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REGULATTONS

1. Title epd cummanceﬁgng ~ These reguletions may be cited
as t blic Service Hegulatioms 196%, and shall come into
force on the 10th dey of August, 1967.

2. Interpretation - In these regulations, unless the context
ctuerwlse requires, -

"fhe Act" mesns the tublic Service Act 1985;

"Employee" means & person enployed in tha
Public SGervice whether on the permanent staff
{including mny probetioner) or temperarily or
B8 & wage Worker;

"Leave year" means s yesr ending with the 30th
day of November;

"Officer" meang an employee of the Fublic Bervice
obther than a probationer or & temporary saleried
enployee or & wage worker';

"Probationer” means a person serving on probation
in terme of Bection 112 or Section 29 of the
Fublic Service Act 1965;

"Secretary" means the Beeretary of the Premier's
Department appointed in terms of Article 73 of
the Congtitution of the Cook Ielands;

"Bervice” in relation to the caleuwlation of
retiremant leave on retirement, means unbroken
full-time employment in the Fublic Service at
the time when an employes ceapes work, together
with any other period, and type of smployment
which the Secretery mey in his discretion
rocognise; but does not include -

(a) Any continuous peried of leave exceeding
three months (other than for sickneas,
furlough, study leave on pay, or military
pervice, or for asuch ofther purposes as the
Becretary muy prescribe in the Public Service
Manuel of Instructiona}; and.
{(b) Any peried of anticipated retiring leave;
"Service Erganisation" means the Cook Islands Branch
of the New Zealand Public Bervice Assccistbn (ine.),
Island Territories Sectiomg
"lemporary” smployee means an employea for the time
being employed in terms of Section 10 of the
Publie Bervice Aot 1965;
"Wage Worker" mesne an employee for the time being
enployed in terma of Section 11 of the Fublie
Bervice Act 1965.
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AT T
GENERAL PROVISIONS

2. lnn%igatign of Hagglntign! - (1) These regulations, unlese
the context otherwlee regquirese emd subject to the provisions of
this regulation, shall apply to mll employees.

(2) The Secrelary may from time to time, by notice
published in the Publlc Serviee Official Circular, exsmpt any
class of employee from the provisions of these regulations or
from any part thereof specifled in the nobtice.

(3) Mothing in these regulations shall derogate from tha
power of delegation conferged upon the Secretary by Gectlom 5
of the Public Service Act 1965.

ral Instructions - (1) The Seeretary way from time Lo
tmu soue lawlul orders to employces in the form of genaral
imstructions.

{2) A general instruction according to its tenor may apply
generally to all employees, or to a apecified group or to specifiel
groups of employeed.

(%) The provisions of A general inatruction shall be deemed
to have been comsunicated to mn eamployee when the instruction has
been published in the Public Service Officisl Circular or in the
Public Service Mapual issued by the Becretary, or failing any such
publication, when it has otherwise been brought to his personal
notice in writing.

5. %ugm:c with ’-‘Elﬂhiig EE i’ﬁnﬂ:tinu I-:l.'l.:};-ﬁ :i:;cer.
robationer TATY oyec uaint &
Eh’ﬂ prwiuii;na of th.upo.lct l.lﬂpnfizll H;ul:;nt?ml made thereunder
and of uny instructions issued by the Secretary, and ignorance of
any sueh provision shall not excuse A breach t orenr. For this
purpose the departmental hesd ahell epsure that copiea of the dct
lm.d all regulations made thereunder, the Public Service Manual,
::i enerel ingtructions of the Secretary are aveilable Iﬂr
™

e officers, probationera, smd temporary employees under
his econtrol.

B %n_tgl&mj%guc_ﬂ_ﬁgg -~ (1) In any Department in which
departmen instructions have been lssued under the suthorlty
of the Departmental head, the departmental head shall ensure
that sufficient copies are kept available in each branch of that
Department for rusal by any employee affected by them, and that
u;itahl- provision is made for the publication of smendmentao
thereto.
{2) Where the provieions of subalause (1) of this
regulation bhave been complied with, the departmental imstruction
shall be deamed Go have been communicaled to every employee in
that Department, nnd ignorance of any such departmentsl instruction
shell not excuse m breach thereof.
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7., G picationa with anﬂg;nrg -~ (1) Except as otherwise
Euﬂ?lﬁu!, ali CommunLCALLonE | ron depavtments intended for the

ecretary shall be addrussed to him at his office in Rarotongs,
and signed the Departmentel head of Officer deputed by him
to ﬂign on his behalf.

(2) Ap employee shusll be entitled to communicate with the

Secrat but shall follow the procedure set down in subelause
(3) of this regulation.

(3) Except os otherwise provided in these repulations, all
communications from an employee to the Seecretury shall be addressed
to the Secretary and submitted through the employee's controlling
officer apd departmental hesd. Lvery such communication mhall ba
forwarded promptly by the controlling officer to the departmental
head, aod by the departmental head to the Secretery.

8. gigggtnnntal hend'a Euiurﬂ - (1) Wherever powers are veatod

in s department ead er these regulations, the Becretary
shmll have subhority to give s depsrtmental head written directions
in respect of the operation of thome powera, and the departmental

head shall implement any such directions.

(2) Wherever puwars Bra vested in 8 departmentol head under
thesa regulations, that departmental head may, with the prior
approval in writing of the Secretary, delegate within hias
Depertment such of those powers as the Secretary approves to a
apecified employce or to perscns ol & apecified claps, or to the
bolder or holders for the time being of 4 specified office or of
epecified clapses of officesa.

{3) Subject to sny general or special directioos given by
the artmentel head, any employoe to whom Eny powers are so
delegated may exercise those powers in the same manner and with
the same effoct 88 if thay had been conferred on him directly
by these regulations and not by delegatlion.

(%) Jhny ump%n*ne purportiong te sct pursuant to ln{ﬂﬂjlegatinn
under subclouse (2) of this regulation shall, in the ebsence of
proof to the contrary, be presumed to be acting in accordance with
the terme of the delegation.

