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CIVILIAN PERSONNET REGULATIONS OF THE

NORTH ATIANTIC TREATY ORGANLZATION

Following the decision of the Council concernin
personnel’ and administrative co-ordination with the NPLOS%l),
an Advisory Panel on Administration was established in 1963,
In agreement with the Supreme Allied Commanders, its Terms of
Reference were extended to cover the civilian staffs under the
command of SACEUR and SACLANT(2).

o

P

2. The Advisory Panel on Administration has now completed
its study of the staff rules at present in use in the different
NATO bodies and, on the basis of the existing rules, has drawn
up regulations for application throughout the Organization,
These regulations have been approved by the Supreme Allied
Commanders and myself, and it is with satisfaction that I am now
able to ‘present to the Council the Civilian Personnel
Regulations of the North Atlantic Treaty Organlzatlon(B)

3. In establishing the first Staff Regulations in 1951
the Council Deputies recognised that these Regulations of
prlnclple were ''general in nature, and will need to be
implemerited -at the establishment of staff rules and procedures
by  the Chairman"(4). As 2 result of this delegatien of powers,
confirmed in 1952 at the time of the reorganization of NATO(5),
staff rules have since that time been submitted to the Council
for information only. I believe, nevertheless, that it is

=~

¢-M(62)18, paragraphs 36 and 37, approved C-R(62)26
See Annex A

See Annex C

D-D(51)89, approved D-R(51)27

09~ D/4(F1nal§9 approved D-R(52)22
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desirable that the present Civilian Personnel Regulations should
be submitted to the Council for formal approval because on this
occasion two matters of principle are involved. First, these
Regulations will be valid for all NATO bodies, who will be reguired
to seek .Council approval if they wish to diverge from them. - :
Secondly, the CGouncil will recall that at the time when the polic
on limited duration contracts was approved(6), I intimated that
payment of an indemnity for loss of office formed an integral part
of such a contractual systen. In discussions on the relevant
Article (Article 5.23), the Supreme Allied Commanders and I agreed
that I would inform the Council that it was our considered opinion
that the adoption of this policy should be conditional upon
acceptance of the principle of payment of an indemnity for loss of
office, and the appropriate provisions have accerdingly been
included in Articles 5.22 and 7.5 of the Regulations for formal
approval by the member countries. : » .

4. T should like also to draw your attention to the fact
that Chapter XIV contains the text of the presemt rules governing
appeals procedure, and has been included until such time as 1% is
possible to present for your approval the new procedure to which
I recently referred in private session(7). Similarly, Article 34,
Rental Compensation, incorporates the existing approved rule
although proposals for a revised system are already under
discussion in the Co-ordinating Committee of Government Budget
Experts. ' : ‘

5 In 195%, the Council approved a recommendation thatb
", .... staff rules having budgetary implications should in
principle be submitted to the Budget Committee for advice',
The Council will accordingly find attached(8) a 1list of those
Articles having changed financial implications on which they may
wish to seek the advice of the Budget Committee before the
Regulations become effective.

6. In conclusion, therefore, I would ask the Council,
subject to any advice which they may wish to obtain from the
Budget Committee on those Articles having changed financial
implications, to approve the Civilian Personnel Regulations for
application throughout NATO with effect from lst October, 1964 .

(Signed) D.U. STIKKER

P0/63/525, P0/64/361

§6§ P0/62/155, P0O/62/377
See Annex B
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ANNEX A +o
PO/04/319

TERMS OF REFERENCE

of

ADVISORY PANEL ON ADMINISTRATION

1. At its meeting of 17th May, 1962(1), the Council
approved the report of the Ad Hoc Working Group on the Status
of NATO Agencies, circulated under reference G«M(62)189 and
adopted the Regulations for NATO Production and Logistics
Organizations contained therein.

2. In implementation of paragraph 36 of C-M(62)18, the .
Secretary General has set up an Advisory Panel on Administration
with a view to achieving the highest possible degree of harmoni-
sation in all matters pertaining to the administration of
personnel employed within the NATO International Staff and the
NPLOs.

R Furthermore, in accordance with the Council decision
of 29th Nay, 1951(2) that the staff regulations prepared for the
NATO staff should be made available to SHAPE with a view to
their being applied, subject to any necessary modifications
required to meet local conditions, to civilian personnel through-
out Allied Command Europe, it is considered desirable that
SACEUR participate in the work of such an Advisory Panel and
SACEUR has agreed to nominate a representative to the Panel.

4. Similarly, SACLANT has also informed the Secretary
General of his wish to be associated with the work of the Panel
in order to ensure co-ordination of the regulations applicable
to the civilian staffs under his authority and has nominated a.
representative. '

5. The Terms of Reference of the Advisory Panel are as
follows: v

(a) +to assist the Secretary General znd the Supreme
Allied Commanders with the establishment of
uniform policles and principles to govern all
aspects of civilian personnel management;

21;- C—Rg62;26, Ttem I o
D-R(51)42, paragraph 16
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(b) +to develop common staff rules and other admini-
strative regulations to the fullest extent
compatible with the particular conditions which
may exist in the different NATO bodies;

(¢) +o codify and keep up to date the personnel rules
and other administrative regulatiens so developed;

(d) +to discuss and consult on matters of general
interest to be considered in the Co- ordlnaﬁlng
Committee of Government Budget Experts.

6. The Panel will be chaired by the Director of Administra-
tion and Personnel of the NATO Intermational Staff.

e ‘The following bodies will be represented on the Panel:

Allied Command Atlantic
Allded Command Europe
Central Turope Pipeline Agency
NATO BULLPUP Production Organization
. NATO EAWK Production Organlzatlon
.NATQ Intornat;onal Staff
TATO Waintenance Supply Services Agency
NATO SIDEWINDER Production Organization
WATO STARFIGHTER Producticn Organization.

8. To facilitate the puttlng into effect of the provisions
for administrative co-ordinasion in the SACLANT Anti-Submarine
Warfare Research Centre and the SHAPE Air Defence Technical Centre
laid down in O-M(62)102 and approved by Council decision of '
31st October, 1962(1), representatives of the two Research Centres

will sccompany those of SAOEUR and SACLANT when deemed approprlate
by the Supreme Commanders or thelr representatives.

(1) ¢-R(62)53, Item V

NATO UNCLASSIFIED -4
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Article

5.13

5.22

5.243

5.244
7.5
23.3
25.6

28.3(c)

29.3

29.4

30.12

NATO UNCBASSIFIED .,
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CHANGES IN THE 195% STAPF RULES HAVING. ..

FPINANCIAL IMPLICATIONS

Subiect

One month's emoluments
payable on non-renewal of
initial contract

Indemnity for loss of office

Gontracts of . le@d
duration

- appointment at step
above the first
Contracts of fixed
duration
- scientific personnel

Indemnity for loss of effice

Local salary scales for
transfers exceeding six

.‘months

Allowances not granted more
than three months
retroactively

Expatriation allowance
(non-entitlement) -

Family allowance

-~ payable %o husband or
wife

Family allowance
- during military service

Children's allowance up

“to0 25

Decigion or Justification

Alignment with existing ACE
regulation :

See paragraph 3 of
PO/64/379

BC- R§57)5 BC- R(57)10
BC-D(58)30

Co-ordinating Committee
decision GOG%63)3 -
24th Interim Repcrt
C-R{63)32

See paragraph 3 of
PO/64/379

Co-ordinating Committee
Draft 26th Report -
CCG/W( 03 111

Clarification of
existing rule

Clarification of
existing rule

Clarification of
existing rule

In conformity with
national practice

Co-ordinating Committee
decision CCG%62)3 -
19th Interim Report
C-R(62)37

NATO UNCLASSIFIED
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Article

40.51

40.52

40.82
40.85
41.5

44,3
44.7

45,65

50
52~54

56.2/3

58

59.4

Su%ject

Travel - by aifu*
- by rail

Travel by car

- - ferry and toll charges

- accidents

Subsistence allowance

Home Leave - travel by car

Penalty for non-observance

of Article 44.6(b)

Personnel on extended sick

leave

Contributions +to social

gsecurities and insurances

Provident Fund

Special steps

Changes of step a grade

Dismisesal

/

NATO UNCLASSIFIED
ANNEX B to =

PO/64/379

Decision or Justification

" Alignment with ACE rule -

BC~-R(61)12, paragraph
33(2), BC-R(63)13,
paragraph 14

Elimination of 3rd class
travel and consequent

reduction of 2nd class
gtandards

Alignment with ACE rule

Clarification of
existing rule

Clarification of
existing rule

Alignment with ACE rule

Olarification of

- existing practice

Clarification of legal
position under Ottawa
Convention and Paris
Protocol

C-R(56)25, C-R(56)36,
BC-R(56)9

C—RE56;25, C-R(58)44,
C-R(59)27

Report of Committee of
Experts on Emoluments
(16th May, 1958),

1st Interim Report of
Co-ordinating Committee
(23rd June, 1958),
C-R(58)40

Codification of
existing practice

Codification of
existing practice

NATO UNOLASSIFIED
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Article Subject
65.2 Substitution of payment
o for notice
69.2 Consultants -~ more than
180 days
72 - travel
T4 - insurance
78.2 Temporary personnel
- more than
180 days
83 - travel
85.3 - insurance
90 Staff Association

- Yravel,
subsistence,
leave of
absernce

NATO UNCLASSIFIED -8-

Decision or Justification

BO-R({56)17
Codification of existing
practice

Codification of existing
practice

Protection of Organization

Codification of existing
practice

Codification of existing
practice

Protection of Organization

Recognition of »rights of
Staff Associations

e}
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CIVILIAN PERSONNEL REGULATIONS
- of -

. THE NORTH ATLANTIC TREATY ORGANIZATION

OTAN/NATO .
Paris, XVlie.
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CIVILIAN PERSCONNEI. REGULATIONS OF
THE NORTH ATLANTIC TREATY ORGANLZATION
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CIVILIAN PERSONNEL REGULATIONS OF
THE NORTH ATLANTIC TREATY ORGANIZATION

PREAMBLE

A, Applicability

- (1) These civilian personnel regulations are applicable
throughout the North Atlantic Treaty Organization and shall
govern personnel administration in each NATC body for personnel
of the following classes:

International civilian personnel
Consultants
Temporary (civilian) personnel

(1ii) These regulations do not apply to military personnel
(other than those seconded to civilian posts), national experts
lent by their governments on & non-reimbursable basis, or local
civilian labour (known as LR civilians). The terms of employment
of LWR civilians will be set out in their contracts of employment
and will comply with the conditions of work, wages, supplementary
payments, etc., lald down in the legislation and regulations
applicable in the host country.

(iii) Compliance with these regulations, as specified in
Agreements concluded between the member government and the
Secretary General or Supreme Allied Commander as appropriate, is
likewise incumbent on nationals of a country which has elected
to avail itself of the special provisions of Article 19 of the
Agreement on the Status of the North Atlantic Treaty Organization,
National Representatives and International Staff or Article 7(2)

of the Frotocol on the Status of International Military Headquarters.

(iv) Notwithstanding the provisions of paragraph E (x) below,
the contractual rights of staff members in post on the date on
which these regulations come into force shall be maintained.

