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Extract from SEAMES Staff Regulations and Staff Rules 

 
 
DUTIES, OBLIGATIONS AND PRIVILEGES 
 
 
Regulation 1.1: 

 
In accordance with Article 5, paragraph 6 of the SEAMEO Charter, the responsibilities of all 
members of the Secretariat are exclusively international in character. By accepting 
appointment in SEAMES, they undertake to discharge their functions and to regulate their 
conduct with the interests of the Organization only in view. 
 
Regulation 1.3: 
 
In the performance of their duties, members of the Secretariat shall neither seek nor accept 
instructions from any government or from any authority external to the Organization.. 
 
Regulation 1.9: 
 
On accepting appointment, each staff member shall subscribe to the following declaration  
 
“I solemnly undertake to exercise in all loyalty, discretion and conscience the functions entrusted 
to me as an international civil servant of the Southeast Asian Ministers of Education 
Organization, to discharge these functions and regulate my conduct with the interests of the 
Organization only in view, and not to seek or accept instructions in regard to the performance of 
my duties from any government or from any authority external to the Organization. 
 
 
APPOINTMENT AND PROMOTION 
 
 
Regulation 4.3: 
 
In appointing and promoting staff members and in renewing appointments, the SEAMES 
Director shall aim at the highest standard of integrity, efficiency and technical competence. 
Subject to this consideration, appointment to the staff shall be on as wide a geographical basis 
as possible. 
 
 
Regulation 4.4: 
 
Selection and recruitment of staff members shall be made on a competitive basis, as far as 
practicable without distinction as to nationality, sex or religion. 
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Regulation 4.6: 
 
Staff members in the Professional category shall be appointed for a term of three years and may 
be eligible for reappointment. 

 
The employment terms of professional staff of the Secretariat shall be limited to two consecutive 
terms and on exceptional cases, can be extended for one more term if proven to have excellent 
performance by the Director of the SEAMEO Secretariat. 
 
Rule 104.1: Limitations on Employment 
 
(a) Only when another person equally well qualified cannot be recruited, an appointment 

may be granted to: 
 

(i)  A candidate who is not a citizen of a Member State. 
 

(ii) A candidate who is the husband, wife, father, mother, son, daughter, brother or 
sister of a staff member. 

 
(b) A candidate for a post in the Professional category shall be required to possess at least a 

university degree or equivalent experience and to show that he has a good working 
knowledge of English. 

 
(c) Posts in the General Service category shall normally be filled by the appointment of 

persons whose recognized home is in or is deemed to be in the host country of the 
Secretariat. Nevertheless, if no such suitably qualified person can be found, persons who 
are nationals of the Member Countries whose recognized home is other than the host 
country of the Secretariat may be appointed. Such persons shall be entitled to 
Non-Resident's Allowance but shall not: 

 
(i) be eligible for other allowances, funds or benefits that are accorded specifically to 

staff members whose recognized home is located outside the country of their duty 
station; 

 
(ii) receive payment or reimbursement from the Organization for the transportation 

of personal effects or for travel expenses in respect of himself or any of his 
recognized dependents in connection with appointments, home leave or 
separation. 

 
Rule 104.2: Terms of Appointment 
 
(a) A candidate selected for appointment as a staff member of the Secretariat shall receive a 

Letter of Appointment signed by the SEAMES Director or his authorized representative 
specifying the terms and conditions of his appointment. 

 
(b) There shall be annexed to the Letter of Appointment a copy of the Staff Regulations and 

Staff Rules as well as copy of the Declaration of Office (Regulation 1.9). 
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(c) In accepting an appointment, the candidate shall declare in writing that he has taken 
cognizance of the Staff Regulations and Staff Rules and that he accepts their conditions. 

 
(d) The Letter of Appointment with its annexes and the Letter of Acceptance with the 

Declaration of Office, duly signed, shall constitute his contract of employment. 

Rule 104.3: Effective Date of Appointment 
 
The appointment of a staff member shall take effect from the date on which he starts authorized 
travel to assume his duties or if no such travel is involved, from the date on which he assumes his 
duties. 
 
 
INCENTIVES AND BENEFITS FOR STAFF MEMBERS IN THE PROFESSIONAL 
CATEGORY AND ABOVE 
 
 
(I) Installation Grant 
 
 Rule 103.7: 
 
(a) A staff member of the Professional category and above whose recognized home is in a 

city other than that of the duty station and who has to reside in the city of the duty station 
after appointment shall be entitled to an Installation Grant for his installation and that of 
his dependents at the duty station to which he is appointed for not less than one year 
unless he has actually resided at such duty station for twelve months or more 
immediately prior to appointment. 
 

