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PREFACE

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

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

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

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

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

The revised Orders are to take effect from August 1, 2004.

Omar Davies
Minister of Finance and Planning
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INTRODUCTION

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

2) In these Staff Orders except where the context otherwise requires:

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

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

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

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

4) Any or all the provisions of the Staff Orders may be adopted for use by any 
other entity within the wider Public Service.
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CHAPTER 1

1. APPOINTMENTS

1.1 HOW THEY ARE MADE

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

1.2 AUTHORITY TO MAKE APPOINTMENTS

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

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

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

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

1.3 ELIGIBILITY

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

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

1.4 ENTRY INTO THE SERVICE

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

1.4.1 Temporary Appointment

In instances where the appointment is to a position which is on the Public 
Service Establishment, is clearly vacant and the candidate has met all the 
requirements of the position, the temporary appointment should not 
normally exceed six (6) months.

1.4.2 Permanent Appointment

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

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

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

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

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

1.6 MEDICAL CERTIFICATION

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

1.6.1 Medical Reports

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

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

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

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

1.7 CONFIRMATION OF APPOINTMENT

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

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

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

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

1.9 OTHER APPOINTMENTS

1.9.1 Transfer

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

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

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

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

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

1.9.2 Acting Appointments

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

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

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

1.9.3 Deployment

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

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

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

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

1.9.4 Secondment

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

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

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

1.9.5 Fixed Term Appointment

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

ii) Any such contract must be consistent with existing guidelines issued
by the appropriate authority.
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CHAPTER 2

2. EMPLOYEE RECORDS

2.1 EMPLOYEE FILE

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

a) The letter of application and/or completed application form;
b) Record of employee’s performance in the selection process;
c) Proof of age, qualification, marital status;
d) Report of medical examination(s);
e) Documentation of reference checks;
f)    Letter(s) of appointment
g)    Personal information (next of kin, emergency contact numbers,          

special needs and/or circumstances, etc);    
h) Leave application and permission letters;
I) Copies of performance evaluation

j) Copies of training and development plans;
     k) Copies of certificates, results of training and development activities, 

citations, awards, etc;
l) Record of changes in salary, benefits and allowances.

m) Copies of any disciplinary actions against the employee;

2.2 MAINTENANCE OF RECORDS

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

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

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

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

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

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

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

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

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

2.4 ACCESS TO PERSONAL FILE

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

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

2.5 CERTIFICATE OF SERVICE

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

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

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

2.6 REFERENCE CHECKS

Response to requests for references relating to an employee’s career shall be based 
on the documentation contained in the employee’s personal file.
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CHAPTER 3

3. HOURS OF WORK

3.1 DETERMINATION

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

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

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

3.2 ATTENDANCE

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

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

3.3 ALTERNATIVE WORK ARRANGEMENTS

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

3.3.1 Compressed Work Week

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

3.3.2 Flexible Work Schedule

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

Any time worked in excess of the required hours of work is to be recorded and dealt 
with in accordance with established provisions/procedures.
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CHAPTER 4

4. CODE OF CONDUCT

4.1 THE FRAMEWORK

i) The Public Service is governed by established Statutes, Regulations, Orders 
and Procedures.  These are translated into a list of behaviour expectations 
deemed to be acceptable which may be considered as a Code of Conduct for 
all public officers, including those in managerial positions.

ii) The expectations listed in these Orders apply generally to all members of the 
public service.  In addition, based on the nature of the organization other 
operational and/or professional requirements might apply.

iii) Taken together, the combined list of expectations establishes the framework 
for equity and fairness within the organization; outlines the rights, privileges 
and obligations of individuals; and becomes the standard or benchmark 
against which the conduct of both managers and employees will be assessed.

iv) It is the responsibility of each Permanent Secretary/Head of Department to 
ensure that the complete set of behaviour expectations is formulated, 
communicated to everyone within the Ministry/ Department and posted at 
convenient locations as a constant reminder.

v) Violation of any of the behaviour expectations could lead to disciplinary 
measures being taken.

4.2 BEHAVIOUR EXPECTATIONS

4.2.1 Absence From Duty

i) Absence from duty due to illness or other emergencies must be communicated to the 
appropriate authority within the organization as soon as possible, but 
no later than the end of the first day of absence.

ii)      Absence from duty for other reasons should be pre-arranged and 
authorized by the appropriate authority within the Ministry or 
Department.

iii) Permanent Secretaries are required to notify their respective Ministers 
and the designated Head of the Civil Service of any absence from 
duty. 

4.2.2  Dress Code

Officers should be appropriately dressed for work at all times, in a manner 
which demonstrates professionalism, decency and a respect for colleagues, 
clients and members of the general public.  In certain circumstances, specific 
attire (e.g. uniform) may be required.  
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4.2.3 Standard of Behaviour

All officers are expected to demonstrate the highest level of professional conduct 
and personal integrity in the performance of their duties and in serving the public.  
The following are some examples of behaviour which are unacceptable:-

a) Excessive noise which disturbs others - colleagues, clients, or customers;
b) Illegal possession and/or use of firearm, weapons or explosives;
c) Fighting or other forms of physical disturbance;
d) Any act of sabotage;
e) Careless abuse or theft of government property;
f) Larceny or theft from others - colleagues, clients, customers;
g) Use of obscene or threatening language;
h) Insubordination (failure to obey a reasonable order from a supervisor).

