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1. Introduction

The purpose of this document is to define a standard organisational set
Secretariats. [t establishes appropriate. staffing level
employment that wil] apply to all secretariat positions.

-up for Ministers’
s while. deﬁning the conditions of

Key roles considered essential -for ‘the effective operations of a ._-.Sﬁbqr_etariat' are also
highlighted in this document. o C . S :

Ministers and Parliamentary ' Segr
establishing their secretariats. .

aries .are- expected to observe. these. guidelines. when

The»Minister and his or her P
form a co-ordinated team.

A standard organisational set-up has been defined toensure th

and Parliamentary Sécretaries have the necessary staff to meet a
terms of both the political and dministrative functions. :

These key positions are central to the following four functiorial areas of reép‘o‘nsibility:

. co-ordination and evaluation of policies; o

2 co-ordination of diary and correspondence including constituency matters;
3 - communication and public relations; and, =~ T :

4 -

office management and logistics.

The persons selected to, fil] these key positions are to have the necessary background and
qualifications to carry out the duties as defined: in the position descriptions provided,

21 Staffing Levels -

The position titles of Secretariat étaff, as well as the different complements for each position
applicable to the Prime Minister, Ministers_anc} Pgrliamenﬁary Secretaries, are captured in the
Tables 1, 2 and 3 below, : :

IR

rliamentary Secretaries-are 1o be’ hotised: inonie Building o+ v
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2.2, Staff Complement for the Prime Minister’s Secretariat

LK 2 _H

Position Secretariat Scale | Complement
Head of Secretariat . | Scale 3, 1

| Private Secretary | ' Scale 4- 1.
Assistant Private Secretary - Scale 5 1 1*
Co-ordinating Officers - Scale 6 5 1#*
Secretariat Officer , | Scale 9 5 ’
Secretariat Pool T 'S'céllé‘l;B 1 8
Senior Secretariat Messenger . . - | Scale.l1. IR

"I Secretariat Messengcr/Charwoman - [Sedlei2... . ... 8 ...
Driver/Security Officer : Scale 14 2 - , :
Total ' "'1-"='t.‘~:»":-"'=': Telelatararer T 32 Terteranee
Table 1- ' '

* additional complement that rnay be recru1ted in. exoeptlonal c1rcumstances

J—

23, Staff Complement for Ministers® Secretariats

Position . .| Secretariat Scale Complement
Head of Secretariat - . " |Scaled 1
" | Private Secretary .| Scale 5 1
| Assistant Private Secretary | Scale . |1
Co-ordinating Officers  ~ . | Scale 7 2 2%
Secretariat Officer - - |Scale 10 5
Secretariat Pool : Scale 13 4
Secretariat Messen er/Charwoman - AScalel2 |4
| Driver/Security Officer 7S5 | Scale 14 2o
Total . 20
Tablez oo
* ‘additional complement that may, be recrmted in exceptlonal circumstances followmg
' _consultation with OPM """"""""""

. 2.4, Staff Complement for Parlzamentmy Secretaries’ Secretarzats

o Posxtlou . Secretarlat Scale Complement
777" 'Head of Secretariat | Scale4 1
Private Secretary ;.. “|'Scales: - 1
- .| Co-ordinating Officers | Scale7 |
| Secretariat Officer -+ |Scale 10 - 2
Secretariat Pool 7 7 |Scale13 2
Secretariat Messenger/ Charwoman | Scale 12 - - 2
Driver/Security Officer Scale 14 2
Total ' ' ' 11
~ Table3

1
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Recruitment of Staff

Ministers and Parliamentary Secretaries are to ¢

recruiting secretarial staff,
3.1.

3.1.1 . Intg'oduction

engagement of. all
Office.

At least ﬁfty pércent of the staff
General Service or Departmenta

Recruitment *Guidelines

3.1.2 - General Service Ofﬁcér'sv’ h

Requests for the transfer of staff

Ministry’s Permanent Secreta
Prime Minister,

It should be noted that all Secretariat
scales indicated in Tables 1, 2 and 3
+ positions should be paid the salary attached to that position.

In order to ensure that individuals possess the skills ‘an
. position, Ministers and

for secretariat positions currently hold grades not 1

positions are 4pegged_ to
above. Serving public

exper

from government departméhts should be s;ubmittéd'by'tﬁe
1y to the Management and Personnel Office of the Office of the

omply with the following guidelines when

positions in. the _Mini-sté;é . Secretariat-must. be. filled by -

I Grade  officers. The- documentation concerning’ the
personnel is t6 be channelled throtgh" the Managi

the maximum of the salary:

ment and Persoringl . L s

officers recruited into-these:-

Secretariat Scale Minimum Current Secale
Scale 3 Scale 7-10 | -
.......... Scale 4 - Scale 7-10
Scale 5 Scale 7-10
Scale 6-7 Scale 6-11 |
: Scale 9-10 Scale 14
Table 4
Givén'thé availability ‘of high q

Assistant Private Secretary,

3.1.3

Individuals cannot be recruited from
Officers selected from such organisati

Public Sector Employees

ons must avail themselves

ecretariat, in-particular that of Private Secreta

_ By . are expected to be filled by public officers with the appropriaté
substaritive'scale as pér'the above tabls, IR L

uality administrative skills' within the Public Service, the top
administrative posts- within the S

publie sector organisations on a secondment basis.

of unpaid leave in order to

ience required for their new: -
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7.+ Head of the Prime Minister’s Secrétariat

take on a Secretariat position. However, these officers will retain all seniority and promotion
rights as defined in the collective agreements of their current employer organisation. For the
duration of their employment in a Secretariat, these officers will be paid the salary attached
to the secretariat position they are being appointed to.

314  Recruitment from outside the Public Sector

Ministers and Parliamentary Secretaries are permitted to engage up to two"lindivi'duals from
.. -outside the public sector in their Secretariat; “These individuals aré normally ‘expected-to be -
used in the positions which have direct policy implications:

. * Head of Secretariat

........ N

In addition to the above, Ministers atid Parliameénitary Secretaries are also permitted fo ehgaps

gage

their two Personal Driver/Security Officers-from outside the public'sector.. In. cases wherte a

- Minister or Parliamentary Secretary opts -to engage one or both of his/her Personal
Driver/Security Officers from within the public'sector, exceptional approval may be grarted
for the engagement of an additional officer from outside the public sector. '

1.5 Sp_eciélProvisions’

Salaries of 6fficers recruited from outside the General Service for the positions listed below - .

. may - in exceptional circumstances and only following OPM approval - receive an amount
. subject to a maximum of one scale higher than the standard analogous grade defined’ in _

Appendix 4.2:

+ OPM Commuﬁications' Co-ordinator.
* OPM Policy Co-ordinator

* Communications Co-ordinator
* Policy Co-ordinator

e Hegd of the Parliamentary Séc;étéry’s Secretariat

** Comimunications Co-ordinator =~~~ ©.

 3.1.6 Engagement of Secretariat Pool Staff

are identified for each Secretariat post. The maximum secretariat scale for the Secretariat

Pool position is therefore to be pegged at scale 13, the highest General Service scale of the
Executive Officer grade.

These guidelines are'designed to ensure that individuals with suitable experience and skills
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* However, the salaries of public officers a

_pegged at the maximum of scale 15, i.e. the entry General

. .OPM approval - receive a salary pegged one scale higher

However, the salaries of public officers ap
than two scales above their substantive sc
secretariat scale should be adjusted accor:

pointed to this position cannot increase by more
ale. As their substantive scale progresses, their
dingly as long as this does not exceed scale 13,

As a general tule, the salaries of officers recruited from outside the; General Service will be
pegged at the maximum of scale 14 i.e. the entry grade for Executive Officers. However,
these officers may —in exceptional circumstances and only following OPM approval —
receive a salary pegged one scale higher i.e. the maximuri of scale 13, :

- 3.1.7 - Engagement ofSeéféﬁiﬁ‘iﬁ .es-ja;e.ng.ers

The maximum Secretariat 's_calg' for the pos1t10
12, the highest General Service s
Staff). ~ - . : E

n’of Secretariat Méssenger s pegged dt scale

However, the salaries of public officers- appointed to the. position of Secretariat Messenger
cannot increase by more than one scale above their substantive scale. As their substantive
scale progresses, their. secrétariat scale s

not exceed scale 12. -

As a general rule, the salaries of officers recruited from outside the General Service will be

pegged at the maximum of Scale I.S.,i:e.. the 'e'ntry. grade for Senior Messengers. However,
these officers may — in excepti

onal circumstances and only following OPM approval —
receive a salary pegged one scale higher i.e. the maximum of scale 14.

The maximum secretariat scale for the position of Personal Driver/Security Officer is pegged -
at scale 14, the highest General Service scale for the grade of Senior Messenger. SO

Licers appointed to this position cénnofc increase by more .
than one scale above their substantive scale. As théir substantive scale progresses, their .
secretariatscale should be adjusted aécording

hould be adjusted. accordingly as long as this does

cale-for the messengerial, grades (Officer in Charge:of Mirior % At

ingly as long as this does not exceed scale 4.

As a general rule, the salaries of officers recruited from outside the General Service wil] be

Service scale for Senjor

Messengers. However, these officers may — in exceptional circumstances and only following

her, i.e, the maximum of scale 14.

L T S S
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3.2, Staff Approval

All appointments to Secretariat positions are to be carried out following consultation with the
‘Office of the Prime Minister. Ministers and Parliamentary Secretaries are to: submit. the
applicant’s curriculum vitae when seeking approval for persons proposed for the positions of
Head of Secretariat, Private Secretary, Assistant Private Secretary and all Co-ordinators.

All recruitment of persons from outside the General Service should also be cleared with the
-Office of the Prime Minister and’a- curriculum vita- submitted. The.-Office  of the Prime
~ Minister will also request the security clearance of* Secretariat personnel by the Security
* Service prior fo finalising any appointment. =~ - 77" B
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referred-fo below. o . '

3.3, Contracts

All Secretariat staff must be engaged on the basis of a:Secretariat Agreement even when.
engaged from the General Service. ' i

3'.4,1 . '.A}lowances in lieu b_f Overtime. - -, -, REITP I

Given that staff in Secretariats are inw;ériabiy working
secretariat allowance in lieu of overtime (see Summary Chart in appendix 4.2). T

~These allowances differentiate between five categories of Secretariat staff and are calculated:

on the basis of each category’s level of responsi
ds’the amount of overtime officers in that cat m. A
specified in the table below, allowances are fixed as a percentage of the General Service

salary scale that is most representative of the Secretariat posts falling within a given category.
The allowance will be aufomatically adjusted in line with any increases to the.salary.s_cale

bility within the Secretariat structure, as well
egory are routinely required to perform. As

Category Allowance in lieu of Overtime”™ - - -

Minister/Parliamentary Secretary) | A SRR T

Top Posts (from " Head of Secretariat down to | 25% of the ' maximum of salary scale 7 |
Assistant - Private  Secretary  to. . ths|. .. ST

-20% of the maximum of salafy_s_célé 7 ,

=

20% of the maximum of salary scale
10 : :

.Member of Secretariat - ‘Pool/OPM  Senior | 20% of the m
| Secretariat Messenger/Sec_;e;tari}at:AMessenger : 14

aximum of salary scale

" P_éréqn}il Driver/Security Officers

_ +| 35% of theé maximumi of dalary scale
..... .. ] 14 .

.-,Ta;blesA . - = =

C -

L

fifty hours: ‘

The following positions are also entitled to a bonus of Lm40 for overtime worked in excess of

*  Secretariat Officer
»  Secretariat Pool

¢ OPM Senior Secretariat Messénger
> Secretariat Messenger

10

tnder pressure, all staffare entifled to'a -
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The bonus shall be paid to any officer who works fifty hours of overtime or more in any
given month. The number of overtime hours worked in excess of the fifty hours in any given

month should be carried forward (for up to twelve months) and added to the hours of
overtime worked in subsequent months.

work necessarily extends well beyond normal working hours/days, it is assumed that they
will usually be working on a one day on and one day off basis. - - C

Since Drivers/Security Officers will not be receiving this overtime bonus and given that their

34.2  Overtime Remuneraiibninf()r: 'nlxe's'SengersA performing duties  in the Pril_l'ie.
Ministerfs Secretariat - B R U e

- The Prime Minister’s Secretarie"tt'_féqi.ﬁ"re“s more messengerial éuppq'r_jg ouiside normal working. .. .
hours than other Secretariats.” This results in miessengers in this Secretariat routinely
performing overtime in excess of fifty hours:each month.- Given this-situation; in-addition to = '+~ * -

As a result, unlike messengers in other Secretariats, messengers in the Prime Minister’s

Secretariat are not entitled to'carry forward overtime: worked in excess of fifty hours from
one month to the next, . | L SR _

35 - Outside Employment or Bﬁsin‘ess Interests for Secretariat Staff
All Secretariat employeeé {including those recruited from outside the public sector) are

required to conform to the Code of Ethics for Public Officers. . In line with. this.Code, all - -

concerned if they ‘wish t&" take on any form of outside émployment or business interest. in S
addition to thejr Secretarial ‘duties. This Tequirement also “applies to any part-time - o
employment or business interest that an individual ‘may have -held prior to taking up a
. Secretariat post and which he/she may wish to retain, .. .. s - s

mentioned Code, the Permanent Secretary is then to issue a written decision as to whether the

officer’s request i$"approved or denied, - * CRrriemne

S S T T S T O

The officer’s declaration, fogether with the Permanent Sééfétéfy"é‘fesponse, is to be copied to
the “Cabinet' Secrétary ‘and- the Office of the ‘Prime Mirtister, . In cases that concern new. - - - o
recruits to-a Secretariat, this procedure must be completed -before: OPM approval is obtained =~

and the Se:cr:et:a_riat Agreement_signed.‘ s ;

3.5.1 ° Commuiinications and Policy Co-ordinators

Communications and - Policy Co-ordinators stould not have any form of part-time
employment in addition to their Secretariat duties. ‘Both of these posts are identified in
Section 2 above as being “key positions which are central to the Ministers® Secretariat’s main
functional areas of responsibility”. Both posts cannot therefore be viewed as having fixed
hours, but should routinely require attention and intervention outside standard working hours

11
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and at weekends. Furthérmore; the reimbﬁrsement package tied to these positions reflect this
anticipated level of commitment.

Given these circumstances, it is not considered feasible for Communications and Policy Co-

ordinators to hold part-time employment in adc_ii’gion to their Secretariat duties'and, asa mle;,
any.such requests should not be approved.

