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The following Staff Rules and Regulations have
been extracted with necessary minor alterations, from those
of the staff of the Organization of African Unity as will

 be indicated at the appropriate Section,

"hs it will be noticed these rules and regulations
- are general in nature, When the Centre is established
 there will be a necessity of fm&ﬁwmm specific staff
regulations governing each department.




SECTION 1

DUTIES, OBLIGATIONS AND PRIVILEGES OF STAFF MEMBERS
‘M

1, Members of the Secretariat, as defined.in Lrticles 12 = 15 of
the Charter, are international civil servantss. Their responsibilities
are not national but exclusively international. By accepting
appointment they pledge themselves.to discharge their functions and

to regulate their conduct with the interest of the Eastern African
Centre for Research on Oral Traditions and African National Languages

only in view,

24 In the performance of their duties, the Executive Director and
members of the Secretariat shall not seek or receive instructions from
any government or from any other authority external to the EACROTANAL,
They shall refrain from any action that is incompatible with the proper
discharge of their duties with the EACROTANAL or which might reflect on
their pogition ag international officials responsible only to the
EACROTANAL.  They shall avoid any action and in particular any kind of
public pronouncement which may adversely reflect on their status, or on
the integrity, independence and impartiality which are required by that
status.  Staff members shall not engage in any continuous or recurring -
outside occupation.or employment, without prior approval of the

Executive Director,

3e Staff Memberg are subject to the authority of the Executive
Director and to assignment by him to any of the activities or offices
of the EACROTANAL. The whole time of a staff member shall be at the
digposal of the Executive Director. The Executive Director shall
establish a normal working week,

de Official and public holidays of the host country shall be
observed, The Executive Director shall publish from time to time a
ligt of other holidays which may be observed by all or specific members

N A

of the Secretariat, s
%

5e Members of the Centre shall not communicate to any person any
information known to them by virtue ofltheir'offioial position which
has not been made public, except in the course of their dutieg or by
authorization of the Executive Director nor shall they at any time uge
such information to private advantage, These obligations do not cease

upon separation from the Centre,
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6. No member of the Centre shall accept any honour, decoration,
favour, gift or remuneration from any govermment or from any source
external to the EACROTANAL contrary to his obligations under Articles
12 - 15 of the Charter.

Te  Staff member may exercise the right to vote but shall not
engage in any political activity which is inconsistent with or might
reflect upon the independence and impartiality required by their
status as international civil servants.

8. The immunities and privileges attached to the EACROTANAL are
conferred interests of the Centre. These privileges and immunities
do not imply that the staff members who enjoy them shall not perform
their private obligations or fail to observe laws and police .
regulations, In a case where these privileges and immunities arise,,
the staff members shall immediately report to the Executive Director,
with whom alone it rests to decide whether they shall be waived.

9. Members of the Centre shall subscribe to the following written
declarations =

¢

"I solemnly undertake to exercise in all loyalty, direction
and conscience the functions entrusted to,me as an
international civil servant of the Centre, to discharge
these functions and regulate my conduct with the interests
of the Centre in view, and not to seek or accept
instructions in regard to the prerformance of my duties from
any govermment or other authority external. to this Centren,

SECTION II
SATARY AND RELATED ALIOWANCES

1. The Executive Director, the Director of Finagﬁﬁiand
Administration, the Director of Technical Services,  the Director

of Research and Publication are entitled to the following emoluments
and allowances and, it otherwiss eligible shall also receive such
other additional allowances as are available to staff members
generally:-

de The Executive Difector:

Anmial Basic Salarys;
Furnished official residence;
Official car.
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Ze Director of Finance and Administration:
Sesssass Sl s inance and Administration

Annual Basic Salary;
Free furnished accommodation or accommodation

Allowance.

Je Director of Technical Services:

Annual Basic Salary;
Free Furnished Accommodation or
Accommodation Allowance.

4y Director of Research and Publication:

Anmual Basic Salary;
Free Purnished Accommodation or
Accommodgtion Allowance.

