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Appendix M 

Staff Performance Appraisal System 
 
(a) As stipulated in staff rule 104.08, the service and conduct of staff members shall be the 
subject of regular appraisals under the Staff Performance Management system (SPM). The 
SPM is an integral part of UNIDO’s programme for Change and Organizational Renewal 
and supports and reinforces results-based management with meaningful and relevant 
consequences. 
 
(b) A normal performance cycle shall cover a 12 months period, normally beginning on 1 
January and ending on 31 December of the same year. The formal review and assessment 
of the staff member’s performance during a normal performance cycle occurs in three 
phases, namely the Start of the Cycle (SOC) from 1 January to 31 March, the Mid-Term 
Review (MTR) from 1 July to 31 August, and the End of the Cycle (EOC) from 1 December 
to 28 February.  
 
(c) In case the SPM is required at a time when the normal performance cycle may not be 
possible (e.g. at the entry of new staff, reassignment of serving staff, change in first 
reporting officers, planned or unplanned absences), the performance period covered by a 
performance document may not be shorter than six months and not longer than 17 months. 
Therefore, if at least six months are left within a given year, the performance document 
shall cover such a period. If there are less than six months left during the given year, this 
period shall be added to the next year.  
 
(d) At the end of the cycle, two overall ratings are established in the SPM of a staff member, 
i.e. one for the achievement of the results under the compact and the other for the 
demonstration of core values and competencies as applicable under UNIDO’s competency 
framework. 
 
(e) The definitions of the performance ratings are established as follows: 
 

For the achievement of the results of the compact: 
 

• Five (5): Extraordinary achievement of results: Results achieved under the 
compact are considered extraordinary in terms of consistently surpassing all 
expectations or in terms of impact on organizational performance; 

• Four (4) Exceptional achievement of results: Results achieved under the compact 
are considered exceptional in terms of surpassing targets in quality or quantity; 

• Three (3): Full achievement of results: Results achieved under the compact are 
fully achieved in terms of quality or quantity; 

• Two (2): Partial achievement of results: Results achieved under the compact are 
meeting over half of the requirements but not all; 

• One (1): Non-achievement of results: Results achieved under the compact are not 
meeting at least half of the requirements. 
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For the performance in the core values and competencies: 
 

• Five (5): Extraordinary proficiency: Consistently demonstrates all behavioral 
indicators, impacting own results as well as the performance of others; 

• Four (4): Exceptional proficiency: Consistently demonstrates all behavioral 
indicators; 

• Three (3): Proficient: Consistently demonstrates more than half, but not all of the 
behavioral indicators; 

• Two (2): Developing proficiency: Demonstrates half of the behavioral indicators; 
• One (1): Not proficient: Demonstrates less than half of the behavioral indicators. 

 
(f) When one or both of the final overall ratings is “1”or “2”, a performance improvement 
period is applicable during the extension of a probationary period of six months. A 
performance improvement period of minimum six months and maximum 12 months is 
applicable for a staff member on a fixed term contract. 
 
(g) A staff member, who has received an overall rating of “1” or “2” and who is not in 
agreement with one or both of the final performance ratings established at the completion 
of the cycle, may submit a rebuttal within 30 calendar days from final notification 
transmittal date by the second reporting officer. 
 
(h) A rebuttal panel is established at UNIDO headquarters and constitutes a pool of ten 
members, who shall be serving staff members of UNIDO. A rebuttal case shall be reviewed 
by a subpanel comprising of three members selected from the pool, who shall submit their 
recommendations to the Director, Human Resource Management Branch for a final 
decision. 


