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PRELIMINARY

1. Short title and commencement
(1) These Instructions may be cited as the Public 8efolicy Instructions.

(2) These Instructions shall come into force on $hene date as the Public
Service Policy 2010.

2. Interpretation

In these Instructions, unless the context othervageires —

“Activity” meansa sub-set of a sub-program that covers servicevatgliof a
particular type;

“appointing authority” means the agency or person with the legal authadoi
appoint employees;

“basic salary” means the salary earned by the employee at theréiduendancy of
that employee was approved;

“casual employee”means a person who is employed for a non-contspeuiod
for a specific short-term event;

“Chief Executive Officer of the Commission” means the Chief Executive Officer
of the Office of the Public Service Commission apped under the Public Service
Act;

“Commissiori means the Public Service Commission establisimetuthe Public
Service Act 2002;

“Corporate Services” means the aggregation, generally a unit (divisiogection)
that is responsible for providing services such fiasnce, human resource
management, Information Technology (IT), procuretneadministration of
property and fleet. It must not be used to holdgaws! for other activities;

“employe€ means all persons employed in the Public Service;
“family” means a husband, wife and dependent children;

“Government Scholarship” means any scholarship awarded through the
Scholarship Committee, or scholarships awarded itusiies and were approved
by the Chief Executive Officer, e.g. WHO Scholapsthi

“lateral transfer” means moving from one post to another in the Bubdrvice
that is placed on the same salary scale;



“married employee” means an employee who is still married to his spat his
permanent station prior to the date of posting widow or widower providing full
time care for dependent children;

“Ministry ” means any ministry, department or office listedSchedule | of the
Public Service (Amendment) Act 2010;

“New scholar” means a person who held a Government Scholarship a
successfully completed the scholarship before beipgointed to the Public
Service for the first time;

“Pre-termination Leave” is the balance of annual leave due to the emplayee
the date of resignation or retirement;

“Redeployment” means moving of an employee from one post to andditner
within the same Ministry or from one Ministry toather) because of restructuring,
revision of activities or redundant post;

“Redundancy and Redeployment Management Planineansa formal plan that
must be developed by a Chief Executive Officer tanage the full process of
nominating redundant posts and implementing theomdo redeploy the staff
involved or manage their separation from the putsicice;

“Redundant Post” meansa post that is allocated to an Activity or functiirat is
evaluated as no longer required, and which willabelished and not filled [also
referred to as a post being made redundant];

“Retrenchment” meansthe process of terminating the employment of an
employee in a redundant post;

“Returning Scholar” means a serving employee who left the servicdudher
studies on Government Scholarship, excluding sgrveamployees who are
undertaking studies part-time in Tonga;

“Separation Package” meanghe collection of payments that is to be provided t
a person;

“Tribunal” means the Public Service Tribunal established eunthe Public
Service (Amendment) Act 2010.

3. Purpose

The purpose of these Instructions is to set ouptbeedures for implementing Public Service
policies stated in the Public Service Policy 2010.
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4. Application

(1) These Instructions apply to all permanent emplayeasy paid labourers, casual
employees and contract employees, of the Publiciéeas defined in the Public
Service Act 2002.

(2) Persons who are appointed to fill designatedtgp@n a contractual basis are
subject to these Instructions, except that, whiee ihdividual’'s contract is in
conflict with these Instructions, the terms of dwatract shall apply.

5. Copy of Policy and Policy Instructions to be provied
A copy of the Policy 2010 and Policy Instructiomsis be given by the Commission to every
Chief Executive Officérwho shall advise all employees in his Ministrytbéir existence,
ensure employees understand relevant Policies @stduttions and make it available for
them to read. All employees shall familiarize tisetwes with the relevant parts of these
Policies and Instructions.

6. Instructions

Instructions issued by the Commission shall beofe#ld unless specific approval from the
Commission has been obtained to vary the Instrstio

7. Varying Instructions

The Commission may vary Instructions in ways nobimsistent with the Act, Regulations or
Policies.

! List of Chief Executive Officers:
1. Auditor General
2 Chief Executive Officer of the Commission
3 Chief Secretary and Secretary to Cabinet
4. Commissioner of Revenue
5. Director of Agriculture and Forestry, Food and Eisas
6 Director of Education, Women'’s Affairs and Culture
7. Director of Environment and Climate Change
8. Director of Health
9. Director of Public Enterprises
10. Director of Tourism
11. Director of Training, Employment, Youth and Sports
12. Director of Works
13. Private Secretary to His Majesty
14. Secretary for Finance and National Planning
15. Secretary for Foreign Affairs and Defence
16. Secretary for Information and Communication
17. Secretary for Justice
18. Secretary for Lands, Survey & Natural Resources
19. Secretary for Labour, Commerce & Industries
20. Secretary for Transport
21. Solicitor General

11



INSTRUCTION I: STAFFING

1A. Introduction
1A.1 Objectives

The objectives of these Instructions are to:
(@) Provide guidance to the public service for iempénting the provisions
regarding recruitment in the Public Service PoREQ10, and relevant Cabinet
decisions regarding employment in the public servand

(b) establish uniform compliance by the public saas a whole, for consistency,
fairness and efficiency.

1A.2 Principles
These Instructions are made based on the follopiimgiples:

(&) A Ministry’s Salaries and Wages budget estinfiatehe full financial year is
the chief measure for monitoring and controlling ttost of labour or labour
expenditure within Government.

(b) There is a need for flexibility and accountdypilto determine and source
critical employees in accordance with a Ministrggproved programs, subject
to maintaining the aggregate Salaries and Wagegebdior the full year.

(c) There will be some flexibility to allow emplogexumbers to fluctuate to cope
with New Scholars, Returning Scholars and needsanbus programs, in the
sure knowledge that this will be off-set with emydle exits throughout the
year.

(d) The Ministry of Finance will, with the endorsent of the Cabinet's
Expenditure Review Committee, determine the apjatprpercentage of
Government’s total annual estimates that will Becalted for expenditure for
labour costs;

(e) The total allocation for labour costs by allnidtries in every financial year
shall not exceed the percentage determined untlesestiion (d);

(f) The total actual expenditure for labour costsabl Ministries in every financial
year shall not exceed the percentage determineer suth-section (d);

(g9) Each Ministry shall allocate a percentage sfallocated budget for labour
expenditure, and such percentage shall be withenpircentage determined
under sub-section (d);

(h) Each Ministry shall allocate a percentage «f #llocated budget for
operational expenditure;

(i) A Ministry may utilise any savings it makesoin its labour expenditure
allocation for operational expenditure and viceseer

() The number of, and expenditure for, public serte will be gradually

downsized in future; and

(k) Employment contracts shall be used in the pubdirvice to employ specialist
and professional employees, casual employees alydpad&d labourers. This
will be gradually adopted over the coming yearstls public service
transitions to more performance based systems.

1A.3 Categories of Employees

1A.3.1 Permanent employees
Permanent employees are appointed to permanerstfposked by the annual estimates.
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1A.3.2 Contract employees
(1) Contract Employees are appointed for a fixethton an individual contract.
(2) All appointments are made or processed byibr@mission.

1A.3.3 Daily Paid Labourers
Daily Paid Labourers or Casual Employees are tosee only for unskilled work.

1A.4 Reviewing, Modifying and Creating Posts

1A.4.1 Effective and Efficient Structures
Ministries are accountable to ensure the way werbrganized is appropriate to optimize the
effective and efficient operations of the Ministry.

1A.4.2 Procedures
The Commission shall issue procedures on how Miagstre to create or change posts.

1A.4.3 All posts to have a job description
All posts in Ministries shall have a description thie duties of the post and a person
specification in a form prescribed by the Commissio

1A.4.4 Job description to be reviewed
Each Ministry shall ensure that job descriptionallshe reviewed and updated at not more
than three (3) years intervals, and in line with @ommission’s direction.

1A.4.5Re-designation of posts
The Chief Executive Officer may re-designate titéposts to ensure relevance of the role to
the Ministry, subject to the current Classificatiai Posts and the approval of the
Commission.

1A.5 Job Classification and Grade

1A.5.1 Classification, Grade and Remuneration Level
To ensure a fair and equitable remuneration systieen Commission shall determine
classification, grade and remuneration of all posts

1A.5.2 Determining Grade and Remuneration
The Commission shall utilize an appropriate sysaégplicable to all posts to determine grade
and remuneration.

1A.5.3 Post Classifications
All posts shall be classified as shown in the Glasgion of Posts, unless otherwise
approved by the Commission.

1B. Appointments and Recruitment
1B.1 New Appointments and Recruitment Process

1B.1.1 New Employees
No new employee shall be recruited by a Ministnjleas the recruitment is due to:
(a) recruitment of new scholars;
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(b) Government restructuring, involving any changesle to the structure of
a ministry, including the splitting or amalgamatiofna ministry;
(c) obligations on a ministry to contribute to ad donor project particular
employees, including professional or administradugployees; or
(d) recruitment of administrative or clerical emydes due to:
(i) the necessary skills for administrative or iat activity not being
available within the public service;
(ii) redeployment from another Ministry;
(i) recruitment which is required by the Ministrgf Health or
Ministry of Education; or
(iv) recruitment being of an emergency nature ia @pinion of the
Commission.

1B.1.2 Merit Principle
All appointments and promotions shall be basechemterit principle.

1B.1.2.1 Definition and application

(1) Merit refers to the relative suitability of angon to perform the tasks
and duties attached to a specific post.

(2) For different posts, the relative importancelte necessary qualities
varies, but an employee's balance of technicalpaoféssional skills,
work experience, academic qualifications, perstyydkadership and
administrative abilities shall determine his congpety and
suitability.

(3) In broad terms, it implies that the most suggterson is selected for
appointment.

(4) When there are two (2) or more persons withaeguerit then the
most senior person takes priority.

1B.1.3 Recruitment Process

(1) Prior to advertising a vacant position, theuéag Ministry shall:

0] obtain written confirmation from the Secretdoy Finance that

funding is available;

(i) submit the job description(s) of the vacamspion(s) to the

Chief Executive Officer of the Commission for ergEment.

(2) All vacancies shall be advertised within thélmservice unless approved
by the Commission to be advertised outside of th#ip service.

(3) All posts are to be advertised in a way toaattthe maximum suitable
applicants unless specific approval is obtainethftbe Commission.

(4) All vacancies shall be advertised for a minimointwo (2) weeks.

(5) () All interview panel members shale approved by the Chief

Executive Officer of the Commission prior to theerview;

(i) Any panel member shall declare conflict oftarest (real or
apparent) to the Chief Executive Officer of the @uission prior
to appointment.

(6) The Commission shall ensure that as far asilgessanel members shall
have had training on interviewing and selectiorcarididates to the public
service;

(7) The Interview Panel shall comprise of threen@mbers: one (1) from the
Office of the Commission, one (1) from the recngtMinistry and one (1)

14



from another Ministry who possesses similar skilisialifications or

experience with those of the advertised positiath subject to sub-section

(5)(i) above. For technical positions where nogbanember from another

Ministry possesses the skills required for the fomsj a technical expert

may be engaged from outside of the Public Serggbject to sub-section

(5)(i) above.

(8) Shortlisting Applicants
(&) Where more than one (1) applicant meets thenmim requirements,

the Interview Panel shall shortlist the candidates.

(b) The Interview Panel shall ensure that all disted applicants meet the
minimum requirements of the advertised position.

(c) Where the Interview Panel shortlists more tfiga (5) applicants,
only the top five (5) applicants shall be furthessessed by the
Interview Panel.