(b) The Installation Grant shall be equivalent to 
 

(i) Thirty days of daily subsistence allowance under the conditions indicated in (c) 
below for the staff member and a maximum of three dependents who join him at 
the duty station for a minimum period of six months; 

 
(ii) Fifteen days of daily subsistence allowance for the staff member with no 

dependents or whose dependents do not join him at the duty station. 
 

(c) The amounts payable in respect of staff members shall be calculated in accordance with  
 the conditions and rates established by the SEAMES Director and approved by the 
Council and the amount payable in respect of each eligible dependent shall be calculated 
on the basis of half the daily rate applicable to the staff member concerned. 

 
(d) The grant shall be payable in the currency of the duty station and shall represent the total  
 compensation payable by the Organization for the initial extraordinary cost incurred by a 

staff member in respect of himself and his dependents who join him at the duty station 
within six months after the appointment date. 

 
(e) If a staff member to whom an Installation Grant is paid under paragraph (a) above is 

separated from the Organization upon his own initiative before completion of at least one 
year's service at the duty station for which the grant is paid, the SEAMES Director may 
require him to reimburse all or part of the grant. 



Revised 13/11/07 4

(f) The SEAMES Director may request the staff member to whom the Installation Grant is 
paid for his dependents under paragraph (b) (i) above to return all or part of the 
Installation Grant if the dependents stay at the duty station less than six months. 

 
(II) TRAVEL AND TRANSPORTATION 
 
 
Rule 106.1:  Travel Entitlements of Staff Members 
 
(a) The Organization shall, subject to such further instructions as the SEAMES Director may 

prescribe, pay the travel expenses of a staff member: 
 

(i) On appointment, from his recognized home or from the place of recruitment to 
the duty station; 

 
(ii) In connection with official business of the Organization; 

 
(iii) On home leave; 

 
(iv) On or within twelve months following separation in respect of travel effected 

from the duty station to the staff member's recognized home or to some other 
place to which the cost of travel does not exceed the cost of travel to his 
recognized home. 

 
(b) Notwithstanding (a) (iv) above, upon separation by resignation or summary dismissal,  

the Organization may, at the discretion of the SEAMES Director, pay the travel expenses 
of the staff member to the place of recruitment only. 

 
(c) If the staff member is separated from service due to abandonment of post or resignation 

before completing one year of service or within six months of his return from home 
leave, the Organization may decline to pay any travel or removal expenses consequent 
upon separation. 

 
Rule 106.2: Travel Entitlements of Dependents 
 
The Organization shall, subject to such further instructions as the SEAMES Director may 
prescribe, pay the travel expenses of the dependents of a staff member, the total of which shall 
not exceed four adult fares. 

 
 
(i) To the staff member's duty station on or subsequent to his appointment or after 

not less than one year of continuous service following appointment, provided that 
such travel is effected at least six months before the expiry of the staff member's 
appointment. Travel expenses from the staff member's recognized home, or place 
of recruitment to the duty station may be paid. 

 
(ii) When accompanying the staff member on home leave, provided that they resided 

continuously in the area of the duty station for not less than six months prior to 
such leave. 
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(iii) On or within the twelve months following the separation or death of the staff 
member, or within such further period as the SEAMES Director may allow, 
provided that travel expenses where payable in terms of (i) above, in respect of 
travel effected from the duty station to the staff member's recognized home or to 
some other place, provided the cost of travel of dependents, subject to provisions 
of Rule 106.2, does not exceed the cost of travel from the duty station to the staff 
member's recognized home. 

 
Rule 106.9: Transportation of Personal Effects 
 
(a) The Organization shall, to the extent and subject to conditions set out in the present Rule, 

pay the cost of transporting the personal effects of a staff member to the duty station. 
Such transportation costs shall be payable, upon appointment, from the staff member's 
recognized home or place of recruitment to the duty station and, upon separation, from 
the duty station to the staff member's recognized home or to some other place provided 
the cost is not higher. 

