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PUBLIC SERVICE RULES
Heprint 1887

finclosed is the 1987 reprint of the Public Service Rules — formerly
known as Civil Service Rules, The previous editions were fssued in 1972
and 1376,

The Prime Minister has been assigned responsibility inter olia for
Administrative Organisation, Public Service Personnel Administration
(including Managemen! Services and Training) other than those for
which the Public Service Commission is responsible. The following
Rules have accordingly been made by authority of the Prime Minister
and take immedinte effect.

The new binder was chosen to facilitate the insertion of amendments
issued by the Public Service Ministry from lime to time. Officers
inserling such amendments are required to insert their initials and
date on the “Record of Amendments” Sheet contained herein.

All Administrative and Personnel Officers are required to familiarise
themselves thoroughly with the Public Service Rules, 1987 and any
amendments or additions thereto which may from time to time be
issued. It is the duty of the Permanent Secretary/Head of Depart-
ment/Regional Executive Officer to ensure that a sufficient number of
copies is always on hand to meet the needs of his'her own Ministry/
Department/Region.

-The provisions in these Rules shall apply to ol Public Servants, pro-
vided that in cases where special laws or regulations are made in regard
to a particular category or class of employee, such special regulations
shall have precedence over related provisions in these Rules.



There are three aspects of the Rules which are not publishable at this
time. These are:

Discipline (Section (7
—  Sick Leave (a part of Section H)

—  Public Officers (Acting Appointments and Acting Allowances)
Rules (Appendix K1)

These will be printed and inserted ofter the major publication of these
Rules.

This 1987 version supersedes the 1972 and 1976 editions of the Civil
Service Rules.

Permanent Secretaries, Heads of Departments and Regional Execulive
Officers are also asked fo notify the Permanent Secretary, Public
Service Ministry from time to time of any omission from these Rules or
any provision in them which may need emendment, in terms referrable
to the circumstances of the Co-operative Republic of Guyana.

J B SINCLAIR

Fermanent Secretary

PUBLIC SERVICE MINISTRY
1987 ;



#  Amendments will be given a conseculive number

RECORD OF AMENDMENTS

=+ Employees having custody of a “Public Service Rules” booklet are to see that
all amendments are inserted and the record below eompleted. Controlling offi-
cars are responsible for seeing that this is done,
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SECTION A

RECRUITMENT, APPOINTMENT AND PROMOTION

Definition of ‘recruitment’, ‘appointment’ and ‘promotion’
Authority Lo receuit and make appoinlments

Age for entry to the Public Serviee

Application for entry to Lhe Public Service

Selection for permanent appointment on basis of competitive examinalion
and interview

Utilisation of services of Central Recouitment and Manpower Agency
Request for temporary employvment ’
Employment on contract

Recruftment of Guvanese resident abroad

Date of Appointment

Medical examinalion prior to confirmation of appointment
Probationary periods

Seniority list to be kept up-to-date

Determination of seniorily

Filling of vacancies

Vaeancies resilling from retivement

Filling of vacancies under delegated authority

Eligibility for appointment of persons from outside the Public Service
Acting appointments

Recommendation for acting appointment.

Represenlalions by or on behall of Public Servanl for acting appointment
Appointment within the particular service

Application for promolion

Motifieation for promotion of Public Servants on leave

Principle of selection for promotion

Appointment of non-monthly emplovee on the monthly basis
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FROM Permanent Secretary ! REFERENCE N(:

T

Head of Department/
Hegional Bxeculive Officer

Seerrtary, SUBJECT: Recommendalion Tor
Public Serviee Commission  acting appointment(s) in the

DATEL! it b bt St g e -

i

Titlefs) and salary secale(s) of post{s) in respect of which acting
pppointmentis) isfare requested:—

Hessons foracling appointment(s) —

Fublie Servant(s) recommended to acl, postis], salary scale(s) and effective
datels) of acling appoinlment(s} —

Supersession, if any, within the Ministry, Department or Hegion and reasons
therefor —

General remarks, iT any.

Permanenl Secrelary)
Head of Department,)
Regional Executive Officer
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SECTION A

RECRUITMENT, APPOINTMENT AND PROMOTION

Definition of ‘recruitment’, ‘appointment’ and ‘promotion’
The terms ‘recruitment’, ‘appointment’ and ‘promotion’ mean:

(a)

(b)

(e}

Recruitment

The system lor selecting suitably qualified candidates for appointment
to vacancies in the Public Service

Appointment

The procedure for formalising the employment of persons in specific
posts.

Promotion

The appointment of staff in higher positions, not necessarily within any
particular stream, Ministry, Department or Region,

Authority to recruit and make appointments

(1)

(2)

(3)

(4)

(5)

Under Article 201 (1) of the Constitution of the Co-operative Republic
of Guyana, the Public Service Commission has power to make appoint-
ments to public offices and to remove and Lo excreize disciplinary con-
brol over persons holding or acting in such offices.

Article 201 (2) of the abovementioned Constitution provides for the
Public Service Commission to delegate any of its powers by directions
in wriling, subject to such conditions as it thinks fit, o any one or
more members of the Commission or, with the conseni of the Prime
Minisler, to any Public Servant, or in relation (o any office on the stalf
of the Clerk of the National Assombly, to the Clerk., The Secrelary,
Public Service Commission will from Lime to time indicate to Perma-
nent Secretaries/Heads of Departments/Regional Executive Officers the
positions in vespect of which appointments can he made by them under
delerated authority,

Where any power of the Public Service Commission is exercised under
Article 200 (2}, any person in respect of whom the power was exercised
{including a person who has failed to obtain an appointment) may
appeal Lo Lhe Commission from (he decision of the person exerrising
the power and the decision of the Commission on such appeal shall be
final, unless otherwise determined by the Public Service Appellate Tri-
bunal.

Under Article 208 of the ahovementioned Constitution, the power to
appoint persons as teachers and to  remove and exoreise disciplinary
contral over persons holding or acting in such offices shall vest in the
Teaching Service Commission,

Subject Lo the provisions of Artiele 211 (1} of the abovementioned
Constitution, the power to make appointments to offices in the Police
Foree of or abave (he rank of Inspector, the power Lo exercise disci-
plinary control over persons holding or acting in such offices and (he
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power (o remove such persons from office shall vest in the Police
Service Commission.

AT

%

) EAVIcEE
lie Seryice is open to all Guyanese between the ages

of 16 and 40 years and In speclal elrcumstances, to non-Guyanese. The upper
age limit, however, will not apply to:

(a}
(b}
(e}
(e}

Public Servants in any branch of the Public Service;

Fublic Servants on contract;

persans emploved on a lemporary or seasonal basis; and

persons seconded or transferved from ofher organisations, service which
is deemed to be “other public service™ or “public service™, in terms of
Pensions Acl (Chapler 27:02). A list of such organisations is published
from time to time by Lhe Public Service Ministry,

Application for entry to the Public Service

(1}

An application Tor enlry to the Public Service must be completed on
the preseribed form (PSC No. 31 — Application [or Appointment to
the Public Service) and addressed to the Seeretary, Public Serviee
Commission or the relevant Permanent Secrelary /Head of Department)
Hegional Bxecutive Officer as appropriale in terms of Rule A2,

HPSC Mo, 317 form must also be completed by Public Servants when-
over responding Lo vacancies publicly adverlised, except where such
positions are deemed to be promaotional posts (i.e., positions in the
grade helow an the basis of seniority and satisfactory Stafl Performance
Appraisal Reporls). In such a case, the pregeribed form is “FSC No, 30
{see Rule AZ3),

Selection for permanent appointment on basis of competitive
examinalion and interview

(1)

(2}

)

Apart from the requirements of satisfying Lhe basic qualification(s), i.e.,
job specification(s), slipulaled Tor permanent appointment in the Cleri-
eal or Secretarial grades or such other grades as the Public Service
Commission may from time fo time specily, candidates may also be
required Lo Lake written competitive examinations, atlend interviews
antd do praciical tests, where necogeary.

Any applicant who fails the examination or interview for admission
Lo the Public Service Tn any year shafll, if he/she wishes to be considered
again for appointment, reapply and resubmit himself/herself for
the examination andfor interview in any following year, notwithstand-
ing that he/she may have held a temporary appointment in the Public
Service in the meantime,

Any applicant who passes the examination for admission to the Public
Serviee in any vear bul fails Lo obtain an appointment shall, if he/she
wishes Lo be considered for appointment, reapply and re-submil
himselffhersell for an interview in the following year, bul Lhe
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Commission may in such case as il shall think fil, waive the require-
ments of this Rule.

If more than lwo vears elapse belween the dale when an applicand
passes the examination for admission to the Public Service and the dale
when hefshe re-applies to be considered for an appointment, then the
Commission may, as it thinks fit, require the applicant to re-submii
himself/herself for the examination and interview.

Utilisation of services of Central Recruilment and Manpower
Agency

(1)

()

(31

(4)

For information on maopower availability, Permanent Secretaries)
Heads of Deparbments/Regional Executive Offieers shall consult the
Central Recruilment and Manpower Apency.

Permanenl  Secretaries/Heads  of  Departmenls Repional  Execulive
Officers must, as Tar as praclicable, utilise the services of Lhe nesrest
Recruilmenl and Placement Ageney in the recraitment of slafl not
ordinarily furnished by the Public Service Commission | especially
those in the unskilled eategories.

In considering applicants for employiment under this Bule, Permanent
Secretaries/Heads of  Department/Hegional Executive Officers must
ensure that carveful attention s paid to their previous record of employ-
ment, if any.

Where an applicant was previously employed in Lthe Pubiic Service, d re-
port on his/her work and conduct as well as the reason{s) for separation
must be soughl from the relevant Permanent Secretary /Head of De-
partment{Regional Execuiive Officer prior to any offer of employ-
menl. Shoukd it be discovercd that a suceessful candidate had given
false information in his/her application and/ or at the interview, the
appointment shall be ferminated forthwith,

Reguest for temporary employment

(1)

{2)

Requests for permission (o employ temporary staff shall be addressed
to the Permanent Secretary, Publie Service Ministry, accompanied by
adequate supporting reasons Such requests should be confined to in-
slanwes where Lthe work is of a femporary or seasonal nature or so ur-
pent thal ik is necessary o employ additional staff temporarily,
Requests for temporary appointments apainst substantive vacancies
must be sent to the Secretary, Publie Service Commission lor considera-
tion and approval.

Employment on contract

(1)

{2)

Publie Servants in professional and eerlain other categories may opl
for contract appointment.

Subject to salisfactory serviee, a Publie Servant on contract will be
eligible for a gratuity at the rate ol twenty-lwo and one hall per cen-
lum {(221%) of basic salary, caleulated on the basls of completed
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periods of three (3) months’ resident service, including approved leave
if the gratuity is paid as a lump sum on Lhe final completion of service.

(3) A Public Servant on contract may at his'her option, receive the gratuity
at sbx (6) monthly infervals ealeulated on the same basis as at paragraph
(2}, but in such a case, vacation leave will not count [or gratuity pur-
poses.

%’- Before entering into any service agreement, g Permanent Secretary/
,

AD

A0

A1l

T

Head of Department/Regional BExecutive Officer should seek the con-
currence of the Permanent Secretary, Public Service Ministry as to the
proposed terms and conditions of the contract.,

Recruitment of Guyanese resident abroad

{1y ‘The Public Service Commission shall regularly provide Guyanese
Diplomatic Missions/Overseas Bepresentatives wilh up-dated, informa-
tion on vacaneies which eannot be easily filled locally,

2y Candidates for such positions should apply on the prescribed form (as
per Rule Ad) and furnish all the required information.

{34} 'The Public Service Comrmission shall delegate to Heads of Guyanese
Diplomatie Missions/Overseas Representatives the authority to conduct
interviews of candidates but shall reserve the right to make appoint-
ments.

Date of appointment

{1) The date of appointment to a post in o particular Ministey/Department |
Repion within the Public Service shall normally be the date on which
the Public Servanl assumes substantively the duties of the post lo
which hejshe has been appointed.

{2) If a Public Secvant is selected for appointment from outside Guyana,
the date of appointment shall be the date specified in the letter of
appointiment.

Medical examination prigr to confirmation of appointment

A candidate selected Tor permanent appointment in the Public Service shall
nol he confirmed in his/her appointmient unless he/she has been passed as
medically fit by the Government Medical Board.

Probationary periods

Puring their probationary period, Public Servants should be regarded
a8 being under puidanee with a view to learning their work and becom-
ing suitable for it. They should be alforded all possible facililies and
assistance Tor acquiring competence in the performance of their duties,

{2) Shorteomings exhibited by Public Servants on probation should he
drawn to their altention, and every assistance should be given them to
correct these,




(3}

(4)

(5)

(6)

(7)

(8)

{9)

Al12 (Cont’d) — A13

Probatlonary periods usually apply to first appointment and are nor-
mally of one (1) year’s duration. They may be extended upon the ve-
commendation of the relevant Permanent Secretary/Head of Deparl-
ment | Regional Executive Officer,

Where a Public Servant is o be appointed to a post, the duties of
which hefshe has already salisfactorily pecformed whether in an acting
or lemporary eapacity or on secondment for periods of equal or longer
duration than the period of probation, the Public Servant shall not
be required to serve on probation.

Where a Public Servanl is appointed on probation Lo a post in which
hefshe has not acted satisfactorily, the Public Service Cnmm:ssmn
shall delermine the period of probation Lo be served,

Where a Public Servanl is promoted before he/she bas compleled
the full period of probation in the lower office, the unserved portion
af thal period of probation shall be deemed to be waived and the
Public Servant deemed Lo be confirmed in that appointment.

A Permanent  Seervetary/Head of Deparlment/Repional Executive
fficer shall forward o the Poblic Service Commission in respect
of each Public Servani on probation a staff performance appraisal
reporl at the end of his/her probationary period and shall recommend,
based on such appraisal report:

{a}  that the Public Servanl be confirmed in his/her appointment; or

(b}  that the probalionary period he extended;or

(e} thal the Public Servant veverl lo hisfher former post, where
applicahle; or

{d} that the Public Servant’s services be terminated.

A special reporl. must be furnished two (2) months before the comple-
tion of Lhe probationary period staling whether or not the Publie
Servanl will be recommended for confirmation in due eourse, should
nothing delrimental to his/ber inlerests vecur in the interval,

Where there has been an extension of a probalionary period, the
Permanent Secrelary Head of Department/Regional Executive Officer
shall submit a reporl on the Public Servant’s propross or othorwise
not later than one (1) month prior to the end of Lhe extended period,

Beniority list to be kept up-to-date

a13 (1)

The Secrelary, Public Service Commission shall keep a proper and
up-to-date staff list of all Public Servants selling out their respective
seriority in the several grades of the Publie Service.
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(2} Permaneni Secrctaries/Heads of Departments/Regional  Liecutive
Officers shall keep similar Information on all Publie Servants atiached
to their Ministries) Departments) Hegions,

Determination of seniority

(1) The seniorily of a Public Servant shall be delermined by the date
of his(her appointment o the particular grade in which hefshe is
serving.

(2} The seniority of Public Servanls promoted to the same grade on the
same date shall be determined by their senjority in their former grade.

{8) Where Public Servants have entered the Public Serviee by compelitive
examination and are appoinled to the same grade with effect from
the same date, the relalive seniorvity of such employees shall be
determined according to their performance in such examination.

{4) The seniority of a Public Servanl who voluntarily resigns from the
Public Service and is subsequentlly re-appointed to it shall be reckoned
from the date of his/her re-appointmaont.,

{6} The Public Service Commission shall determine the seniority of the
Public Servant in any case not covered by this Rule.

Filling of Vacancies

(1) The Secretary, Public Service Commission shall from time to time,
upon receipt of requests from Permanent Secretaries/Heads of Deparl-
ments/Regional Executive Officers or with the approval of the Per-
manent Seerelary, Public Service Ministry, publicly advertise existing
yacancies in Ministoies! Departments /Regions,

(%) Applications in response to vacancy notices of the Public Service
Commisston Seceetarial must be made on the preseribed form “PSC No.
30" or “PSC No. 817 (as appropriate in terms of Rule A4 and A23)
and Torwarded directly (o the Secrelary, Public Serviee Commission.
A copy of such application should, at the same Lime, be submitted to
(e Termancol  Secretary /Head of Department/Regional  Execulive
Officer under whom the employees is serving.

Vacaneics resulting from relirement

When it is intended to effect an appointment to a vacaney arising as a resuli

of retirement, o Permanent  Secretary/Head of  Department/Regional

Foreeutive Officer shall submit to the Secrelary, Public Service Commission,

4l least four (4) months before the dale on which the vacaney will oceur,

Lhe fellowing information:

{a} the approved Job Description and Job Specification of the post; and

(h) a recommendation for filling the impending vacancy, ie., whether
by promotion of & Public Servant or by public adverlisement locally
and for oyerseas,
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Filling of Vacancies under delegated authority

ALT When a vaeancy in the categories delegated by the Public Serviee Com-
mission is fo be filled, the Permanent Secretary/Head of Department | Re-
gional Executive Officer concerned shall arrange for the vacancy to be adver-
tised by “Staff Vacancy™ circular or public nofice, whichever is appropriate,
However, this procedure is not necessary in the case of positions which are
deemed to be “‘promotional posis” (see definition in Rule Ad).

Lligibility for appointment of persons from outside the Public
Service

Al8 In the case of posts where service in the prade below is not a prevequisite
for appointment, suitably qualifed persons from oulside the Public Service
miy, on applieation in response to vacaney adverlisements, be eligible for
consideration,

Acting Appointments
Al3 (1)  An “aeling appointment” is a temporary assignment to a Public
servant of the duties of another (not lower) position, whether
exclusively or in addition to his/her substantive duties. The position
in which the Public Servant is acting may be substantively or tempor-
arily vacant.

(2)  An acling appointment must not be regarded as automatic on the
oecurrence of any vacancy, It will not always be necessary Lo make
such an appointment to a higher post, dulies whereof can be dis
tributed amongst other Public Servants of a parlicular grade in the
Ministry | Department/Hegion eoncerned,

(3) A Public Servant who is required to perform higher/additional duties of
a position specified in the Schedule to Appendix K1 may, subject to the
provisions of Rule 420, be paid an acting allowance in aceordance with
Rule K1.

{4) A Public Servant who is required to perform higher duties of a posi-
lion not specified in the Schedule to Appendix K1 may, with the
approval of the Permanent Secretary, Public Service Ministry, be paid
a responsibilily allowanece In accordance with Rule K3,

Hecommendation for acting appointment

AZ0 (1) The Permanent Secretary/Head of Department/Regional Executive
Officer shall submit, well in advance, recommendations for acting
appointments to permit their consideration by the Public Serviee
Commission before the dates on which the acling appointments are
intended to become effective, but the Commission may waive the
provisions of this Rule where the necessity to submit recommenda-
tions has been occasioned by sudden illness or other circumstances
which the Commission may consider appropriate.
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(3)
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Mo Publie Servani should be assigned the duties of a higher position
in an acting eapacity without the prior approval of the Secretary,
Public Service Commission. However, should it become neccessiry
for an acling appointment to be made to such a post as a matter of
urgency, the Permanent Secretary/Head of Department/Regional Ex-
ecutive Offieer coneerned shall consult with and obtain the oral appro-
val of the Secretary, Public Service Commission before assigning the
duties to any Public Servant. I such approval is given, the recommenda-
tion as per paragraph (1) must follow ab the earliest opportunity,

In submitting recommendations for acting appointments to the Public
Seyvice Commission, Permanent Secretaries/Heads of Departments)
Regional Executive Officers shall state the reasons why Publie Servants,
if any, are being superseded. The preseribed form is at Appendiz Al,

Representations by or on behalf of Public Servant for acting
appointment.

AZ1 (1)

2)

Where representations have been made by or on hehalf of a Public
Sepvanl in relation to an acting appointment which requires the
approval of the Public Service Commission, the Permanent Seeretary/
Head of Department/Regional Execufive Officer shall forward such
representations in their original form, with his/her comments, to the
Comimission.

In respect of an acling appointment to be made under delegated
authority, the Permanent Seeretary(Head of DepartmentRegional
Executive Officer shall give due consideration Lo the representations
made and in the case of an appeal, forward same with his/her comments
to Lhe Secretary, Public Service Commission.

Appointment within the particular service

A22 (1)

(2]

Whenever in the opinion of the Public Service Commission it is possible
and in the best interests of the particular service within the Public
Service to do so, appointments Lo vacancies shall be made from within
Lhe particular service,

Where in the opinion of the Commission after considering any re-
commendations of a Permanent Secretary/Head of Department/
Repgional Bxecutive Officer, it is impractical or not in the best interests
of the Public Service o make an appointment from within the
parkicular service, the Commission may, with or withoul competition,
appoint a person Trom within the Public Service who is in the opinion
of the Commission the most suitable and besk qualified.

Application for Promotion
423 Applications for promotion must be made on the preseribed form (P.5.C.
Mo, 30 — Application for Promotion) and addressed o the Secrelary, Public



A2b

A2B

—

A23 (Cont’d) — A28

Serviee UCommission or Permanent Secretary/Head of Drepartment /Regional
Executive Officer, as appropriate in terms of Rule A2(2), Where such applica-
tion is nddressed to the Secrefary, Public Serviee Commission, a copy there-
of must be {orwarded at the same time to the Permanent Secretary/Head of
Department {Regional Executive Officer under whom the employee is serving.

Notification for promotion of Public Servants on leave

Permanent Secretaries/Heads of Departments,Reglonal Executive Officers
shall ensure Lhat the names of ‘all Public Servants who are on leave but
are eligible for promotion to posts adverlised by the Public Service Commis-
sion are submitled lo the Commission for consideration.

Principles of selection for promotion

In considering the eligibility of Public Servants for promotion, the Public
service Commission shall take into aceounl the educational qualifications,
mert and ability, together with relative efficiency and experience of such
employees, and should iwo or more employees be equally eligible for
promotion the Commission shall give consideration to the relative seniority
of the employees available for promotion.

Appointment of non-monthly employee on the monthly basis

(1) With the exception of parl-time cleaners, employees pald al hourly,
daily, weekly and fortnightly rates shall be eligible for placement on
the monthly basis on condition that they have completed either:

{a} five continuous and effective vears' service, in the case of
“approved appointments” (see Rule M32), or

{b) seven conlinuous and effective years' service, in the case of
positions not declared as “approved appointments™.

(2) Cleaners employed on a parl-lime basis, 1.e., those who work for less
than eight hours per day but who are paid guaranteed wages for six
hours per day, qualify for monthly placement after the eomplelion of
10 continuous and effective yvears' service.
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SECTION B

CLASSIFICATION

Definition of ‘classification’ and related terms

Responsibility for the evaluation and classification of positions
Determination of Job Description and Job Specification

Job Analysis Schedule

Commencing salary upon reclassification /promotion
Redesignation

Salary anomalies

Evaluation of qualifications by National Equivaleney Board
Incremental credits on appointment
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SECTION B
CLASSIFICATION

B1-B3

f,; Jefinition of “classification” and related terms

(1)

(2)

(3)
(4}

{5)

“Classification™ is the systematic placement of posilions within a
specific occupational group (e.g., Draughting and Designing occupa-
tional group, Agriculiural Workers occupational group) and specific
salary ranges or wage bands, based upon a recopnised and aceepted
model of job evaluation,

“Reclassification” is the re-assignmenl of a particular position that has
already been assigned to a specific salary range/wage band to a higher
or lower salary range/wage band for reasons considered justifiable,

“Redesignation™ is the change of a job title.