4.2.4 Service Standards

i) Officers are expected to treat everyone, including other public officers, clients 
and members of the general public with courtesy, respect, fairness and 
objectivity;

ii) Officers should display a positive attitude and be pro-active in the exercise of 
their duties, seeking to understand and to satisfy the real needs of clients, 
volunteering information and services as appropriate;

iii) In the exercise of official duties, no officer shall confer any special benefit 
and/or give preferential treatment to anyone on the basis of any special 
relationship;

iv) Requests for services must be dealt with in a manner which is timely, 
accurate and complete;

v) The standards established in Citizens Charters must be adhered to.

4.2.5 Display and Decorations

i) Any item of display or decoration should be presented in a manner which is 
tidy and in good taste;

ii) Care must be exercised to avoid the display of items which may be offensive 
to good taste and public morals or which may reflect bias or discrimination on 
the grounds of race, religion or gender.

4.2.6 Political Activity

i) Officers are expressly forbidden to engage in any type of partisan political 
activity in any elections at any level;

ii) In the exercise of official duties, no service or benefit should be denied or 
provided to anyone on the basis of partisan political affiliation;

iii) In the exercise of official duties, officers may be required to provide factual 
information to explain or clarify government policy.
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4.2.7 Substance Abuse

i) The use of alcohol, intoxicants, or any illegal substance is prohibited 
at the work place;

ii) Arriving at work under the influence of any of the substances noted 
above is also prohibited.

4.2.8 Engagement in Private Work

Officers may engage in private work, only under specified conditions and with 
prior permission from the appropriate authority/Services Commissions, based 
upon an assessment of potential for conflict of interest.

4.2.9 Conflict of Interest

i) A conflict of interest may be deemed to exist under any of the 
following circumstances:

a) Engagement in private activity similar to official functions;
b) Using information and/or any material gained from official position 

for private gain;
c) Exploiting the status and privilege of one’s position for private gain;
d) Soliciting and/or accepting payment and/or any other consideration 

relating to the performance of or neglect of official duties;
e) Conducting private business during work hours and/or on 

government property;
f) Engaging in transactions with relatives or family members, or an 

organization in which relatives or family members have interest.
g) Ownership of investment or shares in any company or undertaking.
h) Acting as auditors or directors of companies or societies.

ii) In order to address the potential for conflict of interest, officers should 
in all instances inform the appropriate authority of any such 
undertaking, seek clarification and get permission.  Any such 
permission would be subject to periodic review.

4.2.10 Engagement in Work for Statutory Bodies and Public Companies

i) Officers may engage in work for Statutory Bodies and Government-
owned Companies only with the written permission of the appropriate 
authority;

ii) The Ministry or Department shall seek to recover the reasonable costs 
associated with the task, including an honorarium which may be paid 
to the officer executing the task.
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4.2.11 Exercise of Managerial Authority

i)  Managers are expected to exercise their authority fairly, and even-
handedly;

ii) The exercise of authority must be to achieve the goals of the 
organization (results, outputs, etc.) consistent with the committed 
resources;

iii) The exercise of authority should be consistent with sound human 
resource management practices;

iv) Managers who are found to be abusive or vindictive in the exercise of 
authority shall be subject to disciplinary measures;

4.3 GIFTS AND EXCHANGES

i) Officers, in their official capacity are forbidden to solicit or accept gifts or 
gratuities for the performance or neglect of official duties and responsibilities; 
Officers, may however accept small tokens of appreciation from customers or 
clients, subject to the Conflict of Interest provisions under Sections 4.2.9(i) (c) 
and (d) of these Orders.  Officers are advised to act with prudence and if in 
doubt to seek the advice and approval of the appropriate authority.

ii) Where the refusal of such offers may offend international or cultural 
sensitivities, the matter should be reported immediately to the Permanent 
Secretary or Head of Department and the object transferred to the Crown;

4.4 PUBLIC EMPLOYEES AND THE MEDIA

i) Permanent Secretaries/Heads of Departments must ensure that mechanisms 
and procedures are in place to facilitate transparency and access to 
information consistent with government policy;

ii) Permanent Secretaries/Heads of Departments must appoint designated 
spokesperson(s) within the Ministry/Department to respond to public enquiries 
and requests for information;

iii) Any material, statement, documentation or other forms of communication for 
publication in any media must be approved by the Permanent Secretary/Head 
of Department or other authorized personnel;

iv) Where an officer is called upon to respond to the media or participate in 
interviews on public policy, care must be exercised to provide only factual 
information for explanation and clarification.

v) Subject to the provision of the Access to Information Act, employees must 
obtain written approval and clearance from the appropriate authority to make 
public or communicate with the media or to any private individual, 
organization or entity any documents, papers or information, not in the public 
domain which may come into the employee’s possession in an official or 
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unofficial capacity.

4.5 CONFIDENTIALITY

i) All employees shall adhere to the provisions of the relevant legislation 
pertaining to the utilization and dissemination of public information;

ii) Employees who are required to produce into evidence, in any court of law, 
any official document of a confidential nature, shall inform the Minister, and 
Permanent Secretary/Head of Department of the nature of the document;

iii) Other Ministries, Departments /Agencies that may be involved and/or affected 
shall be consulted;

iv) The advice of the Attorney General should be obtained prior to any such 
disclosure.

