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PRELIMINARY

1. Short title and commencement

(1) These Instructions may be cited as the Public Service Policy Instructions.

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

2. Interpretation

In these Instructions, unless the context otherwise requires —

“Activity” means a sub-set of a sub-program that covers service delivery of a
particular type;

“Any other duties” means any other official duties assigned by the Chief Executive
Officer to be performed by an employee other than this core function. Such other
duties shall be listed and mutually agreed upon by parties involved.

“Appointing authority” means the agency or person with the legal authority to
appoint employees;

“Band” means jobs of common nature/size grouped together for comparison
purposes.

“Basic salary” means the annual basic amount paid to an individual in a band. This
does not include any fixed bonuses or other cash benefits;

“Benefits” means other guaranteed monetary or non-monetary rewards.

“Casual employee” means a person who is employed on a casual basis for any work
that may be temporary, seasonal, or of a special nature that does not warrant a
salaried employment. It should be for a specified time period not exceeding a total
accumulated contract period of 12 months in any financial year.

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

“Commission” means the Public Service Commission established under the Public
Service Act 2002;

“Corporate Services” means the aggregation, generally a unit (division or section)
that is responsible for providing services such as finance, human resource
management, Information Technology (IT), procurement, administration of property
and fleet. It must not be used to hold budgets for other activities;

“Daily Paid Worker” means a person who is engaged in unskilled or semi-skilled

work and such employee’s term of employment may be terminated at any time
without notice by the relevant CEO. Such work requires little or no technical
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abilities or skills and often involve menial or repetitive tasks. It should be for a
specified time period not exceeding a total accumulated contract period of 12 months
in any financial year.

“Employee” means all persons employed in the Public Service;

“Extrinsic” means monetary rewards/bonuses.

“Family” means a husband, wife and dependent children;
“Government Scholarship” means a scholarship approved by the Cabinet;

“Intrinsic” means non-monetary reward such as career progression, health
insurance, discounts or special allowances for vehicle or phone, overseas workshops
up-skilling, service recognition or national awards including but not limited to
service excellence, specific service category, medals, certificates, media releases).
These can be at the discretion of Ministries/Commission which should contribute to
professional profile.

“Lateral transfer” means moving from one post to another within the Public
Service that is placed on the same salary band;

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

“Ministry” means any ministry, department or office listed in Schedule I of the
Public Service (Amendment) Act 2010;

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

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

“Professional Employee” means a person who is engaged to work in a profession
(as opposed to a daily paid labourer) and has a formal qualification that meets the
job requirement of the profession.

“Promotion” means moving from a position with a lower salary band to a position
with a higher salary band.

“Redeployment” means moving of an employee from one post to another within
the same salary band (either within the same Ministry or from one Ministry to
another) because of restructuring, revision of activities or redundant post;

“Redundancy and Redeployment Management Plan” means a formal plan that
must be developed by a Chief Executive Officer to manage the full process of
nominating redundant posts and implementing the action to redeploy the staff
involved or manage their separation from the public service;
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“Redundant Post” means a post that is allocated to an Activity or function that is
evaluated as no longer required, and which will be abolished and not filled [also
referred to as a post being made redundant];

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

“Returning Scholar” means a serving employee who completed further studies on
Government Scholarship;

“Scarcity Allowance” means an allowance granted based on a closed list of
recognised scarce skill disciplines based on certain criteria (e.g. turnover rate of a
particular position/occupation — high vacancy rate, demand exceed supply, highly
specialised skills)

“Scarcity skills”

i. A set of knowledge and experience that are absolutely scarce with no
immediate or medium term replacement options, and would have critical
and/or dire immediate consequence on the key mandate of an agency and of
grave national consequence.

ii.  The definition applies only to identified position holders and not to positions’
as agreed to by the Ministry of Health and the PSC.

iii.  ‘Scarce skills (SS) in this instruction are limited only to the medical
profession and to the position holders where there are immediate and direct
consequence to health and lives of patients as defined above. It is not to be
applied to medical doctors not listed in this table or to any other profession.

“Separation Package” means the collection of payments that is to be provided to a
person;

“Specialist Employee” means a person highly skilled in a specific and restricted
field.

“Total remuneration package” means basic salary plus other benefits such as any
performance pay, employer contributions to superannuation, motor vehicles,
communication, housing, medical insurance, additional annual leave and any other
entitlements.

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

Purpose

The purpose of these Instructions is to set out the procedures for implementing Public Service
policies stated in the Public Service Policy 2010.

4. Application

(D

2)

These Instructions apply to all permanent employees, daily paid labourers, casual
employees and contract employees, of the Public Service as defined in the Public
Service Act 2002.

Persons who are appointed to fill designated posts on a contractual basis are subject
to these Instructions, except that, where the individual’s contract is in conflict with
these Instructions, the terms of the contract shall apply.
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5. Copy of Policy and Policy Instructions to be provided

A copy of the Policy 2010 and Policy Instructions shall be given by the Commission to every
Chief Executive Officer' who shall advise all employees in his Ministry of their existence,
ensure employees understand relevant Policies and Instructions and make it available for them
to read. All employees shall familiarize themselves with the relevant parts of these Policies and
Instructions.

6. Instructions

Instructions issued by the Commission shall be followed unless specific approval from the
Commission has been obtained to vary the Instructions.

7.  Varying Instructions

The Commission may vary Instructions in ways not inconsistent with the Act, Regulations or
Policies.

INSTRUCTION I: STAFFING

1A. Introduction

1A.1 Objectives
The objectives of these Instructions are to:

(a) Provide guidance to the public service for implementing the provisions
regarding recruitment in the Public Service Policy 2010, and relevant Cabinet
decisions regarding employment in the public service; and

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

1A.2 Principles
These Instructions are made based on the following principles:
(a) A Ministry’s Salaries and Wages budget estimate for the full financial year is
the chief measure for monitoring and controlling the cost of labour or labour
expenditure within Government.

1List of Chief Executive Officers:

Chief Executive Officer of the Commission

Chief Secretary and Secretary to Cabinet

Chief Executive Officer for the Ministry of Revenue & Customs

Chief Executive Officer for Agriculture, Food & Forests

Chief Executive Officer for Fisheries

Chief Executive Officer for the Ministry of Education and Training

Chief Executive Officer for the Ministry of Meteorology, Energy, Information, Disaster Management, Environment, Communications
and Climate Change

Chief Executive Officer for the Ministry of Health

Chief Executive Officer for the Ministry of Public Enterprises

10. Chief Executive Officer for the Ministry of Infrastructure

11. Chief Executive Officer for Tourism

12. Chief Executive Officer for the Ministry of Internal Affairs

13. ChiefExecutive Officer for the Ministry of Finance and National Planning
14. Secretary for Foreign Affairs

15. Chief Executive Officer for the Ministry of Justice

16. Chief Executive Officer for the Ministry of Lands & Natural Resources
17. Chief Executive Officer for the Ministry of Commerce, Consumer, Trade, Innovation and Labour
18. Government Statistician

19. Solicitor General

20. Private Secretary to His Majesty

X NANARWN -
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(b) There is a need for flexibility and accountability to determine and source critical
employees in accordance with a Ministry’s approved programs, subject to
maintaining the aggregate Salaries and Wages budget for the full year.

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

(d) The Ministry of Finance will, with the endorsement of the Cabinet, determine
the appropriate percentage of Government’s total annual estimates that will be
allocated for expenditure for labour costs;

(e) The total allocation for labour costs by all Ministries in every financial year shall
not exceed the percentage determined under sub-section (d);

(f) The total actual expenditure for labour costs by all Ministries in every financial
year shall not exceed the percentage determined under sub-section (d);

(g) Each Ministry shall allocate a percentage of its allocated budget for labour
expenditure, and such percentage shall be within the percentage determined
under sub-section (d);

(h) Each Ministry shall allocate a percentage of its allocated budget for operational
expenditure;

(i) A Ministry may utilise any savings it makes from its labour expenditure
allocation for operational expenditure and vice versa;

(j) The number of, and expenditure for, public servants will be gradually downsized

in future; and

(k) Employment contracts shall be used in the public service to employ specialist
and professional employees, casual employees and daily paid labourers. This
will be gradually adopted over the coming years as the public service transitions
to more performance based systems.

1A.3 Categories of Employees

1A.3.1 Permanent employees
Permanent employees are appointed to permanent posts funded by the annual estimates.

1A.3.2 Contract employees
(1) Contract Employees are appointed for a fixed term on an individual contract.

(2) All appointments (including specialist and professional employees contracts)
funded within the annual budget estimate’ are made or processed by the
Commission.

(3) Any contract position filled by a daily paid contract provision must be advertised
through the Commissioner’s recruitment and approval process if the position is
to become permanent.

1A.4 Reviewing, Modifying and Creating Posts

1A.4.1 Effective and Efficient Structures
Chief Executive Officers are accountable to ensure the way work is organized and duties
allocated is appropriate and in line with the remuneration banding structure to optimize the
effective and efficient operations of the Ministry.

2 Annual budget estimate includes recurrent and development funds.
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1A.4.2 Procedures
The Commission shall issue procedures on how Ministries are to create or change posts.

1A.4.3 Creating new posts
All new posts created for the next financial year shall be submitted to the PSC Office no later

than the 31% January of the current financial year for vetting and evaluation (job size) before
approval is granted for filling at the next financial year which shall be in line with the Ministry’s
organizational structure and budget approved. The Commission shall outsource the job
evaluation function where appropriate.

The size of public service positions will be evaluated using a standardized job evaluation
method.

New posts created during the financial year shall be considered in extenuating circumstances.

1A.4.4 All posts to have a job description

(a) All posts in Ministries shall have a description of the duties of the post and a person
specification in a form prescribed by the Commission.

(b) All Chief Executive Officers, Heads of Divisions, Officers in Charge (in outer islands)
and all employees in supervisory levels are expected to have undertaken a Job
description writing training to be coordinated by the PSC.

1A.4.5 Job description to be reviewed
Each Ministry shall ensure that job descriptions shall be reviewed and updated annually and

any changes made shall be communicated to the employee and submitted to the PSC to meet
the deadline specified above for budget staff proposal preparation.

1A.4.6 Re-designation of posts
The Chief Executive Officer may re-designate titles of posts to ensure relevance of the role to the
Ministry, subject to the revised Classification of Posts and the approval of the Commission.

Any proposal to re-designate titles of posts outside of the approved Classification of Posts shall
be determined by the Commission with the approval of Cabinet.

1A.5 Job Classification and Band

1A.5.1 Classification and Remuneration Band
To ensure a fair and equitable, flexible and transparent remuneration system the Commission

shall determine classification, band and remuneration of all posts.

1A.5.2 Determining Salary Band
A banding model makes up the remuneration structure. The size of public service positions will

be evaluated using the appropriate method of Job evaluation.

All public service positions will be remunerated in accordance with the banding model the job
falls into and level of performance of the job holder. The evaluation process involves
benchmarking with moderation inputs by employees of Hay Group or any other appropriate
service providers.
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1A.5.3 Post Classifications
All posts shall be classified as shown in the revised Classification 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 Ministry, unless the recruitment is due to:

(a) recruitment of new scholars;
(b) Government restructuring, involving any changes made to the structure of a
ministry, including the splitting or amalgamation of a ministry;
(c) obligations on a ministry to contribute to an aid donor project particular
employees, including professional or administrative employees; or
(d) recruitment of administrative or clerical employees due to:
(1) the necessary skills for administrative or clerical activity not being
available within the public service;
(i) redeployment from another Ministry;
(iij)recruitment which is required by the Ministry of Health or
Ministry of Education; or
(iv) recruitment being of an emergency nature in the opinion of the
Commission.

1B.1.2 Merit Principle
All appointments and promotions shall be based on the merit principle.

1B.1.2.1 Definition and application
(1)  Merit refers to the relative suitability of a person to perform the tasks and duties

attached to a specific post.

(2) For different posts, the relative importance of the necessary qualities varies, but
an employee's balance of technical and professional skills, work experience,
academic qualifications, personality, leadership and administrative abilities shall
determine his competency and suitability.

(3) Inbroad terms, it implies that the most suitable person is selected for appointment.

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

1B.1.3 Recruitment Process
(1)  Prior to advertising a vacant position, the recruiting Ministry shall:

(i) obtain written confirmation from the Secretary for Finance that funding is
available;
(1) submit the job description(s) of the vacant position(s) to the Chief
Executive Officer of the Commission for endorsement.
(2)  All vacancies shall be advertised within the public service unless approved by the
Commission to be advertised outside of the public service.
(3) All posts are to be advertised in a way to attract the maximum suitable
applicants unless specific approval is obtained from the Commission.
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(4)  All vacancies shall be advertised for a minimum of two (2) weeks.
(%) (1) All interview panel members shall be approved by the Chief Executive
Officer of the Commission prior to the interview;

(i1)) Any panel member shall declare conflict of interest (real or apparent) to the
Chief Executive Officer of the Commission prior to appointment.

(6) The Commission shall ensure that as far as possible panel members shall have had
training on interviewing and selection of candidates to the public service;

(7) The Interview Panel shall comprise of three (3) members: one (1) from the Office
of the Commission, one (1) from the recruiting Ministry and one (1) from another
Ministry who possesses similar skills, qualifications or experience with those of
the advertised position and subject to sub-section (5)(i) above. For technical
positions where no panel member from another Ministry possesses the skills
required for the position, a technical expert may be engaged from outside of the
Public Service, subject to sub-section (5)(i) above.

(8) Shortlisting Applicants

(a) Where more than one (1) applicant meets the minimum requirements, the
Interview Panel shall shortlist the candidates.

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

(c)  Where the Interview Panel shortlists more than five (5) applicants, only the
top five (5) applicants shall be further assessed by the Interview Panel.

(d) Where it is difficult to determine the top five (5) applicants the Interview
Panel may decide to interview the appropriate number of applicants.

(9) The Interview Panel shall use the recruitment checklist and form provided by the
Office of the Commission for interviews.

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

(11) The Human Resource Officer for the Ministry is to compile a report on the results
of the Interview and circulate for endorsement of the relevant Interview Panel
prior to submission to the Chief Executive Officer concerned and the Commission
for approval.

(12) If the relevant Chief Executive Officer does not agree with the recommendation
of the panel then the Chief Executive Officer shall give reasons in writing as to
why he does not agree, together with the panel report, to the Chief Executive
Officer of the Commission.

(13) Staffing for the Office of the Minister

a) Once a Minister assumes duty, he may, with the consent of the
Commission, appoint on contract a VIP Driver remunerated up to
Band ‘Q’ and a Personal Assistant remunerated up to Band L, for the
duration of his term in office.

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

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

successful candidate.

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

Public Service Policy Instructions 23 February 2024



17

1B.1.6 Appointee to sign
The appointing authority shall ensure that all appointees acknowledge in writing that they

have received and understood the appointment conditions.

1B.1.7 Prerequisite before Employment
Before being formally employed, all new employees shall be 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 was last resident for a period of one (1)
year or more.

1B.1.8 Establish personal file
The appointing authority shall establish a personal file for each category of new employees,

whether permanent or contract, for the inclusion and retention of all matters relating to that
employee.

1B.1.9 Advising the Commission of assumption of duty
The Chief Executive Officer shall ensure the Commission and Ministry of Finance are advised

of all new employees’ date of assumption of duty, 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 required to take the oath set forth in the

Schedule to the Official Secrets Act, within one (1) month of appointment.
(2) It is the responsibility of Chief Executive Officers to 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 duty as a permanent employee, the Chief

Executive Officer of the Commission shall arrange for this information to be published in the
Tonga Government Gazette.

1B.1.12 Date of Appointment
(1) An employee’s date of appointment as a permanent employee shall be the date of his
first assumption of duty in a permanent post.
(2) In the case of a daily paid labourer appointed to a permanent post, the effective date shall
be the date of the assumption of duty in the permanent post.
(3) The Commission must approve the appointment before the employee assumes duty in
the permanent post.

1B.1.13 Induction
(1) Chief Executive Officers shall ensure all employees undergo an induction to facilitate

their productive adaptation to the public service and a written record shall be
maintained of the induction.

(2) The Office of the Commission shall conduct an induction programme on a quarterly
basis for all new employees pertaining to regulations and policies governing
employment in the Tonga Public Service.
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1B.2 Promotion

(1) Principles of Promotion:
The considerations governing all promotions shall be the advancement of the
efficiency of the public service, and this can only be secured by determining
promotions on grounds of merit and suitability.

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

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

(4) An employee who has been recently promoted shall be eligible for another promotion
after completing one (1) year at the post to which he was last promoted.

(5) Appeals procedure:
Any employee has the right to appeal to the Tribunal against a promotion decision in
which he may be involved or which affects a post to which he could have been
promoted. Such appeals shall be lodged within fourteen (14) days after the person
making the application has been served with written notice of the Commission’s
decision, through the Secretariat to the Tribunal. The Tribunal’s decision on such
appeals shall be final.

(6) Effective Date of Promotion:
All promotions are to be effective from the date of assumption of duty in the
approved position.

(7) Staff Boards:
Where the staff numbers in any professional, specialist or technical grade within a

Ministry are so large that it is impractical for anyone to be familiar with the qualities of
every member of that grade, the institution of a staff board appointed by the Chief
Executive Officer as a recommending body shall be required. A Staff Board shall
normally include the Chief Executive Officer of the Commission or his
representative.
(8) Probationary Period Upon Promotion
All promotions shall be on six (6) months probationary period before confirmation
to the position.

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 another post 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 they meet the requirements for appointment.

1B.5.2 Employees who were previously dismissed
The following rule applies to employees who were previously dismissed:

(a) no employee previously dismissed may be re-appointed, even on a temporary basis,
without the prior approval of the Commission.
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1B.5.3 Applicants who have been compulsorily retired through ill-health
Any employee who has been compulsorily retired on grounds of ill-health shall not be re-

employed without a medical report from the Director of Health.

1B.5.4 Re-employment of Employees who have Retired on Pension
Where Government considered it necessary to re-employ in an established post an employee

who has already retired on pension, such employee shall be entitled to all the privileges and
benefits of such post.

1B.6 Provisional Employment Contracts
(a) Any employee who entered into a provisional employment contract may elect, with consent

of the Chief Executive Officer, to either continue to be employed under an employment
contract, on no lesser terms or conditions which they enjoyed under the provisional
employment contracts, or be employed to a permanent post subject to proper recruitment and
appointment process through the Commission.

1B.7 Private Practice
Employees shall obtain the approval of their Chief Executive Officer and Cabinet to have a
private practice.

1B.8 Reclassification
All Student Nurses who successfully obtained a Diploma in Nursing from the Queen Salote

School of Nurses (QSSN) shall be reclassified into the positions of Staff Nurse Diplomate
effective from the date of official notification from the Institution.

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

1C.2 Performance assessed
(1) Employees’ performance, acceptance and discharge of responsibility shall be assessed

during and at the end of their probationary period using the Performance Management
System prescribed by the Public Service Commission.

(2) Notwithstanding subsection (1), the Siate Folau ‘ae Neesi Tonga shall be the Performance
Management System used to assess the performance of employees in the Nursing
Profession.

1C.3 Confirmation of Appointment
(1) At the end of the probationary period and provided that the performance is assessed to be

satisfactory, the employee’s appointment shall be confirmed by the Chief Executive Officer.

(2) Probationary period may be extended only once, and such extension shall not exceed
three (3) months.

(3) In the event where probation is extended, the performance areas where the employee
requires improvement must be specified under Section 4 of the Performance and
Planning and Appraisal Form prescribed by the Commission.

(4) That the area of improvement under paragraph (3) must be used in the final evaluation
of the employee’s performance.
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1C.4 Not confirmed
Employees with unsatisfactory performance shall not be confirmed and their appointment shall
be terminated, in accordance with the principles of natural justice.

1C.5 Termination during probation
An employee may be terminated at any time during the probationary period by the appointing

authority for failure to comply with any applicable Act, regulation, instruction, procedure or
lawful direction after following due process in accordance with the Public Service (Disciplinary
Procedures) Regulations 2003 as amended.

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

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

1C.8 Acting Appointment and Applications for other posts
An employee on probation except where the employee was recently promoted shall not be

eligible for an acting appointment or to apply for other posts until they have completed their
probationary period and have been confirmed to their current post.

1C.9 Study Leave
An employee on probation shall not be eligible for study leave until they have completed their
probationary period and have been confirmed to their current post.

1D. Acting Appointment

1D.1.1 Acting Appointments made at a higher band
1) Acting appointment made at a higher band occurs when an employee is designated to

carry out the full range of duties of another employee in a higher band in the Public
Service who is—

(a) absent on vacation leave, special leave, study leave, sick leave, secondment or
maternity/paternity leave);

(b) absent on internal (in-service) or external training courses (other than accredited
scholarship courses overseas which are normally followed by re- posting), at
conferences, meetings or for other similar purposes; or

(c) promoted, resigned, retired, dismissed, redeployed, or died during service.

