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B.

HUMAN RESOURCES POLICY STATEMENT

I.

Human Resources Policies and Duties, Rights and
Responsibilities of Staff Members

1.

Purpose

1.1
The purpose of this section is to state the human resources policies of the Fund and to
set out the duties, rights and responsibilities of its staff members. This section applies to all staff
members, regardless of type of appointment.

2.

Policy

2.1
The Fund requires for its operations highly qualified, dedicated and motivated staff with
various skills. In order to attract, recruit, motivate and retain such staff, the Fund seeks to provide
competitive terms and conditions of employment and will be guided by fair, impartial and
transparent policies and practices in the management of its staff.
2.2
The staff salaries, allowances and benefits will be maintained at competitive levels based
on the salary scales of the Asian Development Bank (ADB), adjusted to the cost and conditions of
living at the Fund’s headquarters, and in duty stations outside the Republic of Korea, when
applicable.
2.3
The employment, promotion and assignment of staff will be made without discrimination
on the basis of sex, race, nationality, or religion.
2.4
Subject to the paramount consideration of securing the highest level of efficiency and
competence, the Fund will always strive for equitable geographic and gender balance among its
staff.
2.5
The Fund will provide staff with employment conditions consistent with the terms of their
appointment, their satisfactory performance and conduct, and the efficient administration of the
Fund.
2.6
The Fund will systematically evaluate the relative levels of jobs and the equitable
remuneration for similar responsibilities, both within the Fund and compared to other relevant
organizations. The Fund will reward staff according to performance, length of service and other
relevant factors. The Fund will not pay or reimburse any taxes that may have to be paid by staff or
experts of the Secretariat.
2.7
The Fund will periodically review the work of staff in order to obtain the most effective use
of their services and expertise, recognize their achievements, and identify their training and
development needs.
2.8
The Fund will seek to maintain excellence of performance and will actively assist staff in
upgrading their skills and broadening their experience in different functional areas. The Fund will
ensure that career development is an integral part of staff administration.
2.9
The Fund will seek to accord full and fair opportunities to eligible staff to compete for
promotion to higher levels and for filling vacancies as they occur. Selection for promotion will be
competitive, based on specified criteria and relative merits of eligible staff, and will be in
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accordance with established procedures to determine the most suitable candidate to be appointed.
The Fund's Management will work in close cooperation with staff representatives at all times in
order to safeguard the interests of the staff.
2.10 The Executive Director will closely consult with staff representatives, consistent with
Human Resources Policy Statement and Duties, Rights and Responsibilities of Staff Members,
paragraph 7.1, before proposing any new HR policies to the Board.
2.11 The Fund will observe due process in all areas of staff administration, in particular, in
initiating and deciding on the involuntary or premature separation of staff from service.
2.12 Where grievances arise, staff members holding fixed-term appointments will be entitled,
without fear of reprisal, to request an administrative review, invoke the appeal procedures or, as
an ultimate recourse, elevate such grievance to an Administrative Tribunal whose decision will be
binding on the Fund and the concerned staff member.
2.13 The Fund will defend staff and former staff against claims brought against them by third
parties as a result of acts performed in their official capacity, provided that such acts were within
their authority and they were acting in good faith and in accordance with the Code of Conduct of
the Fund’s Staff, set forth in Section , or other applicable internal rules, as determined by the
General Counsel of the Fund in consultation with the Executive Director. In appropriate cases, the
Fund will indemnify the staff or former staff for reasonable and necessary legal expenses and
judgments and settlements arising from such claims.
2.14 The Fund will not condone or tolerate any form of harassment. The Executive Director will
develop and implement appropriate rules to address and sanction any form of harassment.
2.15

The following main benefits will be applicable in line with ADB staff benefits:

(a)

Travel to the duty station upon appointment and repatriation travel upon separation;

(b)

Housing subsidy;

(c)

Shipment of household goods and settlement/relocation allowance;

(d)

Annual leave and other types of leave;

(e)

Home country travel;

(f)

Education grant; and

(g)

Health and other insurances.
Benefits will be adjusted annually by the Executive Director, taking account of ADB
practices. Any exceptions or deviations from ADB benefits will be submitted to the Board
for approval.
With regard to pension, the Fund will pay the same percentage of employer’s contribution
as ADB. As the Fund’s staff retirement plan will be administered externally, pension
benefits will depend on the agreement to be entered into with the administrator of the
Fund’s staff retirement plan.

