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THE PUBLIC SERVICE
THE PUBLIC SERVICE

The Public Service of Solomon Islands is definedhe Constitution of Solomon Islands and shall
comprise such offices as may be authorised by #i®hal Parliament from time to time.

Amendment No.227/85

POWER TO APPOINT

Subiject to the provisions of the Solomon Islandagiitution the power to appoint to public offices
and to promote, transfer, terminate the appointroérdismiss and exercise disciplinary control over
public officers, is vested in the appropriate SeevCommission.

Amendment No.227/85
CATEGORIES OF THE PUBLIC SERVICE
The public service divides into the following cgbeies-
@) Public offices graded Level 3 to Super schje |
(b) Other employees of Government -

0] non-established employees or labourers whoselwements are expressed in daily
rates of pay;

(ii) employees not covered by (i) above but emptbggainst items of expenditure not
included in the salaries and allowances subheathefEstimates e.g. temporary
clerical assistance.

Amendment No.1/07
Amendment No. 227/85
APPOINTMENTS

Selection and recommendations to the Public Se®@mmamission will be on the basis of merit and
with due regard to the need to be inclusive of nremmen, workers from the provinces and people
with a disability (Reference: Public Service Consros Regulation 21).

Subiject to the provisions of the Constitution almel televant Acts and Regulations, the appointment
process will be different for the following levels:

(a) Level 1-2

These posts are non-established posts and areerkfer in Chapter S of these General
Orders. The recommendations for appointment to raestablished post do not go to the
Public Service Commission. Permanent Secretarieb mwake recommendation for
appointment to the Permanent Secretary for thei®@grvice who has the power to make
appointment.

(b) Level 3-13

Permanent Secretaries have the authority to ieia&id manage the selection processes and
make recommendations for all appointment to thdi®@&@ervice Commission.
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(c) Level- SSI

Permanent Secretaries have the authority to marnlageselection process and make
recommendations for the appointment to the Pernigetretary for the Public Service. The
Permanent Secretary for the Public Service willnsiitlihe recommendation to the Public
Service Commission. The Public Service Commissialh eonsider the submission and
appoint or promote suitably qualified candidatesaoant offices at this level.
Non-nationals shall only be appointed where the @@sion is satisfied that no qualified
national is available. Such an appointment can d&elyon a non-permanent basis for such
time as may, in the view of the Commission, be ssag/ to obtain a qualified Solomon
Islands Officer (Refer: Public Service CommissicgRlation 21)

Amendments No.1/06

Effective 6/02/06

109 APPOINTMENT PROCEDURE

The procedure to be followed to fill vacancies e Public Service shall be as prescribed in the
appropriate Commission’s Regulations. When a vacamtcurs, a Permanent Secretary should
consider whether the vacant post should be fillliso in what manner.

(a) Permanent Secretaries are to ensure that all jsbriggons are up to date and include
objective selection criteria that enables panetat® one candidate against another.

(b) Permanent Secretaries will advertise all establetimmacancies publicly, unless filling with
a temporary officer for a period under three (3nths. Within their submission to the Public
Service Commission when making recommendation forappointment, they include the
advertising strategy for each vacancy. (Refer: ie#rvice Commission Regulation 19)

(c) Permanent Secretaries must ensure that the seleptiocesses, for which they are
responsible, must be based on merit and be trasrdpand accountable.

(d) In most cases, a panel will be established in liilh the requirements of the relevant
Commission Regulations. If selection takes placthavuit a panel process, the Permanent
Secretary’s submission to the relevant Commissiarstmnclude the reasons for that
approach.

(e) Permanent Secretaries will submit their recommeondb the relevant Commission in line
with the requirements of the Regulations and amycgulures provided to them by the
Permanent Secretary to the Public Service.

(f) A copy of all submissions from Permanent Secretaitethe relevant Commission will be
provided to the Permanent Secretary for the P8#iwice.

Amendments No.1/06
Effective 6/02/06

110 DELEGATION OF POWERS
The Constitution makes provision for the Commissioits discretion to delegate powers relating to
the public service including the power of makingpaiptments. In exercising delegated powers
officers must keep within the limits of the poweedegated and may not themselves delegate further.
The exercise of delegated powers is subject to GOBB

Amendment No. 227/85
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ESTABLISHMENT

All appointments with the exception of those un@€& B 105 (b) are subject to there being vacancies
against the appropriate item in the salaries saothaf the approved Estimates. The approved
establishment may not be exceeded, save that —

(a) When an officer is granted leave without pagamGO C 504.3 a replacement appointment
may be made against his post for the period ofelaige; and

(b) With the approval of the Permanent Secretary ferRhblic Service appointments in excess
of the establishment may be made against vacatd pothe same service in a higher grade.

Amendment No. 227/85
KINDS OF APPOINTMENT
Appointments may be:
€) Pensionable -

0] On confirmation in a pensionable office followingeobationary period or when the
probationary period has been waived — citizensobdr8on Islands only.

(ii) from “other Public Service” in the Solomon Islaridsvhich the officer is serving on
pensionable terms — citizens of Solomon Islandg.onl

(b) Non-pensionable -

0] permanent and non-pensionable appointment — c#tizénSolomon Islands only
(Effective 1/1/76);

(ii) on probation to a permanent non-pensionable appeint — citizens of Solomon
Islands only (Effective 1/1/76);

(i) on trial to a non-pensionable public office withviaw to eventual appointment on
promotion — citizens of Solomon Islands only;

(iv) on monthly terms — by letter of appointment to a-pensionable public office —
citizens of Solomon Islands only;

(V) on temporary terms — by letter of appointment iooadance with the conditions set
out in Section 10 of this Chapter of these Orddally appointed candidates only;

(vi) Non-Established Employees and Labourers employet@éordance with Chapter S
of these Orders;

(vii)  Officers seconded to Provinces;
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113

115

(c) Contractual term:-

0] on contract under a standard agreement of servidehwprovides for a specific
period of employment on conditions specified undelevant supplementation
scheme as appropriate and where applicable withiriat gratuity — applicable to
citizens of Solomon Islands under specified pragject

(ii) on fixed terms for a specified period but otherwiseconditions as for permanent
and non-pensionable appointment —not restrictaititens of Solomon Islands.

Amendment No. 227/85
Amendment No. 7/86

MINIMUM EDUCATIONAL STANDARD

The minimum standard of education and qualificatiequired for entry into an established office in
the Public Service are set out in the relevant@pga scheme of service any recent amendment.

Where no scheme of service has been publishe@ltgmmative standards shall be prescribed by the
Permanent Secretary for the Public Service aftaswaitation with the relevant Permanent Secretary
with the concurrence of the appropriate Commissiaach case.

Amendment No. 227/85

Permanent Secretary may seek to appoint a candulhate has less than the minimum entry
requirements if there are no suitable qualifieddadaies. In making their recommendation to the
relevant Commission, the Permanent Secretary mage mote of the fact that the recommended
candidate is not meeting the minimum entry requéet® but is deemed to have sufficient experience
to be able to undertake the job successfully. Hievant Commission will consult the Permanent
Secretary for the Public Service before makingajygointment.

Amendments No.1/06

Effective 6/02/06

EFFECTIVE DATES OF APPOINTMENTS

1. For an officer selected for appointment fromsadé Solomon Islands his date of appointment
shall be the date of embarkation for Solomon Istkan&AVE that where the travelling time taken
exceeds that permitted by these Orders the dagnbfirkation shall be deemed to be the date on
which the officer would have embarked making duevednce for the minimum travelling time
permitted to have reached Solomon Islands on tteeafdnis assumption of duty by the normal route.

2. The effective date of appointmemtlbcal candidates is the date of assumption tf:du

SAVE that where in an individual case the rule wheplied is obviously inequitable the Permanent
Secretary for the Public Service may prescribedtite of appointment.

Amendment No.227/85
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SPECIAL APPOINTMENTS

The Permanent Secretary of the relevant departefentld seek the prior approval of the Permanent
Secretary for the Public Service before making lansssion to the relevant Commission on the
appointment or re-appointment of any one who:

(@) has previously been employed in the Governresentice and been dismissed or call upon or
resign or retire therefrom; or

(b) has retired from the Government service arid igceipt of a pension or annual allowance; or
(c) has been convicted of a criminal offence othan a minor motor traffic offence.

OFFER AND ACCEPTANCE

Appointments are effective when a written offer bagn made by the Permanent Secretary for the
Public Service and accepted in writing by the cdatdi. Office of appointments to the candidate shall
be made using the approved standard letter of.offer

OATHS - OFFICIAL SECRETS ACT

All appointments are subject to the candidatesghpiepared to take any oaths or affirmations which
may be prescribed by the law (Cap. 11) or the GuweGeneral and to confirm with Public Service
procedure for the administration of the Officiakc8ss Act (Cap 23).

NOTIFICATIONS ON APPOINTMENTS OF PUBLIC OFFICERS AN D OTHER
APPOINTEES

1. Details of the following occurrences shall beblmhed in the Public Service Commission
monthly Circular Memorandum in respect of all offis. In addition to this, the appointments of
officers in the Superscale 1 and above, includih§tatutory appointees shall be gazetted:-

(a) appointments on probation or on contract taldisthed offices;

(b) confirmation in appointment;

(© acting appointments, indicating the duratiomppointment;

(d) promotions

(e) retirements, dismissals, including terminatiohappointment for any other reason;
() transfers
2. Responsible Officers are responsible for enguttat the dates upon which officers

relinquish acting appointments are promptly natifi® the Permanent Secretary for the
Public Service.

Amendment No. 227/85
APPOINTMENTS ON TRIAL

Whenever, a serving officer is appointed on tnabtcordance with GO B 112(b) (iii) the vacancy
thus arising in his substantive grade shall ndillesl until it is known that he has been substaaisi
appointed to the higher grade.