{5) Every delegation under subclause (2) of this regulation
shall be revocable in writing at will, snd no delegation shall pre-
vent the exercise of sny power or function by the departmental head.

(6) Ewery delegation under subclause (2) of this regulation
shall, until it is revoked continus in force according to its tenor,
notwithetanding any changes of departmental head.

PART 11
ATPLICATIORS FOR EMPLOYMENT
9. Form of ﬁEEllE.tqu - (1) Every person demirous of a E:int-
ment to the 1i¢ Gervice, whether us a probatiomnsr in
permanent service or as a temporary employee, shall [orward %o

the Secretary an application containing such particulars as the
Becretary way from time to time require.

{2) The Secretary mny regord as lapoed;

{a) Any application for a speeific position
when an appointment hes been mads to that
position;

{(h) lng eneral spplication for employment
which was not renewed or received during
the preceding six months.
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(3) In mekipg oppointments Lrom any list of current
applications, the Becretsry shall have regerd to the applicant
with the most marit for the positiom te be [illed. Tor the
purposes of this pubclause merit shall e determined in the
moinner preseribed in Section 13 of the Act.

10. Failure fo reply - Lf any applicant for appointment to the
Pyblic Servicas f&%lﬂ to raply within fourteen days to any

communication from the Secretary respecting hia application
addressed to him at bis last known place of reaidence or at such
other address as may have been nominated by Lhe applicsnt, the
Secratary mey regard his application as bhaving lepaed.

14, Certificetes and testimonisls - (1) Every spplicant for
appointment mshall, if Lhe Secretary so requires, produce:

{a) A Birth Cortificate,

Frovided that where & birth certificate cannot be
ppbtained the Secretary mey accapt other documentary
evidence of age and place of birth;

(b} 4 medical certificate;

(e) & testimonial as to cheracter from a Teputeble
pEBON ;

{d) Bueh further testimonisls as the Seeretary may
require;

(e} A certificabte of education gualifications or
attainmenta.

{2) Every such certificate or testimonial may be retained
by the Seeretary, unlesa it is accompanied by & coDy.

{3) If any spplicant falls within a reasonable time to
produce when required to do so ony certificate or Gestimonial,
or if the documente forwarded sre net considered satisfactory,
or if the spplicant has furnished false or misleadipg information
in respect of hia application, the Secretary may annul the
appointment.

PART 11T
LEAVE: ANNUAL, SERCIAT, AND SICK

42, Annual Lesve - {1} Eaployees who eccouplete 5 years of service
before the end of a leave year shall be entitled to not more than
three wesks anmual leave in that snd succeeding leave years.

{2) Other employees shall be enkitled to not more than twa
woeks annual leave sach year,

(%) Notwithstonding the foregoing provieions of this
regulation the Secretary may grant annual leave in excess of the
smounts laid down above Lo a apecified elass or to apecified
clasaes of employeea.

{4) Tor the purpopes of this regulation the term "wesk"
mesns five working daye in bhe case of sn employee who usually
works five daye im =ach calendar week, and, in the case of an
employee who usually works six daye in esch celendar week, meuns
six working daya.

{5) For the purposes of this regulation the term "service"
way 8t the diseretion of the Secrebary include previous government
service or other smployment.
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{(6) Ir an employee to whom subclause (1) or subclause (2)
of this regulation applies has been absent on aick leave, whether
with or without pay, or special leave without pey in excess of
thirty-five deya (including Saturdays and Eundl{uJ in one or more
periods in any leave year the pariod of unpual leave shall,
unless the Secretary otherwise directs, be reduced by one tenth
of the number of working daya ineluded therein for swsech thirty-
wix duye (including Saturdsys snd Sundayu) of such abaence.

(7) If an employee to whom subclauss (4) of this regulation
appliem ham been absent on sick leave whutber with or without pay,
or apeclal leave withoubt pay in exeess of thirty-five days
(inmeluding Saturdays or Sundaya) in one or more periods in any
leave yenr, the period of annual leave shall be reduced in respect
of tani'thirty—aiz days (including Saturdays and Bundng:g of such
absence by such proportion of the amnual leave aas the retary,
hlvingi;-;ard to the provisioms of suboclause (&) of this regulation,
determines.

(B) The Becretary mey approve a cash payment to the widow
or dependant children of a deceased employee of an amount
aquivalent in money of the lesve that might have been granted to
the deceased employee in terms of this regulation had he resigned
from the Service st the date of his death.

(9) The departmental head may direct an employee to take
annual leave A&t such time os is convenlent to the working of the
Department but me far as Ersutiunblu the wishes of the employee
concerned ahall be taken into copeideration when fixing the time
for the taking of leave.

(10) An employee shall forfeit that part of his annual leave
when he fails to take it in the leave yeur in which it is granted,
unless he hus gbtained the approval of the Secretary to the
poatponemant of the leave.

(11) Any officer or probaticner a ieved by & decision of
his departmental head under subclause Eg{ may appeal therefrom

to the Secretary in writing within 14 days after the date om which
the decision of the departmentsl head hags been commumicated to
him. 7The Secretary's decision shall be final.

{12) An officer with over 10 yeara' service may, with the
consent of the Secretary, postpone the tuking of up to two years'
annueal leave in addition to the current year's leave for the
purpose of taking a holiday trip oversoonu. In the event of the
trip not eventuating the accumnlated leave must be taken within
4 ressonsble time (not exceeding two yeara) or forfeited. No
cash grant instesd of that lesve will be available.

(1%) "Teschers who ere not required Lo remsin on duty during
thoe school helidaye prescribed by the Directoer of Education shall
take leave during the school holidays snd shall not be entitled to
any other anousl or holiday leave. Whers Seachers are required te
remain on duty during the achool holidays they shall be granted
annual leave in accordance with subclause 1 - 3 of this regulation.

