


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
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(3)

(4)

INTRODUCTION

The Staff Orders of the Public Service of Jamaica governs the Conditions of Service for Public
Officers. It comprises provisions from relevant legislation, regulations, policies, directives and
the results of collective bargaining agreements between the Government and the respective unions
and staff associations. For the purpose of these Orders the terms Public Officers, Public Employees,
Officers and Employees are used interchangeably and refer to persons employed in the Central
Government Service, in accordance with the Public Service Regulations.

In these Staff Orders except where the context otherwise requires:

(a) A Permanent Secretary is responsible for the overall management of a Ministry under the
general direction and control of the Minister.

(b) A Head of Department is responsible for the overall management of a Department, reports
to a Permanent Secretary or may have some other autonomous reporting relationship.

(c) The expression “Appropriate Authority” means the Permanent Secretary of the Ministry or
the Head of Department where the Department does not fall under a Ministry.

It is the responsibility of each Permanent Secretary/Head of Department to ensure that the Staff
Orders and all Government notifications and instructions issued from time to time are brought to
the attention of employees, and made readily available and easily accessible.

Any or all the provisions of the Staff Orders may be adopted for use by any other entity within
the wider Public Service.
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CHAPTER |

APPOINTMENTS

HOW THEY ARE MADE

All appointments into and within the Central Government Service are made in accordanee
with the provisions of the Public Service Regulations.

AUTHORITY TO MAKE APPOINTMENTS

(i) Appointments to the Central Government Service are generally made under the
Authority of the Governor-General acting on the recommendation of the
appropriate Service Commission.

(i) The Governor-General may delegate any of the functions under his authority to
Permanent Secretaries or to any other authorized public officer as may be specified;

(iii)  Appointments to Municipal and Parish Council positions are made by the respective
Councils acting on the recommendation of the Municipal and Parish Council Services
Commissions.

(iv)  Where there are exceptions to the above, the appointment will be made by the
appropriate constituted authority.

ELIGIBILITY

(i) Any suitably qualified Jamaican/Caricom national is eligible for appolntment in
the Public Service.

(ii) If extensive recruitment activities do not yield a suitably qualified candidate of
Jamaican/CARICOM nationality, then others may be considered.

ENTRY INTO THE SERVICE

Persons entering the Public Service may be appointed on a temporary of permanent
basis, at the discretion of the appointing authority.

1.4.1 Temporary Appointment

In instances where the appointment is to a position which is on the Publi¢ $evice
Establishment, is clearly vacant and the candidate has met all the Feguirements

of the position, the temporary appointment should not normally exceed six (6)
months.

1.4.2 Permanent Appointment

Upon permanent appointment persons will receive a letter of .appointment from
the appointing authority setting out the terms and conditions of the appointment,
which may include the requirement for probation and medical certification.

PROBATION

(i) Persons who are appointed to the Service for the first time may be required to
serve a probationary period of six (6) months;



(if)

(iii)

(iv)

Any period served in a temporary capacity may be considered, in whole or in part,
in the determination of the probationary period;

It is the responsibility of the supervisor to assess the performance of an employee
on probation and the employee must be formally advised of his/her status at least
one (1) month prior to the expiration of the probationary period;

The probationary period may be extended, with the approval of the appointing
authority, for a period not exceeding six (6) months, on the basis of the supervisor's
assessment.

MEDICAL CERTIFICATION

Employees entering the public service for the first time are required to pass a medical
examination conducted by a registered medical practitioner, prior to the confirmation of
permanent appointment.

1.6.1 Medical Reports

(i) Medical Reports are to be completed using Form(s) prescribed by the
Ministry with responsibility for the Public Service;

(i) The appointing authority may seek a second opinion from a medical
practitioner of choice;

(iii) ~ Where a second opinion is sought, the medical practitioner may consult a
medical specialist at public expense. The Report is not forwarded to the
employee’s physician, but must be communicated to the employee at the
earliest possible date;

(iv)  Where a second opinion is sought, the employee may have his/her physician
present at his/her own expense.