3.52 Government Boards

No officer occupying a - Secretariat position .may. sit on Government boards. against - -
remuneration. . S . ) s

Secretariat Pool and Secretariat Messengers — are to be supplied with an appropriate ‘u,n_ifpx:_r‘x_i. -
This is to be worn daily in the case of the Secretariat Pool, and on the occasion of special
functions in the case of Sécretariat Messengers

" "All Heads of Secretariats

L]

o All Private Secretaries T 3 o
© All Assistant Private Secretarigs- .. . - - Co R

o

- All Communications Co-ordinators

-

12



"“ o ’ ~ Messengers Ministers’/Parliamentary

Secretaries’
Drivers
B . OPM ] : 2 2
: ... . Ministries - I 2
ey ) Parliamentary ‘ 1 2
i } Secretariats '
i .
- LT R e
[ _] S Onno account may public sector orgamsatlons within thé portfoho of the’ Mmlstry coneemed .
(S be used to cover mobile telephones or pagers in addition to the abov‘e‘ DR '
Z—l Should a Minister or Parhamentary Secfeteiry feel that addltlonal moblle telephones or pageré N
TR S are required, a request, should be made to the Office of the Prmle Mnuster statmg the: reason - -
R for thls requirement. o0
N
e
il - - .....38. Secretariat vehicles
{ .

o Apart from the entitlement of top posts to the full use of an official car ¢ach Secretanat may - .
T - -have acar pool for general use by Secretariat Messengers The maxunum number of cars’

N l—-‘] L .. Secretariat Maximum No of Cars
T opM L 4

|~ - Ministries . - o L SRl
: J S ','-'Parhamentary Secretanats DR B " I

ah home at the end of each. day.
1
“'j_ " On no account may public sector organisations.within the portfolio of the Ministry concerned
] be uged to proy_@e Yeh;ple§ 'm_.addmon to the above.
S Rt AR Should:a Minister- or- Parllamentary Secretary feel that additional veliicles are required, a
request shoolc} .h_e_rhod_e.to the Ofﬁce of the Prime Mmls’cer stating ’che reason for thIs‘ “““
J """" requlrement DU
L

= 13
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Ministers’ Secretariats

Position Descriptions

ane Minister’s Secretarlat

Head of the Prime Minister’s Secretariat "
Prwate Secretary to the ane Mnnster 2y

Communications: Co-ordmator ‘

Policy Co-ordinator ) B g v s a mes By

Diplomatic Co-ordinator - . . .
Projects Co-ordinator -~~~ "¢ -
Office Co-ordinator .

Logistics Co-ordinator

Head of the Minister’s Secretariat © *.© = -
Private Secretary to the Minister . - .
Assistant Private Secretary g

_Communications Co-ordinator

Pohcy Co-ordinator
Projects Co-ordinator (where requu'ed)
Ofﬁce Co-ordinator (where requu'ed)

15

A number of key roles have been identified within the organisational set-up defined in
Section 3. Position descriptions are bemg prov1ded for the fotlowing posts:
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Head of the Prime Minister’'s Secretariat

This position has overall responsibility for the Prime Minister's secretariat. It also provides

spec:ahst support to the Prime Minister and manages the operatlons of three key specialist

funetions. .. .. .

. policy o

. projects

. communications - - . . . S

Tasksinclude_ .7 “’"’::-”i',‘._‘;_.'_ - . .,“z"".-:"._’l"'_,;"_: o 3.'.;.-_.'5 ‘ o T B
Ensuring the Prime Mmlster is appropnately bnefed on all issues of substance

providing lele ad\nce to him on all aspects of hlS concerns based on- mformed

trends. = e

: abroad attendmg meetmgs where prlonty issues are involved,

Mamtammg close 11a1son W1th the Cabmet Secretary in terms of preparatlons for and

initiated by the- Ofﬁce

Co-ordinating Goyernment-wide responses. to. issues and problems raised internally or

externally. Co-ordinating proposals for particular lines of @étion,

Managing the policy, projects and communication activities of the Office.

17
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Overall responsibility for the Prime Minister's secretariat including budget

administration, staff selection, supervision and performance management, work

assignment and the necessary liaison with the Management and Personnel Office.
Assisting Ministers and Parliamentary Sédrétarieé with and on behalf of the Prime

Minister, in defining. FeSponsﬂthues Wlth respect to thelr secretanats and in their
stafﬁng and managernent S

18
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Private Secretary to the Prime Minister

ThlS position is responsible for managmg the admlnlstratwe functlons of the Prlme Mlnlster 5 .

-secretariat.

Tasks include -

und matenal -

o

. Rev1ew1ng 1ncorn1ng correspondence/materxal attachmg relevant b_ackgro
" and forwardmg it to the Prnne Mxmster for hIS attention.

N

by ha1smg with the approprlate secretariats,

.- ) ~Mamtamlng halson W1th the Management and Pers

F R S I I T

' Deahng as required with members of the public w

with the Primie Ministet or the secretariat,

19

Co- ordmatmg a comprehenswe control and trackmg system for correspon

dence and '

onnel Office on the bumian resource - -

o' write or otherwise communicate
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Assistant Private Seécretary to the Prime Minister

This position is responsible for assisting in the management of the administrative functions of
the Prime Minister's secretariat. S o

Tasks include - .

rephes accordingly. Takmg follow-up actlon with Mmlstrles and other authorltxes as

requlred or as directed.

Mmlster is mvolved

Assisting in. the co-ordination ofstate functions. Maintgini_n‘g‘list‘s of addresses and

e -supplymg the lists as’ requlred th'ro‘u'ghdut Govemment

. -Supervising subordinate §taff.and -ensuring that they are aware of their dut1es and

respons1b11mes and momtormg their performance Schedulmg work for office staff,

Monitoring budgets, expenditure and contracts for thes purchase of services or
equipment.

20

Supervising the registr"ation ‘of 'Parliamentary Questions. received : in 2 the Office. «0 i

,Recewmg and clearmg draft replies to Parhamentary Questlons and processmg final - - -~

...Apersonnel functlons of the - ofﬁce 1nclud1ng leaV'eS' 'abs'enc'es' dlscxphne ete. o
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Attending to the Prime Minister at Parliament as required.

*  Dealing as required with members of the public who write or otherwise communicate

with the Primie Minister ot the Secretdriat, |
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OPM Communications Co-ordinator

This position is respormble for plannmg, directing and co- ordmatmg the pubhc information
: 7 . activities of the Office, under the broad guidance of the Head of the, Prlme M1msetr s
‘ _, - Secretariat. '
"—} . Tasks includ_e»—-:
e P .
i . [ ]
BEE :
=l
e | .
i . Mlmster, -publi¢ access systems are also- to be put m place within each department .
o :',_ ' falling under the Office of the Prime Minister. ==
SR J Co- ordmatmg the introduction and. mairiténance of: pubhc access systems by the
] ' - Ministers’ or Parliamentary Secretaries”; Commumcat1on Co-ordinators within the
o various Mlmstrles _____ T
— | S
; S o De51gnmg and 1mp1ement1ng effectlve cornmumcanon sttategtes which ensure that the
- Office of the  Prime Minister ‘meets- its stfateglc objectwes in the delivery of _
B mfdrfnétibxi ébbut the Government’s policies. ..
—J.
jt . Developmg and 1mp1ement1ng communication. programmes to mform 1eg1slators the ......
i medta and the general public about pubhc pohcy, aecornphshments and vision ef _____
. .

~ * Estnb_hsnlng and mexntammg clese_ltatsen '_vsnth't.he Department of Infonnatlon and
j ..... R thh M1mstry Cetnrnunlcatlons Co-ordmators to' ensure that commumcatlon strategles

H dealmg Mth ma-Jer. policy themes and tnxtjletn/es' atre 'et'fectwe both in content and
_f ....... ""i"n'tént o SO LT e
I A

'A'etWely part101pat1ng and/or leading multi: d1sc1nl1nary working Dartles or committees

JJ o ' ibvolved in the.formulatl'on of communication policies and strategies.

Re\'fi'e\&'ing"énd/or preparing speeches and press releases from the Office of the Prime
Minister and other Ministries to ensure compliance and con31stency with Government
. policy and style depending on the designated audience.
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Imtlatmg or reviewing requests for media interviews, press conferences and other news .
making opportunities.

Representing the Office of the Prime Minister in its dealmgs with internal and extemal

organisations in such areas as communication strategies.

' Mamtammg ongomg haxson w1th the medla and other mterest groups to act as a

23



————

C

C

—
S

C

v
—_

L

L

|

- OPM Pelicy Co-ordinator

This position is responsible for planning, dlrec‘cmg and - co- ordlnatmg policy formulation

activities, under the broad gu1danoe of the Head of the Prime Minister’s Secretariat.

Tasks include -

i Ensurmcr that Mlmstnes Busmess Plans are- cons1stent with Govemment’

s ‘elect'o‘r‘él S

Identlfymg current and antwlpated lssues and ensuring the development ' and

lmplementanon of strategles for addressmg them these issues would 1nelude EU

accession, changmg demegraphws 'national rnanpower planmng, the env1ronment,

Assurnmg I‘eSpOHSlbllll.'y for appropnate commumeaﬂons relating to major policy

1n1t1at1ves anticipated issues or emergmg developments in ha1son with .the OPM
Cornrnumeatlons Co- ordmator

Attending meetings as appropriate to advise OPM or as an observer on the Office's
behalf,

N
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Attending to the Prime Minister at Parliament as required.

Dealing as required with members-of the public who write or otherwise communicate

with the Prime Minister or the secretariat.
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’_1 . Diplomatic Co-ordinator in the Office of the Prime Minister

. This position is responsible for co-ordinating diplomatic activities within the Office of the

Prime Minister, under the broad guidance of the Head of the Prime Minister’s Secretariat.” -

... ...... ofForeign Affairs and other Mmlstrles on an ‘ongoing basis to erisure that the content

B . 'and presentation of such briefs are consistent and of a high quahty

L

L_‘.

DL

-

;r] e Rev1ew1ng all invitations received by the Prime Minister for official
o meerxﬁgs/faﬁctlons abroad Co- ordmatmg advrce_ from ‘relevant sources as to whether

fﬂ such 1nv1tat10ns shouId be accepted

L‘T_-.:-.:‘.szaz:l*~ R T L PUL N ::'-..:.-.:::. L T T T

;"L e 'Co ordmatmg all preparat1ons for the Prrrne Mxmsterstrtps abroad T

LL . T

e T s Co- oréx ..... & a system .fo the preparaﬂon of repons by Ministers and Parhamentary o

EIL__W . B Secretanes-f 1low1ng any official trips abroad Reviewing all reports received to
, identify key issues and ¢o- Ordmatmg any follow-up action required on the part of the

3 : ©* Minister/Parliamentary Secretary concerned in relation to these issues.

° Any other task as assigned by the Head of the Prime Minister’s Secretariat.

\



-

L

s

— : » OPM Projects Co-ordinator

This position is responsible for co- ordinating works on special projects and assisting in the

communications activities of the Ofﬁce under the broad guxdance of the Head of the Prime -
Minister’s Secret'aria't'

Tasks include - -

— o aE anxsmg thh the MITTS and co- ordmatmg the 1nstallat10n and mamtenance of IT .
E ' hardware and software. .

xil e Formulatmg' prOJ'ect briefs, rules and regulatlons for major Govemment initiatives and
L other high profile activities
O 2 T T T
L
B . Undertakm"g 're'eea':ch 1o 1dent1fy 1n1t1at1ves that Govefnhieht can sponsor.
_f—1 .......
] . Asmstmg irrthe eqm_mumcaﬂons funct1ons of the Ofﬁce
A o Byl st o ot T e a g it I T T
: L Evaluatmg eXIStmg procedural syste_ms in the Ofﬁce in order to assess the potentlal for
= streamhnmg these procedures. _
i . Representin'g the Office on various commlttees' bf Werkmg parties mvolved m
]
- Ensurmg that the Head of the Prlme Mlmster 'St Secretanat is kept mformed of* the
] D
] A551st1ng the Head of the Prlme mester s Secretarlat in other functlonal ar,eas, as. ...
.

Deahno as requlred with members of the pubho who write or otherwise commumcate
W1th the Prime Minister or the secretarlat ''''

27
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OPM Office Co-ordinator

.’“ o —} 1
p—

This position is responsible for the co-ordination and maintenance of the Office and other

general operational requirements, under the close direction of the Assistant Private Secretary

.,
—

to the Prime Minister,. . .. .. L

—1,

Tasks include .

A
! — standard and that they are properly mamtamed and secured 1nclud1ng serv1ce back-up
R and routme maintenance. - - ) : o - -
- . . . .
{-4 L—_ T
Do . Purchasing all items needed dealmg Wlth and certlfymg all i mvoxces which concern
s purchases. ...
o o
] . Co- ordmatmg all transportatlon nee_ds_ Qf the ofﬁce
alig J Handling matters relating to, the dally' running of ‘the Office also co-ordinating
}; = hosp1ta11ty requ1rements such ds catermg fadilities and- other suc_:h_ matters.
AT :
; l L . Dealing as required w1th‘me'mbers of the pubhc Whe Wﬂte or otherwxse commumcate
’ R with the Prime Minister or the secfe'ten’at. ________
!b—-‘__‘- oo
‘ ﬂ"'j oo
.....

_ 28
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OPM Logistics Co-ordinator -

requrrements of the Ofﬁce under the close drrec’aon of the Prrvate Secreta.ry to the Prrme‘
Mlmster : :

Tasks inclurle _—

- Filing and mamtammg reports on Mmrstenal vrsrts abroad recerved by the Ofﬁce of T
the Prime Minister. - ‘

Dealrng as required with members of the public who wrlte or otherwwe communicate
..... with the Prime Minister or the secretarlat

29
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Head of the Minister’s Secretariat

This position has overall responsibility for the Minister's Secretariat. It also provides

specialist support to the eruster and manages the operatmns of three key -specialist
functions. .

'« policy

» projects . = B L . | -

*  communications

Tasks include - - -

pohcy guxdance on all. aspects of the Mlmster S concems based on an mformed

understanding of existing- leg1slat1on and extemal econdmic and social pressures and'

~ trends.

ofMlmstry_pohmes e SRR - . i

Managing the policy, projects and communication activities of the Ministry.

Overall fésponsibility for the Minister's secretariat iﬁclu_d,ing, b_udget administration,

staff selection, supervision and performance management, work assignment and the

necessary liaison with the Management and Pérsonhél.Ofﬁée.

° Attending to the Minister at Parliament as required,

31
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o ° Dealing as required with members of the public who write or otherwise communicate
- with the Minister. ‘
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Private Secretary to the Minister

: Rev1ew1ng mcommg correspondence/materlal attachm

Ensurmg that the M1mster s travel arrangements accommodatlon """
other requlrements are‘mejt ,,,,,,, S

This position is respon51ble for managing the administrative functions of the Mmlsters :
secretariat, o

Tasks include -

Mamtammg close liaison' w1th the Head of the Mmlster S- Secretarlat to ensure co-"' o

staff of his movements.

onde g relevant background matenal
and.forwarding it to the. attention of the Minister, . S .

_ Co ordmatmg a comprehenswe control and tracking system for correspo

orrespondence and
pubhc enquiries recewed and r responses being prepared for the Minister. '

professmnal and

33
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Assistant Private Secretary to the Minister

This position is responsible for assisting in the management of the admmlstratlve functxons of
the Minister's Secretariat.

Tasks include <

Dealing as required with members of the public who write or otherwise communicate
with the Minister.
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Ministry Communications Co-ordinator

The Ministry Communications Co-ordinator is responsible for planning, directing and co-

ordinating the public mforma’uon aCt]VltIGS of the Mmlstry, under the-broad guldance of the
Head of the Mmlster s Secretariat:

Tasks mnclude -

Minister; public access systems are also fo be put id place W1th1n each department
falling under the Mlmsuy o P :

.......

- Designing and implementing effective commumcatlon strategles which ensure that the

Ministry meets . its strategm objectives. in the dehvery of mforrnatxon about the

- dealing with ‘major pohcy themes and 1n1t1at1ves are effectlve both in content and
_ inent, '

Lo Actively . par*1c1pat1ng and/or leading multx—dlsmphnary working parties or-committees

: mvolved in the formulanon of communication- pohcles and strateg1es

compliance and consistency with Government policy and style depending on the

-designated audience,

35
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Initiating or reviewing requests for media interviews, press conferences and other news

making opportunities.