“Job Evaluation™ is the eareful assessment, for elassification salary
purposes, of the main factors related to a position, e.g., the amount of
physical and mental effort, the knowledge, skills, abilities and Lhe
educational level, training and experience required for the performance
of the job,

“Job Analysis” is the systematic collection (hy questionmaire, intorview,
observation orf a combination of these) of essential data eoncerning a
job. :

Responsibility for the evaluation and elassification of positions

(1)
(2)

The responsibility [or the evaluation and classification of positions lies

with the Permanent Secretary, Public Service Ministiry.

In terms of this activity, the Publie Service Ministry will:

{a}) advise Ministries/Departments/Regions in respect “to pay and
classification problems;

(b} conduct wages and salaries studies as the basis for establishing pay
ranges;

{c} evaluate jobs on the basis of cerlified Job Analysis Schedules
submilted by Ministries/Departments/Regions;

(d) examine requests lor reclassification of positions or initiate action
in this regard:

(e} approve Job Descriptions and Job Specifications of positions; and

(f)  examine requests for redesignation of positions,

Determination of Job Description and Job Specification

(1)

(2)

Before any vacant post can be filled, the Job Description and Job
Specification must be approved.

In cases where approved Job Descriplions and Job Speeifications of
posts to be filled do not exist, Permanent Secretaries/Heads of Deparl-
ments/Regional Executive Officers should submit to the Public Service
Ministry for approval, the proposed Job Descriptions and Job Specifiea-
tions. Helevant guidelines are contained in the ‘I'uncltional Guide for



B4

Bh

B&

BT

B3 (Cont’d) — BT

Officers in the Wages and Salary Administration Section of the
Personnel Division, Public Service Ministry”,

(#) In preparing proposed Job Specifications, Permanent Secretaries,Hoads
of Departments/Regional Executive Officers must ensure that those
Specifications represent the minimum level of academic, vocational or
equivalent training and/or relevant experience explicitly stated in terms
of level and duration, necessary for appointment to the respective
positions, The proposed Specifications must also bear favourable com-
parison with those already approved [or comparable jobs that are
similarly elassified. They must also be consistent with hipher and lower
positions in the same class series. The positions Welder 1, Welder 11, and
Welder I, for example, constilule a class series,

{4}  Where amendmenls Lo existing approved Job Descriptions and Job

Specifications are soughl, the reasons for the proposed variations in
duties and for qualifications must be stated.

Job Analysis Schedule
(1} A comprehensive Job Analysis Schedule should be submitted Lo the
Publie Service Ministry in the following cases:
{a) when the creation of a new posilion (i.e., one not previously
included in the elassification plan) is being sought;
(b} when the re-evaluation of an existing position is being sought
arising out of restructuring of the job, .
(2} A Job Analysis Schedule should accurately reflect the current job
requirements of the particular position, Tt should be prepared in accord-
ance with the *Functional Guide® referred fo at Rule B3{2).

Commencing salary upon reclassification/promotion

A Public Servant who is promoted or whose substantive position has been
reclassified shall be paid his/her substanlive salary on the date of promotion)
reclassification plus either —

{a}  the difference between this amounl and the minimum salary of the
position to which he she is promoted reclassified; or

(b} 5% of the latier salary (rounded up to the nearest dollar) whichever is
the greater,

Redesignation

Requests for redesignation of positions should be submitted with adequate
justification to the Permanent Secretary, Public Service Ministry.

Salary anomalies

Requests for resolving salary anomalies should be submitted with all the
melevant details, as speecified in the ‘Functional Guide’ referred to &t Rule
B3 (2), to the Permanent Secretary, Public Serviee Minisiry,
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Evalualion of gualifications by National Equivalency Board

B & In order to delermine the eguivalence of qualifications not already pranted
official recognition or which need to be re-assessed, Permanent Secrelaries)
Heads of Deparlments/Bepional Executive (MTicers may, afler consullation
with the Permanent Secretary, Public Service Ministry, seelk the advice of the
Mational Equivalency Board.

Incremental credits on appointment
B9 (1) In requesting dhal incremental credits be given te i Public Servant

appointed to a professional /lechnical position on the basis of his/her

gualifications, training and experience over and above those deemed

necessary for appointment to that position, the Permanent Secretary/

Head of Department/Regional Executive Officer must furnish the

Permanent Secretary, Public Service Ministry with the following data:

(a) academic and /or other gqualifications,

{b}  number of years of relevant post-graduate expericnee;

() the kind(s) and level{s) of fraining undergone;

{d) the nature, level and number of vears of relevant experience prior
to present appointment; and

(e} supporting documentary evidence in respect of (a), (b), (¢} and
{d), as the case may be.

(2) If a ease for incremental credit is represenled for reason{s) other than
those indicated at paragraph (1), the reason{s) Lherefor must be clearly
set out,
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SECTION C

STATF PERFORMANCE APPRAISAL

Annual submission of Staff Performance Appraisal Reports to
Public Service Commission

(1)

{2)

()

A Permanent  Secretary Head of Department/Regional Executive
Officer shall forward Lo the Seerctary, Public Serviee Commission in
each year not later than the anniversary of the date of appointment a
stafl performance appraisal report in vespect of each employee recruit-
ed by the Commission, whether sueh emplover holds a permanent
appointment, an acling appointment, a lemporary appoiniment or is
emploved for a specified.period.

Staff performance appraisal reports shall also be prepared on all
monthly-paid employees recruited by the Permanent Secretary/Head
of Department/Regional Execulive Officer in each vear not later than
the anniversary of the date of appointment of these employees. Such
reports would form part of the “confidential” records of the Ministry
Department /Region.

A staff performance appraisal report shall relate to the period of service
during the preceding 12 months, and shall be in such form as may from
time to lime be prescribed by the Permanenl Secretary, Public Service
Ministry.

Reporting officers to be guided by own deliberate judgement

(1)

(2)

In the preparation of a slaff performance appraisal report, the Report-
ing Officers shall be guided by their own deliberate judgement and shall
in such report —

{a) ke an unbiased assessment of the employee's performance and
conduel over the past 12 months; and

{b)  give an indication of the future prospects of the employee.

Dedailed guidelines on the completion of a Saff Performance Appraisal
Reporl are set out in “Guidelines to the Merit Increment Scheme,
1386° — a publication of the Public Service Ministry.

Outstanding raling(s)

-Upon the completion of a Staff Performance Appraisal Report, oulstanding
rating{s) must be conveyed in wriling to the Reportee. In the case of an
employee recruiled by the Public Service Commission, the letter must be
copied to the Commission.
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"When adverse {below average) ralings or comments are included in the

stafl performance appraisal reporl, the reportee shall be so informed
in writing. In the case of an employee recruited by the Public Service
Commission, this must be done before the report is submitted to the
Commission,

In order thal an employee may be given every opportunity to correct
any shortcomings which hefshe might evinee during the course of the
12 months’ period of service o be reported on, the Permanent
Secretary /Head of Department,/Repional Executive Officer shall cause
the employee to be informed in writing as and when such shorteomings
are noticed.

Where written notice of an adverse report is given to an employee
recruited by the Publie Service Commission, the emplovee may, not
later than seven days of the receipt of such notification, make repre-
senlations in writing through the Permanent Secretary/Head of
Department/HRegional Executlve Officer to the Publie Service Com-
mission, The Permanent Secretary/Head of Department/Regional
Executive Officer should forward the appellant’s letter along with
hisfher comments to the Commission within seven days of the receipt
of such representations,

Reports to determine eligibility for promotion

In addition to determining annual awards of increases in pay, staff perform-
ance appraisal reports on an employee shall be considered by the Public
Serviee Commission or the Permanent Secretary/Head of Department/
Regional Executive Officer, as the case may be, in determining the eligibility
of that employee for promation.
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SECTION D
TRANSFERS, SECONDMENTS, SPECIAL ASSIGNMEN'TS
AND RELEASES

Authority for transfers/secondments

The authority for the tranafer, secondment or lemporary transfer of Public
Servants within the Public Service or to Governmenl Agencies outside the
“fraditional Public Serviee™ vests in the Public Service Commission.

Application for transfers within the Public Service

i1} A Public Servant requesting a transter to anolher Minisiey /Department/
Region shall submit his/her application {o the Seeretary, Publie Service
Commission through his/her Permanent Seeretary /Tead of Department/
Regional Execulive Officer. Full reasons in support of the reqlest musl
bie stated by Lhe applicant.

i(2)  The Permanent Secreiary/HMead of Deparlment/Regional Executive
Officer shall make such comments and /or recommendalions as may be
considered necessary, and forward the applicalion promptly to the
Secrelary, Public Service Commission.

Natice to Public Servant transferred

(1)  Where the Public Service Commission proposes to transfer a Public
Servant, the Commission shall, excepl where the exigencies of the
parlicular service do noi permit, make an order of Lransfer in writing
and shall give not less than one month’s nolice to a Public Servanl
whe is Lo be transferred.

(Z) A Fublie Servant in respect of whom an order has been made under
Rule D31} shall assume his'her dulies on transfer whelher or not
a review of the order of transfer by the Commission is pending.

Appeal for review of order of transfer

Any representations by a Public Servant for a review of an order under
Rule DE{1) shall be submiited in wriling to the Permanent Secretary Head
of Department/Regional Execulive Officer wilhin seven davs of the receipt
of notification of the order. 'Uhe representations in their original lorm shall
then be forwarded together wilh any comments which the Permanent
Secretary (Head of Depariment/Hegional Executive Officer may wish (o
make thereon to the Public Service Commission,

Transmission of Record of Service and other particulars upon

transfer

(1) Upon dssue of the Governmenl Order authorising the transfer of a
Public Servant to another Ministry /Department ) Region, the Permanent
Secrelary/Iead of Department/Regional Executive Officer of the
Ministry /Deparlment/Region [tom which the Public Servani is being
Lransferred, shall transmil to the other organisation an up-to-date
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certified copy of Lthe emplovee’s Record ol Service, Leave Particulars
and Last Pay Certificate.

IT a Public Servant has been translevred to an organization, service with
which iz deemed Lo be “other public service™ or “public serviee", the
Pormanent SecretaryTead of Department/Regional Executive Officer
slall transmit to Lhat organisation an up-to-date certified copy of the
employee'’s Record of Service, A copy should, at the same time, be sent
Ler the Secrefary, Public Serviee Commission.

Transfers within a Ministry/Department/Region

A Public Servant may, in the interest of the service, be transferred by his/her
Permanenl Secrelary Head of Department/Regional Executive Oficer to any
Division, Section or location of the Ministry/Deparlment/Region in which
heshe is serving,

Release of Public Servant on special assignment

(1)

{2)

The assignment of a Public Servant on special duties requires the prior
writlen approval of the Permanent Secretary, Public Service Binistry. A
request for such special assignment should eontain full parliculars of
the case including the nalure ol reasons for, and the proposed duralion
of the special assipnmentl. In the case of special assighment to a job
involying higher responsibililies, a detailed list of dutics and responsibil-
ities must be submilted to Lhe Public Serviee Ministry 50 that Lhe leve)
of additional remuneration, il any, may be determined.

It the urgency of any case does nol allow for a wrilten request to he
submitled before the commencemeni of the proposed special assign-
ment, the Permanent Secrelary/Head of Department/Regional Execu-
tive Officer should oblain the oral approval of the PFermanenl Secrelary,
Public Serviee Ministry before assipning the Public Servant on special
duties. A written requesi should therealler be promptly submitted,

Transfers/sécondments to Government organisations outside of
the “traditional Public Service™

(1)

{(2)

Subject to the written approval of the Secretary, Publie Service Com-

mission, Public Servants may:

{a) be lransferred/seconded to Public Corporations and olher arpan-
isations, service with which is deemed to be  “‘olher publie
service ' or “public service™ o lenins ol Lhe provisions ol (he
Pensions Act (Chapter 27:02); and

(b} be seconded Lo organisations, service with whieh is nol deemed to
be “other public service' or “public survict.-".f'

The secondment of a Pablic Servant (o an organisalion, service with
which is nol deemed to be “other public serviee™ or “public service™ is
on eondition that he Public Servant or the organisation concerned
makes a pension conlribulion eguivalent to 25% of the employee’s

‘public service' salary Lo the Accountant General in terms of Rule

132},
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A Public Servant who bas not been confivmed in his/her appointment is
nol eligible [or transfer to any of the organisations referred to al para-
graph (1), but may, with Lhe approval of the Public Service Com-
mission, be released o take up an appointment with such organisation.

BExcept where the conditions of service require otherwise, the second-
ment of a Publie Servant to an organisation, serviee with which s
deemed to be “other public serviee” or “public serviee™, shall not
exceed six months, During this period, it is expecled Lhal a decision
would be made by the Public Servand whether to accept permanent
employmenl with the organisation to which hefshe is seconded or Lo
reverl Lo his/her position in the “traditional public service™,

The effective date of transfer shall be (he initial date of secondment.

In reguesting the approval of the Public Service Commission for the
transfer/secondment of a Public Servant in terms of this Rule, the
Permanent Secretary/Head of Department/Regional Executive Officer
shall:

(2} submil a copy of the relevant letter of offer of appointment or
request for release from Lhe organisation concerned;

(b} state whether the Publie Servant has contractual obligalion o
Government (il so, details must be given);

(e send a copy of the request to the Permanent Secretary, Public
Serviee Ministry, who will nolify the Public Serviee Commission
as to whether or not there is any objection o the transler/
secondment of the Public Servant fo the organisation concerned,
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SECTION E

TRAINING

Responsibility for Training
The Minister charged with the training funetion is responsible for the develop-

ment of training policy, the approval of training programmes and the adminis-
tration of training schemes for the Publie Sector.

The Manager’s Function in Training

Since Stalf Development is parl of each manager's funetion, Permanent
Secrelaries/Heads of Deparlments/Regional Bxecutive Officers must ensure
that this begins with formal and informal induetion ol new recruits Lo their
MinistriesDepartments/Regions. This must be followed by other relevant
training al appropriate intervals,

Training classified as “duty™

With the approval of the Permanent Secretary of the Ministry responsible for
Training, the following types of training may be classified as “duty™

{a) practical attachment;

{b)  workshop;

(¢}  seminar;

(d} symposiom;

e} Lraining conference;

(fy  observalion tour; and

{g)  short course not exceeding 12 weels,

The abovementioned approval must be sought before the Public Servant em-
barks on such training.

Nominations for Training Awards

(1} All nominations for training awards must have the sanction of the
Fermanent Secretary/Head of Department/Repional Executive Officor
of the Ministry/DepartmentRegion, In the case of Publie Corporations/
Companies within the Guyslae Group, nominations must have the
approval of the Vice-President of Guystac. In the case of other Public
Corporations/Companies, nominations must have the supporl of the
Heads of these organisations.

{2) A nomination for an award must be made on the appropriate form
oblainable from the Personnel Divisions of Minisiries,Departments/
Regions belore it is forwarded Lo the Ministry responsible for Training
for processing,
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Definition of “Trainee” By B0
The term "Trainee” means & Public Servanl who is granted a Training Award
by the Government of Guyana.

definition of ** Training/Service Agreement”

The ferm “Training/Service Agreement” means an agreement entered into
by the Trainee (as defined in Rule E5) and the Government of Guyana to
the effect thal the Trainee will, upon completion of hisfher training pro-
gramme, serve the Government of Guyana for such period as required ynder
Rule 129,

Medical Clearance of candidate
(1) A itraining award is subject to medical litness of the candidate as
cortified by a medical practitioner registered with the Medical Board,

(2) A medical examination by any private doctor shall normally be al the
expense of the candidate,

Completion of National Service/Orientation

A Public Servant who is in receipt of a Training Award must satisfactorily
complete a perind of National Service/Orientation and where necessary,
a practical attachment in the relevant area of study, prior to the taking
up of the sward,

Execution of Training/Service Agreement

A Trainee js required to enter into an Agreement with the Government of
Guyana b0 serve on completion of his/her training as follows:

Duration of Award Period of Service
a)  Upto 12 weeks No service agreement
(B) Owver 12 weeks and 1 vear’s continuous
up to 6 manths serviee
{¢)  Ower § months and A vears’ continuous
up bo 18 months BETViCe
{(d} Over 18 months & vears' continuous
Bervice

Provision of puarantor(z} or collateral security

A Trainee i requived tu provide guarantor(s) or collateral security aceeptable
b the Accountanl General, Particulars Lo be submitied on guarantor(s) are
listed in Rule L20.



E11

E12

Eld

El4

El6

E11-E16
Endorsement of Guyana Passport

Whether in receipt of a local or overseas award, a Trainee is required to have
at the beginning of the award a valid Guyaha Passport bearing the following
endorsement:

“Bearer hos contractual obligation to the Government of the Co-
operative Hepublic of Guyana, relating to his/her Training/Education”.

Travel arrangements to and from country of study

(1) Where a scholarship or training course is tenable in another country, the
Government of Guyana is responsible for the travel arrangements and
for meeting the Trainee’s travelling expenses Lo and from the country
of study based on the cost of air travel by the most direct and econo-
mical route and al the student concessionary or tourist rate as appli-
cable,

(2)  All travel arrangemenis for the Trainee to the eountry of study, for
his/her return to Guyana for vacation assignments, and after the sue-
cessful completion or termination of the course of study, shall as far as
possible be made through Government-owned transport services,

Upliftment of Contract Letter by Trainee leaving Guyana

Il is the duty of each Trainee leaving Guyana to ensure that he she receives

from the Ministry responsible for Training at least one week before depar-
ture date, a letter relating Lo hisfher contract for presentation to Immigra-
tion Officers at Timehri International Airport or other port of departure.

Expenses for dependants accompanying Trainee averseas

A Trainee pranted an overseas award will not be provided with financial
assistance to enable hisfher spouse and/or child/children to accompany him/
her or join him/ her on training or for their upkeep or expenses in the coun-
try of study,

Luggsge expenses

In respect of a Trainee’s travel arrangements to the country of study, the
Miniskry responsible for Training shall not be responsible for luppage in
excess of the airline’s luggage allowanee on the outward journey.

Flight Insurance
Flight or baggage insurance will be at the Trainee’s expense.
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Intransit expenses
E17 A Trainee who is required to overnight in any country during hisfher journey
from Guyana to the country of study or vice versa will be paid an appropriate
sum fo eover intransit expenses,

Report of arrival in country of study

E18 A Trainee is required lo report hisfher arrival in the country of study to the
nearest Guyana Office in the country of study and to furnish the Officer-in-
charge with his/her name, address and telephone number, This should be
done in person, by letter or by telephone, within seven days of arrival.

Obligation of Trainee while studying.in another country
E19 While studying in another country, a Traines is expected to:

{a) obey the laws of that country;
{b) show respect for the customs of thal country;

(¢} refrain from engaging in activities which may antagonise the authoritiss
or cilizens;

(d) show regard for the hospitality of its cilizens;

{e} change his/her currency at commercial banks, thereby avoiding illegal
Lransactions,

(fy  inform his/her landlord/landlady when hefshe is leaving the premises
for any extended period;

(g}  settle his/her bills and debts before leaving that country; and
{h} refrain from engaging in activities inimical to the interests of Guyana.

Submission of reports/transcripts by overseas university/college
20 (1) At the end of each academic year or each semester as in the ease of the
United States of America, a Trainee shall arvange for the university/
college, where hefshe iz pursuing studies, to submit to the relevant
Guyana Office in the country of study, for onward transmission to the
Permanent Secretary of the Ministry responsible for Training (Guyana)
a progress report on or transcript of his/her studies,

{2) Should there be no Guyana Offiee in the country of study, the relevant
report ftranseripl  should be forwarded directly to the Permanent
Secretary of the Ministry responsible for Training (Guvana).

{3}  Training awards are reviewed annually, and their continuation shall be
dependent on satisfactory progress during the Trainee's course of
sludies.

{4) Should progress be unsatisfactory and it is necessary for the Trainee
to repeat part of the course, hefshe may be allowed to do so, but the
Ministry responsible for Training (Guyana) or the Guyana Office in the
country of study must be informed prior to the term in which the
Trainee is asked to repeal.
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(6] A request for an extension of an overseas training award for reason
pther than repeating parl of the course must be addressed o the
Permanent Secrelary of Lhe Ministry responsible for Training and must

be accompanted by official documentation and adequate reasons,

Termination of Training Awards
(1} A Trainec’s award may be terminated if:

(a) hejshe has given false information to a Government Minisiry/
Department in connection with his/her award,

{b) progress continues to be unsatisfactory;
{e) attendance al classes is poor;
{d} there are found to be serious discipline problems with him/her;

{e)  hejshe has changed or discontinued courses of study without the
authority of the sponsors;

{f) be/she has changed institution of study without permission;

(g} he/she has been engaged in activities inimical to the interesis of
Guyana;

(h) serious illness is preventing him/fher from continuing the pro-
Eramme,

{2) A Trainee whaose award is terminated for any of the reasons given at
{a) to {(g) of paragraph (1) is liable to refund to the Government of
Guyana the total amount expended on his/her training.

Failure to complete approved programme

A Trainee who fails o complete the approved programme may at the discre-
tion of the Government of Guyana be permilted to discharge his/her con-
Lractual obligation by service with the Government of Guyana for the period
specified in hisfher Training/Serviee Agreement, provided that the relevant
Institution has abtested to the fact thal he/she had atlended the course of
studies regularly and pursued such studies diligently and that failure was due
to reasons beyond his/her control,

Confirmation of completion date of overseas programme

Four months prior to the estimated completion date of an overseas pro-
gramme, a Trainee shall write to the Guyana Office in the country of study
confirming his/her completion date, Should there be no Guyana Office in the
country of study, the letter should be addressed to the Ministry responsible
for Training (Guyana).

Return to Guyana upon completion of overseas programme

On completion of an overseas programme, & Trainee should return to Guyana
at the first available opportunity for travel, and fo report to the Ministry
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responsible for Training soon after his/her armrival. The contractual period
under his/her Training/Service Agreement shall begin the day on which he she
reports officially.

Determination of training expenses and refund of such expenses

{1} Any money spent on a Trainee's behalf by the Government of Guyana
will be considered part of his/her training expenses for the purposes of
the Training/Service Agreement signed between himself/herselfl and the
Government of Guyana,

(2) In the event of a breach of the Training/Serviee Agreement, a Trainee
will be called upon to refund the cost of his/her training with interest
al the prescribed rate.

Determination of total cost of training when financed by external
SOUrces

The amount spent by a donor Government or technical assistance agency in
respect of a training award will be added to any amount paid by the Govern-
ment of Guyana in connection with the same award, as specified in the
Training/Service Agreement. The total amounts expended by the donor
Government or technical assistanee agency and the Government of Guyana
will be the total cost of training,

Further training during contractual period of Training/Service
Agreement

A Public Servant who has not yel completed the contractual period of a
Training /Service  Agreement may, on the recommendation of hisfher
Permanent Secretary/Head of Department/Regional Executive Officer, be
granted further training by the Government of Guyana. The Public Servant
will, however, be required to complete the contractual period of that Agree.
ment before eommencing to serve the contractual period of the other
Training {Service Agreement.,

Resignation of bonded Trainee

(I} A bonded Trainee is expeeled to complete the relevant service require-
ment and will not be permitted to resign unless hejshe has refunded to
the Accountant General in full the training expenses as oullined in
Rules E26 and B27.