Amendment No. 227/85
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PROBATION
PROBATION

All first appointments to permanent and non-peraida office shall be preceded by a six (6) month
probationary period which shall count from the daft@ppointment. The relevant Commission may
determine to extend the probationary period orathdce of the relevant authority.

ADMISSION TO PERMANENT OFFICE NOT OF RIGHT

Appointment on probation to a permanent and norsipeable office does not in itself confer any
right to admission to that office.

Amendment No. 227/85

NATURE OF PROBATION

It is the responsibility of the relevant Perman®ectretary to ensure the probationary periods afe w
managed. When an officer is appointed on probatlogre is a clear implication and understanding
that the officer may count upon being confirmed adaditted to the permanent and non-pensionable
office. However, the appointment remains conditiamaon that officer adhering to the ethics and
values of the Public Service and carrying out edponsibilities during the probationary period in a
manner which is acceptable to management.

Amendments No.1/06

Effective 6/02/06

CONDUCT OF PROBATION

The relevant Permanent Secretary must ensure tral eorobationary officer has a specified
supervisor/manager.

(a) This supervisor/manager is to be assignethfoperiod of probation, so as to work closelyhwit
provide on-the-job training, advice and timely fbadk to the probationary officer.

(b) The Probationary officer's supervisor/manmagi#l provide leadership to the officer and ensure
that any opportunities for improvement are ideetifand supported.

(c) The probationary officer's supervisor/manager \w#l monitored by the Permanent Secretary
for their effectiveness of their support to thehationary officer.

(d) Every probationary officer will be providedth an induction program that covers the function
and operations of their department and the respitities of their unit/Division and their post.
This induction will include information about Actsegulations, rules and orders that relate to
their job.

Amendments No.1/06
Effective 6/02/06



CHAPTER B Probation Section 2

206

207

208

209

210

PROBATIONARY REPORTS

The relevant Permanent Secretary shall submititizé feport on the probationary officer under GO
B501 to the Public Service Commission confirming thppointment, seeking an extension or
recommending termination.
PS Form 4 shall be used to seek approval from the Servicenr@igsion for confirmation of
probationary appointment or trial promotion.

Amendment No. 01/07
ADVERSE COMMENT

Any adverse comment in a probationary confidemggbrt or any assessment of an officer which is
below average for the grade should be brought ¢oattention of the officer in writing, by the
Responsible Officer. If at any time during a pribtraary period a Responsible Officer thinks it is
necessary to advise an officer that his condugteoformance in the post is falling short of what th
Responsible Officer considers it should be, hel sttress the officer accordingly giving him advice
which might of assistance to him in acquiring tleeessary standard of conduct or performance.

PROMOTION DURING PROBATION

Only exceptionally will an officer on probation leensidered for promotion during his probationary
period.

COURSES DURING PROBATIONARY PERIODS

The Commission must for reasons stated in GOB 2083@G0OB 204 above have an opportunity of
observing a probationary officer for one year befgiving its advice on his confirmation. It follows
therefore, that if the officer is awarded a Sclelgy or granted study leave to pursue a course of
higher education either locally or overseas, hidptionary period shall be suspended until hisrnetu
to office. The probationary period will then besuened until such a time when, in aggregate, he has
completed 12 months in office.

Amendment No. 1/92
INCREMENTS
1. An officer will receive increments during hisopationary appointment except -
(a) When his appointment is interrupted by a coustestrictly required by his job. The period
of absence from duty is subject to the needs ofsdrgice and public interest and he will
continue his probationary period after he resumg dntil 12 months in office is completed

for confirmation.

(b) When his appointment is interrupted by a coumsebtaining additional qualifications and
skills which is relevant to the job, the incremémt@gression will continue.

Confirmation in the post will not be made until d®nths in office has been completed.

Amendment No. 1/92



CHAPTER B Probation Section 2

211

212

213

214

CONFIRMATION

4, The Salary progression of a probationary offaarfirmed on the due date is uninterrupted.
When the probationary period of an officer is exhfor reasons other than those laid down
in GO B209, he will not be paid an increment onftrs anniversary of his probationary
appointment nor will any further increments be alearuntil he is confirmed. On
confirmation he will move to the point on the sglacale which he would have been on had
he been confirmed on the due date and thereaftertr® his original incremental date.
Amendment No. 1/92

5. When an officer's probationary periogigended for reasons which are beyond his coatrol
through no fault of his own the Responsible Officeay recommend to the Commission,
giving a full explanation, that the officer be deshto be confirmed in his appointment on
the due date.

Amendment No.227/85

TERMINATION OF PROBATIONARY APPOINTMENT

1. An officer whose probationary appointment isvtieated otherwise than by dismissal for
misconduct may -
(a) be given a clear calendar month’s notice wimay run concurrently with any leave which

may be awarded;

(b) be granted such leave on full pay as he may leavned to the day before that on which his
leave commences;

(© be granted the cost of transport back to h&elof recruitment by the route for which
Government is prepared to pay in accordance wighptovisions of Chapter P of these
Orders.

(d) on request, be given a Certificate of Servitavhich the Responsible Officer will have to
state that the officer's probationary appointmemasverminated. Nevertheless it should at
the same time indicate any good qualities which daffecer may have shown during his
probation so as not to prejudice his further emmient.

2. Notice of termination of probationary appointmeshall be given in writing by the
Responsible Officer in the form set out in apperlof this Chapter of these General Orders.

Amendment No. 227/85
EXAMINATIONS

Save in exceptional circumstances where an offiesrreceived exemption he will not be confirmed
in his appointment until he has passed any exaiimagprescribed to be passed during his
probationary period.

MATERNITY

Maternity leave shall not count as part of prob@diy period. A probationary officer shall not be
paid whilst on Maternity Leave.

Amendment No. 1/92
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3. SENIORITY

301 SENIORITY
Seniority shall normally be determined by the effecdate of appointment of an officer in his or he
substantive grade. Officers can transfer from cadres group or class to another at the same grade

level, if they are qualified and the transfer wohtdin the public interest, and retain their satyor

Amendments No.1/06
Effective 6/02/06

302 APPOINTMENTS FROM OUTSIDE SOLOMON ISLANDS
Unless otherwise provided, seniority as betweerta® selected for first appointment from outside
Solomon Islands is determined by the date of assampf duty in Solomon Islands, which is normally
the date of arrival in Solomon Islands. Where, havetwo or more persons selected from outside
Solomon Islands arrive in Solomon Islands on theesday of first appointment, seniority between
them is determined by the date of the communicaitdressed to each confirming his selection.
Amendment No. 227/85
303 OFFICERS ON TRANSFER
The seniority date of a seconded officer who iagferred on promotion from one Province to another
shall be reckoned from the date on which the appatgp Commission approved the promotion. The
substantive salary shall be drawn from the dat®tfiger takes up the new appointment.
Amendment No. 227/85
304 TRANSFERS WHEN PROMOTION IS NOT INVOLVED
An officer transferred from another Province, th@nsfer not being in the nature of a promotion, is
granted seniority in accordance with his servioghie equivalent grade in the Province from whieh h
is transferring, but the appropriate Commissiong@ser to determine the seniority of such an office
with regard to any special circumstances.
Amendment No. 227/85
305 PROMOTIONS ON THE SAME DATE

Where two or more officers are promoted to a higbifice with effect from the same date, their
relative seniority one to other in the pre-promotgrade will be maintained on promotion.

Amendment No. 227/85
306 RE-APPOINTMENT

The seniority of an officer who leaves the sengod is re-appointed to it will be reckoned from the
date of re-appointment.

Amendment No. 227/85
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307 SENIORITY CAN BE RETARDED

An officer may suffer a loss of seniority for diglihary reasons as when an increment is deferred.
Amendment No. 227/85

308 SAVING

Nothing in this General Order shall affect the apmpiate Commission’s power to determine the
seniority of an officer in any special circumstameéhich may arise.

Amendment No. 227/85
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4. WOMEN OFFICERS

401 DUTIES

A married woman officer is subject to all conditsounder which other officers are required to serve
including liability to be posted anywhere in Solamislands. Generally, Responsible Officers will
endeavour to employ a married woman officer atstmae station as her husband but where this is not
possible a separate posting must be accepted offiber must resign her appointment.

402 PASSAGES

1. Reference should be made to Section 2 of Ch&ptéithese Orders for the conditions under
which locally engaged women officers receive passdmt the general rule is that a married
woman officer has passages in her own right onheifhusband is not a public officer or is a
public officer without passages entitlement for faisily.

2. A locally engaged married woman officer may bet granted passages within Solomon
Islands on annual leave if she is eligible for seas passages by virtue of her husband’s
eligibility under Special Conditions of service.

403 MATERNITY

1. A woman officer must discontinue the performan€é¢he functions of her office when her
confinement is estimated to be within six weekse &fay not resume duty until six weeks
after the birth of her child.

2. The certificate of a Government Medical Offistating that a woman officer is within six
weeks of confinement shall be final and materregve under Section 5 of Chapter J of these
Orders shall be subject to such a certificate bpnogluced.

404 BREAST FEEDING

A female officer who resume duty after taking maligr leave may take up to four hours
each working day for breastfeeding her child. Sterruption of work shall be counted as
working and shall be remunerated accordingly.

Amendment No. 01/07
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503
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CONFIDENTIAL REPORTS
SUBMISSION OF CONFIDENTIAL REPORTS

1. Staff Reports on PS Form 10 are required tedmpleted annually on all Public Officers
graded Level 3 and above, and more frequently iitaitecircumstances (see Sections 510(1) (2) &
(3) &511 (1) & (2). A copy of PS Form 10 is at AKX A, and is to be completed as follows:

@) The ISSUING OFFICER (see Section 507) willeerthe name of the officer on whom the
report is required, his Ministry and Division, theriod to be covered by the report, and the date it
due for return.

(b) THE OFFICER TO BE REPORTED ON will complete RRA 1.

