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STAFF LEARNING AND CAREER DEVELOPMENT

1 INTRODUCTION

1.1 UNFPA is committed to developing its human resources in order to achieve its mandate
and adapt to challenges in a changing environment. A variety of internal and external
learning opportunities are offered by UNFPA to ensure continuous staff learning and
development. This document provides detailed information about opportunities available
to staff through the Division for Human Resources Learning and Career Management
Branch (DHR/LCMB). Current opportunities include the following:

1.2 Internal learning modalities
 In-house learning
 Language learning
 Self-learning/On-the-job learning

1.3 External learning modalities
 External learning and training
 Learning and Educational Assistance Programme (LEAP)
 Memberships in professional organizations, institutes, associations, societies
 Training attachments
 Sabbatical Leave
 Special Leave without pay for developmental purposes

2 BACKGROUND

2.1 Learning and Training Strategy: In line with the United Nations System
Organizational Learning Framework, the aim of the Learning and Training Strategy is to
strengthen UNFPA as an organization in which staff learning is valued, supported and
rewarded, and a commitment to the learning process is demonstrated at all levels. The
strategy is guided by the following principles:
 Learning is valued and promoted in UNFPA;
 Learning activities respond to the goals and priorities of UNFPA while balancing

the needs of individual staff;
 All staff have access to learning and development opportunities;
 Learning is an integral part of staff development and linked to performance

management and career planning;
 Learning is a responsibility shared by the learner, the supervisor, teams that work

together and UNFPA as an organization;
 All staff members are responsible for sharing knowledge and learning with others.
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2.2 Performance Appraisal and Development (PAD): The PAD system allows all parties
(staff member, supervisor and UNFPA as an organization) to monitor individual
performance and identify areas for development.

2.3 Learning and development priorities shall be established by the supervisor and the staff
member based on:
Needs derived from programme priorities at the organizational and divisional level as

outlined in the Office Management Plan (OMP);
Assessment of staff member’s needs or competency gaps;
Staff member’s career and professional development goals.

2.4 Resources for learning and development are limited; staff members and managers are
encouraged to be resourceful to meet their learning and development needs. Examples of
learning and development methods, include:

•Joining a community of practice: A Community of Practice (COP) is an informal
network that helps members of a particular specialty or group work more effectively
and/or gain a greater depth of understanding in their relevant work area.

•Finding or being a mentor: A workplace mentor provides support, perspective,
coaching in the context of professional and development goals. Being a mentor
facilitates professional and personal growth. The structure and formality of the
mentorship is determined by the dyad.

•Getting On-the-Job Training: Excellent for jobs that require a ‘hands on approach”,
on-the-job training develops proficiency skills unique to a particular job , and
ensures that learning objectives are achieved while completing work tasks in the
work environment.

•Shadowing: Spending a period of time with a subject-matter expert, observing actions
related to job content and daily routine.

•Conducting Discussions with Subject Matter Experts: Structured question and
answer sessions or informal discussions with professors or academics with a strong
theoretical background in a particular subject area.

•Reading: Read selected books and articles to increase understanding of a specific topic.
(Ed Q: list any reimbursement or access to e-distribution lists – for example the
Economist Intelligence Unit - that UNFPA would provide staff, if any)

•Developing knowledge sharing tools: Employees can develop specific tools to assist
in the training of other employees; a thorough and demonstrated understanding of the
task is required before teaching other employees.

•Participating in a Task Force Committee or Team: Actively participating in a
working group or team creates the opportunity to develop new skills as a team
member.

•Detail Assignments: Short-term work assignments appropriate for developing skills
and competencies identified in the developmental outputs.

•Developmental Assignment: Work assignments to challenge the employee to develop
and use new knowledge, skills and abilities within the current position.
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3 FUNDING FOR INTERNAL/EXTERNAL LEARNING

3.1 Approval for all learning and training requests is contingent on the availability of funds
and the exigencies of work.

3.2 All field offices and headquarters divisions must submit a divisional/office learning plan
using the established template by 31 March of each year. This learning plan is to include
all learning and development activities undertaken by all staff, whether involving costs
or not, and regardless of the funding source. LCMB will not consider external learning
requests or LEAP applications without the relevant divisional/office Learning Plan.