2.16

Upon appointment, each staff member will subscribe in writing to the Affirmation.
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3.

Affirmation

Upon appointment, each staff member shall subscribe in writing to the following
affirmation:
"I solemnly affirm that:
I will carry out my responsibilities to the best of my ability in a manner that furthers the
purpose of the Green Climate Fund;
I have read and understood the Fund’s administrative policies and administrative
guidelines and agree to abide by them and any additions or alterations to them that may be issued
from time to time;
I will accept no instruction in regard to the performance of my duties from any
government or authority external to the Fund."

4.

Duties and Responsibilities of Staff Members

4.1

Code of Conduct

The Fund will require staff members to conduct themselves at all times in a manner
befitting their status as employees of an international organization. They will be expected to
maintain the highest ethical standards, with a high degree of integrity and concern for the Fund's
interests and to avoid situations and activities that may reflect adversely on the Fund, compromise
its operations, or lead to real or perceived conflicts of interest. The Code of Conduct of the Fund’s
Staff is set forth below. The Executive Director may impose disciplinary measures on staff members
whose conduct contravenes this Code.
All staff will be required to give due consideration to cost efficiency and effectiveness in
their work and should make every effort to minimize the climate change-related impacts of their
actions.
4.2

Definitions
For the purposes of this Code of Conduct:

(a)

"Immediate family" means spouse, child, mother, father, brother or sister;

(b)

"Short-term trading" means any combination of the buying or selling of securities by staff
members or their immediate family within a period of six months;

(c)

"Staff members" means all staff regardless of the type of appointment;

(d)

"Unpublished information" means any information which has not been publicly released
pursuant to the provisions of the Information Disclosure Policy.

4.3

Application

This section applies to all staff members and, where so provided, to the immediate
family of staff members. Where this section affects the interests and activities of the immediate
family of staff members or requires disclosures pertaining to them, such staff members must
make appropriate inquiries and use their best efforts to secure compliance with this Section 4
by and in respect of such immediate family members. Staff members must make such
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disclosures as are required by this section to the best of their knowledge following such
inquiries.
4.4

General Principles of Conduct

(a)

Status of Staff and Propriety of Action
In the discharge of their functions, staff members owe their duty entirely to the Fund
and to no other authority and must avoid any action, and in particular any kind of
pronouncement, which may reflect unfavourably upon their position as employees of an
international organization, either in their own country or elsewhere. They should
always bear in mind the reserve and tact incumbent upon them by reason of their
international functions, and they are required to exercise the utmost discretion in
regard to matters of official business.

(b)

Privileges and Immunities, Exemptions and Facilities
The privileges, immunities, exemptions and facilities that staff members enjoy,
consistent with decision 3/CP.17 and the Governing Instrument, under the
Headquarters Agreement and any other agreements entered into between the Fund and
governments of other countries are granted in the interest of the Fund and not for the
personal benefit of the individual. Therefore, these privileges, immunities, exemptions,
and facilities offer no excuse to staff members who enjoy them for non-performance of
their private obligations or failure to observe laws and police regulations. Staff members
are expected to satisfy in good faith their obligations as residents of the host countries of
the Fund, including all applicable personal obligations outside the Fund, the nonfulfilment of which could reflect unfavourably upon their position as staff members or
could affect the efficient performance of their duties.
Having regard to the particular circumstances, the Executive Director may decide
whether, in the interest of the Fund, a privilege or immunity provided to a staff member
under Article 14 of the Headquarters Agreement or other agreement or arrangement
providing for privileges and immunities of staff members should be waived.