(2) Where a letter of resignation is received from a bonded Trainee, the
Permanent Secretary/Head of Department)Regional Executive Officer
shall immediately bring same to the attention of (he Ministry
responsible for Training.

Refund of training expenses upon dismissal

A Public Servant who is dismissed on aceount of grave misconduct during the
contractoal period of a Training/Service Agreement shall normally be requir-
ed to refund to the Accountant General the entire cost of his/her training,
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SECTION F
OFFICIAL WORKING HOURS AND CONDUCT

Official working hours

The hours of work of Public Servants are as sof oitl by the Public Serviee
Ministry in cireular No. 14/1986 dated 1986-05-28. No variations should he
effecled unless prior approval is received from the Permanent Secretary,
Public Service Ministry .

General Conduct

(1)  Public Servants shall conduct themselves at all titmes in such manner
that they do not bring the particular service of which they are mem-
bers, as well as the Public Service generally, into d isrepute,

(2}  Public Servants who commit offences specified in these Rules are liable
to disciplinary action as set out in “Section G - Discipline™,

Courtesy and Politeness

Public Servants shall not be discourteous or impolite to members of the staff
or to members of the public in the diseharse of their duties,

Drischarge of duties

Public Servants shall discharge the usual dutics of the post to which they are
appointed and any other related dulies that the Permanent Secretary [Head
of Department)Hegional Executive Officer or other duly authorised officer
may ab any ii_mc' call upon them to do.

Punctuality

Publie Servants are expecled to attend work punctoally in eomplianee with
Rule F1. Each Ministry /Department/Region  shall keep preseribed Lime-
keeping records to determine Lhe level of punctuality of its stafl for the
purposes of stall performance appraisal. Disciplinary action will be taken
againat employees who are habitually unpuclual,

Absence without leave or absence from the country without
permission

Public Servants shall nol absent themselves from duty without leave or
adequate excuse or leave the coundry without the written permission of (he
Permanenl Seerctary /Head of Department)Regional Exceutive Officer o
other duly authorised officer,

Diress
{1} Public Servants not provided with uniforms by Governmenl are expoct-
e to dress in a Lidy businesslike vel comforlable manner without
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any suggestion of either flamboyance or slovenliness. From time to
time, the Public Service Ministry may specify dress wenr that must not
be worn during official working hours as well as appropriate diseipli-
nary action against defaulters.

(2) 'The Permanent Secretary, Head of Department or Regional Executive
Officer is to ensure that the general standard of dress, especially atb
public counlers, reception desks or wherever members of staff come in
contact with the public, is such as to bring credit to the respective
agency.

Heleage of official information

Public Servants ave forbidden to divulge official information of a secret or
confidential nature where the duties do not require them to do 5o,

Access to confidential records

{1} Public Servants should not be allowed Lo have access to confidential
records relating personally to themselves,

(2} Execept the prior permission of the Permanent Secretary [Head of
Department/Regional Executive Officer has been obtained, Public
Servants should not be allowed access to records which have no direct
bearing on their official duties,

Gther employment activities during and outside of official work-
ing houry

(1} Though Public Servants are expected to devote full attention and time
to their work during official working hours, they may, with the per-
mission of- the Permanent Secretary, Public Serviee Ministry, be
engaged’ in other employment activities of & part-time nature,
whelher with or without remuneration,

(%} Public Servants shall not undertake paid employment outside of official
vorking hours unless prior approval is obtained from the Permanent
Secretary, Public Service Ministry, Such request will not be favourably
considered il such employment is likely to impair the efficiency and
usefulness of the Public Servant in hisfher job or conflich with the
interests of the Government,

{3}  Public Servanls are forbidden to render professional services Lo private
persons or firms and accept remuneration without the permission of the
Permanent Seeretary, Public Serviee Ministry,

Shares in Loeal Finmns, ete,

Mo Public Servanl mey hold shares in hisfher own name or have any interests
in any private company or partnership in Guyana, nor, except in hisfher
official capacity as a Public Servant, participate in the management of any
privale or public ecompany in Guyana withoul the express permission of



Iria

"3

F14

F15

Fi1 {Cont'd—F15

the Permanent Secretary, Public Service Ministry. Permission, however, need
not be obtained to hold shares in any public company or in any registered
co-operative society in Guyvana.

Acceptance of gifts/rewards

Public Servants are forbidden to receive any gift or reward from any member

of the public or group or orpanisation for official services rendered. However,

this is not intended Lo apply when a Public Servant is offered a gift or reward

by

{a} a representative of a foreign Government, on the oecasion of an official
visit to thal country;

(b} & community organisalion or social group in appreeiation of services
rendered by Lhe Public Servant;

{c) other Public Servants in the particular Ministry Department/Region
on the oceasion of his/her birthday, marriage, transfer or retivement.

Bribery
Publie Servants are forbidden lo —

{a) pay money or give gifts in consideration of favours;
(b} proffer or accept bribe for spevial favours.

Report of eriminal charge

A Public Servanl who is charged with a criminal offence shall repoct the
matter forthwith to  the FPermanent Secretary/Head of Department/
Regional Executive Officer, who, in consultation with or on the advice of the
Secretary, Public Service Commission, shall determine whether the Publie
Servant shall be interdicted from duty.

Public Servants and the Press

(1) Public Servants are [orbidden to be editors of newspapers or directly or
indirectly to take part in the management of newspapera. They are also
forbidden to contribute to any newspaper in Guyana or elsewhere on
questions which can properly be called political or administrative
though they may furnish articles upon subjects of peneral interest.

{2) Statements to the Press involving policy shall not be made by Public
Servants withoul the prior permission of the Minister concerned,

{3y Statements for publicalion involving factual or technical information
may be made by Permanent Secretaries/Heads of Departments and
other senior officers if authorised by the Minister concerned.

(4)  Whether on duly or on leave of absence, a Public Servant shall not
allow himself/herself to be interviewed on questions of puhlic policy
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or on matters relating to national security, unless his/her official dutlies
require him fher lo do so,

{3} Mo Public Servant may, withoul approval of the Minister coneerned,
make public or communicate to the Press or cause to be made public
or so communicated to the Press or to unauthorised individuals any
documents, papers or information which may come into his/her
possession in hisfher official capacity, or make private copies of any
such document or papers.

Broaidcast talks by Public Servants

16 Public Servants are forbidden to give broadeast talks or to engapge in any
discussion which {5 being broadcast on any subjeet which may propery be
rogarded as of a political or administrative nature without the prior per-
mission of the Minister concerned,
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Vacation leave and vacation allowance -- pensionable employees
Public Servants on the pensionable establishment are eligible [or vacalion
leave and vacalion allowance as set out in Appendix H1, This system of
annualised vacation leave was implemented with effeel from 1985-01-01,
inclusive. The poliey relating to Public Servanis appointed on the pension-
able establishment before 1985-01.01 is set oul in Public Service Ministry’s
circulars No, 13/1985 dated 1985-05-29 and No. 171985 dated 1985-08-06.

Qualifying period for new entrant after 1985-01-01

Public Servants appointed on the pensionable establishment after 1985-01-01
will, upon the completion of six ealendar months’ service, be eligible for
vacation leave at the rate of one day for each completed calendar month of
serviee up to a limit of 12 days. Any leave so granted should be deducted
from the amount which the employee will earn under the annualised
vacation leave system, bearing in mind the principle that such vacation
leave is granted in respect of the preceding year's service (see Hule H3).
However, proportionate vacation allowance in respect of the year of entry
will not be payable until after the completion of 12 calendar months’ service,

Vacation leave and vacation allowance based on preceding year's
geYVice

Vacation leave and vacation allowanee of pensionable employees are based
on the preceding vear's service and are to be regulated in terms of calendar
year.

Vacation leave to include Sundays and Public Holidays

Vacation leave of pensionable employees includes Sundays and Public
Holidays. In the case of employees who are now working a five-day work
week, vacation leave shall also include Saturdays,

Period 1st — 31st December to be excluded from vacation leave
Mo vacation leave is {o be granted to include the period 1st to 31st December.

Upliftiment of Vacation Allowance subject to grant of 21 days’
vacation leave

The upliftment of vacation allowance by a pensionable employee is subject
to the grant to him/her of & minimum qualifying period of 21 days® annual
vacation leave. Alternatively, upliftment will only be possible upon the
completion of an aggregate number of days totalling 21 days annual vaea-
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tion leave. Accordingly, when an employee applies for leave, every coffort
should be made, where possible, o grant the leave inoa manner that will
permil. himher Lo enjoy al least 21 days on ope oceasion, However, where
the exigencies of Lhe Service may not permil a very senjor officer to proceed
o leaye in the desived manner in any particular vear, the case should be
represented Lo the Public Service Ministry Tor consideralion and approval
for him/her Lo be granted Lhe vacalion allowanee,

Movement into higher leave calegory by virtue of increase in
salary

A Public Servant who moves into a higher leave category by virtue of an
incresse in salary will be eligible Tor vacation leave and vacation allowanee
in that catepory from e (sl day of the vear in respeet of which hejshe
lirst receives Lhe increased salary,

Higher leave catezory conditions to apply when acting or respon-
sibility allowance is being paid

A Public Servanl who continuously  performs the duties of one or more
higher posts and receives an acling or responsibility allowance or both
throughoutl a calendar vear, and whose substantive salary plas the acting or
responsibility allowance fall within the salary limits of a higher leave catepory
will be eligible for vacation leave and vacation allowance applicable to Lhe
higher leave catepory in respect of that calendar vear,

Payment in lieu of vacation leave to eslale of deceased Public
Servant

The estate of a Public Servanl wha dies in serviee shall be eligible for pay-
ment in Hew of wacation leave earned by him/her up Lo Lhe date of his/her
death, and any vacation allowance carned in respect of completed calendar
yvear(s'l service given by him/her,

Vacation leave for Public Servants on secondment

A Publie Servanl who is seconded (not with a view to tranafer) Lo any agencey,
service with wineh s deemed Lo be "other public serviee™ or “public serviee"
may choose vacalion leave conditions applicable either o his/her substantive
post or Lhose applicable Lo the post to which heshe bas been seconded, Such
apencivs  are lsted in Public Serviee Ministov's CircalarMemorandum
Moo PS6/0/18 dated 198504404,

Vacation throughoul Guyana

{1] A Public Servant due for vacation leave and entitled Lo vacation allow-
anee will be allowed Looutiliaze the allowanee far vacation Lravel Lhrouph-
oul Guyana, provided that he ‘she:

(i) submits to Lhe Aceountant General & detailed iinerary showing
the various destinalions and the period of stay al each plaee;
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(k) submils too the Aceountant General within one month of the
resumplion from vacation leave, receipts/bills and other docu-
mentation Lo verily Lhal the vacalion allowanee was utilised for
Lhve purpose lor which it was granted.,

{21 The employvee concerned must use Government-owned transport
services wherever these are available but it he/she bas his/her privately-
awned vehicle, a fixed mileage allowance based on Scale C travelling
rales  would be granted, Claims should be submitled for toll pate fees
and ferry bridge charges.

G The employee concerned may be granted an advance not exceeding
one month's salary in lerms of Rule L17, subject Lo the provisions
of a guaranior acceptable to the Accountant General, For particulars
reguired on guarantor, see Rule L20,

Vacation outside Guyana

(Ly Permanent  Secretaries/Heads  of  Deparlments/Regional  Exccutlive
Officers may  grant permission o Public Servants Lo spend  their
vaication leave or other shorl periods of leave of absence oulside
Giuyana, wilh a copy of the notilication being senl Lo the Accountant
General and Lhe Secretary, Public Service Commission, Approval of
the Permanent Seeredary, Public Service Ministry will, however, he
peeessary before  Permanent  Seerctaries/Heads  of  Deparlments/
Regional Execulive Officers can proceed on such leave of absence oul
af Lhe country.

(2)  Public Servants who spend a period execeding 21 calendar davs oul of
the counley shall Porfeil their vacation allowanee, whereas tiose who
spend 21 calendar days or less out of the country shall invest the
allowanee in “approved securities™, as specified from dime (o lime by
the Ministey ol Pinance,

Vacalion leave/vacation allowance upon separation from the
Publie Service

Upon separalion from the Public Serviee, Public Servants mav he grantee
vacation leave and vacalion allowanee as Tollows:

on retirement or dermination vacation leave and vacalion allow-
ol serviee at the anitialive of ance earned in respeel al any full
Lhe emplover {(ihal is. for vear's serviee, Proportionale vaca-
economie, structural or Lech- tion allowance earned in respecl of
nedegical reasons and reasons completed calendar months' service
aolher than those of serious al date of relirement or termination
miseconduel resulting in of service under Lhe cireumstances

clismissal) stated opposile.
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on  transfer Looan agency, vacation leave and vacation allow-
service with which is deemed ance earned in respect of any Tull
to be olher public service year’s  service and  proporlionale
or  Cpublie  serviee'  (such vacation leave only in respecl of
apeneies arve listed in Public completed calendar months” service
Serviee  Ministry's  cireular! in the vear of resignation.

memarandum Mo, PS: 1680718

dated 1985.04.04) vacalion leave and vacation allow-

ance earmed in respect of any Cull
year's serviee and  proportionate
vacation leave only in respect of
completed calendar months’ serviee
in the vear of transfer.

(dy  ondismissal —  Mil

Application for vacation leave

Public Servants should apply to their Permanent ScerelariesHeads of
Departments; Regional Bxecutive Officers for vacation leave al least 14 days
before the date on which they intend Lo proceed on such leave, Applications
should be in conformity with the approved leave rosler prepared al the
beginning ol each calendar year by Minisbries/Deparlments/Begions. In o
circumstances should a Public Servant leave hiser post or band over his/her
duties without prior approval of the applicalion,

Assumption of duty prior to expiration of vacation leave

Where a Public Servanl applies to return to duly before the expiration of
his/her vacation leave in order to suit hisher own convenience, the portion
af the leave Toregone will not be added to any fulure vacation leave bul will
be forleiled,

Deferred vacation leave

{1}  Publie Sorvanis who have applied for aod are reguired in writing 1o
defer their vacation leave in any calendar wvear may freatb this as
deferred leave and add il Lo Lhe vacation leave for which they are
eligible in the Tollowing vear,

(2} Mo Public Servant should be refused Uhe grani of vacation leave on the
pround of exigencies ol the serviee in lwo consecutive yvears, save in
pxeeplional  eircumstances  wilh  the approval eof the Permanent
Secretary, Public Serviee Ministry,

Replacement for Public Servant proceeding on vacation leave
In special eases wlere the duties of a Public Servant proceeding on vacation
leave are of such a nature that theyscannol be redistribuled among the other
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stall members, approval should normally be reguested at least six weeks in
advance for 4 replacement or acling appointment,

Vacation leave nol to be ulilised fowards training award of
Government

Public Servants in receipt of training awards from the Government of Guyana
shall not be required to contribute their vacation leave towards the training
effort, regardless of the duration of such fraining and whether the tralning
seasions are conduclted locally and/or overseas,

Leaving of private address at the Ministry/Department/Begion
before commencement of vacalion leave

Prior o proceeding on vacation leave, a Public Servant must indicate to
Lhe  Permanent Secretary/MHead of Deparlment/Regional Executive Officer
a private address (o which correspondence may be directed during his/her
leave, For this purpose, Guyana Embassies and High Commissions are not
considered as private addresses.

Vacation leave — non-pensionable (including Open Vote) em-

ployees

(1} Non-pensionable employees including persons in regular employment
who are paid salaries or wages Trom “open votes”, whether paid on a
monthly, forinightly, weekly, daily or hourly basis may be granled
14 days’ vacalion leave each calendar vear, A regular employee is one
who shall have been employed for not less than 225 working days in
ANy OnEe Year.

(2} To gualily Tor vacation leave, a non-pensionable employee must have
compleled a Mull “working year™ containing not less than 225 “working
davs”. A “working year” means the first 12 month period from the
date of employment and thereafter each subsequent calendar year,
“Working days™ means days for which the worker was paid (Holidays
with pay and any paid leave included). Where less than 225 days are
worked in each of bwo conseculive calendar years, these two years may
be regarded as one “working vear” for the purpose of leave il the
number of “working days™ in the two vears agpregate 225 days or
more,

(4} Vacation leave is not granted to a non-pensionable employee in pro-
porlion to the number of dayvs worked {that is, the employee cannot
be granted seven days’ leave in respect of 113 working davs nor one
dav in respect of 16 working days) exeept in the ease of resipnation
or refrenchment,

(4} Vacation leave earned by a non-pensionable emplovee may be de-
ferred in accordance with Rule 1116,
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Definition of **special leave”
“Special leave™ means leave granted to a Public Servant under special cireum-
stances, as sel oul in Lhese Hules, Such leave i3 not to be charged Lo the
employvee’s vacation leave cnlitlement, Special leave withoul pay may also
be relerved Lo ss “no pay leave™,

Special leave for writing examinations locally

Special leave wilh Tull pay notl exceeding seven days in a ecalendar vear may,
with the approval of the Permanent Seeretary/Head of Department Regional
Hxecutive Officer, be granted to a Public Servant Tor the purpose of wriling
examinalions locally. Such leave shall normally be confined to the half-day
periods during which examinations are being wrillen, The applicant shall
furnish satisfaclory documentary evidence when applying for such leave,

Special leave for urgent and unforesecable private affairs

Special leave with full pay not exceeding seven davs in a calendar year may,
wilh the approval of the Permancnt Secretary Head of Department/Regional
Execulive Officer, be pranted to a Publie Servant to enable him/her to attend
to urgenl and unforeseeable private affairs. As sueh leave is intended to be
distinet from vacation leave, the Pubiic Servant must satisCy the appropriale
authority thal Lhe request is in accordance with Lhe conditions sel oul above,
being required Lo give reason{s), for the requesl either in writing or orally.

Special leave for training in (i) Reserve, Guyana Defence Forcey

(i) Guyana People’s Militia

{1)  Public Servants enlisted in the Reserve, Guyana Defence Foree should
be released from duly for Lraining when reguived , as follows.

(a)  when embodied for full-time serviee; and

(] annually {annual camp or course ol instructions in lieu of
10— 14 days and additional training o up to 12 days),

{2y During periods of lraining under {a) of parageaph (1), the employees
shall receive either Lheir civil pay or their army pay, whichever is Lhe
prealer, Those whose civil pay is greater shall be paid, in addition to
their military pay (exclusive of allowances, if any), such portion of
their civil pay as will bring their tolal emoluments from public funds
up Lo the total of their civil pay.

(4} Buring pericds of tmining under (b)) of paragraph (1}, the employees
shall receive bolh their civil and military pay,

(4} The provisions relating to (b) of paragraph (1) will also apply Lo all
employees who are members of the Guyana People’s Militia.
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Special leave to attend conferences of recognised associations
H25 Special leave with Tull pay not exceeding 12 working days in a calendar vear
may, with the approval of the Permanent Scevelary/Head of Department)
Regional Bxecutive Officer, be granted to a Pablie Servant wlho has been
selected as a delegate to attend conferences of recopnised associations,

Special leave to attend meetings of recognised Trade Unions/Staff
Associations catering for Public Servants

H26 (1)

Special leave with full pay not exceeding 12 working days in a calendar
wear may be granted to Public Servants who hold the offices of
President, Seecrefary, Assistant Secrelary, Hranch President, Branch
Secretary, members of Grievance Commiltees, members of the Cenlral
Executive and Shop Steward in recognised Trade Unions!/Staff Assoeia-
tions catering for Public Servants for the following purposes:

[a}  attending ordinary, emergency or special meetings and delegates’
conferences, and

(b} dealing with maiters of an industrial relations nature,

The [acility is not applicable to the Shop Steward in the Transport and
Harbours Department (where adequate arrangements are in force for
those functions to be carried oul by sectional Tnion Officials).

The leave is to be granted on the lollowing conditions:

fa)y  each  Union/Association  should submit to the Permanent
Secretary Head  of  DeparlmentlRegional  Executive Officer
coneemed, & list of names of Public Servants in the Ministry,
Department/Region who are office bearers in the Organisation’s
Executive body and those who  hold offices such as  Dranch
Secretary and Shop Steward, to whom special leave [or fime-
aoff} should be granted. Any chanpges in the list(s) should be
notified as soon as possible alfter such changes ocour;

(by an application for the grant of special leave {or time-ofl) on
behall of the Public Servants involved should be made to the
Permanent Secretary/Head of Deparlment/Regional Fxeculive
Officer concerncd by the Secrotary of the particular Union)
Association well in advance, normally not less than three days
before the date lor which special leave {or time.olT) is required ;
and

[e]  the Public Servant coneerned should not leave his'her post before
the approval of the Permanenl Secretary/Head of Department)
Regional Exceutive Officer or alher duly authorised officer is
obtained. However, in emergencies such as Executive meelings
summoned in an emergency, or the occurrenee of disputes
requiring urgent investigation by Union Officials, applications
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for special leave (or lime-off} may be granted by the Supervisor
of the Public Servani concerned; such approval in respoct of
monthly paid employees only, to be reported immediately to
the Permanent Secrctary/Head of Department | Regional Dxecu-
tive Officer,

{4} For the purpose ol this Rule, “time-off” involving absence from duty
for hall a day or longer will be regarded as special leave,

Special Leave to participate in cultural activities

Special leave wilh full pay not exceeding 12 working days in a calendar vear
may, with the approval of the Permanent Seeretary/Head of Department,
Regional Executive Officer, be pranted te a Public Servant who has heen
selecled by the appropriate national aulhorities o participate in eultural
activilies, e.g., music, art, dance, drama, poetry,

Special leave to represent Guyana or the West Indies in inter-
territorial or international sports

Special leave wilth full pay may, with the approval of the Permanenl
Secretary /Head of Department/Regional Execulive Officer, be granted (o a
Public Servant who has been selecled by the appropriate national authorities
to represent Guyana or the West Indies in inter-terdtorial or international
sports,

Special leave to atlend training courses for seminars in Trade
Union and/or Co-operative Education

Special leave with full pay nel exceeding one month (31 days) in a calendar
Year may,with Lhe approval of the Permanent Secretary /Head of Department/
Hegional Executive Officer, be granled to a Public Servant to atlend training
courses in Trade Union and/or Co-operative Eduealion and other disciplines
as may be approved from lime to time by the Permanent SBecretary, Public
Service Ministry,

Special leave for recuperation after hospitalisation

A Public Servant who has been hospitalised to undergo a surgical operation or
to be treated for some serious ailment and who has been recommended Tor
further leave on discharge for the purpose of recuperation may, with the
approval of the Secretary, Public Service Commission, be granted up Lo a
maximum of one moenth {31 days) special leave with full pay in a calendar
vear, This period Is not to be charged against any leave which the Public
Servant may normally be granted on medical grounds,
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Special leave for maternity purposes
(1) A female employee who has not less than one vear’s service may be
granted maternity leave as follows:

{a} thirteen weeks' special leave on parl salary (ie., the difference
between substantive salary and National Insurance Scheme
maternity benefits). Such leave may commence not earlier than
six weeks before the week of confinement, bul may be laken in
majority after confinement; and

(b} in addition to the special leave sl (1) above and without produe-
ing a medical certificate in respect of illness caused by some
complication of or unconnected with her prepnancy and/or
confinement, such special leave as she may request without
pay, bul not cxeceeding three weeks on any one oceaslon,

(2) In a case where an employee has less than one year’s service, the period
of maternity leave shall be without pay.