4.6 LEGAL ADVICE

4.6.1 The advice of the Attorney General shall be sought where:

i) in the execution of official duties and responsibilities, a public officer is in 
doubt of the legal implications of any matter; or

ii) the interests of the Government may be compromised or jeopardized; or

iii) there are indications that legal proceedings may need to be instituted 
against anyone; or

iv) other legal services are not readily available to the Ministry or Department.

4.6.2 Submissions to the Attorney General should include:

i) the points on which the advice is required;

ii) the precise statements of the relevant facts;

iii) the appropriate cross references to any attachments

4.7 LEGAL PROCEEDINGS AGAINST PUBLIC OFFICERS

i) The Government, further to the advice of the Attorney General, shall defend 
public employees against whom proceedings are threatened or brought in 
respect of acts done or liabilities incurred in the exercise of their duties;

ii) In instances where such proceedings are threatened or brought the facts shall 
be reported to the Attorney General. Subject to paragraph (v) below, the officer 
against whom the proceedings have been threatened or brought, shall incur no 
legal or other expenses.  No other action shall be taken in connection with any 
proceedings until the advice of the Attorney General has been obtained;
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iii) Where the Government defends proceedings against a public officer and the 
Attorney General decides to settle, the cost shall be indicated to the Financial 
Secretary and also the amount if any, which the Government shall contribute 
towards such a settlement;

iv) Upon receipt of the decision, the Attorney General shall advise the public 
employee of the amount which he will be asked to contribute towards such 
settlement.  His/her written agreement shall be obtained for the Attorney 
General to settle the proceedings.

v) If the public employee does not agree to contribute the amount decided upon, 
the Government may refuse to continue to afford legal assistant to him/her.

4.8 LEGAL PROCEEDINGS AGAINST THE GOVERNMENT CAUSED BY THE 
ACTIONS OF PUBLIC OFFICERS

Where as a result of the act of a Public Officer, legal proceedings are successfully 
brought against the Government or another public officer and the Government deems 
it desirable to settle such proceedings out of court, disciplinary action may be 
instituted against the employee.  In such an instance, the public officer shall have the 
right to own counsel.  The public officer may be required to bear some of the costs of 
a successful action against the Government or another public officer. 

4.9 LEGAL PROCEEEDINGS BY PUBLIC OFFICERS

Officers may not institute civil proceedings in any Court in connection with matters 
arising out of the performance/discharge of their public duties or against a Minister or 
any other public officer for anything done in the performance of his/her duties, without 
the permission of the appropriate Service Commissions.

4.10 GOVERNMENT COPYRIGHT POLICY

4.10.1 Ownership

i) The right of ownership is vested in the Government for any work, 
documents, reports, where:

a) the work is produced within the scope of employment, using facilities, 
personnel, resources of the government; or

b) the work results from a contractual arrangement between a Ministry, 
Department or Agency and a contractor, in which the ownership is not 
specified;

ii) The right of ownership is vested in employees for any work created at their 
own initiative, outside the scope of employment not using facilities, 
personnel or other resources of the Government.
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4.10.2 Use

Employees are required to take the following steps in the use of works of 
others in whom copyright is vested:

a) seek permission, where necessary;
b) credit source with appropriate reference.

4.10.3 Royalties

i) The use of works, which are subject to copyright, may require the 
payment of royalties to the author or to the authority in which the copyright 
is vested.

ii) Where there is any doubt as to whether copyright exists in a work as to 
who is entitled to it, the advice of the Attorney General should be sought.
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CHAPTER 5

5.     TRAINING AND DEVELOPMENT

5.1 PURPOSE

All employees should be provided the opportunity and support to be trained and 
developed to enable them to perform efficiently and contribute to the achievement of 
the mission and goals of the organization.

5.2 AUTHORITY

The Authority for the responsibility for the establishment of training policy, the setting 
of training standards and the administration of scholarships and fellowships rests in 
the Cabinet Office.

5.3 RESPONSIBILITIES

i) The Permanent Secretary/Head of Department is responsible for determining the 
training needs of the Ministry and its Departments and for providing for their 
achievement;

ii) Each employee within the organization is responsible for his/her personal growth 
and development for the enhancement of his/her career.  The improvement of 
skills and qualifications to achieve organizational goals and objectives may be 
met from public funds (ref. Study leave);

iii) The role of management is to encourage and support the training and 
development aspirations of employees and to facilitate their personal growth and 
career advancement.

5.4 ORIENTATION

Orientation sessions should be conducted for new employees during their first week 
of employment and should include the following:-

a) an overview of the government service;

b) an overview of the Ministry/Department; its structure, values, strategic 
direction, goals and objectives;

c) introduction to co-workers and management team;

d) a description of benefits and services available to employees;

e) general description of job functions and how they fit into the overall plan for 

the organization;

f) some general statements about expectations;

g) information on logistical issues;

h) an opportunity for questions.
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5.5 SELECTION FOR TRAINING

i) Responsibility for the selection of persons for training for the Public Service is 
vested in the appropriate Service Commission;

ii) Responsibility  for the selection of officers to undertake local training courses 
of less than ninety (90) days is delegated to Permanent Secretaries and 
Heads of Departments;

iii) The selection of officers to undertake local training courses of ninety (90) 
days duration and over, should be referred to the Chief Personnel Officer;

iv) Permanent Secretaries/Heads of Departments who have entered into 
agreements for the delegation of functions under the Public Service 
Regulations have the authority to select persons for training where the course 
content is directly linked to the mandate of the Ministry and/or where eligibility 
is restricted to only those public officers within the Ministry.