B. Definitions

(v) For purposes of these regulations, the following
phrases have the meanings indicated:

(a) NATO bodies - means all civilian and military
headquarters, agencies and other organizational
units established pursuant to the North Atlantic
Treaty and fully financed through international
budgets,

- 5= NATO UNCLASSIFIED
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(o)

(c)

(a)

(e)

—l— NATO UNCLASSIFIED

Head of NATC body - means the Secretary General
for the NATO International Staff, the Supreme
Allied Commanders for BSupreme Headguarters and
subordinate commands, the Chairmen of the Standing
Group Agencies for those agencies, the General
Managers for NATO Froduction and Logistics
Organizations (NFLOs), and the senior responsible
officers of any other NATO bodies established
currently or in the future.

International civilian vnersonnel, staff, or
member of the staff - means personnel of a NATO
body recruited from among the nationals of members
of the Alliance and filling international posts

appearing on the approved establishment of that
NATO body.

Consultant ~ means a recognised expert or
specialist engaged, normally from among nationals
of the members of the Alliance, to serve in an
advisory capacity not provided for by the
establishment approved for the NATO body concerned.

Temporary personnel or temporary staff - means
personnel engaged from among nationals of the
members of the Alliance either to replace members
of the staff who are absent or to undertake tasks
temporarily in excess of the capacity of the
establishment approved for the NATO body concerned.

C. Responsibility and Authority

(vi) The heads of NATO bodies (as defined in
paragraph B(v)(a) above) are responsible for ensuring that these
regulations are faithfully applied within thelr respective
organizational units.

(vii) To this end they are authorised:

(a)

(v)

to take such steps as are necessary to establish,
consistent with the provisions of these regulations,
more detailed rules and procedures to ensure
effective, efficient and economical administration
and utilisation of civilian personnel within the
organizational units headed by themn;

to designate the official or officials authorised
to exercise the powers and authorities relative
to civilian personnel vested in them by these or
other regulations.

-4~ NATQ UNCLASSIFIED




DECLASSIFIED - PUBLIC DISCLOSURE / DECLASSIFIE - MISE EN LECTURE PUBLIQUE

-«

3

<

b

1

Ad

~-5- NATO UNCLASSIFIED

D. Immunities and Privileges

(viii) The personnel designated in paragraph A(i) above shall
enjoy the privileges and immunities to which they are entitled
according to the provisions of the Agreement on the Status of the
North Atlantic Treaty Organization, National Representatives and
International Staff and of the Frotocol on the status cof
International Military Headquarters. These privileges and
immunities are accorded in the interests of the Organization and
not for personal benefit. They do not exempt the personnel from
the duty to fulfil their obligations as private individuals or
from the duty to respect the laws and the police regulations.

(ix) Whenever these privileges and immunities are called in
question, the personnel concerned shall report the matter
immediately through channels to the Secretary General or Supreme
Allied Commander, who will decide whether or not the immunities
shall be waived.

. Tffective Date

(x) These regulations have been approved by the North
Atlantic Council and are applicable to all NATO bodies with
effect fIOM evevecsceeasessssssss They supersede all previous
civilian personnel regulations.

(xi) Any NATO body wishing to diverge from these
regulations shall seek Council approval to do so.

-5= NATO UNCLASSIFIED
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PART ONE
RULES GOVERNING MEMBERS OF THE STAFE
CHAPTER I
RECRUITMENT AND EMPLOYMENT

Article 1 - Policy

l.1 Members of the staff of each NATO body shall be
recruited and appointed on a basis of merit from among the
nationals of the member countries,

1,2 The paramount consideration in the appointment of the
staff shall be the necessity of securing the highest standards of
diligence, competence, and integrity,

1.3 In NATO bodies having a predominantly civilian establish-
ment, the recruitment and appointment of A category staff should,
at the discretion of the head of the NATO body cohcerned and to
the extent compatible with the provisions of Article 1,2, be
effected to provide equitable geographical representation.

Article 2 - Authority

Appointments to posts shall be made by the heads of NATO

bodies in accordance with the authority vested in them by the North
Atlantic Council., The conditions of appointment of Financial
Controllers are laid down in the NATO Financial Regulations.

Article 3 - General Conditions

A staff member is appointed to and holds a post on the
establishment of a NATO body only on condition that:

(a) he is a national of a NATO member country;

(b) he is over 21 and under 60 years of age at the
time of taking up his appointment: notwith-
standing this provision, in exceptional
circumstances:

(1) candidates may be eppointed to junior posts
in the B and C categories under the age of
21;

(2) an appointment of definite duration may be
offered to a candidate of 60 years of age
or more provided that the expiry date of
the contract is not later than the date at
which he attains the age of 65,

-6— NATO UNCLASSIFIED
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he has completed any initial term of compulsory
military service required of him under the
provisions of his national legislation;

he fulfils the physical standards demanded by
the exercise of his functions and he 1s recognised
as being free from or definitely cured of any
disease which might consititue a risk to others(1);

he has an adequate knowledge of at least one of
the two official languages (English and French);

he is not closely related to a member of the staff
(although the head of the NATO body may authorise
a departure from this rule on the understanding
that neither of the persons concerned shall be
placed under the direct authority of the other);

the NATO body has received a security clearance
certificate from the government of the country
or countries of which the candidate is a national.

3

DECLASSIFIED - PUBLIC DISCLOSURE / DECLASSIFIE - MISE EN LECTURE PUBLIQUE

(1) Candidates for appointment are required to pass a medical
examination by a doctor approved by the Organization.
Thereafter members of the staff will be reguired to undergo
a medical examination annually or at any other time that the
Organization considers desirable. :

—0= NATO UNCLASSIFIED
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CHAPTER TIT
CONDITIONS OF APPOINTMENT AND CONTRACTS

Article L - General Conditions

L,1 A member of the staff is appointed to a post of a
specific grade in a specific location.

L,2 A1l members of the staff take up their duties at the
lowest step of the grades (see Chapter III below) at which they are
appointed, except as sp601fled in Article L, 3, Artlcle 5.2L43 and
Article 5, 2Ll

L.,3 If justified by circumstances, however, heads of NATO
bodies may take account of previous service with the Organization
in establishing the step at which members of the staff shall take
up their appointments,

L.y Written acceptance by candidates of the offer of employ-
ment sent to them renders them subject to the condltlons set out
in that offer,

Y

L,5 The engagement of members of the staff is effected by .

~the signature of a contract specifying the date from Whlch it

tekes effect.

L,6 The contract shall lay down the terms and conditions of
employment and the emoluments corresponding to the initial
appointment.

Article 5 - Different Types of Contract

5.1 Initial contracts

5.11 Initial contracts are offered to all newly recruited
personnel except those who have been offered contracts of fixed
duration, They are for one year.

5.12 Exceptionally, candidates for the A or L grades who have
had the required theoretical training but 1ittle or no practical
experience will be offered initial contracts in the A.1 or L.l
probationary grades for a period not exceeding two years.

5.13 On expiry of the initial contract, there will be no
commitment on the part of the Organization to offer the member of
the staff a new contract., If the services of a member of the
staff are not required on expiration of the initial one-year
contract, he will be entitled to one month's continuing
emoluments in addition to the Provident Fund entitlements.

5.14 If a new contract is offered, it will be either a

contract of limited duration as specified in Article 5,23 or a
contract of indefinite duration as specified in Article 5.3.

~ 8~ NATQ UNCLASSIFIED
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5.2 Contracts of definite duration

5.21 There are two types of contract of definite duration:
(a) contracts of limited duration;
(v) contracts of fixed duration,

5.22 These contracts are designed to provide a firm and
binding commitment on the part of botnh the Qrganization and the
members of the staff for the period gpecified therein. To this
end, they contain no provision for termination by either of the
contracting parties during the term of the contract. Should the
contract be broken by either party, an indemnity will be payable
according to Article 7.5.

5,23 Contracts of limited duration

5.231 Contracts of limited duration are offered on the
expiry of the initial one~year contracts to all persons sppointed
to posts of grade A.L4 and above, but may also be offered to
members of the staff of grade A.2 and A.3 if this is deemed by
the head of the NATO body concerned to be in the interest of the
service, 8uch contracts may not exceed four years.

5.2%2 Contracts of limited duration are also offered to
members of the staff who are re-assigned or re-graded to f£ill
Ay A5, ALO Or A.7 posts. In this case, the duration of
these contracts shall not exceed five years,

5,233 In the interests of the service, the heads of NATO
bodies may, on expiry of a contract of limited duration offer
the member of the staff a further contract, also of limited
duration, not to exceed five years,

5.24  Contracts of fixed duration

5,241 Tor specialised technical or scientific personnel,
when it is possible at the time of appointment to foresee the
period for which the services of the member of the staff will be
required by the Orgenization, the candidate selected may be
offered a contract of a duration corresponding to this period.

5.242 Pixed duration contracts are also offered without
exception to all scientific personnel appointed to research
posts, These contracts will in esach case be for a period of
three years initially.

5,243 Under this type of contract, apoointments are not
necessarily made at the first step of the grade. Vhen they
are made at a higher step, the member of the staff is not
entitled to salary increments,

~9= NATO UNCLASSIFIED
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5.2Ll1 If justified by circumstances, however, scientific
personnel appointed to research posts in the A category up to
and including A.lL may be recruited at a higher step than the
first with the right to salary increments,

5.245 Heads of NATO bodies may, in the interests of the
service, offer a further contract of fixed duration, either on
or before the date of expiry,o” *the current contract, if at that
time the facts needed to assess the duration of the appointment
are available,

5.25 Contracts offered to civil servants and military
personnel on secondment

5.251 Officials on secondment from their national
administrations or military services to posts in the Organization
may be offered either fixed duration contracts or initial
contracts followed by limited duration contracts, as appropriate.
In no case, however, shall the length of the contract exceed the
length of the approved secondment,

5,252 These contracts will not contain a provision for the
payment of loss of office as specified under Article 5,22 but
will include provision for notice of termination according to
the terms of Article 7.6.

5.3 Contracts of indefinite duration

5.31 If warranted by the nature of the duties involved, a
contract of indefinite duration may be offered on expiry of the
initial one-year contract,

5.32 This contract will contain provisions specifying the
conditions on which it may be terminated, The fact that such a
contract has been concluded in no way constitutes a guarantee of
permanent employment for the member of the staff.

533 This type of contract is generally offered to members
of the staff appointed to category L, B and C posts and to grade
s2 ond L.3 posts who are not national civil servants or
military personnel on secondment.

Article 6 -~ Probationary Period

6.1 The first three monts of the initial one-year contract
and of the fixed duration contract are a probationary period,
during which the contract can be terminated without notice Dby
the Organization or by the member of the staff,

6.2 At or before the end of the probationary period, the
member of the staff will be notified in writing:

~10~ NATO UNCLASSIFIED
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(a) that the initial or fixed duration contract
is confirmed;

(b) or that it is terminated;

(¢) or, in exceptional cascs, that one further
three months' probationary period is necessary.

Article 7 - Termination of Contracts

7.1 A contract may be brought to an end for a variety of
reasons, such as normal expiry of the contract, resignation,
separation initiated by the Organization for other than
disciplinary reasons, dismissal (see Chapter XIII, Discipline,
and Chapter XV, Separation).