3.3 Any revisions or amendments to the divisional/office Learning Plans must be entered and
submitted to LCMB by the end of July. LCMB will no longer accept ad hoc requests
after this date.

3.4 Learning costs for staff holding BSB-funded posts, or posts funded by regular
programme resources are covered by LCMB. This includes staff on the following fund
codes (FPA 11, 31, 41, 51, 80, 90, and 91). Staff on posts funded from other sources
need to ensure they have access to funding from project funds.

4 INTERNAL LEARNING MODALITIES

4.1 In-house Learning (UNFPA)
4.1.1 Learning activities are organized by the UNFPA Learning and Career Management

Branch when (a) a particular set of skills or knowledge is required for particular
categories of staff, such as, programmes for representatives or operations managers;
(b) a large number of staff can benefit; or (c) training is required for all staff.
Programmes are developed by LCMB in collaboration with other UNFPA divisions
or branches as well as external providers. In addition, UNFPA draws on the training
capacity available in the regional offices, and may occasionally include field office
staff in training programmes organized by the regional/subregional offices for
national counterparts. The LCMB informs all offices of its initiatives, learning
programmes and other learning and training activities at the beginning of each year
through an interoffice memorandum, which includes the Learning Catalogue for the
year.

4.1.2 United Nations mandatory learning/training. LCMB coordinates learning
activities that are mandatory for all UN staff. This includes training programmes such
as Basic and Advanced Security in the Field, Harassment, Sexual Harassment, and
Abuse of Authority in the Workplace, and Ethics, Integrity and Anti-Fraud. It also
includes workshops such as United Nations Cares and HIV/AIDS in the Workplace.

4.1.3 Participants that attend in-house training, or act as resource persons (facilitator, guest
speaker, subject matter expert etc.) are considered to be on official duty, and all
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training expenses are covered for the duration of the activity. When an in-house
learning activity is conducted at a location other than the participant’s duty station,
the participant is entitled to travel expenses as per UNFPA’s Duty Travel Policy, and
either to the entire daily subsistence allowance (DSA) at the rate applicable to the
location, or to partial DSA, if board and/or lodging are provided in accordance with
standard procedures.

4.2 Language Learning at UNFPA

4.2.1 UNFPA is an international organization, and staff members are required to be
sensitive to their colleague’s gaps in language learning and to the cultural components
of language. When colleagues are not fully proficient in the working language of the
office, staff members are encouraged to help colleagues feel comfortable expressing
themselves and becoming more proficient.

4.2.2 All staff members are strongly encouraged to learn one or more of the six official
United Nations languages (Arabic, Chinese, English, French, Russian, Spanish) as
part of professional and personal development.

4.2.3 Headquarters staff members are encouraged to attend language classes offered free-
of-charge by the United Nations Secretariat (UNFPA is billed directly for each person
participating in these courses). Instruction is offered at a variety of levels and
progress is assessed through a common referential evaluation process, recognized
across all United Nations agencies.

4.2.4 Staff members in regional/subregional and country offices are encouraged to explore
courses offered by other United Nations agencies. If such courses are not available,
staff members may consult a local language-learning centre, which exist in many duty
stations. Fees for these language courses may be included in the
regional/subregional/country office Learning Plan.

4.2.5 LCMB/DHR also offers e-learning courses in each of the six United Nations official
languages. LCMB holds two registration campaigns a year for these language courses
and licenses are distributed based on availability.

4.2.6 Languages other than the six United Nations official languages. If a group of staff
would like to establish classes in the local language of the duty station, the office
should look into establishing Long Term Agreements (LTAs) with local providers
through a regular procurement process. Staff members may also seek an electronic
resource (e-learning) if the language they wish to learn is not offered, or if no centre
exists.

4.2.7 For representatives and regional directors, language courses/instruction in local
languages can be covered by LCMB on an exceptional basis if this is crucial for
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UNFPA’s work in the country where they are based. These requests should also be
included in the regional/subregional/country office Learning Plan.

