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INFORMAL GROUP FOR ADMINISTRATIVE MATTERS
UPDATE REPORT AND RECOMMENDATIONS ON IPS RELOCATION
SAO ANCHORAGE OCTOBER 2015
1. Background
As tasked by SAOs at the April 2015 SAO Executive meeting, the Informal Group on
Administrative Matters (The Admin Group) has considered and reviewed a package of
amendments to the ACS administrative framework to enable the relocation of IPS. The
relocation must take into account a number of factors ranging from all levels of governance,
to finances, and day-to-day operations in order for transition to be successful.
The work of the Admin Group has resulted in the proposed amendments as found in the
attached documents. In addition to the package of amendments already presented to the
SAOs, the group has found it necessary to add some additional amendments in order to ensure
a clear and consistent framework. The proposed changes are all in red and are found in the
following attached documents:
 Terms of Reference (ToR)
 Staff Rules (SR)
 Financial Rules (FR)
 Roles and responsibilities of the Arctic Council Secretariat Director
 IPS Procedural Guidelines
2. Proposed amendments
In accordance with the timeline as agreed at the SAO executive meeting in Washington DC in
June, the Admin group now presents a package of amendments necessary for IPS relocation to
Tromsø and formally and administratively becoming a part of the ACS. The proposed
amendments are found in the attached documents, but will be briefly described here:
Terms of Reference (ToR)
 Section 1. Introduction
A paragraph is added with a description of IPS’ new organizational structure and
information about how the decision to relocate IPS to Tromsø has been taken.
 Section 3. The Indigenous Peoples Secretariat
The entire section is new and provides guidance on IPS’ future role and how the
organization shall operate as a part of the ACS.
o Article 3.1: Describes more in detail how IPS shall be organized as an entity
within the ACS, that the IPS shall have a designated budget and work plan, and
lists the functions of the IPS.
o Article 3.2: States that ACS’ work plan shall include a work plan for the IPS
and that this work plan, and any changes to it, has to be approved by the board
of the IPS.
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o Article 3.3: States that a designated staff member shall head the IPS, and how
this and other staff members of the IPS shall be appointed and approved by the
Director, with the approval of the Chair of the Board of the IPS.
Section 7. Budget
o Article 7.3: States that the funding for operations of the IPS shall be covered
outside the administrative budget of the ACS.

Staff Rules (SR)
 Section 2. Duties, obligations and privileges
o Article 2.2: A short addition stating that staff members of the ACS are not
expected to give up their cultural identity as a part of their job.
 Section 3. Authority of the Director
o Article 3.1: The addition to the article states that the Director of the ACS may
delegate the role of supervision of IPS employees to the Executive Secretary of
the IPS, in consultation with the board of the IPS.
 Section 5. Recruitment and appointment
o Article 5.2: The article describes how the Director of the ACS shall appoint,
direct and supervise staff members. The three proposed changes specifies that
indigenous representation is important when appointing staff members to the
IPS, and that candidates for positions within the IPS have to be reviewed in
consultation with the IPS Board.
o Article 5.7: States that the appointment of staff members to the IPS has to be in
accordance with relevant rules and procedures and approved by the Board of
the IPS or its chair. IPS staff members should also have knowledge of Arctic
indigenous peoples, cultures and languages.
 Section 7. Travel expenses and insurance
o Article 7.1: The article states the rules for approval of official travel on behalf
of the ACS, and that the Executive Secretary of the IPS or the Chair of the IPS
Board shall be consulted, as appropriate, in relation to official travel by IPS
staff.
 Section 12. Separation from service
o Article 12.6: States that the Board of the IPS or its Chair shall be consulted in
relation with the dismissal or termination of the appointment contract of a staff
member designated to the IPS.
Financial Rules (FR)
 Section 4. Administrative budget
o Article 4.5: States that the draft budget includes the expenses related to the
functions of the IPS and that this part of the budget, and any changes to it, is
prepared in consultation with and approved by the IPS Board. The article also
iterates that the functions of the IPS shall be funded outside the administrative
budget of the ACS, cf. article 7.3.
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Section 5. Financial resources and contributions
o Article 5.1: The article specifies ACS’ sources of funding, and the proposed
addition of text describes that one part of the budget will derive from
contributions exclusively for the general operations and projects of the IPS. A
separate bank account shall be established to manage these funds.
o Article 5.6: Describes that IPS’ budget and accounts shall be handled
separately from ACS’ budget and account, and that a surplus within the ACS
shall not cover a deficit in IPS’ accounts and vice versa.
Section 7. Accounts
o Article 7.6: States that the Statement of Accounts shall include an appendix or
similar that outlines the costs specific to the operations of the ACS and those
specific of the IPS.
Section 8. Internal control
o Article 8.6: The addition states that the Director shall inform the SAOs and the
Board of the IPS in case of any suspicion of financial irregularities on the
accounts of the IPS.