7.2 If the initial one-year contract is confirmed after
the probationary period, a member of the staff who wishes to
resign before the contract expires can do so by giving three
months' notice in writing,

7.3 If the initial one-year contract is confirmed and the
Organization wishes, for other than disciplinarv reasons, to
terminate it before it expires, the member of the staff is
entitled to three months' notice in writing,

7.4 An indefinite contract concluded on the expiration of
the initial contract shall state the period of notice which the
member of the staff is reqguired to give in the event of resig-
nation, and which the Organigzation is required to give in the
event of termination of the contract for other than disciplinary
reasons, As a general rule, longer notice shall be recquired for
members of the staff appointed to A and L category posts in the
Organization than for those appointed to B and C category posts.

7.5 A contract of definite duration does not contain a
termination clause., Should the Organization break such a contract
before the end of the contractual term for other than disciplinary
reasons, it will pay an indemnity for loss of office. Similarly,
should the staff member break the contract for other than over-
riding and valid personal reasons not connected with professional
advantage, he will repay all or part of the Organization's
contribution to the Provident Fund.

7.6 A contract offered to an official on secondment from
his national administration or military service to a post in the
Organization shall state the period of notice which the member
of the staff is required to give in the event of resignation
and which the Organization is reguired to give in the event of
termination of the contract for other than disciplinary reasons.,
This period shall normally be three months by either party,

-11~- NATO UNCLASSIFIED
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CHAFTER ITI

CATEGORIES AND GRADES

Article 8 - Categories

8.1 Members of the staff holding the most senior posts
are designated unclassified.

8.2 Other members of the staff are recruited intoc one of
four categories, A, L, B and C, which correspond to four types
of duty or post.

Article 9 -.Grades

9.1 Each category comprises a number of grades.

9.11 Category A is divided into seven grades designated
A.7 to A.1: it covers posts ranging from director to junior
administrative assistant.

Q.12 Category L is divided for reference purposes into
five grades designated L.5 to L.1: it covers the posts held
by linguistic personnel (heads of section, revisers, interpreters,
translators and trainee interpreters and translators).

9.13 Category B is divided into six grades designated
B.6 to B.1: it covers the posts held by qualified technical
and laboratory staff and by clerical and office staff.

9,14 Category C is divided into six grades designated

Ce6 to Cu1: 1t covers the posts held by ancillary, operative,

mechanical, manual or custodial personnel.
9.2 Each grade includes several steps.

9.3 A member of the staff may temporarily replace the
holder of a post of higher grade.

O.4 Exceptionally, if it is considered that a member of
the staff does not yet possess all the required qualifications
of the post, he may fill the post at a lower grade.

-12~ NATO UNCLASSIFIED
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CHAPTER IV
OBLIGATIONS AND RESPONGIBILITIES

Article 10 -~ General Conditions

10.1 Members of the staff of NATO bodies exercise functions
of an international character in the common interest of the NATO
ccuntries, They are subject to the authority of the head of the
NATO body employing them and are assigned to their duties by him:
they are answerable to him for the performance of these functions
and for compliance with all applicable NATO rules and regulations,

10.2 The head of the NATO body may for reasons of service
at any moment call upon members of the staff, whose whole time
shall thus be at the disposal of the Organization.

Article 11 - Loyalty to the Organization

11.1 On accepting appointment with NATO, each menber of the
staff shall sign the following declaration:

"I solemmly undertake to exercise in all loyalty,
discretion and conscience the functions entrusted
to me as a member of the staff of NATO, and to
discharge these functions with the interests of
the Organization only in view, I undertake not
to seek or accept instructions in regard to the
performance of my dutles from any government or
from any authority other than the Organizatio
Headgquarters.,”

11,2 Members of the staff shall conduct themselves at all
times in a manner compatible with their status as representatives
of the Organization. They shall avoid any action or asctivity
which may reflect adversely on their position or on the good
repute of the Organization,

Article 12 - Incompatibilities

12,1 No menber of the staff may:

(a) become a candidate for or hold a public
office of a political character without
the prior written consent of the head of
the NATO body;

(v) engage in any outside cccupation or hold any
outside office which, in the opinion of the
head of the NATO body employing him, is
incompatible with the proper discharge of his
duties with the Organization or with his status
as a member of the international civilian
personnel,

-13- NATO UNCLASSIFIED
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12.2 No member of the staff shall use his position with
the Organization or information gained therefrom for personal
advantage.

12.% Members of the staff shall not accept gifts in cash
or kind, or favours of any sort, from any external source or
from commercial firms or individuals doing or seeking business
with or profit from the Organization.

12.4 Members of the staff shall not accept any honour,
decoration, favour or reward arising out of service with the
Organization nor shall they accept any emoluments from any
government without first having obtained the consent of the
Secretary General or the Supreme Allied Commander.

12.5 Members of the staff are bound to professional
secrecy. They shall exercise the utmost discretion in all
matters of official business and in giving information on
matters in any way related to the aims and activities of the
Organization.

12.6 They shall not, except as authorised in the normal

.course of official duties or with the prior approval of the

head of the NATO body:

(a) communicate to a third party classified
information obtained during or by reason of
the exercise of their official functions
(see Chapter VI, Security);

(b) make 3r release for publication. through the
press, radio, television or other agencies of
public information statements on matters in
any way related to the aims and activities
of the Organization;

(¢) give lectures, contribute articles or write
' books on such subjects.

12.7 If the nead of the NATO body: should authorise any
of the activities 1Zsted under Articles.12.6(p) and-42.6{(c)
above, members of the staff shall not accept any fee or gift.
They may, however, accept reimbursement of any travelling
and subsistence expenses actually incurred. ‘

Article 13 - Proprietary Rights

A1l rights (including title, copyright and patent
rights) in any work carried out by a member of the staff in
the performance of hisg official d.ties sghall be vested in the
Organization.

- L NATO UNCLASSIFIED
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Article 14 - Financial Responsibility

t

Members of the staff may be required to reimburse,
either in part or in full, any loss sustained by the Organization
through their gross negligence or wilful act, in particular the
failure to observe a regulation, rule or procedure approved by
the head of the NATO body (e.g. the unauthorised commitment of
funds on behalf of the Organization).
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Article 15 -~ Working Week

15.1 Working hours shall be prescribed by the head of the
NATO body.

i

15.2 To meet service reguirements, heads of NATO bodies may
introduce a shift system which may involve night work and/or
work on Sundays oxr public holidays.

15.3 Heads of NATO bodies shall prescribe a system for
recording daily attendances and absences.

Article 16 —~ Official Holidays

160.1 Public holidays of the host country to be observed will
be prescribed by the heads of NATO bodies. If, however, service
requirements make it necessary fcr members of the staff to work
on a prescribed public holiday, they will be granted a day's
holiday in compensation on a date to be determined by the head

of the NATO body.

.

16.2 When a prescribed public holiday falls on a Saturday
or Sunday, the head of the NATO body may designate another day
convenient to the NATO body as a ho¢1day except where the number
of prescribed public holidays exceeds 10 per year. e

16.3 Members of the staff will not be prevented from A
observing other religious or national holidays, but such days

taken shall count against annual leave.

Article 17 ~ Special Working Hours

17.1 Overtime

17.11 Overtime is the time worked in excess of 43 hours
a week with the prior approval of an official or officials
designated by the head of a NATO body. It is calculated on a
weekly basgis.

t

17.12 The number of overtime hours worked must be kept to
a minimum. Normally, no member of the staff shall be required
to work more than 15 hours overtime in any one week, or more
than 30 hours in any one month.

DECLASSIFIED - PUBLIC DISCLOSURE / DECLASSIFIE - MISE EN LECTURE PUBLIQUE
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17.2 Night work

17.21 Night work is work done between 10,30 p.m. and
8.00 a.m. However, if the hours worked form part of an evening
shift, they shall be considered as night work only in so far as
they overlap by at least one and a half hours the night work
period,

17.22 UNight work entitles the member of the staff concerned
to an additional payment equal to half the hourly rate of basic
salary plus any cost of living allowances {0,045% of the yearly
basic salary plus any cost of living allowances).

17.23 Night overtime (i.e., work performed according to the
provisions of both Article 17,11 and Article 17.21) is remunerated
at a rate equal to 150% of the compensation paid for overtime
worked by day.

17.3 Work on Sunday and public holidays

17.31 In calculating the number of hours worked during any
one week, hours worked on Sunday shall be counted with those
worked in the week immediately following. .

17,32 Overtime worked on Sundays and prescribed public
holidays shall entitle the member of the staff to compensatory
leave only. However, in the event of total inability to apply
this rule, the member of the staff concerned may claim the same
compensation as is granted for overtime (by day or at night, as
appropriate) during the normal working week,

17.L Application

17.41 Members of the staff in categories A and L are noct
entitled to pay nor, as a gencral rule, to compensatory leave
for overtime or night work.

17.42 However, if members of the staff in these categories
are repeatedly called upon, owing to service requirements, to work
elther substantially longer hours than, or inconvenient hours out-
side, the normal working week, the heads of NATO bodies may, at
their discretion, authorise compensatory leave,

17.43 Overtime shall entitle other members of the staff:
(2) to an equivalent amount of compensatory leave;

(b) or, if compensatory leave cannot be granted
owing to service requirements, to the payment
of overtime calculated on the basis of the number
of hours worked at the rate of 133%% of the hourly
basic salary as defined in Article 24 plus any
cost of 1living allowances (0.06% of the yearly
basic salary plus any cost of living allowances):
payment for overtime shall normally be limited
to 30 hours per month.

-17~ NATO UNCLASSIFIED
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17.44 The shift system referred to in paragraph 15.2 will
only give entitlement to the payment of overtime or to compen-
satory leave under the conditions set out above if the total
time worked exceeds U3 hours a week,

17.45 The provisions of paragraphs 17.2 and 17.3 are not
applicable to those members of the staff who, by reason of their
normal duties, regularly work a shift system and whose emoluments
include compensation for this. In certain circumstances,
compensation for regularly worked overtime may also be included

- in the emoluments, in which case the conditions of paragraph 17.43
are also inapplicable. '
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CHAPTER VI

SECURITY

Article 18 - On Induction

18.1 On teking up his duties, every newly-appointed member
of the staff shall acquaint himself with the Security Regulations
applicable to the NATO body concerned.

18.2 Information and documents of the kind to Whlch-the
attention of the newcomer is partlcularly drawn are referred
to as "classified".

18.3 The new member of the staff shall sign a declaration
stating that he:

(a) assumes responsibility for preserving the secrecy
of the classified information with which his
duties may bring him into contact;

(b) wundertakes to comply with the Security
Regulations;

(¢) wundertakes on separation from the Organization
to return any classified documents which may
be in his possession.

Article 19 - On Separation

19.1 On separation, the attention of the member of the
staff shall be drawn to the declaration signed by him on _
appointment to the NATO body and he shall be reminded that, even -
after separation, he is still bound by the Security Regulations.

19.2 He shall then sign a declaration:

(a) certifying that he has returned the classified
documents which were in his possession;

(b) undertaking to safeguard the secrecy of all
classified information of which he has had
cognizance.

-19- .- NATO UNCLASSIFIED
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Article 20 - Loss or Compromise of Classified Documents

In the event of the loss of a classified document or
of any incident compromising the secrecy of classified informa-
tion, the staff member concerned shall immediately notify the
security officer or other designated official of the NATO body
in which he is employed.