{3) There is no restriction fo the number of oceasions on which maternity
leave may be granted to a female emplovee, whether married or not.

{4) Maternity leave granted in any wear shall nol preclude the employes
from enjoying vacation leave in the same vear,

{#)  Permanent Seeretaries/Heads of Departments/Regional BExeculive
Officers are asked to note that an employee who is pranted maternity
leave in accordanee with this Rule will not qualify for full salary in
any circumstances during the 13-week period of leave whether the
emplovee is eligible for the paymenl of Malional Insurance bencfits
or not. Only part salary shall be payvable.

Special leave on compassionate grounds

Special leave on compassionale grounds, with or without full pay, may be
granted to a Public Servant with the approval of the Permanent Secretary,
Public Serviee Ministry .,

Special leave on the ground of public interesi

Special leave with full pay on the ground of public interest may, with the
approval of the Permanent Secretary, Publie Serviee Ministry, be granted lo
a Public Servant upon the recommendation of the Permanent Secretary /Head
of Department/Regional Executive Officer.

Special leave on religious grounds

Special leave without pay on religious grounds may, with the approval of the
Permanent Secrelary /Head of Depariment/HRegional Executive Officer, be
granted to a Public Servant who is of the belief that hefshe must not work on
any particular day In the work weelk.
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Time-off to attend meetings of Local Authoi_cies

Public Serfants who are members of Local Authorities and who cecasionally
are required to attend to Council matters during official working hours may,
with the approval of the Permanent Secretary {Head of Department/Regional
Executive Officer, be granted time-off for this purpose, The applicant is
required to produce valid documentary evidence thal hefshe iz required to
attend such meetings.

Time-off to attend Court

(1) A Public Servant who is required to attend court as a witness on behalf
of the state shall be granted appropriate fime-off by the Permanent
Secretary/Head of Department/Hegional Executive Officer or other
duly, authorised officer.

{2) Time-off i not granted to enable a Public Servant to attend court as a
witness for the defence or as a defendant in a civil or eriminal matter,
Such absences from duty should be covered by vacation or no-pay leave,

Record of leave pranted

Permanent Secretaries/Heads of Departments/Regional Executive Officers
shall cause to be kept in their Ministries/Departments/Regions a permanent
and centml record of all leave — vacation, special, sieck — granied to staff in
their respective organisations.

Notification of overstay of leave

(1) When & Public Servant due to return to duty has failed to do so, the
Permanent Secretary/Head of Department/Regional Executive Officer
ghall submit an appropriate report to:

{a) * Permanent Secretary, Public Service Ministry; and
{b) Secretary, Public Service Commission.

{2) A Public Servant who fails to return to duty at the proper time without
justifiable excuse is Hable to disciplinary action.

Notification of impending absence from Guyana on duty

Permanent Secretaries/Heads of Departments/Repional Executive Officers
must notify the Hermanent Secretary, Public Service Ministry of the name
and post of any Public Servant who will be absent from Guyana on duty,
whether as 8 member of, or officer to, an officlal delegation or otherwise,
Such notification should be submitted prior to the employee’s departure and
should be copied to:

{a) Permanent Secretary, Office of the Prime Minister; and
(b} Secretary, Public Service Commisslon.



APPENDIX H1

ANNUAL ENTITLEMENT OF
VACATION LEAVE AND VACATION ALLOWANCES
TO PENSIONABLE EMPLOYEES

LEAVE CATEGORY VACATION LEAVE VACATION
FER YEAR ALLOWANCE
FER YEAR

A& — Salary from $1,374.45 42 days $1,733.00
per month

B — Salary from $975.97 per 35 davs 5 825.00
month to 51,374 . 44
per month

0 — Salary from $768.07 per 35 days $ 525.00
month to $975.96 per
month

I — Salary from $624.85 28 days $ B75.00
per month Lo $TAE.0G
per month

E — Salary under $624,856 21 days $  B0O.OD
per month

NOTE: The abovementioned qualifying  salary  limits  (effective  from
1986-01-01) are in respect of leave to be taken in 1987, These rates are
subject Lo chiange whenever salaries are revised Lhroughoul Lhe Public
Service, The gualifying salary limils which were effeclive from
1986-01-01, i.e., the date of implementation of the annualised vacation
leave system, are set out in Public Service Ministry's circular No.
21986 dated 1986-01-14,
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J 2

SECTION 1 I1—I2

TRAVELLING AND SUBSISTENCE ALLOWANCES

AND TRANSPORT EXPENSES

Definition of “fixed commuted travelling allowance™

A fixed commuted travelling allowance means an allowance pavable to a
Publie Servant for the upkeep of a motor car, molor eycle, auto eyele, bicyele
or other means of transporl owned by him/her or at his/her full disposal, and
used in the performance of his/her official duties, The pavment of such allow-
ance o any category of employee is subjecl to the prior approval of the
Permanent Secrelary, Public Service Ministry,

Motor car travelling allowances

(1)

(2)

(3}

(4}

A Scale ‘A’ travelling allowance, which comprises a fixed commutod
allowance per month and & mileage rate (see rales at Appendix J1) is
payable 1o Public Servants who travel extensively by motor car in the
performance of their official duties. Pavment of this allowanee s sub-
ject to the employee's position being listed by the Permanent Secretary,
Public Service Ministry in clreulars issued from time to time as one
qualifying for payment of such allowance at either the Scale ‘A* upper
or Seale "A” lower rate. It is the duty of Permanent Seeretaries/Heads
of Departments/Hegional Executive Officers to ensure that the rate of
allowance paid in each case accords with the allowanee approved by the
Public Serviee Ministry and not simply in accordance with the engine
capacity {ce) of an officer’s car,

A Seale B’ travelling allowance is a mileage rate allowanoce (see rate at
Appendix J1) pavable Lo Public Servants who own motor cars and who
are permitted by their Permanent Secretaries/Heads of Departments/
Regional Execulive Officers to use them on official business as the need
Aarlses.

A Scale ‘C' travelling allowance, which comprises a fixed commuted
allowance per month and o mileage rate (see rates at Appendix J1) is
payable to Public Servants who ave expected to keep cars for official
usé but who do not travel extensively, Pavment of this allowanee is
subject to Lhe employee's position being listed by the Permanent
Secretary, Public Service Ministry in circulars issued from time to time
as one qualifying for payment of such allowance,

Permanenl Secretaries/Heads of Departments)Hegional Executive
Officers shall be paid a special fGxed allowance, as guantified at
Appendix J1, in cases where such officers are not already in receipt of
a higher rale of allowance or the facility of a Sate car. This allowance
is intended lo cater for all travelling needs in the Greater Georgetown
area fogether with an amount of approximately 100 miles per month
outside of this aren. Where the nature of the duties of some Permanent
Secrelaries/Heads of Departments require travelling in excess of this
ceiling, Ministerial/Departmental transport should be used where avail-
able, In cases where such an arrangement may not be possible or
practicable, a request may be made to the Permanent Secretary, Public
Service Ministry for the particular officer to receive a Scale ‘O fravel-
ling allowance instead,
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Motor cyclefauto eyelefbicyele travelling allowances
{1)  The payment of travelling allowance to Public Servants for continuous
official use of their motor eydes or auto eyeles is subjecl to the prior
approval of the Permanent Secretary, Public Service Ministry. The
approved rates are speeified at Appendix J1.

{2) Public Servants who use their bicyeles in the performance of their
official dulies may, with the approval of their Permanent Secretary
Head of Department Hogional Executive Officer, be paid a fixed
commuted travelling allowanee at the rate specified at Appendix J1.

Occasional travelling by Public Servant authorised to use motor
cyclefauto cyelefbicyele

Fixed commuted travelling allowances for the use of motor eycles, auto
eyeles and bieyeles will not normally be paid to Public Servanis who {ravel
leas thun 150 miles per month on duty. However, Public Servants who travel
oceasionally on duty and are authorised to use their own molor eyveles, auto

eyeles or bicyeles for Lhis purpose will be paid allowances at the mileage rates
set ont in Appendix JI.

Use of auto cycle instead of bicycle

A Public Servant who is eligible for the payment of a bicycle allowance, as
a condition of service, for the use of such vehicle in the performance of
his/ner official dulies, bul who is required to travel more than 9 miles per

day excluding home to office iravelling may, with the approval of the
Permanent Secretary, Public Service Ministry:

{a}  be permitted to use hisher auto cyele and be paid an auto eyele
allowanes;

(b) be pranled an advance to purchase an auto cycle or to repair such
vehicle,

Rate of travelling allowance when acting in higher past

A Public Servanl. who is appoinled to act in a higher post shall be eligible for

travelling allowanee applicable (o the higher post on condition that Lhe

criterin for payment of such allowancs are satisfied,

Payment of travelling allowance during short periods of ahsence

Travelling allowances are authodsed in respect of posts and not individuals,

Where the duties of the post in respect of which an allowance is granted are

not performed, the allowance shall not be claimed for such periods. The

allewance may however be paid in cases of:

fa}  sick leave for a conlinuous period not exceeding 31 days in any
chlendar year;

{b)  recupertive leave not exceeding 31 days in any calendar year:

{e}  deferved annual leave earned prior to 1984-12-31, not exceeding 31
days in any calendar year:

{d) annual vacation leave (i.e., leave earned from 1985-01-01, onwards)
nol exceeding 42 days in any calendar vear:

ie)  deferred annual vaeation leave to a maximum of 42 days in any
cilendar year: and
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{f} absence from the country on a duty assignment. Attendance at short
courses of tralning andfor seminars which is elassified as “duly™ in
tesms of Rule B3 are covered by this sub-paragraph.

Payment of travelling allowance on transfer or change in appoint-

ment

(1) A Publie Servant who s transferred from a posilion, lo which is
attached a fixed commuted travelling allowance, to one in respect of
which such an allowance is nol payable, or is payable at a reduced rate,
may continue to receive the commuted allowance attached to the posi
from which he/she was transferred for a period not exceeding three
months, or lo the dale on which he/she sells the vehicle, whichever is
earlier,

(2)  Where as a resuli of a change in his/her appointment, a Public Servant
in receipl of a fixed commuted travelling allowance will no longer be
eligible to receive it, the Permanent Secretary, Public Service Ministry
may authorise the continued payment of the allowance bevond the
three months’ limit as specified in paragraph {]J, in the special cireums-
slances of any particular case.

Home to office travelling

A Public Servant is not eligible for payment of travelling allowance for

journeys between hisfher home and office execept in eases where such

journeys are mede outside of official. working hours and the Permanent

Secretary (Head of Department/Repional Executive Officer certifies that it

was necessary for each journey to be undertaken in the public interest. This

prineiple, however, does not apply in the case of an officer in receipt of a

Scale 'C" travelling allowance travelling within the boundaries of Greater

Georgetown or New Amsterdam, if the officer is based there,

Travelling allowance — Magistrates

{1) Magistrates assigned to Courts {in country districts only) where facil-
ities for ealing lunch are nol available and which courts are situated
eight miles or less from their residences will be paid a mileage allowance
in addition to the allowanee for travelling on duty, for a distance not
exceeding 16 miles daily in respeet of one relurn trip (Court fo
residence} for actual travelling done during the luncheon adjournment
of courts,

{2} Magpistrates assigned to Courts (in eountry distriets only) which are
sltuated more than eight miles from Welc esidences will be paid sub-
sistence allowance in accordance with Rule J25.

Travelling allowance — members of Statutory and Ad Hoc Boards,

Committees and similar bodies

(1) Members of Statutory and “Ad Hoe' Boards and Committees, Wages
Councils and similar bodies (including Public Servants who are not in
receipl of fixed commuted travelling allowanees in respect of their
substantive duties) who use their own motor cars for teavelling on the
business of such bodies will be paid travelling allowances al the Seale
‘B rate {prescribed al Appendix 41) for such travelling,
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(2)  Members of Public Boards and Committees who do nol own motor
cars shall be reimbursed the reasonable cost of fares on occasions when
they attend meetings of, or execule business related to, their respective
Boards or Committees.

(3) Persons to whom paragraphs (1) and (2) apply will also be eligible
for subsistence allowance in terms of Rule J17,

Chauffeur Allowance

Public Servanls who are required to be mobile in the performance of their
official duties and who, it is cobsidered, should be [ree from the mental
exertion of driving their motor cars may, with the approval of the Permanent
Secretary, Public Service Ministry, be paid a Chauffeur Allowance at the
rate prescribed from time to time,

Horse Allowance

A Public Servant such as a Ranger, who uses a horse in the performance of
his/her official duties may, with the approval of the Permanent Secretary,
Tublie Service Ministry, be granled an allowance ab the rate prescribed from
Lime Lo time.

Motor boat Allowance

Public Servants in riverain areas who use their motor boats in the perform-
ance of their official duties may, with the approval of the Permanent
Secrelary, Public Service Minisiey, be granted an allowance al the rate pre.
seribed from time to time.

Submission of travelling claims

{1) Public Servants eligible for travelling allowances in respeel of the use
of their own cars, motor eyeles, aulo cycles, molor boats, bieyeles are
reguived to submit claims monthly on the preseribed form i.e., General
No. 25 (Revised).

(2) Public Servants who are in receipt of Lravelling allowances, who may,
on occasion, use Governmenl vehicles in the exeeution of their official
duties, are precluded from including such mileage in their travelling
claims.

Half-yearly Returns of mileage travelled

The fixing of the mileage ceiling in respect ol each travelling position in a
Ministry/Department/Region 15 the responsibility of the ‘I’mmaqenl,
Secretary /Head of Department/Regional Execulive Officer, who is required
to submit Ewice annually Lo the Permanent Secretary, Public Service Ministry,
within three weeks of 30th April and 31st October each year, a Return (on
the prescribed form) showing the ceiling alloealed to each post and the
monthly mileage covered over the preceding six months by the Public
Servants holding these posts. In addilion, a Return showing the cellings
allocated each post should be forwarded to the Accountant General and
Audilor General not later than 15th January each vear.
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Definition of “subsistence allowance™

“Subsistence Allowance' is an expense allowance payable Lo Public Servants
who are reguired o work for shorl periods away from their base and who as
a consequence have to incur expenditure for lodging and meals,

Rates of subsistence and out-of-pocket allowances
The rates for lodging and meals as well as for out-of-pockel allowance are

set out in Appendix J2. The out-of-pockel allowance, however, is payable por
night only when sleeping away from home is involved.

Out-of-pocket allowance to Public Servants attending approved
residential courses

Public Servanls who attend approved residential courses in institutions where
lodping and meals are provided are not entitled to payment of subsistence
allowance, However, an out-ol-pocket sllowance at the rate specified in
Appendix J2 §s payable for' each night they are required fo sleep away from
home.

Addilional allowance for field or camp conditions
(1) In addition to subsislence (lodging and meals) and out-of-pocket
allowance, a Public Servant who is reguired Lo work and live under
field or camp conditions shall be entitled to an additional allowanee as
sel oul in Appendix J2.
{2)  Field and camp conditions are defined as:
(2}  Field conditions:
Where Public Servants are required to do surveys (e.g., forest,
geological) or any other official duties in an area in which there
is no Governmeni Rest House or hotel which in the opinion of
the Permanent Secrelary /Head of Depariment/Regional Execu-
* tive Officer should be used as a base of operations.
ih) Camp conditions:
Where Public Servants are required o do surveys (eg., forest,
geological) or any other official duties in an area in which there
is no Government Rest House or hotel, where they are remote

from built-up areas, and are required to live under canvas, in vest
shelters, ar logies, which may be arvailable in such arcas.

Subsistence, camp and field conditions allowances to Public
Servant in receipt of stalion allowance

In cases where the conditions set out in Rule J20 apply to an emplovee in
receipt of a station allowance, the emplovee may be paid field or camp
conditions allowanee in addition to the subsistence and out-of-pocket allow-
ances under the Rules poverning the payment of these allowances, for
travelling within or withoul the limits of his/her district, notwithstanding
that he/she is being paid a station allowanece.
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Payment of actual reasonable expenses for meals and lodging in

Lieu of subsistence allowance

(1) A Public Servant assigned duties away fram base may, in lieu of sub-
sistence allowance, be reimbursed actual reasonable expenses in respect
of meals and lodging, subject to the presentation of valid receipis
andjor bills, or honour cerfificates where receipls or bills are not
normally provided. In this regard, the facilities of Regional Rest /Guest
Houses muost first be ulilised by Public Servants. Only where these are
not available, recourse may be had to hotels and/or private accommoda-
tion, It is the duty of Permanent SecretariesHeads of Departments!
Regional Executive Officers to ensure Lhal officers falling under their
control not only seelk prior approval for each trip to be undertaken,
but also that the mode of travel and places of accommmodation arve
approved with a view to effecling economy in costs,

{21 In addition to actual reasonable expenses, the Public Servant will be
eligible for the payvment of out-of-pockel allowanee for each night
hejshe sleeps away from home in terms of Rule J18.

Subsistence allowance in cases of temporary assignment of duties
away from base

A Public Servant who is temporarily assigned duties away from base may be
paid subsistence allowance {lodging and meals) at the prescribed rates (see
Appendix 2} Tor a period of up to four (4) months, on the authority of
the Permanent Secretary/Head of Department/Regional Execulive Officer,
Out-of-pockel allowance is not payable. For periods in excess of four months,
the prior approval of the Permanent Secrelary, Public Serviee Ministry must
be obtained,

Subsistence allowanee in cases of transfer at short notice

A Public Servant who is transferred with less than one month’s notice and
who is required to change resldence as a consequence shall be eligible for Lhe
payment of subsistence allowanee (lodging and meals) for a period of Lwo
months from the date of transfer, or until accommodation is found, which-
pver is earlier, Out-of-pockel allowance is not payable.

Subsistence allowance for travelling within districk

Distriet officers shall be paid subsistence allowance for absences from their
base for six hours or more, when travelling within the limits of their districts,
even though sleeping away from their homes is not invelved, subject to the
usual cerlificate from their Supervisors as to the necessity for the prolonged
absenee, Where the officer has no Supervisor, an honour certilicate must be
giver,
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“alculation of subsistence allowance
For the purpose of the calculating of subsistence allowance:

{a)

(b)

{e)

an absence of six hours or more and up to twelve hours will count as
one-hall (Y4) of a day;

an absence of over 12 hours and up to 24 hours will count as a full
day, provided that in cases where a Public Servant is required to sleep
away from home, the full day shall be allowed even though the absence
may not be more than 12 hours;

every hour in excess of the first 24 hours will he counted as one
fwenty-fourth (1/24th) of a day {l.e., on a proportionate basis).

Payment for travelling time outside of official working hours

(1)

(4

A Public Servant normally eligible for overtime who is paid subsistence
allowance as a result of a temporary posting away from his/her base will
not be paid overtime in respect of time spent intransit from his/her
place of temporary assignment. However, the Public Servant who does
not qualify for subsistence allowance because he/she does not spend a
minimum of six hours away from his/her base should, in addition to
normal pay, be paid hall his/her normal hourly rate for travelling
Lime outside of hisfher novmal official working hours,

Publie Servants who are required to travel officially during their normal
working hours shall be paid their normal wage/salary In respect of the
travelling time,

Allowance payable to Public Servants attending External Con-
ferences

Public Servanis traveling on duly to attend Conferences held outside of
Guyana shall be pajd:

(a)
(b)
(e)

actual hotel expenses (lodging and meals only),
repsonable transporl expenses on duty; and
an out-ol-poclket allowanee at the rate prescribed from time to time.

Submiission of subsistence claims

All elaims for subsistence allowanece shall be made on the prescribed form,
ie,, General No. 4 {Revised), and shall be accompanied by the relevant
supporling certificates and documents specified at Rule J22 {1).

Definition of “transport expenses”

Iil’ll

ransport expenses” are expenses incurred by a Publie Servant for lravelling

on official duly,
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Eeonomy in mode of conveyance

Public Servants travelling on duty shall be reimbursed the cost actually in-
curred up to the limit provided for in these Rules, The poverning principle
in determining itinerary and mode of conveyance shall be economy to the
Publie Service. Expensive means of transport may be authorised only when
it is in the public interest that a journey be completed in the shorlest possible
time. In this connection, Permanent Secretaries/Heads of Depariments,Re-
gional Executive Officers should ensure that employees travelling on duty
utilise Government Transport Services as far as possible,

Use of official transport

Official transport where provided shall not be used by Public Servants for
private purposes.

Use of hire cars and departmental vehicles

A Public Servant who is required to travel officially by hire car or depart-
mental vehicle shall complete the prescribed form (i.e., General No. 85)
which should be signed by the Permanent Secretary/lead of Department/
Regional Executive Officer or other duly authorised officer. To avoid exces-
sive charges for waiting time, the Publie Servant should ensure that periods
of waiting are as short as possible, On completion of the journey the form
shall be surrendered to the chauffeur of the vehicle,

Hire of privately-owned launches

The authority [or the hire of privately-owned launches for official purposes
shall rest with the Permanent Secretary/Head of Department/Regional
Executive Officer who should approve such hire only where he/she is satislied
that the launch services of other Ministries/Departments/Regions are nol
available,

Reimbursement of steamer fares and toll charges

A Public Servant travelling on duty, who is reguired to fransporl his/her
vehicle by stenmer shall be reimbursed the cost of such transportation al the
ordinary tariff rates. Expenses incurred for toll charges (highway /bridge) shall
also be refunded,

Reimbursement of removal expenges on transfer or upon change

of residence

{1) A Public Servant who is transferred (not at his/her own request or as a
result of disciplinary aclion) from one location to another, or is re-
quired, in the interest of the Public Service, to change his/her residence,
shall be reimbursed actual reasonable expenses (as defined in Rule J37),
including subsistence allowance while he/she is actually intransit. Simi-
lar payment shall also apply in respect of a prior visil to Lthe new loca-
tion.

{2) A Public Servant who is transferred at his/her own request orasa result
of disciplinary action, is required to meet the entire cost of the transfer
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expenses. The Permanent Seeretary, Public Service Ministry may autho-
rise a waiver of this requirement in the speeial circumstances of any par.
tieular case.

Definition of “actual reasonable expenses”

The term "actual reasonable expenses’ in Hule J36 shall include the transport
expenses for the Public Servant, his‘her spouse and children and not more
than two domeslic helpers, provided they travel with the Public Servant or
follow within six months of the date of his/her transfer, The following
charges are also refundable by the Ministry/Department/Repion to which
the Public Servant is heing transferred:

(i} porterage and conveyance ol baggage from home to the new residence.,
Government-owned lorey facilities should be used, whenever available;

(ii) handling charges en route;
{iii} freight by air, sleamer, or lorry; and

{iv) bagging and wrapping expenses (see Appendix J3). This item must be
shown separately on the claim,

Expenses additional to those normally payable for removal ex-
penses

Approval to incur expenditure additional to that which is normally payable
for removal, e.g., pavment of subsistence allowance where housing accommo-
dation is not immediately available, must be sought from the Permanent
Seerctary, Publie Service Ministry before the fransfer or removal of a Public
Servant is effected,

Submission of claims for transport expenses

All ¢laims for transport expenses shall be made on Lhe prescribed form, ie.,
General No. 4 (Revised ), and shall be accompanied by the relevant supporting
certificates and documents,

Internal schedizled flights

The use by Publie Servants of internal scheduled air services shall be at the
discretion of Permanent Secretaries/Heads of Departments/HRegional Execu-
tive Officers. The latter should satisfy themselves that the use of such service
is justified in the public interesd,

Charter Flights

(1) Mo charter flighl for official travelling should be arranged unless the
Permanent Secretary /Head of Department/Regional Executive Officer
of the Ministry /Department /Region concerned is satisfied that in the
public interest the journey should be undertaken and that it eannot be
effected by other means at less cosl Lo Government.