Roles and responsibilities of the Arctic Council Secretariat Director
The proposed changes to the role description takes into account the changes to the legal
framework of the ACS necessary to include the IPS as an entity within the ACS. The changes
also reflects the descriptions as found in the IPS Procedural Guidelines.
IPS Procedural Guidelines
The proposed changes states that the host country of the ACS shall be represented in the IPS
Board and that the Director of the ACS shall participate in the Board as an ex-officio member.
There are additionally some minor clarifying changes.
3. Budget and costs
In accordance with the proposed timeline presented in the report in Washington DC in June a
draft budget is developed. The budget is prepared by Norway and Denmark as potential
donors, the Board of the IPS and the ACS. The draft budget follows the following principles:
 The budget shall cover all costs relating to the functions of the IPS in Tromsø as an
entity within the ACS.
 The budget shall be developed in accordance with the administrative framework of the
ACS and ACS’ biannual administrative budget.
 Staff hired to carry out the functions of the IPS in Tromsø shall be offered ordinary
ACS contracts with the same rights and obligations as other ACS staff. The levels of
salaries and other benefits should not deviate from the ordinary levels within the ACS.
The draft budget is attached for information purposes.
4. Work plan
In accordance with the proposed timeline in the report presented in Washington DC in June a
draft work plan is developed. IPS and its Board together with the ACS have developed the
work plan, in consultation with Norway and Denmark as the potential donors. The work plan
3
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has a format similar to the work plan of the ACS and its activities are in accordance with the
IPS budget.
The draft work plan is attached for information purposes.
5. Review
The relocation of IPS will entail formal and administrative changes for both the ACS and the
IPS. The preparatory work and the proposed changes to the legal and organizational
framework has been done to ensure that the relocation of the IPS to Tromsø will have an
overall positive effect of the work of the Arctic Council and to ensure a smooth transition.
Before the move, it is impossible to foresee all potential challenges, and it would therefore be
useful to have a post-relocation review after a certain period. A review may give useful
information on how the IPS as a part of the ACS are functioning, and how the relocation has
affected the ACS.
A review should not come too soon in order to give the new model time to work, but at the
same time it should have a clear deadline. The Admin Group proposes that the review should
be carried out during the first year of the Finnish Chairmanship so that any changes or
adjustments based on the review can be handled before the end of that chairmanship.
6. Code of Conduct / Ethical guidelines
The relocation of the IPS will increase the total size of the ACS, and the Admin Group has
discussed if it would be wise for the ACS to develop a Code of Conduct or Ethical guidelines
that outlines the social, ethical and moral norms, rules, and responsibilities applicable to the
ACS.
ACS’ existing framework already addresses several of these topics. It may however be
appropriate for the ACS to develop a single document that collects and states the most
important principles.
The SAOs are invited to consider whether the ACS should initiate a process to develop a
Code of Conduct after the relocation of IPS to Tromsø.
7. Decision points
 The SAOs decide to amend the Terms of Reference, Staff Rules, Financial Rules and
the Roles and responsibilities of the Arctic Council Secretariat Director in accordance
with the proposal from the Admin Group, and that the relocation of the IPS shall take
effect from 1 January 2016.


The SAOs take note of the amendments made to the IPS Procedural Guidelines.



The SAOs take note of the budget for the IPS.



The SAOs take note of the work plan for the IPS.



The SAOs decide that there shall be a post-relocation review of the ACS completed no
later than 1 May 2018.
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TERMS OF REFERENCE
of the Arctic Council Secretariat
1.

Introduction

The Arctic Council was established in 1966 as a high level intergovernmental forum to promote
cooperation, coordination and interaction among the Arctic states with the involvement of Arctic
indigenous peoples and other Arctic inhabitants. The Arctic Council Chairmanship rotates every two
years. The work of the Arctic Council is conducted by the Senior Arctic Officials (hereafter referred to
as SAOs) in consultation with Permanent Participants between the Ministerial Meetings.
In order to strengthen the capacity of the Arctic Council it was decided at the 2011 Ministerial meeting
in Nuuk to establish a standing Arctic Council Secretariat (hereafter referred to as the Secretariat). The
Secretariat will enhance the work of the Arctic Council through the establishment of administrative
capacity and by providing continuity, institutional memory, operational efficiency, enhanced
communication and outreach, exchange of information with other relevant international organizations
and to support activities of the Arctic Council.

The scope of the Secretariat’s work, in addition to the organizational setup and the financial
arrangements, are described in these Terms of Reference.
The location of the Secretariat will be Tromsø, Norway.
[In order to further strengthen the work of the Arctic Council and the participation of the Permanent
Participants the Indigenous Peoples Secretariat (IPS), as recognized in the Ottawa declaration, will
become an entity within the Secretariat as decided by the Permanent Participants and reaffirmed at the
2015 Ministerial meeting in Iqaluit.]

2.

Scope

2.1

The Secretariat shall perform secretarial and administrative service within the framework set
forward in these Terms of Reference, and such other functions in support of the Arctic Council
that are entrusted to it by the Arctic Council.

2.2

The Secretariat is to perform the following functions:




Administrative and organizational support, including: arranging and servicing meetings as
required; transmitting reports to and from Arctic states, Permanent Participants, Working
Groups and Task Forces, other subsidiary bodies and Observers; assisting the Chair in drafting
meeting documents including final reports; providing services to Permanent Participants and
Working Groups without a secretariat; administrative services concerning general
correspondence; and archiving of records.
Communication and outreach, including: operating the Arctic Council website, including web
pages of those Working Groups without a secretariat; facilitating and improving the quality
and availability of information on the Arctic Council; recording, maintaining and posting, as
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appropriate, the records of the Arctic Council; facilitating the exchange of information among
the Arctic states, Permanent Participants and Observers; and, at the request of SAOs and
Permanent Participants, developing strategic communication and outreach plans and other
documents under the direct supervision of the Chair, in support of the Arctic Council.
Finance and Human Resources, including: managing budgets; recruiting staff; contracting for
services and related activities; and liaising with the Host Country.
Other services and functions as may be required and directed by the Arctic Council and its
Chair.
Recognizing that English is the working language of the Arctic Council, the Secretariat may
possess the capability to translate important Arctic Council documents and communications
and outreach material to and from the Russian language, but the resources necessary to fund
such a capability must be provided outside the administrative budget as established by the
Arctic Council.1

3.