Article 21 - Obligations prior to Marriage

21.1 Any member of the staff planning to marry shall, under
a procedure to be prescribed by the head of each NATO body,
notify the personnel officer or other designated official of

‘this intention at least three months before the date fixed for

the ceremony.
21.2 The future spouse is required to flli in the same

personal particulars form as appllcants for appointment to the
staff.

NATO UNCLASSIFIED
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CHAPTER VIT
SALARIES, ALLOWANCES, ADVANCES AND LOANS

Article 22 - Emolnmnents

22,1 The emoluments paid to members of the staff are of two

" kinds:

(a) TDasic salary
(p) allowances,

22,2 The scales of salaries and allowances of all members of

the staff, including unclassified grades, are determined Dby the

Council., Such scales are established for each member country in
which NATO operates and are expressed in the currency of that
country,

Article 23 - Provisions common to Salarics and Allowances

23,1 Salaries and allowamoces shall be paid in arrears and, in
principle, on the third from last working day of each month. To
simplify calculations, one month shall count as one-twelfth of a
year and one day as one—thirtieth of a month.

2%,2 These emoluments shall be paid in the currency of the
host country.

23,3 A member of the staff assigned for a period presumed to
exceed six months to a post established in a different country
will be paid according to the scales applicable to that country.

Article 2l - Basic Salary

By basic salary shall be understood the salary
applicable to the grade and current step of the member of the
staff, It includes increments but excludes all allowances.

Article 25 ~ Allowances

25.1 Members of the staff who fulfil the conditions of
eligibility laid down in the Articles which follow shall receive
the appropriate allowancees,

25,2 These allowances are as Tfollows:

b expatriation allowance

c head of family allowance
d) children's allowance

e language allowance

£ ingtallation allowance

gag cost of living allowance

~-21~- NATO UNCLASSIFIED
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25,3 In addition, there are certain special allowances pay-
able at the discretion of the head of the NATO body:

a other dependents! allowance
b acting allowance
c rental compensation,

25.4 At the time of appointment eech member of the staff
shall furnish all information necessary for the determination of
his eligibility for allowances. Members of the staff must at once
bring subsequent changes affecting eligibility to the attention of
the head of the NATO Dbody,.

25.5 The effective date for the granting or withdrawal of the
allowance shall be that on which the member of the staff qualifies
or ceases to qualify for the allowance. Notwithstanding this
provision, the date on which a member of the staff ceases to be
eligible for the dependent children's allowance under Article
30412 shall be one month after the end of the last term during
which the child attended the educational establishment.

25.6 Claims for allowances submitted more than three months
after the event to which the claim relaies will not be granted
retroactively unless exceptional circumstamces can be proved,

Article 26 - Additional Payments

26,1 The Organization contributes to the NATO Provident Fund
(see Chapter XI) a sum equal to 1L% of each staff member's basic
salary including cost of living allowance(s) where appropriate,
the member of the staff contributing 7% which is deducted from
his emoluments,

26,2 In addition, the Organization and the member of the
staff contribute to the system of social securities and insurances
outlined in Chapter X,

Arfticle 27 - Cost of Living Allowances

Cost of living allowances are granted from time to
time in accordance with a procedure established by the Council,

Article 28 - Expatriation Allowance

28,1 Members of the staff in categories A, L and B shall be
eligible for an expatriation allowance provided that: '
(a) they are not nationals of the host country,
and

(p) they do not have recognised status as residents
of the host country on the date of taking up
their appointment.

—-22~ NATO UNCLASSIFIED
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28,2 For the application of Article 28,1(b) above, residence
arising out of employment on behalf of the staff member's govern-—
ment or for an international organization shall be disregarded.

L}

28,3 Notwithstanding the provisions of the above paragraphs,
the expatriation allowance shall not be paid:

(a) to a married female member of the staff whose

husband is gainfully employed in the host country
unliess she has the status of head of family:

(v) to unmarried members of the staff living with
their parents when the latter have an established
residence within commuting distance of the place
or employment;

\

(¢) to female staff members originally of host country
nationality who changed nationality on marriage
but who, being widowed or divorced, have resumed
residence in the host country.

28,4 In cases where the application of these provisions
would cause special hardship, heads of NATO bodies may authorise
an exception,

Article 29 - Head of Family Allowance

© 29,1 Heads of families shall be entitled to an allowance
based on the scale as prescribed from time to time by the Council.

29,2 Heads of families are defined as:
(a) married male members of the staff;
(b) married female members of the staff who have

been recognised as heads of family either by
law, by decree, or by decision of a court;

(¢) widowed, divorced, separated (de facto or de jure)
or unmarried members of the staf? who have a child
or children dependent on them for main and
continuing supvort.

29,3 Where a husband and wife are both employed by the
Organigation, only one of them shall be deemed to be the head
of family.

\

2%9.4 This allowance shall be payable to married female
members of the staff with dependent children whose husbands are
called to military service for a period exceeding three months
and who receive no family allowances from any other source,

DECLASSIFIED - PUBLIC DISCLOSURE /DECLASSIFIE - MISE EN LECTURE PUBLIQUE
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Article 30 - Children's and Other Dependents' Allowance

(2

30,1 Devendent children's allowance

30,11 This allowance is paid to a member of the staff for
each child under 18 years of age who is dependent upon him for
main and continuing support.

»

30.12 Heads of NATO bodies shall also grant this allowance
in respect of children between 18 and 25 years of age who are
receiving a school or university education or vocational training
and who are dependent upon a member of the staff as defined in
Article 30,11 above, If, however, the child concerned is already
receiving an allowance for the same purpose from another source
( secholarship, govermment grant, etc,%, the amount of such other
allowance is deducted from the allowance payable by the Organization.

¢

\

30.2 Other dependents' allowance

The allowance may also be granted by the head of NATO
body in respect of ascendants and other close relatives by blood
or marriage dependent on and constituting a heavy burden for a
member of the staff legally or otherwise proved to be responsible
for their main and continuing support,

Article 31 ~ Language Allowance

This allowance shall be granted to grade B.1l and B.Z2
members of the staff who demonstrate by means of an appropriate
test that they have an adequate knowledge of both official
languages (English and French).

Article 32 - Installation Allowance

32.1 Bligibility

32,11 An installation allowance shall be granted to members
of the staff whose established residence was more than 100 kme
from the place of employment at the time when they accepted
employment and who move their domicile in order to take up
appointment.

v

32,12 Staff members transferred within the Organization to
another place of employment 100 km., or more away Tor duty
presumed to be for a period of nct less than one year shall also
be granted an installation allowance,

£
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32,13 If the appointment of a member of the staff becomes
invalid because he fails to pass the initial medical examination,
he shall not normally be entitled to this allowance,

32.2 Rate and conditions of payment

32,21 On taking up his appointmert, a member of the staff
eligible under Article 32,1 shall receive an installation
allowance amounting to 30 days' basic salary plus cost of living
allowance{s) where appropriate.

32,22 In addition, a head of family without children or
with only one dependent child shall receive a second payment of
15 days! basic salary plus cost of living allowance(s% where
appropriate, provided that his contract has been confirmed and
that his family has established residence with him, This payment
shall be increased for a head of family with two or more dependent
children to 30 days' basic salary plus cost of living allowance(s)
where appropriate,

32.235 Members of the staff shall be required to reimturse
half of the installation allowance if they leave their appoint-
ments of their own accord before iwo years have expired,

32.3 Exceptions

Heads of NATO bodies may authorise an exception to the
provisions governing eligibility and reimbursement where they feel
that strict application might cause special hardship.

Article 33 - Acting Allowance

33,1 An acting allowance may be paid to a member of the staff
who is formally designated to take over temporarily for & period
of not less than three months the responsibilities of a head of
service or section of grade A.ly or above,

33+.2 This allowance will only be paid if the staff member's
own grade is lower than that of the post which he is temporarily
called upon to f£ill,

33.3 The rate of the allowance will be equivalent to the
value of one incremental step of the staff member's own grade.

33,4 Payment of the allowance will start from the date of

which formal designation is made., It will be reviewed by the
head of the NATO body after a period of six months,

~25- NATO UNCLASSIFIED
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Article 3L - Rental Compensation

3.1 Members of the staff who occupy accommodation
appropriate to their grade and family circumstances and who pay
a monthly rent exceeding one-fifth of their total monthly
emoluments may submit a2 claim for rental compensation,

3lL.2 For the purposes of the vresent Article, thc xpression
Ttotal monthly emolumentst shall signify the whole of the salary
and cllowznces cnumerated in Lrticles 24 and 25.2, wxcept - o7
installation allowanco aftur deduction of the st ff mcmber's
compulsory contributions to the Provident Fund, socinl sccurity
and supplementary insurance,

3.3 "Rent" shall signify the actual rent paid exclusive
of all charges such as heating, water, gas, electricity, and
maintenance service. When such charges are included in the rent
paid, a corresponding amount shall be deducted.

34.l The monthly allowance shall not exceed half the
difference between the monthly rent paid and 20% of the total
monthly emoluments, and shall not exceed 5% of such total
emoluments,

3,5 Claims shall be submitted on a standard form to the
Personnel Service, They ghall be considered by a special
administrative committee, which will submit them with its
recommendation to the head of the NATO body for decision.

Article 35 - Currency Transfers

35,1 Members of the staff in receipt of expatriation
allowance shall be entitled to transfer at least 50% of their
total emoluments into the currency of their home countries.

35,2 The sums payable to a member of the staff in receipt
of expatriation allowance (or his legal beneficiaries) when he
ceases to be employed by the Organization shall be transferable
in full. '

35,3 Exceptionally, and if fully justified by circumstances,
the Secretary General or Supreme Allied Jommander may authorise
the transfer of more than 50% of the total emoluments referred
to in Article 35.1 or transfers into the currency of a country
other than the staff member's home country,

35.4 Members of the staff shall be informed of the procedure
to be followed in effecting currency transfers.,

35.5 Any abuse of duly promulgated regulations dealing with
currency transfers will mske the member of the staff concerned
liable to disciplinary action without prejudice to any legal
action which may be taken under national legislation.
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Article %6 - Advances and Loang

36.1 Advances

26.11 Advances on the current month's emcluments may be
granted under conditions to be prescribed by the head of the
NATO body. Such advances shall be deducted from the emoluments
payable for that month.

36.12 If justified by circumstances, the head of the NATO
body may authorise advances up to one month's emoluments once
per calendar year. These advances shall be repaid by deduction
from emoluments not later than three months after the month in
which the advance was made.

%6.2 Loans

36.21 In exceptional circumstances, for duly Justified
personal financial emergency, in conseguence of an accident or
a serious and prolonged illness, or as a result of family
difficulties, the heads of NATO bodies, subject to satisfactory
security being furnished, may authorise non-interest bearing
loans up to an amount not exceeding three months' emoluments
once per calendar year. Such loans shall be repaid by deductions
from emoluments not later than ten months following the month in
which the loan was made.

36,22 In addition, long-term loans may be authorised from
the Provident Fund (see Chapter XI).

36.3% Copmon provisions

26.31 Advances under Article 36.12 and loans under

- Article 36.21 above shall not be made concurrently.