(d) Where it is difficult to determine the top fiv®) applicants the
Interview Panel may decide to interview the appaipr number of
applicants.

(9) The Interview Panel shall use the recruitmadm@cklist and form provided
by the Office of the Commission for interviews.

(10) All panel members must participate in obtagnireferee reports for
shortlisted applicants. It is at the discretiontbé panel members on
whether this reference check can be delegated.

(11) The Human Resource Officer for the Ministrytascompile a report on
the results of the Interview and circulate for ensément of the relevant
Interview Panel prior to submission to the ChiefeEixtive Officer
concerned and the Commission for approval.

(12) If the relevant Chief Executive Officer doe®tnagree with the
recommendation of the panel then he shall giveoreas writing for not
agreeing, and discuss with the panel those reasarser to agree on the
candidate to be recommended.

(13) Staffing for the Office of the Minister

a) Once a Minister assumes duty, he may, with the exanef the
Commission, appoint on contract a VIP Driver renrated at
Level 14 and a Personal Assistant remunerated uevel 9, for
the duration of his term in office.

b) Persons appointed under paragraph (a) shall benenated from
the Ministry’s budget.

1B.1.4 Offer of appointment letter
The appointing authority shall arrange for an ofiérappointment letter to be sent to the
successful candidate.

1B.1.5 Content of appointment letters
The Commission shall specify the minimum conterdointment letters.

1B.1.6 Appointee to sign
The appointing authority shall ensure that all apig@s acknowledge in writing that they
have received and understood the appointment ¢onslit

15



1B.1.7 Prerequisite before Employment
Before being formally employed, all new employeésilisbe required to provide to the
Commission the following at their own cost —
(1) a medical examination;
(2) a current police record from the country he wasresident for a period of
one (1) year or more.

1B.1.8 Establish personal file
The appointing authority shall establish a persditalfor each category of new employees,
whether permanent or contract, for the inclusiod egtention of all matters relating to that
employee.

1B.1.9 Advising the Commission of assumption of dyt
The Chief Executive Officer shall ensure the Consmis and Ministry of Finance are
advised of all new employees’ date of assumptiodudf, within five (5) working days of
date of assumption of duty.

1B.1.10 Official Secrets Act
(1) All employees to the Public Service are requiredate the oath set forth in
the Schedule to the Official Secrets Act, withiredfh) month of appointment.
(2) It is the responsibility of Chief Executive Offieerto ensure that all its
employees have taken their oaths.

1B.1.11 Appointments to be gazetted
Once it is known that an employee has assumed akity permanent employee, the Chief
Executive Officer of the Commission shall arrangethis information to be published in the
Tonga Government Gazette.

1B.1.12 Date of Appointment

(1) An employee’s date of appointment as a permagraployee shall be the date
of his first assumption of duty in a permanent post

(2) In the case of a daily paid labourer appointeda permanent post, the
effective date shall be the date of the assumptioduty in the permanent
post.

(3) The Commission must approve the appointment béfme&mployee assumes
duty in the permanent post.

1B.1.13 Induction
(1) Chief Executive Officers shall ensure all employaasgergo an induction to
facilitate their productive adaptation to the paldervice and a written record
shall be maintained of the induction.
(2) The Office of the Commission shall conduct an irgluc programme on a
guarterly basis for all new employees pertainingegulations and policies
governing employment in the Tonga Public Service.
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1B.2 Promotion

(2) Principles of Promotion:

The considerations governing all promotions shallkhe advancement of the
efficiency of the public service, and this can ohly secured by determining
promotions on grounds of merit and suitability.

(2) Any attempt by individuals to secure promotimnthe exercise of influence
shall result in disqualification.

(3) All promotion shall be with the approval of the Cmission.

(4) An employee who has been recently promoted shakliggble for another
promotion after completing one (1) year at the posiwhich he was last
promoted.

(5) Appeals procedure:

Any employee has the right to appeal to the Tribwagainst a promotion
decision in which he may be involved or which aféea post to which he
could have been promoted. Such appeals shalldgedbwithin fourteen (14)
days after the person making the application ha served with written
notice of the Commission’s decision, through ther&griat to the Tribunal.
The Tribunal’s decision on such appeals shall i fi

(6) Effective Date of Promotion:

All promotions are to be effective from the datePoiblic Service Commission
Decision except where:

() in the annual promotion of staff in the teaghiprofession of the
Ministry of Education, the effective date shall the first day of the
new academic year to which it relates.

(7) Staff Boards:

Where the staff numbers in any professional, sfistiar technical grade
within a Ministry are so large that it is impraeidor anyone to be familiar
with the qualities of every member of that grades tnstitution of a staff
board appointed by the Chief Executive Officer as@mmending body shall
be required. A Staff Board shall normally inclutie Chief Executive Officer
of the Commission or his representative.

1B.3 Seniority
Seniority is based on:
(a) date of first appointment to a post; or
(b) date of promotion to a more senior post or rank

1B.4 Lateral transfer
An employee may be laterally transferred to anofost provided he meets the requirements
for that post.

1B.5 Re-employment

1B.5.1 Employees who previously resigned
Employees who resigned may be re-employed if thegtrthe requirements for appointment.

1B.5.2 Employees who were previously dismissed
The following rule applies to employees who werevipusly dismissed:
(a) no employee previously dismissed may be reiapgd, even on a temporary
basis, without the prior approval of the Commission
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1B.5.3 Applicants who have been compulsorily retirg through ill-health
Any employee who has been compulsorily retired oougds of ill-health shall not be re-
employed without a medical report from the DireabHealth.

1B.5.4 Re-employment of Employees who have Retiredt Pension
Where Government considered it necessary to reamplan established post an employee
who has already retired on pension, such employak Ise entitled to all the privileges and
benefits of such post.

1B.6 Provisional Employment Contracts

(@ Any employee who is recruited or promoted shallemployed under a twelve
(12) month employment contract.

(b) All returning scholars who are recruited angapted shall be:

(i) appointed on contract, if joining the publiaaee for the first time; or
(i) promoted to an established post, if alreadylkmyed in the public service.

(c) Any employee recruited to undertake a part timekvamtivity that is continuous
for more than twelve (12) months shall be employedier an employment
contract.

(d) Any employee who entered into a provisional empleghtontract before 1 July
2010 may elect to either continue to be employettuan employment contract,
on no lesser terms or conditions which they enjoyeder the provisional
employment contracts, or be employed on a permaestt

(e) Employment contracts may be renewed at the discretf the Chief Executive
Officer, and a copy be forwarded to the Office loé tCommission for record
purposes.

1B.7 Private Practice

Employees shall obtain the approval of their Cldgécutive Officer and Cabinet to have a
private practice.

1C. Probation

1C.1 Period of Probation
The period of probation for all employees includidgief Executive Officers shall be six (6)
months.

1C.2 Performance assessed

(1) Employees’ performance, acceptance and disehafgresponsibility shall be

assessed during and at the end of their probatigrearod.

(2) An interim report shall be completed by the Idiry after three (3) months and
the Ministry shall determine whether performancadseptable to continue for the
full period. If unsatisfactory performance is reed, probation should cease and
employment be terminated in accordance with thecypies of natural justice.
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1C.3 Confirmation of Appointment
(1) At the end of the probationary period and providedt the performance is
assessed to be satisfactory, the employee’s appemtshall be confirmed by
the Chief Executive Officer.
(2) Probationary period may be extended only once, saiuth extension shall not
exceed three (3) months.

1C.4 Not confirmed
Employees with unsatisfactory performance shall motconfirmed and their appointment

shall be terminated, in accordance with the priesipf natural justice.

1C.5 Termination during probation

An employee may be terminated at any time duriegpttobationary period by the appointing
authority for failure to comply with any applicabdet, regulation, instruction, procedure or
lawful direction after following due process in aogtance with the Public Service
(Disciplinary Procedures) Regulations 2003 as aménd

1C.6 Period of notice for Termination
Termination shall require the giving of one (1) rttonotice or pay in lieu of notice to the
employee.

1C.7 Right to terminate
Nothing in this instruction shall diminish the Comssion’s right to terminate an employee.

1C.8 Acting Appointment and Applications for otherposts

An employee on probation shall not be eligible doting appointment or to apply for other
posts until they have completed their probationaegiod and have been confirmed to their
current post.

1D. Acting Appointment

1D.1 Acting Appointments
(1) Acting appointment occurs when an employeeesighated to carry out the full
range of duties of another employee in a highedegyia the Public Service who is
€)) absent on vacation leave, special leave, stedye, sick leave,
secondment or maternity leave;

(b) absent on internal (in-service) or externailning courses (other than
accredited scholarship courses overseas which @maltly followed
by re-posting), at conferences, meetings or foe#milar purposes;
or

(c) promoted, resigned, retired or dismissed.

(2) An employee on acting appointment shall take altdrms and conditions of the
higher grade.

(3) When an employee is appointed to act in a highst, that employee is expected
to also perform the duties of his substantive pobhe only exception is cases
where, on acting appointment, he is required toartovanother locality, in which
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case another employee may be appointed to actsirsubstantive post. Such
acting appointment requires approval by the Comniss
(4) Acting appointment requires the approval of @eef Executive Officer.

INSTRUCTION II: WORKING CONDITIONS AND
ENTITLEMENTS

2A. Hours of Work and Attendance

2A.1 General
This instruction applies to all employees except:
(a) school teachers whose attendance is stiputgtétge Ministry of Education, Women'’s
Affairs and Culture; or
(b) sea-going crews of fishing and research vess#is are remunerated on a salary plus
bonus system and are not subject to conditionedstampaid overtime.

2A.2 Attendance
(1) Attendance records shall record the namel@&maployees, the time of arrival at work
and the time the employee left work.
(2) Where employees are absent from their normaalepof work this shall be recorded by
the supervisor (e.g. annual leave, sick leaveh@énAttendance Record.

2A.3 Record of Attendance
(1) All employees are required to record theiemdtance when reporting for duty.
(2) Where an attendance book is not in use, alingtar means shall be used.
(3) Attendance records shall be kept by the Mini&ir inspection.
(4) Weekly attendance records are to be prepanedlif employees and reviewed by the
supervisor and Chief Executive Officer.

2A.4 Hours of Work

(1) The condition and minimum hours of attendafmeemployees are 40 hours per
week, Monday to Friday. The normal working dayrenf 8.30am to 4.30pm with a
meal break of one (1) hour.

(2) During the Week of Prayer observed in Janeach year, the working day shall end
at 4.00p.m.

(3) Where employees are employed on a rostet, @hifnder other special arrangements,
working hours shall be an average of 40 hours @akw

(4) The five-day week is the standard arrangerttentughout the Public Service, though
Ministries have the right to call on employeesrat aime.

(5) Under certain circumstances an employee magilbeied, by contract or otherwise,
to work flexi-hours which may be up to 40 hours pexek, with Chief Executive
Officer's and Commission’s prior written approval.

2A.5 Employee’s Responsibility

An employee is required to understand and complly working hours instructions wherever
they work.
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2A.6 Supervisor's Responsibility
Each supervisor shall ensure that all employeespbowith attendance instructions and shall
provide counselling for, or discipline, those wmrbt.

2A.7 Overtime

2A.7.1 General
(1) Employees may be required to work additionalrecsubject to the needs of
the Ministry.
(2) Overtime is payable to employees who worke@xness of the conditioned
hours (40 hours per week).
(3) Conditioned hours are expressed as gross ¢{imgumeal breaks) for all
employees.
(4) Payment of overtime shall be subject to Chieédutive Officer approval and
evidence of instituted overtime management controls
(5) Overtime rate shall be paid as follows —
(@) time and a half (1.5 hours pay) per one (1yrhworked during
overtime on weekdays; and
(b) double time (2 hours pay) per one (1) hour wdrkvertime on public
holidays and weekends.
(6) This instruction does not apply to Teachersth@d Ministry of Education
unless specifically mentioned.