5.6 MEDICAL FITNESS

The selection of a candidate to attend a course of training may be dependent upon 
his/her passing a medical examination as to his/her fitness.

5.7 FINANCIAL SUPPORT FOR TRAINING

i) The Ministry with responsibility for the Public Service shall, from time to time, 
determine the expenses which may be paid from public funds in connection with 
the training of personnel for the Public Service;

ii) Where the Government determines a need for training and the course of training 
is held outside of Jamaica the entire cost of economy-class passages for the 
officer by a direct route to and from the country in which the training is to be 
undertaken may be met from public funds.

iii) In some circumstances, at the discretion of the Ministry with responsibility for the 
Public Service, persons selected for training may be required to enter into a loan 
agreement before the start of the training programme;

iv) The loan agreement may require that the recipient gives an undertaking to 
resume duties, or take up employment in the civil service immediately following 
completion of the course of study, for a period of up to five (5) years.

v) Persons who enter into loan agreements will be required to provide two (2) 
guarantors who reside in Jamaica to co-sign on their behalf.  Guarantors must 
have demonstrable financial resources, be at least twenty -one (21) years and 
should not be serving a bond or be undertaking a course of study for which they 
are bonded.
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5.8 OBLIGATIONS OF TRAINEES

Persons to whom awards have been made to attend a course of training will be 
required:

5.8.1 Prior to Commencement of Course

To ensure that the loan agreement is executed by himself/herself and 
guarantors.

5.8.2 While on Course

i) To devote the full time required to following the course for which the 
award was made;

ii) Not to change their course of study without prior permission;

iii) To sit any examination which may be set or to write such papers or 
reports as may be required by the training authorities;

iv) To provide progress reports, at the end of each semester or at the end of 
short courses.

5.8.3 Upon Completion of Course

i) If a loan agreement is in place, to resume duty or take up employment in 
the Government Service immediately upon completion of the course of 
study, after any approved period of leave

ii) In the event of failure to honour the terms of the loan agreement, to repay 
such sum, with interest, as determined by the Ministry with responsibility for 
the Public Service. The calculation of any sum repayable shall be on a 
sliding scale, with credits awarded for any period served.  Where the 
training course includes a period of internship, such period will be regarded 
as service under the loan agreement.

5.9 SUSPENSION OR TERMINATION OF TRAINING AWARDS

A scholarship or training award may be suspended or terminated by the appropriate 
authority if:

i) the officer fails to complete the loan agreement by the end of the period of vacation 
leave;

ii) the officer changes the approved course of study without prior approval from the 
appropriate authority;

iii) reports on the officer’s performance or conduct are consistently unsatisfactory;
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iv) the officer, without reasonable cause, fails to pass a prescribed examination within 
the time fixed by the authorities of the institution which he/she is attending;

v) the officer engages in any occupation which is considered detrimental to his/her 
progress in the prescribed course of study;

vi) the officer becomes unfit to complete his studies owing to illness; 

vii) the appropriate authority has reason to believe that it is unlikely that the officer will 
return to Jamaica on completion of the course;

viii) the officer is convicted of a criminal offence; and

ix) the officer fails to submit progress reports in accordance with 5.8.2 (iv) of this 
Order.

5.10 TRAINING REPORTS

i) Every candidate who attends a course should submit a written report to the 
Permanent Secretary or the Head of Department outlining the special 
features and quality of the course especially in cases where the training 
involves new or additional techniques of a professional or technical nature;

ii) The report should be submitted within six (6) weeks of his/her return and 
copies sent to the Ministry with responsibility for training in the Public Service 
and to the Office of the Services Commissions;

iii) Every candidate who is the recipient of a training award may be required to 
disseminate the knowledge acquired during the course through presentations, 
or other means that may be specified;
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CHAPTER 6

6. COMPENSATION

6.1 AUTHORITY

The authority for the administration of the government’s compensation policy is 
vested in the Ministry with responsibility for the Public Service.

6.2 DEFINITIONS

Compensation includes any salary, wages, and all benefits to which employees are 
entitled as a result of employment in the Public Service and is determined by a 
combination of factors, including:

6.2.1 Job Classification

A systematic method of appraising the worth of each job in relation to other 
jobs in the organization.

6.2.2 Occupational Category

A general grouping of posts falling into groups and subgroups, whose 
similarities of characteristics and requirements are broad and generic .

6.2.3 Occupational Group

A specific grouping of posts each with similar characteristics and 
requirements in terms of knowledge, skill and experience.

6.2.4 Post

A package of duties assigned by competent authority to one employee which 
when taken with all the other posts in the organization, make up its 
establishment.

6.2.5 Duty

A collection of related tasks forming a distinct and significant portion of the 
total work of one post.

6.2.6 Position/Classification

The level/grade or class assigned a post in a particular field of work.

6.2.7 Series

A set of related posts requiring graduated knowledge and experience in a 
particular discipline e.g. accounting.
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6.2.8 Level/Grade

Position assigned a post indicating its hierarchical worth within a particular 
group, subgroup or series.

6.2.9 Pay

Any salary and/or allowances (pensionable or non-pensionable) excepting 
travelling and subsistence allowances.