2) Acting appointment in higher positions shall be applicable only to Band “M” upward.
Any vacancies at the lower levels need to be filled immediately and workload to be
spread across similar positions and managed as appropriate by CEOs.

3) Anemployee on acting appointment shall take all the terms and conditions of the higher
band, and is expected to also perform all the duties of his/her substantive post. The only
exception is cases where, on acting appointment, he is required to move to another
locality, in which case another employee may be appointed to act in his substantive
post. Such acting appointment requires approval by the Commission.
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4) Acting appointment requires the approval of the Chief Executive Officer who shall
determine the appropriate acting appointment period and approve a set of agreed
outputs to be performed during acting.

5) The CEO must evaluate the work to determine the payment to be made.

6) Acting appointment should be allowed for the next available and/or suitable person in
post according to the organisational structure.

7) That the rationale and purpose for any acting is to ensure that the workflow and
operations are not seriously hampered.

1D.1.2 Acting Allowance
1) If the basic salary of the employee on acting appointment is less than the minimum of

the higher band then s/he shall receive difference between his/her basic salary and the
minimum of the higher band. However, if the variance is less than 10% of the minimum
of the higher band, s/he is to be treated the same with one whose basic salary is greater
than or equal to the minimum of the higher band.

2) If the salary of the employee on acting appointment is greater than or equal to the
minimum of the higher band, s/he shall receive 10% of the minimum of the higher band
which is to be incorporated as his/her new basic salary in the higher band.

1D.1.3 Lateral Acting Appointments made at the same band

1) Lateral acting appointment made at the same band occurs when an employee is
designated to carry out additional duties of another employee in the same band in the
Public Service who is —

absent on vacation leave, special leave, study leave, sick leave, secondment or
maternity leave;

(a) absent on internal (in-service) or external training courses (other than accredited
scholarship courses overseas which are normally followed by re- posting), at
conferences, meetings or for other similar purposes;

(b) transferred, redeployed; or

(c) promoted, resigned, retired, dismissed or died during service

2) An employee on lateral acting appointment shall carry out responsibilities of the
employee of the same band level who is away for at least twenty (20) consecutive
working days to qualify for an allowance.

3) A lateral acting appointment allowance can be remunerated up to 10% of the salary
band at the minimum level of that salary subject to an approved agreed set of outputs
with the CEO and/or supervisor.

4) When an employee is appointed to be on lateral acting in the same banded post, that
employee is expected to also perform the duties of his substantive post. The only
exception is cases where, on lateral acting appointment, he is required to move to
another locality, in which case another employee may be appointed to take up the lateral
acting appointment in his substantive post.

5) Lateral acting appointment requires the approval of the Chief Executive Officer.

6) Acting appointment for lateral positions shall be applicable only to Band ‘M’ upward.

1D.1.4 Lateral Acting Allowance

An employee on lateral acting appointment is to be paid an allowance equivalent to the amount
received by the employee if promoted to the higher band proportionate to the percentage of
agreed outputs and duration of the acting.
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1) An employee on lateral acting appointment is to be paid an allowance of up to 10% of
the current basic salary of the position the acting is made on for the period concerned.
The lateral acting can only be eligible for allowance at a minimum of twenty (20)
consecutive working days and to agreed outputs.

For all acting allowances be paid only after the acting assignment subject to approval

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 stipulated by the Ministry of Education, Women’s
Affairs and Culture; or

(b) sea-going crews of fishing and research vessels, who are remunerated on a salary plus
bonus system and are not subject to conditioned hours or paid overtime.

2A.2 Attendance
(1) Attendance records shall record the name of all employees, the time of arrival at work and

the time the employee left work.
(2) Where employees are absent from their normal place of work this shall be recorded by the
supervisor (e.g. annual leave, sick leave) in the Attendance Record.

2A.3 Record of Attendance

(1) All employees are required to record their attendance when reporting for duty.

(2) Where an attendance book is not in use, other similar means shall be used.

(3) Attendance records shall be kept by the Ministry for inspection.

(4) Weekly attendance records are to be prepared for all employees and reviewed by the
supervisor and Chief Executive Officer.

2A.4 Hours of Work
(1) The condition and minimum hours of attendance for employees are 40 hours per week,

Monday to Friday. The normal working day is from 8.30am to 4.30pm with a meal break
of one (1) hour.

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

(3) Where employees are employed on a roster, shift or under other special arrangements,
working hours shall be an average of 40 hours per week.

(4) The five-day week is the standard arrangement throughout the Public Service, though
Ministries have the right to call on employees at any time.

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

2A.5 Employee’s Responsibility
An employee is required to understand and comply with working hours instructions wherever
they work.
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2A.6 Supervisor’s Responsibility
Each supervisor shall ensure that all employees comply with attendance instructions and shall
provide counselling for, or discipline, those who do not.

2A.7 Overtime

2A.7.1 General

(1) Employees may be required to work additional hours above and beyond the
conditioned hours as specified from time to time. This is subject to extenuating and
unforeseen needs of the Ministry and must be pre-approved by the Chief Executive
Officer.

(2) In considering an application for overtime work the Chief Executive Officer must
be mindful of;

(a) organizing shift work for employees who need to work on weekends, public
holidays, and Christmas vacation in order to minimize overtime claims,

(b) the health and safety of the employee,

(c) availability of funds,

(d) the reasons for the duties to be performed,

(e) the extenuating and unforeseen circumstance justifying the overtime work.
(3) The Chief Executive Officer’s approval on overtime work cannot be delegated.

(4) Payment for overtime hours is only payable to eligible employees under 2A.7.3 or
2A.7.4.

(5) Time off in lieu of cash payment for overtime is available to all employees in all
salary bands, subject to these instructions.

(6) Overtime payment OR time off in lieu is only applicable to eligible employees
who have worked in excess of the conditioned hours (40 hours per week) and in
excess of eight (8) hours on the day overtime work is requested.

(7) Overtime payments OR time off in lieu cannot be claimed for attendance in virtual
meetings after working hours. Prior approval of arrangement for flexible hours
must be in place before the virtual/meetings after hours and after midnight.

(8) Ifthe eligible employee was on leave, but was recalled to resume duty, those hours
worked shall be treated as normal work hours for the first eight (8) hours worked.

(9) Time off in lieu must be utilised within twelve (12) months of accruing such leave.
Such leave cannot be counted for encashment purposes.

(10) Conditioned hours are expressed as gross forty (40) hours work week, eight (8)
hour workday for all employees.

(11) Claims for overtime hours must be processed within one (1) month of having been
worked or be forfeited.
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(12) No employee shall be allowed to accrue more than forty (40) hours of overtime
work in any given month but may be exceeded subject to the Commission’s
approval after applying the criteria contained under 2A.7.4(3).

(13) Payment for overtime work shall be calculated as follows —

(a) time and a half (1.5 hours pay) per one (1) hour worked during overtime on
weekdays, and

(b) double time (2 hours pay) per one (1) hour worked overtime on public
holidays and weekends.

(c) shift workers who are required to work on public holidays and weekends shall
be paid at their normal rates for the first eight (8) hours. Hours worked
overtime in excess of these eight (8) hours shall be paid at the rates set in (a)
and (b) above as applicable.

(14) This instruction does not apply to Teachers and other staff as specified by the
Ministry of Education.

2A.7.2 Authorization and Supervision of Overtime

(1) All overtime work shall receive written approval of the Chief Executive Officer
prior to the actual overtime work commencing.

(2) The Head of Divisions, or supervisors are to ensure that overtime work claimed is
in the order as follows:

(a) Head of Divisions are responsible for assessing work deadlines to determine
when/if overtime is required.

(b) In cases where overtime is required, the Head of Division must seek the
approval from the Chief Executive Officer on or before the expected overtime
date.

(c) The Head of Division must ensure that the overtime work is justified and
make the justification to the Chief Executive Officer.

(d) The Head of Division must report that the proposed work was completed
successfully at the end of the month and submit all paperwork with claims to
the Finance Division for processing of compensation.

() The approved work plan must be shared with Corporate Services for staff
delivery purposes. Only staff with approved work plans will be entitled for
compensation of overtime hours.

(f) That Chief Executive Officers are to ensure that overtime spending DOES NOT
exceed what was approved in the recurrent budget for the Ministry.

(3) Proper time sheet recording shall be used in the recording of overtime, and time
limits of overtime shall be specifically stated.

2A.7.3 Eligibility for overtime payment

(1) Payment for overtime hours worked is only payable to employees within salary
band classification band “M” or lower.

2A.7.4 Eligibility for overtime payment in exceptional circumstances

(1) All employees in salary band “L” up to and excluding CEO level may apply to the
CEO for payment of overtime hours up to forty (40) hours per month but only in
exceptional circumstances where:
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(a) atrue scarcity of skills and human resources exists,

(b) there are urgent circumstances that are a matter of national interest or public
security,

(c) there is a state of Declared National Emergency, Natural Disasters or
Pandemic.

(2) Such applications shall be made on a case-by-case basis to the Chief Executive

Officer subject to the limitations contained under 2A.7.1 (1) & (2).

(3) The Commission shall apply the following criteria when making any decisions
under 2A7.1(12):

(a) confirmation from the CEO that exceeding the forty (40) hours per month was
unavoidable;

(b) confirmation from the CEO that arrangements have been made to reduce the
likelihood of exceeding forty (40) hours per month, including shift work and
time off in lieu of overtime hours worked;

(c) atrue scarcity of skills and human resources exists;

(d) there are urgent circumstances that are a matter of national interest or public
security;

(e) there is a state of natural disaster or emergency or pandemic.

2A.7.5 Time Off in Lieu of overtime payment

(1) Where applicable and approved, employees are entitled to take time off in lieu of
overtime with the consent of the Chief Executive Officer.

(2) Time off in lieu shall be treated as a working day.

(3) Time off in lieu of overtime shall be calculated as one (1) hour time off for one (1)
hour worked overtime, regardless of when the overtime was worked.

2A.7.6 Hours worked in times of a Declared National Emergency, Natural Disasters
and Pandemic.

(1) Notwithstanding the provisions of this policy, where the functions of a Ministry
requires work in times of a Declared National Emergency, Natural Disasters (e.g.
Tropical Cyclones) or Pandemic, such periods of work may be treated as overtime
work, and may exceed forty (40) hours per month, for which payment for overtime
may be approved by the Chief Executive Officer, at the rates declared in section
2A.7.1(13).

(2) Overtime work claimed under this section, can only be approved if it was worked
within the official time period of a Public Service stand down, as may be declared
by the relevant Government body or authority.
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2B. Leave

2B.1 Leave Entitlements as from 1 January 2016
(1) All employees appointed to a post on the permanent establishment of the Public
Service shall be eligible for the following (where applicable):

Leave Type WD Comments on policy changes
Annual Leave 20 Policy to allow accumulation
Sick Leave 15 For non hospitalisation. Sick Leave (out patient) may be
(out patient) utilized as sick leave (in patient) subject to the

recommendation from the Director of Health and approval
of the Chief Executive Officer of the Commission.

Sick Leave (in | 30 New Policy for hospitalisation only (not expected to be
patient) high usage)

Maternity Leave 3 months | Policy focuses on duration for health of working mother
(calendar | and child

days)
Paternity Leave 5 Policy recognises role of both mother and father at birth of]
child
Leave Without 20 This 1s different to ‘study leave” which will continue to be
Pay reviewed

(2) Under special/ exceptional/ emergency circumstances, the annual leave of an
employee may be carried forward a maximum of 10 annual leave days to the
following year with the approval of the Commission.

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

2B.3 Recall from Leave
(1) An employee may be recalled from annual leave by the same authority who
granted the leave.
(2) The outstanding annual leave of an employee who was 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 prescribed by the Commission. [Annex 1]

2B.5 Taking leave not of Right
An employee shall take leave at a time and for a duration that shall not adversely affect the
efficient and effective operation of the ministry as approved by the Chief Executive Officer.

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

(a) an employee who is entitled to leave immediately preceding resignation or
retirement may receive his salary for such period of leave in one lump sum in
lieu of such leave;

(b) an employee who is at Band I or above and has completed three (3) years of
service at that level is considered by his Minister and approved by the
Commission under special/exceptional circumstances, may receive a cash
payment equivalent to his salary for up to 10 leave days, subject to the
Ministry’s budget.
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(¢) an employee who is stationed at Niuatoputapu or Niuafo’ou, may receive a
cash payment equivalent to his salary for up to 20 leave days subject to the
approval of the Chief Executive Officer and the Commission.

(2) The cash payment paid under paragraph (1) (b); shall not exceed 10% of the total
amount in the appropriate program of that Ministry’s Annual Estimates.

(3) With exception to the employees at the Niuas, an employee shall not receive cash
payment of leave days in two consecutive years.

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

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

2B.9 Leave Management
(1) All Ministries/Departments/Agencies must submit a complete Annual Leave Place to

the PSC Office at the beginning of the calendar year.

(2) The total number of leave days paid in cash and/or the number of days carried forward
to the following calendar year must not exceed 10 leave days for an employee.

(3) The Chief Executive Officer has the discretion to:
(a) Approve for an employee to take annual leave within the 12 months calendar year;
(b) Direct an employee to take annual leave within 12 months calendar year;
(c) Employees who exit the service before completion of 12 months shall be deducted

the pro rata annual leave entitlement for the months not yet worked.

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

a) Twenty (20) working days annual leave which is not accrued from year to year;

b) Employees appointed during the year will receive the pro rata leave entitlement from
the month they assumed duty until end of December, calculated as one annual leave
day for every 12 working days worked including all paid public and government
holidays except for Non-Reckonable periods;

c) Employees who exit the service before completion of 12 months shall be deducted
the pro rata leave entitlement for the months not yet worked.

2B.11 Non-reckonable Periods
The following periods shall not be reckonable for leave purposes —
(a) unauthorized absences;
(b) attendance on any overseas course or conference in excess 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 prior to taking leave without pay.

(2) No accumulation of paid leave occurs during leave without pay.

(3) In circumstances where the employee has taken leave without pay until the end of
the previous calendar year, any continued leave in the new calendar year shall be
on a without pay basis until the officer resumes duty.

(4) Under special circumstances the Commission may approve additional leave
without pay.
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2B.13 Absence without Permission
(1) An employee who is absent without the proper authorisation shall be liable for
disciplinary action.
(2) No salary shall be payable for the period during which an employee is absent without
permission.
(3) After five (5) working days from the date the employee was due to resume duty, the
Chief Executive Officer may recommend dismissal of that employee.

2B.14 The Commission to be informed

Chief Executive Officers shall inform the Commission, of all details relevant to leave
allowances for recording purposes and shall maintain a record in the personal file of each
employee.

2B.15 Leave for Chief Executive Officers

Leave Duration

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

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

Sick Leave 10 working days per annum. Under

exceptional circumstances the Commission
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 exception of those listed in (a) — (f) below) are
entitled to school holidays. The exceptions, who are treated for leave purposes as
other employees in the public service, are as follows —
(a) at Tonga Institute of Education: all full time teachers;
(b) at Tonga College: The Principal and Deputy Principal; the Woodwork,
Metalwork and Agricultural Instructors; Farm Manager, Assistant Farm
Manager and the Senior Tutor;
(c) at Tonga High School: The Principal, Deputy Principal, Senior Tutor and
Senior Mistress, Counsellor
(d) other Government High Schools: Principal, Deputy Principal, Senior
Mistress, Senior Tutor;
() Tonga Institute of Higher Education: all full time teachers;
(f) Community Development and Training Centre: all full time teachers.

2B.17 Daily Paid Labour
Employees engaged as “daily paid labourers” are remunerated 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 allowance, which must not be carried forward from any
one calendar year to any subsequent year.
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2B.18.2 Sick Leave while on Leave
(1) Sick leave during any leave period taken shall be included in the leave period
unless if the officer is hospitalised at which case the approval of the Chief
Executive Officer and the Commission shall be required.
(2) No salary shall be payable for the period of sick leave that occurs while an
officer is on leave without pay or immediately after the completion of this
period of leave without pay.

2B.18.3 Authorization of Sick Leave

(1) The authorization of all paid sick leave is vested in the Chief Executive Officer
who shall be guided by the medical certificate submitted by an employee.

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

(3) Chief Executive Officers shall ensure all medical certificates and medical
reports are retained on personal files unless directed otherwise by the
Commission.

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

2B.18.5 Medical Certificate
(1) (a) If the employee is ill in Tonga, illness necessitating the grant of paid sick
leave shall be duly certified by a Medical Officer registered under the
Medical and Dental Practice Act 2001 within 48 hours of the employee first
absenting himself from duty.

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

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

(3) Any employee who fails to do so may be considered as absent without authority,
unless he is on field duty or on an island where it is not possible to obtain a
medical certificate, and provided that the Chief Executive Officer is satisfied
that the illness is genuine.

2B.18.6 Confidentiality
All medical certificates and medical reports shall be regarded as strictly confidential
documents.

2B.18.7 Medical Referral Overseas
(1) Employees who are ill and could not be treated locally may be referred
overseas for medical treatment.
(2) In all cases requesting medical referral, the Director of Health shall submit a
full medical report on the employee concerned together with appropriate
recommendation to the Minister of Health for a final decision.

(3) Insuch cases Government shall meet the costs of the following —
(a) return airfare to New Zealand for the employee;
(b) medical investigations, treatment and hospitalisation;
(c) return airfare of one relative to accompany the employee.
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(4) Local Medical Referral
Subject to the approval of the Director of Health, employees posted in outer
islands who are ill and could not be treated at local hospital may be referred to
Tongatapu or the nearest hospital that can provide medical treatment for the
employees and in such cases Government shall meet costs involved.

2B.18.8 Sick While Abroad
Any employee who is selected to go on an in-service training course abroad shall qualify for
the full sick leave benefits on the production of satisfactory medical evidence from the country
he is in, that the employee is sick and unfit for work.

2B.18.9 Medical Emergencies whilst on Official Duties Abroad
(1) Employees may be eligible for the cost of emergency medical treatment and
other allowances while abroad on official duties.
(2) The Director of Health shall make such recommendations on each case as

appropriate to the Commission and the Public Service Commission decision
shall be final.

2B.19 Maternity Leave
(1) An employee who is about to give birth shall be granted three (3) months (calendar
days) maternity leave.
(2) An application for a maternity leave shall be supported by a medical certificate.
(3) Where further absence is required and on production of a medical certificate the
employee may be granted leave without pay.
(4) Once an employee resumes duty, the maternity leave is deemed to be completed.
(5) That in the event the mother has a miscarriage or stillbirth, the duration for the
maternity leave shall be as recommended by the Director of Health and approved by the
Commission.

2B.20 Paternity Leave
The spouse of the mother of a newly born baby shall be entitled to five (5) working days
paternity leave which must be taken consecutively immediately after birth.

2B.21 Casual Leave
(1) Chief Executive Officers have discretion to grant casual leave, half day or one day at
a time, to any employee who may require leave of absence for unforeseen
circumstances.
(2) Casual leave shall not be utilised consecutively.
(3) Casual leave shall not be recorded against the employee’s normal leave entitlement
unless a maximum of seven (7) working days is exceeded in any calendar year.

2B.22 Special Leave with and without Pay

2B.22.1 Sporting Tours Leave

(1) Employees who are selected to be a manager, official or team member of overseas
national sporting tours may be granted special leave of absence for up to 40 working
days per annum. Such period shall not be deducted from annual leave entitlement.

(2) An employee to which paragraph (1) apply shall be approved by the Tonga Sports
Association (TASA) or the relevant national sporting body.

(3) Sporting Tour Leave requires the approval of the Commission.

2B.22.2 Spouse Leave on Posting to Outlying Islands or Overseas

(1) Where the spouse of an employee is posted to an outlying island or overseas by
Government, that employee may be granted special leave without pay to
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accompany the spouse in the posting provided that any earned leave due is
taken at the same time.

(2) Spouse leave requires the approval of the employee’s Chief Executive
Officer and also the Commission.

2B.22.3 Special Leave on Compassionate or Personal Grounds
Special leave without pay on compassionate grounds or any other personal reasons may be
granted with the approval of the Chief Executive Officer and the Commission.

2B.22.4 Special Leave for Employees on Government Boards
Employees who are members of a Government Board may be granted a special leave of absence

for period not exceeding 10 working days per annum to attend an official training, conference or
meeting locally or overseas as a member of the official delegation representing the Board subject
to the endorsement of the Chief Executive Officer and the approval of the Public Service
Commission. Such period shall not be deducted from annual leave entitlements.