4.3 Self-Learning

4.3.1 Self-learning is vital part to continuous learning. Each staff member is expected to
keep current on developments in their areas of responsibility, including computer
software applications and other modern office technology. This may be achieved
through reading, on-the-job training, e-learning, membership in professional
organizations and distance learning programmes. LCMB offers a variety of self-
directed e-learning opportunities throughout the year.

5 EXTERNAL LEARNING MODALITIES

5.1 External Learning/Training

5.1.1 External learning/training addresses needs that UNFPA cannot meet but can be met
by other United Nations agencies or recognized institutions outside the United
Nations system. The aim of external learning/training is the same as internal
modalities: build on existing skills; strengthen competencies; provide knowledge in
specialized or advanced areas directly related to present or pending work
requirements; and ensure career development perspectives.

5.1.2 Courses offered by other United Nations Agencies. UNFPA staff may also
participate in relevant learning activities provided by United Nations interagency
coordination bodies and other UN agencies and organizations. Examples of such
activities include training workshops at the United Nations System Staff College
(UNSSC) in Turin, courses at the World Bank Institute, and training on topics such as
DevInfo or Common Country Programming Processes (e.g. CCA/UNDAF) organized
by the UN DOCO.

5.1.3 LCMB will communicate opportunities to take these courses/workshops to all of the
regional directors and regional office learning focal points for nominations from the
Regions as appropriate. Staff members interested in attending these courses must
check with their regional director and LCMB before enrolling for a course/workshop
as there may be an existing commitment to a staff member from the region. These
courses/workshops should be reflected in the division/office learning plan. Selection
is based on the criteria and process established for each course/workshop.

5.1.4 Duration. The duration of external learning/training opportunities most often ranges
from one day to four weeks, and on occasion runs longer. Any staff member (fixed-
term and permanent), regardless of time with UNFPA, can partake in external
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learning programmes up to two weeks long. For programmes over two weeks, please
see 5.1.12. Staff members will not be compensated through compensatory time,
overtime, or credit hours for participating in training beyond their regular work hours.

5.1.5 Requests and application. Unless otherwise specified, requests are initiated by the
staff member in consultation with the supervisor based on the area of identified
organizational need, or by recommendation of the regional office or director and
should be included in the office/divisional learning plan. Staff members will not be
considered for training outside the duty station if such learning is available locally.
There may be occasions when a training request is postponed or refused due to other
work-related priorities. LCMB gives priority to: a) training and development requests
for specific skills directly linked with UNFPA’s mandate, b) training requests for
specific skills directly linked to the post and c) current priorities of service.

5.1.6 Where a number of requests are received, consideration will be given to these
priorities and requests for training may be refused or deferred. Once these priorities
have been satisfied, consideration may be given to personal development unrelated to
the post currently held, but still directly relevant to UNFPA.

5.1.7 All staff members (fixed-term or permanent) must submit external learning requests,
regardless of funding source, using the External Learning/Training Application Form
(Annex I) to DHR/LCMB. The request is submitted through the direct supervisor to
LCMB for approval at least four (4) weeks prior to the commencement of the external
learning/training course. External learning requests must also be approved by the
regional, subregional or headquarters division director only if the learning programme
requires travel outside of the duty station.

5.1.8 Registration and Payment. Once LCMB approves the request, the staff member is
responsible for registration and any other administrative details, unless otherwise
indicated by LCMB. Field offices are expected to arrange registration, visa needs and
payment. The regional/subregional/country office must raise a requisition in Atlas
and have the requisition approved by LCMB. Once a purchase order is generated, the
country office can process the invoice locally.

5.1.9 Headquarters based staff members can submit the invoice to LCMB for processing. If
prepayment is required, the staff member can either pay directly and be reimbursed
upon submission of the original receipt, or can request UNFPA to pay the invoice
directly. For payment by UNFPA, the vendor must be registered in the vendor
database by the requesting office.