Representing the M_inistry in its dealings with internal and external organisations i

Establishing and directing Aoperational and administrative procedures refatgd to the

" Dealirig as réquired with memibers of thé public:who write o otherwise ¢o

with the Minister or the secretariat. -

36



O . Ministry Policy Co-ordipator

s The Policy Co-ordinator is responsible for planning, directing and co- ordmatmg pohcy A

) [ L i ._ formulation activities, under the broad guidance of the Head of the Mmlster s Secretarlat : -
FT Tasks include -

- t L. -4 . ’

: adm1n15trat1on by bulld,mg‘ up. and workmg with a multl d1501phnary team drawn fromi
‘various:organisations.: : - - . ...
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Ministry Projects Co-ordinator (where required)

The Ministry Projects Co- ordinator is. responsible. for co-ordmatlng works on special projects

“and assisting in the communications activities of the Secretariat, under the broad guidance of
the Head of the Minister’s Secretarlat .....

Tasks include -~ e ey T o

hardwareandsoftware . L. e e :

. Formulating project briefs, rules and regula’uons for major Govemment initiatives and

other high profile actwmes Imked to the Mlmstry s portfoho B

Representing ‘the. Secretariat ' oh'v'ahbus'dommlttees or working parties involved in

"+ construction and maintenance: pI‘OJeCt rnanagement

E_nsu_rlng that the Head Qf the Mlmster 5- Secretanat Is. kept mforrned of the status of

Assisting the Head of the. Minister’s Secretariat in other functional areas as-required.

Attending to the Minister at Parliament as required.

Dealing as required with members of the public who write or otherwise comimunicate
with the Minister or the Ministers’ Secretariat.
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1 ‘ Ministry Office Co-ordinator'(where required)
L% This position is responsible for the co-ordination and maintenance of the Minister’s

1
ST
i

oo,

e_...\...,i

.Secretariat and other general ‘operational requlrements under the close direction of the
* Assistant Private Secretary to the Mmlster

T .Tasksinclu_de- e

Co-ordinating  the rostering:of -staff "ensuring "thit" 1
emergencies are coV,el'_edE':}f:""-"'- TR g T

Ensuring that all mfrastructure bu1ldmgs vehlcles and office equipment are up to

standard and that they are properly mamtamed and secured 1nclud1ng service back-
and routine mamtenance '

............ g the co--

ordmatlon of hospltahty arrangernents such as
gIﬁS R . R e : .. T

peolally in the preparation

- and planning of the Mlmster s visits abroad. Flhng and maintaining reports on these
visits.

39
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M Head of the.Pafliamentary'Secretary’s Secretariat

e B This position has overall responsibility for the Parhamentary Secretary s secretariat. It also

L provides specialist support to the Parharnentary Secretary ‘and manages the operations of
.. threekeys tions.

o | three key specialist function

i sopoliy

* projects : R T R
,_: .
r ST commumcatlons :

r~ .

i S ., .2, .., -Managing the, pOIle, prolects and cornmumcatlon act1v1t1es of the Parhamentary
bt A R * R ,- A
SR e i e Secretar iat in ha%SPI? with ‘}he Head Qf.thevM;n;s’_ce_r ?.SQGFE?tma? as appropriate.

L N I DU

necessary liaison with the Management and Personnel Office,

L
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Private Secretary to the Parliamentary Secretary

This position is responsible for ma

Secretary's secretariat.

naging the administrative functions of the Parliamentary

Tasks include -

- . professional and other requirements are met, -

" Ensuring. that the Par lamentary Secretary’s travel arr

- Maintaining liaison with the Managementéﬁd?_erépﬁhél Office on

Maintaining close liaison with the Head of t

ensure co-ordiriation of activities

staff of his movements:

-Secretariat,

Reviewing all 'incéming 66rresponden667material and ensuring" the propef passage of
all files and correspondence to the attention of the Parliamentary Secretary. Screening
all correspondence prepared by subordinate -staff: Es_’tabll'ishir}'g' appropriate records

management systems for the registration, storing andsqqu_rity. of all confidential-and
routine information, o , R

angements, accommodation,

the human resource -

. Siuﬁervising the registration of Parliamentary Questions received in the Parliamentary
" Secretariat Receiving and clearing draft }éplies 'to Parliamentary Questions and
processing final replies accordingly.
[ ]

Managing the day to day general administration of the Secretariat. Responsible for the

personnel functions of the office including leaves, absences; discipline,

>
N
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L - " duties and respon51b1ht1es and monitoring their performance. Scheduling work for
office staff, estabhshmg priorities and ensuring it is carried out efficiently and
o effectwely
3 ‘
! .....
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Parliamentary Secretariat Communjcations Co-ordinator

This

activities of the Parhamentary Secretari

position is responsible for planning, dlrectlng and co-ordmatmg the public mformatxon :

at, under the -broad gu1dance of the Head of the

Parliamentary Secretary s 'S ......
Co—ordmator )

.Task.s inciude -

. Plannmg, dlrectmg anu

. Désigning and im

d 1t1es of the.
Parhamentary Seoretarlat estabhshmg and mamtax_nm close ha1son thh the: Mmlstry.:._

dlnator and . departmental commumcatlons/customer care - .
officers. = _ _ o o o .

plementmg effectwe commumcatlon strategles on matters related o
the Parhamentary Secretary s area of responSIbiIity in liaison with the Ministfy
Commumcauons Co-ordmator S e o

Developmg and xmplemen‘tmg commumcaﬁon progratiimes 6" inform 'legislators the B

media and the creneral pubhc about pubhc pohcy and acco R ;

.communicatior strategles deahng with ma_)or policy them

L]

mphshments

Estabhshing and rnaintaining close liaison with the Departiner

with the OPM - and. Mlmstry Commumcatlons Co-ordinators to ensure that

es and initiatives are effective. .

both In content and mtent S BRRIE U

.-.r.-.-.-. ity BT e e L

: A g mult1—d1sc1phnary workmg pames or comxmttees .
mvolved m the formulatlon of oommumca’mon pohc1es and

strategies, - - - - - ..

(=]

eches and press releases from the Parhamentary
Secretariat to ensure comphance

and con313tency with Government policy and style
dependlrig on the designated audience. - o

Initiating or reviewing requests for media interviews,

press.conferences and other news
making Opportunities.
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. Representing the Ministry on matters related to the Parliamentary Secretary’s area of
responsibility in its dealings with internal and external organisations in such areas as
communjcation strategies.

. Establishing and dlrectmg operatlonal and. administrativg: procedures related to the
role.. T A

L]
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e 4 3. Appendzxi‘ Procedures for the tl
1 engagement of SecretarzatStaﬁ """" o
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F . The engagement of any
O R : th

{ 4.3.1. Purpose

member of staff in

a Secretariat is to be regulated by an Agreemerit,

& provisions of which will vary according to whether the individual is recruited from:

* aparastatal or other public sector org'anisationl;.gr. ) o
* outside the public sector, " T

" categories, Specimen Secretariat Agreen
"~ section concludes with “procs
Agreements, '

... This dection details pro

The following documentatioy is required in the case of individuals recruited external
Ministers’ Secretariat position

ly for a

" Secretariat Agreement L This will be issued. to, and signed by, every: - - - _
[ <000 Secretariat staff. member including those: ,

T SRR recruited from,qutside'deternmént.' Tobe = -

o signed by the’ Permanent Secretary of the =

Ministry concerned on behalf of the.

Goveftiment, =& -

tion '_ .. Secrefariat. bosts” from - ‘Head of Séc.retaria't‘ '
L down to Co-ordinator level are covered bya.
. ' ‘position description  that must - ‘be".

Appendin -

incorporated with the Secretariat Agreement.* "
- Position descriptions are found in appendix
41, v €

......

- This - contract is to be issued to -external

eeechiialloen o recruits only.: o

51
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. The following documentatio
~ parastatal organisation:

4.3.3, Engage'r'n‘ents of individuals

organisations

Individuals from parastatal or other. public sector or

leave from their em
duties in a Secretariat, these individuals will
position they have been appointed to,

In the case of individuals who -ars ‘current
organisation, this contract will .be suspende

Ministers’ Secretariat.

n-is .required i

Covering letter signed by the Director

General, Mandgement and Personnel Office,
and issued to the employer organisation; -

SR SRR I S T T

. position - - déscription . :
' inCdrpp‘ra*ged. with the Secretariat Agreement,
"Position”

' public sector organisation bein
Secretarfat. -

from -parastatal or other public sector

ganisations are required to take unpaid

ployer before taking up . a Secretariat post. While they are performing

be paid-the salary attached to the Secretariat .

1

This letter ‘stipulates that all seniority and
promotion rights as defined in.the collective

“agreement of their empldyer: orgarisation

will be' retained by the employee for the
'dupa‘qi‘qn' of the attachment to a Secretariat, A

ned b and the Permanent
Secretary . of. the. Ministry, concerned on
behalf of the Government.

ecretariat-posts ~from~Head

"0

down 'to .Co-ordifitor: are - covered by a
that . .must': . be

f .

d

_descriptions ‘for' these posts are
found in appendix 4.1 .0 :

This -contract 1s ohly fo be issued '-’co, and
signed by, individuals from any parastatal or
g attached to a

¥ on a"definite contract’ with 5" pa{fﬁs;‘ﬁétal S
d for the duration.of their attachment.to a . .-



L

L

4.3.4. Appointment of Public Officers to a Secretariat position
1 Given that Secretariat positions are pegged to analogous General Service grades as indicated

L in appendix 4.2, public officers are required to sign a Secretariat Agreement stipulating that,
) . - for their duration of their attachment to'a Secretariat

, they are to receive the salary scale and
T . other benefits specified for the position they are appointed to. Public officers will then revert
to their substantive salary scale on the termination of this Agreement. S
- Mieloving. dogumentation. is. required.in the. case of public’ officers sppofated.to- A
: “. ... Ministers’ Secretariat position: <+ - - - LT e e SRR

. S '_Cb\.'/efring letter from Pe‘rmainvegf_.:.‘ S
: ~© °° ‘Secretary of Ministry coricerned "

wu s This covering letter is only issusd i ‘public ;

- officers, The primary intention is to stipulate. ..". . . L
- the salary scale that the-officer is eligible to = -
: . © ... .. . teceive.for the duration of his/her attachment
:.’] I o e . to the Secretariat, while also stating that this
- R . is a temporary measure and. that the officer. .’
] D ‘Wil revert to his/her substantive grade on

| ' " This will include remuneration details. To be.

_ c ot 0L signed by the individual and the Permanent.

..... ' - Secretary of the Ministry- conéemed .on
ST . .. ....... behalf of the Government.

- ©+ - Secretariat posts from Head of Secretariat’
T ceeen o doWA 0. Go-ordinator dre Goversd: by a, -
S I B vt position - description  that  must . be .
‘ T B - ... incorporated with the Secretariat Agreement. - .- .-
T <. ‘Position descriptions for .these posts are
] ST L : ..~ foundin appendix 4.1, S