2A.7.2 Authorization and Supervision of Overtime
(1) All overtime work shall receive written appedvof the Chief Executive
Officer prior to the actual overtime work commerggin
(2) The approval shall nominate a supervisor tgsuem that overtime work
claimed is in order.
(3) Proper time sheet record shall be used irrgherding of overtime, and time
limits of overtime shall be specifically stated.

2A.7.3 Eligibility for overtime
Overtime is payable only to employees whose badarygis less than the salary of the Chief
Executive Officer.

2A.7.4 Time Off in Lieu of Overtime Payment
(1) Employees may choose to take time off in lieu afrtine with the consent of
the Chief Executive Officer.
(2) Time off in lieu constitutes as working days.

2A.7.5 Accumulation of Overtime
Overtime payments may be allowed to accumulateaf@eriod of no more than one (1)
month.

2A.7.6 Essential Overtime on Saturdays
Where the functions of a Ministry do not requirdusday working, but the volume of work
is such that it cannot be performed in conditiohedrs on the other five (5) days, Saturday
working may be allowed but as a last resort.
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2B. Leave

2B.1 Leave Entitlements as from 1 January 2010
All employees appointed to a post on the permaestaiblishment of the Public Service shall
be eligible for the following (where applicable):

Leave Type WD Comments on policy changes
Annual Leave 20 Policy not to allow accumulation
Sick Leave 15 For non hospitalisation
(out patient)
Sick Leave (in 30 New Policy for hospitalisation only (not expett® be
patient) high usage)

Maternity Leave | 3 monthsPolicy focuses on duration for health of workingthey
(calendar | and child

days)
Paternity Leave 5 Policy recognises role of botithrar and father at birth
of child
Leave  Without 20 This is different to ‘study leave’ which will ntnue to
Pay be reviewed

2B.2 Authority for Leave
(1) Grant of leave to employees is vested in thiefExecutive Officer.
(2) Grant of leave for Chief Executive Officers/essted in the Minister.

2B.3 Recall from Leave
Q) An employee may be recalled from annual leaye¢hle same authority who
granted the leave.
(2) The outstanding annual leave of an employee wdm® recalled shall be taken
as soon as the circumstances of the Ministry permit

2B.4 Form for Application
All applications for leave shall be in the form gcebed by the CommissionAfnex 1]

2B.5 Taking leave not of Right
An employee shall take leave at a time and for ratthn that shall not adversely affect the
efficient and effective operation of the ministiy@pproved by the Chief Executive Officer.

2B.6 Salary may be paid in lieu of leave
(1) No employee shall be entitled to receive saliasyead of leave due, except when —

(&) an employee who is entitled to leave immedigbeeceding resignation or
retirement may receive his salary for such peribttave in one lump sum
in lieu of such leave;

(b) an employee who is at Level 5 or above haspteted three (3) years of
service at that level is considered by his Ministexd approved by the
Commission that because of the exigencies of thaceemay receive a cash
payment equivalent to his salary for up to 20 wagkdays, subject to the
Ministry’s budget.

(c) an employee who is stationed at Niuatoputapiiaoafo’'ou, subject to the
approval of the Chief Executive Officer and the Qaission.
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(2) The cash payment paid under paragraph (1)s{3!l not exceed 10% of the total
amount in the appropriate program of that Minigrmxhnual Estimates.

2B.7 Leave to be in working days
Leave shall be expressed in working days with #eetion of maternity leave.

2B.8 Leave Credits
Leave credits for sick leave, casual leave and mmiaye leave shall be awarded on
commencement of duty.

2B.9 Leave Management
The Chief Executive Officer has the discretion to:
a) Approve for an employee to take annual leaviiwihe 12 months calendar year,;
b) Approve for the old leave approval to ceaséhatand of December 2009 to carry
forward to 30 June 2011, and the new leave poéikgs effect from January 2010;
c) Chief Executive Officer must ensure that all égpes utilize their full year’s
annual leave by end of December annually.

2B.10 Leave Entitlement and Calculation
As of 4 January 2010, an employee shall be entited

a) Twenty (20) working days annual leave whichasaccrued from year to year;

b) Employees appointed during the year will recdive pro rata leave entitlement
from the month they assumed duty until end of Ddmenncalculated as one annual
leave day for every 12 working days worked;

c) Employees who exit the service before completib@2 months shall be deducted
the pro rata leave entitlement for the months ebtworked.

2B.11 Non-reckonable Periods
The following periods shall not be reckonable fave purposes —
(a) unauthorized absences;
(b) attendance on any overseas course or confenereseess of one month;
(c) duration of any leave in excess of one month;
(d) periods of leave without pay.

2B.12 Leave without pay
(1) All accumulated leave shall be utilized priortéking leave without pay.
(2) No accumulation of paid leave occurs duriray&ewithout pay.
(3) Under special circumstances the Commission mayoappadditional leave
without pay.

2B.13 Absence without Permission
(1) An employee who is absent without the propetharisation shall be liable for
disciplinary action.
(2) No salary shall be payable for the period miginivhich an employee is absent without
permission.
(3) After five (5) working days from the date the@oyee was due to resume duty, the
Chief Executive Officer may recommend dismissahatt employee.
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2B.14 The Commission to be informed

Chief Executive Officers shall inform the Commissicof all details relevant to leave
allowances for recording purposes and shall main@arecord in the personal file of each
employee.

2B.15 Leave for Chief Executive Officers

Leave Duration

Vacation (Annual) 20 working days per annum whichuld be
accumulated up to a period of 40 working
days.

Casual Leave 5 working days per annum and to benfak
one day at a time.

Sick Leave 10 working days per annum. Under

exceptional circumstances the Commissgion
may grant additional paid sick leave upon
receipt of a written application supported |by
written  advice/recommendation of the
Director of Health.

Maternity 30 working days.

2B.16 Annual Leave
(1) School teachers and lecturers (with the exoepif those listed in (a) — (f) below)
are entitled to school holidays. The exceptionsp \ate treated for leave purposes
as other employees in the public service, are lasife —
(@) at Tonga Institute of Education: all futhe teachers;
(b) at Tonga College: The Principal and DepRitincipal; the Woodwork,
Metalwork and Agricultural Instructors; Farm ManagAssistant Farm
Manager and the Senior Tutor;
(c) at Tonga High School: The Principal, DeputinBipal, Senior Tutor and
Senior Mistress, Counsellor
(d)  other Government High Schools: Principal, @gpPrincipal, Senior
Mistress, Senior Tutor;
(e) Tonga Institute of Higher Education: all ime teachers;
(H  Community Development and Training Cenakfull time teachers.

2B.17 Daily Paid Labour
Employees engaged as “daily paid labourers” araunemated on a day-to-day basis and as
such are not entitled to any leave benefits.

2B.18 Sick Leave

2B.18.1 General
Sick leave with pay is a concessionary allowandaclvmust not be carried forward from
any one calendar year to any subsequent year.

2B.18.2 Sick Leave while on Leave
(1) Sick leave during any leave period taken shall mduded in the leave
period unless if the officer is hospitalised at e¥hcase the approval of the
Chief Executive Officer and the Commission shalréguired.
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(2) Sick leave shall not be granted immediately be@rafter any leave, unless
approved by the Chief Executive Officer and the Guossion.

(3) No salary shall be payable for the period of se&ve that occurs while an
officer is on leave without pay or immediately aftee completion of his

period of leave without pay.

2B.18.3 Authorization of Sick Leave
(1) The authorization of all paid sick leave is vesiadthe Chief Executive

Officer who shall be guided by the medical ceréfee submitted by an

employee.
(2) The medical certificate shall be from the countrg employee was in at the

time.
(3) Chief Executive Officers shall ensure all noadlicertificates and medical
reports are retained on personal files unless tdide®therwise by the

Commission.

2B.18.4 Injury in the Course of Duty
If an employee who sustains injury in the coursedofy without his own default and in
circumstances specifically attributable to the matf his duty, he may be granted sick leave
on full pay until such time as he is able to resumoéy on the recommendation of the

Director of Health and the approval of the Comnaissi

2B.18.5 Medical Certificate
(1) (a) If the employee is ill in Tonga, illnessaessitating the grant of paid sick

leave shall be duly certified by a Medical Officegistered under the
Medical and Dental Practice Act 2001 within 48 ®of the employee
first absenting himself from duty.

(b) The Chief Executive Officer may identify a rsigred Medical
Doctor/Officer in Tonga to issue or verify sick Vea certificates of
employees within his Ministry.

(2) If the employee is ill in another country, #s necessitating the grant of paid
sick leave shall be duly certified by a Medical Dwcfrom the country in
which the employee is in, within 72 hours of thepémgee first absenting
himself from duty.

(3) Any employee who fails to do so may be conmgdeas absent without
authority, unless he is on field duty or on anndlavhere it is not possible to
obtain a medical certificate, and provided that @eef Executive Officer is

satisfied that the illness is genuine.

2B.18.6 Confidentiality
All medical certificates and medical reports shhé regarded as strictly confidential

documents.

2B.18.7 Medical Referral Overseas
(1) Employees who are ill and could not be tredtszhlly may be referred

overseas for medical treatment.
(2) In all cases requesting medical referral,Dimector of Health shall submit a

full medical report on the employee concerned togiewith appropriate
recommendation to the Minister of Health for a fidecision.
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(3) In such cases Government shall meet the ocbste following —
(@) return airfare to New Zealand for the employee
(b) medical investigations, treatment and hosgaébn;
(c) return airfare of one relative to accomparg/émployee.

2B.18.8 Sick While Abroad
Any employee who is selected to go on an in-sertrei@ing course abroad shall qualify for
the full sick leave benefits on the production atisfactory medical evidence from the
country he is in, that the employee is sick andtdof work.

2B.18.9 Medical Emergencies whilst on Official Dués Abroad
(1) Employees may be eligible for the cost of egeacy medical treatment and
other allowances while abroad on official duties.
(2) The Director of Health shall make such recomdations on each case as
appropriate to the Commission and the Public Ser@iemmission decision
shall be final.

2B.19 Maternity Leave
(1) An employee who is about to give birth shad granted three (3) months
(calendar days) maternity leave.
(2) An application for a maternity leave shalldupported by a medical certificate.
(3) Where further absence is required and on mtomlu of a medical certificate the
employee may be granted leave without pay.
(4) Once an employee resumes duty, the maternity lisadeemed to be completed.

2B.20 Paternity Leave
The spouse of the mother of a newly born baby dtelentitled to five (5) working days

paternity leave which must be taken consecutiveipediately after birth.

2B.21 Casual Leave

(1) Chief Executive Officers have discretion to graasual leave, half day or one day
at a time, to any employee who may require leavealifence for unforeseen
circumstances.

(2) Casual leave shall not be utilised consecutively.

(3) Casual leave shall not be recorded againseétimgoyee’s normal leave entitlement
unless a maximum of seven (7) working days is edegén any calendar year.

(4) Casual leave is not to be utilised immediapelgr/after special leave.

2B.22 Special Leave with and without Pay

2B.22.1 Sporting Tours Leave

(1) Employees who are selected to be a managerffiociats of overseas
national sporting tours may be granted special deak absence for a
duration not exceeding ten (10) working days argu&uch period shall
not be deducted from annual leave entitlement.