2 Salaries of Staff members shall be fixed by the Bxecutive
Director in accordance with the provisions established by the
Administrative Committee = TABIE A. for the Professional category and
TABILE B for the General Service category.

/

3« Subject to satisfactory service, salary increments shall be
awarded annually within the levels set forth in TABIE = A and TABIE
B. 3 :

4e The Appointments Committee shall determine the salary seats to
be paid to personnel Specifically engaged on contract for various
purposes.

5« The Appointments Committee shall set Wage rates and conditions
of work for non=statutory staff of the EACROTANAL on the basis of the
best prevailing conditions of employement in the locality concerned.

6e The Appointments Committee shall set the conditions of
compensation for overtime work to staff members serving in the
General Service category who are required-to work in excess of the
working week established for this purposes

Te The Exeeutive Director may, in exceptional and compelling
circumstances, and if the request of the staff member is supported by
a detailed Justification in writing, authorise on advance of salary.
Salary advances shall be liquidated within a specified period deter-
mined at the time the advance is authorised, in consecutive pay
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Periods commencing not later than period following that in which
the advance is made. :

’

8+ A staff member who has not been receiving an allowance, grant
or other payment to whigch he is entitled shall not retrospectively
receive such allowances, grant or payment unless he has made wri-
tten claim within twelve months following the date on which he
would have been entitled to the initial payment.

ACCOMMODATTION ALTOWANCE

I. hecommodation Allowance is paid to statutory permanent staff
(i.es non locally employed) at the following rates:-

(a) Salary Scales P4 to P6 = US § 360 per month;
(b) Salary Scales PI to P3 = US § 240 per month;
(¢) Salary Scales class I to class VI - US $ 128 per month

IT. Non statutory staff are not paid accommodation allowance.

DEPENDENCY ATTOWANCE

All statutory permanent staff are paid the following:

s

For dependent spouse, i.e. a husband or wife whose :
earnings are below the minimum O.A.U. Statutory salary scale,
is paid US § 200 per annum.

Each dependent child up to a maximum of six children is
paid US § 150 per annum.'

When both husband and wife are staff members only one may
claim this allowances

The payment of Dependency Allowance shall be subject to
presentation of the following:-

(a) Copy of marriage certificate or other legal supporting
document acceptable by the Organization

(b) Copy of birth certificate for each child;
(¢) Certificate of non-employment of spouse; and
(d) "Life"™ Certificate per child.

MEDICAT EXPENSES

This is paid to all categories of staff on the basis of 80% of
actual bill incurred. Receipts must be accompanied by doctor's
prescription. Refunds are made in respect of a staff member
and his eligible dependants only.
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EDUCATION ATLTOWANCE

Statutory staff are paid.75% of actual fees paid up to a

maximum of US § 400 per child.

Non=statutory staff are paid according to Circular No.10/77

as follows: -

(a)
(1b)

(c)

(a)
(e)

(£)

(g)

(h)

(1)

Education allowance shall be paid for each dependent child
of an eligible local Staff Member whose duty station is
outside his home country attending school up to a maximum
of six children not above 18 years of age. It should be
noted that a local Staff Member whose duty station is his
home country is not eligible for education allowance.

The Allowance shall not however be payable in respect of:

Attendance at a free sghool gt the duty station.
Correspondence courses, except those which in the opinion of
the Secretary=General are the best available substitution for
full time attendance at a school of a type not available at
the duty station.

Vocational training or apprenticeship or private tuition
which either does not involve full time schooling or in
which the child receives payment for services rendered.

Married children.

The education allowance shall be payable to the end of the.
school year in which the child reaches the age of 18 years.

If the child's education is interrypted for at least one year
by Nebional Service or by illness, the period of. eligibility
shall be extended by the period of interrruption. If the

Child is totally and permanently disabled, the requirements as
to age may be waived by the Secretary-General until the

child reaches 2I years of age less one day.

Claims for education allowance shall be submitted in writing
and supported by evidence s&tisfactory to the Secretary-General.

Hducation allowance shall cover only cost of attendance,

board, books and stationery.