(© THE REPORTING OFFICER completes PART 2. Heuttidbe the officer's immediate
supervising officer in the line of management, eabjto his grade being LEVEL 5 or above
(excluding officers on probation, but including ioffrs acting on trial, if they have served in the
higher grade for al least 6 months).

(d) The FIRST COUNTERSIGNING OFFICER or Reporti@afficer, as appropriate, completes
PART 3. He should be the next senior officer in line of management. The first countersigning
Officer also completes Part 4.

(e) The SECOND COUNTERSIGNING OFFICER completesRFA5. He should be the next
senior officer, normally at Head of Division lewal above.

Amendment No. 227 / 85
SECOND COUNTERSIGNING OFFICER

Reports should not be endorsed above the levileoSECOND COUNTERSIGNING OFFICER,
though they may be seen by senior officers at thisaretion so long as their return is not delayed.

NO SECOND COUNTERSIGNING OFFICER

Where, because of the senior level for the offibeing reported on, there is no SECOND
COUNTERSIGNING OFFICER, PART 5 should be left blaffkthere is no FIRST OR SECOND
COUNTERSIGNING OFFICER, PART 4 should be compldigdhe REPORTING OFFICER.

Amendment No. 227 / 85
RETURNING OF REPORTS TO THE ISSUING OFFICER
The SECOND COUNTERSIGNING OFFICER will be persopaltsponsible for the return of his
reports by the due date, except in the cases edfeww in Section 503, where it will be the
responsibility of the most senior officer concernedcompleting the report. The reports must be
returned to the ISSUING OFFICER in sealed envelapadked on the outside in the top left hand
corner.

“STAFF REPORTS

From: (name of SECOND COUNTERSIGNING OFFICER)
(name of officers whose Reports are enclosed)”
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507
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509

510

COMPLETION OF REPORTS

The ISSUING OFFICER having noted his records, viilimediately forward the envelopes
UNOPENED to the Ministry of the Public Service.

GUIDE FOR REPORTING AND COUNTERSIGNING OFFICERS

A GUIDE FOR REPORTING AND COUNTERSIGNING OFFICERS the completion of Staff
Reports is at ANNEX B. Training courses will alsleld as necessary.

ISSUING OFFICER

An ISSUING OFFICER will be appointed in each Mimsfor other Office) to be responsible for the
issue and return of all Staff Reports. In Ministrthis should normally be the Personnel Officer.

PROCEDURE FOR THE ISSUE AND RETURN OF STAFF REPORTS

The procedure to be followed by ISSUING OFFICERSGthe issue and return of Staff Reports is at
ANNEX C.

TIME OF SUBMISSION

The reporting year will be from 1 September to 3ig#ést for all staff. Staff Report forms are to be
issued by ISSUING OFFICERS by 1 July each year.yThéll be sent to the SECOND
COUNTERSIGNING OFFICER (or most senior officer cdetmg the Report — see Section 503)
who will be responsible for distributing them t@tstaff to be reported on.

2. The OFFICER TO BE REPORTED ON is required to plate PART 1 and give it to his
REPORTING OFFICER before the end of July. Any @fievho does not get a Staff Report form by
the middle of July should report the fact to hisiseofficer.

3. After completion by the REPORTING AND ONTERSIGNING OFFICERS, staff Reports
are due for return to the ISSUING OFFICER by 30tSeyer.
Amendment No. 227 / 85

BREAK REPORTS

1. Where the OFFICER TO BE REPORTED ON moves toifferdnt post under another
Reporting Officer AFTER February in any reportingay, a Staff Report is to be completed on the
officer at the time he is posted.

2. Where a REPORTING OFFICER moves to a differest AFTER FEBRUARY in any year
he is to complete Staff Reports on all Staff urtdercharge for the period up to his date of posting

3. The ISSUING OFFICER should arrange for Staff ®eporms to be issued as necessary to
the appropriate SECOND COUNTERSIGNING OFFICER asnsas possible BEFORE the date of
posting.

Amendment No. 227 / 85
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511 SPECIAL REPORTS

1. A Staff Report may be submitted on an officeraay time when the Reporting or
Countersigning Officer considers it appropriateg(ef an officer's conduct or performance is
unacceptable).

2. Special Staff Reports may also be called for rwhiequired by the Public Service
Commission or the Permanent Secretary for the @@divice (e.g. for officers on probation or trial,
being considered for promotion, when a recent Reffort is not available.)

Amendment No 227 / 85
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6. RESIGNATIONS
602 NOTICE

On resignation, proper notice under Section 7 chp@ér B of these Orders shall be given and an
officer may not leave his office until his notice accepted and he is informed of the date he may
vacate his office.

603 EFFECT OF RESIGNATION

Save as is otherwise preserved under the provisib8ection 7 (B) (2) of the Pension Act, Cap. 110,
on resignation an officer forfeit all rights anduileges of his office.

Amendment No. 20/ 86
604 LIABILITIES AND PRIVILEGES ON RESIGNATION

1. On first appointment. When an officer resigns his appointment within sitonths of
assuming duty on first appointment he shall beldiab repay x/6ths of any passages costs
incurred under section 2 of Chapter P of these Qrdehere x = the number of completed
months by which his service falls short of six.

2. Following annual Leave.Where an officer is granted annual leave and passander these
Orders in anticipation of his completing a fullyayts service but resigns before doing so, he
shall be liable to repay the Government.

(@ salary for the period of leave taken in exagfskis eligibility in terms of GO J202
and J205; and

(b) x/12ths of the leave passage costs for thessfbind his family incurred in respect of
any leave taken in that calender year, where xe=ntlimber of complete months remaining
unserved in that year at the date of resignation.

3. Homeward passagesiNhere an officer resigns -

(a) within six months of assuming duty on firstpamtment or of resuming duty
following annual leave in respect of which he ha&erb granted passages at Government
expense, he will be personally responsible for réqgatriation expenses of himself and his
family to his home island;

(b) having served not less than six months simsedppointment or since resuming duty
following annual leave in respect of which he ha&erb granted passages at Government
expense, he will receive a passage grant of x(fithise costs of passages to his home island for
himself, his wife and up to four dependent childnehere x = the number of months served in
excess of six months since the officer assumed duatyfirst appointment or last enjoyed
passage privileges.



CHAPTERB Resignation Section 6

605

607

LEAVE ON RESIGNATION

1.  An officer who is eligible for vacation lemwho resigns before completing a prescribed tbur o
duty may take any deferred leave standing to tedicand vacation leave earned during his current
tour.

2.  An officer who is eligible for annual leawéno has not already taken his annual leave may take
such leave as he has earned in accordance wiifrdivéeso to GO J205.

LIMITATION OF APPLICATION OF GO B604 and B605
The privileges of GO B604 and B605 shall not extendn officer who is dismissed from the service
nor to an officer who the Permanent Secretary lier Rublic Service considers has had resignation

compelled upon him by reason of serious misconduct.

Amendment No. 227 / 85



CHAPTER B Notice Section 7

7. NOTICE
702 NOTICE

1. Without prejudice to the Constitution, noticet@mination of appointment in the
Service shall be in accordance with the follayviable: -

Cause of Termination Notice to be given by| Notice to be given by the
Government Officer
(a) dismissal for misconduct Nil

(b) retirement on the due date 3 months (1
(S7 (1) (a) (i), Cap. 110
(c) termination of probationary 1 month 1 month

appointment for reasons
other than (a) above

(d) compulsory retirement:
I. on reaching retiring age (S.9 Cap. 100% months -

Il. on abolition of office

2 months -
lll. to facilitate improvement
2 months -
IV. to effect economy
2 months -
V. in public interest
2 months -
(e) voluntary resignation of a 3 months
pensionable officer
(f) retirement on medical grounds at 2 months -
least (but subject to Consultant’s
advice)
(g) termination of agreement before 3 months 3 months
contracted period completed
(h) termination (temporary terms) 1 month (2) 1 month (2)
(i) termination of fixed term 3 months 3 months
appointment before expiry of
specified period
() termination of permanent 3 months 3 months

non-pensionable appointment




CHAPTER B Nat Section 7

NOTES

Q) Prior to date of departure on pre-retiremeavée In addition, officers retiring at the age 6f 4
or 50 under section 7(1) (a) (i) of Cap. 110 @guired to give six months naotice prior to the
date of retirement. The Permanent Secretary oPthdic Service in his discretion may waive
this requirement.

(2) Or as may be prescribed in the terms of the@iapment.

3) In all causes of termination not covered bydéqtl) and (2) notice may be of such shorter
period as the Permanent Secretary for the Publidc@emay with the consent of the officer
determine.

2. Notice of termination of appointment shall alwde in writing, and without prejudice to
the provision of GO B 704, the prescribed noticegaemust be served in full and any
outstanding leave entitlement shall be taken aetttkeof that period.

Effective date: 24/ 10/ 85
Amendment No. 227 / 85
Amendment No. 8/ 86
703 NATURE OF NOTICE

Whenever notice is expressed it shall be consexulays’ or months’ notice including Saturday s,
Sunday s and Public Holidays that fall therein ainall exclude the day of service but include the da
of discharge.

704  SALARY IN LIEU OF NOTICE

(®) Nothing herein expressed shall prevent the Gwwent or the officer from paying salary in lieu
of the appropriate period of notice under GO B702.1

(b) If the officer leaves during the perioidnotice he/she shall pay salary in lieu of thiabee of
the period unserved.

Effective date: 29/ 11/ 83

Amendment No. 212 / 83

Amendment No. 227 / 85
705 DISMISSAL

Without prejudice to the provisions of Section 7 (B) of the Pension Act, Cap 110, an officer who
is dismissed the service forfeits all rights anidifgges attaching to his appointment.