—t . N

[

— - =
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- [Specimen letter o pe Issued by the Director General, Man

~~~~~ . L confirm M/Ms [insett name] attachmertto the [Prime Ministsr’s, Minister’s; Parliameritary

the employer parastaral organisation]

Dear

Subject:[Insert name of individualj oL

_ Se"c'r'e't'a_ly"s"] Secretariat, Ministry [insert Ministry.name] effective from [inse'rt_'s"ga:rAt"‘ciat'é."bf"“‘:' A

......

It is stipulated thatfor the duratiop of the attachment t

- promotion rights enjoyed by Mr/Mrs [insert name] as defined in the co
[insert organisatior name] will be retained.

Specimen 1

agement and Personnel Office, to

lective-agreement of

0 ‘fhé'Sveéretaria.’c,'al’I Aseniolrity and




[
fe—

pa—

-
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il
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[

[

f

o
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I I

-+ cwrriculum vita of the individuals concerned ist6 b

' individuals recruited externally.

.., .féquests the required.OPM appro\'/al.;' o . - - -
'® captures the required information rega.rdin_‘_g_’jpfpiyét@ staff so that security cléatrarnice can be

B Each Minister and Parliamentary Slgc;efcqumyé:_t' forward this memorandiity w
-appointment is to be made. Security Sérvice updates are required during the n

43.5 Procedures for OPM Approval and-Security Clearance °

4351. ° OPM Approval

Apﬁointments to all Secretariat positions. require the approval of the Prime Minister.
-Requests for such approval are to be addressed to the Head of the Prime Minister’s
Secretariat and copied to the Cabinet Seeretary. - - B

In the case of all posts from Head of :Secf:rbﬁa‘rf;f_ét doWn t§. quordinatqr_.'ievbl, as well as in'the.”
case of any individuals recruited- fromi outside -

4352, - Sec'uritvyIss‘uéS_v" - e R

s s e

Any Secretariat appointment is dependent on security Clearance from the Head of the Security -

Service. Individuals appointed to any Secretariat position (including minor staff) must bs
cleared " by the Security” Service. "This -condition applies to both public officers and

ary Secretaries which:

obtained. I

January of each year, - - : : T T T .

Tifatet. . L, R L R T T T A LI T R N
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e public. sector. to-any Seéretariat post,a .' e
¥ provided when seoking OPM approyal; '+ -+
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-

[Specimen memorandum Jrom Ministers and Parliamentary Secretarie

s to
Prime Minister's Secretariat and coped to the Cabiner Secretary]

Subject:
: Secretariats

. Secretariats?, please find the requested information regarding the follo
is/are being considered foran appoifitment in my Secretariat; «:+. i,
Curriculum vitae i respect of each individial
to any individual being considered for a top
any individual who would be. engaged from

outside the public .séc.z‘o.r].

Specimen‘ 2

the Head of the

OPM Approv:;d 'an'd Security Clearance for Staffin Ministers’

Proposed

Name Identity Card

Position Title | Number

Typeof .
Engagement

1 from within the:

[In this colurun
please specify
whether the
individual is to
be recruited -

(in which case

his/her current
substantive
grade and duties
are to be
provided), from
a parastatal or
Public Sector .
Organisation, or.,
from outside the

' public sector. -

56

, as well as for™

deta_ils regarding | - L

wing individqayg- : ho = Ry

are attached to this memorandum: [this app Tieg LA
post (dowr to Co-drdinitor level




4.3.6  Procedures for the Termination or Extension of Secretariat Agreements

4.3.6.1 Extension of Agreements

All Secretariat Agréements are effective

for one year comméncing on the date oh which the
officer first-assumed his or her Secretariat duties, AT

At least six weeks prior to the expiry of an officer’s Agreement, the Head of the Secretariat ig
to consult’ with the Minister or Parliamentary ..Secre.tary.:. as to whether

Omnce that is done, the letter attached as -S’pe‘cimen 4 is to be issued to the officer by the . . - -

Permanent . Secretary of the - Ministry

_ countersigned by the officer, it should be

integral part of the' original Agreement.

er-period of one year, - o

this individual’s

concerned to formalise this extension. -~ Once

attached to the original Secretariat

Agreement-as.an”




]

—
[
¢

" Agreement/s of the followin
" date], "

Specimen 3

[Specimen memorandum to be sent by the Head of the [Prime Minister’s, Minister’s,

Parliamentary Secretary’s] Secretariat to the Permanent Secretary of the Ministry concerned
prior to the expiry of Secretariat Agresments] .

Please be informed that the Minister has agr

.... eed: to! the' extension. of ‘the Secrefariat’- < - " = ' -.-

g individualls for a period of one_year. with effect from [insert ... . . L .

-Name

-Head of Secretariat,

58



] ‘ - Specimen 4

i [Specimen letter to be issued by the Permanent Secretary of the Ministry concerned to
T ' . officers on extension of their Secretariat Agreement] : e

7 ’ Dear [insert namie]
{.

' Position: . [insert po"sitipz;"’qitié] '.’. s
[ﬂ' . .- I'wish to inform you-that the Sécretariat Agreemiént. signéd on [insert.dite] by which you T
. -~ were assigned the position of [insert ,-position-title]-}in _-the;:S,_epretariat_of the [Prime Ministery . R
,—J--' v er o Minister, Parliamentary Secretary], [msertMmlstryname],lsbemgextended uhder the same:* © ¢ =

terms and conditions as stipulated i the ‘p’bygf—ﬁ;éﬁﬁbﬁéﬂ Agreement fora per1od of oneyear
commencing on [insert expiry.date.ongreemegt].,.; S e e e e e i

i‘] To signify yoﬁr acceptance of this extension pléeisé éounférs;ign this letter aﬁd return it éarlyv‘
— to the undersigned. You should Keep-a ¢opy for your récords. S

J ] . o Permanent Secretary, [ins'el.'t-l\/ﬁni tryna_me]

2 L = - [Name in block letters] .. .. . CT
o : [insert Position Title] CimasAiio L

——

L

N

59

C



]
|

o
_L i

==

- 4.3.7 Impactofa Re-shuffle on Secretariat Agreements

When a Minister or Parliamentary
of a Ministerial reshuffle, the follo

Secretary changes his/her ministerial
wing procedures will apply: .

portfolio as a result

4.3.7.1 Officers who are to remain with the -Minister/Parliamentary Secretary’s -staff will -

i B
3

-that the ' Minister’s /Parliamentary Secretary’s desi

Agreements will remain in force wntil their

60

_ ublic sector or
who take up ‘any new position - wi
_Secretariat, are not entitled to any te

_ from a public sector o
ithin government immediately on

rminal benefits, = -

DR

retain their current Secretariat Agreement. This will be amended to reflect the fact
gnation has changed. These

original expiry date. - The.question.of ~ - . . -

Tganisation - - -
leaving 2 = - = -




L

‘ Specimen .'5 .

‘ Sp'eciin:eﬁ6 .

4.3.8 Specimen Contracts

Six specimen Secretariat Agreements have been drawn up for different categories of

Ministers® Secretariat staff. The cover
documents are required in the case-

page of each specimen clearly indicates which' of the
of public officers as well as individuals ‘recruited

externally or from. parastatal organisations. Standard remuneration packages and benefits
(which are pegged to.analogous General Service grades) are specified in appendix 4.2 of this .

Report.

. The specimen contracts are attached s foll'ow}vs:'-. SRR

- Specimen 8 -

e oHead of mé‘Prﬁé'M' inister’

© ... Privéte Sectetary t6 the Prin

. Assistant Private, Seoretary to theane R et

* Personal Assistant to the Minister ", -~ " -
* Private Secretary to the Minisfer i
-« Personal Assistant t6 fthe P'arliame'nfary o
Secretary I .
* -Private Secretary to the - Parliamentary
Secretary : o

* Assistant Private Secretary to the Minister

* OPM Commmtications Co-ordinator
_* OPM Policy Co<ordinator
¢ -OPM Diplomatic. Co-ordinator

* - Ministry Communications Co-ordinator. .-~ -

* Ministry Policy Co-ordinaior
* Parliamentary Secretariat © - -
- Communications Co-ordinator

* OPM Projects Co-ordinator
OPM Office Co-ordinator - -
OPM Logistics Co-ordinator

. Ministry Projects Co-ordinator (where .

....... required) ... o
Ministry Office Co-ordinator (where .
4 required) <1 - N

ol S Ot
-Secretariat Offiger * * °* * *
. Member of Secretariat Pool

Personal Driver/Security Officer

61



'rT ‘ ' Specimen 5

Specimen Secretariat Agreement for the positions of:

-
T ¢ Head of the Prime Minister’s Secretariat.

- ) * Private Secretary to the Primé Minister )
- . ¢  Assistant Private Secretary to the Prime Mm1ster '
i_] * Head of the Minister’s Secretariat '

" . o o Private Secretary to the M1mster

1. A covering letter (Document 5 a)
_ 2. A Secretariat Agreement (Document Sb)
R 3. Appendix A - Position Description (Document bc)




[
o
iod
F
[
t

1

............

o . detailing: your new role and-vrespoﬁsibilitiés.=".~.Y.du',-éré-asked-.fcb;'.ga11=--at ithe: office -of, th

Document 5a

[Specimen covering letter to be issued by the Permanent Secretary of the Ministry concerned
to public officers only] : A

" Dear

Secretariat of the Minister [Parliamentary Secretary], [ sert Ministry nare),

......

Permanent Secretary, Ministry [jisért Ministry name] to sig

oh this Agreement

nt

During the hoiding of this ass1 nt you ‘~slia'11" recewethepensmnableemolum

 applicable to your substantive grade of [insert substantive grade]. Your annual salary shall
+ be supplemented by such sum as is required so that your annual remuneratior in connection: - -

scale].

- Upon termination ‘of the ‘Agreeiment or in the ‘event .of a changé ‘of Government or. the

rD RETE
! DRSS

Minister, you shall revert.to your substantive grade of [insert substantive grade] and to the

-pay and employment conditions dttaching to that grade. R

63

1 wish to inform you that you are bmgass1gnedthe _ﬁpsition of [insert position title] in‘the * - - -

* ‘with your position shall be equivalent to the maximum of Salary Scale' N [ifisert arialogovs

a position-description: - - 1.l




!__JN’ : . Document 5b

il Secretariat Agreement

- 64



e

Wherein the parties agree as follows:

1. Assignment of Duties and Respounsibilities

The Officer is being assigned the position and the duties of [insert position title] to the
Honourable [insert Minister’s name], Minister [insert title] ‘hereinafter re_fe‘rred_to' as
the Minister, within the Ministry [insert Ministry name] hereinafter referred to as the S
Ministry. The functions and responsibilities attaching to this position and for which the. . . . . |

Officer shall be held accountable are as cﬁiﬂingsd in Appendix 'A' to-

this Agreement.

Re_p_l_ace the above with. the Folloving pdrdgmpﬁ- in- the ~~'<:c'1rs.e'”o-f:"z‘he" He,.c‘zc.‘z’-l"'of’_'z"h‘efj“"- SRR

Parliamentary S, ecretary’s - Secre taricl,
Secretm’-!y;.‘,'. ' SRR PEE

_ The Officer is being assignad the ‘position and the duties.of [msertpos1t10n title] to:the -~

" Honourable [insert Parlia{nientary-Secretary’s_ name] hereinafter referred to as the
Parliamentary Secretary,. within the Ministry [insert Ministry name] hereinafter

referred to as the Ministry. The functions and responsibilities attaching to

this position

and for which the.Officer shall be held accountable arc as outlined in Appendix 'A" to

this Agreement, . R

2: - Effective Date and Duration - B :

.. This Agreement . sh Il be for a period. - of -one -

3. . Salaryand OthiérBencits * R

- The salary pay_éble to the Officer shall be equival ent o fth_f:rgc‘ei_g,gd by the analoe:

& analogous

grade [insert grade], that is Lm [insert amount], (. .- thousand ‘and hundred

Maltese Lira) for the whole year, paid in twelve instalments at the end of each calendar

month, Any increases to :this-analoggus grade will apply to the Officer automatically

. for the duration of this Agreement. In addition, he/s i
Christmas Bonus and any other statutory benefits, includin

®

(c)

he shall receive the mid-year and
g approved cost of living
e payment of an allowance of 25

exp tnf’sg allowance eciui?alent to the anal-og'oﬁé'General Service - gfade [insert
- grade - applicable only to grade 4 and abové];
either =

" provision of fully expensed office car, su

bject td_ approved consumption ceiling

or

car allowance of Lm2,000 for the whole year;
free telephone facilities.

65



‘ ; ] , , 4. Applicable Rules and Regulations

gulations insofar as they
y the provisions of the Official Secrets

y the Code of Bthics

P The Officer shall conform to general Government rules and re

’ ’:ﬂ : - may be applicable and shall also be regulated b
o ' -Act as applicable to a “public officer” as defined therein, and b
‘ : * which may from time to time be applicable to public officers.

.
a—

=t . (NamemBlocklefiers) < - | S (Neme nBlookTetiers)
l:ﬂ Officer. - e o onbehalfofthe_Govqmm’gr_;tf::'  R

I
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o f ‘ Document 5S¢
} J : ' - Appendix A
L .
o
[
» v—'ﬂ Insert the relevant position description

-
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Document 5d

- ' Appendix B

[This appendix constitutes a contract of employment and will only apply to individuals
- recruited from ouiside the public sector]

i

A
{

=]

Wherein the parties agree as folld_ws;': Lo

1. The Officer is being assigned the 'posiﬁbﬁ and the duties of '[iirisert‘positio'n title] in the

‘. T Secretariat of the Honourable [insert Minister’s.name], Minister [insert Ministry name)]

“_L : hereinafter referred to as the Minister, within the Ministry [insert Ministry name]

CL hereinafter referred to as the Ministry. The furctions and responsibilities attaching to

| [I ) | be held accountable are. as outlined in

L agraph in the case of.z‘h'e' Head of the

! j: tariat/Private . Secretary. to  the Parliamentary
T - - post t positio title] to the - -

s Honourable [insert Parliamgntary’SGCretary’s name]- hereinafter ‘referred to as the

Parliamentary Secretary, within “the Mlmstry [insert Ministry. name] hereinafter

T3 referred to as the Ministry. The functions and responsibilities attaching to this position

_L ol and for which the Officer shall -be held accountable are'as outlined in Appendix ‘A’ to

_this Agreement. S

&,‘«._«J,

A

basis - for the period’ of one™year; “and " will ‘act ‘in ‘all respects ‘according to the
,,,,,,,,,,,,,,,,,,,,, mstructions.or directives given to, him/her: by the Minister [Parliamentary Secretary].
'-~-':."‘-"'1.“He~égrée'rner'1t is effective as-from the™ - RS T
- |4 The Officer shall be allowed full-pay sick leave for thirty working days and half-pay
"+ . siek leave for a similar period.” Ifa medical officer employed by Governmment certifies
- that, by reason of ill-health, the Officer is incapable of rendering further effective
= service, the employment of. the said Officer shall be terminated from the date of such
- certification subject to the payment of the stipulated sick-leave entitlement.
e 5 The Officer shall be entitled to twenty-four days vacafion leave on full pay to be
Ol availed of on such days as the Minister [Parliamentary Secretary] may approve.
i
i
i
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. L 5(a) Inthe exceptional event that this contract is terminated.in conformity with clause 9, the
- il ' : officer shall be paid in full and as a lump sum for any accumulated vacation leave.
o ‘ 6 Government may, without fault or liability, terminate this contract forthwith in the
- o event that the Officer neglects his/her duties or in any manner.misconducts him/herself
_ ] or is otherwise in breach of any of the provisions herein contained.
, j S 7 This contract miay be terminated by Government by giving one mo_nfch;s Written notice,
i _ﬂ 8.  The Ofﬁcer may, at any time after t'hei ‘e}{p.iration‘:' bf’?dﬁe'r_mqnth “from the o
L o commencement of this Agreement, terminate hi's_/,h’e_q contract by, giving one  months’
o —ﬂ """ B ©omotice in writing, 7 . L : T
f ------ 9.. . In the event of a ¢han
J ﬂ the Officer would’ 1
terminated by either party forthwith arid in
j benefit equivalent to six month’
CE following benefits for the remai
. effected:
) . o B
I e e e e, . . T
" T cvonoo(8) . the expense allowance equivalent to the analogous grade [insert analogous grade] - _
___] (D) the stipulated monthly allowance as compensation for overtime R -
| 7€) free telephone facilities. -