{2} When a charler flight is being arranged, the Ministry/Department/ Re-
gion sponsoring the flight shall endeavour to have the spare seats and/
or accommodation utilised by other Ministries/Departments, Reglons
and for members of the public on payment.
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Al applieations by Ministries/ Departmenis/Regions for charter of
aireraflt 1o make special [lights shall be addressed 1o the Permanent
secretary, Ministry of Transport and shall include full parliculars con-
cerning the flight and the number and names of Public Servanis
travelling,
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RATES OF VEHICULAR TRAVELLING ALLOWANCES

MOTOR CAR ALLOWANCES

(&)

{b)

)

Seale A" Hafes

{i}  Secale “A" Upper — Fayable to Public Servants who travel extens-
ively and who hold posts which require the use of motor cars
1400ec and over
A fixed commuted allowanee of $658.00 per month plus a
mileage allowance of T8e. per mile,

{ii}  Seale “A" Lower — Payable to Public Servants who travel extens-
ively and who hold posts which reguire the use of motor cacs
under 1400¢e
A fixed eommufed allowance of $536.00 per month plus a
miloage aliowanee of 68e. per milé,

Seale “B" Rate — Payable to Public Servants who travel occasionally
A mileage allowance of $2.09 per mile regardless of engine eapacily,

Scale “C"” Rate — Payable to Public Servants who are expected to keep
cars Tor official use but who do not travel extensively

A fized commuled allownnee of $418.00 per month plus a mileage
allowanee of $2.08 per mile for all Lravelling done outside the bound-
aries of Greater Georgetown or New Amsterdam (if the officer is based
there}. For the purposes of this Rule, the Greater Georgelown and
New Amslerdam areas are as Tollows:

Greater Goorgetown
On the North — By Lhe Atlantic Ocean;

On the Bost — By the eastern boundary of the Company Path on lhe
pastern side of Plantalion Cummings Lodge (West of Ogle Air-
sitip Road);

On the South — By the southern boundary of Agriecla (north of Eccles
Bridge}; and

(i the West — By the right bank of the Demerara River.

New Amsterdam
On the North — By the Canje Hiver;

(i the Bast — By the eastern boundaries of Smythfield Moont Sinai
and Overwinning;

On the South — By common boundaries between Overwinning, Provi
dence and (Hasgow with New Doe Park and Doe Park; and

O the West — Parlly by the westerm boundary of Glusgow and parily
by the Berbice River,
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APPENDIX J 1 (Cont’d)

Special Fixed Allowance for Permanent Secretaries/Heads of Depart-
ments

A special fixed allowanece of $625.00 per month to Permanent
Secretaries and Heads of Departments, in cases where such officers are
not already in veceipt of a higher rale of allowance or the facility ol a
State car,

MOTOR CYCLE ALLOWANCES

(i)

(if)

Pavable to Public Servants who hold posts which require the use of
molor eyeles 2500 and over

A fixed commuted allowance of $180.00 per month plus a mileage
allowance of 35c. per mile.

Payable (o Public Servants who hold posts which require the ose of
motor cyveles over B5ce but under 25{0¢ce

A fixed commuted allowanee of $175.00 per month plus a mileage
allowanece of 27e, per mile,

AUTO CYCLE ALLOWANCE

A fxed commuted allowance of S116.00 per month plus a mileage allowance
of 22¢. per mile,

BICYCLE ALLOWANCE
A fixed commuied allowance of $40.00 per monlh,

FOR OCCASIONAL TRAVELLING BY MOTOR CYCLES,
AUTO CYCLES AND BICY CLES

()
(i)
(iii)

Mator cyele —  5le. per mile
Auto cyele = 28c. per mile
Bicyele £z 18c. per mile
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HATES OF SUBSISTENCE, OUT-OF-POCKET, CAMP
AND FIELD CONDITIONS ALLOWANCES

Circumstances/Conditions

(1)

(i)

(i)

(iv)

{v)

(vi)

{vii)

Absenee from base for one day
(24 hours) and over

Abhsenes from base [or over 12
and up to 24 hours involving
gleeping away from home

Ahbsence from base for over
12 and up to 24 hours not
involving sleeping away from home

Ahsence from base for a minimum
of 6 hours and up to 12 hours

Temporary posting in terms of Public
Service Rule J23 or transfer In aceord-
anee with Public Service Rule J24

Work carried oul under camp conditions

Wark carried out under field conditions

Rates of Payment
540.00 (Lodging) plus
540.00 (Meals) plus
£5.00 (Out-of-pocket)

B40.00 ( Lodging) plus
540,00 (Meals) plus
5,00 {Out-of-pocket)

$40.00 (Meals)

$20.00 {Meals)

F40.00 | Lodging) plus
4000 {Meals)

$A0.00 (Meals) plus
55.00 (Oul-of-pocket) plus
#10,00 (Camp)

540,00 (Meais) plus

§5.00 (Qut-of-pocket) plus
$5.00 {Field)

APPENDIX J 3

Amount allowed for Bagging and Wrapping Expenses

{1) Where Public Servant is transferred within the cosstal belt

A sum not exceeding $50.00

(2) Where Public Servant is transfermred to or from an Interior District

A sum nob exceeding $100.00



SN K — ALLOWANCES OTHER
THAN TRAVELLING AND
SUBSISTENCE
ALLOWANCES




o b

oo =3 O =

i
(=

11
12
K13

EEmERERAEARARARRR

SECTION K

ALLOWANCES OTHER THAN TRAVELLING

AND SUBSISTENCE ALLOWANCES

Acting Allowance

Duty Allowance

Responsibility Allowance

House Allowance

Standby Allowance

Owertime Allowance

Meal Allowance

Risk Allowance

Allowance in lieu of consultation and for private practice
Uniform Allowance

Telephone Allowance

Tax-free non-pensionable Duty Allowance

Station Allowance
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SECTION K

ALLOWANCES OTHER THAN TRAVELLING
AND SUBSISTENCE ALLOWANCES

Acting Allowance

At acting allowanee is an allowance payable to a Public Servant in terms of
the Public Dfficers (Acting Appointments and Aeting Allowances) Hules

g5 reproduced st Appendix K1, ( // _v

Duity Allowanee

{1} A Public Servanl who is required to perform additional work lempaor-
arily attached to the position which he/she holds may, with the
approval ol the Perimanent Secretary, Public Serviee Ministry, be paid a
duty allowance,

{2) A Public Servant who discharges the duties of another post in addition
to hisfher own, but is not entitled to an acting allowanee in terms of
Role: K1 may, with the approval of the Permanent Secrotary, Public
Service Ministry, be paid a duty allowance.

{3) A Publie Servant who is in receipi of a duty allowance shall continue 1o
receive the allowance for a period not exceeding 14 warking days from
the date of commencement of any period of sick leave unless it is
necessary to assign the same funeclions which necessitated payment of
the allowance to another Public Servant before the expiration of that
period. In such a ease, the latter Public Servant shall, if entitled to
receive duty allowanee, receive it from the date of his/her assignment
and payment of the allowance to the Public Servant on sick leave shall
cease from that date.

{4} The same prineiple in paragraph (3) shall apply when a Public Servant
in receipt of & duty allowance is granted annual vacation leave,

Hesponsibility Allowance )

(1} A Public Servant who performs for a continuous period of not less than
21 dava the duties of a post Involyving substantially higher responsibil-
ities than Lhoso attached to his/'her substantive position may, with the
approval of the Permanent Seeretary, Public Service Ministry, be paid a
responaibility allowance, Paymenl of the allowance will be made only
in cases whore provision does not exist for payment of an acting
allowance,

{2} Except where specific provision is made to the eonlrary, the amount of
the responsibility allowanece will be determined on the basis of the same
prineiple used to determine the amount of an acting allowance.

i) Hequests for pavment of responsibility allowance must be mado on Lhe
presevibed form as contained in the ‘Functional Guide for Officers in
(e Wages and Salery Administration Section of the Personnel Division,
Public Serviee Ministey',
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{4) A Public Servant who is in receipt of a responsibility allowanee shall
continue to receive the allowance for a period not exceeding 14 work-
ing days from the date of commencement of any period of sick leave,
unless it is necessary to assign the same functions which necessitated
payment of the allowance to another Public Servant before the expira-
tion of that period. In such a case, the lalter Public Servant shall, if
entitled {o receive a responsibility allowance, receive it from the dale
of performance of the hipher duties and payment of the allowance Lo
the Public Servant on sick leave will cease from that date,

{6} The same principle in paragraph (4) shall apply when a Public Servant
in receipt of a responsibilily allowance is granted annual vacation
leave,

House Allowance

(1} A Public Servant who is entitled as a condilion of service to free
Government quarters, but for whom quarters are not available, shall
be paid a house allowance at the rate preseribed from time lo time by
the Permanent Secretary, Public Serviee Ministry, and shall continue
to receive spme during any period of vacation leave or special duly in
Guyana or overseas,

{2} A Public Servani in receipt of a house allowance may, with the approval
of the Permanent Secretary, Public Service Ministry, continue to receive
the allowanee during a period of interdiction from duty.

Standby Allowance

A Publie Servant who is required by the nature of his/her work to be on call
for duty at shorl notice al anylime outside of hisfher normal working hours
may, with the prior approval of the Permanent Secretary, Public Service
Ministry, be paid a standby allowanee at the rate prescribed [rom time to
time,

Overtime Allowance

(1}  Owvertime work should not be undertaken unless a Permanent Secretary
Head of Department/Hepgional Executive Officer certifies that such
work cannol be done during normal official hours, and that it is
necessary to do so in the public interest. However, where the work
involves clerical or supervisory slafl, the prior approval of the Perma-
nent Secretary, Public Serviee Ministry must be obtained for the pay-
ment of overtime.

{2) A reguest to the Permanent Seerctary, Public Serviee Ministry to
undertake overtime work and to pay overtime must be made well in
advance of the commencement of such work and should contlain the
Tollowing:

{a) astatement of parliculars of the work to be done;

{b} a plan of the work as well as the number and categories of staff
to be involved in the work;

{e} the reason(s) for the arrears of work (if any};
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(d) proposed duration of overlime exercise; and
(e} arrangements for control,

(4)  Requests involving aceounting work will nol be favourably considered
unless they are supported by the Accountant General. However, in
cases where the overtime worlk is not less than two hours per day and
the Public Servants concerned agree to do the work on a voluntary
basis, a snack allowance may be paid ab the rate preseribed from time Lo
time by the Permanent Secretary, Public Service Ministev. This allow-
ance is not to be confused with the “meal allowanee" mentioned in
Hule K7,

Meal Allowance

Public Servants entitled to meals as a condition of serviee may, with the
approval of the Permanent Secretary, Public Service Ministry, be paid an
allowance in liew of meals at the rate preseribed from time to time.

Risk Allowance

Public Servants whose official duties require them to be exposed to circum-
stances hazardous io life may, with the approval of the Permanent Seeretary,
Public Service Ministry, be paid a risk allowance at the rale prescribed from
Lime to Llime.

Allowance in lieu of consultation and/or private-practice

Fublie Servants holding certain professional positions may, with the approval
of the Permanent Secretary, Public Service Minisiry, be granted a pensionable
allowance in liew of consultation and Jor private practice at the rate prescribed
from {ime to time, subject to such terms and conditions as may be specified,

Uniform Allowance

Fublic Servants who, on the authority of the Permanent Secretaryy Public
Serviee Ministry, are granted free uniforms as a condition of service may, in
liew of such uniforms, be paid a uniform allowance at the rate prescribed
from Hme to time.

Telephone Allowance

A Public Servant who holds & position, the duties and responsibilities of
which require that he/she should be reached at home at any time after official
working hours to deal with emergencies or to pive immediate attention to
matters relating to the work of his/her Ministry /Department /Region may,
with the approval of the Permanent Secretary, Public Service Ministry, be
provided with a residential telephone (at Government’s expense), a telephone
allowance in respect of rental and an approved number of metered units per
month, Where the Public Servant already has a telephone, Government will
pay the allowanee in relation to that instrument.
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Tax-free non-pensicnable Duty Allowance

The tax-free non-pensionable duty allowance already approved in
respect of cerlain categories of Professional and Technical Staff, is
payahle to the eligible Public Servant during hisfher absence on leave

Ki2 (1)

(2}

as follows:

{a)  vacation leave;

(b} nol excesding 28 days’ sick leave per annum;

{c) 31 days’ special leave {or recuperative purposes;

{d} extensions of sick leave charged againstvacation leave; and

() maternily leave on part salary as provided for in Hule H31,

Other econditions under which the allowance is pavable are:

{a) Appointment
A Publie Servant who §s appointed to a position which attracts
this allowance either on (he pensionable or non-pensionahble
establishment (whether on probation or nol), should be paid the
allowance provided that hefshe holds the full qualifications
stipulated in the Job Specification.

(b) Secondment (inter-Ministry)
A Public Servant whose substantive position atiracts the pay-
ment of this allowance should continue to receive it while on
secondment in a4 similar capacity to another Ministoy Depart-
ment /Region,

{c) Interdiction from l]uty
A Public Servanl in receipt of a tax-free non-pensionable duty
allowance In hisfher substaniive post should, during a period of
interdiction from duty, be paid a part of the allowance propor-
tionate to the portion of salary he/she is receiving.

(d) - Special Assignment
A Public Servant in receipt of a tax-free non-pensionable duly
allowance in his/her substantive post should continue to receive
it when placed on special assignment with the approval of the
Public Service Ministry.

(e} Acting

{i } Where a Public Sexrvant whose substantive position altracls
the allowance is reguired Lo aclt apainst a position which
does not attraet it, hejshe should continue to be paid the
allowanee attached Lo his/her subslantive post;

(ii ) Where both a Public Servant’s substantive post and a higher
post in which he/she is acting attract the allowance, the
Public Servant should be paid the allowanece attached to
his/her substantive post plus the difference between this
and the allowance attached to the higher position if he ‘she
is gqualified for appointment to the higher position, or T5%
of sueh difference if not so qualified:
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(iif} Where a Public Servanl whose substantive position does nol
attract the allowance is acting in a higher position which
attracts the allowance, heshe shall, if qualified for appoint-
ment to the higher position, be eligible for the ful]l allow-
anee attached to the hipher post;

{lv} Where a Public Servant whose substantive position does not
attract the allowance 15 acting in a higher position which
attracts it, but is not qualified for appointment to the latter
position, no allowanee is payable.

The allowance is nol payable in the Tollowing clreamstanees:

{a) extensions of leave for study purposes;

(b) extensions of sick leave, except as provided for in paragraph
1id);

{c) leave without pay,

Station Allowance

K13 (1)

Public Servants serving in posts in the interior and river districts and
in the Morth West District may be granted a station allowanee, at the
rates prescribed from time Lo time by the Permanent Secretary, Public
Service Ministry, do assist in meeling the appreclably higher cost of
living in those areas, as specified in Appendix K2,

Public Servants in rveceipt of a station allowanee may, in addition,
be paid a basic subsistence and out-of-pocket allowanee in accorvdance
with the Rules governing the payment of subsislence allowances as set
out in Appendix J2.
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AREAS ATTRACTING PAYMENT OF STATION ALLOWANCE

CATEGORY A
(i J Rupununi District;
{ii )  Upper Mazaruni Amerindian Distriet;
(iii} Baramita and the Settlements on the Barama HRiver, North West District;
(iv] the following areas of Mazaruni Potaro [Distriet:
{a}  South of 72 miles Bartica-Potaro Hoad;
(b}  Along Issano Branch Road,;
(¢} Along Mazaruni River and tributeries from Issano to Paelma Palls;
(d) In the Mazaruni-Polaro aveas nol elsewhere staled,
{v) the following area of Pomeroon Distriet: Akawini River from Kwiniballi
Lo 115 source.
CATEGORY B
(i}  The following areas of North West District:
{#) Kaituma River from the moulh of the Sebai River to its source;
(b Matthews' Ridge;
(¢} DBarima River from Koriabo to ils souree,
(d)  Waini River from the mouth of the Barama River to ils souree;
{e}) Aruka River from Aruau River to its source,
(f} Morth West Amerindian Districl (Moruca).
(it ) Bartica, Mazaruni Prison and Dock and those aveas around Bartica, the
inrhabitants of which have to purchase their rations at Bartica,
(i) Linden, Kwakwani and [tuni.
CATEGORY C
(i } North Wesl Districl (excepl Lhe areas listed above);
{ii } Pomeroon District (excluding Akawini);
iiil} Charily on the Essequibo Coast;
(iv) Corentyne River above Crabwood Creck;
{v ) Berbiee River above Mara;
(vi} the Canje River above New Forest,

(vii)

Lhe Demerara River above Timehri;
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(viii) all that area south of a line joining Timehy on the Demerara River and a
point opposite Mara on the Berbice River;

(ix) Essequibo River above Makouria, excepl those areas around Bartica, the
inhabitants of which have to purchase their rations at Bartica,

RATES OF STATION ALLOWANCE

Calegory Monthly Rate
A F85.00
B 70,00

, C $57.00
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ADVANCES

General requivements for the grant of Advances

Authority to approve pavment of Advances

Advance Lo purchase motor car or other motorised vehicle

Advance to purchase bicycle

Application for Advance to purchase second hand motor vehicle or bicycle
Insurance of vehicles

Motor Vehicle Advance to Probationers

Advance Lo purchase other than approved type ol vehicle
Misapplication of Advance Lo purchase vehicle

Disposal of vehiele purchased with an Advance
Obligation to use vehicle purchased with an Advanece
Advanee to repair motor vehicle

Advanee Lo purehase protective clothing

Advance to purchase furniture and related household effects
Advance to purchase horse, saddle and bridle

Advance on pratuity prior to eetirement

Leave Advance

Personal Advance

Advance from Imprest

Provision of guarantors or collateral security

Limit of Advance and ability to repay

Proof of proper use of Advance granted to purchase vehicle or other
essential ilem

Repayment of Advances and intervals between Advances

Application for Advance when the interval sinee last Advance has not
ex pired



Mo — =%~ = S w1 e oot~ — AR o T T

L1-L2
SECTION L

ADVANCES

General requirements for the grant of Advances

For the elficient performance of their official duties, Public Servants may,
subject to cerlain specified conditions, be granted advances {i.e., loans) to
purchase:

{a)  means of transport in cases where they are required to be raobile; and
(b}  pgoods and services considered necessary,

Authority to approve payment of Advances

Officers authorised to approve payment of the various Lypes of advances are
as Tollows:

Advanee to purchase (i)
motor carfmotor eycle/
auto cvele”

(ii)

Advance to purchase bicyele
Advance to vepalr motor car

Advanee to purchase
protective clothing

Advance to purchase
furniture

Advanee to purchase
horse, saddle and bridle

Advance on gratuity

Leave Advanee

Personal Advance {in
special cases)

Advance from Imprest
{For official purpose only)

Accounlant General — in
cases where the post is listed
in the schedule of posilions
attracting commuted travel-
ling allowanees as cireylarised
by Public Service Ministry
from time to time;

Permanent Secretary, Puoblic
Service Minislry — in cases
where the post 15 not listed
in the ahovementioned
sehedule,

Aceountant General
Accountant General

Permanent Secretary/Head of
Department /Regional Execu-
tive Officer

Permanent Secrelary

Public Service Ministry

Permanent Secretary,
Publie Service Ministry

Secretary, Public Service
Commission

Permanent Secretary/Head of
Department/Regional Execu-
tive Officer

Permanent Secretary, Publie
Service Minisiry

Permanent Secvetary /Head of
Department /Regional Execu-
Live Officor
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an wdvance fo purchase a motor eycle ihstead), provided that such other Lype
of vehicle is considered adequale to meet the travelling needs of his/her post.

Misapplication of Advance to purchase vehicle

A Public Servant who is granted an advance for the purchase of one type of
vehicle and applies the advance to purchase another Lype (e.g., Public Servant
granted an advance lo purchase a mofor eycle purchases a motor ear) shall be
called upon Lo repay the advance immediately and may also be subject to
disciplinary action.

Dispoeal of vehicle purchased with an Advance
{1} A Public Servant who has received an advance for the purchase of a
imobor vehicle or other form of transport shall not dispose of such
vehicle unless:
(a)  the prior approval of the Permanenl Secrelary, Public Serviee
Ministry has been oblained; or
(k) the advance has been fully repaid,

i2)  Where a vehicle was purchased free of duly and with a remission of a
portion of the purchase tax, a Public Servanlt who wishes to sell the
vehiele withoul paying assessed duty and purchase tax, must sell to
another Public Servanl who is eligible for a similar facility or to any of
the following Government Agencies:

() Planl Maintenance and Hire Division;
(b} Guyana Stores Limited (Garage Division);
(e)  Guyana National Trading Corporation (Aulomotive Division),

(4) In the ¢ase of sale of a vehicle that was pun':hum:d free of duly and with
a remission of a portion of the purchase tax to a party other than those
speciflied in paragraph (2}, immediale arrangements most be made for
the Complroller of Customs and Excise and the Licence Revenue
Officer to ossess the amount of duly and purchase tax, respectively,
which the Public Servant has to pay on the vehicle,

Obligation to use vehicle purchased with an Advance

A Public Servant to whom an advance has heen granled to purchase a vehicle
and who is in recedpl of a commuted travelling allowance must use such
vehicle i the performance of his/her official duties, The Public Servant will
not he permilfed Lo use hired transport at Governmenl’s expense unless
histher own vehicle is temporarily unusable.