CONFIRMATION OF APPOINTMENT

The permanent appointment of a new employee is to be confirmed in writing by the
appointing authority and may be done at any time once the requirements of probation
are met and proof of satisfactory medical examination is provided.

PROMOTION

(i)

(ii)

(iii)

As a general riile; selection processes for promotion opportunities should be
through competition duly conducted, and should provide fair and equitable access
and opportunity to all candidates across the public service who may be interested
in, and eligible to apply for the position. .

In exceptional circumstances, Permanent Secretaries/Heads of Departments may
make a case for a promotion without competition, e.g. where the talent pool is
limited and known, or where the decision relates to the training and development
strategy in the Human Resource Management Plan. In such cases, the appointment
decision should be posted, so that anyone who may have had an interest may
exercise the right of appeal.

If two or more candidates are assessed to be equally suitable, then seniority may
be used to determine the most suitable candidate.
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1.9

OTHER APPOINTMENTS

1.9.1 Transfer

(iv)

(v)

A transfer is a permanent appointment from one position within the service
to another that is equivalent in level, emoluments and benefits;

Within a Ministry, or between the Ministry and a Department of the
Ministry, the transfer must be authorized by the Permanent Secretary;

Transfers between Ministries or between Departments of different Ministries
requires the consent of the Permanent Secretary of the Ministry from which
the employee is being transferred and the appointment must be authorized
by the Permanent Secretary of the Ministry to which the employee is being
transferred, where the functions have been delegated;

Where the functions have not been delegated transfers between Ministries
or between Departments of different Ministries or between a Ministry and
a Department of another Ministry must be authorized by the Chief Personnel
Officer;

In the event of an objection to a transfer, any of the parties involved may
lodge an appeal in writing to the Public Service Commission.

1.9.2 Acting Appointments

(i)

(i)

(iii)

An acting assignment is an appointment for a specified period, wherein an
individual in one position is required to perform the duties of another
position at a higher level,

An acting appointment does not confer an automatic right of permanent
appointment to the position.

Opportunities for acting assignments should be managed in such a manner
that they do not result in an unfair advantage to anyone, in any subsequent
competitive process.

1.9.3 Deployment

(i)

(if)

(iii)

(iv)

A deployment is an assignment from one position to another that is
equivalent in level, emoluments and benefits;

A deployment is normally at the discretion of the Permanent Secretary/
Head of Depatment to satisfy operational requirements or to resolve job-
related difficulties;

A deployment may be temporary in the first instance and could lead to a
transfer;

A deployment may be within a Ministry, between Departments within a
Ministry or between Ministries.



1.9.4 Secondment

(i)

(i)

(iii)

A secondment is the assignment of a public officer, usually from the Central
Government Service to another part of the wider public service or to other
organizations, with the approval of the appropriate authority;

A secondment may be either for a fixed term with a guarantee to return, or it may
be an interim arrangement for a specified period leading to a permanent change
in employment;

During the period of secondment, the officer’s position within the Central
Government Service must be protected;

1.9.5 Fixed Term Appointment

(i)

(i)

A fixed term appointment is a contractual arrangement for the performance of
specific functions for a pre-determined period under terms and conditions specified
under the contract.

Any such contract must be consistent with existing guidelines issued by the
appropriate authority.



CHAPTER 2

2. EMPLOYEE RECORDS
2.1 EMPLOYEE FILE

A file shall be created when an employee starts working within the Public Service
regardless of the type of employment. Standard documentation to be placed on
the file includes:

(a) The letter of application and/or completed application form;
(b) Record of employee’s performance in the selection process;
(c) Proof of age, qualification, marital status;

(d) Report of medical examination(s);

(e) Documentation of reference checks;

(f) Letter(s) of appointment

(g) Personal information (next of kin, emergency contact numbers,
special needs and/or circumstances, etc);

(h) Leave application and permission letters;

(i) Copies of performance evaluation

(i) Copies of training and development plans;

(k) Copies of certificates, results of training and development activities,
citations, awards, etc;

()] Record of changes in salary, benefits and allowances.