5.1.10 Costs covered. Participants in external learning/training programmes are considered
to be on official duty, and all learning/training expenses are covered for the duration
of the programme. UNFPA pays for the costs directly associated with the
learning/training (e.g., registration fees and tuition). If the programme is conducted
outside the staff member’s duty station, UNFPA will cover economy class travel
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expenses and DSA rate applicable to the location, or partial DSA if board and/or
lodging are provided.

5.1.11 If the course extends more than four consecutive weeks, the standard regulations on
reduction in DSA entitlement come into effect. Staff members are required to
reimburse UNFPA for the amount awarded for tuition fees and travel if they do not
successfully complete the programme, or if they choose not to attend without a valid
reason.

5.1.12 Learning/training programme longer than two weeks. To apply for funds for
external learning/training lasting more than two weeks, staff must have held a post at
UNFPA for two years prior to application. In addition, applicants are expected to
remain at UNFPA for at least 12 months after completion of the programme, or they
will have to reimburse UNFPA for the amount awarded for tuition, fees and travel.

5.1.13 Reporting requirements. Staff must submit a Back to Office Report and Evaluation
(Annex II) to the direct supervisor, their Unit/Office colleagues, and the LCMB
within one week of completion of the external learning/training programme.

5.2 Learning and Educational Assistance Programme (LEAP)

5.2.1 The UNFPA Learning and Educational Assistance Programme (LEAP) provides
grants to staff wishing to attend university-level courses towards a degree programme
at an accredited institution for personal development goals that are consistent with
organizational priorities and are not otherwise available through the UN system.
UNFPA is not obliged to support the entirety of degree-related programmes; it
provides support only on an individual, course-by-course basis, on a yearly basis
subject to availability of funds.

5.2.2 Service Requirements. Staff must have held a fixed-term or permanent appointment
within UNFPA or another United Nations agency for two years prior to application to
LEAP, and have a good performance history. The applicant is expected to remain in
UNFPA for at least 12 months after completion of the programme. If a staff member
decides to separate from service within 12 months after receipt of LEAP
reimbursement, s/he will be required to reimburse UNFPA for the amount awarded
prior to separation. Staff seconded to other United Nations agencies will not be
required to reimburse UNFPA.
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5.2.3 The organization is under no obligation to place staff members in higher levels of
responsibility, grant merit promotions, or reclassify jobs on completion of courses
under LEAP. Courses must be taken during the staff member’s personal time, and
may be carried out through part-time studies, distance learning, e-learning or through
studies undertaken during annual leave, home leave or special leave without pay. The
staff member’s supervisor must devise a suitable and flexible working arrangement in
the interest of both the organization and the staff member.

5.2.4 Application. Any LEAP requests should be included in the Division/Office
Learning Plan. Staff should complete the LEAP form (for courses to be taken in the
current calendar year) in Annex III and submit it to LCMB, with the approval of the
staff member’s supervisor and head of office (i.e. country office representative -
division director). Applications should be submitted at least one month prior to the
commencement of the course(s), and staff members should not register until their
request has been approved. Approval of LEAP requests are granted for one year at a
time. If staff members wish to continue their studies in the following year, a separate
LEAP request must be submitted to LCMB for approval following the same
procedure listed above.

5.2.5 Costs covered. LEAP provides reimbursement of up to 50 percent of the costs of
tuition, registration fees, other required instructional fees, and required textbooks paid
for by the staff member. Reimbursement is made upon the successful completion of
approved courses. LEAP reimbursements have a ceiling of $15,000 per individual
staff member. After that limit is reached, no other expenses will be reimbursed
through LEAP. Expenses such as supplies, social activity fees, medical
examinations, travel and accommodation are not reimbursable.

5.2.6 Reimbursement of Claims. In order to claim reimbursement for costs related to
approved course(s), staff members are to submit a LEAP Claim for Reimbursement
Form (Annex IV). The claim form must be submitted to LCMB within four (4) weeks
of course completion (per semester). Late and retroactive reimbursement claims will
not be accepted. The request should be accompanied by: (a) official evidence of
satisfactory course completion (b) itemized receipts (headquarters staff must submit
original receipts, field office staff can send a copy of receipts with certification by the
operations manager that the original receipts will be kept in the office files) (c) a copy
of the signed and approved LEAP application form. In the event that a staff member
is assigned to a different duty station by UNFPA and cannot complete an approved
course, UNFPA will reimburse the staff member for the full amount of relevant
programme costs if the accredited institution does not reimburse these costs.