(2) Employees who are selected to be a team membevesseas national
sporting tours may be granted special leave ofradeséor the duration of
the tour. Such period shall not be deducted frarmual leave entitlement.

(3) An employee to which paragraph (1) or (2) gpgiall be approved by the
Tonga Sports Association (TASA) or the relevantareat! sporting body.

(4) Sporting Tour Leave requires the approvahef€Commission.
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2B.22.2 Spouse Leave on Posting to Outlying Islands Overseas
(1) Where the spouse of an employee is posted to alyirgutisland or
overseas by Government, that employee may be graspecial leave
without pay to accompany the spouse in the pogpiroyided that any
earned leave due is taken at the same time.
(2) Spouse leave requires the approval of the empley€dkiief Executive
Officer and also the Commission.

2B.22.3 Special Leave on Compassionate or Perso@bunds
Special leave without pay on compassionate growndsy other personal reasons may be
granted with the approval of the Chief Executivéi€@r and the Commission.

2B.23 Study Leave
2B.23.1 Study Leave with Pay

(1) Only recipients of Government Scholarships shaknee salary as follows:

@) 1% year — fifty (50) percent of salary

(b) 2" year — twenty five (25) percent of salary

(c) After second year of study no salary portion oisakhall be
paid.

(2) If the employee chooses to utilise his vacatiorvdem the first year of
study, the benefits under paragraph (1) commendtleeaend of the leave
taken.

(3) If the employee resumes duty on full pay whilststudy leave for a period
not exceeding two months, this period shall notdresidered a break in the
duration of his study leave for the purposes oageaph (1).

(4) For serving employees studying while at post, tspent attending classes
during working hours should be compensated by wgrlafter-hours as
approved by the Chief Executive Officer.

2B.23.2 Study Leave without Pay
Where a course of study does not qualify for aystadve with pay, study leave without pay
may be granted at Chief Executive Officer discmetibhe following rules apply —

(a) the employing Ministry shall release the ergpky and without undue
difficulty, find a replacement in his absence antpky him on return;

(b) employees shall serve for at least 2 yaammni established capacity before
they may be granted study leave without pay;

(c) the course shall be of recognized acadetar@g;

(d) study leave without pay shall not be allowedwmare than one occasion;

(e) the maximum leave for any one period of stigdywe shall be 2 years, but
this may be extended subject to the academic pedioce of the employee
and the recommendation from the Chief Executivecexf

(H an employee whose study or conduct while ondytleave proves
unsatisfactory may have these privileges withdrawd be asked to return
or resign from the Public Service;

(g) any accumulated annual leave shall be takst fi

2B.24 Public Holidays
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Q) The Public Holidays are those prescribed utidePublic Holidays Act (Cap.
51).

(2) An employee who is required to be on duty oRublic Holiday shall be
granted time off in lieu, equal to the hours workedthat holiday.

2B.25 Christmas Vacation

(1) The Christmas vacation shall be the period preedriiy Cabinet.

(2) Where an employee cannot be granted the whole dr gfathe Christmas
vacation, he may be granted at the discretion ®fGhief Executive Officer, an
equivalent period of leave at a later date, pravitigat no such leave shall be
taken after the thirtieth day of the following June

2C. Dally Paid Labour and Casual Employees

2C.1 Daily paid labourers and casual employees

(1) No employee shall be employed by a Chief Exeeudfficer on a daily paid or
casual basis for a specified term unless:

(@) the Commission agrees that such recruitmenf i@ casual nature
and for the purposes of achieving the core roldh@ministry; and
(b) the Ministry of Finance confirms that:
(1) there is sufficient funds for wages; and
(i) the recruitment will not affect the percentage total
labour expenditure determined under paragraph
1A.2(d).

(2) A new daily paid or casual employee recruitdteral July 2010 shall be
employed on contract for a period not exceeding fmonths, or on a total
accumulated contract period not exceeding severthmam any financial year.

(3) Subject to sub-section (1), a daily paid oruehsemployee shall be deemed an
employee with effect from the date of approvali@ Minister responsible for the
Ministry.

(4) All existing employees who are employed in fhelic service as daily paid
labourers before the date these Instructions carteeforce, shall be employed
under contract in the form set outSghedule | with:

(i) the same and terms and conditions offereddaily paid labourer;
(i) a specified time period not exceeding 2 yearg]

(iif) any other term or condition which the Chietétutive Officer deems
as necessary and expedient for achieving the ooles rof the
ministry.

2C.2 Replacement of daily paid labourers and casuamployees

(1) The Chief Executive Officer shall be entitlea dppoint a replacement of any
daily paid or casual employee who ceases to behamkd or casual employee
before the expiry of the daily paid or casual ergpiis employment contract.
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(2) The Chief Executive Officer shall not be regdito comply with the appointment
requirements under section 2C.1 when appointingg@acement under sub-
section (1).

(3) The Chief Executive Officer shall be entitlenl dppoint any person whom he
deems fit and qualified to perform the role of alydpaid or casual employee,
provided that:

(a) the Chief Executive Officer shall advise thefic of the
Commission and the Ministry of Finance of the ralgvinformation
of the replacement daily paid or casual employee;

(b) such replacement shall only be employed for rdreainder of the
term of appointment of the daily paid or casual Eyge who has
ceased to be a public servant; and

(c) the Chief Executive Officer and the replacenaity paid or casual
employee shall sign a new daily paid or casual eyga contract for
the remainder of the term of appointment.

2C.3 Entitlements of daily paid labourers
() A daily paid labourer will be entitled only to theages they are paid as
specified by the Chief Executive Officer.
(b) Daily paid labourers are not entitled to overseagel and acting appointment.

2D. Transfers

2D.1 Filling posts by lateral transfer
Posts filled through lateral transfer must be atised and filled through the normal
recruitment procedures.

2D.2 Permanent transfers
A permanent transfer is a posting within a Minidtyya new station in a substantive capacity
(not in an acting or temporary capacity).

2D.3 Settling-in allowance on permanent transfer

(1) A settling-in allowance shall be payable when employee is permanently
transferred to the island where the post is located

(2) The settling-in allowance shall be payableadsmp sum within 14 days of
departure to where the post is located.

3) A settling-in allowance is payable at the rd&termined by the Commission
and approved by Cabinet.

4) Payment of settling-in allowance is the resoility of the receiving
Ministry.

2D.4 Secondment
(1) Employees in the Public Service may be secondetht@rganisation within
Tonga, regional or international, for a period ofmaximum of 1 year
supported by the Chief Executive Officamnd approved by the Commission as
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(2)
)
(4)

(5)
(6)
(7)

(8)

(9)

(10)

relevant to the government’s interest as distinoif those initiated by the
employees.
Host Employer is required to provide a copy of dnaft contract outlining the
purpose, location and duration of the secondment.
All secondments require the endorsement ofCGheef Executive Officer and
the Minister and the approval of the Commission.
The effective date of the secondment shoulthbedate of commencement of
the contract. Annual leave entitlements must bendicst and the balance of
the duration shall be without pay.
The secondee’s Civil Servant Terms and Conultis temporarily put on hold
and is only bound by the secondment’s terms anditons.
The Ministry may fill the employee’s post followintpe effective date of
secondment.
When the secondee returns to the Public Service whk have to take the
appropriate post offered, at no less terms andittond than he had prior to
commencing his secondment.
The employee should notify the Ministry and tiemmission if contract is
terminated early and they should agree on a datthéosecondee to resume
duty no later than the date originally approveddiod of secondment.

(i) The three parties may agree for the officebéoseconded to another

organisation during the original period of secondme

The employee is required to work in Governmiemta duration of two (2)
years after the completion of the secondment (lsmdhat government can
benefit from experience gained).
If the employee fails to satisfy the requirenstipulated in (9) above, or to
pay the shortfall to the Government, his request rissignation will be
processed as a dismissal.

2E. Redeployment

2E.1 Redeployment

A redeployment from one Ministry to another Minysshall be:
(1) Agreed to by the Chief Executive Officers concetnedn a temporary basis;
(2) Also approved by the Commission, if on a permabeasts.

2E.2 Compassionate Redeployment
(1) An employee who has genuine compassionatengsofor seeking redeployment to a
post in some other locality (or in an exceptiorade; in some other Department) shall
submit an application to his Chief Executive Office
(2) Chief Executive Officers may, if satisfied aibdhe compassionate grounds, follow
the redeployment procedures to effect the compaataedeployment.
(3) Any expenses associated with the relocatiotl Begaid by the employee.

2F.1 General

2F. Government Transport

(1) All Government vehicles and vessels are thegny of His Majesty’s Government.
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(2) The Commission with consultation with relevadhief Executive Officers may
withdraw from any Ministry and may transfer to astjier Ministry at any time any
vehicle or vessel allocated to any Ministry.

(3) Ministries are provided with vehicles and vésde enable them to discharge their
public responsibilities effectively and efficiently

2F.2 ldentification
Ministries are required to identify the vehicleslaressels in their charge with an appropriate
sign, take responsible care of them and use théyfamthe proper Government purposes.

2F.3 Requirements of the Act

A Chief Executive Officer shall ensure that all tdaistry’s vehicles and vessels including
ones provided under aid programme fulfil the regumients of the Traffic Act and
Regulations.

2F.4 Employees who are permitted to drive GovernmernV/ehicles
The following employees are permitted to drive segament vehicle on official duties —
(a) employees appointed either permanently or dailg paid basis to posts of driver;
(b) employees assigned by the Chief Executivec@xfito assist where required with
driving duties.

2F.5 Driver shall keep log book

All drivers and employees assigned to assist withirdy duties shall keep a log book for the
purpose of recording the relevant information asded with the movement of the vehicles
under their care.

2F.6 Authorised Use

(1) Those employed in Ministries providing essangervices where and when no
public transport is available may use Governmehickes subject to the prior
approval of the Chief Executive Officer.

(2) The authorisation given under paragraph (1)l $f&in writing and shall be
carried by the drivers of such vehicle.

3) Where a vehicle is required for Governmentimess outside regular office
hours the Chief Executive Officer shall authorigetsa journey in writing and
such authorisation shall be carried by the drivercerned.

2F.7 Transport Privileges
Chief Executive Officers may use government veBidta private purposes outside official
hours subject to —
@) the needs and requirements of the Ministercdride Ministry shall always be
of top priority;
(b) the vehicles used outside official hours bye€lxecutive Officers shall be
returned to the Ministerial vehicle pool and beikde for the use of the
Ministry during official hours; and
(© only the Chief Executive Officer may drive thehicle if he is using such
vehicle for private purposes and outside officialirs.

2F.8 Outer Islands
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A Chief Executive Officer may grant permission imitmmg to the Officer-In-Charge at
branches in the outlying islands to use governnweticles outside official hours under
conditions he considers appropriate.

2F.9 Garaging

The Chief Executive Officer is responsible for #ade garaging of the Ministry’s vehicle.
Government vehicles are forbidden to be garageulivdte homes unless written approval is
given by the Chief Executive Officer.

2F.10 Private Hire
Government vehicles, except those of a speciahstira, which have been exempted by
Government, cannot be hired for private use.

2F.11 Misuse and Penalties
(1) Any employee or Aid Personnel shall not damage gowernment vehicle without
reasonable cause
(2) An employee shall not be entitled to use a goventnaehicle for any purpose other
than government purpose or as authorised by govarm
(3) Disciplinary action may also be taken by th@rnission against the Chief Executive
Officer concerned for any case of misuse as seinahis paragraph.

