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By-law of the Latvian National Commission for the United Nations Educational, Scientific and Cultural Organization
Issued pursuant to 
Section 2, Paragraph three

of the Law On the Latvian National Commission

for the United Nations Educational, Scientific and Cultural Organization
I. General Provisions
1. The Latvian National Commission (hereinafter – Commission) of the United Nations Educational, Scientific and Cultural Organization (hereinafter – UNESCO) is a derived legal person governed by public law under the supervision of the Cabinet, which operates in accordance with the Law On the Latvian National Commission for the United Nations Educational, Scientific and Cultural Organization, this by-law and other regulatory enactments.
2. The decision-making body of the Commission is the Assembly led by the President. The administrative work of the Commission shall be led by the Secretary-General.
3. The Commission is a legal person, and it shall have a seal with full name and symbols of the Commission, as well as forms with the name and requisites of the Commission.
4. The Commission shall govern, use and act with the property belonging thereto in accordance with the procedures specified in regulatory enactments. The Commission, on the behalf thereof, may become the owner of property and non-property rights, to enter into contracts and to do business according to the objectives of the operation thereof in Latvia and abroad, it may be a defendant or plaintiff in the court.
II. Assembly
5. The composition of the Assembly shall be determined by the Law On the Latvian National Commission for the United Nations Educational, Scientific and Cultural Organization. The Assembly shall:
5.1. confirm and monitor the medium-term operational strategy of the Commission and the biennial priorities and annual work plan of the Commission and the implementation thereof;
5.2. approve and monitor the action plans of UNESCO programmes and the implementation thereof;
5.3. approve the annual report of the Commission;
5.4. decide on implementation of international regulatory documents of UNESCO, including provide statements, express opinions and bring forward proposals regarding joining international regulatory documents and performance of international obligations;
5.5. decide on the participation of Latvia in UNESCO intergovernmental institutions and approve the representatives of Latvia;
5.6. decide on the request for the State budget for the Commission and approve the annual draft budget of the Commission;
5.7. supervise the utilisation of the resources of the Commission;
5.8. establish and approve sectoral programme councils of the Commission;
5.9. select the Secretary-General in an open competition and hire him or her;
5.10. determine the remuneration of the Secretary-General;
5.11. perform the evaluation of the activities of the Secretary-General.
6. The Assembly may also take a decision on any other issue related to the operation of the Commission if it is requested by the interests of the Commission or taking a decision thereon exceeds the competence of the Secretary-General.
7. Ministers and heads of institutions during their absence, as well as if a minister or the head of an institution has finished fulfilling his or her duties before another person has been approved or appointed to the relevant office, shall be substituted by an executor of duties appointed in accordance with the procedures specified in regulatory enactments. A member of the Assembly who also fulfils duties of another member of the Assembly shall only have one vote.
8. Institutions shall delegate their representatives for work in the Assembly for a period of time not exceeding four years. An institution may delegate a person who substitutes a representative of the institution during his or her absence. If the representative of the institution is absent and does not participate in two consecutive meetings of the Assembly, the institution shall delegate another representative for work in the Assembly. After the end of the term of office of the relevant Assembly member the institution may repeatedly delegate this person.
9. Institutions have the right to withdraw their authorised member of the Assembly by submitting a decision of the relevant institution to the Commission and authorising another representative for work in the Assembly.
10. If an institution is being liquidated or discontinues operation thereof, the representative of the relevant institution shall lose the status of the member of the Assembly.
11. In accordance with the Law On Prevention of Conflict of Interest in Activities of Public Officials, members of the Assembly are public officials who, in accordance with the procedures specified by law, must submit a declaration of a public official to the State Revenue Service.
III. President and Vice-presidents of the Commission
12. The Minister for Culture shall be the President of the Commission. The Minister for Foreign Affairs and the Minister for Education and Science shall be the Vice-presidents of the Commission.
13. The President shall:
13.1. issue an order on convening meetings of the Assembly;
13.2. approve the agenda of the Assembly meetings;
13.3. chair the Assembly meetings;
13.4. issue orders related to the employment relationship of the Secretary-General;
13.5. represent the interests of the Commission and represent the Commission.
14. In the absence of the President his or her duties shall be fulfilled by one of Vice-presidents appointed by the President.
IV. Operational Procedures of the Assembly and Taking of Decisions
15. Meetings of the Assembly shall be convened as necessary, but at least twice a year. The President shall convene a meeting of the Assembly if it is requested by at least five members of the Assembly or the Secretary-General.
16. The meeting of the Assembly shall have a quorum if more than half of members of the Assembly participate therein.
17. The Assembly shall take decisions by a majority vote of the Assembly members present. In the event of a tied vote, the vote of the President shall prevail.
18. If a member of the Assembly is directly or indirectly interested in the decision, he or she has a duty to notify the Assembly thereof before voting. The interested member of the Assembly does not have the right to vote in taking of the relevant decision. A note regarding this shall be made in the minutes of the meeting.
19. If a meeting of the Assembly does not have a quorum, a repeated meeting shall be convened within two weeks.
20. The Secretary-General shall organise and technically ensure the work of the Assembly meetings.
21. The agenda of a meeting of the Assembly shall be prepared by the Secretary-General and approved by the President.
22. The Secretary-General shall send (in electronic and/or paper form) the agenda of a meeting of the Assembly and the documents related to the agenda to all members of the Assembly not later than five days before the meeting.
23. If necessary, specialists of the relevant field may be invited for taking a decision on an issue to be reviewed at a meeting of the Assembly. The invited specialists shall not have the right to vote in taking of decisions.