6.2.10 Salary

The element of pay or amount of money that is related to the 
classification/grade of a post and is payment in consideration of the duties, 
responsibilities and nature of the job.

6.2.11 Salary Scale/Scaler Salary

The salary attached to a grade beginning with a minimum and advancing by 
an incremental rate to a maximum.

6.2.12 Allowances

That element of pay which is payable separately in addition to salary, is 
attached to a post where required and takes into account such considerations 
as attire, tools of trade and extraneous duties.

6.2.13 Increments

A sum of money within a salary scale by which salary is increased annually.

6.3 SALARY ON APPOINTMENT

i) Upon first appointment, an employee is normally paid at the minimum point of 
the salary scale for the position in which he/she is employed;

ii) In special circumstances, a higher point in the salary scale may be approved 
by the appropriate authority.

6.4 PAYMENT OF INCREMENTS

6.4.1 Anniversary of Appointment 

i) Increments are normally paid on the anniversary date of appointment, 
to permanent employees who demonstrate fully satisfactory 
performance on the job during the previous year.

ii) Increments may be paid to employees who are employed on a 
temporary basis in positions which are on the establishment and are 
not vacant, subject to fully satisfactory job performance;

iii) Increments may be withheld as a result of unsatisfactory job 
performance or as a penalty following a disciplinary procedure;
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iv) Where increments are to be withheld, notification must be made to the 
employee(s) and to the Auditor General at least two (2) months before 
the increments fall due.  Departments that are non-self accounting 
must also notify the Accountant General.

6.4.2 Additional Qualifications

Permanent Secretaries and Heads of Departments are authorized to grant 
one (1) increment for each year of study based on the time established for the 
completion of the course of study on a full time basis, up to a maximum of 
three (3) increments to Officers who, after entering the Public Service, 
successfully complete a degree programme relevant to the needs of the 
Public Service, at an accredited institution based upon the terms and 
conditions established by the Ministry with responsibility for the Public 
Service.

6.5 QUALIFICATION OR PROFICIENCY BAR

Where a qualification or proficiency bar exists, an employee may advance beyond 
that point and the employee’s salary adjusted to the higher level only upon the 
presentation of evidence that the requirements of the qualification or proficiency bar 
have been met.

6.6 SALARY CONVERSION

6.6.1 Salary On Promotion

i) Promotions are effective from the date specified in the letter of 
appointment which should include the salary scale for the new position 
and the point within the scale at which the employee will be paid;

ii) Upon promotion, all employees are to receive an increase in salary, 
which is no less than the value of an increment in the new scale;

iii) If the new salary of the employee following promotion falls between 
two (2) points in the new scale when the appropriate increment has 
been added to the old salary, the employee is to be paid at the higher 
of the two (2) points in the new scale.

6.6.2 Lengthened Salary Scales

Subject to Staff Orders 6.4.1 and 6.7.2 the following conversion principles are 
to be applied when a salary scale is lengthened.

i) Conversion to the new scale should be on a point to point basis 
starting with the minimum of the old or existing scale to the minimum 
of the new or revised scale.

ii) Where an officer is being paid at the maximum of a salary scale for at 
least one (1) year that officer’s salary should advance by one point in 
the new scale. In such instances the officer will be eligible for a further 
increment at his/her next incremental date or to commence qualifying 
for a seniority allowance,
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iii) Where an officer is in receipt of one (1) seniority allowance that 
seniority allowance should be absorbed by a movement of salary to 
the next point in a lengthened scale. The officer should consequently 
continue to qualify for a further increment or seniority allowance from 
his/her last incremental date,

iv) Where an officer is in receipt of two (2) seniority allowances and the 
salary scale is lengthened by one point the allowance should be 
absorbed by progression to the additional point in the lengthened 
salary scale. The officer should then retain the other seniority 
allowance and resume qualifying for further seniority allowance from 
his/her last incremental date,

v) When an officer is in receipt of two (2) seniority allowances and the 
salary scale is lengthened by more than one (1) point the seniority 
allowances should be absorbed in two (2) additional points in the 
lengthened scale. In this instance the officer should resume qualifying 
for a further increment or seniority allowance from his/her last 
incremental date.

6.6.3 Shortened Salary Scales

When salary scales are shortened, old salary points and new salary points
should be converted on a maximum-to-maximum basis. In such instances 
increments and seniority allowances should be paid in the normal way.

6.6.4 Upgradings

When the classification of a post is upgrading (eg. From GMG/AM 2 to 
GMG/AM 3 or GMG/AM 4 to GMG/SEG 1) the rules set out in Staff Order 
6.6.1 are applicable.

6.7 ALLOWANCES

6.7.1 Acting Allowances

i) An employee who is appointed to act in a higher grade than his/her 
own for a continuous period exceeding twenty (20) working days is 
entitled to be paid an acting allowance in addition to his/her 
substantive salary;

ii) The acting allowance is to be calculated from the date of the working 
day on which the acting duties are assumed to the last working day 
preceding the date on which the employee resumes normal duties.

iii) A weekly paid employee acting in a classified position at a higher 
grade in another occupational group for a period of five (5) or more 
continuous working days shall be entitled to an acting allowance.

iv) A weekly paid employee acting in the same occupational group at a 
higher grade for ten (10) or more continuous working days shall be 
entitled to an acting allowance.
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v)      An acting allowance should be calculated on the basis of the 
difference between the officer’s salary and the minimum salary of the 
post in which the officer is acting

vi) The acting allowance to be paid should be equivalent to at least one 
increment in the salary scale of the higher post.  If the calculation falls 
between, the allowance to be paid will move to the higher point.