	Chapter I - Duties, Obligations and Privileges
	Chapter II - Classification of Posts
	Chapter III - Appointment of Staff
	Chapter IV - Service and Career Development
	Chapter V - Staff Relations
	Chapter VI - Salaries and Related Allowances
	Chapter VII - Annual and Special Leave
	Chapter VIII - Social Security
	Chapter IX - Travel and Removal Expenses
	Chapter X - Separation from Service
	Chapter XI - Disciplinary Measures
	Chapter XII - Appeals
	Chapter XIII - General Provisions
	Annex - Sample Letters of Appointment
	I. Sample Letter of Fixed-Term Appointment
	II. Sample Letter of Permanent Appointment

	Appendices
	Appendix A -  Salary Scales for General Service and Related Categories and General Service Dependency Rates
	Appendix B -  Conditions Governing Local Recruitment, Overtime Compensation and Night Differential
	Appendix C -  Scale of Remuneration for Professional and Higher Categories
	Appendix D -  Compensation in the Event of Death, Injury or Illness
	Appendix E -  Education Grant
	Appendix F - Home Leave
	Appendix G -  Official Travel
	Appendix H -  Transportation of Personal Effects and Household Goods
	Appendix I -  Repatriation Grant
	Appendix J -  Joint Disciplinary Committee
	Appendix K -  Joint Appeals Board
	Appendix L -  Classification Appeals Committees
	Appendix M -  Staff Performance Appraisal System
	Appendix N -  Hardship Allowance, Non-Family Service Allowance and Mobility Incentive
	Appendix O -  End-of-Service Allowance
	Appendix P - Appointment and Promotion Board - Composition and Rules of Procedure

	SALARY SCALES FOR STAFF IN THE GENERAL SERVICE CATEGORY SHOWING ANNUAL GROSS,
	Effective 1 April 2019
	Appendix B

	Conditions Governing Local Recruitment, Overtime Compensation and Night Differential
	Local recruitment
	Overtime compensation
	Night differential
	SCALE OF PENSIONABLE REMUNERATION FOR THE PROFESSIONAL AND HIGHER CATEGORIES
	Effective 1 February 2019
	Scale of pensionable remuneration associated with pay points for staff beyond the maximum salaries on the unified salary scale
	(In United States dollars)

	Appendix D
	Compensation in the Event of Death, Injury or Illness

	SECTION I. APPLICABILITY
	Article 1. Applicability

	SECTION II. PRINCIPLES OF AWARD AND GENERAL PROVISIONS
	Article 2. Principles of award
	Article 3. Sole compensation
	Article 4. Relation to benefits under the United Nations Joint Staff Pension Fund
	Article 5. Relation to non-UNIDO compensation payments or entitlements
	Article 6. Claims against third parties
	Article 7. Non-assignment
	Article 8. Minors
	Article 9. Reopening of cases

	SECTION III. COMPENSATION PAYMENTS
	Article 10. Death
	Article 11. Injury or illness

	SECTION IV. ADMINISTRATION AND PROCEDURES
	Article 12. Time limit for entering claims
	Article 13. Type and degree of disability
	Article 14. Medical examination
	Article 15. Documentary evidence
	Article 16. Advisory Board on Compensation Claims
	Article 17. Appeals in case of injury or illness
	Article 18. Relation to other benefits under the Staff Rules


	Appendix E
	Education Grant
	Definitions

	Appendix F
	Home Leave
	Official Travel
	Route and mode of travel
	Standard of accommodation
	Travel time
	Travel by car
	Purchase of tickets
	Special arrangements for travel on appointment, change of duty station, education grant, home leave, family visit and repatriation travel
	Travel subsistence allowance
	Special rates of travel subsistence allowance
	Computation of the travel subsistence allowance
	Terminal expenses
	Expenses while in transit
	Miscellaneous travel expenses
	Travel advances
	Incidental expenses related to illness or accident during travel
	Car insurance coverage
	Appendix H
	1. Definitions
	2. Excess baggage
	3. Partial Relocation  Shipments
	4. Relocation Shipment
	5. Lump sum option in lieu of costs for relocation or partial relocation shipments
	6. Insurance

	Appendix I
	Repatriation Grant
	Appendix J
	Joint Disciplinary Committee
	Composition
	Procedure

	Appendix K
	Joint Appeals Board
	Composition
	Panel of the Joint Appeals Board
	Procedure of the Joint Appeals Board

	Appendix L
	Classification Appeals Committees
	Classification Appeals Committee for Professional Posts
	General Service Classification Appeals Committee

	Appendix M
	Staff Performance Appraisal System
	Appendix N
	Hardship Allowance, Non-family Service Allowance and Mobility Incentive
	1. Definitions
	End-of-service allowance
	Appointment and Promotion Board
	Composition and Rules of Procedure


