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PLEASE REFER TO THE AIDE MEMOIRE (“EXPLANATION AND SECTION ANALYSIS OF THE MODIFICATIONS TO THE STAFF RULES UNDER DRAFT EXECUTIVE ORDER 08-03”, ANNEX B) FOR A MORE DETAILED EXPLANATION OF THE MODIFICATIONS.
CHAPTER VI(
ANNUAL, SPECIAL, ADMINISTRATIVE AND HOME LEAVE
Rule 106.1 Annual Leave
(a) During the time in which they are receiving full salary, staff members shall be entitled to annual leave according to the following scale:

(i) 21 working days a year, accruable at the rate of 1.75 days a month, for staff members with not more than three years of service.

(ii) 24 working days a year, accruable at the rate of 2 days a month, for staff members with more than three but not more than five years of service.

(iii) 30 working days a year, accruable at the rate of 2.5 days a month, for staff members with more than five years of service .

No leave shall accrue while a staff member is receiving compensation equivalent to salary and allowances under Staff Rule 107.4.for Worker’s Compensation for Work-Related Injury and Illness under Chapter VII of these Rules.
(b) Staff members may accumulate, in each calendar year, not more than half of the days indicated in Section (a) above; that is to say, not more than 10.5, 12, or 15 days, respectively, up to a maximum of 60 working days.

(c) Staff members under contract for a limited time of less than six months shall not be entitled to annual leave unless, as a result of extensions or new contracts, they have served continuously for more than six months, in which case annual leave shall be credited from the start of their continuous service.

(d) Annual leave may be taken in units of one hour, with a fraction thereof considered a full hour.

(e) Upon completion of service on a mission so designated for these purposes by the Secretary General, any accumulation of annual leave which would otherwise have been forfeited during the periods of service on such mission or within two months thereafter may be used to cover all or part of a later authorized period of leave.  Any such leave not used within four months following the staff member's departure from the mission area shall be forfeited.

(f) A staff member may, in exceptional circumstances, be granted advance annual leave up to a maximum of 10 working days, provided his/her service is expected to continue for a period beyond that necessary to accrue the leave so advanced.

(g) Department and Office directors are authorized to grant annual leave. and to advance annual leave of up to five days.  Advance annual leave for more than five days shall require the approval of the Director of the Department of Human Resource ServicesResources. 

(h) Staff members must obtain prior written approval of an absence on annual leave.  In granting approval, as much consideration as possible will be given to the personal circumstances and preferences of the staff member.  A staff member unable to return to work in accordance with his/her original plans must, before his/her leave is over, request the necessary extension and explain the reasons for the requested extension. 

(i) Leave may be taken only when authorized.  If a staff member is absent from work without authorization (including tardiness, departure before closing time, or taking a lunch period in excess of the allotted time), the payment of salary and allowances shall cease for the period of unauthorized absence; at the option of the supervisor, the unauthorized absence may be charged to the staff member's annual leave if there is accrued leave in the staff member's account sufficient to cover the absence.

(j) All decisions with respect to annual leave shall be subject to the needs of the service, as determined by the Secretary General. Those needs may require that leave be taken by a staff member during a period designated by the Secretary General.

Cross References: General Standards, Article 48, Memorandum CS/SG 01/04/2007, Solicitud de Vacaciones. 
Rule 106.2 Special Leave
(a) Special leave means leave granted to staff members for such periods of time and on such terms as the Secretary General may determine in order to enable themstaff members to fulfill their civic obligations, to pursue studies to improve their knowledge and skills or to conduct research in the interests of the Organization, or, subject to Section (g), below, to take temporary employment outside the Organization. ItSpecial leave may also be granted in cases of prolonged illness, for child care, or for other important reasons that are in the interests of the Organization as determined by the Secretary General.

(b) Special leave shall normally be without pay, unless otherwise specified in these Rules or unless the Secretary General has determined that it is in the interests of the Organization to grant special leave with full pay or with partial pay in accordance with Section (a), above. The Secretary General may publish guidelines for making that determination in the administrative issuances of the General Secretariat.
(c) Special leave with full pay shall be granted:

(i) For the time a staff member must devote to jury service, when required to serve by the pertinent authorities, provided that the fee paid to him/her by the court is turned over to the General Secretariat; or

(ii) When a staff member exercises his/her voting rights, provided this is on a working day and does not exceed two hours. When a staff member can demonstrate to the satisfaction of the Director of the Department of Human Resource ServicesResources that he/she requires more than two hours for the exercise of histhe staff member’s right to vote, the Director may authorize additional special leave for that purpose.