6.7.2 Seniority Allowance

i)   An Officer who holds a post to which an annual scalar salary is 
attached, and who has served at the maximum salary of the scale for 
three (3) years or more will be eligible to receive a seniority allowance 
at a rate equivalent to the highest incremental rate of his/her salary 
scale, subject to paragraph (iii) of this section, except where there is 
established evidence that he/she is not performing satisfactorily.

ii)  A weekly-paid officer who holds a post to which a scalar salary is 
attached, and who has served at a maximum salary of the scale for a 
period of two (2) years or more, will be eligible to receive a seniority 
allowance at a rate equivalent to the highest incremental rate of 
his/her salary scale, subject to paragraph (iii) of this section, except 
where there is established evidence that he/she is not performing 
satisfactorily.

iii)  The grant of any seniority allowance will be made only if there is no 
increase in the number of increments attached to the particular scale.

iv)   All officers who have been granted seniority allowance will be 
considered for the grant of one (1) further increment if, in the absence 
of promotional opportunity, he/she serves three (3) more years in the 
same post, except where there is established evidence that he/she is 
not performing satisfactorily.

v)  Seniority Allowances are personal to the officers who have earned 
them and are taken into account in the calculation of retiring benefits.

6.7.3 Duty Allowance

i) A duty allowance may be payable to officers who are required to work 
beyond established working hours on a regular basis.

ii) To be eligible for duty allowance, the duties performed must be related 
directly to the regular duties of the officer.

iii) Such a duty allowance may only be paid to the officer who actually 
performs the duties in respect of which the allowance is granted.

iv) Duty allowance rates and other eligibility criteria are determined by the 
Ministry with responsibility for the Public Service.

v) The allowance may be paid to the substantive holder of the position to 
which the duties are attached, during any period of leave of absence 
not exceeding twenty (20) working days at any one time.
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vi) In the event of an officer who is in receipt of a duty allowance being 
granted a leave of absence in excess of twenty (20) working days, the 
officer acting in the position and performing the duties will be paid the 
allowance for the duration of the acting appointment and the 
substantive holder of the position will receive the duty allowance for 
the first twenty (20) working days only.

vii) Officers who receive overtime payment for working excess hours are 
not eligible for duty allowance.

6.7.4 Honorarium

i) Honorarium may be paid to an officer who is assigned special duties 
which are extraneous to his/her normal duties and which necessitate 
the performance of official duties beyond normal working hours, for a 
period of not less than one (1) month;

ii) The request for the performance of such duties should be made to the 
Permanent Secretary/Head of Department well in advance of the 
commencement date and should include a statement of the particulars 
of the work to be done, a workplan, the reason for the exercise, the 
proposed duration the number and categories of staff to be involved 
as well as an estimate of the cost;

iii) The officer should not be relieved of his/her normal duties for the 
duration of the assignment;

iv) The existing rate of payment is determined by the Ministry responsible 
for the Public Service and to be eligible for such payment the officer is 
required to work not less than ten (10) hours per week or an average 
of ten (10) hours per week over the period;

v) Persons who qualify for the payment of overtime or are in receipt of a 
Duty Allowance should not be paid honorarium.  Supper allowance is 
also not payable;

6.7.5 Official Quarters

i) Officers who are required by nature of their duties to reside in some 
particular location shall occupy such Government quarters as are 
available, subject to applicable rental arrangements.

ii) Officers who are eligible for Government quarters may make their own 
arrangements, at their own expense, provided that the arrangement in 
no way impairs the efficient and effective performance of their official 
duties.

iii) Officers who are not entitled to free quarters and who occupy 
Government quarters are required to pay such rental as may be fixed 
from time to time.

iv) If an officer occupying official quarters is transferred with less than one 
(1) month’s notice, the Permanent Secretary/Head of Department may 
authorize the continued occupation by the officer’s family for a period 
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not exceeding one (1) month from the date on which the officer 
received the notification of transfer.

v) Officers who are eligible to be provided and who occupy official 
quarters, shall continue to occupy such quarters during periods of 
absence on sick, departmental, vacation, pre-retirement or maternity 
leave.

6.7.6 House Allowance

i) Officers who are entitled to be provided with official quarters as a 
condition of their appointment, but for whom no quarters are available, 
may be paid a rent or house allowance in lieu, at such rates as may be 
established by the Ministry with responsibility for the Public Service.

ii) Officers who are in receipt of house or rent allowance may be called 
upon to occupy such Government quarters as become available.  
Failure to comply may result in the withdrawal of the allowance.

iii) Officers acting in a position to which a house or rent allowance is 
attached, shall receive the applicable allowance if the acting 
appointment exceeds twenty (20) consecutive working days.

6.7.7 Utility Allowance

i) The Ministry with responsibility for the Public Service may authorize 
the payment of utility allowance to certain grades of Officers within the 
Public Service.

ii) An Officer acting in a position to which a utility allowance is attached 
shall receive the applicable allowance, if the acting appointment 
exceeds twenty (20) consecutive working days.