2F.12 Accidents involving Government Vehicles
When there is an accident involving a governmeiiale the following procedures shall be
followed:

(a) the responsible employee shall report thedeotias soon as possible to the Chief
Executive Officer and the Ministry of Police;

(b) the Chief Executive Officer shall submit alfreport of the accident, including the
Police report and representation of the employdh appropriate recommendations
to the Chief Executive Officer of the Commissioromptly for forwarding to the
Commission

2G. Government Housing

2G.1 Allocation
(1) The allocation of Government quarters in Toagatshall be decided by a Housing
Committee whose membership shall be as follows:

Director of Works - Chairman
Secretary of Finance and National Planning - Member
Chief Executive Officer of the Commission - Member
Deputy Director of Works - Secretary
(2) Government Quarters must be occupied by the pewvbam the quarters is allocated

to.

(3) Employees of Public Enterprises and non-employeatstive exception of Ministers,
are not entitled to Government quarters.

(4) Allocation shall be made in accordance with théofeing priorities and conditions:

2G.1.1First Priority
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Ministers of the Crown. Length of tenancy shallthe period he occupies the post as a
Minister.

2G.1.2 Second Priority
Chief Executive Officers and Expatriates whose seghappointment include the provision
of housing. The length of tenancy shall be the tlomeof their contract.

2G.1.3 Third Priority
Senior employees if housing is available after imegethe first and second priorities above
with the following conditions —

(@) if an employee has a town allotment and is buildingouse thereon, he shall
vacate the Government quarter on completion obws house;

(b) an employee who has a house in Tongatapu shall beotentitled to
Government housing unless he is required to livihiwithe vicinity of his
place of employment for performing duties outside hormal office hours,
and his own house is too far away from his placengployment.

(© An employee shall vacate the Government quartdrinviine (1) month from
the effective date of their resignation from thevae, retirement, dismissal,
or termination of appointment.

(d) On Vava’'u and Ha'apai the responsibility for allboa of Government
quarters shall be with the Governor and elsewhetb the Government
representative.

2G.2 Terms and conditions

The terms and conditions of occupation of Goverrimtesusing shall be laid down by
Government. Any employee failing to comply withceuerms and conditions shall vacate
the quarter.

2G.3 Rent

Rental for Government quarters shall be deductibben the employee’s (occupant’s)
fortnightly salary. An employee failing to pay reot two months shall be obliged to vacate
the quarter and pay outstanding arrears.

INSTRUCTION [II: MONITORING AND EVALUATION

3A. Performance Management
3A.1 Performance Agreements
3A.1.1 Agreement with Minister
(1) Performance agreement of the Chief Executivéc@f shall be prepared
annually by the Chief Executive Officer and agresith the Minister.

(2) The Commission shall assist the Minister inieeing and assessing
performance agreements.

3A.1.2 Basis for Annual Assessment
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Performance Agreements shall formally specify agmeents in key result areas expected of
the post holder and provide the basis for annudbpaance assessment.

3A.1.3 Procedures and Format
The procedures and format of performance agreemsimdd be as specified by the
Commission.

3A.2 Annual Appraisals
The Commission shall establish procedures to bd ts@assess the annual performance of
employees.

3A.3 Performance Increments

3A.3.1 Guidelines for Increments
The Commission shall set guidelines for Ministiiesletermine those employees eligible for
salary increments.

3A.3.2 Increments to be based on Job Performance
The adjustment of individual salaries within a sakcale shall be dependent upon the annual
performance assessment after the assessment hasfdveelly approved by the Chief
Executive Officer.

3A.4 Performance Improvement

3A.4.1 Low performance
Employees whose job performance is consideredfgigntly below average shall be given
counseling and a development program by the Chietttive Officer to improve the level
of job performance.

3A.4.2 Development Programs
(1) Development programs shall be in writing amtdssed and signed by the
employee.
(2) Development programs shall specify the areasead of improvement and
the initiatives that the employee shall take torowe his performance.

3A.4.3 Re-assessment of job performance
Employees shall be given three (3) months to imgitheir job performance and shall be re-
assessed at that time.

3A.4.4 Grounds for termination for low performance
Failure to improve job performance shall be congdesufficient grounds for termination.

3B. Activities Review

3B.1 How Activities Reviews are to be conducted

1) Each Chief Executive Officer must review the atkdg carried out by their
Ministry at least once a year in preparation foraedeping the annual budget or as
required by Government. The annual review mustdmepleted in sufficient time
to enable the Ministry to update Corporate/Annuaniigement Plans and to
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include the report in their budget proposal suleditto Cabinet's Expenditure
Review Committee.

2) The Commission’s Guidelines for Organizational 8iwee Review provides a
standard approach to conducting a holistic revie@avernment Ministries (refer
Annex 2).

3) The Ministry’s review of its activities must rigarsly examine the allocations by
activity and evaluate the need for eacAnnex 3 is a template with list of
information to be included in the report to documiére review process, leading
to the evaluation of activities to give a list dftigities in priority order and a
recommendation on changes to the Ministry’s aliocat to activities for the
coming year.

4) In the case where the Office of the Commissiad bonducted a review of the
Organizational Structure for a Ministry within tipeeceding six (6) months, the
output will assist the Chief Executive Officer deténe those activities that
should be discontinued or organized differently.

3B.2 Corporate Services

Where a Ministry has used this category as a basisolding all of certain allocations [e.g.
salaries, donor funds], this approach must ceasdetlam specific allocations made to the
activity involved.

For all but the largest Ministries, this will be aativity on its own, but only comprise of the
costs associated with the outputs it delivers. |@Vthie costs must be allocated to service
delivery activities, savings must be sought.

3B.3 Interim Provisions for May of each year

The action required follows on from Ministries’ suaissions to the Expenditure Review
Committee rather than preceding them as provided ifio these Instructions. The
requirements are condensed and Ministries must wargkly to identify which activities
could be discontinued. The Expenditure Review Cdtem will use the submissions of
Ministries to identify where savings must be madd #&e Minister of Finance will liaise
with specific Ministers to ensure that action tagksce.

Chief Executive Officers are required to speediinitify savings and use the foregoing to:

Specify what activities should be the focusifamediate review;

Check this assessment by compiling the inforondisted inAnnex 3

Evaluate the need for these activities;

Advise the Chief Executive Officer for the Conssion and the Chief

Executive Officer for Finance of their initial fimtys

e. Submit a Redundancy and Redeployment Managem&m (as
prescribed under Section 41.2.2) to the CommisBoendorsement.

apop

All Chief Executive Officers of the Government Msiries, except the Ministry of Health and
the Ministry of Education, must provide a prelinmpadvice to the Commission by 30 May
of each year on the details of the Activity anddiion, number of posts that are to be made
redundant.
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3B.4 Link to Redundancies and Redeployment Instruabns

When an activity is designated for cessation, theile be posts that must be declared
redundant. The Instructions on Redundancies peothid processes necessary to ensure fair
and reasonable treatment of such employees.

INSTRUCTION IV: CESSATION OF SERVICE

4A. Preliminary

4A.1 Authority
(2) No permanent or contract employee’s servicg beterminated without the
Commission’s approval.
(2) In the case of daily paid labourers, only #ygoroval of the Minister or
equivalent is required.

4A.2 Notification of the Commission and Treasury
With all terminations, the Commission and Ministoy Finance shall be immediately
informed by the Ministry concerned of the emplogeetention to retire or resign.

4A.3 Calculating non-pensionable post service

Services in non-pensionable post shall be takem astount in the computation of retiring
benefits where the Government recognizes thatsetiarough the granting of one increment
for each four years of service.

4B. Resignation

4B.1 Period of Notice

(1) The period of notice required in cases of resigmatire 20 working days notice for
all staff.

(2) Under special circumstances (such as resignatiobet@mployed by Government
Agencies and other branches of Government and ulakmegyanisations) the period
of notice may be waived or reduced with the approf¢he Commission.

(3) Once an employee’s resignation letter is receiwethb Chief Executive Officer, the
Ministry may proceed to fill the position throudtetnormal recruitment process.

4B.2 Inadequate notice forfeits entitlements
(1) Employees who give less than the requiredbgesi notice of resignation are required
to forfeit pay for the period by which the noticeren falls short of the prescribed
period.

() The Office of the Commission shall write to theicdf to advise the
amount owing due to the shortfall and stating teadiine by which the
payment must be made which is within 30 days frbendate of the letter.

(i) Payment should be made to the Ministry of Finanu the receipt should
be forwarded to the Office of the Commission betbeedeadline.

(i) If payment in (i) is not made within the deadlinated in (i) then the Office
of the Commission shall process the case as asiami
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(2) Leave entitlements due to employees who wosiesign from the Public Service may
be used to cover part or the whole of the periodatice.

4B.3 Entitlements on resignation
On resignation employees are entitled to —
(a) receive payment for pre-termination leaves legnies owed to the Government, in
one lump sum; and
(b) ceasing service benefits from the Retirememidk

4C. Retirement

4C.1 Age of Retirement
(1) All employees shall retire on attaining the ag&ofyears.
(2) Under special/exceptional/emergency circumstanoesnaployee’s compulsory date
of retirement may be extended with the approvathef Commission, and shall be
based on an exigency basis.

4C.2 Entitlements on retirement
On retirement employees are entitled to —
(a) receive payment for pre-termination Leaves lesnies owed to the
Government, in one lump sum; and
(b) ceasing service benefits from the Retirememto-

4C.3 Period of Notice
Q) The period of notice required in cases ofeatient are 20 working days for all
employees.
(2) Under special circumstances the period ofceothay be waived or reduced
with the approval of the Commission.

4D. Exit Interview

Q) An employee resigning or retiring from the Ral8ervice shall complete the
exit interview form at the Commission before leayihe service and the last
payment of salaries is effected.

(2) The Exit Interview Form shall be approved bg @ommission.

3) The Exit Interview Form shall be submitted be tOffice of the Commission
together with the employee’s letter of resignatometter of retirement.

4E. Cessation of Services on Medical Grounds

4E.1 Cessation of Services on Medical Grounds

(2) Where an employee is suffering from an injarya physical or mental illness
which renders him incapable of satisfactorily perfimg the duties of his post,
his services may be terminated.

(2) The employee’s Chief Executive Officer shailaage for a medical report on
the employee’s condition to be provided by the Etiwe of Health.

3) This, together with the Chief Executive Offisereport on the employee’s
performance, shall be forwarded to the Commissiothe first instance.

37



4E.2 Entitlements on Cessation of Services on Medicgrounds
An employee whose services have been compulserityihated on medical grounds shall be
granted the same entitlements as if he had retired.

4F. Termination of Service on the Grounds of Inefftiency

4F.1 Compulsory termination of service on the grouds of inefficiency
Compulsory termination of service shall occur wia@nemployee has been judged no longer
able to discharge his duties efficiently.

4F.2 Grounds for termination

The grounds for termination may be unacceptabledsta of performance or disciplinary
issues adversely affecting the efficient operatiohshe office, and shall be considered a
serious breach of discipline.

4G. Dismissal

An employee dismissed from the Public Service sfafleit all benefits, privileges and
entitlements.

4H. Death of Employee or Retired Employee

4H.1 Death of an Employee
(1) Where an employee dies during working hours,Ghief Executive Officer shall
be responsible for notifying the next of kin.
(2) The Chief Executive Officer shall also nott)e Commission and the Ministry
of Finance as soon as practical.