2B.22.5 Special Leave for Employees on Jury Duty
(1) Employees who have been summoned by the Court to be on Jury duty may be

granted a special leave of absence for the period as required by the Court subject
to the approval of the Chief Executive Officer in consultation with the Ministry of
Justice.

(2) The special leave in (1) above shall be with pay unless agreed to by the employee
and the Chief Executive Officer.

2B.22.6 Special Leave for Voting and Polling Duties
(1) Employees who have been summoned and approved by the Public Service

Commission for polling duties need not take leave as this is part of their civic
duties.

(2) For voting purposes, employees other than teachers and health workers in critical
service are allowed 2 hours to half a working day depending on the placement of the
public servant. Employees who provide essential services such as teachers and health
workers in critical care are to be released as appropriate to enable them to vote.
This leave should be managed by CEOs according to their Ministry needs so that
the Ministry services are not affected.

2B.23 Study Leave

2B.23.1 Study Leave with Pay
(1)  Only recipients of Government Scholarships and Scholarship awards who
are confirmed to be in line with the Government priority areas as determined
by the Government Scholarship Committee shall receive salary as follows:

(a) 15 year — fifty (50) percent of salary

(b) 2nd year — twenty five (25) percent of salary
(c) After second year of study no salary portion of salary shall be
paid.

(2) Ifthe employee chooses to utilise his vacation leave in the first year of study,
the benefits under paragraph (1) commence at the end of the leave taken.

(3) If the employee resumes duty on full pay whilst on study leave for a period
not exceeding two months, this period shall not be considered a break in the
duration of his study leave for the purposes of paragraph (1).
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(4) For serving employees studying while at post, time spent attending classes
during working hours should be compensated by working after-hours as
approved by the Chief Executive Officer.

(5) An employee going on Study Leave With Pay is required to work in
Government for a duration not exceeding two (2) years.

2B.23.2 Study Leave without Pay
Where a course of study does not qualify for a study leave with pay, study leave without pay

may be granted at Chief Executive Officer discretion. The following rules apply —

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

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

(c) the course shall be of recognized academic standing;

(d) study leave without pay shall not be allowed on more than one occasion;

(e) the maximum leave for any one period of study leave shall be 2 years, but
this may be extended subject to the academic performance of the employee
and the recommendation from the Chief Executive Officer;

(f) an employee whose study or conduct while on study leave proves
unsatisfactory may have these privileges withdrawn and be asked to return
or resign from the Public Service;

(g) any accumulated annual leave shall be taken first.

2B.24 Public Holidays
(1) The Public Holidays are those prescribed under the Public Holidays Act (Cap.
51).

(2) An employee who is required to be on duty on a Public Holiday shall be granted
time off which shall be calculated as double time (2 hours) per one (1) hour
worked.

2B.25 Christmas Vacation
(1) The Christmas vacation shall be the period prescribed by Cabinet.

(2) Where an employee cannot be granted the whole or part of the Christmas vacation, he
may be granted at the discretion of the Chief Executive Officer, a period of leave
calculated as time and a half (1.5 hours) per one (1) hour worked during weekdays and
double time (2 hours) per one (1) hour worked during weekends and public holidays
(i.e. Christmas Day, Boxing Day and New Year’s Day).

2C. Daily Paid Labour and Casual Employees

2C.1 Daily paid labourers and casual employees

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

(a) the Commission agrees that such recruitment is of a casual nature
and for the purposes of achieving the core roles of the ministry; and
(b) the Ministry of Finance confirms that:
(1) there is sufficient funds for wages; and
(i1) the recruitment will not affect the percentage of total
labour expenditure determined under paragraph 1A.2(d).

(2) Subject to sub-section (1), a daily paid or casual employee shall be deemed an
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employee with effect from the date of approval of the Minister responsible for the
Ministry.

All existing employees who are employed in the public service as daily paid
labourers before 1 July 2010, shall be employed under contract in the form set out
in Schedule I, with:

(i) the same terms and conditions offered to a daily paid labourer;
(i1) a specified time period not exceeding 2 years; and

(iii) any other term or condition which the Chief Executive Officer deems as
necessary and expedient for achieving the core roles of the Ministry.

2C.2 Replacement of daily paid labourers and casual employees

(1)

)
3)

The Chief Executive Officer shall be entitled to appoint a replacement of any daily
paid or casual employee who ceases to be a daily paid or casual employee before
the expiry of the daily paid or casual employee’s employment contract.

The Chief Executive Officer shall not be required to comply with the appointment
requirements under section 2C.1 when appointing a replacement under sub-section (1).
The Chief Executive Officer shall be entitled to appoint any person whom he deems
fit and qualified to perform the role of a daily paid or casual employee, provided
that:

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

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

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

2C.3 Entitlements of daily paid labourers

(a) A daily paid labourer will be entitled only to the wages they are paid as

specified by the Chief Executive Officer.

(b) Daily paid labourers are not entitled to overseas travel and acting appointment.

2D. Transfers

2D.1 Filling posts by lateral transfer

Posts filled through lateral transfer must be advertised and filled through the normal
recruitment procedures.

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

2D.3 Settling-in allowance on permanent transfer

(1)
2)

)
(4)

A settling-in allowance shall be payable when an employee is permanently
transferred to the island where the post is located.

The settling-in allowance shall be payable as a lump sum within 14 days of
departure to where the post is located.

A settling-in allowance is payable at the rate determined by the Commission
and approved by Cabinet.
Payment of settling-in allowance is the responsibility of the receiving Ministry.
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2D.4 Secondment

(1)

2
3)

(4)

©)
(6)

(7

(8)

)

(10)

(11)

Employees in the Public Service may be seconded to an Organisation within
Tonga, regional or international for a maximum period of 1 year supported by
the Chief Executive Officer and approved by the Commission as relevant to the
government's interest as distinct from those initiated by the employees. However in
cases of Government projects whereby the Government is obligated to staff the
said project, further consideration may be given by the Commission for further
extension up to a maximum of three (3) years as appropriate.
Host Employer is required to provide a copy of the draft contract outlining the
purpose, location and duration of the secondment.
All secondments require the endorsement of the Chief Executive Officer and
the Minister and the approval of the Commission.
The effective date of the secondment should be the date of commencement of
the contract. Annual leave entitlements must be taken first and the balance of
the duration shall be without pay.
The Secondee while on secondment, is still subject to the Public Service Code
of Ethics and Disciplinary procedures.
The Ministry may fill the employee’s post following the effective date of
secondment.
When the secondee returns to the Public Service they will have to take the
appropriate post offered, at no less terms and conditions than he had prior to
commencing his secondment.
The employee should notify the Ministry and the Commission if contract is
terminated early and they should agree on a date for the secondee to resume
duty no later than the date originally approved for end of secondment.
(1) The three parties may agree for the officer to be seconded to another
organisation during the original period of secondment.
Upon completion or termination of the secondment, the employee is required to
work a bond with government for the following duration:
(1)  Full duration of the secondment where the period of secondment is
more than 12 months; or
(i1)) Twelve months (12) where the duration of the secondment is twelve
(12) months or less.
The responsible CEO must ensure that the appropriate MOU (Annex 2) is
signed by the employee and the Ministry, clearly stating the requirements during
and after the secondment.
Should the employee fail to satisfy the requirements stipulated in (9) and (10)
above, he/she shall pay for the shortfall period to the government or be
processed for dismissal.

2D.5 Short-Term Consultancy with Outside Organizations
1. An employee may be allowed to take a short — term consultancy with outside
organizations which shall not exceed two months (i.e. 40 working days) in a calendar
year and shall seek endorsement of Chief Executive Officer and approval of the
Commission.
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2. The effective date of the short—term consultancy should be the date of commencement
of the contract. Annual leave entitlements must be taken first and the balance of the
duration shall be without pay.

2E. Redeployment

2E.1 Redeployment
A redeployment from one Ministry to anther Ministry shall be:

(1) Agreed to by the Chief Executive Officers concerned, if on a temporary basis;

(2) The temporary basis shall be up to a period of (six) 6 months to complete all agreed
activities. Any extension beyond this shall be subject to the approval of the Commission
and to be more than a combined total of 9 months;

(3) Also approved by the Commission, if on a permanent basis;

(4) The purpose of the redeployment is to be clearly defined and fully discussed with the
staff concerned;

(5) All permanent redeployments shall involve the transfer of an employee from one post
to another without the functions of the post. Redeployments may be made with the
appropriate funding unless otherwise agreed to by the relevant CEOs.

2E.2 Compassionate Redeployment
(1) An employee who has genuine compassionate grounds for seeking redeployment to a

post in some other locality (or in an exceptional case, in some other Department) shall
submit an application to his Chief Executive Officer.

(2) Chief Executive Officers may, if satisfied about the compassionate grounds, follow the
redeployment procedures to effect the compassionate redeployment.

(3) Any expenses associated with the relocation shall be paid by the employee.

2E.3 Staff Rotation
1. Staff rotation may be undertaken to exchange staff among the divisions or units in a
Ministry or among Ministries to perform similar or related responsibilities on a
temporary basis to:
1. Provide the appropriate capability where it is needed to improve efficiency and
effectiveness in the operation of a division or unit
ii.  Enable the learning of new skills, work practices or methods
iii.  Explore where the skills, qualifications and expertise of a staff will be best
utilized
iv.  Eliminate boredom and encouraging creativity and productivity by moving
workers into a new work environment
v.  Enable the division or unit to better perform responsibilities on a timely basis

2. Rotations are to be undertaken within the same band or from one band to another (one

band below or one band above).

3. Staff rotation is undertaken in the interest of a Ministry or the Public Service to deliver

its outputs and outcomes in an effective, efficient and productive manner.

4. The Chief Executive Officer with the approval of the Minister may rotate staff among

the divisions and units within the Ministry.

5. Where staff are rotated among Ministries, the Chief Executive Officers concerned shall
agree to the duration of the staff rotation and responsibilities to be performed during the
period, and the proposed staff rotation shall be endorsed by the Minister concerned.
Staff may be rotated for a period of up to 12 months.

7. The purpose of the staff rotation and responsibilities to be performed is to be clearly
defined and fully discussed with the staff concerned.
8. The entitlements of the staff are not affected while they are on staff rotation.

N
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9. Atthe end of the staff rotation, the staff may return to their substantive positions.

10. Where it is appropriate that the staff on rotation may be permanently transferred to the
new division or unit within a Ministry, the approval of the Minister is to be obtained.

11. Where it is agreed among the Chief Executive Officers of the Ministries and endorsed
by the respective Ministers that the staff on rotation may be permanent retained,
instruction 2E.1 (5) shall apply.

2F. Government Transport

2F.1 General
(1) All Government vehicles and vessels are the property of His Majesty’s Government.
(2) The Commission with consultation with relevant Chief Executive Officers may
withdraw from any Ministry and may transfer to any other Ministry at any time any
vehicle or vessel allocated to any Ministry.
(3) Ministries are provided with vehicles and vessels to enable them to discharge their
public responsibilities effectively and efficiently.

2F.2 Identification
Ministries are required to identify the vehicles and vessels in their charge with an appropriate
sign, take responsible care of them and use them only for the proper Government purposes.

2F.3 Requirements of the Act
A Chief Executive Officer shall ensure that all the Ministry’s vehicles and vessels including ones
provided under aid programme fulfil the requirements of the Traffic Act and Regulations.

2F.4 Employees who are permitted to drive Government Vehicles
The following employees are permitted to drive a government vehicle on official duties —
(a) employees appointed either permanently or on a daily paid basis to posts of driver;
(b) employees assigned by the Chief Executive Officer to assist where required with
driving duties.

2F.5 Driver shall keep log book

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

2F.6 Authorised Use

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

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

3) Where a vehicle is required for Government business outside regular office
hours the Chief Executive Officer shall authorise such a journey in writing and
such authorisation shall be carried by the driver concerned.

2F.7 Transport Privileges
Chief Executive Officers may use government vehicles for private purposes outside official
hours subject to —
(a) the needs and requirements of the Minister and of the Ministry shall always be
of top priority;
(b) the vehicles used outside official hours by Chief Executive Officers shall be
returned to the Ministerial vehicle pool and be available for the use of the
Ministry during official hours; and
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(c) only the Chief Executive Officer may drive the vehicle if he is using such
vehicle for private purposes and outside official hours.

2F.8 Outer Islands

The Head of the Governor’s Office or Government representative may grant permission in
writing to the Officer—In—Charge at Ministry branches in the outlying islands with the exception
of the Ministry of Health and Ministry of Education, Women’s Affairs and Culture to use
government vehicles outside official hours under conditions he considers appropriate.

2F.9 Garaging

The Chief Executive Officer is responsible for the safe garaging of the Ministry’s vehicle.
Government vehicles are forbidden to be garaged at private homes unless written approval is
given by the Chief Executive Officer.

2F.10 Private Hire
Government vehicles, except those of a specialist nature, 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 any government vehicle without
reasonable cause
(2) An employee shall not be entitled to use a government vehicle for any purpose other
than government purpose or as authorised by government.
(3) Disciplinary action may also be taken by the Commission against the Chief Executive
Officer concerned for any case of misuse as set out in this paragraph.

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

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

(b) the Chief Executive Officer shall submit a full report of the accident, including the
Police report and representation of the employee with appropriate recommendations to
the Chief Executive Officer of the Commission promptly for forwarding to the
Commission

INSTRUCTION III: MONITORING AND EVALUATION
3A. Performance Management

3A.1 Performance Agreements

3A.1.1 Agreement with Minister

(1) Performance agreement of the Chief Executive Officer shall be prepared annually
by the Chief Executive Officer and agreed with the Minister.

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

3A.1.2 Basis for Annual Assessment
Performance Agreements shall formally specify achievements in outputs expected of
the post holder and provide the basis for annual performance assessment.

3A.1.3 Procedures and Format
The procedures and format of performance agreements shall be as specified by the
Commission.
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3A.2 Annual Appraisals of Public Service Employees
The Commission shall establish procedures to be used to assess the annual performance of

employees. This procedure shall be referred to herein as the Performance Management System
for the Public Service. This is part of a wider Performance development framework that takes
an integrated approach to performance linking it to strategy and planning, workforce
development, career progression, staff coaching, and rewards.

A moderation and quality assurance process for the performance planning and appraisal is to
be established for all performance appraisals.

3A.2.2 Definition of Performance Management System
The Performance Management System is the mechanism to assist Chief Executive Officers and

Supervisors in the assessment of an employee’s periodic performance and reported in the
Performance Planning and Appraisal Form. (Annex 3)

The Performance Management System is guided by a Performance Development Framework
which provides the guidelines to implementing the performance management system. It
includes the processes, tools and templates to be used in the performance management process.

3A.3 Performance Salary Reward

3A.3.1 Guidelines for salary reward
The Performance Management System and Appraisal Form approved by the Commission
shall determine those employees eligible for a salary reward and movement up the salary band.

3A.3.2 Performance Pay
(1) There should be a clear and definitive link between Performance (PMS) reviews

and remuneration movement through the pay range based on a 5 point
performance rating (current practice).

(2) Any award of pay increase will be based on performance unless there is a general
salary/band revision which calls for a national wide increase.

(3) Performance pay rate is driven by affordability.

(4) Where the maximum has been reached, a bonus can be given based on
performance rating of 3 and above.

(5) The percentage (%) for performance bonus will be determined annually by the
Public Service Commission and the Ministry of Finance subject to the approval
of Cabinet.

(6) Government will identify and budget the amount of money available that is
affordable for performance increases during annual budget preparation. This
amount will be used solely to fund the rewards to positions identified and assessed
under the PMS as deserving of a performance increase, and to meet any non-
performance salary increases.

(7) Performance related increase has to be paid out after 12 months and should be
within the first three months of the new financial year (by September).

(8) Rewards are both extrinsic and intrinsic.

(9) The Commission will periodically review elements to recognize performance to
include but not limited to recognition for service excellence, long service, as part
of organizational wide and/or public sector wide improvement framework.
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3A.3.3 Movement up the salary band
The adjustment of individual salaries within a salary band shall be dependent upon the annual
performance assessment rating after the assessment has been formally approved by the Chief
Executive Officer and the Public Service Commission.

(1) Progression within the band/pay range is subject to performance (percentage %
allocation to performance rating). A rating of 3, 4 and 5 will move up the band based
on the value of percentage (%) for the rating, and subject to affordability.

(2) The budget and percentage (%) allocated for performance payment will be reviewed
on an annual basis by May each year

(3) Those who are already in the maximum of their band will instead receive a bonus
payment based on performance. The value of the bonus will be determined annually,
aligned to performance rating.

(4) Movement through the range would be based on the pay matrix in the RA report linking
the Performance Management System and the range.

3A.3.4 Eligibility to be considered for a performance reward
(1) Employees who are at post in the beginning of the Financial Year (FY) are eligible to

be considered for a performance reward provided:

(a) The employee has completed a Mid-Year Review;

(b) The employee has completed an End of FY Review;

(c) The overall performance score of the employee has undergone moderation;

(d) The overall performance score of the employee (following moderation) is
confirmed at a rating of 3,4 or 5;

(e) Served at post in a permanent position for no less than nine (9) months within a
Financial Year;

Not Eligible

(2) An employee who is newly appointed within the financial year and is currently serving
under probation.

(3) Under special circumstances, an employee under 3A.3.4.2 above may be eligible for a
performance reward however the payment of their performance rewards shall follow
the pro-rata principle. The conditions for consideration under special circumstance shall
be in accordance with the following criteria:

(a) An existing employee prior to the commencement of the new financial year who
has served at their current post for a minimum period of six (6) months to which
the principles of pro-rata of performance reward applies;

(b) Absence from work in excess of three (3) months will be paid on a pro-rata basis
(e.g. resumption of duty from secondment , study leave, special leave without pay,
maternity leave, long service leave etc)

(c) New appointees who assume duty in the permanent position within the first three
months of new financial year will be eligible for pro-rata payment.
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3A.3.5 Performance Rewards for Chief Executive Officers
(1) In contrast to the rest of the Public Service employees, the approved performance
rewards for CEOs who are under a fixed contract is as follows:

Overall Performance Score Rating Performance Reward

dalary increase of 1U% based on basic salary
as of 3 0™ June

dalary increase of /76 based on basic salary
as of 3 0" June

Salary increase of 4% based on basic salary
as of 3 0" June

No performance reward applicable as this is
considered low performance

3A.4 Performance Improvement

3A.4.1 Low performance

(1) Employees whose job performance is below 100 percent based on assessment ranking
criteria and procedures under the Performance Development Framework guideline,
shall be given counseling and a development program by the Chief Executive Officer
to improve the level of job performance.

(2) Where an employee fails to improve job performance consecutively within a 12 months
period of performance reviews, the CEO shall give the employee a written warning
setting out:

a) Standard performance expected of the employee
b) The areas requiring improvement
c) Steps the employee must take to improve work performance

(3) Where the employee was given a warning under sub section (2) and the CEO considers
that the job performance has not improved within 6 — 12 months to the required
standard, the CEO shall forward a complete report of the employee’s work performance
to the Commission for review. The Commission may after giving the employee an
opportunity to be heard:

a) Transfer the employee to another post or locality

b) Demotion

¢) Termination of the employee’s employment

d) Any other action that the Commission may consider necessary

3A.4.2 Training and Development Programs
(1) Development programs shall be in writing and discussed and agreed under Section
4 of the Performance Planning and Appraisal Form.
(2) Development programs shall specify the areas in need of improvement and the
initiatives that the employee shall take to improve his performance.

3A.4.3 Re-assessment of job performance
(1) The re-assessment of an employee’s job performance shall be conducted once
every year, that is, three months following mid-year review.
(2) Employees shall be given three (3) months to improve their job performance and
shall be re-assessed at that time.
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3A.4.4 Grievance against performance assessment of Supervisor

An employee who is not satisfied with the assessment of his performance by the Supervisor
may follow the grievance procedures specified under the Public Service Grievance & Dispute
Procedures Regulations 2006 as amended.

3A.5 Performance Appraisal Records

(1) The Chief Executive Officer shall be responsible for ensuring that each employee’s
performance appraisal are properly documented and kept in his personal file.

(2) At any time, the appraisal assessment shall be produced upon request from the Chief
Executive Officer of the Commission, for the purposes of promotion, monetary or non-
monetary reward for performance or any pending disciplinary matters.

(3) The Public Service Commission or the Chief Executive Officer of the Commission may
designate an appropriate Officer(s) to assess documented records and appraisals stored
in the personal files of line ministries for the purpose of Performance Management
System Appraisal quality checks, analysis and reporting.