6.7.8 Uniform Allowance

i) Officers who are in positions where uniforms are considered 
necessary for organization, protective or identification purposes shall 
be provided with such uniform subject to the applicable conditions 
determined from time to time by the Ministry with responsibility for the 
Public Service.

ii) Temporary weekly-paid employees should have at least two (2) years 
continuous service in order to qualify for the grant of uniform.

iii) Where uniforms are considered necessary but not issued, employees 
who are eligible for the grant of uniform may receive payment in lieu of 
such uniform at the rate specified from time to time by the Ministry with 
responsibility for the Public Service.  Such allowance would cover 
finished garments and shoes, or the cost of material and tailoring.
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6.7.9 Laundry Allowance

Officers who are eligible for a uniform allowance may also receive an 
allowance for laundry at the rate established from time to time by the 
Ministry with responsibility for the Public Service.

6.7.10 Entertainment Allowance

i) The Ministry with responsibility for the Public Service may authorize 
the payment of entertainment allowance to certain officers whose 
duties make them particularly liable to substantial expenditure for 
entertaining on government business, other public officials, private 
individuals or representatives of other governments.

ii) Such allowance should cover:

a) all entertainment in the officer’s home.
b) all entertainment of persons who are not visitors to the island.
c) entertainment of visitors to the island at small luncheon, 

cocktail party, dinner party, or any other appropriate 
occasion.

iii) Officers on acting appointments in positions, which require them to 
entertain, will be eligible to receive entertainment allowance, if the 
acting appointment exceeds twenty (20) consecutive working 
days.

6.7.11 Allowances During Leave

i) An employee who is acting for a continuous period of at least one 
(1) year in a position which is not vacant shall be entitled to 
continue receiving an acting allowance during absence on vacation 
leave of up to ten (10) working days.

ii) Officers who are on acting appointments will continue to be eligible 
to receive an acting allowance during periods of absence on 
medical grounds up to twenty (20) working days.  The acting 
allowance will cease if the period of absence exceeds twenty (20) 
working days.

iii) An officer who satisfies all the eligibility criteria for a duty allowance 
may continue to be paid such allowance during any period of leave 
of absence not exceeding twenty (20) working days at any one 
time.

iv) Officers who are eligible to be provided with official quarters and 
receive a house allowance in lieu, should continue to receive such 
allowance during periods of absence on sick, departmental, 
vacation, pre-retirement or maternity leave.

v) Officers who are eligible to receive utility allowance may be 
permitted to draw this allowance during any period of absence on 
sick, departmental, vacation, pre-retirement or maternity leave.
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vi)  Uniform allowance is payable during any period of full pay leave 
except in cases of vacation leave prior to resignation or dismissal from 
the service.

vii) An officer who, in addition to his/her substantive salary receives a 
personal allowance which is not attached to his/her position may 
receive one half of such allowance while on half-pay leave. 

viii) An officer who is eligible to receive a laundry allowance may continue 
to be paid such an allowance for a combined total of up to one 
hundred and five (105) working days during any period of absence on 
vacation, departmental, sick, pre-retirement, maternity or special sick 
leave.

ix) Officers should continue to be eligible for entertainment allowance 
during any period of sick, departmental, vacation, pre-retirement or 
maternity leave.

6.8 OFFICERS ON MILITARY SERVICE

The payment of salary, wages and allowances to public officers, while absent on 
military service, annual training or actual service when mobilized under the Defence 
Act, is governed by the following rules -

i) When the military service or any portion of it is carried out in any period other 
than during vacation leave, the public officer concerned will receive his full civil 
pay and allowances and his full military pay and allowances during the first 
week of the period of such service, and thereafter, he shall receive for the 
remainder of that period, either his military pay if it is greater than his civil pay
or, if his military pay be less than his civil pay he shall receive, in addition to the 
former, the difference between his military pay and  his civil pay.

ii) When the military service, or any portion thereof, is carried out during the 
course of vacation leave, such officer shall be paid his full civil pay and any 
allowances for which he may be eligible under Staff Order 6.7.6, 6.7.9  and 
6.7.10 in addition to his full military pay and allowances;

iii) In the foregoing Orders the term “military pay” shall include additional pay, 
proficiency pay, long-service and good-conduct pay, family pay, family and 
dependents allowances, but shall not include field allowances, or any 
allowances or issues made in kind.
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CHAPTER 7

7. LEAVE

7.1 AUTHORITY

The authority for the determination of leave entitlements and eligibility is vested in the 
Ministry with responsibility for the Public Service.

7.2 DETERMINATION AND CALCULATION

All types of leave for all public officers shall be determined and calculated on the 
basis of working days.

7.3 ADMINISTRATION

i)  The authority for the administration of leave is vested in the Permanent 
Secretary in the Ministry with responsibility for the Public Service.

ii)  General authority has been delegated to Permanent Secretaries in other 
Ministries and to Heads of Departments subject to established terms and 
conditions.

iii)  Public officers are not entitled to earn and accumulate vacation leave and to 
be paid salary in lieu of vacation leave in relation to the period during which 
they are on interdiction.

iv) No officer should be granted vacation leave before he/she has completed 
twelve (12) consecutive months of service from the date of first appointment, 
except on the ground of urgent private affairs or ill-health.

v) Leave cannot be earned while on vacation or sick leave in excess of fourteen 
(14) days.

vi) The Auditor General, Minister with responsibility for the Public Service and the 
Chief Personnel Officer should be notified of the grant of leave to officers, 
except departmental leave and short periods of sick leave.

vii)   The Accountant General should be informed where Departments are not self -
accounting.

viii) Permanent Secretaries and Heads of Departments are required to administer 
the granting of leave in a manner which balances employee well-being with the 
provision of quality service to the public.
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7.4 VACATION LEAVE

7.4.1 Definition

Vacation leave is a period of scheduled absence on full salary for the purpose 
of recreation and/or rejuvenation.