4H.2 Entitlements at death of an employee
Q) When an employee who is on official duty dwekile travelling or on
temporary transfer within the Kingdom, the Governinghall be responsible
for the transportation of the deceased to the dstdrresidence if so required.
(2) When an employee who is on official duty oeas dies, the Government
shall be responsible for the costs of embalmmaearftemht and any related
costs of the deceased being returned to Tongardagred.
3) When an employee dies, the Chief Executiveic®ff shall inform the
Commission to ensure that the following entitlenseare provided —
(@) letter of condolence from the Prime Ministettie next of kin;
(b) national Flag;
(c) wreath; and
(d) band.
4) When an employee dies, any leave entitlemdrah se payable.
(5)  All monetary benefits due to the deceased shatidbeulated and sent to the
Registrar of the Supreme Court for the adminisiratf his estate.

4H.3 Entitlements at death of retired employees
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When a retired employee dies any member of hislyashall inform the Commission to
ensure that the following entitlements are provided

(@) letter of condolences from the Prime Minigtethe next of kin;

(b) national Flag;

(© wreath; and

(d) band.

41. Redundancy
41.1 General

41.1.1 Redundancy of Post
The Commission may periodically review how well pabservice staffing matches the
ongoing needs of the public service. These revievey lead to the redundancy of an
established post and cessation of employment. Rizshary may be voluntary or involuntary

41.1.2 Voluntary Redundancy (VR)
Where there is a mismatch between public servia#irsg profiles and future needs, the
Commission may:
(i) prescribe the methods to be used to calcidaterance payments, and the
maximum level of payment;
(ii) set the process by which voluntary redundaoffgrs and acceptances will
be considered and determined;
(i) consider support services which will providssistance to the employees
who are affected,
(iv) make offers of voluntary redundancy to parawefined groups within the
public service or to any individual employees.

41.1.2.1 Voluntary Redundancy (VR) Process
The Commission shall:

(1) prepare a database of all employees whisfggarticular criteria, and
determine target redundancy numbers;

(i)  determine a schedule of appropriate sevagayments;

(i)  make an offer in writing to each employedich explains the VR offer,
detail of severance payment calculations, noticwipions, and dates by
which applications must be lodged;

(iv) receive and acknowledge receipt of indiatapplications;

v) determine an appropriate process for selg@chose applications which
are within government policy and guidelines setréatundancy;

(vi) advise each applicant in writing of the authe of their application;

(vii) for successful applicants, including in tadvice (vi) above, termination
date, details of severance payments and othdleaméints;

(viii) ensure Chief Executive Officers are informegdwriting of the outcomes
of all redundancy applications;

(ix) coordinate access to a range of basic suppenvices to assist with
outplacement including financial planning adviceyd apreparation of
applications for alternate employment.

41.1.3 Involuntary Redundancy
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The Commission shall, where specific posts areadedl|redundant to:

(i) provide the employee, whose post is abolistwed declared redundant, with
three (3) months notice of redundancy or paymefiéwn

(i) coordinate access to a range of basic suppervices to assist with
outplacement including financial planning adviceydapreparation of
applications for alternate employment;

(iif) abolish the post at the end of the noticeiqutr

(iv) provide to the employee a statement detailiagnination date, and a
confirmation of any severance payment amounts ik@ted as appropriate
by Cabinet.

41.2 Redundancy as result of Activities Reviews

4].2.1 Application
This Instruction applies:

(1) When a Chief Executive Officer has determinfeat bne or more activities
or functions are either no longer required or hanee staff and posts than
current priorities and resources support;

(2) To employees with posts that has been declatedlus and no longer
required,;

(3) Only to post holders of the redundant posts.

4].2.2 Redundancy and Redeployment Management PIZRRMP)

41.2.2.1
The Chief Executive Officer, working with the Conssion, must establish a Plan that
records all the details of how they are to manageabolition of the redundant posts and to
either pay such staff Separation Package or regdg¢pm. The Plan must be submitted to
the Commission as part of the formal process ofatiég posts redundant. The Plan must
incorporate the following:

1) Set out the revised organizational structure rendsed job description
of the Ministry on any continuing posts in Acties which are being
reduced rather than eliminated.

2) Set out the revised Budget compared to the Bugger to the
Activities Review.

3) Set out the specific savings and the actiormettaken to achieve them
[e.g. disposal of assets no longer required].

4) Identify the activities and posts to be madeinent.

5) Estimate value of the Separation Package fdn gatividual involved
and the potential total cost of these Packages.

6) Set out dates for key actions to implement thenmed changes,
including when staff will be provided with prelinary advice and
when formal notice [the date for calculation of &epion Package] is
to be given.

7) Allocate responsibilities for all actions thatish be completed as part
of the plan, including:

a. A dedicated point of contact for employees so ihi@rmation
can be provided to clarify issues, and where nacgds get
further information from the Commission;
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8)

9)

b. Who will run any necessary selection process fortinaing
posts.

Arrangements for any process to select those wilidill continuing
posts [i.e. voluntary and/or merit selection.

Schedule of key dates leading up to the depadlretrenched staff.

10) Set out an assessment of the potential to lab$er staff who are

surplus to requirements within the home Ministry.

41.2.2.2
No Chief Executive Officer can be absent [overdemagel or leave] while the Plan is put into

place.

4].2.3 Responsibility of the Commission
The Commission shall:

(i)

(ii)

Consider and approve all Redundancy and Regapat Management
Plans, the specific posts to be declared redunalagitthe Separation
Packages to be provided.

Prepare database of all employees as specifiethe RRMP, and
determined target redundancy numbers;

(i) Determine a schedule of appropriate payments;

(iv)

(V)
(vi)

(Vi)

Issue notice of redundancy to affected staifl @etermine interest in
taking voluntary redundancy or exploring redeplogime Notice to
staff will include an explanation of the VoluntaRedundancy offer,
detail of separation payment calculations, noticev/igions, and dates
by when confirmation of elected option must be nes@ by the
Commission;

Receive and acknowledge acceptance of redunpdamexploration of
redeployment from identified employees to be madkeindant;

If voluntary redundancy is accepted, advisepkayees in writing of
the termination date, details of separation paymeand other
entitlements. Section 41.4 beldifThe alternative of Redeployment”
of this Instruction outlines applicable procedurse édmployees electing
redeployment;

Ensure Chief Executive Officers are informed writing of the
outcomes of all redundancy;

(viii) If employee elects redundancy, coordinateess to a range of basic

support services to assist with outplacement incfydfinancial
planning advice, and preparation of applications faternate
employment.

41.2.4 Conditions of Separation Package

41.2.4.1
An employee who accepts a Redundancy package sbpger from employment within the
Public Service for a period of thirty six (36) mbatfrom the date of the termination which
applies to the redundancy.

41.2.4.2
Once the Redundancy package is accepted by theogeeplit may not be withdrawn by

either party.
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41.2.4.3
The Commission will ensure that advice regardirgydhtcome of an offer will be available
to an employee within one (1) month of the dateedundancy notice.

41.2.4.4
An employee who is eligible to retire but accepis offer of redundancy will be entitled to
the benefits for death or retired employees setro8ection 4H.

41.2.4.5
Employees who have already reached the retiremgatad 60 are NOT entitled to a
Separation Package. Such employees in activitias dre to be discontinued should be
required to retire immediately.

41.2.4.6
That the Redundancy package also applies to thogpdogees who are currently on leave
without pay, study leave without pay and are orosdment.

41.2.4.7
Employees who are on leave without pay, study |leateout pay and on secondment will
have their Redundancy package calculated on tlsiclsalary they last received when they
left the service.

41.2.4.8
In addition to the Separation Package, employeesavd under the old Pension scheme and
who are disadvantaged by the formula in the Pessiegulation may receive a payment
equal to the difference if their Separation paynvesss computed under this paragraph.

41.2.4.9
The Commission is authorized to withhold from theowe payments any outstanding
amounts that are owed to the government by themreel

41.2.4.10
Separation payments will be paid to employees tpkaluntary redundancy no later than one
(1) week after the receipt of signed acceptanterley the Office of the Commission.

41.2.4.11
Provision can be made through the Chief Executitfic€® of Finance for the Retirement
Fund Board payroll to pay the package fortnightlyrmnthly over a year or more to enable
retrenched staff to manage their affairs. Staff wlbonot elect this option are to be paid the
package immediately.

41.3 Benefits and Support provided

41.3.1
The Commission will establish a dedicated pointaftact for employees who are offered
Redundancy packages for the purpose of respondiqgestions and clarifying the offer.

41.3.2
The Commission will provide a “post Redundancy” o service for
employees accepting the Redundancy package. Tpmoduservices will offer to exited
public servants under the Redundancy initiativejséance to explore other employment or
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business opportunities in the private sector, N@@d statutory bodies. This service may
include although not exclusive to:

(1) Post redundancy interview to determine the indiglduoptions and whether
continued support from the PSC is required.

(2) If required, investigate employment opportunitiekevant to the individual's
skills and qualifications, provide referral and raduction service to
prospective employers.

(3) If required, investigate and refer possible Goventtbonor business
development support and financial industry assegtdor the individual's pre
determined business venture.

(4) The post redundancy support will be offered for exigd of 3 months
following acceptance of the Redundancy package.

41.3.3
Retrenched employees may choose to take an addifi@yment of $1,000 in lieu of these
support services.

41.3.4
For each employee who ceases employment under and¥oy Redundancy package, the
Commission will provide within 30 days from the eabf termination a certificate of
employment setting out the following:
(1) commencement and termination dates

(2) substantive position at date of termination, and
(3) reason for termination.

41.3.4.1Process Steps
The Commission will ensure that uncertainty for éagpes is minimized by limiting the time
from identification of redundant positions to confation of acceptance of VR offers to eight
weeks or less than 8 weeks through mutual consetween the Commission, Chief
Executive Officer and the individual employee.

41.4 The alternative of Redeployment
(1) Employees who did not accept the offer of redunganay elect to be considered

for redeployment within Ministry or Public Service.

(2) If there is little prospect of the staff of redlant posts being redeployed within the
Ministry, the Chief Executive Officer must advideetChief Executive Officer of
the Commission within two weeks from the date dimission of the RRMP. The
information provided to the Commission must incldide following:

a) List of those placed and unplaced
b) For those unplaced within the Ministry, the Job @gxdion and a short
resume on each of the individuals

Based on the above information, the Commission &sstess the probability of staff
in redundant posts being placed through vacankasare likely to arise in the next
two (2) months.
(3) The Chief Executive Officer of the Commission will:
(i) Circulate to all Chief Executive Officers the d&taif public servants

available for redeployment, with a requirement ttinty respond within five
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(5) working days on whether or not there are protspef them being placed
within the next two (2) months.

(i) Assess the probability of redeploying such staffréfgrence to the responses
of other Chief Executive Officers, and recent ardeeted advertising within
the public service as a whole.

(iin)If after two (2) months, there is little probaity of such placements, the Chief
Executive Officer of the Commission will recommeiodthe Commission that
the individuals in the redundant posts be retredclied receive Separation
Package.

(4) When not all posts in an Activity are to be declaré redundant

When some staff within an Activity or function is be retained, or where there are
alternatives for different staff taking the SepmmtPackage, the Ministry may call for
volunteers or set up a merit based process to @salbh staff to declare interest in the
posts that are continuing. In these circumstanaeShief Executive Officer must
revise the job descriptions of those continuingrisure that they reflect requirements
[e.g. there may be specific references that muahgh, if the nature of the work is
changing with greater use of information technoltigg must be included in the job
description].

The Chief Executive Officer has two options to ngméhe necessary reduction in the
number of posts:
1. To run a merit based selection process to idetiibge staff who should be
appointed to continuing post©R
2. To advertise for volunteers among the affectedf $&af. if a Ministry is to
reduce the number of drivers from 7 to 4, all coddoffered the opportunity
to volunteer for the Severance Package].If there are more or fewer
volunteers than are required, there will still beequirement for a merit based
selection process to choose those who are begtpuio fill the continuing
posts.