3A.6 Sanctions for Unsatisfactory performance

3A.6.1 Sanctions for unsatisfactory performance for public servants who are not
Chief Executive Officers
(1) Where an employee’s performance does not fully meet (i.e. 100%) the agreed
performance standards, the employee shall be given counselling as well as a
written warning to help improve the level of performance during the Financial
Year and is required to work against a signed performance improvement plan
that s/he must meet in terms of outputs. This should include:
a) Standard performance expected of the employee
b) The areas requiring improvement
c) Steps the employee must take to improve work performance

(2) Where an employee fails to improve job performance consecutively within a
six (6) months period of performance review, the CEO, after discussion with
the employee, shall forward a complete report of the employee’s work
performance to the Minister and Commission for review. The Commission, in
consultation with the CEO and Minister may after giving the employee an
opportunity to be heard:

a) Transfer the employee to another post or locality

b) Decide on demotion

c) Decide on suspension

d) Decide on termination

e) Decide on any other action that the Commission may consider
necessary

(3) Where an employee is identified as a low performer after two (2) consecutive
performance cycles, even after having been afforded the sanctions provisioned
for in part (3) above, will be liable to have his/her employment terminated at
the discretion of the Public Service Commission.

3A.6.2 Sanctions for unsatisfactory performance during contract (after the
confirmation of probation for Chief Executive Officers)

(1) For Chief Executive Officers, sanctions on unsatisfactory performance are
provided for under their contracts for performance review during probation
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period and throughout the contract period after the probation period has been
completed.

(2) Where under the performance review processes prescribed under Clause 22
according to Schedules A, B and C of CEO contracts the Commission in
consultation with the Minister in question, deem that there is unsatisfactory
performance, the Commission may,

(a) Discuss the assessment with the Appointee;

(b) Advise the appointee of the areas in which his/her work is
unsatisfactory and depending on the area of unsatisfactory
performance, give the Appointee from 1 to 6 months to
demonstrate competent performance.

(c) If performance continues to be unsatisfactory, give notice of
termination within 1 calendar month.

(d) Terminate the appointment in writing.

(3) Nothing in these instructions shall diminish the Commission’s right to
terminate an employee.

3B. Activities Review

3B.1 How Activities Reviews are to be conducted

1))

2)

3)

4)

Each Chief Executive Officer must review the activities carried out by their
Ministry at least once a year in preparation for developing the annual budget or as
required by Government. The annual review must be completed in sufficient time
to enable the Ministry to update Corporate/Annual Management Plans and to
include the report in their budget proposal submitted to Cabinet’s Expenditure
Review Committee.

The Commission’s Guidelines for Organizational Structure Review provides a
standard approach to conducting a holistic review of Government Ministries (refer

Annex 4).

The Ministry’s review of its activities must rigorously examine the allocations by
activity and evaluate the need for each. Annex 5 is a template with the list of
information to be included in the report to document the review process, leading to
the evaluation of activities to give a list of activities in priority order and a
recommendation on changes to the Ministry’s allocations to activities for the
coming year.

In the case where the Office of the Commission had conducted a review of the
Organizational Structure for a Ministry within the preceding six (6) months, the
output will assist the Chief Executive Officer determine those activities that should
be discontinued or organized differently.

3B.2 Corporate Services
Where a Ministry has used this category as a basis for holding all of certain allocations [e.g.
salaries, donor funds], this approach must cease and the specific allocations made to the activity

involved.

For all but the largest Ministries, this will be an activity on its own, but only comprise of the
costs associated with the outputs it delivers. While the costs must be allocated to service
delivery activities, savings must be sought.
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3B.3 Interim Provisions for May of each year

The action required follows on from Ministries’ submissions to the Expenditure Review
Committee rather than preceding them as provided for in these Instructions. The requirements
are condensed and Ministries must work quickly to identify which activities could be
discontinued. The Expenditure Review Committee will use the submissions of Ministries to
identify where savings must be made and the Minister of Finance will liaise with specific
Ministers to ensure that action takes place.

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

a. Specify what activities should be the focus for immediate review;

b Check this assessment by compiling the information listed in Annex 5
C. Evaluate the need for these activities;

d Advise the Chief Executive Officer for the Commission and the Chief

Executive Officer for Finance of their initial findings
e. Submit a Redundancy and Redeployment Management Plan (as
prescribed under Section 41.2.2) to the Commission for endorsement.

All Chief Executive Officers of the Government Ministries, except the Ministry of Health and
the Ministry of Education, must provide a preliminary advice to the Commission by 30 May
of each year on the details of the Activity and function, number of posts that are to be made
redundant.

3B.4 Link to Redundancies and Redeployment Instructions

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

INSTRUCTION IV: CESSATION OF SERVICE

4A. Preliminary

4A.1 Authority
(1) No permanent or contract employee’s service may be terminated without the
Commission’s approval.
(2) In the case of daily paid labourers, only the approval of the Minister or
equivalent is required.

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

4A.3 Calculating non-pensionable post service

Services in non-pensionable post shall be taken into account in the computation of retirin
benefits where the Government recognizes that service through 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 resignation are 20 working days notice for all
staff.

3 This provision is currently under review since increments no longer apply.
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(2) Under special circumstances (such as resignation to be employed by Government
Agencies and other branches of Government and umbrella organisations) the period of
notice may be waived or reduced with the approval of the Commission.

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

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

(1) The Office of the Commission shall write to the officer to advise the amount
owing due to the shortfall and stating the deadline by which the payment
must be made which is within 30 days from the date of the letter.

(i1)) Payment should be made to the Ministry of Finance and the receipt should
be forwarded to the Office of the Commission before the deadline.

(i11) If payment in (i) is not made within the deadline stated in (i) then the Office
of the Commission shall process the case as a dismissal.

(2) Leave entitlements due to employees who wish to resign from the Public Service may
be used to cover part or the whole of the period of notice.

4B.3 Entitlements on resignation
On resignation employees are entitled to —

(a) receive payment for pre-termination leave, less monies owed to the Government, in one
lump sum; and
(b) ceasing service benefits from the Retirement Fund.

4C. Retirement

4C.1 Age of Retirement
4C.1.1 For employees who hold the position of Deputy Chief Executive Officer or lower.

(1) Subject to the exceptions set out below, employees who hold the position of Deputy
Chief Executive Officer or lower, shall retire on attaining the age of 60 years.

(2) Under special, exceptional need, or emergency circumstances, the compulsory date
of retirement for employees who hold the position of Deputy Chief Executive
Officer or lower may be extended beyond 60 years, or a person who has attained
the age of 60 years may be contracted as an employee, with the endorsement of the
Minister and the approval of the Commission.

(3) In considering extending the date of retirement for employees who hold the
position of Deputy Chief Executive Officer or lower, who has attained 60 years,
the Commission shall take into account the following special, exceptional need, or
emergency circumstances:

(1) the position is in a highly specialised area, such that the inability to extend the
date of retirement, or to contract such person, will be a significant loss of
irreplaceable expertise and institutional knowledge, and reduce the Ministry’s
ability to provide an essential service to the public;

(i1) in the case of a permanent employee, the Ministry has demonstrated to the
satisfaction of the Commission that due to unforeseen circumstances it was
unable to plan for suitably skilled and qualified employees to succeed the
retiree, and that there are emergency circumstances requiring the employee’s
retirement to be extended;
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(ii1) in the case of a permanent employee, there are long term Ministry high priority
deliverables specified in the employee’s job description, which specifically
requires the employee to complete.

(4) Inthe case of a contracted person who has attained 60 years, the Commission shall
take into account that the Ministry is unable to source from its permanent staff an
employee with the needed skills and specific qualifications to conduct the high
priority work required by the Ministry, or the person has been deemed by the
Commission as an exceptional candidate for a contracted position, or that there are
emergency circumstances requiring the person to be contracted.

4C.1.2 For employees who hold the position of Chief Executive Officer.

(5) Subject to the exceptions set out below, employees who hold the post of Chief
Executive Officer may be approved by the Commission to be employed beyond
the age of 60 years based upon exigency, but shall retire upon attaining the age of
65 years.

(6) Under special, exceptional need, or emergency circumstances, the compulsory date
of retirement for employees who hold the position of Chief Executive Officer may
be extended beyond 65 years, with the endorsement of the Minister and the
approval of the Commission.

(7) In considering extending the date of retirement for employees who hold the
position of Chief Executive Officer, who have attained 65 years, the Commission
shall take into account the following special, exceptional need, or emergency
circumstances:

(i) the Ministry has demonstrated to the satisfaction of the Commission that the
Chief Executive Officer position is in a highly specialised area, such that the
inability to extend the date of retirement will be a significant loss of
irreplaceable expertise and institutional knowledge, and reduce the
Ministry’s ability to provide essential service to the public.

(i) the Ministry has demonstrated to the satisfaction of the Commission that due
to unforeseen circumstances it was unable to plan for a suitably skilled and
qualified Chief Executive Officer to succeed the retiree, and that there are
emergency circumstances requiring the employee’s retirement to be
extended.

(i11) the Ministry has demonstrated to the satisfaction of the Commission that
there are long term Ministry high priority deliverables specified in the Chief
Executive Officer’s job description, which specifically requires the employee
to complete.

(iv) The Commission may consider an application from a candidate for a Chief
Executive Officer, who has attained 65 years, if after a recruitment process,
no suitable candidate was recommended by the interview panel for a Chief
Executive Officer position.

4C.2 Entitlements on retirement
On retirement employees are entitled to —
(a) receive payment for pre-termination Leave, less monies owed to
the Government, in one lump sum; and
(b) ceasing service benefits from the Retirement Fund.
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4C.3 Period of Notice
(1) The period of notice required in cases of retirement are 20 working days for all
employees.

(2) Under special circumstances the period of notice may be waived or reduced
with the approval of the Commission.

4D. Exit Interview

(1) An employee resigning or retiring from the Public Service shall complete the
exit interview form at the Commission before leaving the service and the last
payment of salaries is effected.

(2) The Exit Interview Form shall be approved by the Commission.

3) The Exit Interview Form shall be submitted to the Office of the Commission
together with the employee’s letter of resignation or letter of retirement.

4E. Cessation of Services on Medical Grounds

4E.1 Cessation of Services on Medical Grounds
(1) Where an employee is suffering from an injury or a physical or mental illness
which renders him incapable of satisfactorily performing the duties of his post,
his services may be terminated.
(2) The employee’s Chief Executive Officer shall arrange for a medical report on
the employee’s condition to be provided by the Director of Health.
3) This, together with the Chief Executive Officer’s report on the employee’s
performance, shall be forwarded to the Commission, in the first instance.
4E.2 Entitlements on Cessation of Services on Medical grounds
An employee whose services have been compulsorily terminated on medical grounds shall be
granted the same entitlements as if he had retired.

4F. Termination of Service on the Grounds of Inefficiency

4F.1 Compulsory termination of service on the grounds of inefficiency
Compulsory termination of service shall occur when an employee has been judged no longer
able to discharge his duties efficiently.

4F.2 Grounds for termination

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

4G. Dismissal

An employee dismissed from the Public Service shall not forfeit the following benefits;
(1) Leave and;
(2) Retirement benefits.

4H. Death of Employee or Retired Employee

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

(1) When an employee who is on official duty dies while travelling or on temporary
transfer within the Kingdom, the Government shall be responsible for the
transportation of the deceased to the island of residence if so required.

(2) When an employee who is on official duty overseas dies, the Government shall
be responsible for the costs of embalmment, airfreight and any related costs of
the deceased being returned to Tonga if so required.

3) When an employee dies, the Chief Executive Officer shall inform the
Commission to ensure that the following entitlements are provided —

(a) letter of condolence from the Prime Minister to the next of kin;
(b) national Flag;
(c) wreath; and
(d) band.
(4) When an employee dies, any leave entitlements shall be payable.

(5) All monetary benefits due to the deceased shall be calculated and sent to the
Registrar of the Supreme Court for the administration of his estate.

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

(a) letter of condolences from the Prime Minister to the next of kin;

(b) national Flag;

(c) wreath; and

(d) band.

4H.4 Entitlements at death of former Chief Executive Officers and Commissioners of the
Public Service Commission

When a former Chief Executive Officer or Commissioner who has completed his term of
appointment dies, any member of his family shall inform the Commission to ensure that the
following entitlements are provided,

a) letter of condolences from the Prime Minister to the next of kin;
b) national Flag;

c) wreath; and

d) band.

41. Redundancy
41.1 General

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

41.1.2 Voluntary Redundancy (VR)
Where there is a mismatch between public service staffing profiles and future needs, the
Commission may:

(1) prescribe the methods to be used to calculate severance payments, and the
maximum level of payment;

(i1) set the process by which voluntary redundancy offers and acceptances will be
considered and determined;
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(111) consider support services which will provide assistance to the employees who
are affected;

(iv) make offers of voluntary redundancy to particular defined 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 who satisfy particular criteria, and
determine target redundancy numbers;

(i1)) determine a schedule of appropriate severance payments;

(ii1) make an offer in writing to each employee which explains the VR offer,
detail of severance payment calculations, notice provisions, and dates by
which applications must be lodged;

(iv) receive and acknowledge receipt of individual applications;

(v) determine an appropriate process for selecting those applications which are
within government policy and guidelines set for redundancy;

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

(vii) for successful applicants, including in the advice (vi) above, termination
date, details of severance payments and other entitlements;

(viii) ensure Chief Executive Officers are informed in writing of the outcomes of
all redundancy applications;

(ix) coordinate access to a range of basic support services to assist with
outplacement including financial planning advice, and preparation of
applications for alternate employment.

41.1.3 Involuntary Redundancy
The Commission shall, where specific posts are declared redundant to:

(1) provide the employee, whose post is abolished and declared redundant, with
three (3) months notice of redundancy or payment in lieu;

(i1) coordinate access to a range of basic support services to assist with
outplacement including financial planning advice, and preparation of
applications for alternate employment;

(111) abolish the post at the end of the notice period;

(iv) provide to the employee a statement detailing termination date, and a
confirmation of any severance payment amounts determined as appropriate
by Cabinet.

41.2 Redundancy as result of Activities Reviews

41.2.1 Application
This Instruction applies:

(1) When a Chief Executive Officer has determined that one or more activities
or functions are either no longer required or have more staff and posts than
current priorities and resources support;

(2) To employees with posts that has been declared surplus and no longer
required,

(3) Only to post holders of the redundant posts.
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41.2.2 Redundancy and Redeployment Management Plan (RRMP)

41.2.2.1
The Chief Executive Officer, working with the Commission, must establish a Plan that records
all the details of how they are to manage the abolition of the redundant posts and to either pay
such staff Separation Package or redeploy them. The Plan must be submitted to the Commission
as part of the formal process of declaring posts redundant. The Plan must incorporate the

following:

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

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

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

(4) Identify the activities and posts to be made redundant.

(5) Estimate value of the Separation Package for each individual involved and the
potential total cost of these Packages.

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

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

a. A dedicated point of contact for employees so that information
can be provided to clarify issues, and where necessary to get
further information from the Commission;

b.  Who will run any necessary selection process for continuing
posts.

8)  Arrangements for any process to select those who will fill continuing posts [i.e.
voluntary and/or merit selection].

9)  Schedule of key dates leading up to the departure of retrenched staff.

10) Set out an assessment of the potential to absorb the staff who are surplus to
requirements within the home Ministry.

41.2.2.2

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

place.

41.2.3 Responsibility of the Commission
The Commission shall:

(1)

(i)

(iii)
(iv)

(v)

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

Prepare database of all employees as specified in the RRMP, and determined
target redundancy numbers;

Determine a schedule of appropriate payments;

Issue notice of redundancy to affected staff and determine interest in taking
voluntary redundancy or exploring redeployment. Notice to staff will include
an explanation of the Voluntary Redundancy offer, detail of separation
payment calculations, notice provisions, and dates by when confirmation of
elected option must be received by the Commission;

Receive and acknowledge acceptance of redundancy or exploration of
redeployment from identified employees to be made redundant;
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(vi)  If voluntary redundancy is accepted, advise employees in writing of the
termination date, details of separation payments and other entitlements.
Section 41.4 below (“The alternative of Redeployment”) of this Instruction
outlines applicable procedure for employees electing redeployment;

(vii)  Ensure Chief Executive Officers are informed in writing of the outcomes of all
redundancy;

(viii) If employee elects redundancy, coordinate access to a range of basic support
services to assist with outplacement including financial planning advice, and
preparation of applications for alternate employment.

41.2.4 Conditions of Separation Package

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

41.2.4.2
Once the Redundancy package is accepted by the employee, it may not be withdrawn by
either party.

41.24.3
The Commission will ensure that advice regarding the outcome of an offer will be available
to an employee within one (1) month of the date of redundancy notice.

41.2.4.4
An employee who is eligible to retire but accepts the offer of redundancy will be entitled to
the benefits for death or retired employees set out in Section 4H.

41.2.4.5
Employees who have already reached the retirement age of 60 are NOT entitled to a Separation
Package. Such employees in activities that are to be discontinued should be required to retire
immediately.

41.2.4.6
That the Redundancy package also applies to those employees who are currently on leave
without pay, study leave without pay and are on secondment.

41.24.7
Employees who are on leave without pay, study leave without pay and on secondment will
have their Redundancy package calculated on their basic salary they last received when they
left the service.

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

41.2.4.9
The Commission is authorized to withhold from the above payments any outstanding
amounts that are owed to the government by the employee.

41.2.4.10

Separation payments will be paid to employees taking voluntary redundancy no later than one
(1) week after the receipt of signed acceptance letter by the Office of the Commission.
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41.2.4.11
Provision can be made through the Chief Executive Officer of Finance for the Retirement Fund
Board payroll to pay the package fortnightly or monthly over a year or more to enable
retrenched staff to manage their affairs. Staff who do not 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 point of contact for employees who are offered
Redundancy packages for the purpose of responding to questions and clarifying the offer.

41.3.2
The Commission will provide a “post Redundancy” support service for employees accepting
the Redundancy package. The support services will offer to exited public servants under the
Redundancy initiative, assistance to explore other employment or business opportunities in the
private sector, NGOs and statutory bodies. This service may include although not exclusive to:

(1) Post redundancy interview to determine the individual’s options and whether
continued support from the PSC is required.

(2) If required, investigate employment opportunities relevant to the individual’s
skills and qualifications, provide referral and introduction service to prospective
employers.

(3) If required, investigate and refer possible Government/Donor business
development support and financial industry assistance for the individual’s pre
determined business venture.

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

41.3.3
Retrenched employees may choose to take an additional payment of $1,000 in lieu of these
support services.

41.34
For each employee who ceases employment under a Voluntary Redundancy package, the
Commission will provide within 30 days from the date of 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.

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

41.4 The alternative of Redeployment
(1) Employees who did not accept the offer of redundancy may elect to be considered
for redeployment within Ministry or Public Service.
) If there is little prospect of the staff of redundant posts being redeployed within
the Ministry, the Chief Executive Officer must advise the Chief Executive Officer
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of the Commission within two weeks from the date of submission of the RRMP. The
information provided to the Commission must include the following:
a) List of those placed and unplaced
b) For those unplaced within the Ministry, the Job Description and a short resume
on each of the individuals

Based on the above information, the Commission is to assess the probability of staff in
redundant posts being placed through vacancies that are 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 details of public servants
available for redeployment, with a requirement that they respond within five
(5) working days on whether or not there are prospects of them being placed
within the next two (2) months.

(i1) Assess the probability of redeploying such staff by reference to the responses of
other Chief Executive Officers, and recent and expected advertising within the
public service as a whole.

(111) If after two (2) months, there is little probability of such placements, the Chief
Executive Officer of the Commission will recommend to the Commission that
the individuals in the redundant posts be retrenched and receive Separation
Package.

When not all posts in an Activity are to be declared redundant

When some staff within an Activity or function is to be retained, or where there are
alternatives for different staff taking the Separation Package, the Ministry may call for
volunteers or set up a merit based process to enable such staff to declare interest in the posts
that are continuing. In these circumstances, a Chief Executive Officer must revise the job
descriptions of those continuing to ensure that they reflect requirements [e.g. there may be
specific references that must change, if the nature of the work is changing with greater use
of information technology this must be included in the job description].

The Chief Executive Officer has two options to manage the necessary reduction in the
number of posts:

1. To run a merit based selection process to identify those staff who should be

appointed to continuing posts; OR

2. To advertise for volunteers among the affected staff /e.g. f’ a Ministry is to
reduce the number of driver%ﬁfom to 4, all could be offered the ozl7portuni to
volunteer for the Severance Package]. If there are more or fewer volunteers than
are required, there will still be a requirement for a merit based selection process
to choose those who are best equipped to fill the continuing posts.