Amendment No.8 / 86



CHAPTER B Certificate of Sefice Secti®

8. CERTIFICATE OF SERVICE
801 CERTIFICATE OF SERVICE

An officer who on termination of his appointmenshés to be furnished with a Certificate of Service
will be provided by his Responsible Officer witktertificate in the following form:

SOLOMON ISLANDS
Certificate of Service under the Government of 8alo Islands.

Age(at date of leaving the SErViCE): ......ovi i e e e e,
Position held and MiNiStry: ... ..o e e

(Signed)
Designation of Responsible Officer
Date:
Efficiency and general conduct should be assess@y“good” “Good” or “Fair”; no further
comments may be added on the certificate, exceptpibsitions and appointments may be listed in
detail on the reverse of the certificate.
802 TESTIMONIALS
No form of testimonial other than the above-mergmbrcertificate may be given to an officer

relinquishing his appointment, except with the pg@rmission of the Permanent Secretary of the
Public Service.



CHAPTERB Valedictory &tters Sect 9

9. VALEDICTORY LETTERS

901 VALEDICTORY LETTERS

A valedictory letter on retirement from office an termination of appointment is issued to an office
graded Level 3 or higher who —

(@) has completed at least 15 years’ service, and —

(i)  his service has been meritorious; and
(i)  his record of service justifies, in the opiniontbé Responsible Officer, the issue of

such a letter; or
(b) has completed less than 15 years’ service, and —

()  his service has been meritorious; and

(i) his office is graded Level 9 or higher; or

(i) his service is of special merit; or

(iv) he is retired prematurely for medical reasons ateura formal scheme for premature

retirement.

Amendment No. 227 / 85

902 PREPARATION

Valedictory letters shall be drafted by Responsibféicers and sent to the Permanent Secretary for
the Public Service for signature to reach him tveelks before the retiring officer stops work.



CHAPTERB Temporary Appointments Section 10

10.

1001

1002

1003

TEMPORARY APPOINTMENTS
APPLICATION

This section applies to all temporary appointme/dtstemporary appointment is an appointment
which is on a monthly, weekly, or hourly basis, dinel officer is not-

@ on probation to permanent office; or

(b) confirmed in a permanent office; or

(© on a fixed term appointment; or

(d) on agreement of service, with a specifiedwgtait the expiry thereof; or
(e) appointed as a non-established employee aace®rker.

APPOINTMENT OF TEMPORARY OFFICERS

All appointments whether temporary or permanentl gl@on the basis of merit. Appointments on
temporary terms of service against a vacant estai post may be made by the Commission after
consideration of the recommendation made to thethéyermanent Secretary. The Process shall be:

(a) Up to three (3) months can be filled at the PermaBecretary’s discretion, with and advertising
process.

(b) If the temporary appointment is proposed to ber dlieece (3) months but less than six (6)
months, then the procedures for selection mustdmodstrated that a fair equitable selection
process has been undertaken.

(c) Between three (3) to six (6) months- the vacancgtnbe advertised using at least one form of
advertisement.

(d) If the temporary appointment is proposed to be ntbam six (6) months, the vacancy must be
advertised in line with the requirements of GO Ghai-109.
Amendments No.1/06
Effective 6/02/06

PROCEDURES FOR MAKING APPOINTMENTS

Appointments on a temporary basis may be madevarant established post. In the submission by
the relevant Permanent Secretary to a Commissiekirse the appointment to be approved, the

reasons for determining to appoint on a temporasgishmust be explained. Where it is envisaged at
the outset that a temporary appointment is likelgdntinue for a period exceeding six (6) months,

the relevant permanent Secretary shall forwardebemmendation for filling the vacancy to relevant

Commission.

Should the Commission require further information amlvice, they will request this from the
Permanent Secretary for the Public Service, befaking a decision. If a temporary appointment has
been made for less than six (6) months and the &em Secretary is seeking to have the
appointment extended, the Permanent SecretaryhéoPtblic Service will be required to provide
advice to relevant Commissioner, before a decigomade on the extension by that Commission.
Close monitoring will ensure that this will not laeprocess used to avoid undertaking a selection
process based on merit.

Amendments No.1/06
Effective 6/02/06



CHAPTER B Temporary Appointments Seciil0

1004 TERMS OF SERVICE

1. Temporary appointments will be made on the terfinseovice laid down in this Section and the
following will be stated in letters of appointment:

(a) Date of appointment — which will be the date ofumsgtion of duty in accordance with B115

(b) Designation — which will be the name of theiadfshown in the Establishment Register,
preceded by the word “Temporary”, for example TerappNursing Officer.

(© Salary will be the appropriate salary level or puate for the post.

(d) Starting salary level — depending on the appabtp qualification and training the starting
salary level or the hourly rate for the post wil im accordance with GO E202.

(e) Incremental date — will be the anniversary of theedf appointment.

() Leave — Annual leave will be earned monthly ancordance with GO J202, for the
appropriate level for each completed calendar montfiull time service. Accumulation of
leave is subject to GO J204. The provisions of iBec of Chapter J of these Orders will
apply generally to all temporary appointments unbisr Section.

(9) Sick Leave — shall be granted in accordanck @® J408.

PROVIDED that —

0] the provisions of paragraph (f) will not apptypart-time appointments; and

(ii) the provisions of paragraph (e), (f) and (gillmot apply to part-time appointments or
appointments on an hourly basis.

2. Letters of temporary appointment shall be inftren set out in Appendix 3 to this
Chapter of these Orders.

1005 HOURLY RATES

1. Responsible Officers may employ persons agamsancies in Establishment on an hourly basis
for up to ten hours a week without reference toRBemanent Secretary for the Public Service or the
Public Service Commission. Officers appointed urttiées General Order should be paid the hourly
rate appropriate to the salary scale of the pestithies of which they are engaged upon and qgedlifi
to undertake, in accordance with the following scal

“Level” “Hourly Rate”
$

3 5.64

4 7.70

5 9.89

6 12.51

Effective date: from 1/05/08
Amendment No.222/85
Amendment No. 9/86

2. Five cents per hour will be paid in additiontite hourly rates stated above where the offices hige
own typewriter or other office machinery



CHAPTER B Temporary Appointments Sectil0

1006 APPLICATION OF PUBLIC SERVICE LAW, REGULATIONS AND GENERAL ORDERS
Temporary appointments are subject to the Solonstendis Constitution, Statutory Legislation,

Financial Instructions and General Orders to theréxthat they are applied by this Section, from
time to time in force.

Amendment No. 227/85

1007 PART TIME EMPLOYMENT

Any person who is employed on a mornings only badlisreceive 3/5ths and persons employed in
the afternoons only will receive 2/5ths of the faite.

1008 APPLICATION FORMS AND APPOINTMENT LETTERS

A copy of all submissions form the Permanent Sacydb the relevant Commission in respect of the
temporary employees will be provided to the PermaBecretary for the Public Service.

Amendments No.1/06
Effective 6/02/06

1009 SPECIAL DUTIES

If any circumstances arise in relation to tempomarpart time employment for which no suitable
provision is made herein such circumstances meigtub in writing to the Permanent Secretary for
the Public Service who shall direct what terms ISteloffered.



CHAPTERB Temporary Clerical Assistace Section 11

11.

1101

1102

1103

1104

TEMPORARY CLERICAL ASSISTANCE
APPLICATION

This Section shall apply in circumstances wherns mecessary to employ persons on clerical and
analogous duties against sub-heads in the curstim&es other than the Salaries sub-head.

Amendment No. 227 / 85
APPOINTMENTS

Responsible Officers may make appointments undgr3action provided the hours of employment
do not exceed 28 hours in any week and the pefiednployment does not exceed 3 months. If it is
necessary to exceed these limitations the authtwitgo so must be sought from the Permanent
Secretary for the Public Service on every occasion.

RATES OF PAY

The hourly rates laid down in GO B1005 shall appihen it is considered that a rate higher than
that for the Level 4 scale is justified approvalsifirst be sought from the Permanent Secretary for
the Public Service on each occasion but there brisio circumvention of the principle that all races
are to be paid equally for the same work.

ESTABLISHMENT

Temporary clerical assistance is not a substitateettablished posts. When there is a continuing
need to employ temporary clerical assistance iimét application should be made to the Permanent
Secretary for the Public Service for an additigmadt to be established, when the workloads will be
properly examined.



CHAPTER B Renewal of Fixed Ter Appointments Sectior21

12.

1201

1202

1204

RENEWAL OF CONTRACTS
RENEWAL OF APPOINTMENT

1. Where it is desired to renew or extend the appmnt of an officer serving under agreement of
service or on a fixed term it is necessary to kimogood time whether the officer wishes to accept
the renewal or extension. In the case of localuiguent a period of 3-6 months is usually adequate,
but for overseas recruitment a longer period, pabiy at least 9 months, is desirable

2. Responsible Officers who wish to recommend émewal or extension of appointment of officers
serving on these terms should enquire in good fioma the officer concerned what his wishes are in
this respect. It is in the interest of the senand the officer that a decision in the matter canalxe

at a reasonably early date before the expiratidghe@appointment.

3. Similarly, where the initiative for the renewdl extension application comes from the officer, he
must apply in good time and normally at least sonths before the expiration of the appointment.

4. An application or proposal for renewal or extensof appointment shall be processed in
accordance with the procedures set out in thisi@ediVhere a Responsible Officer does not intend
to recommend to a Commission the re-appointmergxtension he should so inform the officer
concerned as soon as possible, but the mattermersabject to the Commission’s consideration.

Amendment No. 227/85
PROCEDURE

1. Responsible Officers shall forward proposals, gliaptions for renewal or

extension of appointments to the Permanent Segrdtar Public Service together with their
recommendations. The Permanent Secretary for thaicPshall forward the papers to the
Commission with his comments.