INSTRUCTION V: REMUNERATION AND ALLOWANCES

5A. Salary, Wages and Related Allowances

5A.1 Control of salaries and wages costs
(1) Chief Executive Officers shall ensure thatréhis an adequate system of control
over the employment and the extent of all salaareswages costs.
(2) Chief Executive Officers shall ensure thatatlet! instructions are issued to
accounting officers, time-keepers and supervisonsthe method to be used for
the recording and checking of attendance and aftiove authorized and worked.
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5A.2 Salary and wages scales
The Commission, with the approval of Cabinet, skellscales of salary and wages for —

(@)
(b)
(©)

all classifications and all grades;
daily paid workers; and
contract employees.

5A.3 Salary on appointment
An employee taking up a new appointment shall bé pathe minimum point of the salary
scale of the post appointed to, except where thdwmmee:

(@)

(b)

holds additional qualifications higher than the mmam qualifications required by
the post, in which case the relevant incrementagpointment shall be awarded
in accordance with section 5A.1r{cremental dates).

has previous teaching experience from outside @fptiblic service and is being
appointed to a Teaching position of the MinistryEmfucation, in which case one
(1) increment shall be awarded for every two (2argeof previous teaching
experience.

5A.4 Salary on promotion

1)

(2)

3)

(4)

If the salary of the employee was less thaninimum of the new grade he shall
receive the minimum and his new incremental datk @ determined as in
section 5A.7 ‘Incremental dates) below. And if the difference between his
salary and the minimum of the new grade is less the first full increment in the
salary for the new grade then he will receive drjar(crement.

If the employee was qualifying for the finalcrement in the salary scale of his
former post and if the maximum of that scale isshme as the minimum of his
new scale, then he will receive the minimum but vetain his incremental date.

If the employee is promoted to a post the mimn of the salary scale of which is
equal to or lower than his substantive salary imatety prior to promotion he
will receive one (1) increment in the new scale ardincremental date will be
determined as in section 5ATncremental dates) below.

If an employee is promoted to a post he isgmdy acting in, he will be paid at
the salary he is receiving during the acting apjpoamt and his incremental date
will be the date that he started acting.

5A.5 Salary on re-employment
A re-employed employee shall normally be paid atrdite of pay he was receiving when he
resigned except —

(@)

(b)
(©)

(d)

if the employee is re-employed in a highedgrais pay shall be calculated under
the normal rules for starting pay, i.e. at the mimm of the appropriate salary

scale;

if the employee is re-employed in a lower gratde shall re-enter at the point
closest to that at which he left;

if the employee is re-employed in his old s¢and if the scale of the grade has
been improved since his termination, he shall terethe scale at the point at

which he left it, and be paid at the new rate lfat fpoint of the scale;

if the employee was previously dismissed, &iarting pay shall be at the

minimum point of the appropriate salary scale.
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5A.6 Increments

(1) An increment is an increase in salary of acsgel amount which, provided
certain conditions are fulfilled, is granted wittetapproval of the Chief Executive
Officer at regular intervals until a stated maximisnneached.

(2) If the conditions are not fulfilled, an empl@® increment may be deferred or
withheld on the recommendation of the Chief ExemutDfficer and with the
approval of the Commission.

(3) The granting of annual increment shall beduhlonly to performance of duties at
post.

5A.7 Incremental Dates
(1) For employees whose date of appointment omptmn is in the first half of the
month, their incremental date is the first dayhafttmonth.
(2) For employees whose date of appointment omption is in the second half of
the month, their incremental date is the first dathe following month.

5A.8 Double Increments
(1) In cases where an employee has consistenttiered services of exceptional and
extraordinary merit in terms of diligence and fidelover a period of several
years upon recommendation of the Chief Executiic@f the Commission may
approve the award to that employee of a doublement.
(2) Recommendations for a double increment shadiuienitted only when increment
is due.

5A.9 Computing and Payment of Salaries
The computation and payment of salaries shall béenwa accordance with the instructions
issued by the Ministry of Finance.

5A.10 Withholding or Cessation of Salary Payment

Chief Executive Officer shall ensure that paymdrgadaries is suspended immediately when
(@) an employee is resigning or retiring;
(b) an employee is suspended pending investigataalleged misconduct;
(c) an employee fails to resume duty from leave;

until a final decision is made.

5A.11 Incremental Credits
(1) The effective dates of the granting of incretakaoredits are as follows —
(a) for employees who are away overseas or orelaathe time of successful
completion of training the date of resumption of duty;
(b) for serving employeeghe date of official notification from the Institan.

(2) Employees are entitled to incremental credits utigefollowing circumstances —
(@) where the minimum educational qualification &ppointment to a grade is
the Tonga School Certificate or its equivalent,agpointee with Pacific
Senior Secondary Certificate or its equivalent irexse one increment and
an appointee with New Zealand Bursary or its edaiareceives two
increments;
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(b)

(©)

(d)

(€)

(f)

(9)

(h)

()

()

(k)

()

(m)

where the minimum educational qualification &ppointment to a grade is
Pacific Senior Secondary Certificate or its equemél an appointee with
New Zealand Bursary or its equivalent receivesiooement;

that an employee who is holding a post in largascale equivalent to or
higher than that for graduate is entitled to reeemne increment in the
event he successfully obtained a Bachelor Degreen fa recognised
University in a discipline relevant to the worktbge Ministry;

where the minimum educational qualification &ppointment to a grade is
a relevant Bachelor's degree from a recognised ddsity an appointee
with a relevant Master's degree from a recogniseieusity receives two
increments;

any appointee or returning scholar with a Mestdegree from a recognised
University in a discipline relevant to the worktbe Ministry to which he is
appointed, receives two increments;

any appointee or returning scholar with a [Doate degree from a
recognised University in a discipline relevanthe twvork of the Ministry to
which he is appointed, receives three increments;

any appointee or returning scholar with mudtipdegrees (including
postgraduate diplomas) from a recognised Universigeives one
increment for each extra degree;

notwithstanding clause (f) above, an employée veceived one increment
for his postgraduate diploma shall receive only additional increment
upon the completion of his Master’s degree in tmaesfield;

employees who obtained a diploma the minimweraal for the completion
of which is at least one academic year receiveimecrement;

employees who obtained a diploma, the minimweniqal of which is less
than one academic year, confirmation is requiredhfthe Tonga National
Qualifications Accreditation Board (TNQAB) that theiploma is
equivalent to a one year diploma

employees on full time overseas studying oné&oment scholarships shall
qualify only for normal annual increment subject tatisfactory
performance;

incremental credits shall be payable only aphte maximum of the relevant
salary scale and in the event the employee iseatiximum point of that
scale, then when that employee is next promotesl, pdyment of such
incremental credits may be made at that appropseitey scale;

a medical officer who is a University Graduatell be appointed at two
points above the appropriate salary scale with simaeincrement for
completion of internship.

5A.12 Duty Allowance
Where a duty allowance is attached to an appointnieis allowance shall be payable to the
holder of the post only while he is actually penfiang the duties of that post.

5A.13 Acting Allowance
An employee on acting appointment is to be paicadowance equivalent to the amount
received by the employee if promoted to the higrade.
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5A.14 Charge Allowance

1)

@)

Charge allowances may be payable when an eeplés asked to carry out
temporarily the duties of a post which are gre#itan those of his/her substantive
post where the employee does not possess the apcgsslifications for the post
concerned or where the difference in ranks is toeatgto justify full acting
appointment. Eligibility for charge allowance whle determined by the Chief
Executive Officer.

The amount paid in addition to normal salary wolddat the rate of 10% of the
minimum of the scale of the post temporarily held.

5A.15 Transfer Expenses and Allowances
The Commission with the approval of Cabinet shatedmine appropriate reimbursement of
expenses and allowances when employees are tnasfer

5A.16 Not eligible for transfer allowances
Allowance and expenses are not applicable when —

()
(b)
(©)

on disciplinary transfers;
on first appointment to the public service; or
the transfer is at the employee’s request.

5B. Travel and Location Allowances

5B.1 Temporary duty
Temporary duty shall not exceed 60 (calendar) dagscalendar year, and may be extended
for a further 60 days by the authority that hasrapgd the temporary transfer.

5B.2 Travel allowance

(1)

@)

A travel allowance is one paid for —
(@) all night absences which involve travel fromeoisland to another,
including islands within the same group;
(b) the onshore staff of the Ministry of Fishenlso are assigned to substitute
the crew in the Ministry’s research vessel whoardeave.
The Commission shall determine any expenses ammvaices payable to
employees who travel on official duty within thengdom or who are posted away
from their normal places of work on temporary datd set out procedures to be
used.

5B.3 Period of travel allowance

1)

(@)

3)

Travel allowance is payable to employees orptaary transfer up to a maximum
period of 60 days at the following rates —

(@) for the first 28 days at the full rates;

(b) period in excess of 28 days at one third (@f3he full rates.
Employees either on duty visit or temporarysfar, obliged by unavoidable travel
problems or additional official duties, to stay bag the initial 28 days shall enjoy
the full rates of travel allowance.
The approval of the Minister shall be requifed a payment made under sub-
paragraph (2).
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5B.4 Travel allowance not payable
When Government meets all expenses for accommadatid meals, no travel allowance
is payable.

5B.5 Method of Official Travel within the Kingdom
In all cases, travel shall require the prior appiaf the Chief Executive Officer.

5B.6 Overseas travel

(1) All proposed travel, no matter how funded, mustvte a demonstrable benefit
to the Kingdom as specified in the application pss;

(2) The costs of government funded travel must be tabllee met from the Ministry’s
approved Overseas Travel budget, with any addgidsject to the prior approval
of the Minister of Finance and National Planning;

(3) Each instance of travel must satisfy the applicatiapproval and reporting
procedure that is to be determined by the Commisaia issued through formal
instructions;

I. All employees travelling for official duties shalbmplete and forward the
overseas travel formnAfinex 4) to the Commission.

ii. Approval to any further travel requires adherencettte Policy and
Instructions for prior travel.

(4) Each Ministry is to keep a register of all overseas/el as it is approved,
including all information required by Commissionsiructions, making this
available to the Commission when requested and dlblynreported in the
Ministry’s annual report.

5B.7 Overseas Travel Allowance for Official Duties

The Ministry of Finance, with the approval of Cadtinshall establish procedures and
determine any allowances and expenses payable piogees who travel on official duty
overseas.

5B.8 Overseas Travel Funded by Outside Agencies
(1) When travel expenses, accommodation, mealssport and incidentals are fully
funded by an outside Agency, no per diem allowastall be paid by
Government.
(2) If such travel is only partially funded, foxample, when the donor pays for
accommodation and meals only with no provisionifieidental costs, the rates of
per diem payable in such cases shall be as applyv€dbinet.

5B.9 Location Allowance

(1) A location allowance is payable at the rateedeined by the Commission and
approved by Cabinet.

(2) The location allowance is payable as parhefdannual salary.

(3) The location allowance is payable at the felim locations —

(a) ‘Atata and ‘Eueiki in Tongatapu

(b) outer islands of Vava'u (excluding ‘Uta Vavaamnd those that
could be reached by causeways or are too closéeonain
island)

(c) outer islands of Ha'apai (excluding Lifuka an&oa),
Niuatoputapu and Niuafo’ou.
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4) No location allowance shall be payable to arpleyee who is on vacation
leave or is away from the work station for morentid days.
(5) The location allowance shall be payable only ugheo14" day of absence.