Advance to repair motor vehicle

A Public Servant whoe is eligible for an advance to purchase a molor car,

modor eycle orauto evele may, with the approval of the Accountant General,

be granted an advance for the repair of such vehicle, as specified in Appendix

L1, subject Lo the following conditions:

fa}  ihe advanee is for effecting extensive repairs, but not for repairs to a
vehiclte damaged as 8 result of aceident, howsoever caused;
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{b) the submission from any of the anthorised Government Ageneies listed
in Rule LG {2), of
i1} astatemnent of the repair to be done and an estimate of the cost;
and
(i} & certificate as to the likely economie life of the vehicle following
Tepairs;

{¢) the submission Lo the Aceountant General, within three (3) months
from the dale the advanee was uplifted, of relevant receipls, as well a5
a cerlificate Trom the authorised agency [rom which the estimale was
oblained, that the work has been satisfactorily completed and that the
cost bears relation fo the originagl estimale;

{d} the recipient of the advanee shall not dispose of the vehicle unless:—
{i} prior approval of Lhe Permanenl Secretary, Public Serviee
Ministey has been obtained ; or
{ii)  the advance has been fully repaid;

{e}  in respect of motor cars and motor eyeles, the first such advance is to
be made not less than five (H) vears after the Public Servant has re-
ceived an advance to purchase a vehicle or has been granied duty-free
eoncessions when purchasing a motor car or molor cyele with his/her
cwn funds. Advances Lo effecl repaivs again may thereafter be pranted
at intervals of not less than three (3) years; and -

{(f)  in respeet of auto cycles, the firstk such advance is to be made not less
than four {4) wears afler the Public Servant has received an advance to
purchase the vehicle, and thereafter, at intervals of not less than two
(2) years to effect repairs again,

Advance to purchase protective clothing

A Public Servant whose official duties warrant the use of protective clothing
{e.g., for use in inclement weather) may, with the approval of his/her Perma-
nent Secrelary Head of Department)Regional Executive Officer, be pranted
an advance as specified in Appendix L1 to purchase such clothing, The ad-
vance is not granted to Public Servants whose services are of a temporary
nature or who are due to retire within one year,

Advance to purchase furniture and related household effects

A Pablic Servangl who has been traneferred in the interest of the Servieo and
who immediately before his/her (ransfer was living in conditions where
hefshe did nol have to provide furniture and related household effects [or
himsell hersell may, with the approval of the Permanenl Secrelary, Publie
Service Ministry, be granted an advance to purchase such ilems. The advanee
is limiled to the net cost of the articles purchased up Lo a maximum of three
(&) months® salary, repayable as sef oul in Appendix L 1.,

Advance to purchase horse, saddle and bridle

A Public Servant who is required in the performance of his/her official duties
to be mobile in areas which are unsuitable for motorised transport may, with
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Lhe approval of the Permanenl Secrelary, Public Seevice Ministry, be granted
an aclvance as specified in Appendin Ll to purchase a horse, saddle and bridle.

Advance on gratuily prior Lo retirement

(1) A Public Servant who i entitled to opl for a reduced pension (or re-
duced annual allowanee) and gratuity on retirement, may be advanced
three-fourths (%) of Lhe estimated pratuity within a period of one (1)
vear hefore the date of his/ber retitement on pension {or annual allow-
ance} when this date bas been approved by the Public Serviee Com-
mission  or  Permanent  Secrelary)Head of Department f Regional
Executive Officer as the ease may be. This shall apply Lo Public
servants, including Public Servants whom it is intended Lo re-employ
after their retiremenl on pension {or annual allowanee), who are
reliring volundarily or eompulsorily at any age, provided il is an age at
which they have qualified for @ pension (or an annual allierance).

(&) The three-fourths (%) limil shall be reduced by the amount of the
Public Servanl's estimated indebledness Lo Governmenl at the dale of
the upliftiment of Lhe advance.

Leave Advance

A Public Servanl who spends his/her vacation leave and vacation allowance
For travel in Guyana may, with the approval of his/her Permanent Seeretary |
Head of DepartmentRegional Exveulive Officer, be pranted an advance not
excecding one month's salary, repayable as sel out in Appendix LI Dedue-
tions from salary shall commence in the month following that in which the
employes restmes duly.

Personal Advance

A Public Servant may, in special circumstances and wilh the approval of the
Permanenl Secrelary, Public Strviee Ministry, be granled a personal advance,
repayable as sel oud in Appendix LI,

Advance from Imprest

{1} A Public Servant may, with the approval of his/her Pormanent
Secretary Head of Department ! Regional Executive Officer, he sranled
an advance rom Lhe Imprest of the MinistryDepartment, Region o
meel Lravelling, subsistenee or removal cxpenses or for other official
putposes considered necessary in the public interest,

{2} A Publie Servanl who has been granted an advance from Imprest is
regquired to clear the advance promptly by the submission to the
Aceounts Seetion of hisher Ministry/Depariment ! Region of relevani,
vouchers and receipts/bills and by refunding st the same Gime anv
unexpended balanes on the advanee,

{2} The grant to Public Servanls of personal advances from Imprest is
prohibited.
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Provision of guarantor/s or collateral securily

(1)

(2)

Public Servants with 15 years or more of pensionable service are nol
required to produce collateral securily, or provide guarantors for any
advance pranted Lhem or surelies Lo sludy leave agreements in respect
of exlension of leave.

In seeking the approval of the Accountant General for the acceplance
of a suitable puarantor, the Tollowing particulars must be submitted by
the relevant Ministry /Department, Hegion:

1. Public Servant guaranteeing Advance
{a)  substantive position;
(b} salary range, gross salary, salary deductions and net salary;
fe}  wears of pensionable service (an up-to-date certified copy of
fecnrd of Serviee must be attached );
{d)  years of service remaining prior bo retirement;
{e)  indebtedness o Government; and

(fy  the loans already guaranteed, stating the names of the
persons, dale, amount and Lhe eurrent balance,

Only Public Servanis with ten {10) years or more of pensionable serviee or
with ten {10} years or more ol service gualifying for an annual allowance or
pratuity, as the case may be, will be considered as guarantors,

2. TPrivate person guaranteeing Advance

(a] [l name;

(b}  home and business address,

{r}  oecupation; and

(dy security which is being lodged or assigned, giving partic-

. ulars of the sceurity; transport being lodged as security
musl be accompanied by a current valuation of the pro-
poerty, and if encumbered, by a cerlificate showing to whatl
extent.

Limit of Advance and ability to repay

{1}

(2]

The total amounl which a Public Servanl will normally be allowed to
have outstanding against hira/her at any one time In respect of loans
fraom Government will be limiled Lo one (1) vear’s salary, Exceptions
to this Rule may be made in respect of Public Servants who have been
pranled loans for the purchase of motor vehicles as provided for in
Rule L3,

[f Lhe purchase price of the vehicle or other essenlial item is more Lhan
the approved advance, the difference must first be paid into the
Treasury. Upon the payment of that amount, a cheque for the total
purchase priee would be forwarded Lo the ageney from which the item
is being houphi.
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(4] The Public Servant whao is seeking an advanee from the Tregsury must
satisfy the Accountant Ceneral as o bis/her ability to repay the
advance without undue personal hardship,

Prool of proper use of Advance granted Lo purchase vehicle or
other essential ilem

L2Z A Public Servanl in receipt of an advance [rom the Treasury to purchase a
vehicle or ciher pssential item i5 required to:

{n)  submit to the Accounlant General the vendor’s receipl for the amouni
paid, within one (1} month from the date the advance was uplifted. {In
the case of an advance [or the purchase of a molor vehicle, the cerli-
licates of registration and insurance and the revenue licence must be
submilted by hand either personally or through the Permanent
Secretary /Head ol Department/Regional Bxecutive Officer; and

(b1 refund any unexpended balance of the advance immediately,

| Repayment of Advances and inlervals between Advances

L23 (11 Deductions from salary towards repayment of an advance shall com-
mence in dhe month Following that in which the advance is made, In
the case of Leave Advance, please reler to Bule LT,

(4} The repavment periods for advances and {he specified intervals he-
bween advances  are sel oul in Appendix LI These are subject to
chanpe, as may be reguined.

(4] Permanenl  Secretaries/Heads  of  Departments/Regional  Executive
Officers shall, in accordance wilh Financial Regulations, ensure that
adequate arrangements are made Por repavment of all advances granted
bo Public Servants attached to their Ministries/Depardments, Begions
and that no salary §s subseguently paid unless such arvangements have
been made and are complied wilth,

4y Deduelions from salary towards repayment of an advance may be
suspended in special eircumstances with the approval of the Account-
ant General and Lhe consent of the guaranior(s), where applicable.
Repayment shall recommence in the month following resumplion of
duty,

Application for Advance when the interval since last Advance
has not expirved

L2d  Where the stipulated interval between advances has nol elapsed, an applica-
tion For a new advance with full supporling reasons may be Favourahly
considered by the Permanenl Secrelary, Public Serviee Ministry.
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APPENDIX T, 1/

PARTICULARS OF VARIOUS TYPES OF ADV ANCES

Rule  Type of Advance Limit of Advance Repayment Period Interyal

L & Motor car (over 1400oe) Actual cost of not more B yours 4 yaara
than F30,100.00 plus the
cosk of the first year's
revenue licence and insurunes

L 3  -Metor car (1400ce and Actual cost or not mare 6 yenrs 4 yea,
under) than 525,000.00 plus the
eout of the first year's
revenue licence and insurance

L 3 Molor evele Actual cost of nol more than 6 yours 4 yeam
£10,500,00 plus the cost af
the first vear's revenue licence
and insurance

L 3 Aute eyele Actual cost or mot more than 5 yeams 3 vears
$6.000.00 plus the eost of the
first year's revenue licence and

insurance

L & Bievele {new) Actual cost or not more Lhan 3 wears 3 venrs
1,004, (i)

L3 Bieycle {second hand) Artual cost or not more than 2 veqrs 3 yoears
HBE0.00

L1z Hepair of motor car Actual eosl or not more than & vears 2 years
£8,700.00

L12 Repair of motor cvele Aclusl cost or not more than 3 vears 3 venrs
£4,050.00

L1z Hepair of auto eycle Actual cost or not more than 3 venrs 2 years
fi,300.00

L1 Prateetive clothing Actual eost or not maore than 1 year® 3 vears
$300.00

Li4 Furnituere and related Actual cost or not moce than 4 yours -

hguzehald offecte Lhroo (3} months" salany

Li& Haorse, saddle and bridle Actual eost or not more than & vears 4 years
S2,000_ 00

Lif Peraonul Subject to discretion Ay determined =

it each cuse
L1Y l.eave Mal more than ona (1) 2 weors e

month’s satary

*Deductions ahall be as follows:
Weekly paid emploves — $6.00 per woek
Monthly paid employes — §25,00 per manth
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SECTION M
SEPARATION AND SUPERANNUATION BENEFITS

Definition of “separation’ and “superannuation benefits"

M1 (1) “Separation® means the cessation of employment of & Public Servanl
with the approval of the Public Serviee Commission or Permanent
secretary 'Head of Deparlment/Regional Executive Officer, as may
be appropriate, for any of the {ollowing reasons:

tay  dismissal or removal in consequence of disciplinary proceedings;
thy compulsory retivement;

(et voluntary retivement,

fd)  retirement on medical grounds;
(el retirement or termination of employment in the public interest:

{fy termination of appointment on abolilion of post or for
facilitating improvement in the organisation of a Ministry |
Department Hegion;

{#)  resignation eilher with or withoul benelits pavable under any
written law providing lor the grant of pensions, geatuities or
compensalion;

thh  abolition or expiry of the post;
(il where Lhe post itsell is of a temporary nature and is no longer
NeCESEATY;
(i} during or on the expiry of a probationary period;
ik} bransfer to a post oulside of the Public Servies;
[y death,
(2} “Buperannuation benefits” means the pension and jor pratuity or annual

allowanee granted in terms of prevailing legal provisions Lo an employes
upon separation from the Public Service,

Compulsory and voluntary retirement
M2 A Public Servand who is appointed to a permanent pensionable post —

ta)  shall retive on atfaining the ase of b5 years, unless hizs/her services
are continued at the reguest of the Government;

(B)  may at any time alter hefshe allains the age of 50 years and before
allaining the age of 55 wears apply to the Public Service Commission
for permission to retire and shall in his/her application state ihe
grounds on which i is based.




M 3

M 4

M3 — MG

Hetirement on medical grounds

{1)

(2)

(4)

Whenever it is considered necessary Tor a Public Servant to be exsminsd
with & view to ascertaining whether or nol he/she should be retived on
grounds of ill health, the Permanent Secretary/Head of Department/
Regional Executive Officer shall make arvangements for the medical
board examination and shall make available to the Medical Board
medical cerfificates tendered by the employee over the last preceding
three yvears.

A Public Servant who is medicatly bosrded in accordance with Rule. M3
{1} and found unfit for further service shall, unless there is a challenge
to the finding of the Medieal Board’s report, not he allowed to remain
on duty afler receipt of the Medical Board’s report, and shall be granted
sueh vacation leave and deferred vacation leave for which hejshe is
eligible.

K the Public Servant has no leave to his/her eredil hefshe shall be given
ane month’s notice of termination of his/her appointment on medical
grounds or one month's salary in liew thereof,

Retirement in the public interest

(1)

(2

Where it is reprosented Lo the Public Serviee Commission or the
Commission considers it cdesivable in the public interest thal any
employee should be required to retire on grounds which eannot suit-
ably be deall with under any of these Rules, it shall call for a full
report on the employee from the Permanent Secretary /Head of Depart-
ment/Hegional Executive Officer in which he/she is serving and shall
Lake into actount the emplovee's previous record during the last
preceding ten years,

If, after considering such report and such record and giving the em-
ploves an opporiunity of submitting a veply to the grounds on which
his/her retirement is contemplated, and having regard to the conditions
of the particular service in which the Public Servanl is employed, the
usefulness of the employee thereto, and all the other circumstances of
the case, the Commissien is salisfied that it is desirable in the public
interest so o do, it shall require the employee to retire on such date

ca8 the Commission shall delermine, and hejshe shall be retired
aecordingly.

Termination of appointment on abolition of office or for facilitat-
ing improvement in the organisation of a Ministry/Department/
Region

(1)

Where a posi, being one of a number of like posts has been abolished
but ene or more than one suchpost remains, the Permanent Secrelary |
Head of Department/Regional Executive Officer shall make a report
thereon Lo ithe Public Service Commission and shall recommend with
his'her vreasons therefor, which emplovee shall be refired or removed
from the Publie Service in consequence of such abolition,
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(2}  Where it is necessary to retire or remowve a Public Servant from the
Public Service for the purpose of facilitating improvement in the
organisation of & Ministry/Department/Reglon in order (o effect
greater efficiency or economy, the Permanent Secvetarv/Head of
Department /Regional Executive Officer shall make a report thereon to
the Commission and shall recommend with his/her reasons therefor,
which emplovee shall be retived or removed from lhe Public Serviee
in eonseqguence of such re-organisalion.

(3} Where Lhe Permanent Secretary/Head of Department/Regional
Iixecutlve Officer makes any recommendations under Rule MB(1)
or (2), he/she shall, al the same time, notify the Public Servant con-
cerned in writing of hisfher recommendations, and such employee
may, within seven davs of the receipt of the notification, make
representations thereon.

(4) Notwithstanding Rule M5(1) or (2}, and afler consideration af the
representations of the emplovee, the Commission may, instead of
retiring or removing the emplovee from the Public Service, transfer
the employee concermned to another post not lower in status than
that which he/she held.

Authority for grant of superannuation benefits in cases of separa-
him;:;hfnr reasons other i (i} statutory age for retirement (i)
LiH |

M 6 Subjeet to the provisions of Hule M29, the payment of superannuation
benefits to pensionable employees upon separation for reasons other than
attainment of the statutory age for retivement and death reguires the
approval of the Minister responsible for the Public Service, Similar approval
is also required in the case of non-pensipneble employees, as outlined in
Rule M41.

Resipnation and superannuation benefits

M 7 (1) A Public Servant recvuited by the Public Service Commission whao
wishes to resipn shall give to the Commission through the Permanent
Secretary (Head of Depariment/Regional Execulive Officer notice
in writing in duplicate of his/her Intention at least one month before
the date on which he/she wishes to relinguish his/her appointment,
but the Commission may waive thiz requirement of notice in whole or
in part if it thinks fit.

{2) A Public Servant i5 not entitled to withdraw his/her notice of resigna-
2 tion after such resignation becomes effective, but the Public Service
Commission may accept a withdrawal of the resignalion if lendered

in writing at any time hefore Lhe effeclive date of Lhe resipnation.

(¥) Excepl in specinl circumstances and with the approval of the Minister
responsible for the Public Service, an employee who resigns from the
Public Service forfeits all claims to superannuation benefils,
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{4) MNothing in this Rule shall preclude an employee who has resigned from
receiving benefits under any contributory pension scheme which may
be introduced in the Public Service,

Dismissal and superannuation benefits
M & (1) An-employee who Is dismissed from the Publie Serviee forfeits all
elalms Lo superannuation benefits,

(2} Nothing in this Rule shall preclude an employee who has been dis-
missed from receiving benefits under any contributory pension scheme
which may be introduced in the Public Service.

Termination of employment in the public interest and super-
annuation benefits
M 89 An employee whose employment is texminated in the public interest may be
. granted superannuation benefits as oullined in Rule M29 or M41, as the case
may be,

SUPERANNUATION BENEFITS — PENSIONABLE EMPLOYEES

Payment of superannuation benefits to pensionable emplovees
M10 (1} The grant of superannuation heneflits to pensionable emplovees is
regulated by the Pensions Act (Chapter 27:02) as amended from
time to time,

(2)  Under the Pensions Act, an employvee holding a pensionable office and
eligible to reecive superannuation benefits, may be pranted upon re-
tirement from the Publie Servieo:

{a} afull pension; or
(B} areduced pension and gratuity; or
{e) apgratuity only.

Definition of “*pensionable office®
BM11 “Pensionable office™ means:

(a) in respect of service in Guyana, an office which has been declared
to be pensionable by the Minister responsible for the Publie
Service, with the approval of the National Assembly;

{b) in respect of “other public service”, an office which has been
declared {o be a pensionable office under the law or regulations
in force in such service,

Determination of “pensionable service”

M1Z2 “Pensionable service™ is service in one or more pensionable office(s) in which
an emplovee has been confirmed. Such service commences from the date an
employee begins lo draw salary from public funds to the daté of his'her
separation from the Public Service, hul shall not include service given while
under the age of 18 vears.
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Retention of pensionable service with oreanisations, service with
which is deemed to be “other public service™ or “public service™

. M13 (1)

(2)

In aeeordance with Section 5 and Repulation 21 of the Pensions Ael
(Chapter 27:02), employees holding pensionable positions shall main-
tain their pensionable serviee given prior to transfer to organisations,
serviee with which is deemed to be “other public serviee” or “public
service!’. Such organisations are listed in Public Service Ministry's
Cireular/Memorandum No. PS: 16/0/18 dated 1985-04-04.

In the case of secondmend Lo an organisation, serviee with which is not
deemed to be “other public service™, the employee or the organisation
to which he/she is seconded Is required to make a pension contribu-
tion equivalent lo twenty-five percent (25%) of the employee’s “publie
service” salary to the Accountant General to maintain the pension-
ahility of the employee,

¥ ; i I gl‘ﬂt“itji'

To qualify for pension under the Pensions Act, an employee must, at
the date of retirement, have held for not less than 10 years a pension-
able office in which he/she had been confirmed, subject to the provi-
sions of Rule M12,

Pension, gratuity or other allowance will be granted only if an em-
ployee retires in one of the following circumstances:

{2) on or after attaining the age of 55 years or, in special cases with
the approval of the Minister responsible for the Public Service on
or after attaining the age of 50 years or, in special cases, retire-
ment by the appropriate Service Commission after attaining the
age of 50 years, or in the case of transfer to “‘another public
service”, on or after attaining the age al which an employee is
permitted by the law or regulations of thé service in which he/she
i5 last employed to retire on pension or gratuily, or on or after
attaining the age of 55 years, whichever is earlier; or

(b}  on the abolition of his/her office; or

{e) on compulsory retirement for the purpose of facilitating im-
provement in the organisation of the department to which the
employee belongs, by which grealer efficiency or economy can
be cffeeled; or

{d) on medical evidence to the satisfaction of the Minister respon-
sible for the Publie Service, that the employvee is incapable by
reason of some infirmity of mind or body of discharging the
duties of his/her office, and that such infirmily is likely to be
permanent; or

{e) on the termination of employment in the public interest, except
that where a pension, gratuity or other allowance cannot other-
wise be granted under the Pensions Act, the Minister responsible
for the Public Service may, if he/she thinks fit, grant such pen-
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sion, gratuity or other allowance as hefshe thinks just and pro-
per, not exceeding that for which the emplovee wonld be eligible
upon retirement on the grounds stated al (b) or (c) of this para-
graph.

Caleulation of pension and gratuity

M5 (1)

{4}

(5)

An employee eligible to receive a pension upon retirement may be
granted such pension calculaled at the rate of one six-hundredih
{1/600} of hisfher annual pensionable emoluments for each complete
month of service up to a limit of two-thirds (2/3) of hisfher highest
pensionable emoluments,

If the employee has held the same office for a period of three (3) years
immediately preceding the date of hisf/her retivement, the full final
annal pensionable emoluments shall be vsed in computing hisfher
pension and/or gratuity, In other cases, the average annual pension-
able emoluments over such period of three years shall be used,

An employee eligible for pension upon retirement may exercise the
option bo receive, in licu theveof, a pension caleulated at the rate
of three-fourths (%) of such pension, together with a gratuity equal
to twelve-and-one-half (12%) times the amount by which the pension
Is reduced, An option shall be exereised or revoked by notice in writing
addressed fo the Secretary, Public Service Commission and shall be
deemed to have been exercised or revelked on the date on which such
notice Is recelved,

An employee otherwise qualified for a pension who upon retirement
has nol completed a minimum of 10 vears’ pensionable service may,
in aceordance with Regulation 4 of the Pensions Act, be pranted a
pratuily equal to five times the annual pension which would have
been payahle had there been no qualifying period.

The pension, gratuity or other allowance of an employee who retires
on the ground of ill health with pensionable service of 10 vears or
more but less than 20 vears shall, In accordance with the proviso
to Section 8 of the Pensions Act, be computed as if the employee had
20 years' pengionable service prior to retirement.

Additional pension on aboelition of office or compulsory retire-
ment to faciiitate improvements in the organisation

M16 (1)

A pensionable employee who is retived in eonsequence of the aboli-
tion of hisfher office, or compulsorily to facilitate improvements in
the organisation to which he/she belongs, by which greater efficiency
ar economy can be effected may, in accordance with Regulations 12
and 13 of the Pansions Act, be granted in addition to normal pension,
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an additional pension hased on the number of sixtieths of hisfher
pensionable emoluments, as follows:

{(a)  not less than twenty (20)) yvears’ service— eipht-sixtieths
(b} seventeen (17) years' service — seven-sixtieths

fe}  [ifteen {15) years® service — six-sixtieths

{d} twelve (12) years® service — five-sictieths

{e) ten (10) years’ service — four-sixtieths

(2) The total pension granted in accordance with paragraph (1) shall not
execed two-thirds (2/3) of the employee’s pensionable emoluments
at the date of relivement or the pension for which he/she would have
been eligible had hefshe retired at the age of 55 years, having reeeived
novmal progressions of salary for which he/she would have been elig-
ible by that date.

Gratuity on abolition of office when service is less than 10 years

A pensionable employee who is retired in circumstances stated in Rule
M16(1), whose length of service does not gualify him/her for a pension,
may be granted a special gratuily not exeeeding one-eighth (1/8) of a month’s
pensionable emoluments for each complete month of service, in accordance
with Regulation 14 of the Pensions Act.

Additional pension on retirement through injury

(1) A pensionable employee who is retived on account of injury sustained
in the discharge of his/her duly and not through his/her own default,
and whose injury is specifically attributable to the nature of his/her
duty, may be granted an additional pension depending upon the extent
of impairment, as laid down in Regulation 15 of the Pensions Act,

(2) Where less than 10 years' serviee has been completed, the employes
may be granted, in addition to the pension provided under paragraph
(1), a pension in lieu of gratuity, in accordance with Rule M15(1).