(c)

Internal Grievance and Appeal Procedures
Administrative review and appeals procedures for the review and settlement of the
claims of staff members concerning the terms and conditions of their employment are
set in these guidelines and provides for a right of appeal to an Administrative Tribunal.
Staff members who have such claims, in acknowledging and waiving the privileges,
immunities, exemptions and facilities referred to in subparagraph (b) above, may not
resort to national courts or other tribunals outside the Fund to resolve such claims.

4.5

Disclosure of Information and Its Use for Private Advantage
Except in the course of their official duties or with express authorization, staff members may

not:
(a)

Communicate any unpublished and/or confidential information known to them by reason
of their official position to any person within or outside the Fund who they know or should
know is not authorized by the Fund to receive such information; or

(b)

Use, or allow the use of, unpublished and/or confidential information known to them by
reason of their official position with the Fund to private advantage, directly or indirectly, or
for any interest contrary to the interests of the Fund.
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In complying with the above obligations, which continue after separation from the Fund,
staff members must scrupulously observe the rules and procedures established by the Fund
to protect unpublished and/or confidential information.
(c)

Publications and Public Speaking
Except in the course of their official duties or with express authorization, staff members
during the term of their appointment or service may not:

(d)

(i)

Publish, cause to be published, or assist in the publication of any book, pamphlet,
article, letter or other document relating to the policies or activities of the Fund
or on any national political questions;

(ii)

Deliver any speech or presentation, broadcast through radio, television or other
electronic media or hold press conferences or grant press interviews on such
policies, activities or questions; or

(iii)

Speak on behalf of the Fund or state its policies as a participant in any seminar
or conference.

Authorization
Authorizations referred to above are given by the Executive Director or designated official.

4.6

Political and External Activities and Interests

Staff members may exercise their political rights, but must refrain from participation in
political activities that may interfere or conflict with their duties or their status as staff members.
Staff members must not hold public office or appointment that, in the Fund’s opinion, is
incompatible with the proper performance of their official duties, and must obtain the prior
approval of the Executive Director in respect of any such office or appointment. If they accept
appointment to any national public office of a political character or accept a nomination for such
an office, they must immediately resign from the Fund.
4.7

Business Affiliations and Private Activities

(a)

Private Activities
(i)

Except with prior approval by the Executive Director, staff members must not hold
private employment or engage in any occupation or own or operate any business
which, in the Fund’s opinion, is incompatible with the proper performance of their
official duties. Moreover, staff members must not serve as a director, officer or
partner of any entity, other than as an authorized representative of the Fund or
with the prior approval of the Executive Director. Such prior approval will not be
required with respect to services performed as a director or officer of a charitable,
social or religious entity.
1)

Trading Activities on the Fund’s Premises: Without limitation of the
foregoing, staff members and/or their immediate family must not engage
in private trading activities, such as foreign exchange dealings,
merchandising of goods, real estate brokering, money lending, or car
renting or brokering on the Fund’s premises or make improper use of
commissary privileges.
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(b)

Previous Association
Staff members must not exercise any responsibility with respect to a Fund transaction
involving a former employer other than a government or international organization, as:

(c)

(i)

A recipient or beneficiary of Fund’s financing, investments or guarantees;

(ii)

A guarantor of any such financing; or

(iii)

A supplier of goods or services to the Fund, except as authorized by the Executive
Director.

Prospective Employment

Staff members who are seeking, negotiating or have an arrangement concerning
prospective employment other than with the Fund must not exercise any responsibility with
respect to a Fund transaction in which a prospective employer has or may have an interest of the
kind set forth in the preceding paragraph.
(d)

Subsequent Employment

Except with the authorization of the Executive Director, former staff members who have
separated from the Fund may not, within two years after their separation from the Fund, perform
services for any other entity or person, other than an international organization, government or
government agency, in respect of any matter in which the Fund has an interest or to which the
Fund is a party and in which the staff member participated personally and substantially while at
the Fund.
4.8

Retention of Re-employment and Pension Rights

Upon employment by the Fund, staff members may retain re-employment or pension rights
previously acquired in the service of another public or private organization.
4.9