24. The meetings of the Assembly shall be open to the public.
25. Minutes shall be taken at the meetings of the Assembly. The agenda, participants of the meeting and persons who have expressed an opinion regarding the respective issue, as well as decisions taken and opinions of members of the Assembly shall be indicated in the minutes of the Assembly meeting.
26. The Secretary-General shall take minutes at meetings of the Assembly. The minutes shall be signed by the Chair of the relevant meeting and the Secretary-General.
27. The Secretary-General shall send the minutes of the Assembly meeting and copies of the decisions taken to all members of the Assembly within two weeks after the Assembly meeting.
28. In special cases when there is an urgent need to take a decision, the Assembly may take a decision in the form of a written procedure.
29. The written procedure for taking of decisions of the Commission shall be as follows:
29.1. the Secretary-General, after co-ordination with the President, shall prepare and send a draft decision and the documents necessary for taking of the decision to members of the Assembly in electronic form and/or by fax;
29.2. members of the Assembly shall, within three working days from the date when the draft decision and the documents necessary for taking of the decision were sent if a longer time period has not been specified, express objections or proposals on the draft decision, sending an official document to the Secretary-General in electronic form and/or by fax;
29.3. if, within the time period specified, objections or proposals on the draft decision have not been received, the decision shall be deemed adopted (default harmonisation);
29.4. if, within the time period specified, objections or proposals on the draft decision have been received, the Secretary-General shall, within three working days, aggregate objections and proposals, update the draft decision, where appropriate, and send the updated draft decision with explanations to members of the Assembly in electronic form and/or by fax;
29.5. members of the Assembly shall, within three working days from the date when the updated decision was sent if a longer time period has not been specified, express objections or proposals on the updated draft decision, sending them to the President and Secretary-General in electronic form and/or by fax. If, within the time period specified, objections or proposals on the updated draft decision have not been received or have been received from less than half of members of the Assembly, the decision shall be deemed adopted;
29.6. within two working days after taking of the decision it shall be signed by the President and Secretary-General. The Secretary General shall, within two working days, send a copy of the signed decision to members of the Assembly.
30. Decisions, which have not been approved, may be repeatedly reviewed at the Assembly.
V. Secretary-General
31. The Secretary-General shall be the administrative manager of the Commission. The Secretary-General shall:
31.1. manage the administrative work of the Commission;
31.2. hire and release from work employees of the Commission and determine the remuneration, competence and responsibility of the Commission employees, as well as enter into employment contracts with them;
31.3. without special authorisation represent the Commission within the scope specified by law;
31.4. act with the property and financial resources of the Commission;
31.5. co-ordinate the attraction of financial resources from international and national financial institutions, UNESCO programmes, EU projects and funds and bilateral co-operation partners and ensure the accounting records system;
31.6. enter into contracts and process transactions with natural persons and legal persons;
31.7. co-ordinate and manage the execution of decisions of the Assembly and action plans of the Commission;
31.8. create, maintain and develop co-operation networks with State and self-government institutions and non-governmental and private organisations, as well as individual experts;
31.9. co-operate with the Secretariat of the United Nations Educational, Scientific and Cultural Organization in Paris, UNESCO national commissions of other states, as well as the permanent representative office of the Republic of Latvia in UNESCO;
31.10. provide statements, express an opinion and bring forward proposals within the scope of his or her competence;
31.11. prepare reports, action plans for the implementation of programmes and other related documents of the Commission;
31.12. ensure the lawfulness and openness of the operation of the Commission;
31.13. notify the Assembly on execution of decisions and the utilisation of resources of the Commission;
31.14. prepare the Assembly meetings and record them in minutes;
31.15. execute the orders of the Assembly, President and Vice-president;
31.16. take administrative decisions and issue internal regulatory enactments, as well as perform other functions specified in regulatory enactments.
32. The Secretary-General of the Assembly shall be selected in an open competition and shall be hired for five years. The criteria for the selection and evaluation of candidates for the position shall be approved by the Assembly.
33. Not later than two months before the expiry of the term of office of the Secretary-General the Assembly shall take a decision on extension of the term of office thereof for five years or a justified decision on release from the office and shall announce an open competition for the office of the Secretary-General.
34. Employment contract with the Secretary-General shall be entered into by the President.
35. The Secretary-General is a public official who must submit a declaration of the public official to the State Revenue Service in accordance with the procedures specified by law.
36. During the absence of the Secretary-General his or her duties shall be fulfilled by an employee of the Commission authorised by the Secretary-General.
VI. Sectoral Programme Council
37. The Commission shall establish sectoral programme councils for the implementation of UNESCO programmes in issues related to education, science, culture, communications and information.
38. Experts of the relevant sectors shall operate in the composition of sectoral programme councils.
39. The tasks of sectoral programme councils shall be to bring together sectoral experts, advise the Commission, where appropriate, and make issues related to the operation of UNESCO more current.
40. The by-law of operation of sectoral programme councils shall be approved by the Assembly.
41. Work of sectoral programme councils organisationally shall be ensured by the Secretary-General.
VIII. Mechanism for Ensuring the Lawfulness of the Operation of the Commission
42. The Commission shall, at least once a year, as well as upon the request of the Cabinet, provide the Cabinet with a report on the fulfilment of the functions of the Commission and the utilisation of resources.
43. Upon the request of the Assembly, the Secretary-General shall provide the Assembly with information regarding any aspect of the operation of the Commission and the utilisation of the resources at the disposal thereof.
IX. Procedures for Adopting the By-law of the Commission and Amendments Thereto
44. The by-law of the Commission shall be approved by the Assembly.
45. Amendments to the by-law of the Commission may be examined upon a proposal of members of the Assembly or the Secretary-General.
46. Amendments to the by-law of the Commission shall be approved by the Assembly.
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