Pension te dependants of pensionable employee killed on duty

M19 Where a pensioneble employee dies as a result of injuries received in the

actual discharge of his/her duty without his/her own default and on aceount
of circumstances specifically attributable to the nature of his/her duty, the
President may prant a pension or pensions to his/her dependants as set out
at Section 22 of the Pensions Act, apart from the normal death gratuity
payable to the legal personal representative of the estate.
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Liability of pensioners under age 50 to take further employment
in the Public Service ;

{1} A pensloner who has not vet attained the age of 50 years but who
it physically fit for service, may be called upon to aecept, in leu of
his/her pension, an office in the Public Service nol less in value than
the office which hefshe held al the date of relirement, in terms of
Section 15 of the Pensions Act.

(2) I the pensioner declines to accept the office for which he/she has been
selected by the Public Service Commission, the payment of his/her pen-
sion may be suspended until he/she has attained the age-of 50 years.

{3) Should the pensioner be appointed to another office in the Public
Service the payment of his/her pension may, if the President Lhinks fit,
be suspended during the period of his/her re-employment,

Disregarding of interruption in service for superannuation purposes
(1}  Any interruplion in service caused by

(i)  lemporary suspension of employment not arising
fronn misconduct: or

(ii} voluntary resignation followed by reemplovment
in the Publie Service at anytime thereafter,

shall be disregarded for the purpose of the computation of superannuation
benelits. The approval of the Minister responsible for the Public Service shall,
however, be obtained in all cases involving voluntary resignation.

(2)  When a request is made by an employee for the disregarding of any
interruption in his/her service as at paragraph (1), the relevant Minstoy|
Departmeril/Region shall "submit Lo the Permanent Secrelary, Publie
Bervice Ministry,

{a) & memorandum giving full particulars of the case: and

{b) an up-to-date certified copy of the employes’s Re-
cord of Serviee covering the entire period of his/her
service,

(3) The Record of Service stipulated in paragraph (2) must be signed by an
efficer nol below Lhe level of Principal Assistant Secretary.

Non-pensionable service (including open vote service) which pre-
cedes pensionable service, to count for superannuation purposes

M22 (1) Where unbroken non-pensionable service (including open vole service )

immediately precedes pensionable service, such service shall count in
full Tor superannuation benefits in accordance with Regulation 10M1)
of the Pensions Act.
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{2) TFor the purpose of paragraph (1), the number of wnrking‘{{ays in
each calendar year during any period of non-pensionable serviee shall,
in the case of employees paid on a daily, weekly or fortnightly basis, be
not less than 302 days (Regulation 6 (4) of the Pensions Act, refiers),

Counting of service on secondment or lemporary (ransfer from
pensionable to non-pensionable office

The service of an employee on secondment or temporary transfer from a
pensionable to a non-pensionable office shall count as pensionable serviee
in the computation of his/her superannuation benefits, unless the President
shall in any ease obherwise decide.

Counting of service in relation to no-pay leave

In terms of Regulation T([) of the Pensions Act, no-pay leave or leave on part
salary granted to a pensionable emplovee, totalling not more than 60 days in
the apgregate, shall be taken into account as pensionable service in the com-
putation of his/her superannuation benefits.

Treatment of service of employee (ransferred from pensionable
to non-pensionable office

An employee who has been bransferred from a pensionable to a non-pension-
able office will be entitled either:

(#)  to have his/her service in the non-pensionable office count as pension-
able, but in the computation of his/her superannuation benefits, the
salary which hej/she was in receipt of immediately prior to Lhe transler
will be used; or

{b)  to have his/her serviee in the pensionable office count s non-pension-
able and to receive the resulling benefits accordingly, i€ it is to his/her
advaniage,

Gratuity to Female pensionable employee upon resignation on
ground of marriage

An unmarried female pensionable emplovee in Service on or belore
1976-12.30 (dale of enactment of the Pensions Amendment Act
Mo, 12/1978), who has held a pensionable office (in which she is eonfirmed)
for not less than five yeacs, and whao resigns on the ground of marriage may,
in pocordance with Regulation 18 of the Ponsions Aet, be pranled on produc
tion of satisfactory evidence of marviage within six months of her resignation,
a gratuity nol exceeding one-twelfth (1712} of 2 monlhs pensionable emolu-
ments for each complete month of pensionable service, or one yvear's
pensionable emolumenls, whichever is Lhe lesser,

Gratuity where pensionable employee dies in the sexvice or after
retirement

(1y  Where a Public Servant holding a pensionable office, who 15 nol on
probation or agreement, or whao is holding 8 non-pensionable office (in
which he/she has been conlicmed), dies while in the Public Service, the
legal personal represenlative of hisfher estate may, in accordance with
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Section 21 of the Pensions Act, be granted a gratuity not exeeeding
one year's pensionable salary or bis/her commuted pension gratuity,
whichever is the greater,

{2)  Where a retired employee to whom a pension, gratuity or other allow.
anee bas been granted, dies after retirement, and the sums paid or
pavable ai hisfher death on account of any pension, gratuity or ofher
allownanee are less than the amount of the annual pensionable emolu-
maents drawn at the date of his/her relirement, the legal personal re-
presentative of his/her estate may be granted a gratuity equal to the
difference,

Submission of superannuation papers upon retirement of pension-
able employee at age 55

Where a pensionable emplayee is being retired upon attainment of age 65,
the relevant Ministry /Department/Region shall submit to the Secretary,
Publie Serviee Commission nol later than six months prior lo the approved
dale of his/her retirement, the appropriate superannuation papers, in qua
druplicate. Copy of the covering memorandum should be sent al the same
time to the Accountant General and the Auditor General. Therealter, the
Permanenl Secretary/MHead of Department/Regional Executive Officer shall
pursue the matter Lo ensure that i1 is linalised before the effective date of
refirement.

Submission of superannuation papers upon separation for reasons
other than attainment of age 55

“Termination of service in the public interest™

{1} The termination of a pensionable employee’s service in the public in-
terest requires the prior approval of the Public Service Commission.
It the cerlificate at Cage 18 of the prescribed superannuation form is
signed by the Permanenl SecretaryHead of Department/Regional
Exveutive (Mficer atlesting thal the employee performed his/her duties
with diligence and fidelity, the employee would be eligible for full
benefits, in which case a superannuation request should be submitted
as outlined in Hule M28. However, if lhe certificate eannot be signed by
the Permanent Seerefary/Head of Department/Regional Executive
Officer, dhe superannuation papers should be submitted to the Ac-
countant General, with 4 request that an unaudited computation of
the superunnuation benefits be made and sent to the Permanent Sec
refary, Public Service Ministry, to whom a copy of the request should
be forwarded. Al the same time, the number and relationship of the
employee’s dependants together with an up-to-date certified copy of
the emplovee’s Record of Service should be forwarded to the Per-
manent Secretary, Public Serviee Ministry, to facilitate consideration
of the quantum of benefits to be granted in terms of Section 9 of the
Pensions Act.
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“Retirement on Medical Grounds®

Where & pensionable employee has been found unfit for further service
by a Government Medical Board, the original Medical Board Report
attesting to his/her unfilness for further serviee (as endorsed by the
Chief Medical Olficer) shall be submitted to the Permanent Seeretary,
Public Service Ministry along with an up-to-date certified copy of the
employee’s Record of Serviee for consideration by the Minister
responsible for the Public Service, of the grant of superannuation
benefits in accordance with Section 8(d) of the Penslons Act. If Lhe
recommendation is appreved, a superannuation request should be sub-
mitted as outlined in Rule M28 after the Public Service Commission’s
approval of the emplovee’s retirement,

“Voluntary Retirement™

Reguests made in accordance with Seclion B(a) of the Pensions Act Tor
voluntary retirement of a pensionable employee on or afler atfainment
of age 50 shall be submitted to the Permanent Seeretary, Public Service
Ministry lor consideration by the Minister responsible for the Public
Service, with Lhe following particulars:

{a)  the reason{s) for the request outlining the special circumstances;

(b} a recommendalion from the Pormanent Secretary/Head of De-
parlment,Regional Executive Officer; and

{e} an up-to-date ceriified copy of the employee’s Record of Serviee,

If the request is approved, the superannuation papers should be sub.
mitied as outlined in Ruole M28 after the Publie Service Commission’s
approval of the employee's relirement.

“Abolition of office or compulsory retirement”

In the case of termination of serviee of a pensionable employee on the
ground of abolition of office or compulsory relirement, the prior
approval of the Public Service Commission should be obtained for the
retirement of the employee before the submission of a superannuation
request,

Post-retirement service of former pensionable employee

Pensionable employees who retire ab their normal retivement age of 55 years
and are re-employed for seven years or more, shall be superannuated for their
entire post-retirement service, regardless of whether the re-employment ex-
lends beyond the age of 65 years, The post-retirement service shall be regard-
ed as service In an “approved appointment™ (see definition at Rule M32) for
Lhe purposes of computation and payment of additional superannuation
benefits.
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SUPERANNUATION BENEFITS - NONPENSIONABLE EMPLOYEES

Payment of superannuation benefils to non-pensionable (including
Open Vote) employvees

Mil (1) The payment of superannuation benefits to non-pensionable employees
is regulaled by
(a) Legislative Councll Resolution MNo. L11 daled 1351-0708:

(b)  Legislative Council Resolution No. LY] dated 1957-05-08: and

{c} Lepislative Council Resolution No. XXXII dated 1974-05-08,

(2} In terms of the gbovenamed resolutions which are embodied in Public
Service Ministry s Circular No, 4/ 1986 dated 1985-02-08, a non-pension-
able employer on retirement may be granied an annual allowanee or a
reduced annual aliowance plus gratuity or a gealuity only | having regard
lv hisfher length of serviee, and whether hefshe held an “approved
appointment™ in terms of Rules M2 and K33,

{3)  An annuai allowance and/or gratuily will be paid only in respect of
service after the age of 18 years, on the following grounds;

ia]l compulsory rvetirement at the age of 60 vears, or therealfter in
special cases;

ib}  volunfary retirement on or after the age of 55 years;
{e)  retirement on account of il health;

{d]  rwetirement on account of abolition of office: and

(e retirement in the public inlerest.

{4) In the case of retirement on gecount of ill heallh or in the public in-
terest, the approval of the Minister responsible for the Public Servies
i5 required for the payment of superannuation benefils, (See Rule
Maa),

Deflinition of “approved appointment™

M3Z An Yapproved appointment™ is one declared as such by Parlinment. Positlons
that have so far been declared as “approved appointments® are shown in the
Annual Estimates of Expenditure.

Definition of “annual allowance™

Mad (1}  An “annual allowance™ means an allowanee representing superannua-
tlon benefits pavable to a non-pensionable employes who, af the date
of hisfher relirement, held an “ approved appointment”, and who
served in one or more “approved appointments” for a minimum of 302
days ineach year of a period of al Jeast 20 continuous yvears immediate-
ly preceding the dale of his/her relirement, With the approval ol the
Minister responsible for Lhe Public Service, an annual allowance may
be paid for a shorter period in the special eireumstances of any par-
ticular case.
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{2) The rate of annual allowance shall be two-thirds (2/3) of the normal
pension payable under the Pensions Act to a pensionable employee,

Option for reduced annual allowance and gratuity

Ma4 (1}  An employee to whom an annual allowanee has been pgranted may,
at his/her option, be paid instead, an allowanee at the rate of Lhree-
fourths (%) of such allowance, together with a gratuity equal to Lwelve-
and-one-half {124%) times the amount by which the annual allowance is
reduced.,

(2) An option shall be exercised or revoked by nofice in writing addressed
to the Accountant General and shall be deemed to have been exercised
or revoked on the dale on which such notice is received.

Gratuity to employee holding an “approved appointment’

M35 (1)  An employee who retives from an * approved appolntment” after sery-
ing for at least seven (7) conlinuous and effective years and who has

B less than 20 conlinuous and effective years' service in an “approved

! appointment™ shall be eligible for a gratuity calowlated at the rate of
ong-eighteenth {1/18) of a month’s pay for each complete month of
service,

{2) In the case of a non-monthly employee, the number of working days
in any calendar vear to constitute one (1) year's effective service in
terms of paragraph (1) will be taken as 302 days, including Public
Holidays and days on paid leave, bul not Sundays. Where a year's
service 15 225 days or over 225 bul less than 302 days, or where two
(2} consecutive years’ service of less than 225 days in each year aggre-
gate 225 days or more, the one {wenty-sixth {1/26) constant shall
apply in respect of such year(s).

Gratuity to employee not holding an “‘approved appointment”

M35 (1) An employee not holding an “approved appointment™ who retires after
rendering at least seven (7) continuous and effective vears’ service will
be eligible for a gratuity caleulated at the rate of one twenty-sixih
{1/26) of a year's pay for each elfective year of service, limited to a
maximum equivalent to the amount payable in respect of thirty-three
and pne-third (33 1/3) vears’ service,

(2) In lhe case of a non-monthly employee, the number of working days
in any ecalendar year to constilute one (1) effeclive year’s service in
terms of paragraph (1) will be taken as 225 days, including Public
Holidays and days on paid leave, bul nol Sundays. Where any portion
of the employee's service is less than 225 in each of any two (2) con-
secutive ealendar vears, such service shall constitute one (1) effeclive
vear's service, if apgregating 225 days or more,

Gratuity in respect of services of deceased non-pensionable em-
ployvee

M37 The legal personal representative of the estate of a non-pensionable employee

who dies in service after qualifying for (a) an annual allowance or (b) a
pratuity, will be eligible for a gratuity equal to the amount which would have
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been payable to the employee in respect of service up to the date of his/her
death, limited to a maximum of thirty-three and one-third (33 1/3) vears’
service,

Payment of annual allowance/gratuity upon retirement on aceount
of ill health or in the public interest

AL the diseretion of Lhe Minister responsible for the Public Serviee, an annual
allowanee or gratuity may be granled Lo a non-pensionable emploves who is
retited on aceount of ill health or in the public interest,"in terms of Rule
MEL(4), subject Lo such reduction in (he case of retivement in the publie
interesl s may be considered jusi and proper in any particular case,

superanniation benefils to part-time employees
Parl-time employees shall be eligible for superannuation benefits on the same
basis as full time employees.

Submission of superanmuation papers upon retiremment of non-
pensicnahle employee at age 60

Where s non-pensionable employee is being retired upon attainment of age
G0, the Permanent Secrelary /Head of Department/Regional Executive Officer
shall submit Lo the Accountant General not later than six (6) months priar
t the scheduled date of refiremnent, a supersnnuation request along wilh
three () up-to-date certified copies of the emplovee’s Record of Serviee,
Copies of such request should be copied (o the Secretary, Public Service
Camimisstan and Auditor General. Thereafter, the Permanent Secretary/Head
of Departmont/Regional Bxecutive Officer shall pursue the matter to ensure
thal il is finalised before the effective date of retirement,

Submission of superannuation papers upon separation for reasons
other than attainment of age 60
“Termination of employment in the public interest”
(1) Where the emplovment of a non-pensionable employee is terminated in
the public interest, the Permanent Secrelary/Head of Department/
Regional Execulive Officer shall:

(al  submit the emplovee's superannuation papers under cover of a
memorandum addressed o the Accountant General, copied to
the Permanent Seerefary, Public Service Ministry, with a request
ihat an unaudited compulation of the superannuation henefits
be Torwarded {o the Permanent Secretary, Public Servies
Ministry;

(b} iderm the Permanent Secretary, Public Service Ministry at the
sate Wie of the number of the employvee's dependents and their
telationships Lo the employee and forward an up-to-date certified
copy of the employee’s Record of Serviee {o facilitate consider-
ation of the reduction, if any, lo be made from hisfher super-
atiuation bepefits, IF the request is approved, the superannuation
piprers should be submitted as outlined in Rule M40 afler (he em-
ployvee's date of relicement has been determined by his/her Per-
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manent  Secrelary/Head of  Department,Regional  Exeeptive

Officer.
“Retirement on account of ill health™
Where a non-pensionable emplovee has been found unfit for [urkher
service by a Governmenl Medical Board, the Permanent Seeretary /Head
of Department ! Regional Executive Officer shall submit to the Perma-
nenl Secrelary, Public Serviee Ministry for consideration by the Min-
ister responsible for the Public Service of the grant of superannuation
benefits, the original Medical Board Report attesting Lo the employvee’s
unfitness for further service and an up-to-date certificd copy ol hisfher
Hecord of Service. II' the requeslt is approved, the superannuation
papers shpuld be submitted as outlined in Rule M40, after the em-
poyee’s dale of relirement has been determined by hisdher Pormanent
Sectefary (Head of DepartmentRegional Executive Officer, However,
the emploves who is §5 vears or over may be allowed to relire volun-
Larily in accordanes with Rule M31 (3)(b).

"“Voluntary retirement”

Requests for voluntary relirement of a non-pensionable employee on or
alter allainment of age 55 shall be submitted to the Permanent Secret-
ary, Public Service Ministry for consideration by the Minister respon-
sible for the Public Service, with the following parliculars:

{01 lhe reasonis) for the request oullining the special circumsances:
(b} a recommendation from the Permanent Secretary,Head of De-
partment/Regional Execulive Oflicer; and

{v) an up-lo-dale cerlified copy of Lthe emplovee’s Record of Service,

If the request is approved, the superannuation papers should be sub-
mitted as outlined in Rule M40, after the employee’s date of relire-
ment has been determined by histher Permanent Secretary Head of
Department /Regional Executive Officer,

"Termination of service on abolition of post®

In the case of termination of service of a non-pensionable employee on
abolition of posl, a superannuation request should be submitied to the
Accountant General by his/her Permanent Secrelary/Head of Depart-
s Hegional Executive OMcer as outlined In Bule K40 without re-
lerence to the Public Service Ministry.

Avoidance of delays in superannuation payments by keeping of
up-to-date Records of Service

In order to avold delays in the grant of superannuation benefits to retiring
employees caused by inaccurate or unavailable Records of Service, each
Ministry /Department  Region should ensuve (hat:

{a)
{b}
ic)

there is a Hecord of Service for each employee;
all Records of Service are kept up-to-dade; and
the parliculars on the Record of Service of all forlnightly, weekly,
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daily or hourly paid employees include the actual number of days
worked during each year, including Public Holidays and davs on paid
leave, but not Sundays.

Claim to service for superannuation purposes

(L} Where there is no official record of any parl of an emplovee’s service,
the Secretary, Public Serviee Commission may, on being satisfied
beyond all reasonable doubl {hat such service was given, approve of
such service being admitted for the purpose of superannuation
benelits.

(2)  Supporling evidence of an employee’s serviee shali lake the form of
Lwir (2) honour cerfificales given by two (2) responsible persons in
respect of each vear of the period in question, atlesting that the
emplayee completed not less than 225 davs or 302 days, as the ease
may be. (See Hules M85 and M3IG), The honour cerdificate shall also
include the job title of the employee and the attesiors during the
relevanl periods,

{3)  In forwarding honour certificates, as per parageaph {2), to the Secretary
Public Service Commission, the Permanent Seerctary/Head of Depart-
ment/Regional Executive Officer shall also submit up-to-date certified
copies of [he Records of Serviee of the claimant and the attestors,

e

Cnon-pensionable emplovee who is nol gqualified for an annual allowanee or
graluity on reaching the age of 60 years may, with the approval of the Perma-

nent Secretary, Publie Service Ministry, be allowed Lo continue in employ-
meil until such dime that hefshe becomes eligible for either an annual
allowance or gratuity, on condition that:

{a)  the employes is not retained in employment beyond the end of the
vear in which hefshe attains the age of 65 years; and

by a medical certificate from a Government Medieal Officer or other
registered medical practitioner n]:tnsting Lo the employee’s physical
fitness for continued employment is submitted on an annual hnsls.,_t

Post-retirement service of former non-pensionable employee
Mon-pensionable employees who retire al thelr normal retirement afe of GO
years and are re-employed for seven (7) years or more, shall be superannuated
for their enlive post-retirement service, regardless of whether the re-employ-
tenk period extends bevond the dale on which the emploves atiains the age
of 85 years.
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Construction, repair, maintenance and allocation of Government
guarters
N1 (1) The responsibility for the construction, repair and maintenance of
Government quarters and [or the allocation of such quarters lo Public
Servants is as Tollows:
(4} Georgetown (Region 4)
Ministry of Worlks
(b} All areas with the exeeption of Georgeiown (Region 4)
The relevant Regional Demoeratic Couneil

(2)  Government guarters shall be allocated to Public Servanls on the basis
of need and not status, ns determined by the Permanent Secretary,
Ministry of Works or the relevant Hegional Democratic Council, as the
case may be, hereinafier referred Lo as “the competent suthority .

Allocation of Government quarters as a condition of service

N2 (1) Governmenl guarters provided to Public Servants as a condition of
service (eg.,in the case of hospital staff where presence in g hospilal
compound may be required on a continuous basis) shall be free of renl,

(Z)  In lieu of guarters, a house allowance may, with the approval of the
Permanent Secretary, Public Serviee Ministry, be granled to a Public
Servant who is entitled to free quarters but for whom quarters are not
available,

Allocation of rent-paid Government quarters
Mad (1} Publie SBervants not entithed (o reni-free Government guarters who are
allocated gquarters shall pay rental as quantified from time to time by
the Permanent Secretary, Public Service Ministry. In furnished guarfers,
rental is also pavahble on the furnitore,

(2} Public Servants using part of rent-paid Governmenl guarters as offiee
shall be granted a rebate on rent as guantified from time to time by
the Permanent Secrelary, Public Service Minisioy,

Initial occupation of Government quarters
N4  (1p A Public Servanl who is allocated Government guarlers must take
cecupation of same within one ealendar month from the date of
notification of the allocation, Failure to do so within the specilicd time
and without good reason may result in the Public Servant being
regquired to refund the salaries/wages of any caretaker emploved over
any extended period,
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{2)  On taking over the quarters, the new occupant must:

{a) be presented by the competenl authority with an imventory of
furniture and/or a statement certifying the eondition of the
guarkers and furniture;

{by report immediately to the competent authority any deficiency or
damage obsorved; and

{¢) sign a copy of the inventory of fumiture (see Hule N10) and/or
Lhe statement certifving the condition of the guarlers and furni-
Lure, and deliver same fo the competent aulhority.

Vacating of Government quarters

N6 (1) A Public Servant in oceupation of Govemnment gquarters must nolify

the competent authority of his/her infention to vacate such quarters

I by giving at least one month's notice, Failure to do so shall result in
his/her liability to pay one month's rent in lieu of notice.

{2)  Befove departing 'rom Lhe avea, the previous oceupant must:

{a)  hand over the keys to the compelenl authorily after the latier has
examined the guarters and furniture; and

{b) execute and sign with Lhe competent authority a handing-over
statement on the preseribed form.

Care of Government gquarters, furniture, and fixtures and mainte-
nance of grounds

N6 (1) Public Servants in occupation of Government quarters are respensible
for ensuring that the building and cverything apperiaining thereto,
ineluding refrigerators, bathrooms and stoves, within or without the
building and grounds are kept in a clean and sanitary condition.

{2y All Public Servants who occupy Government guarlers, whether in a
permanent or acting capaeily, are required o lkeep the prounds
attached Lo them elean and tidy at their own expense, Where, however,
a Bublic Servani nccuplcs an excessively large compound, ie., 4,000
square feel (372,1m?) and over and no other approved arrangcmu!ta
exist for its maintenance and/or beneficial utilisation, the competent
authorily sladl acrange for G (o be maintaimed al an ui:::f:pbui.!ie standards

Subletting of Government quarters
M7 Mo Public Servant shall sublet any Governmenl quarbers or land or any parl
theraof,

[nspection and renovation of Government quarters
N& {1) A Public Servant in oceupation of Government quarters shall allow any
person authorised by the competent authority to inspeet the building
or execile any repairs and/or painting required thereto, at any time
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during daylight provided that reasonable notiee is given of the Intention
to inspect or underiake any such works.