(d) Special leave without pay shall be granted to a staff member who is required to enter military service, provided the staff member has completed at least one year of satisfactory service in the General Secretariat.

(e) The Secretary General may require a staff member to exhaust all of his/her accumulated annual leave and all other accumulated leave, except for sick leave, before granting a request to take special leave.

(f) At the option of his/her supervisor, any staff member who fails to report to work may be placed on special leave without pay in accordance with Rule 106.1(i), without prejudice to disciplinary measures which may apply because of histhe staff member’s absence.

(g) Special leave shall not be authorized to permit a staff member to assume a political office or to assume a diplomatic or other representational post; nor shall it be authorized for the purpose of allowing a staff member to perform any other functions that are incompatible with the staff member's continuing status as an international civil servant. In exceptional circumstances, special leave without pay may be granted to a staff member who is requested by his or /her Government to render temporary services involving functions of a technical nature.

(h) In exceptional circumstances, for purposes of infant child care or upon the adoption of a child, special leave may be granted under the conditions and for the period of time established by the Secretary General.

(i) Staff members shall not accrue service credits towards sick, annual, and home leave, seniority, career-servicecontinuing contract eligibility, maternity leave, annual step increases, termination indemnity or repatriation grant during periods of special leave, whether with or without pay. However, periods of less than one full month of such leave shall not affect the ordinary rates of accrual. Continuity of service shall not be considered broken by periods of special leave, and persons on special leave shall continue to participate in the Secretariat’s health insurance plans and pension plans, in accordance with the pertinent rules.

(j) Special leave shall not be granted to any staff member under a fixed-term contract for a period longer than the balance of the remaining period under the staff member’s current contract.
Cross References: General Standards, Article 49.
Rule 106.3 Administrative Leave
(a) Administrative leave consists in the authorization received by a staff member to absent himself/herself from the place where hethe staff member regularly works, either in order to perform duties assigned to him/her elsewhere, whether at histhe staff member’s duty station or away from it, or because of illness or injury covered by workers' compensation under Rule 107.4. Administrative leave granted under this Section must be authorized by the Director of the Department of Human Resource ServicesResources, as well as by the Office or Department or Office director concerned.

(b) The Secretary General may also place on administrative leave a staff member suspended pursuant to Rule 111.4.

Cross References: General Standards, Article 49; Staff Rules 107.4, 111.4; Directive SG58-83 “General Guidelines on Investigation of Staff Members.”
Rule 106.4 Home Leave
(a) A staff member whose duty station is outside of his/her home country and who meets the requirements of Section (b), below, shall be entitled to travel to histhe staff member’s home country at the expense of the General Secretariat once after every two years of qualifying service to spend part of his/her annual leave there pursuant to Section (r) of this Rule. The spirit and intent underlying the home leave benefit is to support and preserve the close familial or personal relationships of the staff member, or his/her traditional cultural values. This Rule is to be strictly construed and applied in accordance with that spirit and intent. 

(b) For a staff member to be entitled to home leave, he/she must meet the following conditions:

(i) In the performance of his/her duties, hethe staff member must have a continuing residence in a country other than that of which he/she is a national;

(ii) He must have a position in the professional category or, if in the general services category, he must have beenThe staff member must be recruited internationally in accordance with Rule 104.17(b);

(iii) HeThe staff member must have a nonimmigrant status in the country of his/her duty station and not be a national of that country;

(iv) The Secretary General must expect that the staff member will continue in service with the General Secretariat for at least six months after the date upon which he/she returns from home leave; and

(v) In the cases referred to in Sections (d) and (h), below, where hethe staff member exercises the right to take home leave before he/she has accumulated the full two years of qualifying service otherwise required between home leave entitlements, it must be expected that hethe staff member will continue in service for at least six months after the date on which the home leave would have been completed if he/she had taken it after having acquired the full amount of qualifying service.

(c) For the purpose of this Rule, the home country shall be that of which the staff member is a national, subject to the following conditions:

(i) For purposes of travel and transportation authorization, the place where the staff member must take his/her home leave shall be the place where hethe staff member maintained his/her principal residence immediately prior to his/her appointment. Subject to the limitations set out in Section (m), below, and under exceptional circumstances, the Secretary General may permit a staff member to take home leave in a place in the home country other than where hethe staff member maintained his/her previous principal residence.