(m)  Copies of any disciplinary actions against the employee;
2.2  MAINTENANCE OF RECORDS

(i) All employee records are to be kept in the Human Resource Division of the
Ministry or Department under conditions which ensure security and protection
from hazards (water, fire, etc).

(i) Any change in the employee’s status must be duly noted in a timely manner and
added to the employee’s file. Supervisors shall ensure that all letters,
memoranda, and documents related to an employee are sent to the-Human
Resource Division for inclusion in the employee’s file;

(iii)  Employees are to be notified of the addition of any and all new information/
documents to their files.

(iv)  Employees shall ensure that their records are kept current by notifying the
Human Resource Division, in writing of any changes in circumstances such as
academic achievements, change of address, marital status, next of kin,
beneficiary, etc;

(v) Any addition of information/documentation to the file by an employee must be
done through the appropriate authority in the Human Resource Division;

(vi)  The removal of any information/documentation from the file, by an employee,
can only be done through, and with the permission of the appropriate authority
in the Human Resource Division;



2.3

2.4

2.5

2.6

(vii)

An employee’s file shall not be removed from the Human Resource Division
except by authorized officers and with the permission of the Permanent
Secretary/ Head of Department.

SERVICE RECORD

(i)

(ii)

In addition to the other information on the employee file, a service record is to be
kept, which shall note relevant changes to an employee’s status (promotions,
transfers, salary changes, etc);

Upon any movement of the employee within the Civil Service, the original of the
employee’s Service Record with entries properly completed and certified must be
forwarded to the Head of the Human Resource Division in the new organization,
and a copy provided to the employee.

ACCESS TO PERSONAL FILE

(i)

(ii)

An employee shall have the right to access and view his/her own personal file,
and make copies of any document upon request to the Head of the Human Resource
Division.

Any access, viewing or copying shall be done in the presence of suitably authorized
personnel within the Human Resource Division.

CERTIFICATE OF SERVICE

(i)

(ii)

(iii)

Upon leaving the public service, an employee, regardless of status, shall be provided
with a formal certificate of service;

Such a certificate shall indicate details of years of service, changes in status
during the period of employment and a summary of any entitlements;

If an officer has been dismissed for any reason, the certificate shall indicate that
a reference should be made to the Permanent Secretary of the Ministry or to the
Head of the Department;

REFERENCE CHECKS

Response to requests for references relating to an employee’s career shall be based on
the documentation contained in the employee’s personal file.



3.

CHAPTER 3

HOURS OF WORK

3.1

3.2

3.3

3.4

DETERMINATION

(i)

(ii)

(i)

The hours of work for each category of staff employed in the Central Government
Service shall be as determined by the Minister with responsibility for the Public
Service;

Permanent Secretaries/Heads of Departments may propose work schedules for
the approval of the Minister responsible for the Public Service, based upon the
nature of the operation, the exigencies of the service, and in order to ensure
quality service to the public;

Any hours of work or work schedules established must allow for scheduled breaks
which shall be arranged between managers and employees. Any such arrangement
must ensure an appropriate level of service to the public at all times;

ATTENDANCE

(i)

(if)

Public Officers are required to observe the established hours of work (work
schedules), to arrive punctually and to be in attendance during the hours prescribed.
Failure to comply could lead to disciplinary measures;

Managers and supervisors shall establish mechanisms and procedures to monitor
and record the punctuality and attendance of employees within their jurisdiction;

ALTERNATIVE WORK ARRANGEMENTS

A variety of alternative work arrangements may be applied, subject to the approval of
the Minister responsible for the Public Service, in order to improve productivity, improve
the working conditions of employees, and especially to improve the quality of service to
the public.

3.3.1

3.3.2

Compressed Work Week

Employees may be allowed to work the required number of hours within a
compressed period, thereby allowing for additional periods of continuous time for
personal activities.

Flexible Work Schedule

The hours of operation may be extended to respond to service demands and the
hours of work for employees may be staggered within the extended period, such
that the entire period is adequately staffed and each employee works the required
number of hours.

EXCESS HOURS OF WORK

Any time worked in excess of the required hours of work is to be recorded and dealt with
in accordance with established provisions/procedures.
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