2. Where the office does not come within the pumig the Commission then a Responsible Officer
shall make his recommendations to the Permanemetaeg for the Public Service in memorandum
form.
3. RENEWAL FORMS. When the Commission’s decision is known the PeantiBecretary for the
Public Service shall issue renewal of contract foffor signature by the officer which will contain
any variations to the original contract incorpodatieerein. When signed an entirely new and separate
contract from the original one has been negotidtbd agreement does not come into force until —
€) a local officer resumes duty under it ; or
(c) an overseas officer leaves his country of origiretorn to Solomon Islands.

Amendment No. 227/85
SAVING FRO CONTINUED EFFICIENCY AND GOOD CONDU CT

Where an officer is informed during a tour that éamtract will be renewed such renewal is always
subject to continued efficiency and good conducttie remainder of the current contract.



CHAPTER B Disabled Persons Section 13

13.

1301

1302

1303

1304

1305

DISABLE PERSONS
DEFINITION

In this section “disable person” means a person hdmw lost the use of any part of his body either
through injury or sickness or congenital deformityd whose prospects of securing and retaining
suitable employment and of undertaking work ondvi;m account are substantially reduced thereby;
but does not include a person who is suffering ftoberculosis, leprosy or a chronic heart condition

EMPLOYMENT OF DISABLE PERSONS

It is the policy of the Government that the puldiervice shall, so far as is possible, provide an
example to other employers and afford employmentisable persons who live in urban areas
without necessarily attracting them away from thailages in rural areas where they are usually
usefully and gainfully occupied.

STANDARDS

1. In employing disabled persons it is not intentlted the intellectual standard required for any
post in terms of academic or other qualificatiomlls be reduced. With regard to physical

disablement however, it is only necessary thatdisabled person shall have the minimum physical
capacity to enable him to carry out the dutiehefost proficiently.

2. In considering appointment to any public offitee Public Service Commission or where
authority to make appointments has been deleg&esponsible Officers, shall, where a disabled
person satisfies the criteria set out in paragdaphthis Order, give preference to such candidates

REGISTRATION

The registration of employable disable persons Il tesponsibility of the Permanent

Secretary/Ministry of Health and Medical Service#o is required to work in close co-operation
with Responsible Officers and the Secretary toRbblic Service Commission. Responsible Officers
and the Secretary shall keep the Permanent Segrétamistry of Health and Medical Services

informed of opportunities for employment of disabfeerson in the public service.

PROCEDURE

1. When vacancies, which come within the purvievihaf Public Service Commission, occur,
Responsible Officers, in submitting vacancy formshte Permanent Secretary for the Public Service
are required to state whether they consider thaamointment could satisfactorily be filled by a
disabled person. The Permanent Secretary for tHdicPG&ervice shall consult the Permanent
Secretary, Ministry of Health & Medical Services evhadvertising such vacancies so that the
vacancies and vacancy forms may be brought to tleaten of suitably qualified and registered
disabled persons.

2. Responsible Officers are required to keep thenBeent Secretary, Ministry of Health &
Medical Services informed of all vacancies in thdinistries which do not come within the purview
of the Public Service Commission and which couldiltked by disabled persons.

Amendment No. 227 / 85



CHAPTER B Acting Appoitments Section 14

14.

1401

1402

1403

1404

APPOINTMENT TO ACT
WHEN APPOINTMENTS TO ACT MAY BE MADE

An appointment to act in an office is an appointtrefra temporary nature made under the provisions
of the appropriate Service Commission Regulatiand, may be made by the Permanent Secretary for
the Public Service when an office is vacant or wi@mnany reasons the substantive holder of the
office cannot exercise the functions of the offare it is necessary that those functions should be
exercised.

Amendment No. 227 / 85
GENERAL GUIDANCE

1. An appointment to act will not automatically bede merely because the functions of the
officer are not being exercised. The mere fachefdabsence of a substantive holder of an office doe
not of itself justify an acting appointment.

2. Appointments for less than 30 consecutive daysattbn will not normally be made.
Exceptionally, with the prior approval of the Permaat Secretary for the Public Service, such an
acting appointment may be made where it is necgssaromply with a statutory requirement or for
some other special reason.

3. Whenever possible, and particularly to coverrtsperiods, the work of an office be re-
allocated.
Amendment No. 227 / 85

OFFICES TO WHICH APPOINTMENTS MAY BE MADE

Appointments to act may be made by the approp8ateice Commission in respect of offices graded
in Level 5 or higherPS Form 14shall be used to request for approval to acthigher post and also
to request approval to extend acting appointment.
Amendment No. 01/07
Amendment No. 227 / 85

OFFICERS ELIGIBLE TO ACT

1. An officer who possesses the qualifications iregufor the performance of the functions o
the office may be appointed to act in it. Normaly acting appointment will only be made if the
officer nominated is expected to perform the falhge of functions of the office, and subject to the
guidance in GO B1402.

2. In recommending an officer to be appointed taraan office the Commission will have due
regard to his experience and ability to performftivetions of that office.

3. The decision on the rate of allowance to be paidn officer acting in a higher office is an
management function and is dealt with in GO Chalpt8ection 3.

NOTE: When it is necessary for an officer not dfiedi in terms of paragraph 1 to GO B
1404 to perform some functions of another office thatter should be considered
and dealt with in terms of GO Chapter F SectionGharge Allowance.

Amendment No. 227 / 85



CHAPTERB Acting Appointments Section 14

1405

1406

LIMITATION

An appointment to act may not extend beyond a gdesiosix months without it being reviewed by
the Permanent Secretary for the Public Servicelam@ommission approving the extension.

Amendment No. 227 / 85
OFFICES EXCLUDED FROM THE COMMISSION’S CONSIDERATIO N

Submissions in respect of offices not subject don@ission’s consideration shall be addressed to the
Permanent Secretary of the Public Service.



CHAPTERB Appointments Appendix 1

Model Letter of Probationary Appointment
(GO B.119)

Dear Mr/Mrs/Miss,

| am pleased to tell you that the Public Service Gomission has appointed you on permanent and non-
pensionable terms on probation with effect from thedate you take up the duties of the appointment on
the terms and conditions set out in this letter.

2. You are required to complete a Medical Questen obtainable from your Responsible Officer.eft
completion it must be forwarded by you to the Un8ecretary (Health care), Ministry of Health anddital
Services, under “In Confidence” cover.

3. The post Of...ciiriiiiiiii e is graded Level...... and appointment your salary will by
$....... per fortnight in the fortnightly salary scale.
Subiject to efficient service you will be eligiblerfnormal increments in the above scale.

4, During your period of probation your appointmedit be subject to one month’s notice of
termination of appointment or payment of one mantalary in lieu of notice by either yourself orthg
Government.

5. Should you resign your appointment or shoulieiterminated on grounds of misconduct before yaueh
completed six months service you may be requiregépay the whole or part of any passage costsriedin
respect of yourself or your family on first apponmant.

6. Your duties will be those normally attached tmryappointment but you may be required to carrty ou
other duties, which may be allocated to you. Yollilvg liable to serve anywhere within Solomon Islan

7. This appointment is subject to the provisionthefregulations of the Service from time to timddrce.
8. For leave passage purposes, your home Isladebmed tobe...............ocooiiiin e,

9. YoUu have Deen POSIEA 10, .. ... ittt e e e e e e
WITh B Bt fTOM . .. e e e e e e e

10. Should you at any time during your service v8tslomon Islands Government be selected to undergo
course of training on full salary you will be rerpd, before commencing the course, to sign an ageeto
re-enter full time employment in the Public Servare completion thereof for a continuous period ¢doa
that spent on the course. Failure to comply withdgreement will result in a financial penalty lggimposed
on you.

11. If you are willing to accept the appointmenttbe terms and conditions set out above, pleasesig
copy of this letter in the place provided below aetirn it to me as soon as possible.

Yours Sincerely,

For: Permanent Secretary
Ministry of the Public Service

cc: Accountant General
cc: Permanent Secretary/Ministry (concerned)

NB PS/ (concerned) is asked to inform copy addresfsie date the officer takes up his/her appointmen

| accept the offer of probationary appointment midee on the terms and conditions set out above.



CHAPTERB Appointments Appendix 2

Model Letter of Notice of Termination
of Probation Appointment

(GO B212)

Dear Sir/Madam

| regret to tell you that the Public Service Consita has decided that your probationary appointnasnt
................................ Level.........................be terminated.

2. Accordingly, your last day of employment will be................i and you will
proceed on leave pending termination ON .............ooiiiir e ie v e e
Your last day of service WIll De ..o

3. Should you wish to have a certificate of seniitgespect of your probationary appointment itl void
provided on request.

Yours faithfully

For:Permanent Secretary

Cc:Accountant — General/ MOF
Cc:Permanent Secretary/Ministry (concerned)



CHAPTER B Appointments Appendix 3

Model Letter of Temporary Appointment
(GO B1004)

Dear Mr/Mrs/Miss,

| am pleased to offer you to offer you appointmagta temporary................ccooceeviininn, in the Public
Service with effect from the date of your assuntimg duties of the appointment on the terms anditiond
set out in this letter.

2. The period of employment is expected to be far..............cooooiiiii . weeks/months and
will be subject to one week’s/months notice of texation of appointment or payment of one week’sithe
salary in lieu of notice by yourself or by the Gowaent.

3. The post to which you are appointed is gradedelLe..............ccoo i i, and your
salary will be at the rate of $................. per fortnight in the fortnightly salary scalehkould your service in
terms of the appointment extend beyond 12 monthiswith be eligible for an increment within the sean
the anniversary of your appointment.

4. You will earn leave attherate of ..........cceeiiiiiiiiiiii . days per annum which may not be
accumulated save as provided for in General Orders.

5. You will be eligible for sick leave up to a maxim of 7 days in any calendar year, following whychu
will be required to take any annual leave earnetillfunfit for duty
Salary will cease on the last day of such leadr iy has not been resumed.

6. The appointment is subject to the provisionthefregulations of the Service from time to timddrce.

7. If you are willing to accept the appointmenttba terms and conditions set out above, pleasenmiioe in
writing as soon as possible.

