


PREFACE

The Staff Orders were last revised in 1976. During this decade the rising tide of
human expectations has continued unabated and the rate of change in technology as
well as in economic, political and social structures has continued to accelerate.

In a social milieu where governments are committed both to initiate and manage social
change, the challenge facing public administration, and the Civil Service in particular,
is to acquire the techniques and ethics of modern administration which will make it
possible to narrow the gap between the promise and realization of economic betterment
and social equality.

Perhaps the most urgent demand being made on the Civil Service is to achieve greater
effectiveness in the implementation of programmes and policies and by the same token
the achievement of levels of technical competence so that the public administration will
not serve to inhibit or frustrate the activities of the private sector.

One way of revitalizing the Civil Service is to build a service which defines the jobs and
tasks to be done, the qualifications and skills required to do them and then to establish
a system of rewards incentives and advancement based on actual performance. To this
end, new personnel policies and procedures have and are being introduced into the
Civil Service to give effect to Government's decision to bring the merit system to fruition.

The revised Staff Orders are intended therefore to point the way towards more flexible
operational procedures and to give effect to continuing improvement in conditions of
service. They are also intended to reflect some of the changes which have taken place
in the administrative milieu as well as in organisational theory and practice. At the
same time, they embody features of the previous regulations which have proved useful.

The revised Orders are to take effect from August1,2004

Omar Davies
Minister of Finance and Planning



TABLE OF CONTENTS

INTRODUCTION
CHAPTERS
. APPOINTMENTS

How They Are Made
Authority to Make Appointments
Eligibility

I
I
I
I Entry Into The Service

Bow o —

I.4.1 Temporary Appointment
1.4.2 Permanent Appointment
1.5  Probation
1.6. Medical Certification
[.6.1 Medical Reports
1.7 Confirmation of Appointment
1.8  Promotion
.9  Other Appointments
1.9.1 Transfer
1.9.2  Acting
1.9.3 Deployment
1.9.4 Secondment
1.9.5 Fixed Term

2. EMPLOYEE RECORDS

2.1  Employee File

2.2  Maintenance of Records
2.3 Service Records

2.4  Access to Personal Records
2.5 Certificate of Service

2.6 Reference Checks

3.  HOURS OF WORK

3.1 Determination

3.2  Attendance

3.3 Alternative Work Arrangements
3.3.1 Compressed Work Week
3.3.2 Flexible Work Schedule

3.4  Excess Hours of Work



4.

CODE OF CONDUCT

4.1
4.2

4.3
4.4
4.5
4.6

4.7
4.8
4.9
4.10

Framework

Behaviour Expectations

4.2.1 Absence From Duty

4.2.2 Dress Code

4.2.3 Standard of Behaviour

4.2.4 Service Standards

4.2.5 Display and Decorations

4.2.6 Political Activity

4.2.7 Substance Abuse

4.2.8 Engagement in Private Work

4.2.9 Conflict of Interest

4.2.10 Engagement in Work for Statutory Bodies and Public Companies
4.2.11 Exercise of Managerial Authority
Gifts and Exchanges

Public Employees and the Media
Confidentiality

Legal Advice

4.6.1  Advice of the Attorney General
4.6.2  Submission to the Attorney General
Legal Proceedings Against Public Officers
Legal Proceedings Against the Government caused by the Actions of Public Officers
Legal Proceedings by Public Officers
Government Copyright Policy

4.10.1 Ownership

4.1022 Use

4.10.3 Royalties

TRAINING AND DEVELOPMENT

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8

5.9
5.10

Purpose

Authority

Responsibilities

Orientation

Selection for Training

Medical Fitness

Financial Support for Training

Obligation of Trainee

5.8.1 Prior to Commencement of Course
5.8.2  While on Course

5.8.3  Upon Completion of Course »
Suspension or Termination of Training Awards
Training Reports



