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United Nations Development Programme


Administrative actions in connection with Special Leave Without Pay (SLWOP) for local staff in UNDP Country offices 
The following information is provided for your guidance in executing SLWOP
.Please complete the enclosed “Certificate for SLWOP” on required information on annual leave balance, pension fund contribution, medical/dental insurance, group life insurance, banking and contact information, which must be submitted to your Country Office HR focal point. 
1. Who can apply?

The current rules apply to all UNDP 100 series staff members. 
2. General conditions 

Given the current constrained placement environment, it is important for you to understand the terms that apply to return to UNDP at the end of the SLWOP or any other future extension(s) up to the maximum of two years.  As a local staff, you will retain a lien on your current post up to maximum of one year at which point you may return to your duties. 
For any extension beyond one year, you will retain only a general lien and the below conditions apply:   
Your re-absorption to UNDP will depend on the availability of posts at that time. At least three (and ideally six) months prior to the end of your scheduled return from SLWOP, you should begin to undertake an active search for alternate placement possibilities in UNDP and elsewhere in the UN System locally. You should also be in touch with your HR focal point < name and email of local HR > <<@undp.org>> telephone who can provide you additional information on available vacancies at that time and options. 

If no suitable placement were identified, we would be obliged to separate you at the end of your SLWOP.  Alternatively, you could opt to extend your SLWOP for an additional year (not to exceed a total of 24 months of SLWOP), during which time the search for a suitable vacancy could continue.  That process would lead to either a placement or separation.  
3. Annual Leave

Please request your leave monitor to give to your HR focal point, as soon as possible, a copy of the enclosed form “Certificate for SLWOP”[.
Staff members who are granted SLWOP are expected to exhaust all accrued annual leave days prior to the starting date of SLWOP.  This will determine the effective date of the SLWOP.

4.
Pension Fund (PF)

During a period of SLWOP, the Organization does not contribute its share to the Pension Fund.  If you wish the period of SLWOP pensionable and credited with contributory service, a monthly payment of the full PF contribution must be made, which represents your share (7.9% of your pensionable remuneration) PLUS the Organization’s share (15.8% of your pensionable remuneration).

Please note that in case you opt for a withdrawal settlement from the Pension Fund the Organization’s share of the contribution is not payable. Please see www.unjspf.org for contact details and further information.
The PF contributions payment must be made concurrently with the period of SLWOP and the non-contributory service period cannot be validated upon return from SLWOP.  PF contributions cannot start from any other date than the first day of the SLWOP. Payment may also be made on a quarterly basis. Please contact your HR focal point for information about the exact amount. For any additional information and questions please contact the UNJSPF directly. 

Please note that according to Article 21 c) of the UNJSPF’ Rules and Regulations, a participant is deemed to have separated from the Pension Fund when he or she has completed consecutive period of three years on leave without pay without concurrent contributions. We therefore strongly encourage you to consider this rule and how it applies to  your specific situation before making a decision whether you will continue to contribute to the PF while on SLWOP or not.      

Once you made your decision, please indicate on the enclosed “Certificate for SLWOP” whether you will continue PF contribution during your SLWOP.  If so, before the SLWOP commences, please contact your HR focal point who will facilitate the entering of the information in ATLAS. On a yearly basis Headquarter reports information about periods of SLWOP to the pension fund.
5.
Medical, Dental and Group Life Insurance

If the SLWOP begins on the first pay day (i.e. first weekday) of any month and covers the entire period through the last pay day (i.e. last weekday) of the month, insurance coverage will automatically be discontinued.  The Organization does not contribute its share to the medical/dental insurance coverage during that period of SLWOP. 
If you wish the insurance coverage to continue during the SLWOP, you will be responsible for payment of the full insurance premiums, based on your previous salary statement. Please contact your HR focal point for information about the exact amount.

This payment must be made concurrently with the period of SLWOP and cannot be validated upon return from SLWOP.  Contributions cannot start from any other date than the first day of the SLWOP.

Please indicate on the enclosed “Certificate for SLWOP” whether you wish to continue your medical/dental/group life insurance coverage. Please contact your HR focal point who will facilitate the payment of these premiums. 
6.
Service credit while on SLWOP

In accordance with Staff Rule 105.2(d), when SLWOP is one full month or more, no credit is earned towards any entitlement, e.g. sick leave, annual leave, home leave, within-grade salary increment, seniority, termination indemnity and repatriation grant. 

7.
Contact Address and Banking Information

Please provide contact and banking information on the enclosed “Certificate for SLWOP” and advise your HR focal point when there is any change in the information you have provided while on SLWOP.  This will ensure your receipt of important document, reimbursement of insurance claim or other payments, as applicable.
8.
United Nations Laissez-Passer (UNLP)

If you have a Laissez-Passer kindly give/send it to your HR focal point for safe-keeping during the period of your SLWOP.  It will be returned to you upon your resumption of full time duty. Should separation take place after SLWOP, the UNLP will be cancelled and returned to you.

For staff member’s use:

Checklist of information, forms and documents to be completed/submitted.
	
	Annual leave balance at end of month prior to begin date of SLWOP

	
	Banking instructions with account number and bank address 

	
	Certificate for Special Leave Without Pay completed and returned to local HR focal point 

	
	Contact address during period of SLWOP

	
	Insurance instructions covering period of SLWOP for medical, dental and life provided

	
	Pension Fund instructions covering period of SLWOP provided

	
	UN Laissez-Passer returned to HR focal point if applicable 


� Please note that these instructions are to help offices administer those cases where SLWOP has been discussed and approved by the staff member and their manager.  Staff members administered under the 100 and 200 Series of the UN Staff Rules are eligible for Special Leave Without Pay.  SLWOP is not an entitlement and may be granted at the request of the staff member and at the discretion of the Administrator, or delegate, for certain reasons, typically; family-related leave (e.g. maternity, adoption, elder care) advanced, career related study or extended illness.  SLWOP shall not be authorized for governmental service in a political office, in a diplomatic or other representational post, or for the purpose of performing any functions that are incompatible with the staff member's continuing status as an international civil servant.