Yours sincerely,

(Designation of responsible Officer)

Cc:Permanent Secretary/MPS
Cc:Accountant General/MOF

Amendment No.

(Paragraphs 4 and 5 not for hourly or part-timecaments)



Annex A
SOLOMON ISLANDS

STAFF IN CONFIDENCE

Mr
PUBLIC SERVICE Name: Mrs
di
STAFF REPORT
Ministry: Division:
Period covered by this report,from: to:

Part 1 To be filled in by the person being reportedn as far as possible: Leave blank
where information is not known.

Designation: Date oftbi

Substantive grade level: Date entered substantive grade:

Qualifications(underline any obtained during regaetiod):

Job description (set out main duties performedndureport period; if more than one job, show duties
separately and give approximate dates):

The officer to be reported on can, if he wishesqie@nt here on his present job, work preferences, or
training:

Details of any course of instruction or trainingrtgeundertaken, or undertaken during report period:

Course Duration Place

DELETE AS APPROPRIATE PLEE WRITE CLEARLY PS FORM 10
GP 474/82



Annex A Cont.

Part 2 —To be completed by the Reporting Officer

a. Do you and the person to be reported upogeag the job description overleaf?
If not please discuss with him and recard anresolved differences under GENERAL REMARKS

b. How long has the officer served under you?

............................. years...............months

c. Please read the Guide for Reporting and @osigning Officers before you go on to compleis tkport.

YES/NO*

Please comment fully below for each aspect and|tick 8 g‘
appropriate box on the right. Where an aspecttis nd OP MARK 2 S BOTTOM
. ; @ IS
appropriate write, ‘NA’ 3|3 E _ 5 MARK
8|8 |8 |E&|&
1. Interest and responsibility Shows interest Lacks interest
and prepared t¢ and avoid
take responsibility
responsibility
2. Alertness and understanding very quick to Dull and slow at
understand understanding
3. Organization of work Tackles any Approach to
job in a direct work confused
and orderly and untidy
manner
4. Quality of work & reliability Consistently Unreliable and
sound and makes frequent
reliable errors
5.  Output Gets through a Very low output
lot of work
without fuss
6. Expression Oral Makes his Confused
Written | points clearly and fails to
and concisely make meaning
clear
7. Management of staff Trains and An
inspires staff to unsatisfactory
give their best supervisor  who
cannot control
Staff
Well respected
8. Relations with others Colleagues & effective in
relations with
Public people

9. Drive and determination

Full of energy
and determineg
to carry a task
through to the

end

Lazy and easily
put off by
difficulties

DELETE AS APPROPRIATE

PLEASE WRITE CLEARLY



Annex A Cont...

TOP MARK

Outstanding

Good

Satisfactory

Fair

Poor

BOTTOM
MARK

10. Response to pressure Unflustered and Cannot cope
competent at even normal
all times pressures

11. Foresignt Looks ahead Handles
and seeks problems only
solutions in after they
advance Arise

12. Powers of analysis and judgment Goes straight to Never sees
the roots of a below the
problem surface of a

problem

13. Constructive thinking Full of new and Few ideas has
practical ideas no creative

ability
Excemidd in capacity and
performea
A verylatand effective
OVERALL officer

ASSESSMENT OF

PERFORMANCE

OF DUTIES

Perforthgies moderatety

Not upthe duties of

An efficient offieet

the gead

GENERAL REMARKS

Include any additional comm®needed to give a complete picture of the afficete any special
factors which may have affected performance and dtéention to any aptitudes, which might fit
the officer for particular posts.

NAME
(Block letters) Designation: Level:
Part 3 — To be completed for professional & specigst staff by Reporting Office
on T* Countersigning Officer
PROFESSIONAL COMPETENCE
NAME
(Block letters) Designation: Level:

PLEASE WRITE CLEARLY



Annex A Cont...

Part 4 — To be completed by the first Countersignig Officer

a. Please read the Guide for Reporting and teasigning officers.

b. How long has the officer being reported erved under you?  ............... yearS.......cooeuunn months
c. How often do you see his work? Frequently/Occasionally/Seldom/Never*
d. Do you agree with the reporting officersesssnent of qualities and performance? YES/NO

If you do not agree with any of the marléray comments you should note them
accordingly in red ink.

e. Have you discussed the officer’s performanmite him during the past year? YRS*
f.  Have you informed the officer in writing ahy “poor” marks? YES/NO* Date................

If not, please explain under COMMENTS below

COMMENTS on performance of duties

FITNESS FOR PROMOTION  Tick the appropriate baekow H
This office is at present Wigted For
promotlon
to Level
Fitted N
Not yet N
fitted
Unlikely to

progress further

Please state the grounds on which you base yoesssent. In particular note the qualities whichifysadvancement

Name
(Block letters) Signature: Designatio Léve

Part 5 — To be completed by the second Countersigrg Officer

Please add any further comment on this report wiichthink necessary

Name
(Block letters) Signature: Designatio Léve

DELETE AS APPROPRIATE PLEASE WRITE CLEARLY



ANNEX B

STAFF REPORTS

10.

A GUIDE FOR REPORTING AND COUNTERSIGNING OFFICERS

You should first familiarize yourself with G.O. Qtter B Section 5, which sets out the
regulations for staff reporting. In particular tidls you when Staff Reports are required, who
will issue them, who should complete them and veh@sponsible for their return.

Good Staff Reports are essential for maintaining ediicient Public Service and their
completion is an important part of the duties btladse in management positions.

Staff Reports are a means to better staff manager@empleting them helps Reporting and
Countersigning Officers to analyse and review thefggmance of their staff, consider what
training they need, whether having regard to thptitudes they are in the right job, and assess
their fitness for further advancement.

Staff Reports are not easy to complete properlythay require careful thought and attention.
A good Report is one that assesses objectively fairty the officer's performance and
potential for promotion, and provides sufficientraoents to give those who will read the Staff
Report a clear and complete picture of that officer

The following notes are to help you complete thaffSReport form properly. They are not

intended to be comprehensive and there will alsthbeopportunity to attend training courses
where necessary.

REPORTING OFFICERS
PART 1
The Reporting Officer’s first responsibility is see that Part 1 has been correctly filled in by
the officer to be reported on. If it is incomplete,if the officer is not available to complete it,
the Reporting Officer should fill it in as far as ban.

Designation

This means the officer’s substantive grade titge Blursing Officer, Assistant Marine Officer,
Foreman (Mechanical), Clerk I, Senior Forest Offiegc.

Substantive grade level

The salary level only should be entered e.gliLli4.not necessary to state the amount of salary,
or the point on the scale.

Date entered
This refers to the date on which the officerapied or promoted to his substantive grade.
Qualifications

It is helpful if, in the case of qualificatiossch as Scholl Certificates, Degrees etc., th@maj
subjects passed are also stated.



11.

12.

13.

14.

15.

16.

17.

18.

19.

ANNEX B Cont.

Job Description

This will normally follow the list of duties ithe desk file where one exists, but should not
include any, which the officer has not in fact earout during the period of the Report.
Descriptions should be brief, but clear and infdivea Vague phrases such as “responsibility
for” or “assists” which do not indicate the naturelevel of responsibility of the work should
not be used.

Officer's comments on his job etc.

It is important that these should be followaga hy the Reporting Officer, for example by
interview, arranging training, recommendation foansfers, etc. in most cases it will be
advisable for the Reporting Officer to discuss thetion to be taken with the First
Countersigning Officer.

Training
The correct titles of courses should be given wipessible so as to avoid confusion.
PART 2

Although the Reporting Officer will make hissassment in the light of his knowledge of the
officer during the whole of the time he has beemkivy for him, it is important that incidents
from previous years should not influence his apgalaiThe Reporting Officer’s task is to assess
the performance of the officeluring the period covered by the Report.

Assessment of performance

The Reporting Officer's comments on the variagpects of the officer's performance listed
should add to or qualify the information providedthe rating given in the boxes on the right.
For instance, under heading 1. “interest and resipoity”, the Reporting Officer might
comment that the officer shows great interest ntea@ aspects of his work, but lacks interest in
others. Some explanation is particularly needediaba “outstanding” or “poor” mark. The
aim should always be to provide a brief but cleaseasment for each aspect of his
performance.

In setting standards as a basis of assessthengfficer should be considered not just by
comparison with others in his own section, but @eaeral basis of what should be expected of
an officer in his grade.

As the officer has to be assessed on the whighvhe has actually been doing, it follows that if
he has been engaged on duties, which are différ@mt those of his substantive appointment
(e.g. when “acting”) it is on his performance otsk duties that the assessment should be
based. In such situations the basis of the assessshwuld be stated under GENERAL
REMARKS.

Heading 6, “Expression”, is concerned with diffecer’s ability to communicate with others in
the course of his duties; that is his ability tokedimself understood and to understand. In
most cases this will refer to the use of Engliaht,iban officer's work mainly necessitates the
use of Pidgin, the Reporting Officer should nostini his comments.

Overall assessment of performance of duties

The Officer will normally have been given diffat markings of the various aspects of his
performance. It is task of the Reporting Officerctmsider the significance of these marks in
relation to the officer's duties and to arrive at@erall assessment, which is consistent with
them.



Training

20.

21.

22.

23

24.

25.

26.

ANNEX B Cont.

The Reporting Officer should consider what dificer needs to further his development, to
increase his range of skills in his present gradegp remedy any shortcomings mentioned in
the assessment. Where a specific course is coadideitable it should be stated. If a course is
not known, the training need should be fully expdai. The Training Liaison Officer may be
able to identify suitable training, in consultatiaith Ministry of the Public Service or the
Ministry of Education and Training.

General remarks

The points to be covered under this headingstated on the Staff Report form. Its main
purpose is to complete the picture of the officgr dding any comments not covered
elsewhere in the report. These might include argigb aptitudes, or outside activities, which
indicated organizational ability, leadership, ociabconscience. It is particularly important to
note any special factors such as sickness or p@rgooblems, which may have affected the
officer’s performance.