Financial Interests, Investments and Trading Activities

(a)

Purchase of Interest in Recipient of Fund’s Financing
(i)

Except as otherwise provided in Subsection (iii) below, staff members or members
of their immediate family must not make investments in:
1)

Securities (including investment funds) that the staff member's
Division/Unit advised about or participated in creating within two years
following the completion of their assignment;

2)

Securities of an entity known by the purchaser to be an actual or
prospective recipient of the Fund’s financing, investment or guarantee; or

3)

Securities of any company or other entity upon whose board of directors or
trustees the staff member serves or served as part of such staff member's
duties for the Fund, except with respect to qualifying shares required by
law or by the articles of such company or other entity.

(ii)

If a staff member or an immediate family member has or comes into possession of
any securities referred to in paragraph (a) above, the staff member must make
arrangements for their prompt divestiture.

(iii)

The provisions of this Subsection (i) shall not apply to securities held by trusts,
estates, investment funds or similar investment vehicles, provided that neither the
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staff member nor any immediate family member has the right to exercise
investment discretion over investments made by such investment vehicles.
(b)

Previous Involvement in Decision-making Process
Except as otherwise provided in Subsection (iii) below and where expressly authorized,
staff members must not be involved to any decision-making process to determine the
selection of any entity if they were previously employed or otherwise associated with such
entity, which is:
(i)

A supplier of goods or services (including consulting or construction services) to be
acquired or financed by the Fund, or which is being considered as a supplier;

(ii)

A financial institution from which the Fund is a borrower or to which the Fund is
otherwise indebted, or which has been selected or is being considered for selection
as an underwriter for issuance of securities by the Fund; or

(iii)

Otherwise engages in financial transactions with the Fund.

(c)

Staff members or members of their immediate family must not purchase, directly or
indirectly, debt or equity securities of, or any interest in, any such entity referred to above
or any of its affiliates.

(d)

Permitted Purchases of Recipients of Fund’s Financing etc.
Notwithstanding the foregoing, staff members and their immediate family may purchase
securities of, or an interest in, an entity even though such entity or one or more of its
affiliates is an actual or prospective recipient of Fund’s financing or supplier of services to
the Fund if:

(e)

(i)

The purchase is made for investment in shares consistent with the scale and nature
of their usual investment activities;

(ii)

The security or interest is publicly traded; and

(iii)

After such purchase, their aggregate holding (whether held directly or indirectly)
constitutes less than one per cent of the total of any class of the outstanding
securities of the entity in which the investment is made.

Securities Issued by the Fund
Staff members and their immediate family may invest in securities issued by the Fund, but
must not engage in short-term trading in such securities. Buying or selling of a right or
obligation to buy or sell such securities shall be treated as buying or selling the securities.

(f)

Currency Trading
Staff members and their immediate family must not engage in short-term trading for
speculative purposes in currencies of developing countries or in financial instruments
denominated in the currencies of such countries. For such purposes, the term "financial
instruments" includes debt instruments, financial futures and options on financial futures
and "for speculative purposes" means to engage in such transactions for profit in amounts
which are disproportionate to the normal annual expenditures or income of such person in
such currency.

(g)

Prohibition of Benefit from the Fund’s Transactions
Neither staff members nor members of their immediate family will accept benefits, favours
or gifts from sources external to the Fund with respect to any Fund transaction, whether by
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way of compensation, commission, favourable buying or selling arrangements, gift,
employment or otherwise.
Staff members or their immediate family members who find themselves in circumstances
which make it difficult to refuse any such benefit favour or gift must consult the Director,
Support Services or designated official.
(h)

Internal Gifts
Giving or accepting gifts among Fund’s staff members is not allowed if intended to serve
the purpose of obtaining or exchanging a favour; or influencing other staff members’
performance of official duties or responsibilities. In particular, the conduct of supervisors
must be free from intimidation or favouritism, and except as provided below, any
solicitation or acceptance by supervisors of favours, gifts or loans from staff members as
well as offers of favours, gifts or loans by staff members to supervisors is prohibited.
On an occasional basis, and in accordance with tradition and culture, staff members may
give gifts or contributions for an event of personal significance such as a marriage,
birthday, childbirth, illness, or death; festive occasion; or occasion of movement or
departure. Voluntary group contributions for food and refreshments to be shared at the
office as well as personal hospitality at home or at other places such as a restaurant as is
customary among friends and colleagues and not disproportionate under the
circumstances, are not considered gifts for the purpose of this paragraph.