5.2.7 Payment assistance. Recognizing that some staff members may not be able to
prepay the full amount of tuition for courses, UNFPA will authorize the prepayment
of the amount approved for reimbursement by LCMB, upon request of payment
assistance. In order to receive the reimbursement in advance, staff members must
complete and submit a LEAP reimbursement claim form, along with the letter of
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agreement (sent by LCMB to staff requesting a prepayment) which is to be signed by
the staff member, the head of office, and the Chief, LCMB. Staff members who
receive an advanced reimbursement must provide evidence of satisfactory course
completion and itemized original receipts to LCMB within four weeks following
course completion. Staff members who do not successfully complete the course(s)
must reimburse UNFPA for the entire amount of the prepayment.

5.2.8 Special leave for study. Staff members participating in LEAP or completing a
degree programme funded on their own at an accredited institution will be allowed to
take three days per academic semester of special leave with full pay for study
purposes or to undertake exams. These three days must be taken during the actual
semester and cannot be accrued. Staff members not participating in LEAP who want
to take special leave for study must provide proof of programme enrollment to their
Supervisor and Leave Monitor. Special leave for study must be approved in advance
and will not be granted retroactively.

5.3 Membership/Certification/Recertification Fees for Professional Organizations,
Institutes, Associations, Societies

5.3.1 The LCMB will reimburse fixed-term and permanent staff members 50 percent of
costs associated with certification/recertification training; examinations; and annual
membership fees in accredited professional organizations, institutes, associations and
societies directly related to their work and/or the mandate of UNFPA.

5.3.2 The LEAP application and reimbursement of claims procedures apply. Approved
applicants can use Special Leave for Study (up to 3 days) for certification
examinations after obtaining advanced approval from their supervisor and informing
the leave monitor. There are no service requirements for this type of reimbursement,
nor is reimbursement limited to the cap established for LEAP i.e. staff members who
have reached the $15,000 cap for LEAP can still be reimbursed for membership fees.

5.4 Detail Assignments
5.4.1 Detail Assignments facilitate the sharing of experiences and foster team-building

within the organization. Staff members are temporarily assigned to a duty station
where they are expected to enhance or impart their skills. Detail Assignments may
entail an interchange of staff in similar positions, or the temporary assignment of one
staff member to another office. These interchanges may occur between country
offices, country and regional offices, and exceptionally, regional/sub regional/country
offices and headquarters.
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6 SABBATICAL LEAVE

6.1 Objectives. Sabbatical leave is meant to benefit UNFPA by allowing staff members the
opportunity to take time from work to write articles or pursue academic studies that will:

 Identify trends to positively impact the UNFPA’s mission;
 Gain greater exposure for the UNFPA through collaboration with universities,

research centres or other organizations;
 Increase professional contact with others inside and outside the United Nations

system;
 Provide staff with a way to strengthen their capacities in specific areas and

competencies related to UNFPA;
 Enable staff to share information with other staff members.

6.2 Sabbatical leave also allows staff the opportunity for reflection, research and writing.
Staff may wish to reflect on lessons learnt after significant work related to challenging or
new assignments, or to reflect on their own career development objectives. Sabbatical
leave may enable staff to undertake research to explore ways to improve the work of
UNFPA and\or examine new directions for the UNFPA.

6.3 Eligibility. Staff members holding fixed-term or permanent contracts with a minimum of
three years of service to UNFPA may apply for sabbatical leave. Temporary staff and
junior professional officers (JPOs) are not eligible for sabbatical leave due to the limited
duration of their contracts. Staff must demonstrate that a sabbatical will further enhance
their performance. If possible, this should be substantiated through the PAD process.