The Indigenous Peoples Secretariat

3.1

The Indigenous Peoples Secretariat (IPS), as recognized in the Ottawa declaration, is an entity
within the Secretariat with its own board, and a designated budget and work plan and is to
perform the following functions, which shall be carried out within the framework of these
Terms of Reference and in accordance with Procedural Guidelines of the Indigenous Peoples
Secretariat:









1

facilitate the participation of Indigenous Peoples’ organisations in the work of the Arctic
Council, assist and provide Secretariat support functions to the Permanent Participants
primarily in Arctic Council activities, facilitate and assist the Permanent Participants to
prepare and submit proposals relevant to the work of the Arctic Council, facilitate the
presentation of the perspectives of Indigenous Peoples in the Council’s Working Groups and
in meeting of Senior Arctic Officials and Ministers;
enhance the capacity of the Permanent Participants to pursue the objectives of the Arctic
Council, assist the Permanent Participants develop their internal capacity to participate and
intervene in the Arctic Council, and assist the Permanent Participants in the furtherance of
their activities in relation to participation and full consultation within the Arctic Council, and
assist them in how to best make contributions to the Council’s work;
facilitate dialogue and communications among the Permanent Participants and among
Permanent Participants and other Arctic Council and related bodies, provide opportunities for
co-operative and co-ordinated activities among the Permanent Participants and IPS, facilitate
meetings and communication between the Permanent Participants, and facilitate the translation
of the communications between the Permanent Participants as far as possible;
support the Permanent Participants in carrying out actions to maintain and promote the
sustainable development of Indigenous Peoples cultures in the Arctic;
gather and disseminate information on and provide and list sources of different forms of
knowledge,

Norway will provide resources necessary for Russian translation.
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contribute to raising public awareness of Arctic Council issues through a regularly updated
web site and regularly produced newsletters and other publications.

3.2

The Secretariat’s work plan shall include a work plan for the IPS as approved by the Board of
the IPS. Changes to the work plan for the IPS requires the consent of the Board.

3.3

The terms and conditions for employment of staff to the IPS shall be in accordance these
Terms of Reference, the Staff Rules, the Financial Rules and the Procedural Guidelines of the
IPS.

3.4

A Professional staff member designated as Executive Secretary shall head the IPS. The
Director appoints the Executive Secretary with the approval of the Board. Appointment of
other staff designated to IPS shall be done by the Director with the approval of the Chair of the
Board of the IPS.

3.5

The costs relating to functions of the IPS shall be provided outside the Administrative Budget
of the ACS

4.

Director of the Secretariat

4.1

The Secretariat shall be headed by a Director who shall be appointed by the SAOs from
among candidates who are nationals of Arctic states. The procedure for the selection of the
Director shall be determined by SAOs.

4.2

The Director shall have overall responsibility for the management and administration of the
Secretariat.

4.4

The Director reports to the SAOs through the SAO Chair. The Director shall receive tasks
from and be under the direction of the SAO Chair. The Director shall consult the SAO Chair
in all matters of importance.

4.4

The Director shall be responsible for the day-to-day functioning of the Secretariat and will
represent the Secretariat externally when directed by the SAO Chair.

4.5

The Director shall be authorized by the SAO Chair to sign a Host Country Agreement with the
Government of Norway. The Director shall also be authorized to sign any subsequent
amendment to that agreement as approved by the SAOs.

4.6

The Director shall:
a) prepare and submit to SAOs for their approval a biennial work plan for the activities of the
Secretariat;
b) prepare and submit to SAOs a draft biennial budget for approval by the Arctic Council;
c) prepare and submit financial and other reports to SAOs as requested;
d) submit biennial reports to SAOs;
e) hire and manage the Secretariat staff;
f) enter into and manage contracts regarding acquisition of goods and services as required to
perform the functions of the Secretariat; and
g) perform such other functions as may be required and directed by the SAOs and its Chair.

DMM02-15 May 2012-Stockholm, Sweden
AC Secretariat Terms of Reference

4.7

The appointment of the Director shall be offered for a period of up to four years with the
possibility of prolongation for up to four years.

5.

Staff members

5.1

The Secretariat shall be staffed commensurate to its tasks.

5.2

The Director, in consultation with the SAO Chair, shall appoint Staff members essential for
the carrying out of the functions of the Secretariat. A geographical balance among the Arctic
states should be taken into consideration when hiring the Staff members. The Director and
other Staff members shall serve in accordance with the procedures, terms and conditions in the
Staff rules.

5.3

Appointments for Professional staff members, as defined in the Staff rules, shall be offered for
a period of up to four years, with a six month probation period, and with the possibility of
prolongation for up to four years.

5.5

General staff members, as defined in the Staff rules, shall as a main rule not be given or
offered fixed term contracts.

5.5

The Secretariat may host secondments from Arctic states. Acceptance of seconded personnel
is subject to the condition that the sending government, regional administration or sponsoring
institution covers all the expenses except the use of office facilities, which are covered by the
Secretariat. Seconded personnel are considered legally employed by the sending entity.

5.6

Internships may be offered to young professionals or other individuals, in particular from
Permanent Participants.

6.

Legal personality of the Secretariat

6.1

The legal personality of the Secretariat in the Kingdom of Norway and the privileges and
immunities necessary for the exercise of the functions of the Secretariat and its Staff members
and their families shall be defined and provided for in the Host Country Agreement.

7.

Budget

7.1

An administrative budget to cover the operating costs of the Secretariat, including inter alia,
salaries, travel costs, web-site related costs and, if applicable, the costs of the Permanent
Participant intern(s) is to be established and be determined every second year by the
Ministerial meeting. Other costs are to be borne by the Chair as per current practice and the
Rules of Procedure, including rooms rented for meetings and interpretation at meetings of
SAOs, Deputy Ministers and Ministers.