36.%2 If a staff member's contract terminates before an
advance or loan has been repaid in full, the outstanding balance
shall fall due immediately and shall be deducted from the
emoluments, allowances and share of the Provident Fund due to
the member of the staff or, in the case of death, his legal
beneficiaries.
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CHAPTER VIIT

TRAVEL AND REMOVAL

Article 37/ - Expenses of Candidates

37,1 Candidates who are invited for interview shall be
entitled, subject to the presentation of supporting documents,
to reimbursement of the reasonable travel expenses incurred for
their journey to and from the place of interview under the
conditions laid down in Article 40 and on the basis of the
grade allotted to the post for which they have applied.

37.2 If the interview and journey involved for that purpose
cannot be completed in less than 24 hours, candidates shall be
entitled, in addition to the travel expenses specified in
Article 37.1 above, to the appropriate subsistence allowance
granted to members of the staff travelling on duty.

Article 38 - Travel Ixpenses between Established Residence
and Place of Duty

38.1 A member of the staff whose permanent residence at the
time of taking up duty with NATO is at least 100 km, from the
place of employment shall be entitled, within the terms of
Article 40, to the payment of travel expenses:

(a) when taking up duty, for the journey from his
place of residence to the place of employment;

(b) when taking home leave, for the round-trip
journey between his place of employment and
his home(1);

" (¢) when leaving the service of the Organization,
for the journey from his place of enmployment:

(i) either to his place of residence bhefore
taking up duty;

(ii) or to another place, provided that the
expenses shall not exceed those specified
under (i) above.

38.2 The spouse and dependent children (as defined in
Article 30.1) of a member of the staff who has satisfactorily
completed his probationary period shall alsc be entitled to
reimbursement of tThe expenses specified in the foregoing
paragraph, provided that they have established residence with
the head of the family and the supporting documents have been
produced.

(1) On taking up his post, the staff member shall give in
writing his official home address. He must present valid
Justification for any change of that address while in the
employ of the Organization.
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38,3 Payment of the iravel expenses mentioned in the present
Article will normally be disallcwed in whole or in part:

(a) if all or part of the travel expenses are borne
by a government or other authority;

(b) if the person concerned has resigned before
having completed twelve months' service with
the Organigzation (except in special cases of
force majeure);

(c) if the request for reimbursement has not been
received within six months from the date of
leaving the service of the Organization,

38,4 The head of the NATO body may, under exceptional
circumstances, authorise the payment of travel expenses for
dependents of persons who have received an allowance in
accordance with the provisions of Article 30.2,

38,5 No subsistence allowance shall be payable for travel
under this Article,

38,6 The provisions of this Article shall also apply to
memBers of the staff and their families on transfer within the
Organization to another place of employment,

38,7 Heads of NATO bodies may authorise an exception to the
distance criterion in Article 38.1 where they feel that strict
application might cause hardship,

Article 39 -~ Removal Expenses

39.1 Members of the staff eligible for the payment of
installation allowance under Article 32.1 shall be entitled to
the payment of expenses incurred for the removal of household
goods and personal effects not including motor cars provided that
the probationary period has been satisfactorily completed. Pay-
ment may, however, be refused, except in special cases of force
ma jeure, if the member of the staff resigns before completing
12 months' service with the Organization,

39,2 Payment of expenses incurred in removal of household

goods and personal effects will be made according to weight and
volume within the following maximum limits (including packing):
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Heads of Family Others
, Lep VTR k8. Su.m.
Unclassified 7,000 55 5,000 50
gi(‘;e%ories A 5,000 1O -I,000 30
Category E 3,000 20 2,000 20

To these figures can be added 500 kgs. and L cu.m., per
child residing with ths head of family,

39.3 For the purpcses of this Articie, members of the staff
shall submit two estimates from different firms, together with an
inventory, covering the packing, unpacking and direct transport
of their housgahold effects. Payment will be made only within the
approved estimate,

39.L The Organization will vpay, according to the provisions
of Article 38.1, for only two consignments of household effects
to the place of employment and for one consignment from the place
of employment: in the latter case, the right to reimbursement
shall lapse if not claimed within two years of leaving the
Organization. In no case, will warehousing or other storage
costs be admitted.

39.5 Members of the staff shall not be entitled to the pay-
ment of their removal expenses if the expenses are reimbursable
by a government or other authority.

39,6 Heads of NATO bodies may authorise an exception to the
distance criterion in Article 32,1 whers they feel that strict
application might cause hardship.

Article LO - Travel cn Duty

40,1 Expenses in connection with travel on official NATO
duty shall be paid in accordance with the provisions of the
present Article and those of the following Article,

LO,2 Subject to the provisions of the following Articles,
travel shall be performed by the most rapid and economical means
commensurate with the nature and urgency of the mission. It
shall normally be by air(l).

0.3 For good and sufficient reason, the head of the NATO
body may authorise either the use of other means of transport
even though satisfactory facilities for air travel exist, or
first class air travel for members of the staff who would other-
wise be entitled only toc second class air travel according to
Article 40.51(Db) below,

(1) Military air transport will be used when required.
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LO. L4 A member of the staff who cannot travel by air for
certified medical reasons may be authorised to use alternative
means of transport. In this case, the provisions of Article 40,7

of - travel
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travel by air:

unclassified members of the staff and members of
the staff in grades A, 6 and above will be entltled
to first class travel;

all other members of the staff will Dbe entitled
to second class air travel ("tourist" or "economy"
class according to the air line selected);

air passages do not give the right to the use of
a sleeping berth, except by special decision of
the head of the NATO body;

on transatlantic flights, members of the staffl
travelling second class will nevertheless be
entitled to reimbursement of excess luggage
charges up to a maximum of the first class
baggage allowance.

travel by rail:

unclassified members of the staff and members of
the staff in categories A L and B are entitled
to first class train travel;

peroonnel in category C are entitled to second
class train travel;

Tor journeys 1nvolv1ng night travel (i,e. travel
between the hours of 23,00 and 06.00) of a minimum
of L4 hours, unclassified members of the staff and
members of the staff of grades A.5 and above and
L.5 have the right to a single first class
sleeping compqrtment members of the staff in the
other A and L grades have the right to a double
first class sleeplng compartment, and members of
the staff in categories B and C have the right to
a second class sleeping compartment (the ticket,
where necessary, being adgusted accordingly).
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40.5% For travel by water:

(a) wunclassified members of the staff and members
of the staff of grades A.5 and above and L.5
will be entitled to first class accommodation;

(b) members of the staff in the other A and L
grades will be entitled to cabin class;

(¢c) members of the staff in categories B and C
will be entitled to Tourist class.

40.0 With a view to facilitating the transaction of official
business, the head of the NATO body may authorise members of the
staff of lower grades to travel under the same conditions as
members of the staff of higher grades whom they are accompanying.
In this case, the travel costs shall be paid at the higher rate.

40.7 If a member of the staff travelling on official duty
chooses, and ig authorised, to travel by means other than those
foreseen in Article 40.2 above, the following provisions sghall
apply:

(a) he shall be entitled to the payment of a sum
not exceeding the cost of the appropriate
ticket or tickets, excluding supplements;

(b) he shall not be entitled to subsistence
allowance for any excess travel time;

(¢) any excess working time taken by him will
count against his annual leave.

40.8 Use of private vehicles

40.81 In the interests of the Organization or when no other
satisfactory means of transport is available, members of the staff
may be authorised according to the procedure established under
Article 40.91 to use their own cars. In this case, they shall
be entitled to the payment of an approved kilometric allowance
based on the number of kilometres by the shortest normal route.
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L0, 82 They shall also be entitled to reimbursement of ferry,
toll end similsr charges actually incurred and to the payment of
an approved kilometric allowance Tor each authorised passenger.

140,83 The payment of the kilometric allowance precludes
reimbursement of any travelling expenses to members of the staff
travelling with the owner of the car, However, each officially
authorised traveller shall be entitled to subsistence allowance,

L0, 8l Members of the staff authorissd to use their own cars
when travelling on official duty will present evidence in advance
of travel that they hold full and valid third party insurance.
This must, in particular, cover any passengers carried, the
passenger allowance paid under Article 40,82 being given to off-
set any additional cost,

L0,85 Members of the staff have no claim on the Organization
in respect of material damage or injury either to themselves
(except as provided for in Chapter X) or to third parties
resulting from an accident sustained in the course of an
official mission while using their private cars. They shall
sign an undertaking to this effect in advance of such travel.

40,9 Authorisation procedure

10,91 A1l travel must be duly authorised according to a
procedure to be established by the head of each NATO body.
Travel vouchers will only be issued after such authorisation
has been given.

40.92 As an exception, and on duly justified grounds, the
member of the staff mey be authorised to make his own travel
arrangements or to change those which have been made. In either
case, the member of the staff shall, cu his return, provide a
detailed justification of the conditions under which his Journey
we.s performed, in default of which expenses can only be
reimbursed on the basis of the appropriaste tickets,

Article L1 - Subsistence Allowance

i1,1 Members of the staff travelling on official duty
shall be entitled to a subsistence allowance when they are
absent from their place of employment for more than 2l hours.

Ll,2 The rates which shall apply to subsistence allowance
shall be established by the Council, :
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L1.3 Exceptionally, heads of NATO bodies may authorise the
payment of subsistence allowance at a higher rate than that to which
members of the staff are entitled, when this will facilitate the
transaction of official business.

41.4 The number of days spent trevelling on duty shall be
calculated in periods of 2L hours from the hour of leaving the
place of employmaznt to the hour of return, Any period of 12 hours
indexcess of 2L hours or any multiple of 24 hours shall count as
a aay,

L1.5 When less than 2l hours is spent on travelling on official
duty, the member of the staff concerned shall be entitled to
reimbursement of reasonable expenses actually incurred within the
limits of the appropriate rate of subsistence allowance, provided
that supporting vouchers are produced.

41,6 Subsistence allowance will be reduced:

(a) Dby two-thirds for sea voyages when more than
48 hours are spent at ses;

(b) by one-third for the period covered by the journey
for members of the staff travelling to and from
the United Kingdom by night ferry;

(¢) Dby one-third if a member of the staff travels
on official duty to the town of his official
home (see footnote to Article 38,1(b)) provided
that his family is still in residence there.

L1,7 Unless the head of the NATO body rules otherwise,
subsistence allowances will be reduced by one-quarter for a stay
of any period in excess of 30 continuous days in any one locality.
A stay shall be considered broken if interrupted for more than
seven consecutive days and provided that the member of the staff
concerned could not know in advance that he would necessarily have
to return to the same localitye.

11.8 A member of the staff who is placed on sick leave while
travelling on official duty shall be entitled to subsistence
allowance,

41.9 The allowances provided for in the present Article shall.

be deemed to cover all the expenses liable to be incurred by a
member of the staff travelling on duty, exXxcept expenses of the
nature mentioned hereunder, for which additional reimbursement

may be claimed:

(a) visa fees and similar charges;
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(b) excess luggage charges: however, in the case
of air travel, the luggage concerned must be
carried for official purposes or with the
specific authorisation of the head of the.
NATO body: ,

(c) postal, telegraph and long distance telephone
expenses incurred for official purposes;

(d) hospitality expenses incurred in conformity with
instructions issued by the head of the NATO body.