|1  renews this. contract for a suceessive number of years, the - -
R o terminal benefit shall be- calculated at the rate of one months’ salary for every yeagof 7 "
occirvherir o Service or part thereof, subject to aminimum of six months’ salary. - - - - R
R - i 1. If the Officer- determines hi/her engageentotherwxse than in accordance w1ththls
- Agreemient, he/she shall be liable to pay a penalty equivalent t6 orie-months® salary. " oo
\ ! — © 7T 1200 In the event of pecuniary damage a‘r_i‘sing.-‘_f;bm'disregarding or failirig to comply with "~ -,
T STy order, . standing order, or instiuction ‘given by the Minister [Parliamentary
, Secretary] or from any neglect of duty whatsoever and without prejudice to any other
‘ o action, the. Officer. may.be liable to a deduction. from his/her salary to make good the
. damage or any part thereof, the amount of which shall be determined by the
L Govemment.. ... :
Cy oL oo Govern nent. - R
| D . e T S IR . e .
L [ ‘“]z":"'::' R | ."One month pHor o the expiry” of this Agreement. -the' Officer shall give nofice in -
R I erd Writing tor the. Government.as to Wwhether: he/she desires to extend this Agreement arid v i - -
by <o the Government sha:ll_thereupqn-deter;niﬁé whether it will extend his / her engagement
L_) ;"Jx . '. .. B forafurther.pejrixod' ST .‘ T el e e e e e C LT
. - o 14, I thé,-qovgmmpnt o.ffetrs_ an extension .of his/he: engagement this shall be on such"
L T T terms dnd for such periods as may be mutually agreed upon.
U 7 Aswitness our hands the day and year above written.
! .i P . *. . B . . . .
L} Signed by, on behalf of tho
t i - Government of Malta
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Mr/Ms

Signed by:

ID No

Witnessed by:

Signature of Witness:

Address of Witness:

S
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' 7{ ' A : Document 5e
| % , ‘ ' | Appendix B
T
al . _
P e ! [This appendix constitutes a contract of employment and wiil only apply to individuals Jrom
: ! - parasiatal or other public secior organisations]
i ee———
o S
o {—T Uil TnaLom .
) L , THE ENGAGEMENT, ON CONTRACT, O
’ . r;n-.. .y '1 RS
I T Wherein the parties agree as follows:
i ' o ~ 1. The Officer is being assigned the position and the duties of [insert position title] in the
: 1 - Secretariat of the Honourable [insert Ministet’s name], Minister [insert Ministry name]
RN  hereiriafter referred to as the Minister, within the Ministry [insert Ministry name]
{ Hereinafter referred to as the Ministry. The ‘finctions and responsibilities attaching to
b nl this- position and for which-the Officer shall be held accountable are as outlined in
| Appendix 'A' to this Agreement, .. .- - - ‘
‘ \1 i . . . . . o ‘: N
) } I " Replice the above with the following paragraph in-the case of the Head . of the

/ [
1

. r{ M—NI

Parliamentary Secretary’s 'Se‘cz*e,z‘qriaf/Pr'ivaté"' Seé_reta_ry to th

. “The Officer is being assigned the position s

- o . Honourable [insert Parliar_nentétry_Se,’cr_efaiy’_.s"name

\ J . : " Parliamentary Secretary, within the, Mlmstry [insert Ministry _name] " hereinafter
Ml ~ referred to as the Ministry. The functions and responsibilities attaching to this:position

' ]L_J , S and for which the Officer shdll be held accountable are ds outlined in _App@qdi;_g A' to

‘l k ] . ,thi.s.Agreement-.f..’._'._:.:-' e e T

Lo : ] .

i
i
3
]

-

l
|
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.....

CoT T Skcretary] or from any neglect of duty whatsoever and. wi

12.

13.

. The Officer may, at a'ny time after the e

. Minister [Parliamentary Secretary],

. (a) the expense allowance equivalent to the analog,

. If the Officer determines his/her engagement othierwise

- -any -ordér, standing order, or Instruction . -given.: b

~action; the Officer may.be liable to & deductigy from

-a further period.

The Officer undertakes to perform his/her duties faithfully and diligently on a full-time
basis for the period of one year, and will act in all respects according to the
instructions or directives given to him/her by the Minister [Parliamentary Secretary].

The agreement is effective as from the

The Officer shall be allowed full
sick leave for a similar period.
certifies that, by reason of ill-

-pay sick leave for thirty working days apd Half—pay
If a medical officer employed by the Government

effective service, the‘emplqymsnt of the s

_________ K-leay A

The Officer shall be,'éntiﬂé& to ﬁyer}ty-'_fo.ur.da{ys. vag

availed of on such daYs"‘efs't'hé’M_i"n.'i"s.t'efr: [Parliamentary Secrétary] may appro

Government may, w1thout fault' or liability, terminate this contract forth
event that the Officer neglects his/her duties 0
or is otherwise in breach of any of the provisi

with in the
I in any manner misconducts him/herself
ons herein contained. - oo

This contract may be terminated by Government by- giving one month’s written notice.

xXpirationn of one month from the
.commencement. of this -Agreement, terminate his/her co
notice in writing, B T

Upon termination of this Agreement: or in the' eventof ‘a:change of Government or
the Officer shall revert to paid employment with

1l-health, the Officer is incapable of rendering *further ~

. aid Officer shall be terminated from the date .
of such certification subject to the payment of the stipulated si¢

days vacation- leave-on full ‘pay: to be:': ;-

e entitlement. . .. -

ntract by giving one month’s -

.............. ith. ", The. Officer-shall-however - -

......... e remainder of the month in'which the

only applicable to grade 4 and above];

otis grade A[insAe‘rt‘ analogous grade -

- (b) the stipulated monthly allowan_ce as compensationi for ove;

() free telephone facilities. : A

wise than in accordance with this
________ ty.equivalent to one month’s salary.

...............

: disr’_ggagigii‘nggor Tailing to-comply ‘with
¥ ‘the Minister [Parliamentary

d'without prejudice 1o any other’
his/her salary to make good fhe

- ,_dgrpggg Or any part }_thereof, the amount of which shall be determined by Government.
One .mont

h prior to the expiry of this Agreement, the Officer shall give notice in
writing to Government as to whether he/she de

: sires. to . extend . this Agreement and
Govemnment shall thereuipon determine whether it will extend his / her engagement for

If Government offers an extension of his/her engagement this shal

| be on such terms
and for such periods as may be mutually agreed upon.
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Specimen 6

v } , ]] ' Specimen Secretariat Agreement for the position of:

.
| LSS |
[ ]
>
(/5]
g,
7}
o
g
- g
.
<
g
n
%
e
5_'2 .
&
8
@
=
=1
=k
@
g

ab _'Véposiﬁon'should receive:r., ... .. -

Z . Public Officers appointed to the

L~ A covefing lefter (Docurieit 62 ol L e
. ( _B S 2. A Secretariat Agreement (Document 6b)

3. Appendix A - Position Desqii_pt;iiqln:(pé’duméﬁf 6c) o

, : l. A Secretariat Agreement '(DOEﬁmeﬁt 6b)
u r o 2. Appendix A - Position Description (Document 6c)
g B " 3. Appendix B - External Contract (Dociunent 6d)

‘<F-_._.~:-.-.-..--.--:.' R T A R A L : 7
- _B Employees of parastatal organisations appointed to the above position should receive:

| : : 1A Se'cr‘et'ar'_.iét'A‘g'r_ét;in'eﬁ’t (Document 6b)‘ B =
; ] - 2. Appendix A - Position Description (Document 6¢c)
- -3. Appendix B --'.Contraet;(Dgcument'G_e) e

1
|
|| 74
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‘ } ’ : Document 6a

]'] o I wish to informyou t.hatyoua‘r:ebei: ig IGSItiON OF A S atamt Drtc s c e o
: . . .the Minister [insert Ministry name].

‘asked

‘} 1 0 (a)the stipulated monthly allowdnce
TS e (b) free telephone faciljties.




Document 6b

, ’ Secretariat Agreement
e | tetarie ,

An agreement entered into on

S
: j

between .

—_

C

76
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. Wherein the parties agree as follows;
| 15 ] |
\ 1. Assignment of Duties and Responsibilities
7.{-! The Officer is being assigned i
‘ to the Honoura_b}g [insert Mi
\ ~ to as the Minister,
5 ] the Ministry.
. the Officer shall be heldac.c_oun_tgble are as
. I‘ﬁ o 2. - Effective Date and Du on.
]
-
;: J Tt
[
| H] . Suwymdomerma
Lo . The salary payable to the Officer shal] be equivalent to that received by the analogous
o ] . grade 7, that is: Lm {inserr amount] ( thousand and - _ hundred Maltese -

Christmas Bontis and any other statutory benefits, incl

_ uding approved cost of living
3 j ST icreases, Tlil'c.a.O.fﬁc':e'r.’vy_iI.I also bé entitled to the payn

aymient of an-allowance of 25
the end of each calendar month

L._.-_—-'—- L§_~J
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T ' ' 4. Applicable Rules and Regulations

The Officer shall conform to general Government rules and regulations insofar as they

T - may be applicable and shall also be regulated by the provisions of the Official Secrets
: H o .. Aot as applicable to a “public officer” as defined therein; and by the Code of Ethics
which may from time to time be applicable to public officers. '

r ) .o , . . C e
L.l .

5. Appendices e T O SRR I PR

e

| o . Letters) - - o
? ﬂ S Officer - , : "~ 7. onbehalfof the Government -

oy
b

:)
i

-

i ' 78
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Document 6d

Appendix B

[This appendix constitutes a contract of employment and will only apply to individuals
recruited from outside the public sector ] ' :

L. The Officer is béing assigned the position‘and the dutlesof :Aséi'éfgﬁt' Private Sécretary
to the Honourable [insert Minister’s name], Minister of:[Ministry name] hereinafter

referred to as the Minister, within the Ministry [insert Ministry name] hereinafter
referred to as the Ministry. I e CIE

2. The Officer undertakes to perform his/her ‘du'ties faithfully and diligently on a full-time

basis for the period of one year, and will act in ‘all r'eépe'fit.s'aiccording to the

instructions or directives given to him/he by the Minister, - - - - :
. 3 The agreement is effective as fromthe .~ ~ ... ...

‘sick leave for a similar period. If a medical. officer. smployed by the Government

effective service, the employiment of the said Officer shall be terminated from the date

cortifies. that, -by -reason -of “{I1:health, the Officer is “incapable.of rendering further - - -

" 5. The Officer shall be ent'iﬂe_:dio.twgr_xty-fqu: days vacation leave on full pay to be
~ availed of on such days asthe Minister may-approve.” - - " *. - oo

5 (a) . In.the exceptional event that this contract is:terrninafed in éonformity with clause 9,.the

officer shall be paid in full and as a lump sum for any accumulated vacation leave.

.......

.6 ‘C}qv‘érxn;n_e.r‘lt_ may, .\x.{if_h'put?_ fault or iié;b_ilifj_f,."téqh.inate_ this éontrac't.forthwith‘in the

~evert.that the Officér neglects his/her dutiss or ini 4Ny manner misconducts him/hérself - -
-1 O is-otherwise in breachof any of the provisions:herein ¢ontained:- - o

LT L This soritrac ey b teiminated by Goveriment by giving ofie month’s whitien notice

- .:8.- . The. Officer .may, -at.any. time after -the &xpiration of one month from the
- cOmmencement of this Agreement, terminate his/her contract by giving one month’s

9.7 In the event of a change of Governmert or Minister, when the Officer would be

"+ - - expected to offer his/her resignation, the agreement may be terminated by either party
forthwith and in this case the Officer shall receive a termiral benefit equivalent to six
months’ salary. The Officer shall also continue to receive the following benefits for
the remainder of the month in which the termination or change is effected:

80




,_l )
‘ ‘, H] © (a) free telephone facilities
; ' “(b) the stipulated monthly allowance as compensation for overtime.
cT] . - 10. . In the event that the Officer reénews this contract for a successive number of years, the
L o terminal benefit shall be calculated at the rate of one month’s salary for every year of -
S service or part thereof, subject to a minimum of six morths’ salary.
[ . . . . .
LT S . _ _ : : ‘
‘ 11, If the Officer determines his/her engagement otherwise than in dccordance with this - ‘ S
. b . ' Agreement, the Officer shall be liable to pay a penalty equivalent to one months® . - Coa
i L  salary. ‘ DL T S I SR T
' [“ T 120 theevent of pecumarydamage arising from dlsregardmgor ffeiiliﬁg‘itb comply with "
R . - . .. any.order, standing order, -or. instructi Tinister or, fror
- r o ~ duty whatsoever and without prejudice to any other action, the Officer may be 1 Co
TR '.'ét_,t_lé_dpc';fcipi_l from the Officet’s saldry to make good the damage-or dny part 'thErgo_t‘,"'thé?'i e
T : amount of which shall be determined by Government, < .- R LN
P 5 . : : . R Coa s ’
L1 13. One month- prior to the -expiry of this Agreement, the Officer shall give' notics oo
T - “'writing to Government ‘as to whether he/she desires to extend this Agreement and - - -
I 1 -« - Government shall thereupon determine whether it will extend the Officer’s engagement. . ..
L1 forafurthier period. : S
rT 14. :If the 'deemment offers. an. extension of the .Officer’s engagement this shall be:on: foe s
LJ ‘ - Such ternis. and for such periods as may be mutually agreed upon. S
L ' . o )
L R
L

.




As witness our hands the day. and year above written.

L ' Signed by, on behalf of the . o . . - -
Governmient of Malta o '

SR e e e e e e

EH Witnessed by:

:
T L
- ﬂ Signature of Witness: Torrelros
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Document 6e

Appendix B

[This appendix constitutes a contract of employment and will only apply to individuals Jrom
parastatal or other public sector. organisations] - : . )

1. The Officer is being assigned-the position and th dutiés 6f Asistant Privats. Séoretary

to the Honourable [insert Minister’s name], Minister of {Ministry name] hereinafter

referred to as the Minister, within the Ministry [insert Ministry name] hereinafter =

referred to as ,the_Ministry ------

basis for the period of one year, and will gct.in .all respects according to the
instructions or directives given to him/her by the Minister:-

4._" The Ofﬁcer shall be allowed full*pay. sick leaw)é fdf"fhirfy working days aﬁd‘haif.-.pay.

sick leave for a similar period. If a medical -officer employed by the Government

certifies -that; -by- teason: of ill-health; the Offi er is’incapable of rendéring further:

Ir'fmm ASSISTANTPRIVATE

‘effective service, the employment of the said Officer shall b ferminated from the dite - -
of such ceitification subject to the pa}'{me,fit"'qﬁthé‘ Stipulated sick-leave entitlement, .~ .. . - .
+ 5. The Officer shall be entitled to - twenty-four ‘days Vacation leave on full payto be
- availed of on such days as the Minister may approve. - - - - , U i

6. Government may, without fault or liability,:termiriate' this contract forthwith in the

- -:. . .- .-event that the Officer neglects his/her duties orin any'manner misconducts him/herself
Yoot s o o, OLIS Otherwise in breach of any of the provisions herein contained. :

*. .- This contraet;may-be termin

ated by. Govemment:by:giving one month’s written notice.-” . ... .

U8 The, Officer ™ may,  at” any ‘time” after. the. expiration .of ‘one moénth from the - -

- commencement of this Agreement, tetmidate his/her contract by giving oné month’s

R . notice in, writing. .

- 9." Upon termination of this Agreement or in the event of a change of Government or

Minister, the Officer shall revert to. paid employment with the public sector -

© organisation he/she is employed with. The Officer shall however continug to receive

'

~ the following benefits for the remainder of the month in which the termination or
change is effected:

(a) free telephone facilities

33



.""""'1
]

[

L

(b) the stipulated monthly allowance as compensation for overtime.

10.

. 1L

" “for a further period. i Ehraie T o

If the Officer determines his/her engagement otherwise than in accordance with this

Agreement, the Officer shall be liable to pay a penalty equivalent to one month’s
salary. 4 . S : .

-In the event of pecuniary damage arising from disregarding or failing to comply with
any order, standing order, or instruction given by the Minister or from any neglect of .
duty whatsoever and without prejudice to any other action, the Officer may be liable to