7.4.2 Rate of Leave

The rates of vacation leave to which the various grades of officers are entitled, 
are established by the Ministry with responsibility for the Public Service and 
are set out in Schedule A at the end of this Chapter

7.4.3 Grant of Vacation Leave

While employees are entitled to vacation leave as set out in the schedule, the 
granting of such leave is at the discretion of the Permanent Secretary or Head 
of Department, subject to the exigencies of the service.

7.4.4 Directive to Proceed on Leave

A Permanent Secretary/Head of Department may direct an officer to take 
vacation leave at any time.

7.4.5 Application for Vacation Leave

Employees wishing to take vacation leave must make a formal application 
either in writing or by completing a form prescribed for that purpose, at least 
one (1) month before the date on which the leave is to begin.

7.4.6 Leave Period

The period of leave begins on the first working day following that on which an 
officer has handed over his/her duties until the working day immediately 
preceding that on which he/she resumes duties.

7.4.7 Extension of Leave

An employee on vacation leave who wishes to have his/her leave extended 
must apply in writing in sufficient time for a reply to be received before the
current period of leave expires.

7.4.8 Accumulation of Leave

i)  Permanent Secretaries and Heads of Departments should encourage 
and facilitate employees to take vacation leave on a regular basis, as 
soon as possible in the year after it has been earned.

ii)  Employees may accumulate leave to a maximum not exceeding the 
leave entitlement for three (3) years only with the permission of the 
Permanent Secretary or Head of Department.
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7.4.9 Accumulation Beyond the Maximum

Permanent Employees shall be allowed to earn and accumulate additional 
full-pay vacation leave for a further period not exceeding two (2) years if 
applications for all or any portion of their accumulated leave cannot be 
granted due to the exigencies of the service.

7.4.10 Recalled Leave

Any leave granted may be cancelled by the Permanent Secretary or Head of 
Department based on the exigencies of the service:

i) Where an employee’s leave is cancelled, the remaining portion is 
considered Recalled Leave and is treated separately.

ii) Recalled Leave shall not be counted in the calculation of the maximum 
leave the employee may accumulate.

iii) Recalled Leave may be taken at the employee’s convenience, subject 
to the exigencies of the service, or it may be included in the pre-
retirement leave to which the employee may be entitled.

7.4.11 Resumption Following Leave

i) Officers are required to report in writing their resumption of duty to the 
appropriate authority following the expiration of vacation leave.

ii) If an officer fails to resume duty following the expiration of any period 
of leave, steps should be taken immediately by the Permanent 
Secretary or Head of Department to ensure the officer is not paid 
beyond the date of the expiration of leave.

7.5 DEPARTMENTAL LEAVE

7.5.1 Definition

i) Departmental Leave is a provision whereby public officers may be 
granted short periods of absence to attend to personal or family matters.

ii) Departmental Leave is not intended to be used for vacation purposes or 
in lieu of vacation leave.

7.5.2 Rate

The rates of Departmental Leave to which the various grades of officers may 
be eligible, are established by the Ministry with responsibility for the Public 
Service and are set out in Schedule A at the end of this Chapter.
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7.5.3 Grant of Departmental Leave

i) While employees may be eligible for Departmental Leave as set out in 
Schedule A, the granting is at the discretion of the Permanent 
Secretary or Head of Department, subject to the exigencies of the 
service. 

ii) Departmental Leave will not normally be granted to run consecutively 
with vacation leave, or vice-versa, except when such leave is granted 
on medical grounds or for urgent private affairs.

7.5.4 Application for Departmental Leave

Employees wishing to take Departmental Leave should, under normal 
circumstances, make a formal application in writing or by completing a form 
prescribed for such purposes, at least forty-eight (48) hours before the leave 
is to begin.

7.5.5 Period of Departmental Leave

The period of leave will be based on the number of working days during which 
the employee was absent.

7.5.6 Accumulation of Departmental Leave

i) Permanent employees may carry forward any departmental leave not 
taken in one year into subsequent years up to a maximum 
accumulation of the department leave entitlement/eligibility for two (2) 
years.

ii) Any departmental leave accumulated may be used during periods of 
prolonged illnesses, on the basis of medical certificate from a duly 
registered medical practitioner, once the sick/departmental leave 
entitlement/eligibility for the current year has been exhausted.

7.6 CASUAL LEAVE

Casual Leave may be granted to part-time workers and employees who are on Fixed 
Term Appointments in positions, which are not on the Public Service Establishment.

7.7 MATERNITY LEAVE

Maternity Leave shall be granted to female employees on no more than three (3) 
occasions consistent with the provisions of The Maternity Leave Act (1979).

i) Officers who have completed not less than twelve (12) months of continuous 
service may be granted leave for maternity purposes upon presentation of 
appropriate medical certification.

ii) The grant of maternity leave shall be based on the following schedule:

a) special maternity leave on full salary for a period not exceeding forty 
(40) working days.