41,10 Taxi fares will normally only be reimbursed at the
start and end of each journey. Any additional texi fares will
only be reimbursed if evidence to the satisfaction of the

‘appropriate authority is provided showing that the charges were

incurred necessarily.
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CHAPTER TIX

LEAVE

Article L2 - Annusl Leave

2.1 Entitlement

L2.,11 Members of the staff shall be entitled to paid annual
leave at the rate of 27 working days for each month of service completed,
Such leave shall not accrue during maternity leave, sick leave
during which salary is paid by the insurance company under the
supplementary insurance scheme, and leave without pay.

L2,12 No member of the staff shall be entitled to take
more than five weeks' annual leave consecutively during any
calendsr year. Two periods of not less than two weeks or one
longer period of annual leave should normally be taken during
the year,

L2,13 Heads of NATO bodies shall establish annual leave
schedules with due regard to the exigencies of the service.

12,2 Leave taken in advance

L2.21 Annual leave may be granted in advance during the
calendar year in which 1t accrues.

L2.,22 This provision shall not apply to members of the
staff serving a probationary period.

h2.23 If a member of the staff takes all or part of his
annual leave 1in advance and leaves the service of the Organization
before the end of the year, a sum corresponding to one-~thirtieth
of his last monthly emoluments including the Organization's
contributions to the Provident Fund shall be deducted in respect
of each day's leave taken in excess of leave due,

L2.3 Untaken leave

L2.,31 Members of the staff will be entitled to their annual
leave only during the calendar yesr in which 1t accrues, However,
where it was impossible, owing to exigencies of work, for a member
of the staff to take sll his annual leave during the calendar
year, the balance due to him may be granted before 30th April of

the following year.
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42,32 Where the head of a NATO body determines that it was
impossible, owing toexigencies of work, for a member of the
staff to take all his annual lesve even after taking into account
the extended period referred to in Article L2.31, untaken leave
may be carried forward as a credit for repayment when the member
of the staff leaves the service of the Organization., For each day
of leave so accumulated, the member of the staff shall be entitled
to repayment of one-thirtieth of his monthly emoluments, including
the Organization's contributions to the Provident Fund, calculated
as at the date of his separation from the Organization. In no
case can such leave be accumulated in excess of one month's
emoluments. .

L2,33 In addition, a member of the staff who has not taken
all the annual leave due to him in respect of the year in which
'he leaves the service of the Organization shall be entitled to a
corresponding payment of one-thirtieth of the emoluments, including
the Organization's contributions to the Provident Fund, which he is
receiving at that date for each day of leave accumulated.

L2, Authorisation procedure

Applications for annusl leave shall be submitted and
processed under a procedure prescribed by the head of each NATO

body. .

L2.5 Visits to the Soviet Union and other Communist Areas

L2,5% Any member of the staff wishing to visit the Soviet
Union or any of the countries listed below%1) shall state his
intention in writing., He shall not undertake such a Journey
until the authorisation of the head of the NATO body, acting in
accordance with a prescribed security procedure, has been obtained..

42,52 Disciplinary action will be taken against any member
of the staff having visited one of these countries without such

authorisation.

Article L3 - Leave for Military Service or Training

113,41 Members of the staff recalled for military service with
the reserve. or voluntarily undertaking military training shall be
entitled to special leave with full emcluments if the period does
not exceed two weeks in a year or four weeks in two years. Any

" extension beyond the period specified above will count against
accerued annusl leave, Thereafter all such absence shall be
regarded as unpaid leave. :

(4) Poland, Czechoslovakia, the Soviet Zone of Occupation of
Germany, Bast Berlin, Hungary, Rumenia, Bulgaria, Albania,
the Chinese Peoples' Republic, Outer Mongolia, Northern
Korea, Northern Vietnam, Cuba, Guinea and Yugoslavia,
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L3.2 Before undertaking periods of military service, members
of the staff will inform the head of the NATO body and will
ascertain under what conditions the spscial leave referred to in
Article L3,1 above can be granted.

L3.3 Members of the staff must obitain the authorisation of
the head of the NATO body to attend all voluntary military
training, and must show thaet this training is essential to
enable them to keep abreast of progress in a highly specialised
technical field,

4

Article Ll - Home Leave

Al

LlL,1 Members of the staff eligible for the payment of
expatriation allowance shall, under the provisions of Article
hh.6 below, be entitled as from the date of completion of every
two years' service to paid home leave., The duration of this
leave sghall be eight working days plus travel time both ways

"ealculated on the basis of the most rapid means of public
transport.

Ly, 2 Home leave must be taken within the period of six
months preceding or following the date on which it falls due,
failing which it will be forfeited for the two year periocd in
question, The date at which the leave is actually taken will
not affect the date on which it will again fall due.

L, 3 The member of the staff eligible for home leave shall
be entitled to reimbursement of travel expenses under the
provisions of Article 38 and Article LO. If a member of the staff
chooses to use his private motor vehicle, he shall be entitled to
reimbursement under the provisions of Article 40.8 up to the
limit of & sum not excesding the cost of the appropriate ticket
or tickets, excluding supplements.

. Wit No subsistence a2llowance shell be payable for travel
on home lesve.

.5 There will be no compensation for home leave not taken.
.6 Home leave shall only be granted provided that:

(a) the member of the staff agrees in writing to take
such leave in his official home country (see
Article 3%8.1(b));

(b) the member of the staff agrees in writing to

- : remain in the service of the COrganigzation for six
months after the date on which he became entitled
to home leave, irrespective of the date on which
he took 1it;

&
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(¢) the head of the NATO body certifies that, to the
best of his knowledge, the staff member's services
will be reguired during these six months,

Lly,7 Failure to spend his home leave in his official home
country or to comply with the undertaking given in Article
Lh.6(b) will entail the following consequences for the member of
the staff irrespective of any other disciplinary sction which
may be taken:

(a) he will be required to reimburse the whole of the
travel costs incurred by the Organizationg

(b) the number of days taken will be deducted from the
annual leave to which he is entitled,

Lh,8 The head of the NATO body may refrain from imposing
penalties in the event of non-observance of the undertaking
required under Article LL.6(b) if he considers that strict
enforcement will lead to injustice or hardship,

Article L5 - Absence for Health Reasons and Sick Leave

L5,1 Members -of the staff absent owing to sickness or
accldent shall at once notify their heads of service, who will
advise the Personnel Service,

L5,2 Members of the staff absent owing to sickness or
accident for more than three consecutive calendar days shall be
required to produce a medical certificate within three days of
ceasing work, A medical certificate may also be required for
repeated absences of less than three consecutive days.

4543 Absences occasioned by sickness or accident which last
not more than three calendar days and for which no mediecal
certvificate has been regquired shall, to the extent that they
exceed nine working days in any one calendar year, entail a
corresponding reduction of the annual Teave due to the member of
the staff concerned or a corresponding reduction in his
emoluments if he has already taken his annual leave in full,

5,4 Freguent recurrence of short periods of illness may
also be regarded as grounds for termination of contract. In
such cases, the head of the NATO body may require the member
of the staff concerned to undergo a further medical examination,

L5,5 Before a member of the staff who has been absent on
sick leave returns to work, he may be required to produce a
medical certificate stating that he is fit to resume his duties.

LK, 6 Extended sick leave

15.61 Members of the staff absent owing to duly
recognised sickness or accident supported by medical certificates
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shall be entitled to sick leave with full emoluments,
including Provident Pund contributions, for & maximum period of
36 consecutive months, under the provisions of Articles 45,62 to

L"5° 67.

L5,62 The first three months of such an absence will be
considered as normal service with the Urganigzation and the
member of the staff concerned will continue to receivs salary
increments and to accrues lsave.

15,63 Thereafter, the staff member will be covered by the
provisions of the group insurance policy, as specified in
Chapter X.

45,6l Extended sick leave in excess of three consecutive
months shall not count towards calculation of the date on which
the member of the staff may become entitled to a salary
increment, It excludes all leave entitlement.

L5.65 Members of the staff on extended sick leave will
continue to be covered by the provisions of the Agreement on the
Status of the North Atlantic Treaty Organization, National
Representatives and International Staff or of the Protocol on
the Status of International ¥Military Headquarters. They will be
shown as supernumerary personnel on the establishment tables.

45,66 These provisions shall apply notwithstanding the fact
that the staff member's contract might otherwise have come to an
end during the period of sick leave, except that in such case he
shall not receive salary increments or accrue lecve, under Article L5-62,

L5,67 Continued absence due to sickness or accident
extending over more then three months may be regarded by the
head of the NATO Dody as grounds for termination of contract on
the conditions laid down therein, However, seperation will not
become effective until the end of the period in which the member
of the staff is in receipt of full emoluments under the group
insurance policy.

Article L6 - Special Leave
16,1 Leave for private reasons

16,11 The head of the NATO body may, as an exception and
for private or urgent reasons, grant:

(a) special leave of not more than eight working
days per year with full or part emoluments;

(v) unpaid leave.

116,12 The date on which the next salary increment becomes
due shall be postponed by the period of unpaid leave taken,
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16,13 Members of the staff on unpaid leave for private
reasons may, at the discretion of the head of the NATO body, be
entitled during such period to the benefits available under the
group insurance scheme described in Chapter X below, provided
they pay the Organization every month a sum equal to the total
premiums due to the insurers and based on their last-earned
monthly emoluments. In exceptional circumstances, however, the
Organization may continue to bear its share of the premiums if

it is in its best interests to do so.

6,2 Leave on marviage

Special leave of one calendar week with full emoluments
shall be granted on the occasion of the marriage of a member of
the staff,

L6,3 Maternity leave

L6.31 Maternity leave, consisting of six weeks' pre-natal
and six weeks'! post-natal leave with full emcluments, shall be
granted to female members of the staff on production of an
appropriate medical certificate.

146,32 This entitlement remains valid even if the member of
the staff notifies the Personnel Service of her intention to
leave the service of the Organization at the end of the period
of maternity leave,

L6, Quarantine

46,41 A member of the staff contracting an infectious
disease must absent himself from duty and report the circumstances
immediately to the Personnel Service.

L6,42 If an infectious disease breaks out among the family
or intimate friends of a member of the staff, the latter must
immediately inform the Personnel Service and must conform to
such health precavtions as may be prescribed.