INSTRUCTION VI: TRAINING AND DEVELOPMENT

6A. Training and Development

6A.1 Ministry operations to be maintained

The Chief Executive Officer shall ensure that tkéease of an employee for training is
considered within their overall staffing constrairdnd that the normal operation of the
Ministry does not suffer.

6A.2 Training to be planned

The Chief Executive Officer shall ensure that theistry has strategies and plans so that
employees have appropriate opportunities for tngirio maintain and increase the levels of
knowledge, skills and attitudes required in theistrg to operate in an effective and efficient
manner.

6A.3 Selection and nomination for training
(1) The Chief Executive Officer shall provide employeath reasonable access to
training and development opportunities.
(2) Selection for training shall be fair and egblieaand based on identified needs of
the Ministry.

6B. Training and Development Responsibilities

6B.1 Primary Responsibility
(1) The Chief Executive Officer is accountableetasure appropriate training of
employees is undertaken by the Ministry.
(2) Managers and supervisors in each departmernhefMinistry are primarily
responsible for the training of their employees.
(3) Ministerial training provides administrativepgport for training activities.

6B.2 Policy Responsibility

The Commission shall ensure that sound and qupdticy advice on generic training for
employees is provided to Cabinet and is respondinleeviewing the effectiveness and
impact of that policy on training and the developitef skills and knowledge of employees.

6B.3 Trainee Responsibility
(1) Each trainee is expected to apply themselvésaining activities and gain the
maximum amount of development from them.
(2) Trainees are expected to apply the skills lammivledge gained in training on
the job.
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6B.4 Training Delivery Responsibility
The Ministry of Education has the responsibility the provision and administration of
training opportunities within the policy framewookthe Government.

6B.5 Ministerial Training Officers
Each Ministry shall appoint a Ministerial Trainif@fficer who shall be accountable for the
administration of training.

6C. Training Plans

6C.1 The Identification of Training Needs

All training is likely to increase the efficiencya effectiveness of performance and this shall
start from the correct identification of needs draim recognition that there are short-term
and long-term needs, both of which training shgll tb meet and that these needs may
change rapidly over time.

6C.2 On-the-job Training

A Ministry may require some of its employees tovyie or to undertake on-the-job training
locally within or outside the Public Service to maxperience or expertise in specific areas
related to the Ministry’s work.

6C.3 Training reports - Ministry and Individual

(1) The Chief Executive Officer shall ensure thapropriate training reports are
completed on a periodic basis.

(2) Each employee shall complete a training refavrany training over 2 weeks and
include in that report the main content of thertrag, the appropriateness or
otherwise of the training to the participant’s pasid the overall value of the
training to the performance on the job.

6D. Short Term Training

6D.1 In-country Training
(1) In-country training is funded by aid donorsoware responsible for providing
financial assistance for part of the costs involwerlnning the training.
(2) The requesting local agency shall be resptendilr meeting the local costs
involved in bringing participants together for tingining and any other costs that
may be involved.

6D.2 Overseas Training and Attachments

(1) Overseas training and attachments are fullydéd by aid donors who are
responsible for all the costs involved regarding #ttendance of the trainee in
the training or attachments overseas.

(2) In cases where the training is partly fundedat funded at all, the requesting
agency is responsible for meeting all or the résh® costs involved.

(3) The trainee, at the end of the training dacktment, shall provide the Chief
Executive Officer with a report on the training kit two (2) weeks of his
resumption of duty.
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6D.3 Nomination for short term training
(1) All nominations or applications for short-tertraining, local, in-country or
overseas, shall be based on the needs of the miarsdl the identification of the
most suitable candidate and recommended by thef ERecutive Officer, and
where appropriate, shall be endorsed by the Ministe

6D.4 Authority for Attendance

(1) Attendance at all short term training programmesnetihere are no costs to
Government, which also include seminars and conte® held locally or
overseas requires the approval of the Chief Exee@ificer.

(2) Any employee who absents themselves from duty av falis to return to duty
and in either case, continues to be absent witpetrnission for a period of 5
working days or more shall be deemed to have fedetheir office. Their
services will be terminated on the basis of fougtof office.

(3) Notwithstanding (2) above, if the employee subsatjyesatisfies the Chief
Executive Officer that there was a valid reasos,@hief Executive Officer may
reinstate the employee. In such a case, the emplslyall be deemed not to have
forfeited office, but to have been on leave withpay from the Public Service
during the period of absence.

6E. Long Term Training

6E.1 Conditions for Long-Term Scholarship

(1) Employees selected for long-term Governmentolsehhip training whose
absence from duty shall amount to one academicgraanre, are required —

(@) upon completion of study to continue in Goveemt service for one
year for each year of study, up to a maximum df frears;

(b) inthe event of their failure to complete the&iudies owing to their own
activities to repay Government any salary allowangeid by
Government to them during their period of study;

(c) all the time spent attending training shallimbtowards service rights,
but shall not count towards annual leave or anyerotteave
entitlements;

(d) on successful completion of long term scholarshipining, the
employee is required to resume duty at the poshath he left and the
extra qualification will only be recognized throughe grant of
increments;

(e) Promotions of returning scholars must follow themal procedures
for filling vacant positions.

(H Government is obligated to create a position fonew Scholar
following the completion of their studies.

(2) Every employee to whom these conditions agplgll sign undertakings to this
effect through a Bond Form prior to their releasanf duty.

(3) Itis the responsibility of the ScholarshipfiGér of the Ministry of Education to
ensure that this Bond Form is signed and informathiarding agency that a bond
is involved; and

(4) Employees who do not honour their bonds ih ghkll not be appointed in the
Public Service or shall have their appointmentoked.
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6E.2 Payment of Salary for Long Term Government Sablarships
(1) The Scholarship Committee shall consist of theofeihg:
Chairman Minister of Education, Women'’s Affairs and Cukur
Secretary Scholarships Officer

Members Chief Secretary and Secretary to Cabinet
Director of Education, Women'’s Affairs and Cuéur
Chief Executive Officer of the Commission
Chief Executive Officer of Finance and Nation&rihing
Chief Executive Officer of Labour, Commerce and
Industries
President for Secondary School
Representative of Mission Secondary Schools
(2) The Committee shall have the power to co-opt suembers as may be required.

6E.3 Nominations for Long Term Government Scholarsips
All applications for long-term scholarship trainity employees shall be approved by the
Chief Executive Officer before submission to thé@@&arship Committee.

INSTRUCTION VII: MISCELLANEOUS

7A. Corporate and Annual Management Planning

7A.1 Corporate Plan
(1) The Chief Executive Officer shall submit to the Miny of Finance and the
Commission through their Minister an updated thyear Corporate Plan on a date to
be specified by Cabinet.
(2) The Commission, with the approval of Cabinet, slspécify the procedures and
format for Corporate Plans.

7A.2 Annual Management Plan
(1) The Chief Executive Officer shall submit to his Mier an Annual Management Plan
on a date to be specified by Cabinet.
(2) The Commission and Ministry of Finance and NatioR&Enning shall specify the
procedures and format for Annual Management Plans.

7A.3 Annual Report by Chief Executive Officer for the Financial
The Commission shall specify the procedures anddbfor Annual Reports.

7B. Discipline and Grievances

7B.1 Disciplinary offence

Any breaches of the Public Service Policy 2010 @nas$e Policy Instructions 2010 shall be
deemed a breach of discipline pursuant to the PuBdrvice (Disciplinary Procedures)
Regulations 2003 as amended.
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7B.2 Discipline
The Public Service (Disciplinary Procedures) Regoies 2003 as amended specifies the
procedures to be followed in the case of disciptiran employee.

7C. Official Correspondence

7C.1 Content of Correspondences

(1) All correspondences shall be as courteousf Bnd concise as possible.

(2) Simple and every day words shall be used wlezngwssible.

(3) Previous relevant correspondence or any retdean regulation, ruling shall also be
guoted.

(4) All correspondences shall carry a proper refege date, signature and name of the
signing employee.

(5) All correspondences shall be in the name of Ghéef Executive Officer, with the
name of the employee who is issuing the correspmreteabove the Chief Executive
Officer’'s designation.

(6) Rubber name stamps shall not be used on olsgina

7C.2 Correspondence within Government

(1) Correspondence between Government Ministriaf sbrmally be by Savingram and
“Dear Sir” or “Yours sincerely” are not required.

(2) Where it is necessary to communicate the samh@nation to more than one
Ministry this shall be done by copy.

(3) Where it is necessary to communicate infornmatadely, Circular Savingrams may
be issued.

(4) It shall be remembered that all internal goweent correspondence is of a “restricted”
nature and the contents shall not be divulged tautihorised persons or to persons
who do not need to know.

(5) Security of confidential and personal mattdralisbe maintained.

(6) Internal correspondence shall not be copiedidaitgovernment circles.

7C.3 Correspondence with the General Public

(1) It is important that correspondence receivarnfrpublic bodies, organisations and
private individuals shall be dealt with promptly.

(2) Where it is not possible to deal quickly withetsubject matter, receipt of the
correspondence shall be acknowledged at an eady da

(3) Outgoing correspondence to the general pulbladl $ollow normal letter form with
the appropriate opening and enclosing. (“Dear Sgurs sincerely, Yours
faithfully”.)

7C.4 Correspondence with Foreign Governments and Agcies

Correspondences with foreign Governments and Agenshall normally be conducted
through the Office of the Prime Minister or Minigtof Foreign Affairs except where express
approval has been given to communicate direct.

7C.5 Non-Compliance

Employees who fail to follow the above proceduresyrtnotwithstanding the provisions of
the Official Secrets Act) be liable to disciplinagtion being taken against them.
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7D. Human Resource Files

7D.1 Personal files
(1) A file number shall be issued by the Chief Exae Officer and used for the file.
(2) The file number shall be clearly marked on ¢bger of the file with the employee’s
name.
(3) Each page shall be numbered from the earligsy.e
(4) A master copy of all files shall be maintairegdhe Ministry’s main office.
(5) The personal files shall be stored so theysaceire and safe from damage.

7D.2 File Content
File information shall include all matter concerrveith —
(@  entitlements;
(b) attendance and leaves;
(c) work performance and behaviour both positive arghtiee;
(d) training, qualifications and achievements; and
(e) any other documents required by Acts or Regulations

7D.3 Access to personal files
Access to a Ministry’s personal files shall be avpd by the Chief Executive Officer
concerned.

7D.4 Transfer or cessation of employee
(1) On transfer, the entire personal file shalhbed carried by an approved employee to
and signed for by the receiving Ministry.
(2) On cessation of service, personal file shalinaentained by the Commission.

7D.5 Human resource files
The Commission shall from time to time instruct isines on what minimum Human
Resource records need to be maintained.

7E: List of Employees

7E.1 List of Employees

(1) Each Ministry shall submit to the Commissioml éine Ministry of Finance a List of
Employees, as at 31 December and 30 June of ewany gs part of the budget
preparation process for every upcoming financialrye

(2) The List of Employees shall consist of all eayges, comprising:

(@) Employee Name;

(b) Date of Birth;

(c) Gender; and.

(d) Position Title;

(e) Level;

(H Employee Category;

(9) Entered Service Date;

(h) Date of Appointment; and
(i) Salary or Wages;
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(3) The list of employees is to provide baselinespenel cost data for budget estimate
and Human Resources information.

(4) The Office of the Commission and the MinistfyFanance shall finalise the List of
Employees in consultation with the Chief Execut®#icer of the Ministry, before
the Government’s annual estimates is approved byn€afor submission to the
Legislative Assembly.
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