7.2

The Host Country contribution shall be 42, 5 % of the administrative budget of the Secretariat
and this contribution shall at no time exceed USD 739 130 unless otherwise agreed to by the
Arctic states. The balance of the administrative budget will be shared equally by all Arctic
states and shall at no time exceed USD 1 million unless otherwise agreed to by the Arctic
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states. Costs of secondments by Arctic states will be provided outside the administrative
budget. In addition to contributions to the administrative budget, an Arctic state may make
additional contributions to support approved functions of the Secretariat.
7.3

Funding for operations of the IPS shall not be covered by the administrative budget of the
ACS.

8.

Amendments to these Terms of Reference

8.1

The Terms of Reference may be amended by decision of the SAOs.

8.2

The overall operation of the Secretariat will be reviewed, unless otherwise decided by the
SAOs, after 6 years from the date it is operational.

Arctic Council Secretariat

Staff rules
Staff rules of the Arctic Council Secretariat
DMM02-15 May 2012-Stockholm, Sweden
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STAFF RULES
of the Arctic Council Secretariat
1.

Scope

1.1

These Rules set out terms and conditions of employment, working relationships and rights and
responsibilities of the Staff members in the service of the Arctic Council Secretariat (hereafter
referred to as the Secretariat).

1.2

These Rules apply to the Director, unless they vary from his or her terms and conditions of
employment as established by the Arctic Council, in which case the terms and conditions
established by the Arctic Council shall prevail.

2.

Duties, obligations and privileges

2.1

The Director and the other Staff members upon accepting their appointments pledge
themselves to perform their duties faithfully and to conduct themselves with the interests of
the Arctic Council in mind.

2.2

While fulfilling their duties, the Staff members shall at all times conduct themselves in a
manner keeping with the international nature of the Arctic Council. They shall always bear in
mind the loyalty, discretion and tact imposed on them by their international responsibilities in
the performance of their duties. While they are not expected to give up their national
sentiments[, culture] or their political and religious convictions, the Staff members shall avoid
all actions, statements or public activities that might be detrimental to the Arctic Council and
its aims.

2.3

Staff members shall observe maximum discretion regarding official matters and shall abstain
from making private use of information they possess by reason of their position. Authorisation
for the release of information for official purposes shall lie with the Arctic Council in respect
of the Director, and with the Director in respect of the Staff members.

2.4

Staff members shall uphold the highest standards of efficiency, qualifications and integrity.
The concept of integrity includes, but is not limited to, probity, impartiality, fairness, honesty
and truthfulness in all matters affecting their work and status.

2.5

Staff members shall not accept any honour, decoration, favour, gift, remuneration, or
employment from any source without first obtaining the approval of the Director.

2.6

Staff members shall enjoy the privileges and immunities to which they are entitled by virtue of
the Host Country or pursuant to domestic legislation.

2.7

Privileges and immunities are granted to Staff members as defined in the Host Country
Agreement in the interest of the Arctic Council and not for the personal benefit of the
individuals concerned. In particular, they shall not excuse Staff members from the
performance of their private obligations or from the due observance of the law applying to
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them at the place where they are carrying out their duties. In any case where the question of
claiming immunity from legal suit or process may arise, the Staff member involved shall
immediately report to the Director, who shall decide whether the immunity shall be waived. In
any case involving the privileges and immunities of the Director, the Senior Arctic Officials
(hereafter referred to as SAOs) shall decide whether the immunity shall be waived.

3.

Authority of the Director

3.1

Staff members shall be supervised by and accountable to, and have their powers and duties
regulated by, the Director. In the case of employees designated to the IPS, the Director may
delegate this role of supervision to the Executive Secretary of the IPS, in consultation with the
board of the IPS.

3.2

The Director shall designate a member of the Staff to act on his or her behalf when necessary.

3.3

In the event the position of Director is vacant, or the Director is unable to appoint a member of
Staff to serve on his or her behalf pursuant to Rule 3.2, the SAO Chair shall designate a
member of Staff to serve as Acting Director.

4.

Classification of Staff members

4.1

Staff members shall be classified in one of the two following categories: Professional and
General service. The Staff rules apply to all Staff, unless otherwise provided for.
a) Professional staff category
Positions of high responsibility of a managerial or professional nature. These posts will be
filled by appropriately qualified professionals, preferably with University qualifications or the
equivalent. Staff members in this category will be recruited from among nationals of Arctic
states.
b) General staff category
Staff performing functions of general and supportive character (e.g. clerical and technical
work) for the Secretariat.

5.

Recruitment and appointment

5.1

The Secretariat shall be headed by a Director, who shall be appointed by the SAOs from
candidates who are nationals of Arctic states.

5.2

The Director shall appoint, direct and supervise Staff members in accordance with the
following general standards:



Staff shall be appointed and retained, and their conditions of employment shall be
determined, strictly on the basis of efficiency, qualifications and integrity.
Staff shall be appointed from nationals of an Arctic state.
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Due regard shall be paid to the importance of recruiting an equitable proportion of staff
from among the nationals of each Arctic state; and any further general standards
established by the Arctic Council.
Due regard to the importance of gender balance.
In the case of the IPS, due regard to the importance of indigenous representation
Vacancies should be announced by the Director to the SAO Chair between 3 to 6 months
ahead of the proposed time of employment. For each staff vacancy a job description shall
be available. Vacancies should be advertised on the Internet site of the Secretariat at least
3 months in advance of the proposed time of employment in a way which will give
qualified candidates a good opportunity to acquaint themselves with the vacancy.
Advertisements can be made through other media.
Posts for General staff members may be advertised only within Norway.[unless filling
positions designated to the IPS]
Candidates are invited to forward their applications to the Director. The Director will list
the applications and rank the candidates according to established criteria for the staff
position. Candidates for positions designated to the IPS shall be reviewed in consultation
with IPS Board, as appropriate.