L6,43 Full emoluments are payable to a member of the staff
on enforced absence because of contact with infectious disease.
Such absence will not gount against sick or annual leave,

L6, 4l Members of the staff shall submit to such

vaccinations or inoculations as may be required by the
Organigation,
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CHAPTER X

SOCIAL SECURITIES AND INSURANCES

Article L7 - Extent of Insurance

Members of the staff are insured to provide for:

(a) the reimbursement within estaplished limits
of the medical expenses of the staff member
eand his recognised dependents;

(b) in the event of loss of salary through sickness
or injury resulting in sick leave in excess of
three consecutive months as described in
Article 45,6, the continuing payment of gross
emoluments up to a maximum of 33 months thereafter;

(¢) in the event of loss of earning capacity through
permanent disability, the continuing payment of
a minimum of one-third and a maximum of two-thirds,
depending on the degree of disability, of gross
emoluments for so long as the disability continues
but not beyond the zge of 65;

(d) 1in the event of death from natural causes, the
benefits provided for in Articles 50,22 and
50,24 belows;

(e) in the event of death resulting from an accldent,
an amount equivalent to five years' emoluments,

Article 48 ~ Method of Insurance

48,1 This insurance is provided either by participation in
the national social security system of the host country,
supplemented as necessary by a group insurance scheme, or by
participation in a group insurance scheme only,

Lg,2 Authority is vested in the Secretary General and in
the Supreme Allied Commanders to determine the method of
insursnce to be epplied in each host country and to enter into
the necessary agreements to that end with the government of the:
host country and/or with suitable insurers,

u8.3 Participation in the method of insurance selected

by the Secretary General or a Supreme Allied Commander, as
appropriate, is compulsory for all members of the staff,

~L2- NATO UNCLASSITFIED
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L8, On appointment to a NATC body, members of the staff
shall be informed of the specific conditions applicable to then,

Article L9 - National Social Security Systems

L9,1 Where participation in the netional social security
system of the host country is decided upon, such participation
will be in accordance with the arrengements agreed on by the
government of the host country and the Secretary CGeneral or the
Supreme Allied Commander as appropriate,

49,2 Such arrangements will provide for the exclusion of

- the Organization snd its members of the staff from compulsory

participation in the old-age pension and family allowance

elements of the national social security system., This exclusion
results from the provision which the Orgesnization already makes
for a Provident Fund and for the payment of children's allowances,

Article 50 - Contributions

50,1 National social security systems

50.11 Contributions to national social security systems are
payable by the Orgenization as employer and by members of the
staff as employees in accordsnce with the regulations of the
systems and subject to the agreement entered into between the
Secretary ineral or Supreme Allied Commander and the host
country auchorities,

50.12 If a2 member of the staff contributes to the old-age
pension element of a national social security system, whether that
of the host country or that of the stalf member's home country,
the payment of the total contrivutions involved is the responsi-
bility of the member of the staff, He may, however, elect to
have the amount of such conitributions deducted from the
contributions to the Provident Fund,

50,2 Group insurance schemes

50.21 Except as provided below, contributions to group
insurance schemes are payable two-thirds by the Organization
and one~third by the individual members of the staffl.

50.22 In the event of the death from natural causes of
a member of the staff, the group ilnsurance system will make up
the staff member's Provident Fund holding to an amount equivalent
to one year's emoluments at the date of death, This sum will
be payable to the designated beneficiary(ies) or rightful
heir(s), If at the date of death the Provident Fund holding is
equal to or exceeds one year's emoluments, no payment will
be made under this insurance,
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50.23 The cost of this insurence will be borne entirely
by the Organization.

50,24 At the request of the Staff Associations, the
Secretary General and Supreme Allied Commanders have extended
the compulsory 1life insurance cover available to members of
the staff under Article 50,22 above to ensure the payment of an
amount equivalent to:

(a) one year's emoluments in addition to the
Provident Fund holdings at the date of
death to the designated beneficiaries or right-
ful heirs of unmarried members of the staff
and members of the staff without recognised
dependents; and

(p) two years' emoluments in addition to the
Provident Pund holdings at the date of death
to the designated beneficiaries or rightful
heirs of married members of the staff and those
with recognised dependents,.

50.25 The resulting additional premium is payable in full
by members of the staff,

Article 51 ~ Eligibility

51,1 National social security system

51.11 Members of the staff shall be eligible for the benefits

of those parts of the national social security system in which
they participate according to the regulations of that systen,

51,12 Where the Crganization continues to pay full
emoluments to a member of the staff during a period of sick
leave or maternity leave, any dally sickness allowance payable
under the national social security system to compensate for
loss of earning capacity shall accrue to the Organization,

51,2 Group insurance schemes

Members of the staff shall be eligible for the
benefits of the group insurance scheme in which they participate
only after they have guccessfully passed the required medical
examination, Subject to such medical examination, cover under
a group insurance scheme extends from the commencement of the
first day of employment until the close of the last day of
employment.
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CHAPTOR KT

PROVIDENT. FUND

Article 52 - General Provisions

52.1 Each member of the staff is affiliated to the NATO
Provident Fund. His holding in the Fund represents a benefit to
be paid on completion of service with the Organization.

52,2 The Pund is administered by the Secretary General
acting on the advice of a Board of Supervisors.,

52,3 Full information regarding the purpose of the Fund and
its administration, the conditions of affiliat lon, contributions,
individual accounts, payment of benefits, etc., is contained in
the Regulations of the fund as approved by the Council.

Article 53 - Assets of the Fund

53,1 All assets of the Fund shall be placed on deposit,
acquired and held in the name of the Orgsmization. They Shall not
be merged with other funds of the Organization.

53,2 An individual account with the Fund shall be opened for
each member of the starff.

Article 5SL -~ Withdrawals from Individusl Accounts

A

54.1  Social security and pension schemes

54,11 Members of the staff may obtain, by deductions from
the amounts standing to their 1nd1v1du91 accounts with the Fund,
reimbursement of expenditure entailed by:

(a) their voluntary affiliation to the old-age
pension scheme of their national social
insurance system;

(b) their affiliation to the pension scheme applying
in their own national administration, in the case
of civil servants or military personnel seconded
to the Organization,

54,12 Members of the staff wishing to avail themselves of
these arrangements shall send a written application to the
Personnel Service, together with any documents supporting their
claims,

-5~ NATO UNCLASSIFIED
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5L4.2 Housing loans

5L,,21 Within the limits of the conditions established by
the Secretary General, members of the staff may be authorised
to withdraw from their individual accounts in the Provident Fund
the amounts needed for the purchase, construction or improvement
of a house or flat to be occupied by them, Such loans will be
approved by the head of the NATO body on the basis of the
recommendations of a Loan Committee,

54,22 The amounts withdrawn for this purpose shall be repaid
into the Provident Fund by means of monthly deductions from the
staff member's salary, Full repayment shall normally be made
within five years and shall in no case extend beyond a maximum
period of elight yesrs,

54,23 The conditions under which such withdrawals may be
made, the maximum amount of withdrawals, the composition of Loan
Committees and, in general, all detalled implementary provisions
will be decided by the Secretary General in consultation with the
Board of Supervisors of the Fund,
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CHAPTER XIT

o =

REPORTS, ADVANCEMENT, CHANGES OF POST OR GRADE

Article 55 - Reports

55.1 The head of each NATO body shell establish a system
designed to evaluate periodically the proficiency of each staff
member in the performance of his duties and his potential for
future use in the Organization.

4

55.2 The system shall include periodic performance reporis
submitted on a standard form,

55.3 Reports shall not be shown to the members of the staf?f
concerned,

55.. However, in the case of adverse reports, their substance
shall be conveyed orally to the members of the staff concerned,
and the Personnel Service shall be informed in writing that this
has been done,

Article 56 - Advancement

56,1 In principle, each member of the staff, except as
specified for fixed term contracts in Article 5.2L, will advance
one step every year if holding a category A, B or C post or
every 18 months if holding a category L post until he reaches the
highest standard step of his grade, provided his services and
his conduct have been satisfactory since the date of his
previous advancement,

56.2 Members of the staff in those grades for which special
steps have been approved may be advanced to the first special
step of their grade provided they have completed eight years'
international service with the Organization and have been at .the
highest standard step for three years.

56.3 After completing three years' service at the first
special step, the members of the staff concerned may advance to
the second special step.

N

56,4 In calculating the date for advancement to the next
step, no unpaid leave granted in implementation of Article 46,11(b)
.or extended sick leave covered by Article L5.63 shall count as
service completed by the member of the staff,

i
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Article B7 - Changes of Post or Grade

57.1 Before initiating recruitment outside the staff, the
head of the NATO body shall consider the gqualifications of
serving members of the staff in relation to vacant posts in the
establishment, Where asppropriate, he shall arrange for notices
to be displayed giving information as to vacancies in the
Qrganigation, snd shall notify other NATO bodies of vacancies
on his establishment so that well-gualified cendidates within the
Orgenization may apply through their Personnel Services,

57.2 In selecting members of the staff to £il1ll vacant posts,
account will be taken of their professional cualifications rather
than of length of service. :

57.3 Transfer to a different post or change of grade will
entail a three months' probationary period to ensure that the
member. of the staff has the ability to ecarry out his new duties,

.Article 58 - Effective Date

58,1 The financial consequences of an advancement of step
shall take effect either from the first day of the current month
of from the first day of the following month, according to whether
the date of advancement falls before or on or after the 16th of
the month.

58,2 The financial consequences of a change of grade shall
take effect from the date on which the new duties are taken up.

58,3 However, if a member of the staff is selected to £ill a
higher graded post for which he is nevertheless not considered to
possess all the required gqualifications, he may occupy the post
at a lower grade than that attached to the post, The full
financial conseguences will in this case become effective only
from the date on which he is consldered to fulfil all the
requirements,

58.4 If an existing post in the aporoved establishment is to
be downgraded, the head of the NATO body shall seek authority to
safeguard the vested rights of the member of the staff holding that
post before the downgrading of the post becomes effective, Where
the measures agreed upon involve retention of the previously '
held grade, limitations may be imposed on the length of time the
contractual grade may be retained or on the entitlement to
within-grade advancement.
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CHAPTER XIII

DISCIPLINE

o o T

Article 59 - Disciplinary Action

59.1 Disciplinary action may be taken against a member of
the staff whose work or conduct is unsatisfactory.

59.2 Fach disciplinary action taken shall, together with
the reasons, be recorded in the staff member's file and, except
in the case of action taken under Article 59,3(a) below, shall be
notified in writing to him,

58,3 Disciplinary action includes:

(a) oral warning:

(b) written censure;

(c) postponement 6f a salary increment;

() temporary suspension from duties entailing
the withholding of emoluments in whole or
in part;

(e) dismissal,

58.4 Dismissal may be enforced with or without forfeiture of
part or all of the contractual period of notice, or of the
indemnity for loss of office, or of the sums p2id into the staff
member's account with the Provident Fund by the Organization (i.e.

employer's contribution only), or a combination of any of these
three.

-----

60,1 Disciplinary action is taken under the suthority of
the heads of NATO bodies in accordsnce with procedures to be
prescribed by them,

60,2 A member of the staff against whom a charge of serious
misconduct is made may be suspended immediately from his functions
if the head of the NATO body considers that the charge is prima
facle well~founded and that the staff member's continuance in
office during investigation of the charge might prejudice the
Orgenization. The order for suspension from office will stipulate
whether or not the member of the staff in guestion shall be
deprived of his emoluments in whole or in part pending the results
of the enquiry,
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60.3 No disciplinary action may be taken until the member of
the staff has been informed of the allegations asgainst him,

60.4 Before a final decision is taken under (c¢), (4) or (e)

of Article 59,3, the staff member shall be entitled to submit
orel or written comments,
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CHAPTER XTIV
COMPLAINTS AND APPEAIS

Article 61 -~ Complaints

61+1 Members of the staff shall, in the first instance,
refer any complaint affecting their conditions of work or service
to the head of their division or office, through their immedlate
superior,

61.2 Members of the staff shall be entitled at any time to
consult the Personnel Service with regard to their complaints.
Except when complaints are based on purely personal grounds, they
shall notify their immediate superior of their intention to state
a complaint to the Personnel Service.