FIRST COUNTERSIGNING OFFICER

PART 4

The First Countersigning Officer should chebtle tassessment of the Reporting Officer,
ensuring that is it fair and objective, and comsistwith the standards of marking of his other
Reporting Officers, and shows no prejudice or faiamn.

If he does not agree with the assessment, orgverting is unsatisfactory in any way, he
should discuss the matter with the Reporting Offitte should then add his comments and
ticks (if different) to Part 2 in red ink, but hédauld not cross out or erase the Reporting
Officer's assessments. Any general comments on Rarshould be recorded under
COMMENTS in Part 4.

You are asked to say whether you have discubseafficer's performance with him during the
past year. This is an important management taslchainay best be done at the time when a
Staff Report is being completed; but it should als® done at other times if the seems
necessary. Although Staff Reports are confideiitialimportant for the well being of staff that
they should know how they stand and to give therogportunity, if they have weaknesses, to
correct them. Likewise praise when earned is eragpng to staff. But to give staff the
impression that their Staff Reports are more favieréhan in fact they are in the end does more
harm than good.

If an officer has been give a ‘poor’ markingph=any aspect of his performance, he must be
informed in writing, unless there are special reasahy it is considered to be not in the best
interests of the officer or the Public Service togab, in which case the reasons must be given
under COMMENTS. However, if an officer is likely get an adverse report the matter should
have been discussed with him during the precedewy,yso that he will have a chance to

improve before his Staff Report is due.

Countersigning Officers should consider theig@ffs comments on his job, work preferences
or training and where appropriate discuss thesevittothe officer in the light of the Reporting
Officer's assessment and any training, which hemenends. He should see that any necessary
actions is taken and, if an officer’s wishes cary®inet, that he is clearly informed and where
possible given the reasons.



27.

28.

29.

30.

31.

32.

33.

34.

35.

ANNEX B Cont.
Comments on performance of duties

If the First Countersigning Officer agrees wiitle Reporting Officer's assessment, no detailed
comments are necessary except to add any furtf@miation or views, together with any
points arising from the matters referred to in geaph 23 to 26 above, e.g. as to training or the
need for the officer to have a change of duties.

Fitness for promotion

The First Countersigning Officer should assmsofficer’s fithess for promotion on all the
evidence available to him. This should include gessonal knowledge of the officer, and the
report and views of the Reporting Officer.

In judging an officer’s fithess for promotioib,is not enough to consider whether he could
carry out the higher duties in his present worlaaior should it be automatically assumed that
because he carried out his present duties very thall he has the qualities needed for a higher
grade, which may involve personal qualities, whiehdoes not have.

However, if the First Countersigning Officerdatisfied that he officer could effectively fill
some of the posts at a higher level, and has thabiéy of mastering others with training and
experience, he should not be withheld because theight to be too young, or too junior to be
promoted.

No one, however, should be marked fitted fampstion unless the Countersigning Officer is
completely confident of his assessment. It is malkéss to recommend any one of promotion
merely because he has served a long time in hsepterade, if he is not fitted for higher

duties and would be unhappy in them.

The assessment of fitness for promotion is atlymmade with reference to the next level
above the officer's substantive level. Howevercwinstances might be such that it would be
appropriate and possible to make a recommendatiorpromotion to a higher level. For
example where the intermediate level is not useohty occasionally, as in the case of level 8
in the Administration Group.

The assessment of fithess for promotion musatriably be supported by the reasons for the
Countersigning Officer’s conclusion. These shouwtllbe in vague or general terms, but should
state the specific factors, which have influendexdecision.

SECOND COUNTERSIGNING OFFICER
PART 5

The Second Countersigning Officer need notaagdcomments, unless he wishes to do so. An
opinion about the officer's promotability would, wever, be valuable if he knows him well
enough.

The main duty of the Second Countersigningad®ffis to keep an oversight of staff reporting in
his organization, ensure that proper standardsraiatained, obtain an overall view of the
strengths and weaknesses of his staff, and th&npal for advancement and, not least, to see
that Staff Reports are completed and returnedmoe.ti

Amendment No. 227 / 85



ANNEX C

ISSUE AND RETURN OF STAFF REPORTS.
PROCEDURE FOR ISSUING OFFICERS

ANNUAL REPORTS (GOs B 508-500)

1. In June each yearthe ISSUING OFFICER should prepare lists in toate of the staff in his
Ministry (or Office) using the Issuing Form at ANMEC1. Separate sheets should be used for the
staff under each SECOND COUNTERSIGNING OFFICER g(thiill usually be the Permanent
Secretary, a head of Division, or head of Sectmoading to the graded level of the staff conceyned
On the forms he should enter the names and leVdls®eofficers to be reported on, and the names
and levels of the REPORTING OFFICERS, AND COUNTEBRSING OFFICERS.

2. Inthe case of staff seconded to Provinces andnigdfficer in the parent Ministry will be respohke
for the issue and return of staff reports. Repgridnd Countersigning Officers will normally be het
same professional or technical cadre as the offiearg reported on, and where necessary reporits wil
pass from the most senior officer of the cadrehaRrovinces to the appropriate supervising officer
the parent Ministry. For staff in the Common Seegi@dministration group the Ministry Affairs and
Provincial Government will be the parent Ministry.

3. The ISSUING OFFICER should also obtain the requimathber of Staff Report forms (PS Form 10)
and complete the top box on the first page of ewitin the officer's name, Ministry and Division, and
the period covered by the report (1 September 18o.31 August 19.... In the case of annual reports)
and date due for return (30 September).

4.  On 1 July he should send a copy of the relevant Issuing Roreach SECOND COUNTERSINGING
OFFICER enclosing the Staff Reports for the offscir his area of responsibility. He should alsodsen
a COMPLETE SET of the Issuing Forms to the Minigtfyhe Public Service, and keep one set himself
on which to record the progress and return of trepdeted Staff Reports.

5. Completed reports should be returned to the ISSUINGFFICER by the SECOND
COUNTERSIGNING OFFICER in a sealed envelope markethe outside top left hand corner:



o

10.

STAFF REPORTS

From: (name of SECOND COUNTERSIGNING OFFICER)
For:  (names of officers whose reports are enclosed

When received the ISSUING OFFICER should not higycof the Issuing Form, and immediately
forward the envelope UNOPENED to the Ministry of fAublic Service.

Reports are due for return by 30 September (thatésmonth after the end of reporting period). Véher
Staff Reports have not been received by the ISSUDREICER 2 WEEKS AFTER THE DUE DATE
FOR RETURN, he should issue a reminder to the SEBQRUNTERSIGNING OFFICER using the
first Reminder Form at ANNEX C2 showing the detailshe Reports outstanding.

For Staff Reports still outstanding 4 WEEKS AFTERHE DUE DATE FOR RETURN he should send
a further reminder using the Second Reminder ForAdNINEX C3.
Any still outstanding 6 WEEKS AFTER THE DUE DAT&hould be reported in writing to the
Responsible Office for appropriate action, and gycsent to the Ministry of the Public Service.

BREAK REPORTS (GO B 510)

THE ISSUING OFFICER is responsible for issuirtte tnecessary Staff Report forms to the
appropriate SECOND COUNTERSIGNING OFFICER whereofficer to be reported on, or his
REPORTING OFFICER, moves to a different post afelpruary in the Reporting year. Staff Report
forms should be issued immediately it is known that officer is moving. The top box should
normally be from 1 September to the date on whiehdfficer is being posted, and the date due for
return should be one month after the date of issue.

If they are not received by the due date remindbmild be sent as set out in paragraphs 6, 7 and 8
above. When received they should be sent to thésivjrof the Public Service at once.

In the case of staff seconded to Councils/Pa®s it will be the responsibility of the
Council/Province Personnel Officer to draw theratta of the Issuing Officer in the parent Ministry
to any staff transfers within the Council/Proviveeich will necessitate back reports.

SPECIAL REPORTS (GO B 511)

11. Where Special Reports are required the ISSUINGICER should complete the top box on
the first page of the Staff Report form and isgue the appropriate SECOND COUNTERSIGNING
OFFICER and ensure that it is promptly returned sedt to the Ministry of the Public Service.
Special Reports may be required urgently, and @ fdatreturn specified by the Permanent Secretary
for the Public Service.

Amendment No. 227 / 85



ANNEX C1
STAFF REPORTS

Memorandum
T 0 e From ISSUING OFFICER
(Second Countersigning Officer) Ministry/@Hr...............cooii
DivISION: ... Date

Cc: Permanent Secretary/MPS

STAFF REPORTS

Would you please arrange for the attached StaffoRedor the officers listed in column 3 below te b
completed and returned to me by

Signature:................... ISSUING OFFICER
Col.1 Col.2 Col.3 Col4
First Countersigning L | Reporting L | Officer to be L | Date returned/
Officer E | Officer E | Reported on E | Received
Vv \Y \Y,
E E E
L L L

*Note: Col. 4 should be used by:

(@) The second Countersigning Officer to record, ondaigy, the date on which completed reports are
returned to the Issuing Officer

(b) The Issuing Officer to record, on hapg, the date on which completed reports are retuto the
Ministry of the Public Service

(c) The Ministry of the Public Service t@woed, on its copy, the receipt of the completedrep



ANNEX C2
STAFF REPORTS

Memorandum

From: ISSUING OFFICER

T O
(Second Countersigning Officer) Ministry/OHiC..............ccvenn.