In any case where it is established that a staff member has
knowlngly provided false information in meeting the claim or
otherwise has wrongly benefitted under the education allowance
rules, such staff member,will remburse immediately the amount
wrongly disbursed to him, and face appropriate disciplinary
measures.

The allowance shall be paid on presentation of acceptable
recelints. :
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SECTTON III

APPOINTMENT AND PROMOTIONS

1. The Administrative Committee shall establish an Appointment and
Promotions Committee'under the'Chairmanship of the Executive Dircctor
whose function will be to review on matters of appointments, salary
increments, promotion and review of staff in the General Service and

Professional categories.

24 The Adminigtrative Committee shall appoint staff members with the
agreement of the Governments of their respective countries. Upon
appointment each staff member shall receive a letter of appointment
signed by the pxecufive Director or by an official in the name of the
Administrative Committees ‘The letter of appointment granted to every
staff member contains expressly or by reference all the terms and
conditiong of employmentse

.

3e A copy of the Staff Regulations shall be transmitted to the staff
member with the letter of appointment. On accepting appointment, the
staff member shall state that he has been made acquainted.with and
accepts the conditions laid down in the staff Regulations. The
appointment of every gtaff member shall teke effect.from the date on

which he sets out to travel to assume his functionse

4e A former staff member who is re-employed shall either be given a
new appointment or he may be re-installed in accordance with the following
provisions. In the event of his being given a new appointment, its terms
shall be fully applicable without regard to any former period of services
In the event of his being re~installed, the staff memberfs services shall
be considered as having been continuous, and he shall return to the
EACROTANAL any financial benefits he received on account of separatione

The interval between separation and re~ingtallment shall be charged to

the extent possible and necessary, to annual leave, with any further

period charged to special leave without paye

Se Staff members shall be responsible on or after appointment for
supplying the Exccutive Director with whatever information may be
required for the purpose of determining or altering their status under
the staff Regulationse.
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A1l facts of arrest, fine, imprisonment for any offence other than
minor traffic violation should immediately be reported to the
Executive Director. A staff member may at any time be required by
the Executive Director to supply information concerning facts

relevant to his integry, conduct and service as staff member.

e i) Members of tho statutory staff of the Centre shall be
African recruited from Members States of the EACROTANAL.

ii) The Executive Director shall circulate to Governments of
Member States lists of existing vacancies.at regular

intervals inviting necessary applications.

iii) In all matters of recruitment, due regard ghall be paid ..
to accepted practices of International Organizations; _}
not more than 4 members of the statutory staff being

recruited from any one member state.

iv) The selection of staff members~sha}}:bé made without
distincticn as t0 sex religion.

So far as practicable, selection shall be on a competitive

bagige Subject to the foregoing provisions, and without
prejudice to the recruitment of fresh talent at all levels,
the fullest regard shall be had, in filling vacancies, 1o
the requisite qualifications and experience of persons
already in the service of the EACROTONAL.
Te The Executive Director with the approval of the Administrative
Committee shall establish appropriate medical standards which staff
members shall be required to meet before and after appointment from

time to timee.

. The Administrative Committee shall on the advise of the Executive
Director prescribe which staff members arc cligible for permancnt
appointmentse The probationary period for granting or confirming a
permanent appgintment by the Administrative Committee, shall normally

be one years In individual cases the Executive Director may extend

the probationary period for not more than a further year. Permanent
appointment may be granted to staff members who are holders of a

probationary appointment and who, by their qualifications, performance

.../8



B

and conduct, have fully demonstrated their suitability as
international civil servants and have shown that they meet
high standards of efficiency, competence and integrity.
Permanent appointment shall be restricted initiallly to-a
1imited number of personnel who in the opinion of the
Administrative Committee are required for‘the esgential - -

continuity of worke.

9. Tixed term and project appointments, having an expiration
date specified in the letter of appointment may be grant.? SHe
a peried of one year sub ject to rehewal.or for the duration

of a specific project, Fixed term and project appointment
may be granted 1O persons recruited for service prescribed
duration, including persons temporarily seconded by national - |

governments OT institutions_for gervice with the EACBOTANAL.