INSTRUCTION V: REMUNERATION AND ALLOWANCES
SA. Salary, Wages and Related Allowances

5A.1 Control of salaries and wages costs

(1) Chief Executive Officers shall ensure that there is an adequate system of control
over the employment and the extent of all salaries and wages costs.

(2) Chief Executive Officers shall ensure that detailed instructions are issued to
accounting officers, time-keepers and supervisors, on the method to be used for the
recording and checking of attendance and of overtime authorized and worked.
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5A.2 Salary and wages scales
The Commission, with the approval of Cabinet, shall set scales of salary and wages for —

(a) all classifications and all bands;
(b) daily paid workers; and
(c) contract employees.

(1) Chief Executive Officers shall ensure that there is an adequate system of control over
the employment and the extent of all salaries and wages costs.

(2) Chief Executive Officers shall ensure that detailed internal instructions are issued to
accounting officers, time-keepers and supervisors, on the method to be used for the
recording and checking of attendance and of overtime authorized and worked.

(3) Chief Executive Officers shall ensure that there is an adequate system of control to
manage overpayment due to late advice of employees’ exit of service, leave without
pay, etc.

5A.3 Salary on appointment/promotion

(1) An employee taking up a new appointment or has recently been promoted shall be
paid at the minimum point of the salary scale of the post appointed to, except where
the employee:

(@) holds additional relevant qualifications which is higher than the minimum
qualifications and years of experience additional to that required by the post, in
which case the salary on appointment shall be determined in accordance with the
following:

(b) is currently employed permanently at one of the MDAs in Schedule 2 as listed in
the Public Service Act.

Such employees will resign and exit from existing employer subject to a position
offered from a Ministry/Department/Agency in Schedule 1 and be appointed to
the new Ministry/Department/Agency and shall be paid the same basic salary
from their former employer, if is within the Band appointed to and was paid in
that band.

The office of the PSC will have to confirm the employment status of the appointee
prior to the approval of the appointment such as the following:

Post title
Permanency of post
Band

Current basic Salary

Date of Appointment/Promotions
Current Leave Status

AN
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Example
Requirements

of Minimum

Additional qualification AND/OR
experience attained

Amount granted on top of the
minimum point of the relevant
band or on top of the basic
salary of the officer prior to
being promoted

i. Education qualification that is
equivalent to a Certificate Level 5
(Diploma) in the TNQAB
Framework with 3 years of relevant
work experience.

OR

ii. Educational qualification that is
equivalent to a Certificate Level
7(Graduate Certificate, Graduate
Diploma, Bachelor Degree) in the
TNQAB Framework

Minimum requirement plus extra
Educational qualification that is
equivalent to Level 8 (Postgraduate
Certificate, Postgraduate Diploma,
Bachelor Degree with Honours) of
the Tonga National Qualification
Framework with 5 — 9 years of
relevant work experience

OR

Minimum requirement plus extra
10-14 years of relevant work
experience.

3% of the minimum point of the
relevant band

Minimum requirement plus extra
Educational qualification that is
equivalent to Level 8 (Postgraduate
Certificate, Postgraduate Diploma,
Bachelor Degree with Honours) of
the Tonga National Qualification
Framework with 10-14 years of
relevant work experience

OR

Minimum requirement plus extra 15
-19 years of relevant work
experience.

6% of the minimum point of the
relevant band

Minimum requirement plus extra
Educational qualification that is
equivalent to Level 8 (Postgraduate
Certificate, Postgraduate Diploma,
Bachelor Degree with Honours) of
the Tonga National Qualification
Framework with 15 or more

vears of relevant work experience

OR

Minimum requirement plus extra 20
or more Yyears of relevant work
experience

9% of the minimum point of the
relevant band

i. Educational qualification that is
equivalent to a Certificate Level
7(Graduate Certificate, Graduate
Diploma, Bachelor Degree) in the
TNQAB Framework plus 3 years
work experience

OR

Minimum requirement plus extra
Educational qualification that is

equivalent to Level 8/9
(Postgraduate Certificate,
Postgraduate Diploma, Bachelor

Degree  with  Honours)/(Master
Degree) of the Tonga National
Qualification Framework with 5-9

3% of the minimum point of
relevant
band
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ii. Educational qualification that is
equivalent to a Certificate Level 9
(Master Degree) in the TNQOAB
Framework

vears of relevant work experience
OR

Minimum requirement plus extra 10-
14 years of relevant work experience

Minimum requirement plus extra
Educational qualification that is

equivalent to Level 8/9
(Postgraduate Certificate,
Postgraduate Diploma, Bachelor

Degree  with  Honours)/(Master
Degree) of the Tonga National
Qualification Framework with 10-
14 years of relevant work experience

OR

Minimum requirement plus extra 15-
19 years of relevant work experience

6% of the minimum point of the
relevant band

Minimum requirement plus extra
Educational qualification that is
equivalent to Level 8/9
(Postgraduate Certificate,
Postgraduate Diploma, Bachelor
Degree  with  Honours)/(Master
Degree) of the Tonga National
Qualification Framework with 15
or more years of relevant work
experience

OR

Minimum requirement plus extra 20
or more years of relevant work
experience

9% of the minimum point of the
relevant band

i. Educational qualification that is
equivalent to a Certificate Level
9(Master Degree) or higher in the
TNQAB Framework

Minimum requirement plus extra
Educational qualification that is
equivalent to Level 10 (Doctoral
Degree) of the Tonga National
Qualification Framework with 5-9
years of relevant work experience in
a senior management or specialist
position

OR

Minimum requirement plus extra 10-
14 years of relevant work experience

6% of the minimum point of the
relevant band

Minimum requirement plus extra
Educational qualification that is

9% of the minimum point of the
relevant scale
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equivalent to Level 10 (Doctoral
Degree) of the Tonga National
Qualification Framework with 10 or
more years of relevant work
experience in a senior management
position

OR

Minimum requirement plus extra 15
or more years of relevant work
experience

(2) Table 1 above only applies to those who had earned additional higher qualifications
and/or years of experience not yet recognized in a PSC decision.

3) That in the case of CEO recruitment and the transition from the old to the new
remuneration structure, the following applies:

Minimum qualification and
experience for appointment

Additional  qualification and
experience attained

Amount granted on top of the
minimum point of the relevant
higher band or the last basic
salary upon migration from the
old remuneration scale

i. Bachelor’s Degree relevant to the
position and proven operational
management experience of at least
7 years in a senior management
position in a comparable
organization/ministry, with proven
management experience in the
relevant field.

Postgraduate Degree (ie of 1 year or
more) with/or additional years of
proven operational management
experience in a senior management
position in a  comparable
organization/ ministry:

a. 3 to 4 additional years;

b. 5 to 9 additional years;

c. 10+ additional years;

a. 3% of the minimum point of the
relevant salary band or 3% of
the  basic  salary  upon
migration  from the old
remuneration scale.

b. 6% of the minimum point of the
relevant salary band or 6% of
the  basic  salary  upon
migration  from the old
remuneration scale.

c. 9% of the minimum point of the
relevant salary band or 9% of
the basic salary upon
migration  from the old
remuneration scale.

4) Recognition of additional higher qualifications within the same band only Table 2
below applies to those employees who have earned additional higher qualifications
ONLY within the same band not yet recognised in a PSC decision. The proposed section
does not include a salary on promotion/appointment and these can only apply to the
customary instruction of section 5A.3:
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Table 2

Relevant Additional higher qualification ONLY within
the same band

The relevant field of qualification should be the same
application in the current COP

Amount granted on top of the basic salary
point of the employee in recognition of the
relevant additional qualification within the
same band size acquired through further
studies

Additional academic/educational qualification that is
equivalent to Level 8 (Postgraduate Diploma and Bachelor
Degree with Honours) of the Tonga National
Qualification Framework

3% of the minimum point of the relevant band

Additional academic/educational qualification that is
equivalent to Level 9 (Master Degree) of the Tonga
National Qualification Framework

6% of the minimum point of the relevant band

Additional academic/educational qualification that is
equivalent to Level 10 (PhD) of the Tonga National
Qualification

9% of the minimum point of the relevant band

5A.4 Salary on promotion

(1) If the basic salary of the employee was less than the minimum of the higher band then s/he
shall receive the minimum. However, if the variance is less than or equal to 5% of the
minimum of the higher band, s/he is to be treated the same with one whose basic salary was
greater than or equal to the minimum of the higher band.

(2) If the salary of the employee was greater than or equal to the minimum of the higher
band, s/he shall receive 5% of the minimum of the higher band which is to be
incorporated as his/her new basic salary in the higher band

5A.5 Salary on re-employment

A re-employed employee shall normally be paid at the rate of pay he was receiving when he

exited the service except -

(a) if the employee is re-employed in a higher band, his pay shall be calculated under the
normal rules for starting pay, i.e. at the minimum of the appropriate salary scale;
(b) if the employee is re-employed in a lower band, he shall re-enter at the point closest to

that at which he left;

(c) if the employee is re-employed in his old scale, he shall re-enter the band equivalent to
that of his old scale at the point at which he left it, and be paid at the new rate for that

point of the scale;

(d) ifthe employee was previously dismissed his starting pay shall be at the minimum point

of the appropriate salary scale.

5A.6 Salary reward for performance

A salary reward is an increase in salary of a specified amount which, provided certain
conditions specified under the Performance Appraisal Form are fulfilled, is granted with the
approval of the Chief Executive Officer at the beginning of every financial year until a stated
maximum is reached.

5A.6.1 Budget allocation for performance reward
The percentage allocated in the budget for the reward of performance shall be reviewed on an
annual basis by May of each year, which shall be determined by the Minister of Finance.

5A.6.2 Criteria for salary reward and movement up the band

Subject to the overall affordability percentage determined in consultation with the Hon.
Minister of Finance and National Planning to allocate for the performance reward of the public
service, the following criteria shall be applied:
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(1) An employee achieving an overall performance score of five (5) shall be entitled to
an increase of up to 5% based on the value of percentage (%) for the rating.

(2) An employee achieving an overall performance score of four (4) shall be entitled to
an increase of up to 3% based on the value of percentage (%) for the rating.

(3) An employee achieving an overall performance score of three (3) shall be entitled
to an increase of 1.5% based on the value of percentage (%) for the rating.

(4) An employee achieving an overall performance score of two (2) or below shall not
be entitled to move up the band following annual performance review.

(5) A deserving employee already at the maximum point of the salary band shall receive
a lump sum payment (bonus) based on the maximum point of the salary band subject
to (1), (2) or (3) above.

(6) A deserving employee who was promoted to a higher position during the assessed
financial year shall be rewarded based on pro-rata of the salary previously held and
the salary currently holding (as of 30 June) subject to (1), (2) and (3) above.

(7) A deserving employee who is promoted to a higher position prior to cabinet
approval of rewards payout shall receive a lump sum payment (bonus) in lieu of
salary subject to (1), (2) and (3) above.

5A.6.3 Non-monetary rewards
Non-monetary rewards will be used. The Commission shall determine appropriate guideline
for this as they see fit.

5A.6.4 Intrinsic rewards
(1) Intrinsic rewards are the non-monetary rewards. They are recognition of performance
that do not use cash payments. Such recognition become intrinsic sources of motivation
to employees. Such rewards are at the discretion of line ministries, CEO/Commission
and may include, but not limited to some of the following:
(1) Preference on Training and Development Needs
(2) Certificates/Trophies
(3) Commendation letters for Professional Profile
(4) External attachments
(5) Career Progression
(6) Employee of the Month/Year Award
(2) Further details are provided in the Non-Monetary Incentive Guide refer Annex 6.

5A.7 Effective date of salary reward and movement up the band

(1) The granting of any salary and movement up the band shall be linked only to
performance of duties at post and shall be effective as from 15t July of every
financial year.

(2) Performance related increase shall be paid out after 12 months and should be
within the first three months of the new financial year (by September).

(3) This is to allow sufficient time for the Oversight and CEO Moderation processes
to be completed prior to submission to APRA, Commission and Cabinet and other
relevant authorities as deemed appropriate.

5A.8 Movement up/ Rewards

(1) In cases where an employee has consistently rendered services of exceptional (5
PMS ratings) and extraordinary merit over a period of three (3) consecutive years
as defined under the performance management system, and upon recommendation
of the Chief Executive Officer following due diligence and quality moderation, the
Commission may recognise such achievement either through a bonus payment
subject to affordability or a non-monetary recognition.

(2) Non-monetary recognition shall also be applied.

(3) Recommendation for such recognition shall be submitted to be effective on 15 July.
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5A.9 Computing and Payment of Salaries
The computation and payment of salaries shall be made in accordance with the instructions
issued by the Ministry of Finance.

5A.10 Withholding or Cessation of Salary Payment
Chief Executive Officer shall ensure that payment of salaries is suspended immediately
when —
(a) an employee is resigning or retiring;
(b) an employee is suspended pending investigation on alleged misconduct;
(c) an employee fails to resume duty from leave;
until a final decision is made.

5A.11 Duty Allowance
Where a duty allowance is attached to an appointment, this allowance shall be payable to the
holder of the post only while he is actually performing the duties of that post.

5A.12  Charge Allowance

(1) Charge allowances may be payable when an employee is asked to carry out temporarily
the duties of a post which are greater than those of his/her substantive post where the
employee does not possess the necessary qualifications for the post concerned or where
there difference in ranks is too great to justify full acting appointment. Eligibility for
charge allowance will be determined by the Chief Executive Officer.

(2) The amount paid in addition to normal salary would be at the rate of 10% of the
minimum of the scale of the post temporarily held.

5A.13 Transfer Expenses and Allowances
The Commission with the approval of Cabinet shall determine appropriate reimbursement of
expenses and allowances when employees are transferred.

5A.14 Not eligible for transfer allowances
Allowance and expenses are not applicable when —
(a) ondisciplinary transfers;
(b) on first appointment to the public service; or
(c) the transfer is at the employee’s request.

5A.15 Scarcity Allowance
(1) Determination of Scarcity skills Allowance and rate

(a) Scarcity skills allowance (SSA) should be treated as a non-retirement fund deductible
allowance paid to employees who possess scarce skills and who have been confirmed
through the CEO of a Ministry that they possess scarce skills as defined under PSC
policy instructions. This 1s calculated as an employee’s monthly basic salary and
payable on a monthly basis.

(b) This allowance does not interfere with remuneration banding and the job evaluation
exercise.

(c) Scarcity skills allowance rate under this instruction is to be considered based on
‘absolute scarcity’ circumstances and which meet the definition of scarcity skills sub
section 1, ii, and iii above.

(d) This proposed rate of 25% of the basic salary of the position holder and applicability
will be reviewed annually by the Commission to assess replacement demand and
plans.
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(2) Assessment and identification of absolute scarce skills
(a) The Commission shall preside over the assessment of qualifying posts and post
categories as determined.

(b) The PSC Office shall develop a database of scarce skills in the public service.

(c) The PSC Office shall monitor and review the absolute scarce skills and other
serious scarce skills annually. Adjudication will amongst others, take the
following information into account when assessing ‘absolute’ scarcity as per
defined in the preceding paragraphs:

i. The vacancy (turnover) rate of the said posts over a 24 month cycle
(retained with counter offers within the approved salary scale
replacement demand)

ii. The immediate impact on work of the agency and at national level with
‘life’ and ‘death’ and health consequences

iii. The specialized nature of the skill (special/technical trained or
professional employees)
iv. The availability of such skills in the external labour market
v. Cyclical patterns relative to the position
vi. The dependency on service providers, workflow, and general populace
vii. Whether scarcity is actually caused by remuneration and not other
organisational  issues e.g.  workplace  practices/frustrations,
supervisor/employee conflict etc.
viii. Whether the employee(s) can still be employed elsewhere
ix. Whether other non-monetary measures can solve the problem

x. Validation of roles against the proposed Public service scarce and
critical skills database

(d) The Commission reserves the right, after the necessary assessment of a post’s
scarcity, to discontinue or to reduce the non-retirement fund deductible
allowance for a specific post or post category.

(3) Discontinuing or reducing the scarcity allowance
Upon promotion/transfer of an employee who is receiving scarce skills allowance, the
following guidelines are to be followed/ implemented:
(a) Promotion to a post where there is no scarce skills allowance applicable: The
allowance will be discontinued.

(b) In the event the Commission resolves that a certain post or post category’s scarce
skills allowance be discontinued, the following procedure is to be followed:
1. The employee will receive one (1) months written notice from the CEO
of the Public Service Commission: that the allowance will be
discontinued.

ii. CEOs and the Ministry of Finance shall be copied to this notice and
final advice.

(4) Database of scarce skills
The PSC will ensure that a list of scarce skills is identified annually in the workforce
database and part of their workforce development plan.
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5B. Travel and Location Allowances

5B.1 Temporary duty
(1) Temporary duty shall not exceed 60 (calendar) days in a calendar year, and may be
extended for a further 60 days by the authority that has approved the temporary transfer.
(i) With the exception of the Niuas, an employee on temporary duty to Niuafo’ou and
Niuatoputapu may exceed the duration of temporary duty under (i) above, subject to
the approval of the authority that has approved the temporary transfer.

5B.2 Travel allowance
(1) A travel allowance is one paid for —
(a) all night absences which involve travel from one island to another,
including islands within the same group;
(b) the onshore staff of the Ministry of Fisheries who are assigned to substitute
the crew in the Ministry’s research vessel who are on leave.

(2) The Commission shall determine any expenses and allowances payable to employees
who travel on official duty within the Kingdom or who are posted away from their
normal places of work on temporary duty and set out procedures to be used.

5B.3 Period of travel allowance

(1) Travel allowance is payable to employees on temporary transfer up to a maximum

period of 60 days at the following rates —
(a) for the first 28 days at the full rates;
(b) period in excess of 28 days at one third (1/3) of the full rates.

(2) Employees either on duty visit or temporary transfer, obliged by unavoidable travel
problems or additional official duties, to stay beyond the initial 28 days shall enjoy
the full rates of travel allowance.

(3) The approval of the Minister shall be required for a payment made under sub-
paragraph (2).

5B.4 Travel allowance not payable
When Government meets all expenses for accommodation and meals, no travel allowance
is payable.

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

5B.6 Overseas travel

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

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

(3) Each instance of travel must satisfy the application, approval and reporting
procedure that is to be determined by the Commission and issued through formal
mnstructions;

1. All employees travelling for official duties shall complete and forward the
overseas travel form (Annex 7) to the Commission.

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

(4) Each Ministry is to keep a register of all overseas travel as it is approved, including all
information required by Commission instructions, making this available to the
Commission when requested and formally reported in the Ministry’s annual report.
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5B.7 Overseas Travel Allowance for Official Duties
The Ministry of Finance, with the approval of Cabinet, shall establish procedures and determine
any allowances and expenses payable to employees who travel on official duty overseas.

5B.8 Overseas Travel Funded by Outside Agencies
(1) When travel expenses, accommodation, meals, transport and incidentals are fully

funded by an outside Agency, no per diem allowance shall be paid by Government.

(2) If such travel is only partially funded, for example, when the donor pays for

accommodation and meals only with no provision for incidental costs, the rates of
per diem payable in such cases shall be as approved by Cabinet.

5B.9 Location Allowance

(1)

(2)

€)

(4)

()

A location allowance is payable at the rate determined by the Commission and
endorsed by Cabinet.

The location allowance is payable as part of the annual salary and the rate will
be based on the level of hardship/vulnerabilities encountered at the location.

The Commission will determine allowance using a formula that has a base
location amount with a hardship allocation added to it. This formula will be
reviewed annually.

Hardship is defined as:

(a) Lack of access to potable running water and lightning;

(b) Lack of access to basic goods and services such as basic health
care, education, water and sanitation;

(b) Remoteness (from main island of Tongatapu, from main island)

(c) Access to safe and regular transportation;

(d) Access to secure communications;

(e) Lack of opportunities to participate fully in the socioeconomic
activities of the community;

(g) Lack of basic resources (including income) to meet family and
cultural obligations;

(h) Vulnerability to climate change

The location allowance is payable to the following locations —

(a)‘Atata and ‘Eueiki in Tongatapu

(b)outer island of Vava’u (excluding ‘Uta Vava’u and those that could
be reached by causeways or are too close to the main island)

(c)Outer islands of Ha’apai (excluding Lifuka and Foa) Niuatoputapu
and Niuafo’ou.