5.3

Appointments for Professional staff members shall be offered for a period of up to four years,
with a six month probation period, and with the possibility of prolongation for up to four
years.

5.4

General staff members shall, as a main rule, not be given or offered fixed term contracts.

5.5

Upon selection, each Staff member shall receive an offer of appointment stating:
















that the appointment is subject to these Rules and to changes which may be made to them
from time to time;
the identity of the parties;
the place of work;
the nature of the appointment including a short description of the duties of the position,
post or category of work;
the date of commencement of the appointment;
expected duration of temporary contracts;
provisions relating to a probationary period;
vacation rights;
notice periods;
salary and additional benefits (remuneration);
daily and weekly working hours;
length of breaks;
potential agreement concerning a special working-hour arrangement;
the allowances attached to the appointment; and
any special terms and conditions which may be applicable.
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5.6

Together with the offer of appointment, Staff members will be provided with a copy of these
Rules. Upon acceptance of the offer, Staff members shall state in writing that they are familiar
with and accept the conditions set out in these Rules.

5.7

All appointments for Staff members designated to the Indigenous Peoples Secretariat (IPS)
shall be in accordance with the framework of the Terms of Reference, the Staff Rules and the
Financial Rules, and in accordance with Procedural Guidelines of the IPS, and approved by
the Board of the IPS or its Chair. In addition to the general standards as described in article
5.2, staff designated to the IPS should have knowledge of Arctic indigenous peoples and
cultures, and preferably some knowledge in at least one Arctic indigenous language.

6.

Accommodation, moving and home travel allowance for personnel in
the Professional staff category

6.1

All expenses related to accommodation in Norway, such as rent, are to be paid by the Staff
members themselves. The Secretariat will be of assistance in finding suitable accommodation.

6.2

An establishment allowance equivalent to two months’ salary will be paid to all Staff
members.

6.3

Staff members are entitled to a moving allowance at the beginning and end of their contracts
with the Secretariat. It will be limited to 40 m3 for a Staff member bringing dependent family
members and limited to 20 m3 for a single Staff member. Staff members have the right to
import free of duty furniture and personal effects that they have owned, possessed or ordered
before taking up their posts and that are intended for their personal use.

6.4

Staff members have the right to import one motor vehicle at the time of their arrival, and one
once every three years, free of duty, it being understood that no permission to sell or dispose
of the vehicle in the open market shall normally be granted until three years after its
importation.

6.5

The actual cost for economy class travel expenses for the Staff member and his or her
dependent family members when moving to and from Tromsø will be reimbursed by the
Secretariat.

6.6

If a Staff member terminates the employment contract within the first two years, he or she is
obliged to cover the return costs if the Secretariat and the Staff member do not agree
otherwise.

6.7

A home travel allowance for the Director and all Staff members will be granted once for each
full term of appointment provided the term is for at least 24 months and that more than half of
the full term has been served.
a) The schedule for home travel for Staff members will be subject to approval by the
Director.
b) Transportation expenses will be paid for the Director, Staff members, and their spouses
and dependents at rates not to exceed full fare economy class.
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c) Travel time will be allowed but not in excess of the time required for direct air travel
subject to a maximum of four days.
d) For the purpose of this Rule, "home" means the place within Canada, Kingdom of
Denmark, Finland, Iceland, Norway, Russia, Sweden, or the United States where the
incumbent was resident before being appointed, unless otherwise decided by the Director
in the case of staff or by the SAOs in the case of the Director.

7.

Travel expenses and insurance

7.1

Official travel shall be undertaken only if authorized in advance by the Director.[or in the case
of staff designates to the IPS, by the Director in consultation with the Chair of the IPS Board
as appropriate.]

7.2

The Secretariat follows the Norwegian public regulations on daily allowances. Official duty
travel expenses and hotel accommodation shall be paid by the Secretariat. Travel insurance
will be covered by the insurance arrangements made by the Secretariat for the Staff members.
On official missions, economy class tickets are to be booked.

8.

Vacation and special leave

8.1

Vacation is regulated by the Norwegian Annual Holidays Act. According to the Act Staff
members are entitled to 21 working days’ holiday (excluding Saturdays and Sundays) per
year. In addition Staff members are entitled to an extra four days paid leave.

8.2

A Staff member who has reached the age of 60 before September 1st of the current calendar
year is entitled to an extra five days’ annual holiday.

8.3

Holiday pay from the Secretariat is calculated on the basis of the salary from the preceding
year. Under the Act, a Staff member is entitled to holiday pay of 10.2% of the basis of the
salary from the preceding year. When stipulated in advance by written agreement, the Staff
member is entitled to advance payment of the holiday pay, which will be earned on the basis
of the last year of the appointment contract.

8.4

The taking of leave shall not cause undue disruption to normal Secretariat operations. In
accordance with this principle, leave dates shall be subject to the needs of the Arctic Council.

8.5

The Act relating to public holidays lists the following Norwegian public holidays:










Ordinary Sundays;
New Year’s day;
Maundy Thursday;
Good Friday;
Easter Sunday;
Easter Monday;
Ascension Day;
Whit Sunday;
Whit Monday;
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Christmas Day; and
Boxing Day.