(ii) With regard to a staff member who has worked in another international public organization immediately prior to his/her appointment with the General Secretariat, the place in the country where hethe staff member must take home leave shall be the place designated when he/she joined that other organization.
(iii) In exceptional and compelling circumstances and subject to the conditions set out in Section (m) below, the Secretary General may authorize a staff member to take the home leave referred to in this Rule in a country other than that of which hethe staff member is a national. To be able to benefit from this provision, the staff member must prove to the Secretary General's satisfaction that for a prolonged period before his/her appointment hethe staff member maintained his/her regular residence in that other country, that he/she has close family or personal ties there, and that taking his/her home leave in that country is not inconsistent with the spirit and purposes of this benefit. 

(iv) This entitlement shall not apply in a statecountry that is not a Member State of the Organization.

(d) The staff member may start his/her home leave during the six months before or following the date on which hethe staff member completes two years of qualifying service for this purpose, with the exception of the first trip to the country of origin, which may not be advanced.

(e) In computing years of service for the purpose of this Rule, all service rendered continuously shall be credited. For a staff member who changes his/her status from immigrant to nonimmigrant, or who moves from the general services to the professional category, the date of that change shall be the start of qualifying service.

(f) When a staff member has been on special leave whether with or without pay, his/her right to home leave shall be postponed for the period corresponding to that special leave.

(g) A staff member:

(i) who voluntarily separates from service within six months following his/her return to work after home leave, or 

(ii) who takes his/her leave in accordance with Section (d) or (h) of this Rule, and then voluntarily separates from service within six months after the date that the home leave would have been completed if taken after the full amount of qualifying service had been acquired, must reimburse the General Secretariat for the cost of the trip and for any other payments made to him/her for the purpose. Otherwise, those amounts will be deducted from the final settlement of accounts. 

(h) In exceptional circumstances, a staff member may be granted home leave in advance, provided that at least 12 months of qualifying service have elapsed since the date of his/her return from his/her last home leave. The granting of advance home leave will not advance the date on which the staff member may take the next home leave.

(i) When, in the judgment of the corresponding Department or Office director, the staff member's duties require postponement of home leave beyond the six months indicated in Section (d), above, the postponement will not result in a delay in histhe staff member’s next home leave. However, any such postponement shall be limited to no more than one year.

(j) If home leave is postponed for reasons other than those specified in Section (i) of this Rule, the staff member will not be entitled to take the next home leave until two years after the date on which he left for/she takes the home leave which had been postponed. ThisThe date of his/her taking this leave is the date that will be used in the future to compute the years of service necessary for the staff member’s home leave. Notwithstanding the foregoing, this Rule shall not prevent the staff member from advancing his/her next home leave in accordance with Sections (d) and (h), above.
(k) A staff member who has received an advance of funds for home leave must return itthe funds to the General Secretariat if it is necessary to postpone the trip for more than 30 days.

(l) Whenever it is to the benefit of the Organization and where there is no undue hardship to the staff member, the General Secretariat may avail itself of the opportunity to combine home leave with official travel. In this case, the time necessary to travel to the country of origin shall be considered administrative leave, and such travel as may be required in connection with the official trip shall be subject to the provisions of Rule 108.1.

(m) Home leave travel shall consist of round-trip economy air transportation by the most direct and economical route from the staff member's duty station and also transportation, other than that which may be covered by the terminal expense allowance, by such additional modes as may be required to reach the staff member's place of principal residence, if necessary. The Offices, and one day’s travel subsistence allowance for travel time.  Where home leave is to be taken in a Member State in which the General Secretariat maintains a Country Office (also frequently referred to as Office of the General Secretariat away from Headquarters), that Office will purchase the tickets and make the arrangements for the trip. Authorized  Where home leave is to be taken in a Member State in which the General Secretariat does not maintain a Country Office, the Department of Human Resources shall arrange for the purchase of the tickets and make the arrangements for the trip.  Payment for authorized home leave travel to a place other than the place of principal residence under Section (c)(i), above, or to a country other than that of which the staff member is a national under Section (c)(iii), above, shall not exceed the cost of travel to the place of principal residence and the country of the staff member's nationality.as defined above in Sections (c)(i) or (c)(ii), as the case may be.  
(n) A staff member authorized to take home leave shall be entitled to claim for himself/herself and histhe staff member’s eligible dependents the expenses of the round trip between the duty station and his/her place of residence in histhe staff member’s home country as provided in Rules 108.7 and 108.13, or an equivalent amount if he/she is authorized to travel elsewhere in accordance with Section (m), above, with the exception of the travel subsistence allowance (per diem) contemplated in Rule 108.7 (a) (iii) for the return trip.

