General

2.
Under section 5.1, staff members are normally required to remain in a post for a minimum period of two years before they may apply for a new post.  The minimum period is reduced to one year when staff members apply for a vacancy one level higher than their own, and have had a prior lateral move at their current level.
  These minimum post occupancy requirements must be met before a staff member is eligible to be considered at the 15-, 30- or 60-day marks. 

Computing post occupancy under section 5.1

3.
To facilitate the application of the new system and avoid penalizing staff who, before 
1 May 2002, may have moved or been moved frequently within or between departments/offices, staff members will be considered to have been in a post for purposes of section 5.1 from the time they have been selected under established selection procedures until they have been selected for another post under the same procedures.  

4.
“Established procedures” means selection after a competitive examination, or in the context of the managed reassignment programme for junior Professional staff (ST/AI/2001/7), or after review by an appointment and promotion/central review body.

5. As a result, temporary assignment (with or without SPA) or movement within a department or office of a staff member after selection under established procedures will not interrupt the post occupancy period for eligibility purposes.  All the time served by the staff member under these conditions will count towards the normal 2-year period required for eligibility under section 5.1.  This would cover the vast majority of the situations where problems have arisen.

6. If a staff member who applies for a promotion had been transferred to another post less than one year after selection under established procedures, the HRCO should verify whether that transfer met the conditions of a “lateral move” (see definition in section 1 of the instruction).  If so, the staff member would only have to be one year in functions after the lateral move to be eligible (section 5.1, second sentence).  
7.
NOTE:  This will not affect the manner in which “lateral moves” are counted for the purpose of section 5.2.  Even though, for eligibility purposes, the clock will not stop and start anew after a temporary assignment, mission detail or transfer within an office (unless the transfer constitutes a “lateral move”), any move for a period of at least 3 months will be counted for mobility purposes.  Periods of less than 2 years but at least 3 months will be “banked” and may be combined and recognized as one lateral move when they reach a total duration of 2 years.  All this will be implemented and clarified when the IMIS database to record lateral moves is put into place. 

8.
In computing the applicable minimum period, eligibility is to be determined in relation to the time in functions at the 15-, 30- and 60-day marks.  Assuming a 60-day deadline, and a candidate who is subject to the two-year normal requirement, the candidate who does not meet the two-year requirement at the 15-, 30- or 60-day mark will be ineligible to be considered at those times.  For instance, a candidate who will complete the 1 or 2-year period 16 days after posting the vacancy will not be eligible at the 15-day mark, but will be eligible at the 30- and 60-day marks.  Similarly, a candidate who will complete the 1 or 2-year period 59 or 60 days after posting will not be eligible at the 15- or 30-day marks, but will be eligible at the 60-day mark, and will be considered with external candidates.  A candidate reaching the 1 or 2-year period 61 days after posting will be ineligible.


III.    Internal candidates who have been in receipt of an SPA for at least 2 years in a field mission
9.
An internal candidate who has been in receipt of an SPA for at least 2 years in a field mission will be eligible to be considered at the 15-day mark for vacant posts at the SPA level under section 5.4(b)(i) when the staff member is serving in a field mission at the time of the application, and has been in receipt of an SPA while in mission service for a continuous period of 2 years or longer.
 If these conditions are not met, the staff member is eligible to be considered at the 30-day mark for a post one level higher than his or her own level.

IV.     Eligibility of staff to be considered for vacancies more than one level above their current level

General

10.
Staff members may be considered at the 15-day mark for vacancies at their current level (section 5.4).  They may be considered at the 30-day mark for vacancies one level higher than their current level (section 5.5).  At the 60-day mark or other specified deadline (normally 30 days for GS vacancies), all eligible candidates may be considered (section 5.6), including those who are more than one level below that of the advertised vacancy, provided they meet the minimum post occupancy period required by section 5.1 (see Part II above), and are not subject to the restrictions placed by the General Assembly on recruitment to the Professional category of staff from the General Service and related categories.
  

11.
HRCOs should remind programme managers that, to be in a position to provide satisfactory answers to likely questions from the central review body, they will need to keep in mind the provisions of section 5.3, which specify that “experience, knowledge and institutional memory relevant to the functions must be considered as the personal contribution of the candidate to the achievement of the goals of the Organization and as such are an important element of the selection process”.  Programme managers should also be reminded that, if proposing such a candidate, the candidate must meet all of the evaluation criteria that were approved by the central review body concerned.   OHRM will closely monitor the manner in which this new feature is used, so that the necessary adjustments may be made.