SECTION IV
ANNUAL, SPECIAL AND HOME LEAVE

1. Staff members shall acorue annual leave while in Tull
pay status at the rate of four weeks of working days a year,
previded that not more than twelve weeks of such leaveée ~nall
be accumulated. Any absence from duty 1ot specifiCally - :
covered by other provisions in these rules shall be charged
to the staff member's accrued annual leave, if enys 17 08,
has not accrued annual leave, 1t shall be considered as un-
authorised and pay and allowances shall cease for the period
of such absence. A staff member may, in exceptional circum-—
stances, be granted advance annual leave up to a maximum of
3 weeks, provided his service is expected to continue for a
period beyond that necessary to accrue the leaTe 80O advanced.

2e Special leave, may be authorised by the Executive
Director in exceptional cases. - Special leave, with full or
partial pay or without pay may be granted for advanced study
or research in the interest of the TBACROTANAL in case of
exterded illness, OT for eother compelling reasons for such

- period &8 the Executive Directar may prescribe.

3. Eligible staff members shall be granted home leave once
every two years. staff members (who are serving outside their
" home country) shall be entitled once in every two years of
qualifying service te visit their homes (country) at BACROTANAL
expense. The country of home leave shall be the country of

the staff mcmber's nationality, unless in,exceptional and
compelling circumstances the Executive Director authorises

as the home country, far the purpose of this rule, a country
other than the country of nationalitye. :

The services of an eligible member ig expected by the
Executive Director to continue at leacst one year behind the
date of his return frow any proposed home leave on the under-
standing that in the case fne year beyond the second anni-
versary of his date of appointment and that in every other
case his service is also expected to continue at least one
year beyond the second anniversary of the date of departure
on his previous home leave. Home leave may be taken, subject
to the exigencies of service, at any time during the calendar
year in which it falls due. In exceptional circumstance, a
staff member may be granted advanced home leave provided that
not less than eighteen months of qualifying gervice have
elapsed since the date of return from his last home leave.
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A staff member may be required to take his home leave
in conjuction with travel on official business, due regard
being paid to the interests of the staff member and his
family. Travel of dependents shall be in conjuction with -
the approval home leave of the staff member. Dependent
children whese parents are staff members sach of whom 18
entitled to home leave, may accompany sither parent provided
that the frequency of travel does nvt exceed once in every
two yearse.

SECTION V
SPECIAL SECURITY

The Executive Director shall cstablish a scheme of
special security for the staff, including provisions for
sick leave, maternity leave, and reasonable compensation
in the event of illness, accident or death attributable to
the performance 6f official duties en behalf of the BACROTANAL.

i) All sick leave nus?t be approved by or on behalf )
of the Executive Director.

ii) A staff member holding a fixed-tern appointment
for less than one year shall be granted sick leave
credit at the rate of two working days per month
of contractual service.

iii) A staff member holding a probationary appointment
or a fixed-term appointment of one year or longer
shall be granted sick leave up to two months on
full salary and two months on half salary in any
period of twelve consecutive months, provided that
the amount of sick leave permitted in any three
consecutive years shall net exceed eight months,
four months on full salary and four months on
half salary.

iv) A staff member who holds a permanent or regular
appointment shall be granted sick leave up to
three months on full salary and three months
on half salary in any period of twelve consecutive
months, provided that the amount of sick leave
permitted in any three consecubtive ye.rs shall
not exceed twelve months, six months on full salary
and six months on half salary. :

v) - Except with the approval of the Txecutive Directoxn
staff member may be granted sick leave for a period

of more than three consecutive working days without
producing a certificate from a duly gualified
medical practitioner to be designated by the
Executive Director, to the effect that he is unable
to perform his duties and stating the nature of
the illness, and the probable duration of incapacity.
Su¢h- eertificate shall except in circumstances
beyond the control of the staff member, be produced
not later than the end of the fourth working day
following*the initial absence from duty of the
staff member. e

2 Maternity leave:

é) A staff member who will have served continuously
for one year at the anticipated time of confinement:
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i) Shall be entitled to absent herself from her
duties until the date of confinement upon
producing an acceptable medical certificate
that their confinement will probably take
place within six weeks.

ii) Shall be excused from working during the six
weeks following of confinement. In any case,
the staff member will be entitled to a total

of twelve week's leave.