6.4 Expectation of service. Staff members are expected to remain with UNFPA for at least
24 months after completion of a sabbatical. If not, staff must reimburse the Fund the
entire amount of tuition and travel through payroll deduction. Notes: (1) The
organization is under no obligation to place staff members in higher levels of
responsibility, grant promotions, or reclassify jobs upon completion of a sabbatical. (2)
Sabbatical leave does not replace or substitute rotation/reassignment requirements.

6.5 Duration. Sabbatical leave may be granted for a period up to 26 weeks, subject to the
availability of funds, and to the release of the staff member by the head of the office or
division concerned. Extensions may be granted as special leave without pay (SLWOP)
on an exceptional basis.
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6.6 Staff contribution. Staff members approved for Sabbatical Leave are expected to
contribute 1/6 of the time requested from their annual leave or as special leave without
pay (SLWOP). Staff members are also expected to contribute 25 % of tuition costs, if
any.

6.7 Related Costs. UNFPA will cover the following costs:

 Up to 75 percent of tuition (up to a maximum of USD 10,000 per sabbatical
leave);

 A lump sum of up to USD 400 for books and learning resources;
 One roundtrip, economy-class travel ticket for the staff member only to the

place of study if outside the duty station;
 A small stipend may be provided to offset per diem costs

6.8 Staff costs. Staff members are expected to cover the following costs:
 Remaining tuition costs not covered by UNFPA;
 Travel of accompanying dependants if travel is required;
 All other costs not covered by UNFPA as detailed above.

6.9 Applications. Requests for sabbatical leave must contain the following information:
 Years of service with UNFPA, years in duty station
 Description of proposed study topic;
 Expected results of sabbatical;
 Study, research and/or coursework involved;
 Academic or other institution involved;
 Target publications, if relevant;
 Recommendation for sabbatical as part of PAD feedback;
 Plan to apply/share with colleagues research undertaken;
 Expected costs as per 6.7 and 6.8 above;
 If travel is involved, detail proposed itinerary and number of days to be spent in

each country outside of duty station;
 Duration of sabbatical;
 Plan to cover office/duties as agreed to with supervisor.
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6.10 Approval. LCMB will launch a call for Sabbatical Leave applications each year in May
for review by the Sabbatical Leave Review Panel in June for sabbaticals beginning in
August of the current year and ending before August of the following year. For staff
from headquarters, the request must be approved by the staff member’s supervisor and
division director. For staff at regional and subregional offices, requests should be signed
by the supervisor, and the regional director. For staff in country offices the request
should be signed by the supervisor and the UNFPA representative. All requests must be
signed by the regional or division director if any travel is required outside the duty
station.

6.11 Sabbatical Leave Review Panel. To ensure fairness and transparency, all requests for
sabbatical leave will be reviewed by a panel composed of the head of DHR, the head of
the staff member’s division, a representative of the Executive Committee, the Learning
Advisory Board member who is also on the Staff Council, and the corresponding deputy
executive director who will sign off on the request. The Learning Advisory Board will be
advised of requests for and approvals of sabbatical leave.

6.12 Notification. Applicants will be informed in writing of the outcome of the review
process within one month of the submission of the request. Where sabbatical leaves are
approved, DHR will ensure with the division that the necessary arrangements (financial
and staffing) for the sabbatical leave are made.

6.13 Reporting and follow-up requirements:

 One month after their return to work, the staff member will be expected to submit a
report on the study undertaken and the ways in which the learning objectives were met.
The report should be submitted to the head of office/division concerned and to the
LCMB.

 As an alternative to the above report, within six months of completing their research,
staff may submit an article for publication and conduct presentations for their
colleagues and other UNFPA staff on their study.

 One year after their return to work, the LCMB will require staff members and their
supervisors to complete a follow-up survey to determine the benefits of the programme
for the division concerned and for the staff member. Staff and supervisors should also
mention the benefits to the staff member’s performance in Phase 3 of the PAD.

6.14 Benefits. During sabbatical leave, staff members will be on official leave with full pay.
They shall continue to receive salary, post adjustment and all related entitlements
applicable to their duty station. Staff members will also continue to accrue service
credits towards sick leave, annual leave, home leave, salary increments, seniority,
termination indemnity and repatriation grant. If the sabbatical leave is extended after a
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period of 26 weeks as leave without pay, no benefits will accrue during that period and
the staff member is advised to check with DHR regarding continuation of benefits.