(14) Before any employee takes snnusl leave he shall obbtain
the prior approval of his controlling officer,

13. Egnciul Leave - (1) The Secretary may grant special leave
subject to suc arms and conditions as he may prescribe from
time to time.
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{2) Haterpity Leave shall be granted ss leave without

Provided that pn employee resuming duty after n peried of
matarnity leave of pol noere than pix months may be granted
retroppuctive pay for up to thirty-one duys of the puriod of
abeence subject to there buing sulflolent sick leave aveilable
as gat out in reguletion 1% hereol. The employee shall furpish
to tha Secrotery a certificate from the Health Uspartment in
support of the reagon lor leave of aubsence befors any payment
in terms of this proviso is made.

4. 8 Leave = (1) Employees, othor than wege workers, shall
be entitled to siock leove, subject to such terms and conditioms
aa the Secretary may from time o time preseribe in smecordonce
with the Following teble:-

gate Period for
which Gick Leave on
pay may be granted

Length of Service during Service
Up to 3 wonths 5 dnys on full pay
Over % months and up to & mombha .. .. 10 days on full pay
Over & months end up Lo 9 months .. .. 22 doys on full pay
Over 9 months and up to 5 years .. .. 5% days on full pay
Over 5 years and up to 0 yoarsa .. .. &% days on full pay

Over 10 years snd up to 20 yealra .. .. 130 dnys on full pay
Over 20 years and up to 30 years .. .. 195 days on full pay
Over %0 ycara se ~ws 260 days on full pey

{(#) Bick lesve on poy may be token in one or more perioda.
The sgprogate taken sholl not exeosd the sccumlated total allowed
for Lhe length of service at the Gime the sick leave 1a token,
L]

(%) The Secrebary may, in coses which he considers special,
vary, modify, or extend the period and conditions of pay during
ni:z leave ss stated in subclause (1) and (2) of this regulation.
In exercising this discretion the Besretary sball consider
favourably spplications for extension of sick leave entitlements,
when in his opinion, the illness results from caunes that are due
to conditions under which sn employee has been working, or where
any employea, in the discharge of hip dubles ond through no fault
of him own, sustalns injuries of pueh a sature nm Lo incapacitate
him from duty.

(4) Mo leave on sccount of illnes= shall be ted with
pay if the sickness or L11 health hus been caured the misconduct
of the employee. Lo order to satiofy himself on that point the
Secratory may roguire bhe employes to undergo medical exemination
ot him own expense or otherwise by A medical prastlitioner nominated
by the Degretary. The sswe practice way be followed where an
epployee is suspected ol absentipg himself from duty without
sufficlent ceuse.

(%) The Secretury wuy preacribe in his inatructions for a
medicnl cartificate to be produced by sny employee after a
apecified periecd of sick leave, or mpm a clearsnce for resumption
of work.
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PAUT IV
LEAVE: HETIRTHG

15. Kliginility - (1) All employees shull, on the estsblishment
af Eliglglthy tu retirs in occordance with this regulation and
ufter plving notice im upseified in section 21 of bthe Publie
Beryvice Act 19845, he cutitled s8 of right Lo Lhe retiring leave
prescribed in Lhe table sst ocut in thio subclause:

TARLE
Amount of Hetiring Leave
_{In consecubive days): qunlification Reguired:
183 days Completion of 40 years' or
wore service
91 days plus one day for every Complotion of 20 years' service
two months of pervioe in and Age 60 yuars or more
excess of 20 yuaru
31 daye plusp one day for every Uompletion of 90 or more yeara
two montha of mervico io af marvices (hut leas than 20
excess of 10 yauwrs years) end ape 60 yesrs or more

(2) Except whers purmitted to retire on medical grounds
in accordance with regulation 16 of these regulations, employees
will oot be eligible for retiring leave if they have less than
10 years' service aven Lbhouph they have attuined Lhe age of &0
¥COars or more.

6. Eligihil or rulir leave on medieuwl prounds — (1) Any
efficer mey relinguiuvh office on medic prounds before reaching
bis eoptional retiring sge and be eligible for retiriog leave as
of rvight, if bhe ia wcceplied for rvetiremsnt by the Buperanmuation
Board in terms of gsection 36 of the Buperoonuation Act, 1956,

(2) Leave sntitlement under this regulation shall be &
ninioum of 91 days regordlesa of lenglh of service, with the
exception that an officer with service in excess of 2% years may
be granted an sdditionul one day for cvery two montha of that

; eXcess Service.

(3) Subclauses (1) and (2) of this regulaticn shall also
apply to sny officer compulsorily retired on medical grounds in
terms of regulation &5 of these regulationa.

(4) The Becretury may at his discretion declare
probationer, temporary cmployse, or wige worker to be entitled
to retiring leave on medical grounde ag il he were an officer,
or may grant such lesser amount of lesve as he thinks Tit.

17. Cash grant - All employees ralinuuiuhinﬁ office pursvant
to any the provimions of regulations 15, 96 and 20 hereof

may accept, instead of eny period of any retiring leeve to which

{hg; are entitled, a lump sum payment equivalent in value to that
eave.

18. Leave i ticipution of retiring leave — (1) An officer with
over 20 years' cnntiﬁunus gervice EEEEi be entitled as of right
{(but subjeet to subcloauses (2) and (3) of this regulation) to
leave on full pay in snkicipotion of retiring leave on the hasis
of up to 91 days and 20 yesrs' continuous service plus one day

for every three months' service in exceas of 20 years.
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(2) Every approval to anticipute retiring Leave shall be
conditionusl on a written undertaking glven by the officer that,
in the event of his resipgning before complebion of his full term
of service, he will rufund tbhe valuw of any nusher of daya of
leave taken in anticipation (caleulsted at the yross =al rate
applicable Bt the time when anticiputed leuve wea boken) which
are in excess of the numbsr of days lesve due on resigning.

(%) 411 oificeru shall give three months' notice of their
intentlon to take anticipated retiring leave. The actual period
ol the leave phull be subjeclt to Depoartmental convenience, but
#hall im no case be less than one month at any one time, and the
Gecretary shall pot withhold the granting of the leave beyond 12
months from the date of application.

(0) Apticipated retiring lesve taken whall mot be counted
ns sarvice for retirement puvposes.

149, C ‘o eguivilent to retiring leave due des = The
Uecretary may approve a cash paymenl to the widow or dependents
of & deceased cmployee of & sum the equivalent in money of the
leave that would bave been granted to the deceased smployee
under these regulations had he retired from the Public Service
on the date of his death.

a - ecretary on the facts of each case, grant
retirfﬁé lenve Lo employess whose wervices are dispensed with
through no fault of their own before retirving age, according to
the following table:=

Amount of Retlring Lenve

{In copsecutive doys) Gualification regquired
91 daym - “ _ Completiocn of 15 years'
service
61 days “e we . Completion of 10 and under

15 years' service

21 daya . as o Completion of 5 and under
10 years' pervice.

(2) Thia regulation does not upply to wage workers or
temporary enployues, except that im ceses where Lhere is 20
years' mervice or more, six weeks' retiring leave may be granted
ou the came basis as for persunent staff who resign.

PART ¥
LEAVE: RESIGNING

21. Eligihility - (1) The Secretary may, st hia diseretion,
grant resigning leave to officera who have not reached their
optional retiring age, on the basis that those who have completed
20 years of contiouous service will he eligible for 45 deays

plus one day for cvery six months of service in excess of 20
years, lrrespective of age at the time of resignation.

{2) In special clrcumptances the Sesretary miLy grant
resigning leave to officers with leas than 20 years' contioucus
gervice who are less than 60 years of age.
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PART VI
REPOUTS

2. Eg;ggual Heports - At such time and in such mmnner as the
Secrebury wmoy from Lime to time presceibe, the departmental
bhead shall furmish to the Secretary o report upon the work,
performence, and merit for promotion of officers under his
control.

&5, tion Heports - At such times and in such sanner as Lhe
ﬂucru%;ry may from time to time prescribe, the departmental head
shall complete and furnish to the becretery a report on each
probationer under hia control, such report to indicete the

probationer's progress ind merit for appointment bo the permanant
stafll.

24, Eipurts to be nggg the loyee — The employee reported
on in terme of regulation 23 or ruEEiatian 24 horoof shall be
ghown the report and sball initial it as having been sech.

JART VII
{upE Qr Conpuct

25. §%¥rﬂ of wark - Except where otherwise provided in amy Actk,
regulation, or award, esployees shall observe such hours of work
as the Secretsry may from time to time direct.

26. itional hours of duty - (1) The Secretary may suthorise
overtime work, subject Lo such conditions &s he may from time
to time prescribe, but mast ensure thab it is kept to a minimum.

(@) Every employec who is ealled upon Lo work overtime shaell
attend during such udsitinnnl hours of duty as may be gpecified
by bis controlling olfiver. Except in the case of emergency or
where public safefy is .involved, thue Secretary may excuse any
officer [rom working overtime.

(3) Payment for overtime work shsll be made At such rates
and subjeact to such conditions as the Secrctary muy from time to
time dotermioe.

27 a&.; books or othel nttendgg%a record - {1) In every branch
of a Department an attendance book or other record of attendance
ghall be kept in a fors approved by the Secretary.

(2) The officer appointed by the controlling officer to
be rusponsible for attendance records shall have cuatody of the
attendance book or other record of attendance, and the controlling
officer whall be responosible to the departmental head for the
proper keeping thereof und the due obiervance by Lhe employes
at Lthe branch of the prescribed hours of atteodonce and of any
regulations snd general instructions relating to mttendance.

(3) Every employec shall, at the times of his arriwval for
duty and departure therefrom, coter the respective times thereof
1n the attendance racord.

(%) Every smployee who reports late for duty shall be
req&irqd to meke up the time so lost as directed Ly his controlling
officer.

(5) The Secretury, on such conditions as he thinks fit, =ay
exempt any employce or any class of emuployses from the provisions
of thie regulation.
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24. Absonce IP:. place of 3521515!’“' - Ho employes ahall be sllowed
to leave his pluace of eaploymen uring prescribed hours of
al.tondance, excopt on ollicial business or by express pernipaion

of his controlling olfier. A&l1l sbsenceu ohall be appTopriately
recofded in the sitends e book or olher record.

29, Denaolty Egr unauth srlsed nbmence - (1) Except in cases of
illuess oT Ohhel cOergsiey, no euployee shall be abasent without
leave during working hours [rom his usual place of employment
or from the diatrict in which he is employed.

{2) Where for renions of illness or cmergensy an loyue
cannot attend at bis plioe of employment at the bime apszgntnd,
he shall vae his best w desnvour to gend intlimation of his absence
and the reason therefor: to hig controlling offic+r aa =oon as
pessible.

(4} In any cesc wiere an employee's oboence is not sencticned,
there ahall be deducted (rom his salary the pay for his perlod
of absence, in additicn to any further penalty which may be imposed
by the Secretery in Lerus of the fubiie Service Aat 1965.

{8) Ip ecases of wmuthorined absence from work the
departmental hesad may alopt the practicos outblined in subclauso
(4) of regulation 1% ol these regulations.

0., Care of gtores - Every employee shall exercise strict ecoaomy
in the use of stores, stationery, and other suppl.es.

3. dare of ErﬁEEFtI - livery wmployes shall be hvld responsible
for the care use ond preservation of 6ll Soverument property
in his possession, custidy, or care.

32, Accounts snd public money - (1) In the metter of accounts
end the collechlon or pryment of public money, every employee
must egonform strictly te the provisions of the law, and to
such instructions and directions as say from tiue éo time be
issued by order of the Pinancinl Seeretary.

(2) A copy of the Treasury lnstructions shall be kept in
every office for the uee of employees receiving and paying publie
MO Y o

5 Li“biliﬁi ?ot to be incurred - Ho employee shall be authorised
to incur ar a 1 attempt to incur any lisbility, or shall have
guthority to make or sholl attempt to mako eny contract, om behalf

of the CUrown or of Ehe Yoveraument or of sny Department of the
Publie Service, without proper authority.

54, Forms of nsfcifiqgiguns and EF“t“ﬂ§§n to be adhered t% -

The general e tiong and formd ol spoeciflleatiopng contracts
which may from time to Lime be prescribed by any lepartment shall
be strictly adhered to by employees of that Department, and

alterations therein shall not be mude except wherc suthorised in
writing by the proper authority.

35. Hlectio or Teland Ebun§;] Hunbnfg = (1) An loyees must
notily a Deorebary lmmuediately he intends to Etgzg for
election for an Island Council omnd adviae in due course the
result of the election.

(2) Where, in bthe opinion of the Secretsry, the duties of
Ipland Councillor will confliot with the tdue amd proper discharge
of the euployee's officlal duties he may be required if elected,
either to remign his position on the I:ilnd Council or to resign
Ifrom-the FPublic Service.
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i, ﬁubaﬁriﬂtigﬁ Eighn4 or_donstion boxes - (1) Except with the
prior opproval o u upurhmeuﬁﬁI head based on rules to he
prescribed by the Secretury from time to time in his instructions,
Lhe eirculation of any subocription list or donation box smong
cuployees, or the solicitstion by any employee of moneslary
assistence oo behalf of any individual or of any charitsble or
other institution or for any purpose whatsoever from any other
employee, is hereby forbidden.

(2) mNothing in this regulation shall operate mso as to
prevent the Secretory from sulthorising in ap priate cases
Public Service wide ecirculotion of subscription lists or domation
boxes.

{3} Where girculatlon of & subscriptlon list or donaticn
box hoa been ugfruvud by the departuwental head or the Secretary,
ao employes #hall be obllged Lo contribute,

7. Borrowi and ndi = Any monetary transsction betwesn
caployee, eitber as principals or agents, wheraby interest
or other return in woney or kind ise charged or payable, or the
haz:g:ing of money by esmployees from their subordinstes, is

o dun.

8. Imcriminatbi gtions - Ho employee may refuse toc answer
any guestion snluEy on the grounds that it could lead to a charge
under the Public OServiae Aot 1965

Provided that any employse who so wishes mhall be entitled
before sny imterrogation Lo consult his soliciler or service
vrganisation representatiive.

49, Official information wot to be given - (1)} Ewvery officer,
probationer, or temporary employee, upon taking employment in

the Public Serviece, ghall be reguired to complete a statutory
declarstion in & form upproved by the Secretary.to the offect

that his sttention hax beco drewm to the provisions of the
Uffieial isecrets Act 1951 and of this regulation. wage worker
or class of wage workers may also be required by the Secretary to
complete a similar declurabtlion.

+{2) An employee shal] not use for any purpoas, other than
for the discharge of hiw ollicial duties, inlformation gained by
or gopnveyed to him through his commection with the Public Bervice.

(3) Yo informstion out of the atrict course of offiecisl duty
shall be given, directly or indirectly, or otherwise used by an
cmployee without the expresa directicon or permission of his
Kinister.

(4) Communications to the press or other fuhl.ir.ity media
on matters affecting any Department of the I'ublie Service shall
be made only by the employee authorised to do so.

40. Use of official documents - Ho employec shall teke documents
or copies of documcnbs from of ficiel records for oy purpose
whatsoever, obther then use in comnnection with his dutles. Where
any employee wishes Lo produce official documenbs or copies thereof
g evidence Iln any appenl or raview of grading in terms of the
Iblie Service Act 1965, he shull be required to obtain the

consont of his departwenlinl hend, who shall prescribe the method
and form in which they will be produced,
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41, Ubsdience ko lowful ipstructions - Every employes shall
obey prompbly aud With readiness 8Ll lawful atructions that
muy be given bo him by his controlling efficer. If any employee
thinks that he has grounsd for compleint eriping oubt of any such
inatructions, or from sny obher csuse whulsoever, he may report
the same to the depsrtmental hesd or to the Secretary for his
decision; but the smployee shall nevertheless as far aa possible
carry out until they sare countermanded any lowful mstructions
which may have been given to him.

nz, “nsntiﬂracturi performance of duties - (1) Wherever it is

i that on officer or probationer 1s performing his dutiea

in an unsatisfsctory omnner, his cnntrnllinE officer or other
suthorised officor shull inform him in writing of the fect =snd
the precise nature of his failing; and the officer or probationer
way, if he so demirvs, give explanations for his unsatisfactory
par}urmunaa.

(23 If ths officer or probatiomer, after perusing the ort,
refuses to initial it as having been seen, the controlling officer
chall endorse on the file copy of the notiee the fact that it has
been served on the officer or probationer concerned, and the date
on which it was shown to his.

(3) The contrelling officer shall have regard to any such
notice when preparing the olficer's or probaticner's personsl
reporls.

(&) The combinued Cailure of any employee to give
gutisfaction im the performance of hia duties shall be reported
to the Secretary who ghell decide whether disciplinary sctiom
shall be taken. Thir regulation shall net prevent the Secretar
from initiating disciplioary sction in regpect of officers in t{a
manner prescribed in section 37 of the Public Service Act 1965.

#%, Convietion for offunces = If any employce is convicted by
uny Court of eny oflence ariging from the improper conduct of

the employee, the controlling officer of the branch in which that
caployee is employed shall immedistely report the circumstances
to the departmental hoad, who shall forthwith forward the report
te the Secretary with a8 recommendation ss to the action to be
taken in terms of Section 29 of the Fublie Bervice Act 1965.

iy, BSolieitation or acceptence of r a

rratuitien - n employee shall not, directly or indirectly,
s0licif or aceept gilfts or presenta from any member of the publiec
concerned, directly or lndirectly, with any matter connected with
the duties of the employes or in connection with the Public Service:

Provided that this regulatiom shall not prevent the
scceptance by &n employee, with the permission in writing of
tha Secretary, of a publi¢ testimonial presented on his retirement
from the Public Service, or upon transfer from the locality in
which he hes besn employed, or a presentation from fellow employecs.

{2) An employew mhall not demand any foe, reward, gratuity,
or remuneration of any kind whatsoever, other than his salary
and allowances, for servicea performed or to be performed by him,
gither in or out of his uoual hours of employment, in connection
with the Public Bervice
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55. Hear relatives vapl in sawe department - (1) Any offiecer
or probatlioner who Bhoo k ODear relative working in the same
department, or who is being tranaferred or promoted to another
department where there 1o A& near relative, shall notify the
Secretary (through the departmental head) of the name of the
relative und of the relatiocnship. In forwarding the notification
the departmental head phall indicate to the Seeretary whether
employment of the officers or probationers concerned in the same
department or office is desirable, and the Secretory may, if the
circumstances warrant, transfer one or other of the persons bto
snother office or departsent at no reduction in sslary or grading.

{2) Aoy officer affected by & decision under this regulation
may request the Secerstiry in writing to review the decision.

sugh request shall Be lodged by the officer with the Secretary
within 14 dsys after the date on which the decision has been
communicnted to him. Before cowpleting hic review the Secretary
shell afford en opportunity for the officer to appear, to reguest
explanation, epd to state his case.

(3) Tor the purposes of this regulation the term "nsar
relative” in relation %o any officer or probationsr, means his
fathoer, mother, son, duughter, husband, wife, brother or sisbter

45. Insebriety - If any controlling officer observes at any time
that sny employcc under his control or supervision is unfit to
perform his duties properly by reason of indulgence in iotoxicating
liguor or drugs, he shall immediately notify his departmental head.
If in his n¥inion the circumstances so warrant, the controlling
officer shall suspend thu employee [rom duty.

[t ngéﬁﬂi Exa“inﬁﬁiﬁﬂ for 1nef£i¥i!nux - (1) IY any cuployee
becomes inefficient and incapable of carrying oubt the dutiea
allotted to him through repeated illoess, through alcoholism,

or through mental or physical deterioration, the Secretary may
take steps to have the esployee exsmined by & medical practitioner.

{(2) 1o the event of an unfavoursble medical report which
in the opinion of the Secretary pointa to action less than
retirement in accordawnce with regulation &% hereof, if the employee
is unwilling to scocepl duties at a lower level of responsibility
and remuneration conmistont with his ability, or tu toke any course
of treatment prescribsad by the medieal practitioner for his
digability, the Secretary shall initinte appropriate actiom im
terms of sectioms 30 (c) apd 31 of the Public Service Act 1965.

{3) All medical reports obtained in terms of this regulation
shall be shown to the employes concernecd.

PART VILL
ALLOWANCES, GHANTS AND EXPENSES

e A Y e e

45, Hifggg dutiea allowance — Any employee efficiently
performing duties ol a position of a higher gruade shall be

ted an allowance in respect of the performance of those duties
at such rate and uwpon such conditions as tho Secretury may from
time to time prescribe, provided that no employee shall receive
a Higher Duties sllowsnce for longer than six months unless the
Gecretary has made a specisl review of the allowance.



1967 /2 The Miblic Bervice Hwpulations 1967 15

49. BHRewards for "Lgﬂf - (1) The Secretary may approve, for
any employee who partially or wholly completes an ajproved
exawination Iln terma of thir regulation, -

(s} Allowsnoos or coah grants to sueh extent
and subjeclt to such conditions s may
from time to time be prescribed in the
Public Bervice Munual:

(b} An accelerated aslary incvoment or incremenbs.

(2) For the purposc of this regulation the term "examination"
means any exsmination or course of study which is notified from
time Lo time Ly the Secretary.

50. intment - {1} In the case of a
new appointee, the Uecretary may allow such sum as he thinks
reagonable to compenaale the appointes for the travelling
expanses in taking up the appointment.

(2) lpn special cases & newly appointed warried employee
who incurs expenditure in the removal of his housshold effects
to the plece of employment may, at the discretion of the Secretary,
bnirtfundgd that expeanditurs on sugh conditions as the Secretary
thinks Fit.

51. Mpde- of Ernvnl - (1) The Secretury shall prescribe general
Tules from to time on the mods of travel of employees
travelling on transfer or on official businesss,

(2) Should mny eoploywe desire & mode of travel more
thunsivt than that determined in accordance with the general
rulea, he shall be responcible to bear personally the cost of
the wadditionnl expense involved.

52. fransfer expenses - (1) Employees transferresd from ono
locality to mnother molely ub their own request shall bear the
whole cost of their removal, unless the Secretery oLherwise
directs.

(2) When employees are transferred to meet the convenience
of the Service or in the course of promotion, the actusl and
reasonable cost of conveyance of the eemployses and of thelir
families phall be puid by bhe Goveroment:

Provided that the Secrotary may vary the oparation of this
regulation in any casc where the employee transferred is not
the breadwinner of the family:

Provided slso that, in determining the Uovernment's
responsibility for meeting the cost of transler of lamilies
the Gecretary may exclude mombers who are in full time gnlnful
employment or who would not normally be classed as dependents.

(3) The Secretary may provide in his instructions, in
reapect of the employces to whom subclause (2) of this regulation
applies, for:

{a) The amount of perponal uwnses, and the
maximum period for w !:E those persopal
expenses may be mllowed, to an smplayee
and hin depcrndent InniII travelling on
trsmafer from one locallty to another:

() '"The neture of the expenses to be paid during
the journey, and subsequent to arrivals:

(c) Conditions governing the insurance, packing,
and removal of furniture and effects:
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(d) GSpecificstion of artiesles, not formiog
part of the usual hounsehold lueniture
antd elftects, For which rumaval experses
will not be paid:

{e) Other extra expenses BTising frowm changing
housepolds to be paid to marricd employees,
and the conditions under which they will be
paid.

5%. Other allowsnces snd expenses — (1) The Secretary may

gErant sllowences to EmpIuyEaH atetioned at islands other than
home islands. "Yhe rates of and cooditions attaching to such
allowsnces ahall be prescribed from time to fime by the Seerstary,

(?) An enployee whoe is regquired to be on call for duty at
short notice ab any time of the day or night may be paid a atandby
allowance at such rate As the Secretary may from time to time
determine,

(3) "The Secretary may grent other allowances at such Tates
as he may from time te time determine -

Ea} a5 instrument or tool sllowances
b) s mcale milesge allowsnces

() as interpreter’'s allowances

(d) as ceshier's sllowances.

{(#) The Becretary may pgrant expenses, refunde or allowances
to meet costs incurred by non-employees or employees, or to meet
special conditions attached to an employee's duties, in any case
not specifically covered in those regulstions where he considers
‘that the circumatances Jjustify pzyment.

PART IX
THE FUBLIC SERVICE HOARD OF AFFHEAL

S54. Meetings of Board - The Public Service Board of Appeal shall
meet at such time or times snd in such place or ploces as mey he
fixed by the Chairmen of the Board, but the Chairman shall ensure
that meetings are freguent enough %o avoid unreasonable delays in
dealing with appesls.

55. Minutes of Board — (1) The Public Service Hoard of Appeal
shall keep o minute book in whieh the official proceedings of
the Hoard shall be recorded.

2} The minutes of each meeting shall be confirmed no later
then the next subsequent meeting of the Board, und when confirmed
ahall be pigned by the Chairmsan of the Board.

{2) The minute book shell be in the custody of the Secretary
to the Hoard, snd shall be at ®ll times open to inspection by the
Secretery and the Cook Islands Branch of the Public Service
Assoclation {Incorporated) Island Territories Section.

S6. Lvidepnce recorded in an sppeal - Both the applicant and the
Secretary shal & enbitled to recelve transcripts of portions of
evidence recorded in any appeal to which they were parties if they
50 Tegqueat at any time within three months &fftcr the date on which
the evidence was given. Hequests for such transcripta shall be
addressed to the Secretary to the Public Bervice Homrd of Appeal
accompanied by such fees as may from timse to time be determined

by the Miniater of Finence. The Secretary to the Public Bervice
Beard of Appeal sball notify the other party of any such reouest,
and shall keep a8 copy of the trapscript for one month. ALl
tranceripts shall be certified as true and correct records by

the Secretery to the Public Service Board of Appeal,
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57. Progedurs gn Appeal - (1) The sppellant shall forward to the
BeoreBary his nutice of appeal, which shall comply fully with the
requiremonts of the Act and shall aset out concisely the E:ounﬂu
for his dissatiafaction with the decision against which appuals.
The notice of mppeal shall then be transmitted to the Secretary of
the Publie Service Hourd of Appeal who ohell acknowledge receipt
of the notice of appeal to the appellont ino such mpnner and with
such additiopal advices as may [rom time to time be decided by

the Fublic Service Board of Appeal.

{(2) As soon as practicable after the Seeretary of the
Public Service Domrd of Appesl has satisfied himsulf that the
appenl lies or thet good and eufficient reason has been shown
in writing by any appellant appealing out of time, he shall
in writing by any appellant appealing out of time, he shall
advise both the sppellant and the Secretary the time and place
fixed for the hearing of the appeal, which time shall be at
lenst ten days sfter the date on which the notice ia posted to
the appellant.

{3) In any case whera the Secretary of the Public Berviee
Boaurd of Appeal is of the opinion that an appeal does not lie
he ohall forthwith advise both the appellant and the Secretary
of such opinion to permit the appellant to contesl the opinion
belore the Hoard if he conaiders thia necessary.

question ss to whether or mot anm appesl lies shall be
determined by the Board and recorded os a decision of the Board,

{(8) If the sppellsnt or his representative fails to ar
at the hearing or notify the reagson for pon-attendance, the rd
may dismiss the appesl for want of prosecution. If he appears,
the evidence phall be tsken in his prescnce or in the presence
of his representstive or in the presence of both of them.

{5) The Secretary of the Public SBervice Board of Appesl
ghull almo be responuible for such notices as have to be given
to the Becretary or m provisionsl appointee, or to a provisional
appointee’'s Uepartment or an appellant's Department, in erder to
comply with the provisions of the Act snd to discharge efficiently
the Board's businesaa.

S8, lEyidence of remote witnesses - Where the evidence of
witnesees employed in remote localities is required, and where
arrungements canoot conveniently be made for their attendance

in persaon, or whers they would be subjected to undue exponse in
travelling to appear before the Public Service Board of Appeal,
the Chairman of the Board say sppoint & competent persom or
persona to take the evidence on oath of the witnesses concerning
the matter of appeal.

59, Deeision to be notified - The Secretary of the Public Service
Boord of Appeal shall, Lorthwith after any appeal has been
considered forwerd the decision of the Board Lo those parties to
the appeal listed in subclause (2) of regulatiom 57.

PART X
OFFICE APPLIANCES

&0, Urtica appliances and thair use = (1) Office applisnces
shull no purchaged or or use¢ in any Department,
unless the purchase or hire has previously been approved either
goanerally or apecifically by the Secretary.

(2) Any approvel given by the Secretary shall oot absolve
the departmental hesd from liability for obtaining any necessary
approval for the expanditure of funds in respect ol any such

urchase or from complisnas with soy regulations for the time
gq;ng in force relat to the method of purchasing stores.
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PART X1

OFFICE ACCOMMODATION AND PHYSICAL WORKING CONDITIONS

61, Dffice accommodalbion defined - (1) For the purposss of
requlations 62 and mraof the term "olficer aceompmodation™
mecans any area which i ocoupied by any Mublic Sorvice Department
primarily for office purposes; and includes spaca usad as an
adjunct (whether as basements, storage sheds, corridors, grounds
or otherwise); but docs not include space to which an office

may be incidental (whether this space ip used for stores,
laboratories, studios, hospitals, prisons, or othorwise).

62. Secretary's responsibilities for office accommodation - The
Beoretary’s rEHpunsiElfltIul In respect of office accommodation
shall be to -

{a) Approvi plans, design, and subdivision of
new or altored office accommodation:

(b} Allocate coffice accommodation to Depariments:

(e) Ensure that all existing office accommodation
is used economigally and efficiently, and
is adequatcly maintained to standards which
may ba prescribed from time to time in
the Secretary's instructions.

63. Physical working conditions - (1) The responsiblity of
the Secretary for the prescription and supervision of physical
working conditions in torms of section 3 (3} (e) of the Public
Barvice Act 1965 shall include all places of employmont for
employees in the Public Serviece, but in no way affects the
powers and responsibilities of the Minister of Labour or the
Industrial Officer in tarme of the Industrial Ordinance.

(2] The Secratary may prescribe in his instructicns for
minimum standards of physical working conditfons in relation to
heating, lighting, veintilation, firc protection, structural
safety, cleanliness, rost rooms and other similar matters; and
departmeéntal heads shall ensurc that these standards arc met in
the accommpdation occcupied by their Departments.

PART XTI

RETIREMENT

fid, Retirement Policy = (1) Hvery offlcer whose continuous
service commanced on or after the lst day of August 1964 shall
be reguired to relinguish hls offiee on attacining the age of
60 years.

(2) Every officer whose continuous serviec commenced before
the lat day of August 1964, and who is pot a contributor to the
Government Superannuation Fund, shall, on completion of 40 years®
aervice be reguired to relinquish his office at such date (not
baing later than the date on which he attaing the age of 60
years) as the Secretary directs. A non-contributor to the Fund as
aforesaid whose length of service at the age of 60 years docs not
exceed 40 years shall be required to relinguish his office at the
date on which he completes 40 arg' servige or at the age of
65 years, whichever ils the earlier.




196772 The Fublic Ssrvice Regulations 1967

{3) Bvery offiver who ie a contributor to the Government
Suparannuation Fund and has beon contlnuoucly smployed in the
Government servica from a date bhefore Lhe 1at day of January
1946, or whoge perlod of contributory serviec commenced before
that date, may ¢lecl to religuish his affice on completion of
40 years' contributory mervice notwithstanding that he has not
reached the age of 60 years and he shall, on completion of 40
years'cootributory sarvice, be required to ralinguish his
office at such date (not being later than the date on which he
altains the age of &0 yesars) as the secretary directs.A
contcibutor to the Fund a8 aforesaid whose length of contributory
gervice at the age of 60 years docs not éxceaad 40 years shall he
required to relinguish his office at the date on which he attains
the age of 65 years,whichever is the carliar.

(4)Every officv:r whose continuous service commenced on or
after the first day of Januvary 1946, Tumt before the first day of
August 1964 and wha s a contributor to the Government
Supurannuation Fund and whose contributory sorvice commenced on or
after the lst day January 1946,s5hall Lbe required to relinguish
his office when he has attained the age of G0 years if his
contributory servicv ls not less than 40 ycars, A contributor
as aforesaid whose length of contributory sarvice at the age of
60 years does not axceed 40 ycars,zshall be requlred to relinguish
his office at the date on which he completcs 40 years cootributory
gervice or at the date on which he attains the age of 65 years,
whichever is the sarlier.

(5}Motwithstanding the foregoing provisions of hie
requlation, the Seoratary may, for the efficiency of the Serviece
and with the consent of an officer, retaln him in office bevond
the age of compulsory relinquishment of office where Lt is deemed
necessary 1ln the publie lnterest to do so. Any extension of
service under this provision shall be revicwod annually and in
no cage shall an officar be retained heyond the age of 65 years.

(6}Any leave dos or granted to an officer who elecls or
is directed to ralinguish his office in accordance with retirement
policy. shall be taken immediately folling the date of relin-
gquishment. The officar shall be deemed to the supcrnumerary doring
the period of thia leave and retirement will be effective from
the date on which thue leave expires.

(7) The disecrelunary powers vested in Lhe Secretary under
sockion 35 (3) (f)of the Superannuation Act 1956 wre in addition
to and not inconsiatent with the retivement code promulgated in
this reculation.

65. Rhetirement of medically unfit officers - (1)Any officer of
the Public Service who, on the certificate of any two medical
practitioners nuninatedby the Secretary, is medlically nufit to
perform his duty may he required by the Secretary by notice in
writing to relinguish office within such time, being not less
than three months, an may be specified in the notice:

Provided that, before issoing the notice, the Secretary
ghall satisfy himsell that there are not other suitable doties
which could be aamioned to the officer.

(@)any officer reguired under this regulation to relinguish
olfice from the Public Bervice and who falle to do so on the
expiration of the time specificd may have his service terminated
in accordance with scvetion 21 (1) (a) of the Public Service Aot
1965.

19
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(3) mothing in this regulation shall apply ko any officer
who applies voluntarily to relinguish office. If he is a
contributer to tha Government Superannuation Fund, he shall
follow the procedure seb down in the Superannuation Act 1956.

1{3) wWhere the officer required to relinguish office “is
a contributor to the GCovermment Superannvation Pund, medical
practitioners appointed by tho Secretary in terms of this
regulation shall have the apporval of the Coverpment
Superannuation Buard. All medical reports obtained in terms of
this regolation nhall be shown to the employee concerned.

PART XII1

CONTRACTS OF SERVICE

6. Contract of serviee in speocial cases = (1] The Scoretary may,
in any case he conslders warrante it, enter into a contract of
survice with any person for a specified poriod not exceeding four
years;

Provided that every such contract shall ba deemed to
contain a provision that the contract may be turminated at any
time by the Secretary if the person employed under contract is
found gquilty of an offence in terms of the Act or these reoulations
but that the porind nf smployment shall be governed by the terms
of the contract in all othor respects.

{21 The provisions of the Act and these regulations shall
apply to conlract employess in the same manner as to all other
employes except to the oxtent that they are inconsistent with
the express terms of Lhe contract of service or with any special
provisions decided upon from time to time by the Secretary.

DATED at Rarotonga this 10th day of August 1967.

M.L. lagan,
Bocatary of the Promier's Dmpartment

Approved in Executive Council pursunant to
Section 48 of the Public Service Act 1965
this 10th day of August 1967.

M.L. llcgan,
Clark of the Executive Counell