May 1st and May 17th are both defined as public holidays/festival days and, as a general rule,
will be treated as Sundays. Work will not be permitted unless necessitated by the nature of the
job.
8.6

A Staff member shall, at his or her earliest convenience, report absence due to sickness to the
Secretariat. If a sick leave period exceeds 3 days a medical statement issued by a doctor
declaration is required for further payment by the Secretariat. Staff members who are enrolled
in the Norwegian social security system will be compensated for sick leave according to this
system.

8.7

Staff members who are enrolled in the Norwegian social security system will be compensated
for parental leave according to this system. According to the Working Environment Act Staff
members are entitled to parental leave.

8.8

In relation to welfare reasons, a Staff member may apply for absence with salary up to five
days per year.

9.

Working hours

9.1

Office working hours are from Monday to Friday and a normal work week is 40 hours (8
hours/day). Disposition of the working hours will be stipulated in the contracts. Staff members
are entitled to a daily break of 30 minutes. However, the Secretariat is obliged to facilitate
expanded working hours in accordance with the working hours of the SAO Chair in their time
zone.

9.2

For overtime a supplement shall be paid in addition to the pay received by the Staff member
for corresponding work during normal working hours. The overtime supplement shall be
50 %.
a) Overtime hours may wholly or partly be taken out as off-duty time.
b) Overtime is subject to approval by the Director.

9.3

Exemptions for working time regulations and overtime payment can be made for the Director
and personnel in senior and independent posts according to the Norwegian Working
Environment Act.

10.

Salary

10.1

The level of salaries for the Professional staff category is determined on the basis that the
Secretariat should be able to recruit appropriately qualified staff from Arctic states. The level
of salaries for the General staff category should reflect the prevailing conditions found locally
for similar work.
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10.2

The scale of salaries for Staff members in the Professional category is attached in Schedule A.
The scale of salaries for Staff members in the General category is attached in Schedule B.
Salaries shall be paid in Norwegian kroner (NOK).

10.3

Based on qualifications, the Director may decide to appoint a Staff member at a salary higher
than step 1 of the relevant level. Staff shall remain at the level they are appointed for at least
the first year of their appointment.

10.4

The promotion of the Director and other Staff members from one level to another requires the
prior approval of the SAOs.

10.5

Staff members may receive annual step increase, subject to satisfactory performance of their
duties. Step increase shall cease once the Staff member has reached the highest step in the
level in which he or she is serving.

10.6

The salary scales may be adjusted by a decision of the SAOs including, inter alia, adjustments
for inflation in Norway.

10.7

The day of payment of salaries shall be the 20th of each month. When the 20th is a Saturday,
Sunday, or holiday, salaries are paid on the last working day before the 20th. Salaries will be
paid into Norwegian bank accounts held in the name of the individual Staff member.

10.8

Staff members exempt from taxation in Norway on salaries and emoluments, including
allowances provided for in the Staff rules and the Staff appointment contract, paid by the
Secretariat according to the Host Country Agreement with the Government of Norway, shall
pay an internal fee imposed by the Secretariat. The internal fee shall be used to pay for social
security benefits for the Staff members, including payments under paragraph 11.2 for an
occupational pension. Any excess payments shall be added to the administrative budget and be
used to pay for the official functions of the Secretariat.

11.

Social security

11.1

As a general rule, Staff members will be a member of the Norwegian national insurance
scheme regulated by the Norwegian national insurance act. Membership in the Norwegian
national insurance scheme gives Staff the right to receive sick pay, maternity and paternity
benefit and pension.

11.2

In addition to benefits from the Norwegian national insurance scheme, all Staff members are
entitled to an occupational pension. The contribution to this pension is included in the Staff
internal fee in paragraph 10.8 and must be a minimum of 2 % of the Staff member’s salary.

12.

Separation from service

12.1

Separation from service will be regulated by the Norwegian Working Environment Act.

12.2

A Staff member has the right to terminate his or her appointment contract after giving three
months’ notice. The resignation does not need to state a reason.
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12.3

The Secretariat may terminate the appointment contract with a Staff member only when this is
objectively justified on the basis of circumstances relating to the Secretariat or the Staff
member.

12.4

The notice period is three months starting the first day of the following month.

12.5

The Director, on behalf of the Secretariat, may after consultation with the SAO Chair dismiss
a Staff member immediately if he or she commits a serious breach of the appointment
contract.

12.6

Termination of the appointment contract with or dismissal of a Staff member designated to the
IPS may only be executed after consultation with the Board of the IPS or its Chair.

12.7

The SAOs may decide to dismiss the Director.

13.

Amendment to the Staff rules

13.1

The Staff rules may be amended by decision of the SAOs.

8

DMM02-15 May 2012-Stockholm, Sweden
Staff rules of AC Secretariat
Appendices

APPENDICES
1.

Schedule A: Salary scale for the Professional staff category of the Arctic Council Secretariat

2.