4.10

Medals, Decorations or Similar Honours

Staff members and former staff members may not accept medals, decorations or similar
honours from any government, or from any other authority or person external to the Fund, for
services rendered during the period of their appointment or service with the Fund. Staff members
who find themselves in circumstances which make it difficult to refuse or decline any such medal,
decoration or honour must consult the Executive Director or designated official.
4.11

Disclosure of Financial and Business Interests

(a)

A staff member must promptly disclose to her/his Director or Head of Unit, any financial or
business interest that s/he or an immediate family member has, which might reflect
unfavourably on the Fund or which might be in actual or perceived conflict with her/his
duties. Upon such disclosure, the staff member must refrain from exercising any
responsibility as a staff member that might affect such interest, except as otherwise
directed by her/his Director or Head of Unit.

(b)

In the event the Fund has reason to believe that a staff member or an immediate family
member has engaged in conduct or entered into a transaction prohibited under this Code,
such staff member may be required to provide to the Fund a certified statement of relevant
financial and business interests and to use best efforts to provide a comparable statement
in respect of immediate family members.

4.12

Sanctions

Staff members who fail to comply with their obligations shall be subject to the disciplinary
procedures and sanctions for unsatisfactory conduct and misconduct set out in the administrative
guidelines, including the possibility of termination or summary dismissal, if warranted by the
gravity of the misconduct in question.
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4.13

Approvals

Staff members seeking approvals required from the Executive Director pursuant to this
Section 4 must direct such requests to the Executive Director’s front office.

5.

Annual declaration of compliance

5.1
Staff members are required to submit an annual declaration of compliance in the first
quarter of each year or as directed by the Executive Director or designated official. Newlyappointed staff members must submit an annual declaration of compliance within 90 days of their
appointment or as otherwise directed by the Executive Director or designated official.

6.

Staff Council

6.1
The Fund’s staff members will be free to form a Staff Council and elect representatives to
foster consultation and close cooperation among the staff, and between the staff and the
Management, and to promote the aims and objectives of the Fund as well as to safeguard staff
members’ rights, interests and welfare.
6.2
Confidential issues discussed during the consultation process must not be divulged by
the Staff Council or its members to others, unless expressly authorized to do so.

7.

General

7.1
It is not possible to set out an all-inclusive or exhaustive code of conduct for the
guidance of staff members. However, staff members are expected to use their own good
judgment to conform to the intent and the spirit of these HR Guidelines in all matters not
specifically stated herein. Should staff members have any doubt as regards their proper course
of action in any matter related to these HR Guidelines, it will be in their own interest to seek the
advice of their Head of Divisions/Offices or the Executive Director or designated official.

8.

Responsibility

8.1
The General Counsel is responsible for providing assistance with regard to questions
requiring the interpretation of Section 4 (Duties and responsibilities of staff members).
8.2
Heads of Divisions/Offices may respond directly to media enquiries and requests for
interviews in their areas of responsibility, in consultation with relevant personnel in charge of
media and communication.
8.3
Divisions/Offices will keep the relevant personnel in charge of media and
communication apprised of their media-related activities. They will assist it in responding to
information requests from various audience groups. In its role as resource centre for the region,
the Economics and Development Resource Center will collaborate closely with the relevant
personnel in charge of media and communication.
8.4
Divisions/Offices will plan and prepare, in close cooperation with the relevant personnel
in charge of media and communication, special events, such as seminars/conferences and
presentations, in order to take advantage of information opportunities to be derived from such
occasions.