Staff seconded or transferred from the UN to a UN office or another part of the UN common system 

12.
Staff members who have been promoted after secondment or transfer to another part of the common system, or to a UN office where the executive head has delegated authority to appoint or promote for service limited to his/her own office, are not eligible to be considered as “internal candidates” at the 15- or 30-day mark when applying for posts two levels or more above their “UN level” before secondment or transfer.
 However, the level achieved after secondment or transfer to another part of the common system will be recognized at the 60 day mark.  For instance, if a staff member was a P-4 in the Secretariat, was promoted to P-5 after secondment to another part of the UN common system, and applies for a D-1 post in the Secretariat, this would be considered as a promotion to that level, albeit at the 60-day mark, and there would be not need for HRCOs to give to the PCO the reminders mentioned in paragraph 11 above.  In this manner, experience and knowledge acquired in another part of the UN or of the common system will be fully taken into account when these candidates are evaluated against the criteria approved by a central review body.

13.
The possibility of applying for UN vacancies two or more levels above the “UN level” for staff members who have been seconded from the Secretariat does not affect the principle that these staff members may only return to the Secretariat to a post at their “UN level” at the end of their secondment, unless they have been selected to a post at a higher level under the procedures of ST/AI/2002/4, as amended by ST/AI/2005/8 [currently ST/AI/2010/3].
V.    Eligibility and geographic status 

14.  
Geographic status is conferred upon staff upon initial recruitment after successfully passing a competitive examination (other than a language examination) or from initial appointment for one year or longer to a post subject to the application of the system of desirable ranges. Internal candidates who do not have geography status and who apply for posts subject to the system of desirable ranges are considered at the 60-day mark (section 5.6).

VI.    GS staff at the G-4 level or below – Determination of eligibility to apply for vacancies under section 5.1

15.
Reminder:  staff in the GS and related categories are locally recruited.  They are eligible to apply as internal candidates only for posts located at their duty station.

16.
Movements of GS staff up to, and including, the G-4 level are not governed by a review body. These staff members may be moved in accordance with the functional or administrative needs of the Organization.  Pending clarification of the policies that should apply and issuance of a new AI for recruitment and placement of GS staff up to the G-4 level, all the time spent at a particular level should be considered as one assignment.  For instance:

· A G-4 staff member will be eligible to apply for a G-5 position after having served for a continuous period of two years at the G-4 level.  
· A G-3 staff member with two years of continuous service in the Organization wishing to apply for a G-5 position will be treated as other staff members applying for a vacancy more than one level above their own (see paragraphs 10 and 11 above).
17. As a result of the suspension of recruitment for GS posts, GS vacancies will now be filled only through lateral moves or promotions of current staff members, unless the vacancy is located in an area exempted from the suspension or a specific exception has been made.  For more details, see the guidelines on “Implementation of General Assembly resolution 58/270 – Daily subsistence allowance – suspension of recruitment for GS. 

VII.    Minimum educational qualifications – required tests or examinations

18.
All applicants, internal and others, must have a first level university degree in order to apply and be considered for a post at the Professional level and above.  The only limited exception to that minimum educational requirement is for staff members who passed the G to P examination pursuant to the exception currently set out in section 4.2 of ST/AI/2003/7 [abolished and replaced by ST/AI/2010/7]. 

19.
At all duty stations where initial recruitment in the GS category requires having passed an entrance test, vacancy announcements with the normal 30-day deadline for positions at the G-5 level and above should always state that applicants are required to have passed that test (in most cases, the UN clerical test) before they may be considered for the position.  Applicants who have not passed that test are ineligible.

20.
Staff members in the GS and Trades and Crafts categories are eligible to be considered for vacancies across those categories at the 30-day mark subject to those staff members meeting the minimum eligibility requirements, including required tests and examinations for those vacancies.   

21.
For Professional language posts, all candidates must have passed the United Nations language examination to be eligible.  The vacancy announcement should always state that applicants are required to have passed that examination before they may be considered for the position.