{ii) Shall receive maternity leave on full pay for
the entire duration of her absence in accordance
with the above provisions.

b) A staff member with less than one year of
continuous service at the anticipated time of
confinement shall Le given her accrued annual
leave, and on her reguest, special leave without
pay for the palance of her absence in accordance
with _
(1) and (ii) of paragraph (2)

2 Insurance and Terminal Benefits:

a) Tnsurance: The Centre shall establish a comprehensive
insurance scheme for members of Secretariat whilst
employed by the Centre.

b) Gratuity: The Centre shall pay a gratuity
= —unting to 25% of the basic annual salary to
cach staff member employed on contract or on a
fixed-term basis of not less than one year, On
the satisfactory completion of his gervice or
contract.

c) Pension: The Centre shall crcute a Pension
Scheme for members of the Secretariat admitted
into its permanent service. Rules governing
this scheme shall be submitted by the Executive
Director through the Administrative Committee
to the Council of Ministers for approval.

SECTION VI
TRAVEL BXPENSES

s S8 Before travel is undertaken, it shall be authorized
in writing by the Pxccousive Director. A ataff member shall
be personally responsible for ascertaining that he has the
proper authorization before commencing travel.

2 staff members travelling on authorized missions or

home leave are entitled to transit allowance, i .0. G0 COVEr
food and lkQdging, as well as for reasohable terminal expenses. .
The Executive Director will, from time %O time, publish

reasonable rates for both purposes.

5 Travel on authcrized missions will be on the shortest
possible and most appropriate routes. For such purposes,
the Executive Director shall, from time to time, publish
modes of frequently travelled routes from Headquarters to
other points.
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4. Tn some cases where thre is need to provide for excess
baggage privileges, the Executive Director shall, from time

to time state those specific casés. As.a general rule, excess
baggage privileges will be given only for the transpsrtation:
of official property of the Centre. : "4

Be The Executive Director will travel on first class
accommodation. Unless the Executive Director otherwise
designates in writing, all other personnel will travel by
air on economy class, by sea.on second-class accommodation,
and on such appropriate classes in other means of travel as
may be determined by the Executive Director.

5 When personnel are required to use their private motor
vehicles for official duties, they will be reimbursed for
pre-authorized expenses incurred on a reasonable rates to be
determined by the Executive Director with the approval of
the Administrative Committes.

T All other unforescable and reasonable expenses incurred
in connection with official dutics will be reimbursed subject
to presentation of satisfactory receipts and documentary
evidence.

8. Upon the death of a staff member or of his recognized
dependent the EACROTANAL shall pay the eXpenses of transporting
the body from the official duty station to his home country
provided this is requested.

9. Subject to the above provisions, the EACROTANAL shall
pay travel expenses of a staff member and his eligible
dependents from his home country to and from service provided
that his appointment was for a period of one year or longer,
or he had completed not less than one year of continuous
service.

10. A staff member who resigns before completing one year

«f service or within six months following the date of his

return from home leave shall not normally be entitled to payment
" of return travel expenses for himself or his dependents. The
Executive Director, however authorize such payment if he is
satisfied there are compelling reasons, for so doing. Entitle-
ment to return travel expenses shall cease if travel has not
commenced within three months after the date of separation.