{(2) A Public Servant who is required to vacate rent-paid Governmenl
guarters to permil repairs andfor painting, shall not be charged rent
during the period of his/her non-occupaney of the quarlers,

{3) A Public Servant entitled to rent-free Government guarters as a condi-
tion of service who is reguired to vacate such guarters for repuirs
and jor painting and has incurred additional expenditure thereby, may
be pald an allowance as guantified by the Permanent Secretary, Public
Service Ministry.

Damage to Government quarters

When any Government guarters, furniture or fixtures altached thereto have
been damaged, and in the opinion of the competent authority, the damage
is due to carelessness or neglipence on the part of the cccupier or his/her
pgents, an account for the ecost of repairing such damage shall be rendered
to the occupier through the Head of his/her Ministry /Department/Region
who will be responsible for the collection of the amount due,

Inventory of furniture in Government guarters

An inventory of furniture shall be kepl on the preseribed form (i.e., General
82y in a sale and conspicuous place in each Government guarters and be
updated [tom time to time. All furniture ave part of the quarters and articles
are nol to be removed from the building to which they are allocated without
the prior approval of the competent authority.

Occupancy of Government quarters, free of rent, in special cases

(1) A Public Servant who by virtue of an acting appoiniment occupies
rent-paid Government quarlers bul in view of the evident shortness of
the period finds it imprudent to vacate his/her [ormer guarbers
{whether rental or private) may, with the prior approval of the
Permanent Secretary, Publie Service Ministry, be allowed to ocoupy
quarters provided for himjher in his/her acling capacity free of rent
for a period not exceeding six ealendar months.

{2} Should a Public Servant die while in occupalion of Government
quarters, the bereaved rolative(s) may be permilted, on compassionate
grounds, to retain occupancy free of rent for a period not exceeding
two calendar months,

(%) Upon retirement, a Public Servant in oceupation of Government
guarters shall vacate quarters not later than one calendar month from
the approved date.

{4)  Upon resignation, termination of employment in the public interest or
dismissal, 2 Publie Servant in occupation of Governmend guarters shall
vacate such quarters not later than one week from the approved date.
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(5) Extensions in respect of paragraphs (3) and (4} above may, on com-
passionate grounds, be granted by the competent authority.

Increase of Rental in certain cases

N12 (1} A Public Servant in oceupation of rent-paid Government guarters is
lighle for the payment of inereased rent as from the effective date of
any increase of his/her salary if he/she is not already paying the
maximum rent. Where a salary incresse is retroactive, the occupant
shall be paid only the difference between the arrears of salary and the
arrears of rent payvable,

{(2) When the rent for Government quarters is calculated as a fixed percent-

age of a Public Servant’s substantive salary, an acting allowanee shall
be taken into account in the ealeulation of rent,
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SECTION O

COMMUNICATION THROUGH MASS MEDIA

Release of Information

The final preparation and issue of all information about Government activ-
ities through mass media are the responsibility of the Ministry of Information.
All Ministries/Departments/Regions should arrange for their information
and publicity needs to be brought (o the attention of the Ministry of
Information for appropriate action,

Announcements

{1} Ministries/Departments,liegions wishing {o make announcements must
first consult with the Ministry of Information before doing so.

{2} Armouncements on a major subject involving poliey decisions must first
be serutinised by the Minister concerned before submission to the
Ministry of Information.

Identification of Media Liaison Officer

Every Permanent Secretary/Head of Department/Regional Executive Officer
shall identify an employee within his/her organisation who will be respons-
ible for the release of information and who shall be designated “Media
Ligison Officer”, In a large organisation where a Public Relations Unit does
nol exist and where Lhere ave many Departments/Sections, more than one
employee may be so desipnated and assigned this funetion. The names of all
Media Liaison Officers and the addresses at which they can be located must
be submitled to the Ministry of Information, the Guyana News Agency, the
Guyana Natlonal Newspapers Limited, and the Guyana Broadcasting
Corporation.
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PATENTS FOR INVENTIONS MADE BY PUBLIC SERVANTS

Application for Provisional Protection

(1)

(2)

A Public Servanl who has made an invention may.
{n}  at his/her own expense; or
(k) at the expense of the Government, if 5o reguired by Lhe Cabinet

lodge an application for provisional protection with the Repistrar of
Patents and at the same time, send a copy of the application to the
Coebinet through his/her Permanent Secrctary/Head of Deparbment/
Regional Executive Officer.

The Cabinel shall decide as expeditiously as possible whether Lhe inven-
tior shall be regarded as secrel, and the decision shall be forthwith
communicated to the Permanent Secretary/Head of Deparbment/
Hegional Executive Officer for the information of the Public Servant.

Controlling Rights

(1}

(2}

As soon as practicable, the Cabinet shall decide whether or not the
Public Servant shall be allowed controlling rights in the patent, and the
decision shall be communicated Lo the Permanent Secretary/Head of
Department/Regional BExecutive Officer for the information of the
Public Servant.

Pending the deeision of the Cabinet as to such controlling rights, all
rights in the invention shall be deemed Lo belong to and to be held in
trust for the Government.

Procedure when Public Servant is allowed controlling rights
If the Cabinet decides that the Publie Servant shall be allowed eontrolling
rights in the patent, the following provisions shall apply:

(Y
(i)

(iii)

v}

the Public Servant shall, subject to the provisions of Rule P2, be re-
sponsible for all expenditure in taking out the patent

the Cabinet may attach to ils decision such conditions as are deemed
fit and, in particular,may reserve to Lhe Government a right Lo a share
of any commercial proceeds or both such rights;

A Public Servant may, whether or not any rights are reserved under
paragraph (i) of this Rule, apply to the Awards Commitiee as con-
stituted under Rule P 7 {(hereinalter referred to as “the Committee™)
through his/her Permanent Secretary Head of Department/Regional
Executive Officer for an award in respect of his'her invention; and
the gquestion whether an award shall be made, the amount thereof, and
if & share of commercial proceeds is reserved to the Government, the
amount of such shae shall be determined by the Cabinet after investi-
gation by the Committes.
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Procedure when Public Servani is not allowed controlling rights

If the Cabinel decides that the Public Servanl shall not be allowed controlling
rights in the patent, the following provisions shall apply:

{i 1 the Public Servant shall assign all his‘her rights in the invention to the
Government;

{ii} the Government shall be responsible for all expendilure in taking oul
the patent,

{iti) the Cabinel shall decide whelher or not Lhe Public Servand shall be
allowed a share of any commercial proceeds;

{iv) the Public Servanl may, whether or not he/she is allowed a share in Lhe
commeteial proceeds, apply to the Commitlee through hisfher Perma-
nent SecretaryHead of Department/Regional Executive Officer for
an wward in respect of his/her invention; and

{v) the guestion whether an award shall be made, the amount thereof, and
if the Cabinet decides that the Public Servanl shall be allowed a share in
the commercial proceeds, the amount of such share shall be determined
by the Cabinet aller investigation by the Committee.

Modification of original decision by Government

In the event of a materal change taking place in the cireumstances which
pxcigtod al the time when an award or allocation of commereial proceeds was
made, the original decision may be modificd by the Cabinet alter further
investigation by the Committee, provided that, in any such modification of
the original decision, Lhe amount ol an award which has been paid shall not
be redueed.

Granting of full rights
A Public Servant whose invention is in all respect alien Lo the nature of

his/her employment in the Public Service shall normally be granted the Tull
rights in such invenlion.

Appointment of Awards Commitiee

There shall be constituted, for the purpose of these Rules, an Awards Com-
mittee which shall consist of a judicial or legal officer appuointed by the Prime
Minister as Chairman, and representalives of organisations as the Prime
Minister may from time fo time appoinl.

Right of Public Servant to appear before Connnittee

A Public Servant shall be entitled al his/her own expense to appear persanally
before the Committes or o be represented in such manner as the Commiites
may approve,

Expenses incurred by Public Sexvant

In fixing the amount of any award o¢ af the share of any commereial pro-
ceeds rezerved Lo the Government under Rule P 3{iv) or allowed {o the Publie
Servant under [ule P 4(v), as the case may be, any reasonable cxpenses to
which g Public Servant may have been put in connection with hisfher inven-
tion shall he Laken nlo account.
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SECTION Q

RELATIONS WITH TRADE UNIONS/STAFF ASSOCIATIONS

Right of Public Servants to belong to Trade Unions /Staff Associations

Winistries/Departments/Regions to co-operate  with recognised Trade
Unions/Staff Associations

Meetings  between  representatives of  Ministries/Departments/Regions
and recognised Trade Unions/Stalf Associallons

Check-off of union dues/agency fees
Grievance Procedure _
Distribution of Circulars to recopnised Trade Unions/Staff Associations

Secondment of Public Servant to recognised Trade Union/Staffl Associa-
tion on & full-time basis

Recopnition of new Trade Unions/Staff Associations
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RELATIONS WITH TRADE UNIONS/STAFF ASSOCIATIONS

Right of Public Servants to belong to Trade Unions/Staff
Associations

Subject to the provisions of Arlicle 147{2) of the Constitution of the
Co-operative  Republic of Guyana, Public Servanls have the righl lo
assemble freely and associate with other persons and Lo form or belong to
Trade Unions or Staff Associations for the protection of their interesls.

Ministries/Departments/Regions to co-operate with recognised
Trade Unions/Staff Associations

Permanent Secretaries/Heads of DepartmentsRegional Executive Officers
shall treat courleously with officials and representalives of recognised
Trade Unions and Staff Associalions and provided the efficient operalion
of the Ministry/Department/Region concerned is not impaired, shall:

fa]  furnish them with information relevanl Lo issues ropresented and
which it 1s possible to disclose without detriment to the publie
interest; and

(b}  alford them such facililies as may be appropriate in order to enable
them to earry out their functions promplly and efficiently.

Meetings between representatives of Ministries{Departments/
Regions and recognised Trade Unions/Stalf Associations

(1} In terms of the agreements for the avoidance and settlement of
disputes, Permanent Seeretaries/Heads of Departments/Regional
Executive Officers shall hold discussions with the recognised Trade
Unions/Stall Assoclations to discuss grievances and other maliers of
mutual interest,

{2] Permanent Secretaries/Heads of Departments/Regional Executive
Officers should also arrange to hold vegular periodical meetings with
the Branch Executives of the Unions/Associations operating in their
Miniatriea; Departments/Regions to diseues  grievanees  and  other
malters of mutual interesl,

Check-off of union duesfagency fees

{1y  On the submission by Public Servants of . authorizations [or the
cheek-off of union dues in favour of the recognised Trade Unions/
Stall Associations, Permanent Secretaries/Heads of Departments/
Regional Executive Officers shall arrange for the preseribed amounts
{0 be deducted regularly from the salaries/wages of the employees
concerned and promptly remitted Lo Lhe respective agencies,

{2) Permanent Secretaries/leads of Departments/Regional Executive
OMficers shall ensure that deductions of ageney fees equivalenl (o
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union dues are made from the salaries/wages of all full-time Public
Servanls (including those temporarily employed, on probalion, or on
contract) who are not members of the recognised Trade Unions/
Staff Associations, and that such deducilons are promptly remitted
to the recognised Trade Unions/Staff Associations. However, in
keeping with the Agency Shop Agreement made on 1976-07-28, no
deduction for Agency Fees must be made from the salary wages of
a Public Bervanl recruited before 1976-03-01.

Grievance Procedure

{1)

(2)

Permanent  Secretaries/Heads of Departments/Regional Executive
Officers shall observe the procedures get out in Lhe respective
“Ciripvance Procedure” Agreements made between the Government
and recopnised Trade Unions/Stall Associations.

A copy of the “Grievance Procedure” made belween the Govern-
ment and the Guyana Public Service Union s at Appendix Q1.

Distribution of Circulars to recognised Trade Unions/Staff
Associations

Permanent Secretaries/Heads of Departments/Regional Executive Officers
shall ensure that the relevant recopnised Trade Unions/Stall Associations
within the Public Service are supplied with copies of all Circulars issued by
their Ministries/Departments)Regions dealing with or having any bearing
on conditions of service of Public Servants.

Secondment of Public Servant to recognised Trade Union/Staff
Association on a full-time basis

(1)

(2)

Where a recognised Trade UnionStaff Association representing stalf
in the Public Service requests the service of a Public Servant on a
full-time basis, that officer may, subject Lo the exigencies ol the
Public Service, be seconded to the Ministry responsible for *“Labour”
to be placed on special assignment with the Union/Association on
the understanding that the Union/Association refunds to Govem-
ment the gross amount representing the employee’s salary plus any
allowances for which he/she would normally be eligible but are no
longer payable by Government,

Further to (1), the Public Servant eontinues to be paid hisfher salary
pach month by the Ministry (Department/Region from which he/she
was seconded, for the purpose of maintaining the continuity of
his/her public service. The normal deductions such as PAYE, N.ID.S,,
Union Dues, Dependants’ Pensions Fund, repayment of any Govern-
ment advances, ele., should be made monthly and the monies
deducted remitted to the respeclive agencies, The Union/Association
therefore  refunds to the Ministry/Department/Region the gross
amount of the salary which the Public Servant receives during the
intervening period.
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Public Servants who are seconded in lerms of (1) above, and are
eligible for the grant of advances to purchase means of transport by
virtue of the posts held in the Public Service, may be permitled (o
enjoy the duly-free concession to purchase molor vehicles with loans
made available Lo them by the Union/Associalion. A Public Servant
granted such a loan will enter into private arrangements with the
Union/Association concerned for Lhe repayment of the loan.

ltequests in the shove connection should be addressed to the Perma-
nent Secretary, Public Service Ministry, and in the case of (1) should
be carhon-copied Lo the Secretary, Publie Serviee Commission as
well as the Permanent Scerctary, Head of Department or Regional
Execulive Officer under whom the employee is serving,

Recognition of new Trade UnionsfStaff Associations

Permanent Secretaries)Heads of Departments/Regional Executive OfTicers
shall consult with the Public Service Ministry before entering discussions
with any new Trade Union/Staff Association on the guestion of recogni-
tion. Thev shall also ensure that a representative of the abovementioned
Ministry is inviled {o relevant meetings with the Trade Union/Staff
Associalion concerned,
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MEMORANDUM OF AGREEMENT
between

THE GUYANA PUBLIC SERVICE UNION
(hereinafter referred to as the Union)

and
THE PUBLIC SERVICE MINISTRY
(hereinafter referred to as the Ministry)

for
THE AVOIDANCE AND SETTLEMENT OF DISPUTES

Notification of Office Bearers and Comymittee Members of Union
The Union shall within fourteen (14) days of the holding of its Biennial or
Annual Elections of Offce-Bearers nolify the Permanent Secretaries of the
Public Service Ministry and the respective Ministries, of the names of mem-
bers of the Executive and General Council and the Officers of the Branches in
respeet of which they have been elected to serve,

Any changes thal may be made from time to time in the holders of the
various posts in the Union and its Branches shall be notified to the Perma-
nent Secretaries concerned and copied (o the Permanent Seeretary, Public
Service Ministry as soon as possible, thereafter,

Notification of Personnel of Grievance Committee

The Union “shall notify the Permanent Secretary of the Public Service
Ministry and all Permanent Secrelaries, of the composition of the Grievanee
Committees of the Union and ifs Branches. Any changes in the personnel of
these Committees shall be notified to the respective Permanent Secretaries
and the Permanent Secrelary, Public Service Ministry, as soon as possible,

but in any event, nolless than seven (7) days prior to the new personnel
participating in any representalione Lo Lhe partioular Ministrs,

Hepresentation Procedure

When any guestion relating to eonditions of serviee, excluding matters which
fall under the purview of the Public Service Commission, which may give rise
to a dispute, is raised by or on behalf of any memboer of the Union the follow-
ing procedure shall be observed:—

Stage |
A member, individually or accompanied by nol more than one, or in the case
of group representation not more than two members of the Branch Grievance
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Commiltes, may approach the Supervisor/Sectional Head in the fest instance
with a view to avoiding a dispute or settling a matter in dispute. The Super-
visor/Sectional Head shall endeavour to do all he possibly can to effect a sat-
isfactory settlement within two (2) working days,

Stage 1

Falling a setilement al Stage I the member and/or his Branch Grievance
Committee may approach the Head of the Personnel Unil of the particular
Ministey (Department for a selllement. The Head of the Personnel Unit shall
endeavour to meet the member and/or his Branch Grievance Committee as
early a8 possible, but within two (2) working davs in an ellort to elfect a
settlement.

Stage 111

Failing a seltlement al Stage 11, the Braneh Secrelary and/or the General
Secretary of the Union may request, in writing, a meeting wilh the Permanent
SecretaryDepartment Head who shall endeavour to hold sueh a meeting as
soon as possible, but within five (§) working days in an effort to bring about
a satisfactory settlement of the matter,

St ape IV

Failing a settlement al Stage 111, the Grievance Committes of the Union may
then refer the matler Lo the Permanent Secrelary of the Public Service Minis-
trw in writing. The Permanent Secrelary, Public Service Ministey shall en-
deavour o meet Lhe Grievanee Committee of the Union as soon as possible,
but within two weeks, for the purpose of discussing the matter or matters in
dispute, and shall endeavour to effecl a satisfactory settlement with all des-
pateh,

Stage V

Failing a settlement at Slage IV, the matter may be referred by either side
within fourteen (14) working days to the Ministry of Labour for eoncilia-
Lo,

Stage V1

Failing settlement at Stage V, lhe matter may be referred by either side
within fourteen [14) days to arbitration. The Arbitration Panel shall consist
of one member nominated by the Public Service Ministry, one member
nominated by the Union and a Chairman agreed upon by the Public Serviee
Ministry and Union. In the event of the parties failing to reach agreement,
the Chairman shall be nominated by the Minister of Labour. Any award by
the Tribunal shall be [nal and binding.

During the stages of negotiations outlined in the representation proecedure
sef out in Clause 3 above, there shall be no lockout by the Ministry con-
cerned nor any strike, stoppage of work whelher of a parlial or 8 general
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character by the Union, refusal to work, slow down or vetarding of pro-
duection on the parl of the Union, nor shall there be any reduction of the
normal level of output by the members of the Union.

During a dispute or stoppage of work, the Union shall make every effort to
prevent the intimidation of employees who are willing to work,

{General Question

Either the Public Service Ministry or the Public Service Union may request a
joint Conference between ithe representatives of the Union and the Public
Service Ministry to diseuss any matter affecting the general conditions of
employment (including rates of pay) which is not being dealt with under
Clause 3. and which in the opinion of the parties 15 of sufficient importance
to he dealt with under this Clause: and such Conference shall be held without
unreasonable delay.

General Policy

On matters of general policy the Executive Council of the Union shall have
the right to meel the Permanent Secretary of the Public Serviee Ministry
within ten (10) days of receipt of a vequest in writing for such a meeting.
Mone of the above clauses shall be interpreted to preclude the right of either
the Ministry or the Union to make use of any existing or future national
arhiteational or other industrial machinery that may beo legally established
from time (o time,
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SECTION R
MISCELLANEQUS

Honorarium for work in special cases

Cost of legal assistance (o Puble Servants charged with criminal
offences arising out of the performance of their official duties

Payment of salaries/wages while on attachment to Guyana National
Service/Developers' Course

Guarantee for Pavment of Hospital Expenses

Accommodation at Regional Resl/Guest Houses when travelling on
official duty

Compensation for loss of or damage to private property in special cases
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Honorarium for work in special cases

A Public Servant who is required to undertake additional work involving both
special dutics or responsibilities and considerable work outside of oflicial
hours and who is not normally eligible for payment of overlime may, with
the approval of the Permanent Seeretary, Public Service Ministry, be granted
an honorarium,

Cost of legal assistance to Public Servants charged with criminal
offences arising out of the performance of their official duties

(1) 'The reimbursement of legal expenses to Public Servants charged with
criminal offences arising out of the performance of their official duties
is subject to the approval of the Solicitor General,

(2) Government will only consider reimbursing a Public Servant with the
reasonable costs ineurred by him/her in his/her defence in any such case
alter the trial has been completed. Heimbursement of such exXpenses
will normally be allowed only in cases where the defendant was free of
blame and was acquitted,

Payment of salaries/wages while on attachment to Guyana
National Service/Developers’ Course

(1) During periods of attachment to the Pioneer Corps, Guyana National
Service or Developers’ Course, Public Servants shall continue to be paid
their salaries/wages by the Ministries Departments/Regions in which
they had been employed immediately prior to such attachment.

{(2) Publie Servants sponsored by Government who are pursuing part-time
Diploma courses at the University of Guyana shall, whilst performing
their required National Service continue to be paid, in addition to their
salaries/wages as per paragraph (1), acting, responsibility and fixed
commuted travelling allowances, il they were in receipt of such
immediately prior to proveeding on National Servies,
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Guarantee for payment of Hospital Expenses
The guaraniee to be given by Public Servants for payment of hospital
expenses by deductions from their salaries/wages must be certified by their
Fermanent Seeretary/Head of Department|Regional Executive Officer or
other duly authorised officer as follows:

“This certifies that Cde. . . ., . ......... D o e A T e
is employed by this Ministry /Department /Region, and deductions from
hisfher salary /wages requested by the Hospital Administrator/Perma-
nent. Secretary, Ministry of Health in settlement of his/her aceount
will be made™.

Permanent Secretary/Head of
Department/Regional Executive Officer

Accommodation at Regional Rest/Guest Houses when travelling
on official duty

(1) Public Servants travelling within Guyana in the performance of their
official duties which necessitate their sleeping away from home are
required to utilise the facilities provided at Regional Rest/Guest Houses
Where such accommodation cannot he provided, Public Servants may
seek accommodation al hotels or private residences. Claims for actual
reasonable expenses for meals and lodging may be approved by
Permanent  Secretaries/Ileads of Departments/Heglonal Exeeutive
Officers in terms of Rule J22,

{2)  Public Servants asccommodated at Regional Rest/Guest Houses are
expected to comply with all the rules relaling to their operation.
Failure to do so may result in disciplinary aelion being taken against
the employee(s) concerned,

Compensation for loss of or damage to private property in special

CAskE

(L) As insurance of personal effects is possible, Public Servants will not
normally be entitled to compensation for loss of or damage Lo private
property through five, theft or otherwise. Cases of loss or damage
arising through special eircumstances will be considered on their merits
by thie Permanent Secretary, Public Service Ministry, but even if eom-
pensation is granted, it will, as a rule, be given only in respeet of articles
actually or conventionally necessary at the time and place of the loss
when it occurred.,

(2} In representing such matter to the Public Serviee Ministry, Permanent
Secretaries/Heads of Departments/Hegional Executive Officers shall
submit the following:
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a list of the articles for which compensation is claimed and the
cireumstances surrounding the loss or damage. Statements from
two eve-witnesses should be altached, if possible; and

hill{s}) /receipt(s) stating the original cost and the date(s) of pur-
chase of the article(s) or in the event of the unavailability of such
document(s), an honour certificate with the foregoing informa-
tion, endorsed by two senior Public Servants,
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