: a'deduction from the Officer’s salary. to make good the damage or any part thereof, the

amount of which shall be determined by Government. . - C L B

Government shall thereupon determme whethe ‘will extend the Officer’s engager

If Governinent offers an’ extension of 'the'Ofﬁée'r’sAengégémént-fhlisv ''''
terms and for such periods as may be mutually agreed upon. -

“ writing to Government. as to., whether he/shre: desires -to, extend . thig sAgregment add " v

. One month prior to the';'explry‘_ Aof‘--.this,"Agre'e‘ enit; the .Ofﬁ'cé__;-f_ hall give notice in -~ -~ -




.

[

]

(

F——
&

-+ . Signed by:

=

. Signature of Witness: .

As witness our hands the day and year above written.

Signed by, on behalf of the

Government of Malta

Witnessed.by:

Address of Witness: . .- o DR
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. . ' Specimen 7

Specimen Secretariat Agreement for the positions of;

& i * OPM Communications Co-ordinator -

-« OPM Diplomatic Co-ordinator- : '
¢ OPM Policy Co-ordinator S
Ministry Communications Co-ordinator. .

C * Ministry Policy Co-ordinator. _ . . -

* Parliamentary Secretariat Communications Co-ordinator -~ © < < - - ¢ L SO

7
]
[ ]

.. . Employees of Parastata] or o
* - should receive: .-

T ‘ ‘_ T 2. Appendix A - Position Description (Document 7¢). . . o = S
l - 3. Appendix B1 - Contract (Docurnent Te)y - i _

86
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o During the holding of this assi

L et () either
L T -+ free telephone

Document 7a

to public officers only]

= Dear

with your position shall be

L
=T R scale]. _ .

applicable to your substantive ‘grad
be supplemented by such sum as is.required so that your a

Upon termination of the Agreement or in the eve

*:: .. Minister, you shall revert to your substantive
' 'pay and employment conditions attaching.to

continue to recéive the follow

fermination or change is effected:

U0 (a) the stipulated monthly allowarice as compensatior fot dveftime

[Specimen covering letter 1o be issued by the Permanent Secretary of the Ministry concerned

to sign this Agreement,
v..,'rf.le.nt."' you- shall 'feceivé‘_the. 'p‘ensibnablé 'e'rﬁo[uﬁgf;t’s ol
e.of [insert substantive grade]. Your annual salary shall . . .

nnual remuneration in ¢onnéction
equivalent to the maximum of Salary Scale No [insert analogous

nt of a change of “Government. of the
grade of [insert substantive grade] and to the
that grade. You will-however: be' entitled to

lowing benefits for "the remainder of the month in which the

facilities (in the tase of Comiunictions/OPM Diplomatic Co- - - - -

ordinators only) " L
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Document 7b

H S | Secretariat Agreement
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Wherein the parties agree as follows:

L

. -for.the ‘duration .of this Agreement. . In addition,

Assignment of Duties and Responsibilities

- The Officer is being assigned the position and the duties of [insert position title] in the

Secretariat of the Honourable [insert Minister’s name], Minister [insert title]

- hereinafter referred to as the Minister, within the Mi:nistr_'yv [insert Ministry name]

hereinafter referred to as the Mindstry. The functions and responsibilities attaching to’

this position and for which the Officer shall'be. held aécpun't'able"a@re' as’ outlined. in -

The Officer is beiné éléé'i_éhc@‘thé

hereinafter referred to as the Ministry. The functions and responsibilities attaching to .
this position and for which the ‘Officer shall be held accountable .are as outlined in
Appendix 'A' to this Agreement. - - o

Effective Date and Duration : : - : - * - .

This Agreement shall "be 'for @ period of one " (1) year. commenoig ‘on -
Salary and Othier Bemefits ... .- .. . - . .. 000000 R
The salary payable-td the Officer shall be: equivéléﬁfté_fﬂé%}f.eé'éiv_é:d by the Aanalo.gox.ls'
grade [insert grade], that is L [insért amount], ( " _thousand and hundred
Maltese Lira) for the whole year, paid in twelve instalments'at the end of each calendar =~

month. Any increases to this analogous grade will apply to the Officer automatically

Christmas Bonus and any- other statutory benefits, including approved cost of living

. increases. .The Officer will also be entitled to: the payment of an allowance of 20
percent of salary scale.7 paid in twelve instalments af the end of each calendar month

as édrh'p'eriééfidh'"fcir'"éﬁj'/iifr{é"i%r'kéd'b'e’j}d

(a) ‘ car :a}lioljv\./aﬁéé c;f L 2000 for the whdlé }'iéar

(®) either _ L ‘
free telephone facilities (in the case of Communications/OPM Diplomatic Co-
‘ordinators only) ' T
or

telephone allowance of Lm225 in the whole year (in the case of Policy Co-
ordinators).

89

Secretariat of the Horiourable  [insért "Parliamentary SéCrgtai‘y’sf"ﬁa'mé] Hereinafter T
referred to as the Parliamentary .Secretary, within the Ministry: [insert Ministry name]



[
——?

e
A

Applicable Rules and Regulations

The Officer shall conform to general Government rules and regulations insofar as they
may be applicable and shall also be regulated by the provisions of the Official Secrets . . .-
8 .. : Act as applicable to a “public officer” as defined. therein, and by the Code of Ethics

-
ey
e h
[E—

l rﬂ which may from time t6 time be applicable to public officers.

L .. o . e L. L. o ,'Zv".'_"_:‘:'.:'-','»
LT SooApperdies. o e S
N - The attached Appendices constitute an'integral

(-
1

\ ulp (ame in Block Letters)” * Y Famn Block Letiors)
Officer R R " ton behalf of the Government ~ - -

r_,

- I
=

y’h«
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Appendix A

. h

Insert the relevant position description
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Document 7d

Appendix B
- . (This appendix constitutes a contract of employment and will only apply to individizalg
L } recruited from outside the public sector] . oo S : '

’ F-] Wherein the parties égiéé-'aé follo
| 'L} 1. The Officer is being ass
B """ Secretariat of the Hg
| Lﬂ hereinafter referred to as the Minister
DL hereinafter referred to as the Ministry
. this position and for which the Officer shall be h
] “H Appendix"A"t_o‘-this'Ag're{:ment.
L , U
) Replace the above with the following par
- j}f‘-: . 't Secretariat Corn
SRR _ Tt

.. ... . ..The Officér'is being assigned the position and the duties of [insert position title] in the.
T . o Secretariat of - the Honourable [insert Parliamentary Secretary’s - naime] hereinafter
| —J] © 77+ referred to as the:Parligmentary Secretar , within the Ministry of [insert'Ministry

© . name]. her'einaftér-l.p'efgf_r’e;d to -as the Ministry.

cr- reft _ _ nistry.- ‘The funetions and responsibilities
s attaching to ‘this position ‘and for which.the Officer shall be held ‘accountable ‘are as
| J outlined in' Appendix 'A"to this Agreement, A
V..., 2 The Officer undeitikes o perform hisfher duties faithfully and diligently on a full-time
| ] } S0 basis for the period of one year, and-will act in all respeets -according’ fo -the -
I ~ instructions or directives given_ to him/her by the Minister [Parliamentary:Secretary]. :
| } : 3 : 3. Theagreement is sffective ag from the |
S R IR ' o
o+ .4 . The Officer shall be allowed full-pay sick leave for thirty working days and half: ay
[ JJ S ~ sick leave for-a similar period: If a- medical ‘officer employed by the Government
L e st eertifies thati: by reasom: of - ill-health; -the: Officer- is_ainc'apable-,-qf;r_endering further. -

o SHective service, the employment of the said Officer shall be terminated from the date
M j J EE R - of such certification subject fo the payment 'qf'thestipurafed'sigk-'l,e‘afv.e"_entiﬂe‘mem.~ S

©o 5. The. Officer. shall be .entitléd.fco ,T\yany-fdj_lzj‘,gl_a_}{s vacation leave on full pay to be
{ J ‘}1 { availed of on such days as the Minister [Parliamenitary Secretary].may approve.

5 (a) Inthe exceptional event that this contract is te,rrninéted in conforrnity with clause 9, the
} Ir C officer shall be paid in full and ag 4 lump sam for any accumulated vacation leave,

6. Government may, without fault or liability, terminate thi§ contract forthwith in the

i event that the Officer neglects his/her duties or in any manner misconducts him/herself
[ [ F or is otherwise in breach of any of the provisions herein contained.
L_J T
R
I 92
e
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h

{

g
T :‘% 7 This contract may be terminated by Government by giving one month’s written notice.
g 8. The Officer may, at any time after the expiration of one month from the
ﬁ—"f{ . commencement of this Agreement, terminate his/her contract by giving one month’s-
‘ notice in writing. _
~T 9. In the event of a change of Government or. the Minister (Parliamentary Secretary],
: } - when the Officer would be expected to offer his/her resignation, the Agreement may be o
- , , terminated by either party forthwith and in'this case'the Officer shall receive a terminal - A
-y . benefit equivalent to six months’ salary. The Officer.shall also continue to receive the .. ..
| i - following benefits for the remainder of fh ionth in which the termination or’change s " U

R
P
Lot B
-
1
|
.
.
[ —~
Ly 7
A
[
L
!

S A N

|

compensation

) either ' 3 I I ST
- free telephone facilitie§ (in the case of Communications Co-ordinators only) -
or : : Cut

telephone allowance (in the case ofPohcy Cé-ordineiters). ,.

10.  In the event that the Officer renews this 'oé_zri.tréct,for a successive number of years, the

. terminal benefit shall be calculated at thié rate of one month’s salary for every year of

""" f six months’ saldry.

service or part théreof,

11. . If the Officer determines -his/her engagement etﬁerwise than -in accordance with this

Agreement, the Officer shall be liable to 'pay a pendlty équivalent to one months’

' -sala;y; " T

12,1t the cvent of pecuniary damage arsing o
“.any order, stand or instruction “given by the Minister [Parliamentary
Secretary] or from any neglect of duty whatsoever anid without prejudice to any other

action, the Officer may. be liable to a deduction from the Officer’s salary to make good

. the damage or -any -part. thereof, the -amount--of which shall be determined by
- Government.  ~ "7 Lo :

.......

“for a further p S LT

- Signed by, on behalf of the
Government of Malta

Signed by:

Mr/Ms

93



ID No

. Signature of Witness:
Address of Witness: - - -

Witnessed by:




PRI

‘:_,;

(-

=

- -hame].’ heteinafter . referred. to - as the Minist

|
- Document 7e

. Appendix BI
F_A.-»] . (This appendix constitutes a contract of employment and will only apply to individuals from

o parastatal or other public sector organisations] - :

A 'THE ENGAGEMENT, ON CONTRACT, OF. A FULL-
S - - ~ " TIME [insert position title] ~

ij ............. S T T

rrj Wherein the-parties agree as fdloﬁgi R e R MR

L ,:‘ . L. TheOfﬁcer is béihg, assig.héd:f’cﬁé‘ﬁbls'i'ﬁ'bﬁ' and the ‘du} 850 o
R Secretariat ‘of the Honourable [insert Minister’s name], Minister ‘of [insert title]. -~
;-} " hereinafter referred to as the Minister, within the Ministry of [insert Ministry name]

hereinafter referred to as the Ministry. The functions and responsibilities attaching to -

this position and for which the Officer shall be held accountable are as outlined in

........

.- The Officer is being assigned the position and the.duties of [inéept position. tiﬂel.i.n.'t}.le‘. B
.- Secretariat of the Honourable (insert Parliamentary ‘Secretar

- - referred :to :as the Parliamentary Secretary, within-the Ministry of [insert Ministry.-

- i1, aftdchiflg fb"ﬁiiS'bosiﬁonﬁéfnddfé‘r‘ which the Officer shall be held ‘accountaBLé-jj_afg“as;.:'.
7 ouitlined i Appetidix 'A' to this Agreement. S B

; The Qfﬁ@:ér'uhdertakes to perform his/her duties faithfully and diligently on a-fuli-time - - -
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r—

r r

1
e

.~ detion; thie Officet may be liable 't a deduction

12.

 In the event of pecuniary ‘damage arising
-any.order,. standing, order,,or.; instruction . g

The Officer shall be allowed full-pay sick leave for thirty working days and half-pay
sick leave for a similar period. If a medical officer employed by the Government
certifies that, by reason of ill-health, the Officer is incapablg of rendgring further
effective service, the employment of the said Officer shall be terminated fron'_l the date
of such certification subject to the payment of the stipulated sick-leave entitlement.

The Officer shall be entitled to twenty-four days vacation leave on full pay to be
availed of on such days as the Minister [Parliamentary Secretary] may approve.

This contract may be terminated-by Government by giving one month’s written notice.

The Officer may, at any fime after the expiration of one month from the

commengcement of this Agreement, terminate-his/her contract by giving one month’s
notice in writing. ' '

Upon termination of this- Agreement or- in the event of a change of Government or

Minister [Parliamentary Secretary], the Officer shall revert to paid employment with

the parastatal organisation he/she is employed with.” The Officer shall however

continue. to receive the followirp Befiefits for the remainder of the month in which the
termination orchange is effected: - - ‘ S T FEE

‘‘‘‘‘‘‘‘‘ ngagement otherwise than in accordance with this

Agreement, the Officer shgll ~be-[ie_ible-to pay'é bériaity equivalent to one month’s

Pomon oM FR W ox yoE

...............

from distegarding or failing to comply with
r ; ven. by .the Minister {Parliamentary
Secretary] of from any. neglect of duty whatsoéver-and without prejudice to any other
from the-Officer’s salary to make good
the damage or any part thereof, "the amount -of -Which shall be determined by
Government. ' : |

One month prior to the expiry of this Agresment, the Officer shall
writing to Government as to whether he/she desires ‘to extend this

Government shal! thereupon determine whether it will extend the Offic
for a further period. : au

give notice in
Agreement and
er's engagement

{f Government offers an extension of the Officer’s engagehem this shall be on such
terms and for such periods as may be mutually agreed upon.
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____,...,
————d

As witness our hands the day and year above written.

U R
S R

Signed by, on behalf of the
Govemnment of Malta

-

Com
—J
1
]

Signed by: . , T

. Witnessed by:

Signature of Witness: o

. Address of Witness: = - : R '.v‘ e SRS

5

S SIS i S
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s
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\
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1
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‘ I -.——"‘}' ' ' ' _ ' _ : Specimen 8§
Specimen Secretariat Agreement for the positions of:

| -

b P ] - ‘ ¢ OPM Projects Co-ordinator o -
" ~« OPM Office Co-ordinator o

s OPM Logistics Co-ordinator o -

~} . . Miﬁisti’y Projects Co-ordinator (where required)

* Ministry Office Co-ordinator (where required) |

——

3
-

: J T .PuISl:ic"d.ffficers abp’oiﬁteci to tl'i’e_:.'fa“b:b\'/e poéitiéﬁé shouldrecewe

il.'.

; S 1". A bdnv'efing‘letter (Documer'x-fé!ii)‘"? ; . Sl S ;t'--z'-v: S A
! ) .‘CAJ .. .2. A Secretariat Agreement (Document 8b) - o

o 3. Appendix A - Position Description (Document 8¢)
- - o :
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" Document 8a

[Specimen covering letter to be issued by the Permanem‘ Secretary of the Mmzst;y concerned
to public officers onlv]

Dear

I wish-to mform you that you are bemg ass1gned the posmon of [insert posmon txtle] in the
: Secretarlat of the Minister {Parhamentary SeCretary] [rnsert Mmlstry name]

99



]’ "( Document 8b
|

Secretariat Agreement

b ’—T} : " An‘agreement entered into on_.
. 1., : . M '

.
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‘i |
.y
A Wherein the parties agree as follows:
! S o
! t
' i 1. Assignment of Duties and Responsibilities
B _
T . The Officer is being assigned the position and the duties of [insert position title] in the
L B v “« . . . - o . . -
‘ A L Secretariat of the Honourable [insert Minister's name], Minister [insert title]
g o hereinafter referred to as the Minister. within the Ministry [insert Ministry name]
B | ' . hereinafter referred to as the Ministry. The functions and responsibilities attaching to