(o) Dependents shall travel with the staff member on home leave, although exceptions may be made if the needs of the service or other special circumstances prevent the staff member and his/her dependents from traveling together.

(p) When both spouses are staff members and both are entitled to home leave, they may choose to take ithome leave separately in their respective home countries or together in the home country of one of them.  If the spouses elect to take their home leave together, the home leave authorized for each spouse, including the one-day’s travel subsistence allowance, will not be greater than that to which they would be entitled if they were to take their leave separately.  If they have dependent children, these children may accompany either the father or the mother but may not make more than one such home leave trip every two years.

(q) A staff member who chooses to make the trip by automobile shall receive the cash equivalent of air fare for two persons, as a maximum.

(r) A staff member who takes home leave and the eligible dependents who accompany him/her must remain in the home country for at least two weeks.  The Secretary General may request the staff member upon his/her return to present satisfactory evidence of having complied with this obligation.

Cross References: Staff Rules 104.17(a), 106.1, 108.1, 108.2, 108.5 – 108.14, 108.17, 108.23, 108.24, 108.26.
Rule 107.1106.5 Sick Leave
(a) Staff members who, because of illness or accident, are prevented from performing their work, or who cannot report for work because of measures taken for the protection of public health, shall be entitled to sick leave in accordance with the following provisions:

(i) All sick leave must be approved by the corresponding Department or Office director.

(ii) Staff members holding shortunder a Series A fixed-term contractscontract may be granted sick leave at the rate of two working days per month of service.

(iii) Members of the Career Service and staff members with continuing contracts shall have the right to sick leave for up to six months on full salary and up to six months on half salary during any calendar year.  The sick leave authorized in any period of four consecutive years may not exceed 18 months, including nine months on full salary and nine months on half salary.

(iv) Staff members holding longunder a Series B fixed-term contractscontract shall have the right to sick leave of up to three months on full salary and up to three months on half salary during any calendar year.  The sick leave authorized in any period of four consecutive years may not exceed 18 months, including nine months on full salary and nine months on half salary.

(v) Staff members shall be responsible for informing their supervisors as soon as possible of their absences due to illness or injury.  Where possible, they should report to the Health Unit of the General Secretariat before absenting themselves.

(vi) Except with the authorization of the Secretary General, no staff member may be granted sick leave for a period of more than three consecutive working days unless he/she presents a medical certificate to the effect that he/she is unable to perform his/her duties and stating the probable duration of the absence.  Such certificate shall, except in circumstances beyond the control of the staff member, be presented immediately upon histhe staff member’s return to duty.

(vii) A staff member who takes seven days of sick leave during one calendar year, or a proportional number of days when histhe staff member’s period of service is less than one year, without presenting a medical certificate, must justify any other sick leave absence during the same year with a medical certificate; otherwise, the time of such absence shall be deducted from histhe staff member’s annual leave or charged as special leave without pay.

(viii) A staff member may be required at any time to submit a medical certificate as to his/her condition or to undergo examination by a medical practitioner named by the Secretary General.  Further sick leave may be refused or the unused portion withdrawn if the Secretary General is satisfied that the staff member is able to return to his/her duties, provided, however, that if the staff member so requests, the matter shall hebe referred tofor determination by an independent practitioner or a medical board acceptable to both the Secretary General and the staff member.

(ix) A staff member shall not, while on sick leave, leave the area of the duty station without the prior approval of the Department of Human Resource ServicesResources.

(b) Sick leave may also be granted in the following cases:

(i) For illness or confinement of a member of the staff member's immediate family residing in his/her household when histhe staff member’s personal attention is required, as attested to by a medical certificate.  This leave may not exceed five working days in a calendar year.

(ii) Death in the staff member's immediate family, wherever the deceased resided, or of a relative who was part of the staff member's household at the time of death.  This leave may not exceed five consecutive working days.

(iii) For these purposes, the following shall be considered immediate family: the spouse, children, parents, and brothers or sisters of the staff member.

(c) A staff member on annual or home leave may be granted sick leave after he/she has been ill for more than three consecutive days, if hethe staff member presents an appropriate medical certificate or other satisfactory evidence.  In this case, the staff member, or any other person on his/her behalf, must notify the Department of Human Resource ServicesResources as soon as practicable of his/her condition and later present as soon as possible, or immediately upon histhe staff member’s return to duty, a request for sick leave with supporting certificate or other evidence.