 
(b) The quantity of personal effects to be transported at the expense of the   Organization 

shall not exceed the following: 
 

(i)  By land and/or sea, or by air if that mode of transportation is more economical: 
 

600 kg. in gross weight or 4.00 cubic metres in volume in respect of the staff 
member; 

   
600 kg. of gross weight or 4.00 cubic metres in volume in respect of a spouse 
travelling at the expense of the Organization; 

 
200 kg. in gross weight or 1.00 cubic metre in volume in respect of each child 
travelling at the expense of the Organization; 

 
provided that the total quantity shall not exceed 2,400 kg. in gross weight or 16 
cubic metres in volume, and 

 
(ii) If the staff member travels by air, an excess baggage of not more than 40 kg.: this 

maximum may be increased at the discretion of the SEAMES Director when 
warranted by special circumstances. 

 
(c) In the case of a staff member entitled to transportation under (a) and (b) above, he may, 

at his request for personal convenience, be authorized to have his personal effects 
transported by air freight instead of by land and/or sea. In that event the maximum 
quantity allowable shall be one sixth of the maximum weight entitlements set out in (b) 
(i) above. 

 
(d) A staff member appointed for a period of less than two years but not less than six 

months, shall be entitled to reimbursement of the cost of transporting personal effects to 
the duty station from his recognized home or place of recruitment, and from the duty 
station to his recognized home upon separation, up to a maximum of either : 
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(i) 300 kg. in gross weight or 1.80 cubic metres in volume, transported by land 
and/or sea. 

 
(ii) 40 kg. transported by air freight. 

 
(e) Where the cost of transportation of personal effects is payable by the Organization, the 

reasonable cost of packing, crating, unpacking and uncrating shall also be payable. 
Storage charges shall not be allowed except in so far as they are incidental to 
transportation. 

 
Rule 106.10: Insurance 
 
The premium for insurance of accompanied baggage or baggage transported in accordance with 
Rule 106.9 on appointment and separation shall be reimbursed by the Organization for a 
maximum insured value of US$ 4,000 for the staff member and $ 2,000 for each member of his 
family who is authorized to travel at the expense of the Organization up to a total of $ 12,000. 
 
(III) Medical Benefits 
 
 Rule 103.10: Medical Care 
 
(a) The members of the Secretariat shall be provided medical care which include medical 

treatment and hospitalization through a health insurance scheme whereby the premium is 
paid for by the Organization. 

 
(b) The Organization shall pay half of the insurance premium for the spouse of a staff 

member under the same health insurance agreement as the staff member. 
 
(c) The terms of the health insurance agreement for the staff member and his dependent 

shall be determined by the SEAMES Director. 
 
(d) The SEAMES Director may change, when necessary, the medical benefit for the staff   
 and his dependent, subject to the limitation of fund set aside for the purpose. 
 
(IV) Salary Loan 
 

Rule 103.9:  
 

(a)  A loan equivalent to one month salary may be made to a staff member with the 
authorization of the SEAMES Director on recommendation of the Deputy Director. 

 
(b)  No loan shall exceed $ 200 for each unexpired month of the staff member's 

appointment, subject to an overall maximum equivalent to the staff member's one-month 
salary. 

 
(c)  Request for a loan shall be considered in the light of any loan previously granted to the 

applicant, the extent of his indebtedness to the Organization and other relevant factors. 
 
(d) Recovery of a loan shall be effected over a period not exceeding twelve months. If the 

staff member concerned is to be separated from the Organization, all outstanding loan 
shall be recovered in full before actual separation. 
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(V) Death Gratuity 
 

Rule 107.7: 
 
(a) In the event of the death of a staff member on a fixed-term appointment, his spouse or 

recognized heir shall receive a gratuity based upon completed years and months of 
service in accordance with the following schedule: 

 
 

YEARS OF SERVICE GRATUITY IN MONTHS OF PAY 
 
3 or less  3 
more than 3 up to 5  4 
more than 5 up to 7  5 
more than 7  6 

 
(b) If no spouse or children survive the staff member, the Death Gratuity shall be paid to 

next of kin. 
 
 
(VI) Separation Gratuity 
 

Rule 107.9:  
 
(a) A staff member of the Professional category and above who has served SEAMES at least 

one term of office but not less than two years shall upon separation be entitled to 
separation gratuity equivalent to his last full month salary for every term completed up to 
a maximum of three terms, provided that such a separation is not caused by bad conduct. 

 
(b) After completing each full term, the staff member who separates from the service before 

completing the current term shall be eligible for the separation gratuity proportionate to 
the time served for that term. 

 
(c) The amount of separation gratuity payable to the staff member whose appointment is less 

than three years is prorated based on the time served to the full term. 
 


