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To:

All UNDP/UNFPA/UNOPS Staff Members

From:

Deborah Landey



Deputy Assistant Administrator and

Director

        

Office of Human Resources



Bureau of Management

Subject:
Home Leave (HL) 

During the past months the Office of Human Resources (OHR) has continued to review its business processes with a view to streamlining staff administration. Part of this exercise of aligning our personnel administration services with the needs of UNDP, has also been to provide offices with a better understanding of certain entitlements and how they are administered.

Within this context, I am pleased to attach guidelines containing details of the current policies and procedures on Home Leave (HL). The document provides information, for example, on: eligibility, frequency, mode of transportation, DSA, terminal and other expenses, and procedure.


I would like to highlight that in the event a staff member is scheduled for HL, and the area of HL is in a Security Phase, the following will apply: 

a) Security Phase One or Two.  Security clearance may be provided for the staff member and eligible family members to travel to areas where Phases One and Two are in effect;

b) Security Phase Three. Security clearance may only be granted to the staff member and spouse (subject to the approval of the UN Designated Official (DO)).  Other eligible family members may not travel on HL to an area where Phase Three is in effect.  The staff member and his/her eligible family members may take HL in another country;

c) Security Phase Four.  Security clearance may only be granted to the staff member.  Other eligible family members may not travel on HL to an area where Phase Four is in effect.  The staff member and his/her eligible family members may take HL in another country; and
d) Security Phase Five.  No security clearance will be granted for staff members and/or their eligible family members to travel on HL to areas in which Phase Five is in effect.  The staff member and his/her eligible family members may take HL in another country.

In the event the area where HL is exercised, experiences a serious security situation that moves it to Security Phase Three, Four and Five while the staff member and/or his/her eligible family members is/are there, the staff member and/or his/her eligible family members will be subject to the same security instructions that are applicable to international staff members at the duty station in that country.

This circular supersedes all previous circulars on the subject and is effective as from the date of issuance.

Finally, should you require any further information or clarification on this subject, please contact the OHR Service Center serving your duty station.
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