Hardship factor is payable to employees relocated to remote islands in the
following rates confirmed by the Tonga National Bureau of Statistics:

‘Ataata & Eueiki

2% of Basic Salary

Outer islands of Vava’u
(excluding ‘Uta Vava’u and those
that could be reached by
causeways or are too close to the
main island)

5% of Basic Salary

Outer islands  of Ha’apai
(excluding Lifuka and Foa)

6% of Basic Salary

Niuatoputapu

8% of Basic Salary

Niuafo’ou

10% of Basic Salary
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(6) The base location allowance shall be payable to an employee who is away from
work in the designated location based on an approved leave with pay subject to
the leave entitlements under the Public Service Policy 2010 up to a maximum
period of 40 days at the following rates:

Duration of absence from designated location | Location allowance
received
The first 20 working days Full allowance
Exceeding 20 and up to 40 working days 50% of allowance
Beyond 40 working days No allowance
(7) No location allowance shall be payable to an employee who is away from the
designated location for more than 40 days.
(8) Where an employee stays at the designated location during the Christmas
Vacation, the employee shall be granted the full allowance.
9) Any Acting responsibility through this absence, is covered under section 1D.

INSTRUCTION VI: TRAINING AND DEVELOPMENT
6A. Training and Development

6A.1 Ministry operations to be maintained

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

6A.2 Training to be planned

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

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

6B. Training and Development Responsibilities

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

6B.2 Policy Responsibility

The Commission shall ensure that sound and quality policy advice on generic training for
employees is provided to Cabinet and is responsible for reviewing the effectiveness and impact
of that policy on training and the development of skills and knowledge of employees.
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6B.3 Trainee Responsibility
(1) Each trainee is expected to apply themselves to training activities and gain the
maximum amount of development from them.
(2) Trainees are expected to apply the skills and knowledge gained in training on
the job.

6B.4 Training Delivery Responsibility
The Ministry of Education has the responsibility for the provision and administration of
training opportunities within the policy framework of the Government.

6B.5 Ministerial Training Officers
Each Ministry shall appoint a Ministerial Training Officer 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 efficiency and effectiveness of performance and this shall
start from the correct identification of needs and from recognition that there are short-term
and long-term needs, both of which training shall try to meet and that these needs may change
rapidly over time.

6C.2 On-the-job Training

A Ministry may require some of its employees to provide or to undertake on-the-job training
locally within or outside the Public Service to gain experience 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 that appropriate training reports are
completed on a periodic basis.

(2) Each employee shall complete a training report for any training over 2 weeks and
include in that report the main content of the training, the appropriateness or
otherwise of the training to the participant’s post and 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 donors who are responsible for providing
financial assistance for part of the costs involved in running the training.
(2) The requesting local agency shall be responsible for meeting the local costs
involved in bringing participants together for the training and any other costs that
may be involved.

6D.2 Overseas Training and Attachments

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

(2) In cases where the training is partly funded or not funded at all, the requesting
agency is responsible for meeting all or the rest of the costs involved.

(3) The trainee, at the end of the training or attachment, shall provide the Chief
Executive Officer with a report on the training within two (2) weeks of his
resumption of duty.

6D.3 Nomination for short term training

All nominations or applications for short-term training, local, in-country or overseas, shall be
based on the needs of the ministry and the identification of the most suitable candidate and
recommended by the Chief Executive Officer, and where appropriate, shall be endorsed by the
Minister.
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6D.4 Authority for Attendance

(1)

2

©)

4

Attendance at all short term training programmes where there are no costs to
Government, which also include seminars and conferences held locally or overseas
requires the approval of the Chief Executive Officer.

In cases, where overseas travel is difficult or not feasible and where the training /
course is to be held online, the CEO may consider other options to enable the full
attendance of his/her employee(s) at the approved training / course.

Subject to No. 2 above, the CEO may grant flexible work hours or special leave to
the employee(s), if the training is conducted outside normal working hours.
Granting of flexible work hours or special leave must be based on the nature and
conditions of the host country’s mandatory requirements (such as attendance, time
commitment, time difference etc).

Any hours or day(s) granted by the CEO in part (3) above shall not be deducted
from the employee’s earned leave entitlement, but shall count as Short Term
Training leave which must not exceed a period of one (1) month.

6E. Long Term Training

6E.1 Conditions for Long-Term Scholarship

(1)

2)
)

4
)

Employees selected for long-term Government scholarship training whose absence
from duty shall amount to one academic year or more, are required —

(a) upon completion of study to continue in Government service for one
year for each year of study, up to a maximum of five years;

(b) in the event of their failure to complete their studies owing to their own
activities to repay Government any salary allowances paid by
Government to them during their period of study;

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

(d) on successful completion of long term scholarship training, the
employee is required to resume duty at the post at which he left and the
extra qualification will only be recognized through the grant of
increments;*

(e) A returning scholar may be promoted to a higher vacant position
provided that he meets the minimum requirements of the higher position;

(f) The vacancy created under sub-policy instruction (e) shall follow the
standard recruitment process under which the returning scholar shall
apply;

(g) The Government is obligated to create a position for a new scholar
following the completion of his studies.

Every employee to whom these conditions apply shall sign undertakings to this
effect through a Bond Form prior to their release from duty.

It is the responsibility of the Scholarship Officer of the Ministry of Education to
ensure that this Bond Form is signed and inform the awarding agency that a bond
1s involved; and

Employees who do not honour their bonds in full shall not be appointed in the
Public Service or shall have their appointments revoked.

The Scholarship Committee and the Chief Executive Officer shall ensure that
scholarship is not awarded to an employee who is still on probation.

4 This provision is currently under revision since increments are no longer applicable.
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6E.2 Scholarship Committee Members
(1) The Scholarship Committee shall consist of the following:

Chairman: Minister of Education, Women’s Affairs and Culture

Secretary: Scholarships Officer

Members: Chief Secretary and Secretary to Cabinet
Director of Education, Women’s Affairs and Culture
Chief Executive Officer of the Commission
Chief Executive Officer of Finance and National Planning
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 such members as may be required.

6E.3 Nominations for Long Term Government Scholarships
All applications for long-term scholarship training by employees shall be approved by the
Chief Executive Officer before submission to the Scholarship Committee.

INSTRUCTION VII: MISCELLANEOUS
7A. Corporate and Annual Management Planning

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

7A.2 Annual Management Plan
(1) The Chief Executive Officer shall submit to his Minister an Annual Management Plan
on a date to be specified by Cabinet.
(2) The Commission and Ministry of Finance and National Planning 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 and format for Annual Reports.

7B. Discipline and Grievances

7B.1 Disciplinary offence

Any breaches of the Public Service Policy 2010 and these Policy Instructions 2010 shall be
deemed a breach of discipline pursuant to the Public Service (Disciplinary Procedures)
Regulations 2003 as amended.

7B.2 Discipline
The Public Service (Disciplinary Procedures) Regulations 2003 as amended specifies the
procedures to be followed in the case of disciplining an employee.

7C. Official Correspondence
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7C.1 Content of Correspondences

(1) All correspondences shall be as courteous, brief and concise as possible.

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

(3) Previous relevant correspondence or any relevant law, regulation, ruling shall also be
quoted.

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

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

(6) Rubber name stamps shall not be used on originals.

7C.2 Correspondence within Government

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

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

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

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

(5) Security of confidential and personal matters shall be maintained.

(6) Internal correspondence shall not be copied outside government circles.

7C.3 Correspondence with the General Public
(1) It is important that correspondence received from public bodies, organisations and
private individuals shall be dealt with promptly.
(2) Where it is not possible to deal quickly with the subject matter, receipt of the
correspondence shall be acknowledged at an early date.
(3) Outgoing correspondence to the general public shall follow normal letter form with the
appropriate opening and enclosing. (“Dear Sir, Yours sincerely, Yours faithfully”.)

7C.4 Correspondence with Foreign Governments and Agencies

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

7C.5 Non-Compliance
Employees who fail to follow the above procedures may (notwithstanding the provisions of the
Official Secrets Act) be liable to disciplinary action being taken against them.

7D. Human Resource Files

7D.1 Personal files
(1) A file number shall be issued by the Chief Executive Officer and used for the file.
(2) The file number shall be clearly marked on the cover of the file with the employee’s
name.
(3) Each page shall be numbered from the earliest entry.
(4) A master copy of all files shall be maintained at the Ministry’s main office.
(5) The personal files shall be stored so they are secure and safe from damage.

7D.2 File Content
File information shall include all matter concerned with —
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(@ entitlements;

(b) attendance and leaves;

(c) work performance and behaviour both positive and negative;
(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 approved by the Chief Executive Officer
concerned.

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

7D.5 Human resource files
The Commission shall from time to time instruct ministries 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 Commission and the Ministry of Finance a List of
Employees, as at 31 December and 30 June of every year, as part of the budget
preparation process for every upcoming financial year.

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

a) Employee Name;

b) Qualifications;

c) Date of Birth;

d) Gender;

e) Division;

f) Position Title;

g) Band;

h) Date of Appointment;
1)  Date of Last Promotion;
j)  Salary or Wages; and
k) Station

(3) The list of employees is to provide baseline personnel cost data for budget estimate
and Human Resources information.

(4) The Office of the Commission and the Ministry of Finance shall finalise the List of
Employees in consultation with the Chief Executive Officer of the Ministry, before
the Government’s annual estimates is approved by Cabinet for submission to the
Legislative Assembly.

8A. Repeal and Transition
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8A.1 Annual increments
st
(1) Annual increments will no longer apply as of July 1 2016.
(2) Any reference to incremental credits in the instructions is voided.

8A.2 Special Instruction
(1) That all employees under the Public Service Act 2002 as amended, effective as from
15 July, 2016 be migrated to the new Banding Salary Structure and be paid at the Salary
Band and Salary range allocated and recommended by the Remuneration Authority,
based on job size and that their salary entry point in the new structure be determined as
follows except those employees who are disadvantaged which shall be recommended

for a special case treatment in Part 2:

a. An employee who is currently paid a salary which is below the proposed new
salary scale is recommended to be moved up and be paid at the minimum point
of the proposed new salary scale.

b. Anemployee who is currently paid a salary which falls within the proposed new
salary scale and is not disadvantaged is recommended to continue to be paid at
the current salary.

c. Anemployee who is promoted to a position before the new structure, where the
minimum of the new post is lower than what s/he currently earns shall maintain
her/his salary as he starts in the new band.

(2) 1) That employees who are disadvantaged in the migration from the old to the new
remuneration structure in the following situations be recommended to a post at a higher
band that he/she will not be disadvantaged:

(a) Lower maximum point; or
(b) Lower minimum point; or
(c) Both lower minimum and maximum points

i1) That any recommendation for a placement of a disadvantaged employee to a higher
band shall be endorsed by the relevant Chief Executive Officer and approved by the
Commission; and

ii1) That the above arrangement should not incur additional costs and that the
employee’s current basic salary should fall within the recommended higher band.

(3) That given employees have different incremental dates in the old structure, payments
are recommended to be made to all deserving employees for the period that have

Oth

worked up to 30" June, 2016 and that this be calculated on a pro-rata basis;

(4) That recommendations from line Ministries for a re-designation be approved subject to
the Public Service Commission’s approval.
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APPENDIX
1 Leave Application Form Instruction 2B.4
) Secondment  Agreement (Government and Non- Instruction 2D.4(10)
Government Projects)

3 Performance Planning and Appraisal Form Instruction 3A.2.2

4 Guidelines for Organizational Structure Review Instruction 3B.1(2)
L . Instruction 3B.1(3)

5 Activities Review Template Instruction 3B.3(b.)

6 Non-Monetary Incentive Guide Instruction 5A.6.4

7 Overseas Travel Form Instruction 5B.6(3)(i)
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APPLICATION FOR LEAVE

NaME: . Ministry/Department:.........ccccoooevieeiiiee e
POSt: ... DIVISION: ...
Salary:...ccoceeeeieciennn p.a Present Tour commenced........................

I hereby apply for.......cccceeeee day(s) Annual/Maternity/Special (With/Without Pay/Casual Leave/

fromM oo L0

SIgnature:......cccoe e

Date:.cc
For Official Use
Recommended by :.....cccoveiiiiiiiieiiecceecee, Date:...cccoccieeecee e,
Approved by: ..o Date:...cocoecee e

Head of Department

For Heads of Departments where Ministerial approval is required

Approved by: ..o Date:...cccoe e
Ministerial Head of Department
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Government of Tonga
TONGA PUBLIC SERVICE SECONDMENT AGREEMENT

SECONDMENT TO A GOVERNMENT PROJECT
(Where the Tongan Government Is Obligated to Staff the Project)

Secondment refers to the temporary release of an employee to the service of another organization
within the public sector, or an approved or recognized external organization for a specific period for
the purpose of exchanging knowledge and capacity building.

This Secondment agreement must be signed between an employee applying to be temporary
released on secondment to another government, quasi government or non-government organization
or project for a predetermined specific period and must be submitted together with the submission
seeking Commission’s approval. All terms and conditions set out in this agreement must comply
with the Public Service Policy Instructions which is the overarching legislation. Any issue that is
not covered by this agreement will refer to the Public Service Policies and Regulations.

This Secondment Agreement Provide Evidence of Mutual Agreement:
Between: (name of secondee) (hereinafter referred to as “The Secondee”)

And: The Government of Tonga, through the (employee’s Ministry) (hereinafter referred to as the
“The Home Organization™)

Whereas The Secondee has agreed for a secondment, therefore, the parties agree as follows:

1. The Secondee (Name of secondee, Job title) will be seconded from the Home Organization to (job
title, organization/project, location) (hereinafter referred to as the “The Host Organization”) for a
period of (days/month/year);

2. The secondment with the Host Organization is to be effective from (commencement date) to
(End of Secondment date);

3. The Host Organisation has agreed with the Secondee on his/her salary/wage and benefits during
the secondment;

4. The duration of this secondment agreement should not exceed one (1) year unless it is further
extended to a maximum of three (3) years upon mutual consent of the concerned parties.

5. Contacts for all administrative purposes will be (name, job title, department) from the Host
Organization;

6. This Secondment agreement may be terminated before the expiry of the agreed term at the
request of either party. A minimum of twenty (20) working days’ notice is required;

7. While the Secondee is abandoning his/her permanent position of (job title) in is Home
Organization during the secondment, the Home Organization has the right to assign others to the
Secondee’s tasks and responsibilities.



8. The Home Organization reserves the right to recruit a new staff to carry out the Secondee’s tasks
if needed;

9. After the agreed period for this secondment, the Secondee’s position at the Home Organization
will still be available for the Secondee;

10. Upon completion or premature termination of this secondment, the Secondee will return and
work for the Home Organization for a mandatory period not less than 12 months and not exceeding

the duration of the secondment in accordance with the Public Service Policy Instructions:

11. Both the secondee and the Home Organization by agreeing to this MOU, have read and fully
understand the Policy provisions on Secondment;

12. Should the Secondee fail to uphold his side of this agreement, he/she may face serious
disciplinary actions against him/her, even dismissal from the service
To confirm understanding and acceptance of this agreement, all parties must sign the

corresponding spaces below:

Home Organization:

CEO’s Signature Date

The Secondee:

Name Date
Witness:
Name, Position,

Ministry Date
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Government of Tonga
TONGA PUBLIC SERVICE SECONDMENT AGREEMENT

SECONDMENT TO A NON-GOVERNMENT PROJECT
(Where the Tonga Government Is Not Obligated to Staff the Project)

Secondment refers to the temporary release of an employee to the service of another organization
within the public sector, or an approved or recognized external organization for a specific period for
the purpose of exchanging knowledge and capacity building.

This Secondment agreement must be signed between an employee applying to be temporary
released on secondment to another government, quasi government or non-government organization
or project for a predetermined specific period and must be submitted together with the submission
seeking Commission’s approval. All terms and conditions set out in this agreement must comply
with the Public Service Policy Instructions which is the overarching legislation. Any issue that is
not covered by this agreement will refer to the Public Service Policies and Regulations.

This Secondment Agreement Provide Evidence of Mutual Agreement:
Between: (name of secondee) (hereinafter referred to as “The Secondee”)

And: The Government of Tonga, through the (employee’s Ministry) (hereinafter referred to as the
“The Home Organization™)

Whereas The Secondee has agreed for a secondment, therefore, the parties agree as follows:
13. The Secondee (Name of secondee, Job title) will be seconded from the Home Organization
to (job title, organization/project, location) (hereinafter referred to as the “The Host Organization™)

for a period of (days/month/year);

14. The secondment with the Host Organization is to be effective from (commencement date) to
(End of Secondment date);

15. The Host Organisation has agreed with the Secondee on his/her salary/wage and benefits
during the secondment;

16. The duration of this secondment agreement is not extendable after one (1) year from the
commencement date;

17. Contacts for all administrative purposes will be (name, job title, department) from the Host
Organization;
18. This Secondment agreement may be terminated before the expiry of the agreed term at the

request of either party. A minimum of twenty (20) working days’ notice is required,

19. While the Secondee is abandoning his/her permanent position of (job title) in is Home
Organization during the secondment, the Home Organization has the right to assign others to the
Secondee’s tasks and responsibilities;



20. The Home Organization reserves the right to recruit a new staff to carry out the Secondee’s
tasks if needed;

21. After the agreed period for this secondment, the Secondee’s position at the Home Organization
will still be available for the Secondee;

22. Upon completion or premature termination of this secondment, the Secondee will return and
work for the Home Organization for a mandatory period not less than 12 months and not exceeding

the duration of the secondment in accordance with the Public Service Policy Instructions:

23. Both the secondee and the Home Organization by agreeing to this MOU, have read and fully
understand the Policy provisions on Secondment;

24. Should the Secondee fail to uphold his side of this agreement, he/she may face serious
disciplinary actions against him/her, even dismissal from the service.

To confirm understanding and acceptance of this agreement, all parties must sign the
corresponding spaces below:

Home Organization:

CEO’s Signature Date

The Secondee:

Name Date
Witness:
Name, Position,

Ministry Date



TONGA PUBLIC SERVICE
(NGAUE FAKAPULE’ANGA TONGA)
PERFORMANCE PLANNING AND APPRAISAL FORM - BANDF to S

(Foomu ki hono fokotu’utu’u mo sivi’i ‘o e tu’unga fakahoko fatongia - levolo F to S)

Name of Ministry

(HINGOA ‘O E POTUNGAUE)

SECTION 1: EMPLOYEE DETAILS PF Number

(KONGA 1: Fakaikiiki ‘o e Taha-Ngaue) (Fika ‘o e Faile
fakafo’ituitui)

Employee Name & Post Supervisor’s Name & Post Dr. Lia Maka

(Hingoa ‘o e tokotaha (Hingoa & Lakanga ‘o e Taki

ngaue) ngaue)

Date Length of time you have

appointed/promoted to supervised the employee

current post (Vaha’a taimi kuo ke

(‘Aho ne fakanofo/hiki tokangaekina ai ‘a e tokotaha

hake ki he lakanga ngaue)

lolotonga)

Evaluation Period Department/Division

(Vaha’a taimi sivi ngaue) (Va’a Ngaue)

SECTION 2: MINISTRY’S STRATEGIC DIRECTION (as per the Corporate Plan) - refer to CP Results Map
(KONGA 2: Ngaahi Fokotu'utu’u/Taumu’a Ngaue Fakalukufua ‘a e Potungaue (To’o Mei he Palani Fakata’u Tolu)

DIRECT CONTRIBUTION TO ORGANIZATIONAL OUTCOME - For CEOs and HOD’s Only

DIRECT CONTRIBUTION TO ANNUAL MANAGEMENT PLAN (AMP)

Sub Output 1: Sub Output 2: Sub Output 3: Sub Output 4: Sub Output 5: Sub Output 6:
IN-DIRECT CONTRIBUTION TO ANNUAL MANAGEMENT PLAN (AMP):
Sub Output 1: Sub Output 2: Sub Output 3: Sub Output 4: Sub Output 5: Sub Output 6:

Note: Details of direct contribution are

Annexed to this Form

SECTION 3: KEY PERFORMANCE

OUTPUTS

(KONGA 3: Ngaahi Tefito’i Ola mei he Fakahoko Ngaue)
List your key outputs and performance indicators as prescribed in your Job Description (JD).
(Ngaahi tefito’i taumu’a ngaue pea mo hono ngaahi tefito’i me’afua ‘a ia ‘oku ha ‘i ho’o Tohi Fakamatala Ngaue.)

SECTION 3.1: Job Performance Columns A to B must be filled in at the beginning of the assessment period and Columns C&D to be completed at
the end of the assessment period. (Konga 3.1: Fakahoko Ngaue ‘o e Ngaahi Fatongia) - (Ko e kolomu A ki he B kuo pau ke fakafonu ia ‘i he
kamata’anga ‘o e vaha’a taimi sivi ngaue pea ko e kolomu C&D ke fakafonu ia ‘i he ngata’anga ‘o e vaha’a taimi sivi ngaue.)