6.15 Subsequent eligibility. A subsequent sabbatical leave with full pay may not begin
before the staff member has completed full time in service for a minimum of five years
(60 months) since the end of the last sabbatical leave.

7 SPECIAL LEAVE WITHOUT PAY FOR DEVELOPMENTAL PURPOSES
(SLWOP)

7.1 This option allows staff members the opportunity to take unpaid leave to: pursue learning
opportunities for personal growth; acquire new skills and knowledge; dedicate time to
language learning; perform voluntary service; travel. It also can be used when
considering alternative career options.

7.2 Eligibility. All staff under permanent and fixed-term contracts are eligible to apply.

7.3 Expectation of service. There is no expectation of service after completion of SLWOP.

7.4 Duration. SLWOP for developmental purposes may be granted for a maximum of two
years and, exceptionally, for a third year. SLWOP is normally granted for one year at a
time and is subject to renewal for the second year. Under no circumstances can the three-
year limit be exceeded. SLWOP will not be granted beyond the expiry date of the
appointment/assignment. Application for an extension of SLWOP shall be made two
months before the leave expires. Staff taking SLWOP are asked to provide current
contact information should UNFPA need to make contact and for security purposes.

7.5 Visa issues. As any leave without pay constitutes a “separation of service,” staff
members are advised to determine the visa requirements for the country in which they
are working before applying for SLWOP. Headquarters staff should contact the Visa
Committee (1-212-963-7092) regarding G4 and G5 visa requirements.

7.6 Related costs. Staff members are responsible for all costs under SLWOP.

7.7 Approval process. Approval for this type of leave must be obtained from the supervisor
of the staff member requesting the leave or the UNFPA representative, and the division
director. The request should be submitted to the Director, DHR for approval at least three
(3) months prior to the leave, except under urgent circumstances.



UNFPA
Policies and Procedures Manual
Learning and Career Management
Staff Learning and Career Development Human Resources

24 May 201014

7.8 Reporting requirements. If the staff member wishes to have any developmental
activities pursued during SLWOP reflected in their personnel file, they should submit a
Back to Office Report to their supervisor and to DHR one week after their return to
work.

7.9 Benefits. Benefits do not accrue during leave without pay. This includes annual leave,
sick leave, step increments and pension. In addition, staff may be required to cover the
full costs of maintaining medical and life insurance depending on the length of the leave.

7.10 Return rights. The staff member will retain return rights to his/her post if the period of
SLWOP is one year or less. If the duration is longer, staff will retain return rights to an
available post at their level if they are selected through the normal selection process.
They will be considered as internal candidates. If the returning staff member is not
selected for the post, s/he will remain under SLWOP up to a maximum of three (3) years,
after which UNFPA will begin the separation process.
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ANNEX I

UNFPA EXTERNAL LEARNING/TRAINING APPLICATION FORM

PART 1: TO BE COMPLETED BY APPLICANT

A) Information on applicant
Name (Mr. /Ms.): Title:
Duty Station: Division/Office:
Date of Initial
Appointment:

Type of Appointment:

Category and Level: Expiration Date:
Index Number:

B) Information on the institution and costs
Name of accredited institution:
Course Title:
Course Dates:
Estimated Costs:
- Registration
- Tuition/Fees
- Travel (if applicable)
- DSA (if applicable)
Total

C) Description of learning/training programme
Describe the relevancy of the programme to immediate job functions and/or organizational
priorities (attach additional sheets if necessary):

Indicate if proposed programme was included in most current Development Plan (PAD) and

Division/Office Learning Plan:
Yes No

Has the Division/Office Learning Plan been submitted to LCMB?

Yes No

Signature of Applicant: Date:
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UNFPA EXTERNAL LEARNING/TRAINING APPLICATION FORM (cont.)

PART 2: TO BE COMPLETED BY IMMEDIATE SUPERVISOR

Comment on appropriateness of training in relation to the needs of the organization and the
applicant’s personal development goals. Confirm contractual status and length of service of the
applicant after consultation with the concerned Country Office or UNFPA Division for Human
Resources (DHR), as appropriate.