(d) A staff member shall immediately notify the General Secretariat's Health Unit of any case of contagious disease occurring in, or of any quarantine order affecting, his/her household.  A staff member who, as a result of these circumstances, is directed not to attend the office shall receive his/her full salary and other allowances for the period of authorized absence.

(e) Charges to certified sick leave shall be made in multiples of one hour, with a fraction thereof being considered one hour.  The minimum charge without presentation of a certificate shall be four hours. In; provided, however, that in the case of medical, dental, or optical examination or treatment duly certified, or when the staff member is excused by the staff nurse, the time shown on the corresponding certificate shall be charged.

(f) Entitlement to sick leave shall lapse at the close of business on the final date of a staff member's appointment.service with the General Secretariat. 
Cross References: Staff Rule 107.4; Directive SG/16/77, “Misuse of Sick Leave.”
Rule 107.2106.6 Maternity Leave
(a) A female staff member who is a career staff member,  , the holder of a longhas a continuing contract, has a fixed-term contract, or is an appointee to a position of trust, or the holder of a short-term contract, and who will have served continuously at the General Secretariat for at least the one year atperiod immediately prior to the anticipated time of confinement:

(i) Shall be entitled to absent herself from duty until the date of confinement upon producing an acceptable medical certificate that her confinement will probably take place within six weeks.

(ii) Shall be entitled to absent herself from duty for six weeks after confinement.

(iii) Shall receive maternity leave on full pay for the entire duration of her absence in accordance with (i) and (ii), above.  No miscalculation on the part of the doctor or midwife as to the date of her confinement shall prevent the staff member from receiving full pay to the actual date of confinement.

(iv)  Pre-partum leave not taken under this Rule may be used as additional post-partum leave subject to the presentation of the appropriate medical certificates as specified in Section (h) below.
(b) A female staff member who is a career staff member, , the holder of a longhas a continuing contract or a Series B fixed-term contract, or who is a holder of a position of trust, appointee, and who will have served continuously at the General Secretariat for less than the one year atperiod immediately prior to the anticipated time of her confinement shall be entitled to use her sick leave under Rule 107.1106.5 for up to twelve weeks, i.e., six weeks prior to her confinement and six weeks immediately after delivery.

(c) A female staff member withwho has a shortSeries A fixed-term contract and less than one year of continuous service at the anticipated time of her confinement shall be entitled to use her accrued sick leave, as well as her accrued annual leave, and on her request, special leave without pay for the rest of her absence in accordance with (a)(i) and (ii), above.

(d) Sick leave, other than that provided for in Sections (b) and (c), above, shall not normally be granted for maternity cases except in the event of serious complications requiring a longer absence than that provided by the maternity leave.

(e) Return to duty after maternity leave must be supported by a medical certificate.

(f) Annual leave shall accrue during the period of maternity leave provided that the staff member returns to service for at least six months after the completion of her maternity leave.

(g) When a female staff member makes use of special leave with partial pay or without pay, or is suspended from her duties without pay, she shall not lose the rights to maternity leave that she has acquired by serviceservices rendered.  However, when the periods of absence for special leave cover one or more complete months, theythose periods of absence shall not be counted as qualifying service for maternity leave.  Periods of absence for less than a complete month shall be counted as qualifying service for this purpose.

(h) Absence from duty prior to confinement shall not be obligatory, but a female staff member whose confinement is expected to occur within six weeks and who wishes to continue to work during any portion of that six weeks time period must present a medical certificate stating that she is fit for duty.

Cross References: Staff Rules 106.1, 106.5.
( NOTE:  PERSONS USING THE STAFF RULES ARE URGED TO CONSULT THE GENERAL CONDITIONS IN CHAPTER XIII, WHICH INCLUDE DEFINITIONS OF TERMS USED HEREIN, AS WELL AS THE CROSS REFERENCES FOLLOWING EACH RULE.  The cross-references are for consultation purposes only and are not an integral part of these Rules.  In case of any direct conflict between these Rules and the General Standards to Govern the Operations of the OAS General Secretariat, the General Standards shall govern; in case of any conflict between these Rules and an Executive Order, the instrument most recently issued shall govern; in case of any conflict between these Rules and an Administrative Memorandum, Directive, or Personnel Circular, these Rules shall govern.  You can find those other instruments online at www.oas.org/legal.