Schedule B: Salary scale for the General staff category of the Arctic Council Secretariat
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SCHEDULE A
SALARY SCALE FOR THE PROFESSIONAL STAFF CATAGORY OF THE ARTIC COUNCIL SECRETARIAT
(NORWEGIAN KRONER)
LEVEL

STEPS
VII

1
Director level

863 100

VIII
889 500

IX
916 000

I
728 700

II
751 100

LEVEL
I

II

X
937 100

III

XI
958 300

III
773 000

STEPS
IV

XII
979 500

IV
794 200

V

XIII
1 000 700

V
815 300

VI

VI
836 500

VII

2
Civil servant level

605 300

616 200

627 000

638 400

650 800

667 800

684 400

3
Civil servant level

529 300

539 100

548 900

559 100

568 600

579 800

591 100

4
Civil servant level

490 400

499 800

509 400

519 400

529 300

539 100

548 900

5
Civil servant level

457 200

465 100

473 500

482 000

490 400

499 800

509 400

6
Civil servant level

426 800

434 400

441 700

449 600

457 200

465 100

473 500
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SCHEDULE B
SALARY SCALE FOR THE GENERAL STAFF CATAGORY OF THE ARTIC COUNCIL SECRETARIAT
(NORWEGIAN KRONER)

LEVEL
I

II

III

STEPS
IV

V

VI

VII

1
509 400

519 400

529 300

539 100

548 900

559 200

568 600

2

449 600

457 200

465 100

473 500

482 000

490 400

499 800

3

399 300

405 800

412 600

419 500

426 800

434 400

441 700

4

357 400

329 900

368 500

374 400

380 100

386 300

392 500

5

325 800

329 900

334 100

338 600

343 200

347 800

352 600

6

299 200

303 000

306 800

310 500

314 200

318 100

322 000
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FINANCIAL RULES
of the Arctic Council Secretariat
1.

Scope

1.1

The following Rules govern the financial administration of the Secretariat.

2.

Authority and applicability

2.1

The Director of the Arctic Council Secretariat (hereafter referred to as the Secretariat) shall
have an overall responsibility for the proper management and efficient use of the financial and
staff resources.

2.2

The Director is responsible to the Senior Arctic Officials (hereafter referred to as SAOs) in
financial matters and shall have authority in all financial matters of the Secretariat, including
authority to receive monies, incur obligations and make payments on behalf of the Secretariat.

2.3

The Director may, after notification to SAOs, delegate in writing to other Staff members such
powers as deemed necessary to secure proper and effective management of the administration
of the Secretariat.

3.

Financial period

3.1

The financial year of the Secretariat shall be the calendar year.

4.

Administrative budget

4.1

The Director shall prepare and submit for the approval of the Arctic Council a biennial work
program and an administrative budget (hereafter referred to as the budget) of the Secretariat in
accordance with Article 6 of the Terms of Reference of the Secretariat to cover the costs of the
Secretariat.

4.2

The Director shall submit to the SAO Chair a draft budget for the coming biennial period
indicating each financial year at least 90 days before the Ministerial meeting at which the
budget is to be determined. The budget proposal shall be accompanied by the approved budget
for the current biennial financial period.

4.3

The draft budget shall cover income and expenditures and shall be presented in Norwegian
kroner (NOK) and USD.

4.4

The draft budget shall be divided into chapters by type of expenditure. The draft budget shall
encompass expense estimates by main chapters and sub-chapters and detailed explanatory
notes on the allocations, as against the actual expenditures. It shall also include a summary
statement of the proposed budget and other annexes as may be required.
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4.5

The draft budget shall include the specific expenditures related to the functions of the
Indigenous Peoples Secretariat (IPS). This part of the budget [is funded outside the
Administrative budget and] shall be prepared in consultation with and with the approval of the
Board of the IPS. [In its annual report, the ACS shall in a separate section report on the
expenditure related to the functions of the IPS in accordance with these rules.] Changes to the
budget for the IPS, exceeding transfers as described in article 5.5, shall only be made with the
consent of the Board.

5.

Financial resources and contributions

5.1

The sources of the budget consist of:
The contributions of Arctic states as provided for in section 6 of the Terms of Reference
of the Secretariat;
ii) returns on interest derived from deposit account(s) of the Secretariat and miscellaneous
income such as donations, voluntary contributions and grants from the Arctic states and
Permanent Participants, the Director may accept such payments provided that the purpose
thereof conforms to the principles and objectives of the Arctic Council and are approved
by SAOs;
iii) general donations shall be those made for no specific purpose and shall be added to the
official account of the Secretariat; and
iv) specific donations shall be those made for specific purpose and managed in conformity
with these Rules and the purpose prescribed, upon the authorization of the Director a
separate bank account of the Secretariat may be established for managing such donations.
v) contributions provided by Arctic states and others exclusively for the general operations
and projects of the IPS. A separate bank account shall be established to manage these
funds independent of funds used for the general operations and projects of the ACS.
i)

The Director shall submit to the last SAO meeting of the year a report on the
contributions and donations to the annual budget for approval of SAOs.
5.2

As soon as the Arctic Council has approved the budget the Director shall send a copy thereof
to all Arctic states together with a call for contributions for the coming financial period. The
approval of the budget constitutes an authorisation to the Director to incur obligations and
make payments for the purposes stated in the budget and up to the amounts so adopted.

5.3

Arctic state contributions to the budget are subject to parliamentary approval, are on an annual
basis, and should be made by 31st March of each year. All contributions shall be made in USD.
Based on a separate call for contributions, the Host Country contribution should be made by
10th January of each financial year.

5.4

The use of income as mentioned in article 5.1 ii) and iii) shall be subject to the same financial
controls as activities financed from regular budget appropriation.

5.5

In cases where special necessity arises the Director may transfer funds from one chapter of the
budget to another up to a limit of 15 percent. Such transfers can only be made to cover
unexpected variable costs. Under no circumstances can budget funds for variable costs be
reallocated to finance an increase in fixed costs. Transfers in excess of the 15 percent limit
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shall be made only with prior concurrence of the SAO Chair. Redistribution must be in
accordance with conditions given for the contribution.
5.6

Any cash surplus at the end of a financial year should be accounted for in the contributions of
Arctic states for the following year. The call for contributions, as described in article 5.2, shall
credit the surplus of the previous financial year, as determined by the audit, to each state. The
determined surplus shall be pro-rated for each state and shall be subtracted from the annual
contribution. Funds as noted in section 5.1 v) above shall not be included in this calculation of
surplus or deficit and shall be managed independent of the administrative budget for the ACS.