ey .~ - this-position and for which the Officer shall be held accountable are as outlined in ;
‘ l rﬂ | Appendix 'A'to this Agreement. .~ T T TR R
i eme R0 007 2. Effective Date and Duration
e - i7" This Agreement - shall :be: for: T B
i R . oLl DA S RN St
= RIS
‘ [ © oo 307 Salary and Other Benefits -~ . - R
A IR : : . A
1 A The salary payable to the Officer shall be equivalent to that recéived by. the analogous

SR o grade [insert grade], that is'Lm [insert amount], ( - thousand and . . hundred

101




i
T | -
, ‘( ' 4. ApplicabAle Rules and Regulations
| l r_r— The Officer shall conform to general Government rules and regulations insofar as they
bt : -may be applicable and shall also be regulatéd by the provisions-of the Official Secrets
- * Act as applicable to a “public officer” as defined thérein, and by the Code of Ethics
} P ’ . which may from fifme to time be applicable to public officers. '
L.l o ’ L e S
;‘ l : S. Appendices R P R
| o . Lo - : . e e
fj """""" The attached.Appendi.ces_c_ons_titufcc an integral part-of the Agreement, e e
; \ 51 ..~ . (NameinBlock Letters) - =~ 0 , p (Nafhéin‘B'logk Letters) " " * *
S Officer .. on behalf of the Government
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Appendix A
{ i L—H : Insert the relevant position descr‘z_'pﬁbn ‘ ' ‘ | : : o
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‘ — Documeﬁt 8d
‘ Appendix B
o [This appendix constitutes a contract of ‘employment and will 'O”I.V"GPPI)’ ‘to individuals
| recruited from outside the public sector] - - - e '
- |
.
L
)

! ?[ ril
!

. The Officer is being assigned the position and the duties of [insert position title] inthe. .~ "7
Ji 7] Secretariat of the Honourable (insert Minister’s daime], Minister [insert Ministry name] ~ -+ =+ * *
oy hereinafter referred fo as ‘the Miriister, within ‘the Ministry [insert Ministry name]
S : : hereinafter referred to as the Ministry. T he_ functions and responsibilities attaching fo.
I T ‘ . this position and for which the Officer shall be held -accountable are as outlined in

j ‘AJ G Appendix 'A' to this Agreement. - T e

I basis  for the period of one year; and - will- act “in -all respects according :to -the. - -

instructions or directives given to him/her by the Minister. ™ - -

.=y " .-+ 4 TheOfficer shall-be allowed fultepay. sick: leave for thirty Working days and half-pay. P

L e sick leave for a simildr peériod: . If 4 medical officer: employed by Government certifies -~~~ -
=~ .- --...... that by reason of ill-health, the Officer is incapable of rendering further éffective’ -~ - <

e - service, the employment of the said Officer shall be terminated from the date of such'. . .

]
-
-
l_J H
.

104
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| o
‘ r J 6. Government may,

: event that the Offic
or is otherwise in b

without fault or liability, terminate this contract forthwith in the

er neglects his/her duties or in any manner misconducts him/herself
reach of any of the provisions herein contained.

7. This contract may be terminated by the Government by giving one month’s writteri
© 7 ‘rotige. © - S ' o e

8. The Officer may, at any. time after the expiration of one 'month from -the _
commencement of this Agreement, terminate his/her contract by giving ofie* month’s.- - .
. natice in. writing, T ;
. 9. ... In the event of a chaﬁg‘e;_‘fo:,Gd,v"e‘pri_rrieht'lor"M'i‘r{isté,r,':whé'n'rth'e'(jf'ﬁ'c'er,;fwdh et
7 Tékpetted to offer his/her resignation, the Agreement may, be. terminated by:eithier party.
forthwith and in this cage th o ORI

L he-Officer shall recejve a'termirial bénefit- daaivilé
»-.“month§’ salary. The Office

: !"v"..shéi,l'l‘.-_élSQ".-éQ'riﬁriué' ‘td.-'febéi'\"/éf:fhé"'fO'ITQWiﬁg:‘ benefits fors ~nio T
the remainder of the month i

n which the termination or change is effected: ~.-: - - - - IR

F S Y W

h (a) ) ..the'stipul'ated_mc_mthly .al"lqwah_ce as cgn_ipensgti’on for ove
.. ...(b). . telephone allowancé of Lm200.

rime s

" In.the event that the Officer renews this cg
.-+ v:oro o cterminal benefit shall be calculated. at-the.

-Service or part thereof, subject to a minimum of six months’ salary.

ntract for a’siiccessive number of yéars, the . -
rate of one months® salary- for every yearof * + - -

. 7If the Officer détermines his’her engagement otherwise thap ;
.. -&greement, the Officer shall be

-~In the-event of pecuntiary'd

R any order, standing order, or instruction given by the Minister or 'fr'or'niany-‘ neglectof . . . -:
- duty wh e to any other action, the officer may be liable to -

* 7 ‘a deduction from the Officer’s salary to make good the da reof, the

------ duty whatsoever and without prejudic

... . amount of which éhéllbé_de'termined'by Govemment. . - CCio. oo

7. .One month -p.riof to ﬁhé.eﬁcpiry of this Agréement

R T S

fora further perigd:+ ™ ¥
. U e Government oftrs

r_- e andforsuckperiods as way bemuvlly agreedupon, ¢
J L Aswitess our hands the dyandyearsbovewritten, o
J | Signed by, on behalf of the

: || Govérnment of Malta

J Signed by:
T . 105
n



Mr/Ms
IDNo

Signdturg of Witness:

.
]
E.
=
o
w0
B 7]
¥
5
<.

Witnessed by:
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!
- Document. 8e
t : Appendix Bl
___:— - . [This appendix constitutes a contract of employment and will only apply to individuals from
: parastatal or other public sector organisations] .
L . ’ o . co .
\ THE ENGAGE‘M‘ENT', ON C'ON,TRACT, OF
S S R
| 4. ... . it linser
i__.—. )
T ~ Wherein the parties agree as follows S
. L. The Officer is being assigriedthe"position and ‘thie*dinties’SF [insert Position title] in the: =1
7] _ : Secretariat of the HonOurable'[insert_Minister’s name], Minister [insert Ministry name] -
= , hereinafter referred to as the Minister, within the Ministry [insert Ministry name]
U hereinafter referred to as the Ministry.. The-functions and responsibilities attaching to
T this position and for which the Officer shall be held accountable are as outlined in
™ Appendix 'A! to this Agreement. Trrias i '
~ ) , . L 2., The Officer undertakes to p.erfpljm: his/hqu':d'ﬁ.t:iés:i:e_i_i't};fﬁl.ly'éﬁd diligently on a full-time .
—] » basis for the period of one vear, and-will .act in -all respects according to the
] instructions or directives givén to him/her by the-Minister. _
5 | —j ) ' 3. The agreement is effective as from the - . L EEURPLRE:
al _'“_-_ ' - 4. The Officer shall bg.g}lowed.full-.pay“s'i_gk.‘l_equ for thirty working days and half-pay -
= e : - sick leave for a similar period. If 4 medicdl ‘officer-employed by the Government e
o E. certifies that, by reason. of ill;hpa,lth,i,_t‘lllf;..O;ﬁf.ickaif; is. incapable of rendering further. -
R effective service, the employment of f_hg-éaid_ Officer shall be terminated from the date
'}) . : of such certification subject to the payment of the stipulated sick-leave entitlement.
_ 5. - The Officer shall be entitled to twenty-four days '\:}éfczgition leave on full pay to be
1 ,] ST dvailed of on such daysas the Minister iay ‘approve, '

L T N

(S

a0 107
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I
|7
S

7. This contract may be terminated

... (@) the stipulated monthly ali

6. Govemment_ma_v, without fault or liability, terminate this contract forthwith in the
event that the Officer neglects his/her duties or in any manner misconducts him/herself
or is otherwise in breach of any of the provisions herein contained.

notice,

Owance as.compensation for overtime. - . -
(b) telephone allowanze of Lm200,

:.". One month prior to the expiry of this Agreement, the Officer shall- give notice in
- Writing to the. Government as 10 whether he/she desires to e

xtend this Agreement and
the Government ~shall “theratipnr.* o

, . ° thereupon - determine” whettier it wij extend the -Officer’s

engagement for a fu_rthéx‘.‘p:é,r_igd..} .

by the Government by giving,pne month’s written. . .




As witness our hands the day and year above written.

Signed by, on behalf of the
Government of Malta
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.+ Secretariat Officer

Specimen 9

Specimen Secretariat Agreement for the positions of:

* OPM Secretariat Officer

* Member of Secretariat Pool
* OPM Senior Secretariat Messenger
* Secretariat Messenger/Charwoman -

ove posit

Public officers appointed tvzpv.t_l_i‘ef:qb

1. . Acovering letter (Document 9a) . ' BT
2. Secretariat Agreement (DOCUMEAt QY- * by bttt v dtdsr o fnaresi ot

Individuals from outside the. publi'c,_s"eqtor'_appointed to __the:afbo_v'e 'pc:_>sit.io'r15_ 's'hould, receive; .. .-

1A S'eéretaniat'Agregme.nt (Document 9b)

2.+ Appendix A - External Contract (Document 9¢c)

. reg e -

[. A Secretariat Agiesient (Dociment 9b)

2. - Appendix Al - Contract (Document 9d)
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Document 9a

[Draft covering letter to be issued by the Permanent Secretary. of the Ministry concerned to
public officers only]

Dear

[ am attaching for your perisal.a Secretariat Agreé'rﬁ'é'ntirY

111



Document 9b

Secretariat Agreement

An agreement entered into on

- I © between
Sy T dags, .

(dentityCard No____— )

112

L (hefeinaftgr refé_rfed to as the ‘Oﬂ":éer’j o

R s melpehy 1 R B
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T
i ; =
. ]
I
] ! }

r—l

|

L1

Wher

1.

ein the parties agree as follows:
Assignment of Duties and Responsibilities
The Officer is being assigned the position and the duties of [insert position title] in the

Secretariat of the Honourable {insert Minister’s name], Minister of [insert title]
hereinafter referred to as the Minister, within the Ministry of [insert Ministry namej .

- hereinafter referred to as the Ministry. -

- The Officer is'being ass'i"g:i'f(e'c"l_ theposmonandthe Elqti,e_s:'

< mth. Any cteases (0 i anlogous gade il gy e O s
-~ for the duration of this Agreement, In addition; he/she shal] rec eive the mid-year

" paid iri ‘twelve instalments at

Replace the above with the followiﬁg:pﬁf&éfﬁbh '1.'n’: the ‘:.c."a§'.e' of an artachinent 16 the : L e

-Secretariat of a.Parliamentaiy Secretary. | .

Secretariat of the Honourable [insert. Parliamentary. Secretary’s
referred to as the Parliamentary. Secretary; -within: the:
name] hereinafter referred 6 as the Ministry, - -

Effective Date and Duration

This “Agreement “shall be for a period of ‘one

- . The salary payablé to. the Officer shall be equivalent to that received by the aralogous

- grade [insert grade], that is Lm [insert amount], ( ~_thousand and - - hundred : -

- Maltese Lira) for the whole year, paid in twelve instalments at the end of each calendar

- and
Christinas Bonus "and any other statutory. benefits, including approved cost of living -
increases. The Officer will also be entitled. to the payment of an allowance of 20 -

‘ - . percent of: - ) e
Lo b Ce N ’ eii‘hgr.' R , e T S LR
\ l r{ : - [salary.scale 10— in the case of OPM and Ministry Secretariat Officers] = - - -
o A M N . or '. '- ‘ . . - . . . . . - B
_’j, e sdlary seale 14~ in. the -case. of -members of-the Secretariat' Pool, OPM. Senior
B «1.5c.5ecretariat Messenger and Secretariat, Messengers/Charwomen] e
ok ~ paid in fwelve inatalmenta af i oo -

+tifie: Wotked beyond the Hiorial Workitig hous OF thie's

or. day.of est, Provided that if Such overtinie exceeds

.. [insert position title] shall also be entitled to an additional allowance of L.m40 for that-
Comin o e e gitled to an a SR S

113

(1) year commencing on ' -



o :
by ! 4, Applicable Rules and Regulations
LT The Officer shall conform to general Govemﬁent rules and regulations insofar as they.
b r'l ] ’ may be applicable and shall also be regulated by the provisions of the Official Secrets
‘ Act as applicable to a *public officer” as defined therein, and by the Code of Ethics

- which may from time to time be-applicable to public officers.

e { . 5. Appendices

1 R
o ;’}E( e .. -....The attached Appendices tonst

M. ... (MemomBlockLewers) R oy
o G TR

114
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. The Ofﬁcer is being assignedA_.the‘;'p'o'sit‘ion‘-Iand';thét{dl.ltfié.s}- of.

. for-the period of ons year, ‘~a'rrd;"iv,_§'i;1'l,,é,,é,t'rih'al‘l"'re'spéptgf';ag'qudiijg to the instiictions or -
directives given to him/her by the Minister [or Parlia ' e

Document 9¢’

Appendix A

[This appendix constitutes a contract

of employment and will only apply lo individuals
recruited from outside the public sector] o : ' - :

Wherein the parties agree as foll . £

[inisert- position: title] i ths: &
Secretariat of the Honourable (insert Minister’s name]

hereinafter referred to as the Minister, within the Minis
referred to as the Ministry. -

Replace the above with the following paragraph in’ ihe. tdse of .an attachment 10 the
Secretariat of a Parliamentary Secretary. L

The Officer is' being assigried ‘the position and the duties of

. Secretariat of the Honourable Linsert Patlfamentary Secrefary’s name] hiereinafter referred t :
-as the Parliamentary Secretary, within -th

referred to as the Ministry.. - . .

The Offfcer undertakes to pérform his/her duties faithfully anc diligently on a full-time basis

mentary Secretary]. R
The agreement is effective as from the _

" The Officer shall be allowed full-pay sick leave for fifteen working days and Lalfii
-~ leave fora’similar period. “If & medical

_'eqn_w’orkingﬁ d.ays:and 'ﬁalf-pay"s'ick
officer employed' by Government certifies that, by

reason’ of ill-health, the Officer is incapable of rendering further effective service, the

- -employment of the said Officer shal] from 'the"d

be terminated from the’date of such certification subject

______ rminated in conformity with clause. 9, the
asa lump'sum-for any accumulated vacation [eave,

Governinerit may, without fault or liability,
the Officer neglects his/her duties or.in any

terminate this contract forthwith in the event that

manner misconducts him/herself or is otherwise
in breach of any of the provisions herein contained.

This contract may be terminated by the Government by giving one'month’s written notice,

115

«-Minister of [insert Ministry namej.. - - . - .
try [insert Ministry name] hereinafter - = -



L |

—

o -

W
et

o —
C "1~] |

R

o

-

4o

iy

L

—_

L e
1" 1 e

)

0

10.

o

- .. Signed.by, on behalfof the - -
- Government of Malta” ~
R (Y [ S T E.

Witnessed by

12

The Officer may, at any time after the expiration of one month from the commencement of
this Agreement, terminate his/her contract by giving one month’s notice in writing,

In the event of a change of Government or Minister [Parliamentary Secretary], when the
Officer would be expected to offer his/her resignation, the agreement may be terminated by
either party forthwith and in this case the Officer shall receive a terminal benefit equivalent
to six months’ salary. The Officer shall also continue to receive the stipulated monthly

allowance as compensation for overtime for the remainder of the month in which the
termination or change is effected. I

In the event that the Officer renews this contract for a successive number of years, the

terminal benefit shall be calculated at the rate of ane month's salary for every year of service

or part thereof, subjecttoaminimum‘o_f six months’ salary, - - e AR

If the Officer determines his/her. engagement otherwise than in accordadce with this' ' ¢

. Agreement, the Officer shall be [

able to pay a penalty equivalent to one;month’s

In the event of pec'uniarg} damégé -arisiﬁg from disregarding or failing to comply with any -

order, standing order, or instruction given by the Minister [Parliamentary Secretary] or from '

any neglect of duty whatsoever and without prejudice to any other action, the Officer may be
liable to 2 deduction from the Officer’s salary to make good the damage or any part thereof,

- One month prior to the expiry of this Agreement; the Officer shall give notice in 'writing to’

. Governtrient 4s to whether he/she desires to extend this ‘Agreement and Governmeént ‘'shall =

.. thereupon determine whether it will extsnd the Officer’s engagement for a further period.

~ and for such periods as may be mutually agreed upon. . = §

Signature of Witness:

116

. - If:Governmient offers an extension of the Officer’s engagement this shall be on such terms

alary oy e e