In the case of staff member with a fixed-term appointment of
less than a year the EACROTANAL shall pay the travel expenses

of the staff member only and unon the completion of the project -
or mission specified in the letter of appointment. i

Staff Council: The Executive Director shall establish
a StafT Council for the purpose of ensuring continuous contact
and harmony between the Executive Director on the one hand, and
staff members on the other, and between staff member, The
8taff Council shall be entrusted to adyise the Executive .. .
Director on the administration of the Staff Rules and Regulafion
and to make proposals to the Executive Director for improvements
in the situation of staff members both as regards their
conditions of work and their general welfare. The Executive
Director shall publish rules governing the membership and
function of the Staff Council.
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SECTION VIII

dn Gender of Terms: In these rules references to staff -
members in the masculine gender shall apply also to women,.
unless clearly inappropriate from the context.

e Bxception of Staff Rules: The Executive Director

shall publish such additional administrative instructions

as he deems useful and necessary so long as these instructions
are consistent with the Staff Regulations and other decisions
of the Council of Ministers and the Administrative Council.

. Disoiplinary measures: The Executive Director may
impose disciplinary measures on staff members, if in his
opinion, such action would be in the interest of the Centre.-
Disciplinary measures shall consist of warning, written to
censure, suspension without pay, demotion or dismisal fro
violation of the Staff Rules and Regulations, misconduct,
lack of integrity or competence. ; :

4. Separation from Service:

a) Staff members. may resign from the Centre upon
giving the Executive Director three month's
written notice of resignation by staff member
having permanent appointments and thirty days'
written notice of resignation by those having
fixed term or probationary appointments. The
Executive Director may, however, accept resignations
on shorter notice.

If, upon resignation a staff member has accrued an
annual leave, he shall be paid in lieu thereof a sum of
money equivalent to his salary for the period of such accrued
leave up to a maximum of two months.

23 b) The Executive Director may terminate the appointment
of a staff member giving his reasons therefore
and three months written notice of such termination
of staff members having permanent appointmamts
and thirty days' written notice of termination
of staff members with fixed term or probationary
appointments. In lieu of these notice periods
the Executive Director may authorize compensation
calculated on the basis of the salary which the
staff member would have received had the date of
termination been at the end of the notice period.
If upon termination a staff member has accrued
annual leave, he shall be paid in lieu thereof
a sum of money equivalent to his salary for the
period of such accrued leave, up to & maximum
of two months.

D Financial Responsibili%%z Any Staff member may be
required vo relmburse the EACROTANAL either partially or
in full for any financial loss sufferred by the Centre as
a result of his negligence or of his having violated any
regulation, rule or administrative instruction.
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6 Staff Member's Beneficicpgass At the time of
appointment each staff member shall nominate a benefi=
ciaries in writing in a form preseribed by the
Executive Director in the event of the death of a
staff member, all amounts standing to his credit will
be paid to his nominated beneficiary or beneficiariese

Te Proprietary Rights: All rights, including title
copy-righ and patent rights, in amy work performed by
o staff member as part of his official duties,shall
be vested in the EACROTANAL,

8e Definition of Dependeney: The following definition

shall govern the payment of dependency allowance:

a) A dependent spouse shall be a spouse whose
occupational earnings, if any, do not exceed

an amcunt established by the Executive Director

for this purpose. This amount shall normally
be the approximate equivalent of the lowes?®
entry level of the EACROTANAL salary scale.
The amount established by the Executive

Director shall be published to the staff by the
Administrative instruction or other appropriate

meanse
b) A Ychild" shall be the unmarried child of a
staff member, or any other child depending

wholly on the staff member for his livelihood,
under the age of 18 years, and not covered by

dependency allowance of his father mother or

guardian, If the child is totally and permanently

disabled, the requirements as to age shall be

waived.



WL

-

%

oo s ey

R RO

Lid
Q)
-
e
7

£

a

T e & o
(g2 rig 8
1:"‘\ i g{t..I

&
e

£oapt’

e

SRR S

o
i

L

R

148

» :‘,-.ﬂ:—,».'z-.»‘v»w = :

Resin
T e

P,,‘,a”r.w R s bk e i o

AT A

4 din



	image52374
	image52375
	image52376
	image52377
	image52378
	image52379
	image52380
	image52381
	image52382
	image52383
	image52384
	image52385
	image52386
	image52387
	image52388
	image52389