A B C D
Rating/Fakamaaka
(Fill at the end of the assessment period)
(Fakafonu ‘i he ngata’anga ‘o e vaha’a taimi sivi ngaue)
Individual Outputs/Tasks Performance Indicator Employee Supervisor Joint Joint
(Ngaahi taumu’a ngaue / fatongia (Ngaahi me’afua ‘o e fakahoko (Fakamaaka ‘ae (Fakamaaka (Fakamaaka Remarks
fakafo’ituitui) ngaue) tokotaha ngaue) ‘ae Taki felotoi) (Ngaahi
ngaue) tanaki
makehe hili ‘a
e felotoi)
DIRECT CONTRIBUTION
o o
¢} ¢}
o o
¢} ¢}
IN-DIRECT CONTRIBUTION
1. O
2. O
3. o
4. o
5. o
6. o
7 o

Performance Management System (PMS)




Total Average Score
(“Avalisi Fakalukufua ‘o e Maaka)

Performance Rating Description
(Fakaikiiki ‘o e ngaahi maaka ki he fakahoko ngaue)

1 NOT ACHIEVED
UNACCEPTABLE / NOT
ACHIEVED — ‘IKAI
FAKAFIEMALIE / ‘IKAI A’USIA

2 NEEDS IMPROVEMENT / NOT 3 FULLY EFFECTIVE/ | 4 EXCEEDS PERFORMANCE

ACHIEVED MEETS EXPECTATIONS / A’USIA KAKATO E

FIEMA’U E FAKALAKALAKA / ‘IKAI A’'USIA | PERFORMANCE TAUMU’A  NGAUE PEA MAHULU
EXPECTATIONS ATU

A’USIA KAKATO E
TAUMU’A NGAUE

5

EXCEPTIONAL /
OUTSTANDING
NGAUE TU'UKIMU’A

SECTION 3.2: Behavioral Attributes/Competencies (as per Performance Development Framework)
(Konga 3.2: Ngaahi ‘Ulungaanga Fakafo'ituitui/Malohinga Fakangaue - ‘a ia ‘oku ha ‘i ho’o Tohi Fakamatala Ngaue)
Columns A&B must be filled in at the beginning of the assessment period and Columns C&D to be completed at the end of the assessment period. (Ko e kolomu A moe

B ke fakafonu ia i he kamata’anga ‘o e vaha’a taimi sivi ngaue pea ko e kolomu € moe D ke fakafonu ia ‘i he ngata’anga ‘o e vaha’a taimi sivi ngaue)

A B C D
Rating/Fakamaaka
(Fill at the end of the assessment period)
(Fakafonu ‘i he ngata’anga ‘o e vaha’a taimi sivi ngaue)
Behavioral Competencies Standards Employee Supervisor Joint Joint
(Ulungaanga) (Tukungatotonu) (Fakamaaka ‘ae (Fakamaaka (Fakamaaka Remarks
tokotaha ngaue) ‘ae Taki felotoi) (Ngaahi
ngaue) tanaki
makehe hili ‘a

e felotoi)

1. Change and Innovation

[¢]

Stays informed and actively contributes to
change initiatives

Looks for ways to demonstrate innovation and
initiative in work area

Anticipates emerging issues and looks for ways
to improve work practices.

Takes a big-picture view of change and models
a positive, constructive approach to managing
it

Focuses on benefits and ways of overcoming
obstacles

2. Interpersonal Skills /
Teamwork /
Collaboration

o

Actively shares information with appropriate
people and checks for understanding where
necessary

Presents clear, courteous and concise oral and
written communications.

Engages positively and persuasively with
program stakeholders as appropriate.
Develops rapport with people at all levels
inside and outside the organisation to further
the goals of the organisation.

Takes the initiative to make things better and
seeks out/accepts new or additional
responsibilities readily.

Is open with other team members about
his/her concerns

3. Integrity / Accountability
/ Results Orientation

[¢]

Seeks to achieve high quality results which are
in the best interest of the organisation

Uses honesty and appropriate disclosure with
customers, employees, and management.
Accepts responsibility and acknowledges
problems or mistakes and commits to
necessary corrective action to deliver results.
Taking personal accountability for all aspects
of their work and self-managing to improve
their own and team performance

Thinks outside of the box to achieve the best

results for an internal/external customer.

Performance Management System (PMS)




4. Customer Focus (internal
and external)

o

Takes personal responsibility for ensuring
any issues raised by customers are
responded to promptly;

Accepts  responsibility  for  mistakes,
apologizes and makes suitable and timely
amends.

Treats all clients with respect and cultural
awareness

5. Judgement

Approaches a task/problem in a sensible
way; gives sound advice and seek assistance
if necessary.

Addresses issues early before they escalate
and gets them resolved efficiently with
minimum fuss

6. Self Confidence
Assertiveness

and

Displays confidence in interacting with
people at all levels of responsibility, and in all
parts of the organization.

Deals constructively with failures and
mistakes and addresses conflict directly to
resolve issues in a timely fashion.

the
Enabling
and

7. Supports
Organizations
Theme,  Outputs
Outcomes

Inspires dedication to the organization’s
shared outputs and values through his/her
own visible actions.

Shows enthusiasm for organizational
initiatives, policies and procedures and helps
others accept any changes and remain
effective.

Embraces and adapts to changing work
environment

8. Promotion of equity and
equality

o

Actively promotes equity (relating to
distribution) and equality (relating to non-
discrimination) in relation to gender, culture,
disability and other differences.

9. Management /
Supervision (for managers
only)

Manages resources  effectively  and
efficiently, ensures effective and improved
staff performance

10. Leadership (for managers
only)

o]
o]
o]
o]

Develops and communicates vision and
translates these into clear objectives

Builds and sustains a motivated team

Leads by example

Inspires a shared commitment

Empowers others to take responsibility
through a deep sense of commitment and
ownership

Total Average Score
(“Avalisi Fakalukufua ‘o e Maaka)

Ratings/Points
(Fakaikiiki ‘o e ngaahi maaka)

1 NOT ACHIEVED
UNACCEPTABLE BEHAVIOUR
— ‘IKAl FAKAFIEMALIE E
TUKUNGA FAKA-
ULUNGAANGA

2 NEEDS IMPROVEMENT / 3 FULLY EFFECTIVE /
INCONSISTENT BEHAVIOUR A'USIA KAKATO
FIEMA’U E FAKALAKALAKA FAKA- | TUKUNGA
ULUNGAANGA ULUNGAANGA

E
FAKA-

4 EXCEEDS PERFORMANCE
EXPECTATIONS / A’USIA KAKATO E
NGAAHI  ULUNGAANGA  FAKA-
NGAUE PEA MAHULU ATU

5 EXCEPTIONAL
OUTSTANDING
ULUNGAANGA
TU'UKIMU’A

Signature: After agreeing on A&B

(Fakamo’oni: Hili ‘a e felotoi ‘i he konga A mo e B)

Signed by Employee

(Fakamo’oni ‘a e Taha - ngaue)

Date
(‘Aho)

Signed by Supervisor
(Fakamo’oni ‘a e Taki- ngaue)

SECTION 3.3: Overall Performance
(Konga 3.3: Ola Fakalukufua ‘o e Fakahoko Ngaue)

a

Total Average Joint Points from 3.1

(Faka’avalisi fakakatoa ‘o e Fakamaaka mei he konga 3.1)

Total Average Joint Points from 3.2

(Faka’avalisi fakakatoa ‘o e Fakamaaka mei he konga 3.2)

Total Overall Performance score (a + b)/2

Performance Management System (PMS)




(Fakamaaka Fakalukufua (a+b)/2)

SECTION 4: TRAINING AND DEVELOPMENT REQUIREMENTS

(KONGA 4 : Ngaahi fiema’u ki he ako Ngaue mo e fakalakalaka ngaue fakafo'ituitui)

During the performance assessment, the following areas or issues were identified as requiring attention for development.
(Lolotonga ‘a e taimi sivi ngaue, ko e ngaahi tafa’aki eni na’e fakatokanga’i ‘oku fiema’u ha fakalelei/fakalakalaka ai)

Issues/Areas for development The following action(s) will be taken in Time Frame
(Ngaahi tafa’aki ‘oku fiema’u ke fakahoko ai ha respect of each issues/areas (Loloa ‘o e taimi)
fakalakalaka fakafo'ituitui) (Ko e ngaahi ngaue ‘e fakahoko ‘o felave’i mo e ngaahi
tafa’aki takitaha)
1.
2.

SECTION 5: COMMENTS AND RECOMMENDATIONS (KONGA 5: Ngaahi Tanaki mo e Fokotu’u)

5.1 Individual Comments - Outline the actions taken by your supervisor that help you perform during the assessment period.

What could they have done to be more supportive? (Konga 5.1: Tanaki mei he Taha ngaue) - (Fakamatala ki ha ngaahi ngaue ‘a ho’o taki ngaue
na’e tokoni kiho’o fakahoko fatongia lolotonga ‘a e taimi sivi ngaue. Ko e ha ha ngaahi ngaue na’a ne mei fakahoko ke toe tokoni’i aki koe mo ho’o ngaue oku
fakahoko)

Signature Date
(Fakamo’oni ‘a e taha ngaue) (‘Aho)

5.2 Supervisor’'s Comments - Consider the person's performance over the assessment period. What are some of the
highlights achieved? What difficulties did they encounter? What could the person have done to improve their performance?
(Konga 5.2: Ngaahi tanaki mei he Taki Ngaue) = (Fakakaukau ange ki he tu’unga fakahoko fatongia ‘a e taha nague ‘lolotonga ‘a e taimi sivi ngaue. Koe ha

ha ngaahi lavame’a ‘oku totonu ke fakatokanga’i? Ko e ha ha ngaahi faingata’a fakangaue na’a ne fehangahangai mo ia? Ko e ha nai ha ngaue na’e mei fakahoko
he taha ngaue ke toe fakalelei’i ‘aki ‘ene fakahoko fatongia? )

Signature Date
(Fakamo’oni ‘a e Taki Ngaue) ("Aho)

5.3 CEO’s Comments - Consider the person's performance over the assessment period. What are some of the highlights
achieved? What difficulties did they encounter? What could the person have done to improve their performance? (Konga 5.3:
Ngaahi tanaki mei he ‘Ofisa Pule Ngaue) - (Fakakaukau ange ki he fakahoko fatongia ‘a e taha ngaue lolotonga ‘a e taimi sivi’i ‘o e ngaue. Ko e ha ha ngaahi
lavame’a ‘oku totonu ke fakatokanga'’i? Ko e ha ha ngaahi faingata’a fakangaue na’a ne fehangahanaai mo ia? Ko e ha nai ha ngaue na’e mei fakahoko ‘e he taha
ngaue ke toe fakalelei’i’aki ‘ene fakahoko fatongia?)

Signature Date
(Fakamo’oni ‘a e ‘Ofisa Pule Ngaue) (‘Aho)

Performance Management System (PMS)
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1 INTRODUCTION

The Tongan Public Service is part of the machinery of government and consists of agencies whose
functions are, inter alia, to support government administration, deliver services to the public and
protect the public interest. Over the years various legislations and executive directives have created,
in varying sizes and forms, the agencies that constitute the Public Service.

The functions of the Public Service and its agencies have evolved over the years and becoming more
complex because of interdependency among the agencies and developing links between agencies and
their stakeholders and the general public. This evolution of function should have always been
accompanied by administrative development and part of it is the continuous re-structuring of the
entire Public Service as well as its agencies to bring their structures in line with the functions that they
perform and the strategies that they pursue.

These guidelines are intended to assist agencies in undertaking restructuring of their organizations
(but they can also apply to restructuring of the Public Service).

Organisational structures link tasks and people and coordinate them through a hierarchy of reporting
relationship and grouping them into functional areas. These guidelines will help agencies to combine
tasks, people and resources in such a way that it will improve its performance, encourage frugality
with resources and deliver the expected outcomes.

The organisational structure we see on the wall in the head office of an agency is the final outcome of
the restructuring process, as outlined in these guidelines. The guidelines represent a menu from which
an agency can select a combination of actions and ideas to be implemented so that it continues to
adapt its structure to the way its functions evolve and the changing expectations of Government and
parliament. The word ‘restructuring’ is used in the guidelines because reviewing of organisational
structures is a continuous process.
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2 BACKGROUND RESEARCH

This exercise will provide a better understanding of what the Ministry stands for, what it does
and what it is suppose to do. Here are some of the basic resources that would assist in
conducting this exercise.

2.1 LEGISLATIONS

Legislations provide the legal framework under which agencies operate and define functions
and areas of operation for agencies. These functions include administrative, professional and
technical ones which must be reflected in the structure of the agency and its plans.

2.2 ANNUAL REPORTS

The annual reports will assist in determining what the Ministry has been doing. Some of the
things that might arise from this source are activities that might have been carried out in the
past but are no longer being performed. These activities might be required to be revived.

In summary, the Annual Reports will provide you with the history of your Ministry and an
explanation of why things are the way they are at present.

2.3 BUDGET

You will need to understand your budget and how it has been spent. This is available from the
Accounts Section. From this you can see budget allocations and the extent to which they have
been spent.

The budget can also be broken up into two categories; salary and operations, and by divisions.

This is important to your restructuring review to see if funds are allocated appropriately and
to see how your restructuring proposals can impact your budget. For example, should you
wish to dissolve at particular division, you will be able to see how much you would be saving.

2.4 STAFF LisT

Your staff list should have information regarding each staff’s qualifications, salary level and
actual salary. If this is not available you can contact PSC for an electronic copy or the Ministry
of Finance. An electronic copy is easier for analysis.

Assuming your Ministry or Department already has a structure, you will need to confirm with
the staff list if these officers are strategically located in the structure. For example, someone
with an engineering background may be found in an administrative post.

From the staff list and the structure, you can also determine if a particular division has excess
staffs in relation to its responsibilities.

If a structure is not already in place, a structure need to be formulated based on the existing

arrangements. This will give you a clear picture of how things stand and what needs to be
improved. The best software to use for drawing up your structure is Microsoft Visio. This is
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an additional component to the Microsoft Office program; therefore you will need to contact
an IT company if they have this software to be installed in your computer. It is use friendly.
Should you require any preliminary training on this please contact PSC.

2.5 INTERNET RESEARCH

The internet can be used to search for similar organisations and how they structure
themselves. This will provide you with ideas on how your organisation can be structured to fit
your needs.

2.6 REVIEW CORPORATE PLAN & ANNUAL MANAGEMENT PLAN

Your Corporate Plan and Annual Management Plan should form the basis of your structure.
From the exercises conducted above, if there are things that needs to be reviewed in your
Corporate Plan and Annual Management Plan, this is the time to do so. Your Corporate Plan
should also encompass legislative obligations under the mandate of your Ministry and reflect
the National Strategic Planning Framework.

3 CONSULTATIONS AND OBSERVATIONS

During your background search exercise, questions may have arisen that needs clarification
from your key staff or Head of Divisions. These should be noted down for consultation and
further investigation (observations).

3.1 PRELIMINARY QUESTIONS TO GUIDE

Have some general questions regarding the overall management, capacity and structure of
the Ministry and questions for each division/unit or sections. Questions for each division may
involve questions about their work processes, staff competencies and their views of how
things can be improved. Send these questions to the Head of Divisions and ask them to be
prepared for discussions based on these questions and schedule an appropriate time for this
meeting. Discussion should not be limited to these questions only. Additional important
guestions may surface during the discussion.

Also have in mind possible restructuring options to be discussed in the meeting. Please refer
to section 5 for these options. This will assist in determining what type of structures that might
work.

3.2 MEeeT WITH MANAGEMENT TEAM

Introduce and explain the restructuring review exercise and why it is necessary.
During the discussion based on the preliminary questions formulated, when appropriate,

provide the management team with your views on how the Ministry and each division should
be structured and invite feedback. This will assist in determining the appropriate structure
that will suit everyone and what would work as your Head of Divisions would know best about
their division.

In addition, to implement your revised structure you will need their corporation. Therefore,
having your key officers on board will assist in ensuring the success of implementing the
preferred structure.
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3.3

INDIVIDUAL CONSULTATIONS

By now, you should have a fair idea of how things can be improved in your work place and the
appropriate structure for your Ministry. With this in mind, further individual consultation will
need to be conducted to confirm this. New information may present itself as well during this
individual consultation that may require adjustments to your structure and processes.

3.4 OBSERVE OPERATIONS

3.5

Further confirmation can also be conducted through observation of the operations in your
Ministry. Determine if the current structure supports what your Ministry is doing and what
needs to be conducted. There may be inefficiencies in the process and that some activities in
the process may not be required to achieve the same output (effectiveness).

QUESTIONNAIRES

You may also want to back up your findings with a questionnaire survey. This is important
when requiring the honest opinion of the staffs on matters that may be too sensitive to be
asked directly. With Ministries that are high in numbers, questionnaires will also be
appropriate to ensure a fair coverage of the staffs.

The steps required to design and administer a questionnaire include: defining the objectives
of the survey, determining the sampling group, writing the questionnaire, administering the
guestionnaire, and interpreting the results.

4 EVALUATION

4.1

With the options you have acquired up to this point, you will now need to evaluate their
feasibility. These are some of the things that you should consider when conducting your
evaluation exercise.

NATIONAL STRATEGIC PLANNING FRAMEWORK

One of the enabling themes in the National Strategic Planning Framework is as follows:
“Continue progress to smaller and more efficient government to transfer resources to
improved services and maintenance of resources”.

This is to provide an overall guide on your approach and direction for restructuring your
Ministry.

4.2 CABINET DECISIONS

In addition to the above, government directions that are relevant to your structure review
should be considered. It will have a significant impact on your final structure. At present, there
are two major decisions that exist and they are Cabinet Decision No. 688 and Cabinet Decision
No. 1318. These are attached and they are regarding staffing issues. Budget directions should
also be considered.
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4.3 REeVISED CORPORATE PLAN

The structure of your Ministry should be guided by its mission, goals and strategies laid out in
the corporate plans. If there is a function currently being carried out by your Ministry that is
not aligned with your mission, then this function should be transferred to the appropriate
organization (within government or outside of government).

If there are more than one group in your Ministry that can effectively carry out strategies by
being grouped together, then this should be considered. These are some of the issues that
should be considered when referring to your REVISED Corporate Plan.

4.4 LeGAL FRAMEWORK

You will need to review your legislations to identify any barriers to your operations or review
your structure to ensure that it your Ministry is effectively carrying out its legal obligations.
You may find that there are duties stated in your relevant legislations that are not being
effectively carried out due to shortages of resources or lack of strategic allocation of resources.

If your Ministry does not have any legal framework to guide and give you the authority to
effectively carry out your mission, then this must be considered. The necessary resources or
support will need to be in place to enforce your proposed legislations.

4.5 CULTURE

Concentration on functions alone to strategically locate staff may not always yield the desired
outcome. You must consider workplace relationships. For example, grouping two people
together that does not get along with each other will cause problems. Another example is
designating an authoritative role to an officer at lower level whilst there are higher ranking
officers will no doubt cause ill feelings and conflicts.

You must also determine the best way to introduce your new structure if you foresee culture
shock in the workplace.

4.6 CApACITY (STAFF, FINANCE AND TECHNOLOGY)

Your new structure should be supported by the necessary staff, finance and technology. Your
staff maybe required to be reorganized appropriately to where they would better serve your
Ministry’s objectives. Some may need to be trained to be able to deliver the required output
of which that posts has been designated to conduct according to the new structure (job-
redesign). Some may only need to be on contract or daily paid. Where a post is not required
under the new structure, this may call for redeployment or be made redundant.

The new structure may require additional posts but the Ministry should ensure that the
necessary funding for this is available or would be available. Consultation with the Ministry of
Finance and National Planning should determine this.
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Technology should also be utilized. You may find that some processes can be automated to
be cost effective and be more efficient requiring less manual work, hence less staff. Again, you
must ensure that you have the required funding to implement this either for acquiring new
software or hiring experts to formulate the automated process.

4.7 PROCESSES

Your internal processes will also determine how your Ministry is structured (divisions and
units/sections) and how many posts you will require. First you must determine the required
output of the process and determine the activities necessary and their corresponding
resources or input. A flow chart will be very useful in this exercise to visualize the situation
and test its efficiency and effectiveness. For example, you may find that some activities can
be streamlined and making the process shorter and requiring less resources.

Some processes may be labour intensive and some technologically intensive. In other words,
some activities may be automated and requires no staff. Therefore, the process to achieve
that output will require less staff.

The goal here is to make your processes more productive and cost effective. In being
productive, your Ministry should be efficient in using resources by trying to do more (outputs)
with the same or less of the resources available (inputs). Cost effective is when your Ministry
achieves its goals by delivering more with the same or less resources.