Address of Witness:
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Docuiment 9d

Appendix A1

[This appendix constitutes q contract of employment and will only apply to individuals JSrom .
parastatal and other public secror organisations]

Wherein the parties agree as £61 ows:

The Officer is being’ assigned -the positior -and" the"ditie
Secretariat of the Honourable' [insert Minister’s name]
hereinafter referred to as the Minister, within the Ministry {insert Ministry name] herinafter
referred to as the Ministry. o Ce e R Raer

118

5 of {insett positin Hile] 1 g i v
» Minister of [insert Ministry narie] -

J} referred to as the Ministry, T
i o S AR R R . . .
. =% The Officer undertakes to perform hisfher duties faithfully and diligently on a fulltime-basis
b Iy o _ for-the period of "oite year, and Will-act i a__L__'x‘gsp‘e:'c’,tg_ according to' the instructions or . . .
q_j directives giver fo him/her by the Minister [or Parliamentary Secretary].
| ; {"‘j ;3. The agreement is effective asfromthe .. o o
ST . Ll
B 4 The Officer shall be allowed full-pay 'sick‘:lgé_aVé for fifteen working days and half-pay sick -
N —-l R - leave-for a similar. period. . If-a medical officer'employed by the Government certifies that, by =
Ly 71 reason of ill-health, the Officer is 'ir.lc;eipa.b}e: of rendering further effective service, the
B - . employment of the-said Officer shall be-terminated from the date of such certification subject
il —-';. IEIRRTIPI -+..:.10 the. payment of the stipulated sick-leave:entitlement. .. . ... .- :
L L SHATT B s bilad 6ot pe s s s i Ty Ly, oo o . - -
i The Officer:shall be entitled o twenty=four days vacation leave on full pay to be. availed of *
R | (91 suchi days as the Minister [Parliamentary, Sec -may approve.-. ... ... S
LJ } - T S ST I .:? LI L T,
- j 2 i 62" Government may, without fault or lability, terminate this eontract forthiwith in the event fhat
{J ) o the Officer neglects his/her duties or in any manner misconducts him/herself or js otherwise
k B " in breach of any of the provisions herein contained, Y '
s J o 7., 'This contfact may be terminated by the Government by giving one month’s written notice
1 Ny
o 8. The Officer may, at any time after the expiration of one month’ffom the commencement of
i 1 this Agreement terminate his/her contract by giving one month’s notice in writing,
U '
7
i



. 9. Upon tenninatién of this Agreement or in the event of a change of Government or Minister
! LW (Parliamentary Secretary], the Officer shall revert to paid employment with the parastata]
! organisation he/she is employed with. The Officer shall however continue to receive the
o stipulated monthly allowance as compensation for overtime for the remainder of the month in.
| I l : which the termination or change is effected.
Ny L ~10.- Ifthe Officer determines his/her engagement " otherwise than in accordance with this
i i ] .+ -Agreement, the Officer shall be liable to pay a penalty equivalent to one month’s salary,
| ; ‘ ) ’ . ' ‘l . . ' . N X C .
’ Ll 1L In the event of pecuniary damage. arising from disregarding or failing to comply with any "0t
S N order, standing order, or instr’udiqn given by the Minister [Parliamentary -Secretary] or from
| q ... .gny neglect of duty whatsoever and without prejudice to any ‘other actioi
L ..~ .. . liable to a deduction from the Officer’s salary to make-good the damage
: ] oy e ‘thie’amount of which shall be determined by Goverment. .« i ... -
_J .. -12.. .One month prior-to the expiry of this* Agreement, the Officer shall-g i\'('éf’r_'fd’c,ij@é‘i‘_rl"ﬁ(ritih'g"té’ T
" /M 7 Government as to whether he/she -desires to extend this ‘Agreement and Governmert ‘shall
b 1 : thereupon determine whether it will extend the.Officer’s engagement for a further period.
- = 13 'If Govertiment offers an extension of the Officer’s engagement this shall be on such terms
: } ,-—,P‘(; ; : and for such periods as may be mutually agreed-upon. S
0

I
i

119

L



i } As witness our hands the.day and year above written.

3 F]  Signed by, on behalf of the
 Government of Malta

@  Signed by:

=

-

........

.......

: r—
e

I
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Specimen 10

- Specimen Secretariat Agreement for the position of:
: o . :

b * Personal Driver/Security Officer

e
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12 A Covering letter (Documeérit 104), EREE I
2. Secretariat Agreement (Dog ument-10b). oo v sy v,

e
i

1
PR -

h{ L r-appointed. to the above position shoiild receive: =
| } 1. A Secretariat A'greement (Docurneqt -1.05).f L )
,] 2. Appendix A - External Contract (Document 10c)

Egnplbyqes of parastatal or other ,.p.ubi

J‘] T should receive: s
4
B

-

i

[
U

o

1.\ B
(
J H
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Document 10a

=5

1 - [Specimen covering letter to be issued
L

by the Permanent Secretary of the Ministry concerned
to public officers only]

2 ”} . Dear
r— P

f s I ' wish to inform you that you are being -assigned the ‘position of Person'al"Dfi\fer/'Sééiifi.t&S{':' RN
N T Officer in the Secretariat o the Minister [P.a.r.lja_r.nuqnjragy, Secretary], [insert Ministry. n,ame.],.._ '

| ~q' I the;Pennarient:Sec_rgtary, Miriigglfyz[i;nsertﬁ-Minisuy name] to sign this Agreement.-.

During the - holding of this"'assi;ir:;ﬁniéﬁf1"376"11':~"s'fﬁ'él'l"'-"r:é‘:c"é'i\}é"f-fﬁé:"-ﬁéﬁ‘éigﬁ:efiaigféﬁiéi&fﬁgﬁg:‘
, U] . applicable to your substantive grade of {insert substantive- grade]. Your annual salary shalj- -~ -+ = -
; Ve : .

be supplemented by such surm as is required so that your annual
S with your position shall be equivalent.to the maximum of Salary
[ r} o scale]. : Co

remuneration in connection - - -
Scale No [insert analogous =

I A Upon termination of the: Agreemerit or in the event of a change of Government or Minister,
‘; o . you shall revert io your substantive grade of. [insert substantive grade] and to the pay and
- Eﬁ P employment conditions attaching to

that grade. You wil] also be entitled to. continue to

SIS receive the stipulated monthly allswance as compensation for-overtime fc

oVertime for the remainder of"
the month in which the termination or change is effected. - ’

L




- Document 10b

eI | Secretariat Agreement

An agreement entered into on

between -

Me/Ms___ o e




PN

.

}

R,
)

.

- ] Wherein the parties agree as follows:
r] 1. Assignment of Duties and Responsibilities
]

The Officer is being assigned the position and the duties of Personal Drivér/S_ecurifcy
-~ - Officer in the Secretariat of the Honourable [insert Minister’s name], Minister [insert

title] hereinafter referred to as the Minister, within the Ministry [insert Ministry name]-
heréinafter referred to as the Ministry. ' I R

1 -

L . .Replace the above wzth thefollowzng éarég%aph i;}z_,thgé
Cee o Driver/Security Officer to:the Parliamentary Secrefary: -

=

.. .The Officer is being assignéd the pos;it_io,ri';_a'rld‘.t‘hé_du;ies,.qﬁlﬂzggsgnaﬁl Driver/Security . ...,
‘Officer in the Secretariat of ‘the Horourable finsert Parliamentary Secretary’s name] . e
hereinafter referred. to- 4§- the ~Pdrlidnientary- Secretary; within'the “"Ministry [ingege = o

Ministry name] hereinafter referred to.as the' Ministry. SR T

r-

-
b

2. Effective Date and Dui‘gti‘og: ST .

This Agreement shall | be .'fof- a period of

]

one (1) - year commencing on

=0 S
[8¥]
w' N
2 |
el
E
m..
=]
e
Q.
—
=l
@ -
=
od.
o,
=
5

R The salary-payable to the  Officer-shall be equivalent to that received by the analogous
ol grade [insert grade], that is Lm finsert amount], (s thousand-and ~--—- hundred
- and Maltese Lira) for ths whole year, paid in twelve instalments at the end of each

- calendar month. = Any -increases _to this: analogous. grade. will apply ‘to.the_ Officer -~ -

automaticatly: for the di fihis" Agreement. - In addition; 'ié/she shall receive the:

..... Bonus and any, other statutory benefits; including the approved
~ cost of living’ increasss. . The Officer Wil alsg be entitled to thé payment of an
allowance of 35 percent of salary scale 14 paid in twelve instalments at the end of each

{
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,,,,,,,,,,,,,,,,,,,,,,,,, gulated by the provisic ns of the Official

©'Secréts Act ds applicablé 0 a “public officer” as-defined therein, and by the Code of

- Bihics.which may frorh tifie'to tirhe be applicable to public officers.

(Name in Block Letters)

_ (Nar:m in Block Letters)
: Officer : K on behalf of the Government
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[This

recruited from outside the public sector]

Appena’ix A

appendix constitutes a contract of employment and will only apply to individuals

‘The Officer is being assigned .fcﬁe. po t1 n

THE ENGAGEMENT, ON CONTRAC’_I‘, OF A FU'LL-THV[E PERSONAL - -
| . DRIVER/SECURITY OFFICER

M ERIEE TS Tt |

e}

......... g -

The Officer is ‘being assigned the osition and the- duties of Personal Driver/Security
Officer in the Secretariat of the Horourable Tinsert Mitiisisr's ‘name], Minister [insert”
Ministry name] hereinafter- referred to as the Minister, within the-
Ministry name] hereinafter referred to as the Ministry.

Replace the above with fhg : foll_owipé _paragraph_ir
Driver/Security Officer to the Parliamentary Secretary: - K

d the positic andthe dutles of Personal Dfivef/Sequrity
Officer in the Secretariat of the Honourable: tinsert -Parliamentary Secretary’s name],.
hereinafter ‘referred to- as the - Parljamentary” Sectetary, within the Ministry [insert

" Ministry name], hereinafter referred to as the: Ministry, . - -

‘The Officer undertakes to perform his/her

Thé Officer shall be allowed - ﬁil-_p_ay.sic. I v '
‘sick'leave for a ‘similar period.” If 2 medical officer o

-+ “officer shall bé peid in‘full anda

Besis " “for the period '6f dne -year; ‘and Wil .act .

instructions or directives, given to him/her by

The agreement is effective asfromythe ©7.* * - - SR -

or fifteen working days and half-pay
mployed by Government certifies

eave On..fl..lli ‘payfo_:b_e;l :
rliamentary-Secretary] may-approve, - L

contract is terminated in é_onfom'lity'w_‘/ith clause 9, the

§ a lumip sum for any adcumulated vacation leave. -

Government may, without fault or liability,
event that the Officer neglects his/her duties o
or is otherwise in breach of any of the provisi

terminate this contract forthwith in the
rin any manner misconducts him/hersslf
ons herein contained. |

This contract may be terminated by Government by giving.ohe month’s written notice.
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| 8. The Officer may, at any time. after the expiration of one month from the
- commencement of this Agreement, terminate his/her contract by giving one -month’s
notice in writing. :
N -9 In the event of a change of the Government or Minister [Parliamentary. Secretary],
' when the Officer would be expected to offer his/her resignation, the Agreement may be-
L "+ terminated by either party forthwith and in this case the Officer shall receive 4 terminal
M - benefit equivalent to six months’ salary. The Officer shall also continue to receive the
- f . stipulated monthly allowance as compensation for overtime during the remainder of
1 ; 1 """ the month in which the termination or change is effected. - . .+ - G N L
| ! . L, L L.
M —;i ...t .10, Inthe event that the Officer renews this cotitract for a successive nurmber of years, the
' l‘ . ... .. terminal benefit shall be calcilated at the rate ot ‘ofie mor y year of

, ‘orie moniths” salary for every year of - v
T S e service or part thereof, subject t0 4 minimum of six months’ salary.: . . i i

CLlT. . ... Ll | If the Officer determines-‘-Hi's/}iéf’»’éﬁg"age"rrfer'lt‘:othe'r\'a'/ié'é"'t'fi"éﬁ‘"'i'ﬁ ‘adcordafics with ‘this
" : Agreement, the Officer shall be liable to pay-a penalty equivalent to' one month’s ~ 7 | .
salary. - : S : L

D
R

4 In .ﬁhe event of p‘ecuﬁiéuj d'amage. a;iéfné frqxﬁ disregarding or fai..lipg_,,t_o.cor'ﬁply with
r’—j ~ . 7.7, . any order, standing order, or instruction given by the Minister [Parliamentary
i e e s

S Secretary] or from any neglect of duty- whatsoever and without prejudice to any other
L "~ 77777 action, the Officer may be liable to a deduction from the Officer’s. salary to make good:
,:"' T EEiEithe damage or any ‘part thereof, the amount of which shall be determined by
S opooroo o Qovernment. S Lo
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Signature of Witness:

Address of Witness:

127




|
f Document 10c
‘ T Appendix A1
= B [This appendix constitutes a contract of employment and will only apply to individuals Jrom . T
e parastatal - and other public sector organisations] - - o
- -
?.
LS
Mo
1]
‘-FT o - 1. The Officer is being aééignged-_thg position and the, duties of. érsona “Driver/Security’
ol Officer in the Secretariat of the Horiourable. [insert Minister’s name], Minister [insert
Ministry name] hereinafter referred .fo" as -the Minister; within the Ministry [insert
T - Ministry name] hereinafter referred to as the Ministry.
o - Replace . the above with the . ollowing - paragraph in the case of Personal
T ;. PriverlSecurity Offcer to the Patliamentary Secretary: -
) The Officer is being assigned the §osiiar agd the duties of Personal Driver/Security. _
= -+ -Officer-in the Secretariat of the Honourable [insert Parliamentary Secretary’s’ name] .
N hereinafter referred. to as the’ Parliamentary Secretary, within the Ministry {insert
I - Ministry namg] Hereinaftéf referred fo'as the Ministry.

+ The Officer shall be allowed Fill:pay sick Teave for fifteen working days and half-pay
sick leave for a similar period, - [f a.medical officer employed by the Government
- certifies- that; by reasom of ill-health, the Officer is incapable of rendering further

-effective: service, the employment of the. said Officér'shill be terminated from. the date

T of such certification subject to the payment of the stipulated sick-leave entitlement,

... availed of on such days.ag tthinister_[Pafr,li-am

0. twenty-four days ‘vacation- lea\'/e‘om_full p'ay.to be’

mentary-Secrétary] -may approve. .
A Government may, without fault or liability, ‘terminate this contract forthwith in the
_jL' T e event that the Officer neglects his/her duties or in any manner misconducts him/herse|f
‘ ] . ‘ or is otherwise in breach of any of the provisions herein contained. :
%,'—* 7. This contract may be terminated by the Government by..giving one month’s written
| - notice,
|
oL
o
| i -
f‘ 128



-

—

r
!

e

-

8. The Officer may,

.12, In the event of pecuniary d_agn_a

at any time after the expiration of one month from the

commencement of this Agreement, terminate his/her contract by giving one month’s

notice in writing.

Upon termination of this Agreement or in the event of a change of Government.or
Minister (Parliamentary Secretary], the Officer shall revert to paid employment with
the parastatal organisation he/she is employed with. The Officer shall however
continue to receive the stipulated monthly allowance as compensation for overtime
during the remainder of the month in which the termination or change is effected.

10.  In the event that the Officer renews, thi;s._'cbr_ltrac’t_ for a succes

- ‘términal Benefit shall bé calculated at-the rate‘of ornie mionth’

e e engagement othervise than in accordance with this
Agreement, the Officer-stiall’ be'liablé- o’ pay ‘4’ peraliy equivaleat fo otis “ronthvs <
salary. o 0 o C A e

ge arising from. disregarding or failing to-comply witly .
- any order, standing order, or instruction given by _the Minister [Parliamentary
 Secretary] or from any neglect of duty whatsoever and without preiu

. action, the Officer may be liable to.a deduction from the O
~ the damage or any part '.-thérédf; ‘the

" Goverriment. n - AR !

Officer shall give notice ir
- writing to Government as-to -whether he/she .desirés_t_o: extend this Agreement and -
Governmient shall therei

forafurtherperiqd. e

If Government offers an ‘exte
- terms and for such periods:

hig shall be.on-such .-

.. Signed by, on behalf ofthe .. . ... [ SR
Lo Government of Malta,. .. ..

Signature of Witness:
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Address of Witness:
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