VIII.    Consultants, Individual Contractors, Interns and Gratis Personnel - Eligibility to apply for or to be appointed to posts

22.
Section III.B, paragraph 26, of GA resolution 51/226 requested the Secretary-General “to extend to consultants and to personnel provided on a non-reimbursable basis the current practice of barring interns from applying for or being appointed to posts in the Secretariat for a period of six months after the end of their internship”.  
23.
The following guidelines have been approved to ensure that the goal of the restriction imposed by the General Assembly is met, without extending its scope beyond what was intended by the Member States:  
· Application of the requirement of a six-month break between the prior service as a non-staff member and application for or appointment to a position as a staff member should be limited to positions at the professional level and above carrying international recruitment status, under the 100, 200 or 300 series;
· The requirement applies in respect of appointments to “posts”, established or approved as such.  It is not applicable to appointments funded from general temporary assistance;
· The requirement is not applicable when a person considered for appointment is serving or has previously served as a consultant, individual contractor, intern or gratis personnel with a specialized agency or an Office, Fund or Programme – such as UNHCR, UNICEF or UNDP – which is separately administered and funded from voluntary contributions;
· The fact that a person is subject to the requirement does not affect the possibility of extending the service of that person as a consultant, individual contractor, intern or gratis personnel when this is consistent with the rules governing these categories of personnel.
24.
For more details, see the Guidelines on Consultants, Individual Contractors, Interns and Gratis Personnel:  Eligibility to Apply for, or to be Appointed to Posts”.
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� Transmission of the applications of candidates for P-3 posts by the HRCO to the PCO is subject to section 7.2.  For posts in the General Service and related categories, external advertising of vacancies at the G-5, S-3 and TC-4 levels and above with a 60-day deadline is only possible if it has been established to the satisfaction of OHRM or the local HR office that there were no suitable internal candidates at the duty station.  Further details are contained in the Guidelines on external recruitment for General Service posts (approved on 6 March 2006).





� The requirement applies to all staff members who are internal candidates.  It does not apply to mission/support account staff and those women candidates who are eligible to be considered at the 30-day mark under section 5.5(b).





� As a transitional measure, staff who were previously selected under established procedures for a post that has been subsequently reclassified, and who were promoted without circulation of the post after three years in functions under section 3.4 of ST/AI/1999/8 will be considered as having satisfied the two-year post occupancy requirement when applying for another post, regardless of the effective date of promotion.  Under the new system, all posts reclassified upwards are to be circulated.


� This approach, intended to protect the rights of staff who are sent on temporary assignments, would reduce the required post occupancy period “due to the needs of service” by counting that service as part of the post occupancy period.  For example, a staff member who has served in a post for one year and is temporarily assigned to another post for nine months would meet the required post occupation period three months afterwards, either after returning to the original post or after serving three months elsewhere on temporary assignment.  The post occupancy period in the original post would be reduced due to the needs of service by virtue of the staff member’s temporary service elsewhere.  The entire time after selection under established procedures will be counted when determining whether the minimum post occupancy requirement has been met, even though the staff member may have discharged different functions. 





� SPAs granted to staff serving in field missions are now governed by ST/AI/2003/3.  A new SPA granted after 1 April 2003 must comply with the requirements of that instruction in order for the staff member to be eligible for consideration at the 15-day mark under section 5.4 (b)(i) of ST/AI/2002/4.  





� The General Assembly has severely limited recruitment by the Secretariat at the Professional level of staff from the General Service and related categories.  Such recruitment may only be made at the P-1 and P-2 level, after a competitive examination.  It is outside the scope of ST/AI/2002/4 [section 3.2(d).]  As a result, staff in the General Service and related categories are ineligible to apply for Professional vacancies in the Secretariat posted under the staff selection system, regardless of whether they serve in the Secretariat, a separately administered Fund or Programme, or a specialized agency. 





� The first sentence of paragraph 12 expresses the general position applicable to secondment among entities of the UN common system.  It does not apply to staff initially recruited by the Secretariat under established procedures who are subsequently selected and promoted by OIOS.  Such staff members are not technically “seconded” to OIOS and, under the special provisions of ST/SGB/273 and ST/AI/401, their current status, acquired rights and eligibility for reassignment within the Secretariat are not affected.  In other words, they will remain “internal candidates” for the purposes of the staff selection system, and any promotion received after review by OIOS AP/Review Body will be recognized as though it had been received after review by a Secretariat’s AP/CR body.  
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