‘. 61.3 In the last resort, members of the staff shall be

entitled to submit their complaints, in writing, to the head of
the NATO body, through the Personnel Service, who will send a
copy of the complaint, for information, to the head of the
division or office concerned,

Article 62 - Appeals Board Procedure

62.1 Members of the staff submitting complaints to the head
of the NATO body in accordance with the provisions of Article 61.3
above shall be entitled to request that the complaint be considered
by an Appeals Board. Alternatively, the head of the NATO body may
decide to submit the complaint to an Appeals Board on his own
initiative,

62.2 Members of the staff shall not be entitled to request

‘that a complaint in connection with matters covered in their
c

ontracts be considered by an Appeals Board under the provisions
of Article 62.1 above,

62.3 1In cases where a member of the staff has requested that
his complaint be submitted to an Appeals Board, and the head of
the NATO body has granted the reguest, or in cases where the head
of the NATO body himself decides to submit a complaint to an
Appeals Board, he shall, within eight days, refer the appeal to
a Board, constltuted as follows:

(a) a Chairman, appointed by him;

(b) a representative of the Administration, .also
appointed by him, preferably from a division
other than that of the appellant;

(¢) a representative of the Staff Committee, described
in Article 88;

~51~ NATO UNCLASSIFIED
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(d) a member of the staff chosen by the Staff Committee
from among members of the staff of the same grade
as the appellant.

62,4 The Board shall give an opinion within 15 days, and the
head of the NATO body shall give his ruling not more than 15 days
after receiving the opinion of the Roard,

62.5 The decision of the head of the NATC body on an appeal

shall be final, but before the final orders are passed the
appellant shall have the right to see the head of the NATO Dbody.
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CHAPTER XV
SEPARATION

. Article 63 - General Provisions

Separation from the Organization may result from:

(1) expiry of contract;

-~ g

(2) resignation;

(3) termination of contract;

r

(L) dismissalj
(5) attainment of the age limit.
. Article 6L - Resignation

64,1 Any member of the staff wishing to resign must notify
the Personnel Service of his decision in writing through his
immediate superior. This notice of resignation shall state the
date on which separation will become effective, which shall in
no case be before the end of the period of notice stipulated in
his contract. '

64,2 On behalf of the head of the NATO body, the Personnel
Service shall acknowledge receipt of the resignation., This
resignation is then irrevocable unless otherwise mutually agreed.

64,3 Resignation shall not be a reason to preclude
disciplinary action.

6L4.L No member of the staff shall relinguish his post before
"che date notified under Article 6L.,1. Failure to observe this
rule may involve the loss of part of the Organization's
contribution to the Provident Fund, or of the right to reimburse-
ment of travel expenses, or of both,

Article 65 -~ Termingtion of Contract

~

65.1 The Organization reserves the right to terminate
contracts on the conditions stipulated therein (see Article 7).

65,2 The head of the NATO body may substitute for the period
of notice an allowance equal to the emoluments including the
Organization's contribution to the Provident Fund which would
have been paid to the member of the staff if he had continued in
his duties during that period.
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Article 66 —- Dismissal

Dismissal is a disciplinary measure taken in the case
of serious misconduct by a member of the staff (see Chapter XIII).

Article 67 - Age Limit

The retirement age shall be 65. A member of the staff

shall cease his functions on the last day of the month in which
he reaches that age.
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EART IWO
RULES APPLICABLE TO CONSULTANTS
END_TEMPORARY PERSONNEL

CHAPTER XVI

CONSULTANTS

Article 68 -~ General Provisions

68.1 The head of the NATO body may call on the services of
consultants when necessary.

68.2 A consultant is defined as a recognised expert or
specialist engaged to serve in an advisory or technical capacity.,.

68,3 A consultant shall not hold an established post in
the Organization.

68.4 A consultant shall not normally be en§aged unless he
fulfils the conditions leid down in Article 3(a), (d) and (g)

“of the Rules Governing Members of the Staff (Part One of these

Regulations).

Article 69 - Duration of Employment

69.1 The duration of employment of consultants shall be
stipulated in the contract and shall not normally exceed a
period of 90 consecutive days. However, if required by
circumstances, such contracts may be extended by one further
period not exceeding 90 days.,

€9.2 Vhere, in exceptional and well-defined cases, the
services of a consultant are known to be reguired for a period
longer than 180 days, specific budgetary provision shall be
made .

69.3 Where consultants are required to provide services or
goods, the date by which those services or goods shall be
furnished shall be stipulated in the contract.

Article 70 ~ Fees

70.1 A consultant's fee shall be fixed in his contract and
shall be payable in the currencies of the host country, his home
country, or both.

~55- NATO UNCLASSIFIED
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70.2 In addition to this contractual fee, a consultant may,
during his period of service with the Organization, continue to
‘receive emoluments from outside sources,

70,3 The fees paid to consultants are not exempt from
taxation.

70.4 No payment of fees will be effected unless a written
declaration has been made by the immediate supervisor certifying
the time during which the consultant has worked and that his
performance of duty has been satisfactory or that the services or
goods have reached the required standard and have been furnished
by the date specified in the contract. '

<

&

Article 71 -~ Obligations and Responsibilities

!P The provisions of Chapter IV of the Rules Governing
embers of the Staff (Part One of these Regulations) shall,
unless otherwise decided by the head of the NATC body and except
as provided in Article 70,2, be applicable to consultants.

Article 72 - Travel

72.1 Consultants whose place of residence is more than
100 km. from the place of employment shall be entitled to the
reimbursement of direct travel expenses to and from that place
of residence on taking up their duties and on leaving the service
of the Organization unless these expenses are borne by a
government or other authority.

72,2 The provisions of Articles 4O and L1 of the Rules
Governing Members of the Staff (Part One of these Regulations)
‘\all be applicable to consultants.

- 72.3 For the purposes of establishing the rates payable
~under this Article, consultants will be assimilated to inter-
" national civilian personnel grades,

Article 73 — Leave

Leave entitlement, if any, shall be specified in the
contract,

A

Article 7L —~ Insurance

Consultants are covered on a voluntary basis by accident
insurance for occupational risks during the period of their engage-—
ment as specified in their contracts.
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Article 75 — Immunities and Privileges

If it is to the benefit of the Crganization, consultants
employed on missions may be granted certain privileges and
immunities under the conditions laid down in Article 21 and 22 of
the Agreement on the Status of the North Atlantic Treaty
Organization National Representatives and International Staff
signed in Ottawa on 20th September, 1951.

Article 76 - Security

The provisions of Chapter VI and of Article L42.5 of
the Rules Governing Members of the Staff (Part One of these
Regulations) shall in all cases be applicable to consultants.

=57~ NATO UNCLASSIFIED
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CHAPTER XVIT

TEVMPORARY PERSONNET

Article 77 - General Provisions

77.1 Temporary personnel may be engasged by the head of the
NATO body when necessary to replace members of the staff who are
absent or to undertake tasks temporarily in excess of the capacity
of the establishment approved for the NATO body concerned.

7742 They shall not hold established posts in the
Organization.

7743 Temporary personnel shall not be engaged unless they
fulfil the conditions laid down in Article 3(a), (&) and (g) of
the Rules Governing Members of the Staff (Part One of these
Regulations).

Article 78 = Duration of Employment

78,1 The duration of employment of temporary personnel shall
be .stipulated in the contract and shall not normally exceed a
period of 90 consecutive days. However, if required by
circumstances, such contracts may be extended by one further
period not exceeding 90 days.

78+2 Where, in exceptional cases, the services of temporary
personnel are required rfor a period exceeding 180 days, the head
of the NATO body shall seek prior budgetary approval to the
extension.

7843 Temporary contracts for periods of less than one month
can be terminated by elither party without notice. Temporary
contracts of one month or more can only be terminated by either
party after one week's notice, Exceptionally, the head of the
NATO body may substitute the payment of the corresponding
emoluments for part or all of the period of notice,

Article 79 - Salaries

79,1 The salaries of temporary personnel, based on rates
established by the Council, will be specified in their contracts.

79.2 The salaries of temporary personnel are not exempt
from taxation.

Article 80 - Obligations and Responsibilities

The provisions of Chapter IV of the Rules Governing
Members of the Staff (Part One of these Regulations) shall,
unless otherwise decided by the head of the NATO body, be
applicable to temporary personnel.
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Article 8L - Work

The provisions of Chapter V of the Rules Governing
Members of the Staff (Part One of these Regulations) shall be
applicable to temporary personnel unless otherwise specified in
their contracts.

Lrticle 82 - Subsistence Allowance

Temporary personnel who fulfil the conditions of
Lrticle 28 of the Rules Governing Members of the Staff (Part
One of these Regulations) shall be entitled to a subsistence
allowance at a rate established by the Council.

Artiele 83 —~ Travel

8341 Temporary personnel whose place of residence is more
than 100 km, from the place of employment shall be entitled to
the reimbursement of direct travel expenses to and from that
place of residence on teking up their duties and on leaving the
service of the Orgsnization unless these expénses are borne by
g government or other authority.

8342 The provisions of Artiecles 4O and L4l of the Rules
Governing Members of the Staff (Part One of these Regulations)
shall be applicable to temporary personnel.

83s3 For the purposes of establishing the rates paysable under
this Article, temporary personnel will be assimilated to
international civilian personnel grades,

Article 8L — Leave

Temporary personnel shall be entitled to paid leave
according to the national legislation of the host countrye.

Article 85 -~ Social Benefits

85.1 Temporary personnel are entitled to the benefits of
the social security scheme of the host country, with the exception
of family allowances which will be pald to them by the Organization
gt the national rate.

85.2 The employee's. contribution to the social security
scheme will be deducted from the emoluments of temporary personnele.

85.3 In addition, temporary personnel employed on a monthly
basis are insured against permanent disability and death resulting
from an accident and for the reimbursement within established
linits of medical expenses., This insurance is valid exclusively
during the period of the contracte Participation in the
insurance is compulsoryes Coniributions are payable two-thirds
by the Organization and one-third by the individusl.
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Article 86 —~ Immunities and Privileges

If it is to the benefit of the Organization, temporary
personnel employed on missions may be granted certain privileges
and immunities under the conditions laid down in Articles 21 and
22 of the Agreement on the Status of the North Atlantic Treaty
Organization National Representatives and International Staff
signed in Ottawa on 20th September, 1951.

Article 87 - Security

The provisions of Chapter VI and of Article L2.5 of
the Rules Governing Members of the Staff (Part One of these
Regulations) shall in all cases be applicable to temporary
personnel. :
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PART THREE

STAFEF REPRISENTATION

CHAPTER XVIIT

STAFF ASSOCIATIONS AND STAFE COMMITTEES

Article 88 ~ General Provisions

88,1 There shall be a Staff Association in each NATO
body and headquarters locality consisting of all members of
the staff, Under a procedure approved by the head of the

.Z.Pao body concerned, the Association shall elect annually

o Committee to serve as its executive agente

88,2 The purpose of this Committee - known as the Staff
Comnittee - shall be:

(@) - t6-protect thé professional. intsrests of the
" nembers of the.staff;

(b) to submit to the head of the NATO body proposals
to improve the general position of members of
the staff;

(¢) to give its opinion when it is consulted by the
head of the NATO body;

(d) to promote social, cultural and athletic
activities.

Article 89 — Liaison Committee of the Staff Associations

89.1 Each Staff Association shall have the right to
representatiion on a Lisison Committes of the Staff Associations
of the North Atlantic Treaty Organization,

89.2 This Liaison Committee shall elect from among its
members suitsble spokesmen to represent the personnel of the
North Atlantic Treaty Organization in relations with staff
associations of other international organizationses

~61~ NATO UNCLASSIFIED
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