4.8 DELIVERY OF QUALITY SERVICES

Quality is ‘fitness for purpose’ and the public is fully aware of their right to have access to
quality service. The amount of resources available and required expertise and skills should be
strategically structured to contribute substantially to the quality of services. But it must be
remembered that social justice and equity are central to service delivery to the public, but
not how cheap the service is provided.

The quality of a service is made up of a number of components: must address fully the needs
in question; be provided on a timely basis; be communicated to the users that they are
available; be available when required; be value for money if users pay; and be at least very
satisfactory with positive the feedback from users.

4.9 STAKEHOLDER AND CLIENT MANAGEMENT

Stakeholders are persons and bodies that have direct interest in what your Ministry does.
Clients are persons or bodies that benefit from the services of the agency.

A focus on responsiveness to stakeholders and client needs must be emphasized in plans of
the agency and should be reflected in how you structure your organisation. There is then the
obligation to ensure that their complaints and needs are addressed. These are done through
outreach programs, training and grievance handling procedures. The efficiency in dealing
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with these and addressing them adequately, contribute to stakeholder and client satisfaction.

Managing stakeholders and clients involves a number of elements: communication channels
are put in place; relationship between the agency and the stakeholders is monitored closely
by establishing points of contacts with the agency; plans put in place for engagement of
stakeholders and clients in decision making and service delivery; and process for identification
of needs and plans for addressing them.

4.10 SEPARATION OF POLICYMAKING FROM SERVICE DELIVERY

The policy making functions of the agency can be separated from its service delivery
responsibilities, if the agency wishes to focus on its core functions only, and if it wants to be
efficient and cost effective.

A major function of an agency is to provide the Minister with policy advice and to ensure that
the policies of Government are carried out, either by the agencies themselves or in
partnership with other stakeholders. In this regard, the proper purview of the agency is policy
making whereas the delivery of service should be undertaken by ‘special’ agencies and private
providers. This means that to deliver services, the agencies must contract out the services to
private providers, develop a network of service providers, partner with private providers or
empower and fund special agencies to deliver services.

4.11 DIRecT PROVISION

Agencies should directly provide services that are core functions. These core functions are
defined in legislations and executive instruments which reflects the wishes of parliament and
intentions Government.

4.12 COMMERCIALISATION

Some services currently provided by the agency can be provided for a fee. Such fees can be
set at below the market commercial rates, for equity reasons or at near commercial rates for
economic reasons. The revenues earned are either deposited into general revenue or part of
it is retained in the agency’s budget to be used to provide more of the same activities or
improve their quality. Commercialised activities are prime targets for corporatisation or
privatisation.

4.13 MARKET TESTING AND COMPETITION

Market testing should be used to test whether a service in the Ministry should be corporatised
or privatised. If there is sufficient number of competitors for the provision of a service, then
the service could either be contracted out, corporatised or completely privatised. The number
of competitors depends on the size of the market and the regulatory frameworks governing
competition. If the number of competitors is sufficient and the size of the market is large
enough, then the agency might want to contract out, corporatise or privatise the provision of
the service.
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5 RESTRUCTURING OPTIONS

When structuring, you may be required to conduct the following options.

5.1 MERGE

Separate but sufficiently similar units within the same agency may be merged with other units
to create a new unit. The new unit can maintain the same size or it can expand as a result of
the amalgamation. The amalgamation can result in cost savings because the previous separate
units are now combined, overlaps and duplications now eliminated, and operations more
streamlined. The same could be done with separate agencies but whose functions are
sufficiently similar to warrant amalgamation.

The exercise must be done carefully to ensure that none of the core functions are lost in the
process and that critical resources are not taken away either.

5.2 CONSOLIDATION

Consolidation is similar to amalgamation except that units or agencies with sufficiently similar
functions should be tacked on to new units or agencies with appropriate mandates for such
functions. Existing resources are combined and the services are now delivered by one single
unit or agency. This will contribute to administrative efficiency because the services or
operations are delivered or maintained under one work unit or agency, with extra resources
available to be dedicated to other priorities.

5.3 STREAMLINING

Agencies should streamline to improve efficiency by looking at various operations and
earmark certain aspects which overlap or duplicated for elimination of overlapping roles and
duplication of functions or whether certain units should be combined through amalgamation
or consolidation. Streamlining is often carried out in order to improve administrative
efficiency and cost effectiveness in agencies.

5.4 CHARTERED SPECIAL AUTONOMOUS AGENCIES

Special autonomous agencies could be chartered to deliver services which are not core or
which would be more efficiently delivered outside of the agency. The mandate of the special
autonomous agency is spelled out in a charter (preferably under law) which will outline the
mission, goals and responsibilities as well as the performance standards for delivery of
services. The special autonomous agency can also charge users to fund its operations and
service delivery at near commercial rates, if required. Government can also make its own
funding contribution on certain terms and conditions but some special autonomous agencies
may be expected to recover their costs from users through competition with others. In this
case, Government does not provide contributions.
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5.5 CORPORATISATION

If an operation or an unit or a whole agency can operate on a commercial basis, then it should
be corporatised. Corporatisation would require a sound legal framework and initial funding
outlays. Some corporatised bodies need to have dividends returned to Government but can
also be allowed to levy charges on government agencies as users.

Services may be corporatised because they are commercial in nature so that the provision is
responsive to demands and price levels.

5.6 PRIVATISATION

If an operation or a service can be performed by providers in the private sector and are not a
core function of the Ministry or the government, then the division responsible should then be
totally privatized. The rules for ‘market testing’ and ‘competition’ apply to ensure
competitiveness in the provision of services. Privatisation needs a sound legal framework for
the transition of the operation or service provision from the agency to the private sector.

If the service should be entirely provided by the private sector because it has the capability
and resources to do so, then the services should be privatised, while the agency regulates
only.

5.7 CONTRACTING OuT

Contracting out of services to private sector providers should be undertaken if it will reduce
cost and provide quality. This can be possible when there are sufficient numbers of providers
to compete so that cost is lower and quality is improved.

If contracting out requires the Ministry to pay for this service and not the customers, the
Ministry should be prepared to meet these costs.

5.8 NETWORKING OF SERVICE PROVIDERS

An agency can develop voluntary networks of service providers in the sector to deliver
services. The networks operate on partnership trust and a mutual understanding of common
benefits gained from the joint-delivery of services to the beneficiaries. The agency may be
required to co-fund some of the resources required.

5.9 PusLIC PRIVATE PARTNERSHIP

Services could be provided through arranged partnership between public agencies and private
sector providers. This partnership is to co-deliver services in areas where the private sector
has the capability and the agency has the resources, or where outreach by the agency will be
limited whereas the private sector has the advantage of geographical spread. It also works
well if the private sector has both the resources and the capability, the agency only provides
funding, if required, and regulates the activities of the private providers.
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5.10 HUMAN RESOURCE ARRANGEMENTS

You may also like to consider the following for restructuring your staffing.

5.10.1 PART-TIME AND CASUAL WORK
Part-time and casual work could be engaged in situations where work is affected by seasonal
factors and where extra staff are required to supplement the existing workforce because of
rising demand for the services of the agency. When the demand falls, the part-time and casual
staff are terminated as the normal volume of work can now be performed by the existing
workforce. Part-time and casual workers can share jobs, where one job is shared two workers.

5.10.2 SHIFT WORK
Shift work can be used to ameliorate situations where demand for services to be provided
longer hours. Existing staff are divided into two or more groups that rotate or shift around the
clock to provide the services. If the existing staff are not sufficient, part-time and casual staff
can be hired for a specific period of time. Shifts can be made to overlap to cater for the need
to provide services during core hours of the day.

5.10.3 JoB RE-DESIGN
Job design, as part of restructuring, can be used to redistribute responsibilities as appropriate.
One way of redesigning jobs is to simplify them (‘simplification’). This means that the worker
is allowed to perform a small number of narrow activities so that efficiency can be enhanced.
This is useful if the staff can be substituted at any time and new workers easily trained.

Another way of job redesign is ‘job rotation’ where workers may be shifted periodically
through different jobs in different units or locations. This is common where there is a need for
workers to learn other tasks to improve their capability, innovativeness and understanding of
the agency, or to provide extra staff in areas where work volume is greater.

In some situations, especially when there are fewer staff for the tasks to be performed, ‘job
enlargement’ and ‘job enrichment’ can be used to increase the responsibilities assigned to a
staff. The job is enlarged by adding more tasks to the job and the job is enriched by adding
authority to make decisions and control the work to be done.

5.10.4 DOWN SIZING-RIGHT SIZING
Down-sizing an agency involves reducing the number of work levels, especially the middle
levels. The responsibilities are re-distributed to other levels. This often happens when the
agency is affected by consolidation, amalgamation or corporatisation and privatisation. The
structure of the organisation becomes flatter and administrative efficiency and effectiveness
may happen.
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5.10.5 CENTRALISATION-DECENTRALISATION
Centralisation should be practiced if there is a need for overall coordination from the top so
that decision are made properly and according to standards and procedures. Decentralisation
should be practiced if there is a need to ease the workload at the top levels and facilitate
efficient decision making at the lower levels. Centralisation works well when the authority to
make decision is concentrated at the top level. Decentralisation involves the delegation of
authority to the lower levels.

5.10.6 DELEGATION
Delegation, the assignment of authority and responsibility to lower levels to utilize resources
and make decisions about performance, should be used to ensure that those who have
authority to carry out certain responsibilities, are accountable to what they do. It allows work
to be carried out more quickly at the lower levels.

6 WRITE UP

It is important that your structure be documented and explained (overall structure and by
division). This will provide opportunity for further review in the future but most importantly,
your staff will be able to understand where they stand and how their responsibilities
contribute to the overall structure of the Ministry.

Work processes will also need to be documented (flow chart) and job description rewritten if
necessary

7 CONCLUSION

These guidelines are not exhaustive of what should be taken into account in reviewing
organisational structures of the Public Service or individual agencies. These guidelines bring
together what has already been practiced, reforms that were recommended by previous
reviews and actions currently being undertaken to restructure either the public service or its
agencies. It would also be useful to consult the general literature and other official documents
to gain more insight to Public Service reform and reviews to supplement these guidelines.
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ACTIVITES REVIEW TEMPLATE
Instruction 3B.1 of the Public Service Policy Instructions

Basic Information a) Objectives or purpose of the Ministry (Corporate Plan)
(Overview) b) Activities within each sub-program
c) Outputs required of each activity
d) Organization chart, with identification of which units are primarily
responsible for which activities

2 Informationon  a) Financial Information
each Activity i. Allocation of the annual budget down to the activity level.

ii. Identification of total labour cost of each activity, incorporating the
costs of salaries, retirement fund contribution, contractors, daily
paid.

b) Workforce Information

1. List of all employees, including contractors, by job grade or level
working on an activity.

ii. The core skills of the activity.

¢) Other Resources (Optional)

i.  Location/s of the activity
ii.  Facilities provided for carrying out the activity
iii.  Listing of the vehicles allocated to each activity
d) Donor Support
Details on all Donor support (cash and In-kind) including
source/program, allocations by year and period of the program.
e) Information on users of outputs of the activity (Optional)
i. Identification of the types of clients or customers of the activity;
ii. Numbers involved;
iii. Actual numbers of services (outputs) delivered in a year
(estimated);
iv. How quality of outputs is measured; and
v. An assessment of the value added by the outputs of the activity.
List of Activities A list of activities in priority order, from highest to lowest with the
in Priority Order following information provided against each:
a) Rank in importance (1 is the most valued)
b) Total cost of the activity
c) Number of employees allocated to each
d) Value of outputs

No. Activity Particulars
1.
3.

& Recommendations a) Specific proposals for what activities should or could be discontinued,

on allocations or their allocations reduced, in the next Budget.
between activities b) A table setting out the proposed expenditure on each activity in the
coming year, with a comparison of the expenditure in the previous two
years.
c) If there is a proposal to increase expenditure in a particular activity,
identification of where the additional funds will be taken from (i.e.

what other activities will be reduced or discontinued).
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INCENTIVE GUIDE FOR PERFORMANCE EXCELLENCE

PUBLIC SERVICE (AMENDMENT) ACT 2010: PUBLIC SERVICE POLICY INSTRUCTIONS PUBLIC SERVICE COM- PERFORMANCE DEVELOPMENT
Functions of the Commission (a) develop systems, standa Afproce— 2010 (as amended): i i
dures for the continual performance improvement agilperformance MISSION DECISION: FRAMEWORK:

management of the Public Service;

a SPi?licy 3A.3.2(8) Rewards are both extrinsic and intrin- q PSCD No. 282(a) of 01 July, N il
2016 approved the Perfor- q Component 6 states that recognition e

’l:llJ,BLlc(i’ER}/ICE POleY dZO;O:f ,(_23/ i£$eﬁgggi::2%nr¥g gP ni;fgj:;g{ mance DevelopmentFrame- of performance has two (2) aspe

olicy 33 (1) Performance Awards - Performance ! lz€ - work (PDF)-for the Public hich is noti d perf

awards under sub-policy (1) may be paid out by mance to include but not limited to @ Ser\'/icg. _) LRy which is no.lng good perfq
recognition for service excellence, long d gL RRnEEh and rewarding performa

movement up the salary band or in lump sum or
in other forms determined by the CEO

service, as part of organizational wide A L the use of monetary or non=z=:
and / or public sector wide improve- s . . monetary means.

ST

Ty
1 oy EXTRINSIC (MONETARY) REWARDS

B

INTRINSIC (NON-MONETARY) REWARDS

(means monetary / bonus rewards)
Examples of Extrinsic Rewards that have
been approved by the Commission and
Cabinet;

1. Performance Rewards

(means non-monetary reward such as career progression, health insurance, discounts or special allowances for vehicle or phone, overseas workshops
up skilling, service recognition or national awards including but not limited to service excellence, specific service category medals, certificates, media
releases. These can be at the discretion of Ministries / Commission which should contribute to professional profile).

Examples of Intrinsic Rewards that can be implemented internally within a Ministry:
> * K )

(5) E Bird

(1) CEOs Award for Performance (2) Employee of the

(Movement up the Salary Band

_-’-;___.n-—":"-'--" Excellence Month e
. msaiary-point. ¢,\\\°‘°‘::n°|:1::!'fan"’h

(4) Division of t

e
’
of the Year Quarter

REFERENCE DOCUMENTS

(will differ by Ministry according to internal processes used)
1. Performance Development Plans
(PDP’s - at the CEO level)
2. Performance Management Systg REFERENCE DOCUMENTS
(PMS Forms - at the individual leM (will differ by Ministry according to internal processes used)
3. Annual Management Plan M 1. Ministry Survey Result
(AMP) attainment - Culture survey, Customer service survey (internal/external), Engagement survey
- 4. High Level KPI (derived _ PEEFREVIEWS
from Corporate (CP) Plan) 3. Anecdotal feedback , impacts
attainment 4, Media highlights (stories)
5. Divisions quarterly reports and progress against Annual Management Plan (AMP)
6. Attendance Register and Reporting
7. Monitoring and Evaluation Matrix



Internal Incentive Awards can con-
tribute to the overarching

Public Service Excellence Awards

Examples of Public Service Excellence Awards:

[SANESEE o

Prime Minister’s Award

Service Excellence Award for Employee of the Year

Service Excellence Award for most progressive Employee

Service Excellence Award for Ministry with the Best Customer Service

Service Excellence Award for most innovative (non-digital) Ministry




N owv s W

1.

Additional Examples of Intrinsic (Non-Monetary) Rewards

10.

12.
13.
14.

15.

16.

17.

Host an annual award ceremony and give awards to employees
for their tremendous contributions;

Celebrate the anniversary of employees joining the Ministry;

Start “Wall of Fame” and add them to it;

Give employees a new/improve job designation;

Provide a catered breakfast for the employee;

Have a quarterly staff appreciation day;

Create and give them an award that they can keep and frame for
ajob well done;

Get each employee to write something positive above their col-
leagues and give them the collated box of sayings;

Provide them with a formal letter of appreciation/recognition for
their personal file;

A handwritten thank you note or a thank you speech;

Prepare a short video montage of the employee’s highlights and
celebrate his/her accomplishments with the rest of the staff;
Let them suggest a way they would like to be recognized;
A public thank you announcement;

Write a formal letter to em-
ployee’s immediate fam-
ily expressing how im-
portant he/she is to the
Ministry;

Give them a small gift as
a token of appreciation
for their performance;
Provide them with one-
on-one mentoring;
Allow them to dress
casually on Fridays;

Additional Examples of Service Excellence
Awards

Service Excellence Award for Digital Innovation
CEO of the Year

Service Excellence for Employment Equity
and Diversity

Service Excellence in Citizen - Focused Service
Delivery

Award for Management Excellence

Award for Career Excellence

Team Spirit Award

Award for Excellence in Leadership

Archivist Award of the Year

Special Recognition Award

References:

1.

o

https://goodnewsaday.wordpress.com/2011/03/29/51-ways-to-
reward-employees-without-money/
http://www.tbs-sct.gc.ca/psm-fpfm/modernizing-modernisation/
arp/gl-ld-eng.asp
https://offices.nsuok.edu/Portals/17/Greek%20Awards%202015.pdf
http://www.per.gov.ie/en/civil-service-excellence-and-innovation-
awards3/

http://www.luc.edu/staffcouncil/excellenceawards/
http://asq.org/learn-about-quality/malcolm-baldrige-award/
overview/overview.html
http://www.tfma.org/?page=TypesofAwards
http://www.hrexcellenceawards.com/#winners-2016
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http://www.per.gov.ie/en/civil-service-excellence-and-innovation-
http://www.luc.edu/staffcouncil/excellenceawards/
http://asq.org/learn-about-quality/malcolm-baldrige-award/
http://www.tfma.org/?page=TypesofAwards
http://www.hrexcellenceawards.com/#winners-2016
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PUBLIC SERVICE COMMISSION
APPLICATION FOR OVERSEAS TRAVEL

Applicant; Ministry:
Level: Post Title
Purpose: Conference

Meeting

Other [specify]
Estimated Cost Cost of event
Detailing the various | Cost of travel
elements Cost of ‘per diems’

Other

TOTAL

Details of any contribution by Donor Partner:

Details [provide title of course/conference etc, intended venue, time required etc]:

Details of Tonga Strategic Development Framework priority/s that this travel will address:

Describe how the public service will benefit by approval to this application [how will it contribute to improved productivity or
outputs? Be as specific as possible.]:

How will absence be covered? [who will do the work normally carried out by this person? What other arrangements will
be made to carry out the work?

Details of the applicant

Current Qualifications:

What other overseas travel or study has been completed while employed by government in last 12 months. Ministry to
attach documentation demonstrating the value to the Kingdom of this travel or study]

Date of Birth: Date appointed to public service:
Date appointed to current Level:

Signature of Applicant:

Priority of this travel to the Ministry: [as per PSC guideline]
Signature of Chief Executive Officer: RECOMMENDED NOT RECOMMENDED

APPROVED NOT APPROVED

Signature of Minister:
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FORM 2: EVALUATION OF APPLICATION FOR OVERSEAS TRAVEL
SUMMARY OF APPLICATION

Applicant:

Reason for travel:

Cost to Tonga:

Other costs [met by sponsor or other]

WHAT IS THE PRIORITY?

Ministry Rating: (circle) A

0| o

Minister's Rating: (circle) A

Reason for Rating:

WHAT ARE THE SPECIFIC BENEFITS TO TONGA?

Describe the benefits

How likely is it that the benefits
will be achieved?

HOW WOULD ABSENCE ON TRAVEL BE COVERED?

Who will act for person?

Will necessary work be done?

WHAT IS YOUR COST: BENEFIT EVALUATION?

How do costs compare to
expected benefits?

Are you satisfied that this travel
is a good deal for Tonga?

WHAT IS THE AVAILABILITY OF FUNDING?

Is there still budget funding available?

Will there be other bids for travel that are better than
this one?

DECISION

Travel Approved / Not Approved (circle)

Signature:
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PUBLIC SERVICE COMMISSION
REPORT ON OVERSEAS TRAVEL

Name: Ministry:
Level: Post Title
Purpose: Conference

Meeting

Other [specify]

Details of any contribution by Donor Partner:

Details [provide title of meeting/course/conference etc, and the specific dates you were overseas, efc]:

What benefits will Tonga gain from your attendance [be as specific and concrete as possible. Vague
generalizations will be seen as an indication that little real benefit will be gained]?:

[Ideas: Describe how the public service will benefit or a particular section of Tongan society - what contribution
would be made to improved productivity or outputs?]

How will you personally apply learning gained while overseas? [be as specific as possible. Spell out just what
you will do to provide a return to the people of Tonga for the investment they and/or a Development Partner
have made in you]

Signature of Participant:

Signature of Chief Executive Officer:

Signature of Minister:
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