6.

Custody of deposit

6.1

The Director shall designate the bank or banks in which the deposits of the Secretariat shall be
kept. The bank shall be registered in Norway.

7.

Accounts
The Director shall establish procedures:
a) to ensure effective and prudent financial administration; and
b) to ensure that all payments are made on the basis of invoices or other supporting
documents and the services or goods contracted for have been received.

7.2

The Director shall maintain such accounts as are necessary and shall prepare financial
accounts at the end of the financial period in accordance with generally accepted accounting
principles, and shall provide quarterly statements in respect of such records to the SAOs.

7.3

The guiding financial regulations shall be those of Norway.

7.4

The financial accounts shall be kept in NOK and presented in NOK and USD.

7.5

The Director shall submit a Statement of Accounts for each financial period to the SAOs and
the independent external auditor not later than 60 days following the end of the financial
period.

7.6

The statement shall show the income of the Secretariat and, under separate headings,
expenditures and balance of accounts. The Director shall attach to the statement an
explanatory memorandum. The statement shall provide an appendix or similar chart of
accounts to outline expenditures specific to the operations of the ACS and those specific to the
IPS.

8.

Internal control

8.1

The Director is responsible for the internal control.

8.2

The internal financial control shall provide for an effective examination and review of
financial transactions in order to ensure the most efficient use of the resources of the
Secretariat.
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8.3

All transfers or withdrawals from the bank dealing with expenses of the Secretariat shall be
made upon authorization of the Director.

8.4

The Director shall review financial transactions to ensure the regularity of the receipt, custody
and disposal of the Secretariat’s funds and other financial resources.

8.5

The Director shall organize the operations of the Secretariat and the internal control system in
such a manner that financial irregularities, including corruption, theft, embezzlement, fraud,
misappropriation of funds, favouritism or nepotism are prevented.

8.6

The Director shall, without undue delay, inform the SAOs of any suspicion of financial
irregularities. In the case of any suspicion of financial irregularities on the accounts of the IPS,
the Director shall, without undue delay, inform the SAOs and the board of the IPS.

9.

External audit

9.1

The accounts of the Secretariat shall be audited annually by an independent external auditor,
who is registered in Norway, selected by the SAOs.

9.2

The auditor shall perform such audit as necessary to determine that:
a) the financial statements are in accord with the books and records of the Secretariat;
b) the financial transactions reflected in the statements are in accordance with these Rules;
and
c) the monies on deposit and on hand are vouched for by the Secretariat’s depositories or by
actual count.

9.3

The auditor shall prepare a report for the SAOs on the audit of the financial statements relating
to the accounts for the financial year. The report shall include the auditor’s conclusions on the
accounting system, internal financial controls, the financial consequences of administrative
practices, and any other subject relevant to the financial status of the Secretariat. The auditor
shall provide its report to the Director at the time of its submission to the SAOs.

9.4

The auditor shall draw to the attention of the Director and the SAOs any transaction with
respect to which they entertain doubt as to legality or propriety.

10.

Interpretation

10.1

The SAO Chair may rule, after consultation with SAOs, in cases of doubt as to the
interpretation and application of any of the Financial rules. Consensus should apply in this
decision.

11.

Amendment of the Financial rules

11.1

The Financial rules may be amended by decision of the SAOs.
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ROLES AND RESPONSIBILITIES
of the Arctic Council Secretariat Director
The Director’s roles and responsibilities are subject to the Arctic Council Rules of Procedure; Terms
of Reference, Staff rules and Financial rules of the Arctic Council Secretariat; the biennial work plan
of the Secretariat; the IPS Procedural Guidelines; and the direction of the Chair of the Senior Arctic
Officials (SAO Chair).
The Director is the legal representative of the Secretariat in Norway and will perform the duties of the
Director in the Council’s interest and independently of any government or authority other than the
Arctic Council.
The Director reports to the Senior Arctic Officials (SAOs) through the SAO Chair.
Under the direction of the SAO Chair as authorized by the SAOs, the Director coordinates the work of
the Secretariat. The Director will be responsible for the overall management and administration of the
Secretariat and the performance of the tasks referred to in the Arctic Council Rules of Procedure,
Terms of Reference, Staff rules and Financial rules of the Arctic Council Secretariat, the biennial work
plan of the Secretariat; the IPS Guidelines as appropriate and such other tasks as directed by the SAO
Chair. In particular, the Director shall:











Lead and manage the work of the Secretariat, overall coordination of core and specialised
assignments of the Secretariat.
Manage the Secretariat’s human resources, including recruitment, dismissal, and professional
development.
Consult with the board of the Indigenous Peoples’ Secretariat (IPS) to provide overall
management and coordination of actions related to staff designated to the IPS and the
workplan and budget of the IPS.
Manage the Secretariat’s outreach and communication efforts as directed by the Strategic
communication plan and Communications guidelines.
Prepare and submit to SAOs a biennial budget, work plan and report on the activities of the
Secretariat.
Implement the biennial budget and work plan as decided by the Arctic Council.
Sign contracts for the employment of staff as directed by the SAO Chair and the procurement
of goods and services as required for the performance of the tasks assigned to the Secretariat.
Sign a Host Country Agreement with the Government of Norway, and any subsequent
amendments to that agreement as approved by SAOs.
Liaise with Arctic states and Permanent Participants; chairs of Arctic Council subsidiary
groups, including working groups, task forces and expert groups; and Arctic Council
observers.