Immediate Supervisor Signature:

Title: Date:

PART 3: TO BE COMPLETED BY DIVISION DIRECTOR and CHIEF, LCMB

Approval by the Regional/Division Director is required ONLY if this request entails travel
outside of the requesting staff member’s duty station.

Approved by Division Director

Division Director: Date:

Approved by Chief, LCMB

Chief, LCMB: Date:
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ANNEX II

BACK TO OFFICE REPORT AND EVALUATION FORM FOR EXTERNAL
LEARNING/TRAINING

To: Date:
From:
Course Title:
Provider/Institution:
Course Dates:
Trainer/Facilitator:

Trainer/Institution Contact Information:
Feedback

1) Learning objectives of the programme:

2) Summary of the issues presented and discussed:

3) What was (were) the most valuable outcome(s) and the least successful aspect(s) of the
workshop for me:

4) How I will implement this newly acquired knowledge to my work:

5) How I will share this knowledge with my colleagues:

6) Follow up ideas and lessons learned for UNFPA as an organization:

7) Would I recommend this workshop to colleagues?
____ Yes ____ No

Comments:
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ANNEX III

UNFPA LEARNING AND EDUCATIONAL ASSISTANCE PROGRAMME (LEAP)
APPLICATION FORM

PART 1: TO BE COMPLETED BY APPLICANT

A) Information on applicant
Name (Mr. /Ms.): Title:
Duty Station: Division/Office:
Date of Initial
Appointment:

Type of Appointment:

Category and Level: Expiration Date:
Index Number:

B) Information on the university/institution and costs
Name of accredited institution:
Course Title(s):

Course Dates:
Estimated Costs:
- Registration
- Tuition/Fees
- Books
Total Cost to Staff Member:

C) Professional membership fees

D) Description of university course/professional membership
Describe relevancy of the course(s) or professional membership to immediate job functions
and/or organizational priorities: (Please attach course description and fee information with
application.)

Indicate if proposed programme was included in most current PAD Development Plan and

Office Learning Plan:
Yes No
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Signature of Applicant: Date:

* To be completed for all requests for assistance under LEAP. Reimbursement of 50 percent of
actual costs will be made on successful completion of course or set of courses up to a
maximum of $15,000.

UNFPA LEAP APPLICATION FORM (cont.)

PART 2: TO BE COMPLETED BY IMMEDIATE SUPERVISOR

Comment on appropriateness of training/professional membership in relation to the needs of
the organization and the applicant’s personal development goals. Confirm contractual status
and length of service of the applicant after consultation with the concerned Country Office or
UNFPA Division for Human Resources (DHR), as appropriate.

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Immediate Supervisor Signature:__________________
Title:____________________ Date:________________

PART 3: TO BE COMPLETED BY DIVISION DIRECTOR and CHIEF, LCMB

The Division Director should signify approval after consultation with the Chief, Learning and

Approved by Division Director

Division Director: Date:

Approved by Chief, LCMB

Chief, LCMB: Date:
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ANNEX IV

UNFPA LEARNING AND EDUCATIONAL ASSISTANCE PROGRAMME (LEAP)
CLAIM FOR REIMBURSEMENT

Name: Staff Index No.:

Name of University/Institution: Duty Station:

Course No. / Title (List Each) or
Indicate Professional Membership Association

Tuition/Fees

1)
2)
3)
4)
Registration Fee:

Required Text Books (specify):

Other Required Instructional Fees:

Sub-Total

Amount of Other Expected Financial Aid
(specify):

Net Cost

I hereby submit my claim for reimbursement of 50 percent of the net costs of the above
course(s) in accordance with the provisions of the UNFPA Learning and Educational
Assistance Programme, and attach certification of satisfactory course completion and original
receipts (itemized) to cover all indicated costs.

Signature of Applicant: Date:

* The completed Claim for Reimbursement form together with all original receipts and other
relevant documentation should be sent to the Chief, LCMB.
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