DIVISION: v Ref

STAFF REPORTS, REMINDER

Completed Staff Report(s) on the office(s) listeglolv have not yet been received. Would you please

investigate the positions, and let me have thertég)delow within 7 days.
ISSUING OFFICER

Signature..................
Name of Officer(s)to L | Report(s) was/were -Report(s) will bel Any special reasons
be reported completed and despatched by: for delays in return
(date)

despatched on:

rm<m




ANNEX C3
STAFF REPORTS
Memorandum

T 0 From: ISSUING OFFICER
(Second Countersigning Officer)  Ministry/@Ht................cooeiiiviiiieinnnnns

DIVISION. .. Refi Datei.....ovvvvennnn.

STAFF REPORTS, SECOND REMINDER

According to our records Staff Reports on the efficlisted below are still outstanding. As thegmorts are
required by the Ministry of the Public Service, aard now one month overdue. | must ask you to stdges
to have them completed and returned without furtheday. If you are unable to do so, would you pteas
advise me in writing of the circumstances.

SIGNALUIE ... e ISSUING OFFICER

Officers on whom Reports are still outstanding.
(LIST)



ANNEX D1

PS FORM 4: CONFIRMATION OF TRIAL PROMOTION AND
PROBATIONARY APPOINTMENT.

This form is to be used for obtaining approval to confirm trial promotion and probationary
appointments.

1. PERSONAL INFORMATION

TPF No. Title:  Family name: Other names: Date of Birth:
bise,
Mrs, Mr)

L]

2. CURRENT POST INFORMATION

NB: Post information MUST relate to post included in the current ASIG Approved Establishment

Post No. Post name: Post
level:

Date of appointment / promotion to current post:

Due date for Confirmation:

3. TRAINING ATTENDED DURING THE REPORTING PERIOD

Identify training and other professional development attended since appointment to the current post.

Name of activity Dates Training Provider Location
e.g Introduction to the Public e.g 12--16 Feb e.g IPAM e.g Honiara
Service Procedure 2006

1.

2.

3.




4. ASSESMENT
Tick the appropriate box

Outstanding

Very Good

Satisfactory

Fair-

improvement
required.

Unsatisfactory

Output:

Ability to meet required standards relating to quality and quantity.

Job Knowledge:

Clear understanding of the knowledge requirements of the job

Organisation & Planning:

Ability to devise appropriate work methods, anticipate needs and meet

deadlines

Judgement:

Ability to make effective decisions without undue delay.

Work Relations:
Builds morale and sound working relationships, demonstrates leadership

qualities

Initiative:
Self- starting, confident to proceed alone, requires minimal direction,

seeks increased responsibility

Personal Qualities:

Personality, appearance, integrity, sociability

OVE RALL ASSE SS NE NT' General comments based on all factors.




5. RECOMMENDATION

| certify that:
»  Qverall work performance of the officer is
* Allinformation provided is accurate.
» The officer concermned is aware of this submission.

| recommend that the probationary appointment/ trial promotion ignignt which one appiies)

of be confirmed, effective

from the due date.
Signature: Date:

(Supervising Officer or Head of Division)

Recommendation endorsed/ not endorsed

Signature: Date:
(US or PS of Department)

NB- This form should be completed by the Superviser.
The complete submission should be forwarded to PSD.

PSD USE ONLY:

Noted: PS/US Public Service Department Date:
Signature:

Noted: Establishment Unit- PSD Date:

Signature:




ANNEX D2

PS FORM 14: APPROVAL TO ACT IN A HIGHER POST.

This for m is used to request initial approval to act in a higher post and to request approval to
extend an acting appointment.

1.VACANT POST INFORMATION: Name of Ministry:

Post Number Post Name Post Level

TYPE OF VACANCY:  Tick one of the following:

1. Substantive vacancy. [ ] 2. Temporary vacancy ]

Reason for VacancCy: (e.g usual post holder has been released on in-service training, new post created).

Rate at which the officer will be paid acting allowance 50% 75%  100% (Piease circle)

Name of usual post holder: TPF No: L]

2.REQUEST FOR APPROVAL TO ACT:
Approval is requested for the officer to perform duties in the above post.

TPF No. Title: Family name: Other names: Date of

;\II\II:, Miss, Mrs, birth:

Start Date: End Date:

3. REQUEST FOR APPROVAL TO EXTEND ACTING ARRANGEMENT:

Approval is requested to extend acting arrangements for the vacant post identified above. Prior approval to act has been
obtained. The reason for requesting this approval to extend the current arrangement is:

4, RECOMMENDATION:
For organisational convenience, approval of the above arrangements is requested.
| certify the vacancy exists, there is funding for the post and the proposed appointee will meet requirements of the post.

Signature: Date:
(Permanent Secretary or Officer-in-charge.)




PSD USE ONLY:
Noted and comments: PS/US Public Service Department

Signature: Date:

Noted: Establishment Unit- PSD
Signature:




ANNEX D3

PS FORM 15: PROMOTION FROM LOWER SEGMENT TO
UPPER SEGMENT

This form is to be used for obtaining approval to promote an officer from the lower segment to
the upper segment of a post..

1. PERSONAL INFORMATION

TPF No. Title:  Family name: Other names: Date of Birth:
bise,
Mrs, Mr)

L]

2. CURRENT POST INFORMATION

NB: Post information MUST relate to post included in the current ASIG Approved Establishment

Post No. Post nhame: Post level:

Proposed Level Proposed effective date for promotion:
and paypoint:

3. REASONS FOR RECOMMENDING PROMOTION TO UPPER SEGMENT

Respond YES or NO to the following.

a) The officer’s overall work performance has always been Yes/ No
satisfactory since appointment to this post.

b) The officer has demonstrated the ability to meet all requirements Yes/ No
of the attached Job Description for this post.

c) The officer has had the opportunity to perform higher Yes/ No

responsibilities and this work has always been satisfactory.

d) Since DAPL the officer has started additional study relating to °S Yes/ No
his/her work. a2

e) Since DAPL, the officer has completed additional study relating 8 § Yes/ No
to his/her work. g9

f) The officer has attended training relevant to his/her work = Yes/ No

If ‘NO’ to any of the above, provide reasons:




4. QUALIFICATIONS & TRAINING
(a) List formal qualifications started and/or completed since DAPL in the table below.

Qualification Institution/ School Donor or funding | Year of Currently
source graduation | enrolled
Yes/no
1.
2.

(b) Identify training and other professional development attended since DAPL in the table below.

Name of activity Dates Training Provider Location
e.g Excel - Intermediate Course go% (15 2-23 Feb e.g Technisyst e.g Honiara
1.

2.

3.

5.COMMENTS RELATING TO JOB DESCRIPTION AND WORK ACHIEVEMENTS
Please provide comments directly related to the attached job description that explain why the employee is
recommended for promotion to the upper segment.

6. CERTIFICATION BY SUPERVISING STAFF

| certify that:
» PSD has advised that the post is budgeted for at the upper segment.
»  Work performance of the officer is satisfactory and all information provided is accurate.
» The officer concerned is aware of this submission.

Promotion to upper segment is recommended, effective from (insert date).
Signature: Date:

(Supervising Officer or Head of Division)

Noted & endorsed: Date:

(US or PS of Depariment)

PSD USE ONLY:

Noted: PS/US Public Service Department Date:

Signature:

Noted: Establishment Unit- PSD Date:

Signature:




ANNEX D4

PS FORM 17: PROMOTION / ACCELERATED PROMOTION

This form is to be used for obtaining approval to promote an officer to a new job at a
higher level.

PART ONE: TYPE OF SUBMISSION: PROMOTION [__IACCELERATED PROMOTION [_|

(Please tick type of Promotion).

A.PERSONAL INFORMATION

TPF No. Title:  Family name: Other names: Date of Birth:
bise,
Mrs, Mr)

L]

Current substantive Post: Pay Level: Date at present level:

B.NEW POST INFORMATION

NB: Information MUST relate to the new post that is included in the current SIG Approved Establishment

Post No. Post name: Post level:
Proposed Level Proposed effective date of Promotion
and paypoint

C.QUALIFICATIONS & TRAINING
List formal qualifications started and/or completed since DAPL in the table below.

Qualification Institution/ School Year of Currently
graduation | enrolled
Yes/no
1.
2.

List training activities completed since DAPL in the table below.

Name of activity Dates Training Provider Location

e.g Excel - Intermediate Course e.g 12-23 Feb e.g Technisyst e.g Honiara
2006

1.

2.




D. JOB DESCRIPTION FOR THE NEW POST
Please state the main duties from the attached job description for the new post.

E. APPRAISAL Complete the following table based on the officer's performance in their current post.

Criteria Ratings

Outstanding
Good
Satisfactory
Requires
improvement

General Comments

1. Performance

2. Achievement

3. Ability to perform duties
with higher levels of
responsibility

4. Quality of work-
planning and outputs

5. Management of staff

6. Relations with others
(including other officers,
general public)

7. Response to pressure

8. Alertness & foresight

9. Power of analysis and
judgement

10. Constructive thinking

Note: Additional information/ special report about the officer's work performance can be attached to this form.
e.g comments about previous adverse reports.



F. SUPERCESSION/ ESTABLISHMENT INFORMATION

» The vacant post is identified in the attached page copied from the approved Establishment Register for
this year.
» Establishment Unit in PSD has advised that the post is vacant and budgeted.

Officer contacted: Date:

» |f more than one officer has been considered for promotion to the vacant post, list the main reasons the

officer in this submission has been recommended.

PART TWO: CERTIFICATION BY SUPERVISING OFFICER

| certify that:
* Allinformation provided in this submission is accurate.
» The officer concerned is aware of this submission.
» Provisions of all Regulations have been satisfied.

Promotion [ | or Accelerated Promotion | |
is recommended to Level effective from (insert proposed date).
Signature: Date:

(Supervising Officer or Head of Division)

Comments by US or PS:

Noted & endorsed: Date:
(US or PS of Department)

NB- This form and submission should be completed by Superviser.
The complete submission should be forwarded to PSD.

PSD USE ONLY:

Noted: PS/US Public Service Department Date:
Signature:
Noted: Establishment Unit- PSD Date:

Signature:




