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


GENERAL ADMINISTRATIVE ORDER 2016 

SL No09 of 2016 

MADE UNDER SECTION 7 OF THE PUBLIC SERVICE ACT 

Commencement [1st July, 2016] 

FOREWORD 

The General Administrative Orders are issued under section 7 of the Public Service Act.  

The Orders cover every aspect of the terms and conditions of all employees of the Government 

of Tuvalu for their guidance, assistance and control. They should be read subject to the 

provisions of the Constitution, the Public Service Act, the Public Service Commission Rules, 

Financial Instructions and any express contractual term relating to any employee. 

These General Administrative Orders succeed the 2008 edition, on which they are substantially 

based. The major changes can be found in the Chapters on Appointments, Promotions, 

Probation, Leave, and Allowances. These changes are also reflected in the Public Service 

Commission Rules 2016. 

The General Administrative Orders 2016 will be available electronically for all employees on 

the Government Intranet, and on the Tuvalu Legislation website for information of the general 

public.  

 

Hon. Enele Sopoaga 

Prime Minister  

April 2016 
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1 Citation  

(1) This Order may be cited as the General Administrative Order 2016. 

CHAPTER 1 - INTRODUCTION 

1.1 PRELIMINARY 

1.1.1 Title 

These orders, which are made under the provisions of section 7 of the Public Service 

Act, shall be known as ‘General Administrative Orders’ and shall come into effect on the 

orders of the Minister responsible for the Public Service.  

1.1.2 Validity 

This Edition of the General Administrative Orders supersedes all past editions of General 

Administrative Orders, and is to be read in conjunction with the Constitution, the Public 

Service Act and the Public Service Commission Rules.  

1.1.3 General Administrative Orders 

(1) General Administrative Orders are the conditions of service of officers of the 

Government of Tuvalu and include procedures for the conduct of business and the 

code of discipline relating to the public service.  

(2) The purpose of General Administrative Orders is to enable officers readily to 

understand their rights and obligations and the conditions of their service generally 

although they may be amended from time to time. Where these instructions vary 

from any law, regulations or contractual term it is necessary to refer to that 

legislation or contract in order to determine the question at issue.  

1.1.4 Delegation of Powers 

Except as otherwise stated in General Administrative Orders, the Minister has delegated 

authority to administer General Administrative Orders to the Secretary to Government as 

head of the Public Service and as the officer ultimately responsible for personnel matters. 

All communications relating to General Administrative Orders, terms and conditions of 

service and the personal affairs of officers should be addressed to the Secretary to 

Government in the first place.  
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1.1.5 Application 

General Administrative Orders apply to all public officers except where:  

(1) the contrary intention appears in General Administrative Orders  

(2) alternative provision is made for any particular public officer in the Constitution, 

any Act or in any regulation, rule, by-law or order made under such Act  

(3) the terms of an officer's appointment preclude the operation of General 

Administrative Orders or any one of them.  

1.1.6 Authority not to be Presumed 

Where there is no provision in General Administrative Orders for the matters to which 

they relate there is no authority and no authority may be presumed unless it be found in 

other legislative provision, Public Service Commission Rules or current administrative 

instructions.  

1.1.7 Errors of Administration 

In the day to day administration of the General Administrative Orders, errors may occur. 

No officer will be allowed to lose or gain as a result of such errors nor may such errors 

be regarded as a precedent for granting similar treatment to any other officer. When an 

error results in an overpayment, the overpayment may be recovered by the Government 

by deductions from an officer's salary. When an error results in an underpayment, the 

underpayment shall be made good to the officer.  

1.1.8 Amendments 

General Administrative Orders may be supplemented or amended from time to time.  

1.1.9 Duty of Officers to Familiarise Themselves with General Administrative 
Orders 

Ignorance of the provisions of any General Administrative Order shall be no excuse for 

its infringement or for non-compliance. It is the duty of all officers to familiarise 

themselves with General Administrative Orders, the Constitution, Public Service 

Commission Rules, relevant Acts and subsidiary legislation as amended from time to 

time, and such other Administrative Instructions which may be issued. It is the duty of 

Secretaries to see that officers have access to General Administrative Orders and such 

other legislation or Administrative Instructions.  
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1.1.10 Maintenance of General Administrative Orders 

It is the duty of officers to whom copies of General Administrative Orders are issued to 

ensure that they are kept up to date and in good condition.  

1.1.11 General Administrative Orders Property of Government 

Copies of General Administrative Orders remain the property of the Government of 

Tuvalu. On leaving the service, copies of the General Administrative Orders must be 

returned by officers to the Secretary to Government. Officers who fail to return copies of 

the General Administrative Orders in a good condition will be liable for any replacement 

cost.  

1.1.12 Time Limit on Claims 

No claim by an officer or other government employee for allowances or any other 

awards in General Administrative Orders will be entertained unless the claim is made 

within twelve months of the event which gives rise to the claim.  

1.1.13 Inconsistency 

For the avoidance of doubt, in the case of any inconsistency between the Public Service 

Commission Rules and the General Administrative Orders, the text of the Public Service 

Commission Rules shall be followed.  

1.1.14 Information to Auditor-General and Secretary for Finance 

The Secretary to Government shall inform the Auditor-General and Secretary for 

Finance when it has been necessary to depart from the provisions of General 

Administrative Orders to cater for special circumstances.  

1.2 DEFINITION AND INTERPRETATION 

‘Public Service’ means the permanent civil administrative Ministries controlled by the 

Secretary to Government or a Secretary and subject to Executive supervision. 

A ‘public service’ is a service which is provided by government to people living within 

its jurisdiction, either directly (through the public sector) or by financing provision of 

services. 

1.2.1 Public Service Act and Public Service Commission Rules 

The terms to which a meaning is ascribed by the Public Service Act Section 2, and 

Public Service Commission (PSC) Rule 2 shall have the same meaning in these General 

Administrative Orders as is ascribed to them in that Act and the PSC Rules. 
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1.2.2 Additional Definitions 

Except where a contrary intention is expressed, the following words and phrases will be 

interpreted and applied in the manner shown in this General Administrative Order: 

(a) Administrative Service: includes the Secretary to Government, Secretaries, 

Ambassadors and High Commissioners, Senior Assistant Secretaries and 

Assistant Secretaries.  

(b) Appointment: includes the transfer of an officer serving in one public 

office to another office in the public service. (See also the definition of 

‘transfer’ below.)  

(c) Child: means the son or daughter of an officer, not exceeding 18 years of 

age including a stepson or stepdaughter and an adopted son or adopted 

daughter, who is wholly dependent on the officer.  

(d) Common Cadre Post: means a post at clerical, executive or administrative 

level for which the recruitment is centralised and in which the holder may 

be transferred to any Ministry at an equivalent rank without reference to the 

Public Service Commission.  

(e) Contract Officer: means an officer appointed on agreement for a specified 

period of service.  

(f) Head of Department: means an officer for the time being holding or acting 

in the Head of Department post in a Department of a Ministry.  

(g) Permanent Officer: means an officer other than a temporary officer, 

contract officer or casual worker, and except where General Administrative 

Orders otherwise provide, an officer serving on probation.  

(h) Post: means an office in the public service.  

(i) Public Officer: in respect of Chapter 8 Casual Workers includes officers 

holding un-established posts but not otherwise in these General 

Administrative Orders.  

(j) Public Service Commission: is the Commission established under Chapter 

VIII, section 143 of the Constitution.  

(k) Salary: means the basic rate of salary as shown in Salary Structure in the 

National Budget.  

(l) Secretary: means an officer for the time being holding or acting in a post of 

Secretary to a Ministry or where powers are conferred on a Secretary and 

exercised by the following officers:  

 Prime Minister's Office  

 Legal - Attorney General  

 Audit - Auditor-General  

 Police & Prisons- Commissioner of Police  

 General- Secretary to Government  
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(m) Secretary to Government: is the head of the civil service and Secretary to 

the Cabinet and to the Prime Minister. In addition the officer exercises the 

powers of Secretary in relation to the administrative service and common 

cadre staff.  

(n) Station: means the place to which an officer is posted to work, and may 

include Tuvalu Overseas Posts.  

(o) Transfer: means the conferment upon a public officer, whether 

permanently or otherwise, of some public office other than that to which the 

officer was last substantively promoted not being promotion:but the posting 

of an officer between duty posts in the same grade within a Ministry or 

common cadre posts between Ministries shall not be regarded for this 

purpose as a transfer.  

1.3 EMPLOYMENT RELATIONS 

1.3.1 Minimum age for employment 

All Public Service posts will be filled by persons 18 years of age and over, a legal birth 

certificate must be provided prior to taking up a post. 

1.3.2 Equal employment opportunities 

(1) The Government of Tuvalu will not discriminate, directly or indirectly, against 

any officer of prospective officer in respect of recruitment, training, promotion, 

terms and conditions of employment, termination of employment, or other matters 

arising out of the employment relationship, for a prohibited reason. 

(2) A prohibited reason is a reason that is affected by any of the following attributes 

of the officer or prospective officer whether actual or perceived: 

(a) Gender, pregnancy, marital status, disability or family responsibilities 

(b) Ethnic origin, race, colour, national extraction, social origin, social calls or 

economic status 

(c) Age, state of health, HIV/AIDS status, or sexual orientation 

(d) Religion or political opinion 

(e) Trade union membership 

 Involvement in an employment dispute, an investigation or legal proceedings 

affecting the employer. 

1.3.3 Work Health and Safety 

(1) The Government of Tuvalu will provide and maintain, so far as practicable, a 

working environment for officers that is safe and without risks to health. 
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(2) While at work an officer in the Public Service must: 

(a) Take reasonable care for his or her own health and safety and for the health 

and safety of any other employee who may be affected by his or her acts or 

omissions in the workplace. 

(b) Cooperate with his or her employer with respect to any action taken by the 

employer to comply with any requirement of this part. 

(3) While at work an officer of the Public Service must not: 

(a) Wilfully or recklessly interfere with, or misuse anything provided by the 

employer for the purpose of protecting the health and safety of people in the 

workplace. 

(b) Wilfully place at risk, the health or safety of any person in the workplace. 

(4) It is unlawful for any person to sexually harass an officer or prospective officer, 

the Government of Tuvalu will take all reasonable steps to prevent the sexual 

harassment of an officer or prospective officer. 

CHAPTER 2 - THE ORGANISATION OF GOVERNMENT 

2.1 ORGANISATION OF GOVERNMENT 

2.1.1 Secretary to Government 

The Secretary to Government is responsible in accordance with such instructions asmay 

be given by the Cabinet, for coordinating the work of all ministries and offices of the 

government, for arranging the business for, and keeping the minutes of, the Cabinet and 

for conveying the decisions of the Cabinet to the appropriate person or authority. The 

Secretary to Government shall also be responsible for such other functions as the Cabinet 

or the Prime Minister may direct.  

2.1.2 Attorney-General 

The Attorney-General is the principal legal adviser to Government and attends all 

meetings of Cabinet and all sittings of Parliament. The Attorney-General has power to 

institute and undertake any unlawful proceedings against any person before any court in 

respect of an offence alleged to have been committed by such person.  

2.1.3 Requests for Legal Opinion 

(1) Requests for legal opinion should only be made by Secretaries or Heads of 

Department. All matters which involve Government in a legal decision will be 

referred to the Attorney General for an opinion or advice, failing which the officer 
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may be subjected to disciplinary proceedings. Legal opinion is particularly 

essential in the following matters:  

 Contracts  

 Agreements, leases and conveyances  

 Drafting of Rules, Regulations, Declarations, Laws and By-Laws  

 Claims  

 Communications from legal practitioners inviting a decision  

 Licences other than those of standard issue  

 Prosecutions other than police prosecutions  

 Complaints by the public which may have legal or politicalrepercussions  

 Interpretation  

 Staff disciplinary cases  

2.1.4 Secretaries 

A Secretary of a portfolio is the chief executive of the Minister responsible for that 

portfolio and is responsible to that Minister for the execution of approved policy and the 

efficiency of staff both within the Minister's office and in the related Departments of the 

Ministry.  

2.1.5 Duties of Secretaries 

The duties of Secretaries are complementary to those of Ministers who, under the 

Constitution, must answer to Parliament for all subjects falling within their respective 

portfolios. Secretaries are responsible for keeping Ministers promptly and fully informed 

of all developments and matters requiring a decision and progress on all subjects in their 

portfolios.  

2.1.6 Formulation of Policy 

Secretaries shall be responsible for formulation of policy issues ensuring that every 

question has been thoroughly examined at the official level in all aspects - financial, 

personnel or legal - and also in relation to subjects in other portfolios, before it is 

submitted to the Minister, and for consulting other services concerned and such advisers 

or other experts as may be appropriate.  

2.1.7 Communication with Ministry 

The Secretary is the channel of communication between the Minister and other 

Ministers, Government departments, statutory boards and authorities, commercial firms, 
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organisations and societies and members of the public. Because of these responsibilities, 

a Secretary has the right to see all communications addressed to the Minister other than 

correspondence on constituency and political matters and to approve all official 

communications emanating from the Minister's office. Subject to the approval of the 

Minister, a Secretary may delegate authority to Senior Assistant Secretary and/or 

Assistant Secretaries and to Heads of Department or other persons to deal with 

correspondence referred to them for attention and to deal with professional, technical and 

routine departmental matters.  

2.1.8 Co-ordinating Role of Secretary 

The Secretary is the Chief Executive responsible for coordinating the work of the 

Ministry assisted by Senior Assistant Secretaries and Assistant Secretaries with the 

advice of Heads of Departments, and should chair any coordinating committee.  

2.1.9 Duties as Accounting Officer 

The Secretary is the accounting officer of the Ministry and is responsible for the 

preparation of the annual estimates for all departments within the portfolio in accordance 

with the time table laid down by the Secretary for Finance, and for referring them to the 

Minister prior to submission. Secretaries are responsible to the Secretary for Finance for 

proper control of expenditure and for bringing to account all funds allocated to a 

portfolio, for the collection of revenue and for the proper discharge of any additional 

financial responsibilities, which may be delegated to that Secretary from time to time.  

2.1.10 General Duties of Secretary 

Other duties for which the Secretary is responsible for are:  

(a) preparing replies to and supplementary information for questions in 

Parliament  

(b) preparing speeches for the Minister for the introduction of bills, official 

motions and replies to other official motions in Parliament  

(c) preparing memoranda for Cabinet  

(d) securing the timely dispatch of business within a portfolio  

(e) making sure that all decisions by the Minister are properly recorded;  

(f) ensuring that proper minutes and records are kept of meetings concerning 

the Minister's portfolio 

(g) controlling the files covering the subject within the portfolio in accordance 

with General Administrative Orders  

(h) ensuring the proper classification of documents and their physical security 

in accordance with General Administrative Orders  
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(i) training staff in liaison with the Secretary to Government  

(j) preparation of official speeches for the Minister other than speeches of a 

political nature personal to the Minister  

(k) ensuring that adequate and suitable publicity is given on decisions and 

legislative changes relating to the portfolio after clearance with the Minister 

in matters of importance. Publicity on legislative changes should also be 

cleared with the Attorney-General  

(l) briefing the Minister for meetings, interviews and discussions relating to the 

portfolio and furnishing a Minister with the necessary papers  

(m) carrying out any statutory responsibility pursuant to any law or regulations.  

2.1.11 Heads of Departments 

(1) Heads of Departments are responsible for the efficient administration of their 

departments within the framework of these General Administrative Orders and 

other Regulations and as delegated by their Secretary. This includes responsibility 

for the efficient management of staff and the financial administration of 

departments.  

(2) Heads of Departments are also responsible for carrying out any statutory 

responsibility for which they may be directly responsible under any law or 

regulation or any delegation of authority made under such law or regulation.  

2.1.12 Relations with Secretaries 

Heads of Departments will exercise discretion in developing a positive working 

relationship with their Secretaries by feeding them relevant information on operational 

matters in their departments and bringing to their attention any matter which could affect 

policy or have political repercussions. Secretaries will give Heads of Departments their 

full support especially with regard to non-operational matters without interfering in the 

routine administration of the department. Officers in departments should not be allowed 

direct access to Secretaries without the approval of their Head of Department, and 

normally in the presence of that senior officer.  

2.1.13 Commissioner of Police 

The Commissioner of Police will refer matters concerning the operation and 

management of the Police Force to the Secretary to Government. Without prejudice to 

the provisions of the Police Act the Commissioner will comply with the provisions of 

General Administrative Orders. Subject to the powers of the Commissioner of Police to 

exercise disciplinary control over police officers below the rank of Inspector the 

Commissioner of Police will refer personnel matters to the Secretary to Government for 

guidance in the normal way.  



General Administrative Order 2016  Arrangement of Sections 

 

 


SL No09 of 2016 Page 29 

   

 

CHAPTER 3 - APPOINTMENTS 

3.1 GENERAL 

3.1.1 Authority for Appointments 

The authority to appoint all public officers is vested in the Public Service Commission 

under section 149 of the Constitution. The following specific appointments, however, are 

subject to those provisions of the Constitution listed below:  

Office Constitutional Provision 

1. Auditor-General Section 159(2)  

2. Secretary to Government Section 159(3)  

3. Attorney-General Section 159(4)  

4. Commissioner of Police Section 159(5)  

5. Personal Staff to Governor-General Section 159(6)  

6. Police Officers below the Rank of Inspector Section 157(4)  

3.1.2 First Appointments 

First appointments can be made as follows on:  

(1) probation with a view to appointment as a permanent officer  

(2) contract, to a non-permanent post  

(3) temporary terms to a non-permanent post or against a permanent post  

(4) hourly, daily or weekly rates or part-time.  

3.1.3 Vacancies 

When a post becomes vacant it may be filled by the appointment of a candidate with the 

requisite qualifications and experience from within or from outside the service. When 

serving officers apply for a vacancy they shall send their applications through the 

Secretary of their respective Ministries.  

3.1.4 Principles for Filling Vacancies 

(1) The principles for all appointments in the Public Service are prescribed in PSC 

Rule 18.  

(2) In considering appointments on first entry into the Public Service the Commission 

shall have regard to the need to maintain and develop an efficient service based on 

the recruitment of applicants adequately qualified for the requirements of the 
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Service: but no appointment shall be made unless the Commission is satisfied that 

the person to be appointed has more merit for the post to be filled than any officer 

who is qualified and available for the post.  

(3) Where a Ministry or Department reclassify a post through a restructure or other 

government process the newly classified post must be advertised. If the post is 

filled by a permanent officer the officer must be advised of the process, and if the 

officer is not successful in being the successful candidate for the new post then 

they will be placed somewhere within the government at their current substantive 

level. 

3.1.5 Procedure for Filling Vacancies 

Immediately it is known that a post is to become vacant the Secretary to the Ministry 

concerned will send details of the vacancy to the Secretary to Government in the 

prescribed Form P1 Staff Vacancy, together with a current government job description 

reviewed against the Work Level StandardsAnnexe1, and any recommendation that the 

Secretary may have concerning the filling of the vacancy.  

3.1.6 Financial and Establishment Provisions for Posts 

No appointment shall be made to any post unless provision for that post has been made 

in the National Budget and published in the Establishment Register.  

3.1.7 Advertisement of Vacancies 

(1) The procedure for advertising vacancies is prescribed in PSC Rule17. 

(2) All vacancies including the reclassification of existing posts through a restructure 

or other government process must be advertised. 

3.1.8 Processing Applications 

(1) The manner of processing applications is described in PSC Rule 18. 

(2) All vacancies will be advertised through the media for no less than 14 days. All 

persons interested shall be required to complete the Form P2 - Application for 

Employment, and submit before the advertised closing date. Persons on outer 

islands or overseas may give the relevant particulars by letter, facsimile, or email 

in the first instance, but must complete the form as soon as possible in order that 

their application can be given full consideration in relation to other candidates.  

(3) Any person who has indicated an interest in such vacancy prior to advertisement 

may be invited to submit an application for the vacancy for consideration with 

other candidates, but shall not otherwise be considered for the post.  



General Administrative Order 2016  Arrangement of Sections 

 

 


SL No09 of 2016 Page 31 

   

 

(4) Applications for any advertised post shall be addressed to the Secretary Human 

Resource Management, all applications will be processed through both Human 

Resource Management and the Public Service Commission office.  

(5) The Secretary Human Resource Management shall check that an application fulfils 

the selection criteria requirements of the post. Those applications that meet the 

selection criteria will be shortlisted and recommended for interview to the 

selection panel. The selection panel will provide a selection report outlining the 

applicants’ assessment to the Secretary of Human Resource Management for 

submission to the Public Service Commission to make the final decision.  

(6) Applications that do not fulfil any of the selection criteria requirements of a post 

will not be shortlisted for an interview, the Public Service Commission shall be 

informed of all such applications and the recruitment processes through the 

recruitment panel selection report. 

3.1.9 Selection Panels 

(1) The procedure for appointing Selection Panels to interview candidates for any post 

is described in PSC Rule 20 (4), and as approved by the Secretary Human 

Resource Management. The composition of a selection panel will comprise of a 

Ministry representative, technical expert and an independent member, and 

wherever possible there must be a gender balance. 

(2) The selection panel, must follow the ‘Recruitment and Selection panel guidelines’ 

Annexe2 to determine the applicant’s suitability for the post and to establish an 

order of merit between applicants. The outcome shall be forwarded to the 

Commission in the selection panel report. 

3.1.10 Date of First Appointment 

The effective date of a first appointment to a public office is the date on which an officer 

assumes duty, and is the date used for future increments.  

3.1.11 Re-employment of Dismissed Officers 

An officer who has been dismissed from the Public Service, whether from a permanent 

or non-permanent post, may be re-employed in any capacity in the Public Service with 

prior reference to the Secretary to Government who will submit the matter, together with 

any recommendation to the Commission as part of the recruitment action. 

3.1.12 Eligibility for Appointment 

To be eligible for appointment to the Public Service a candidate must:  

(a) be a Tuvaluan citizen 
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(b) possess the minimum qualifications and work experience as prescribed in 

the job description for the post 

(c) have passed any examination or test for entry to the service as may be 

prescribed from time to time 

(c) be certified by a Government Medical Officer to be in sound health and 

medically fit for employment in the service. 

3.1.13 Prison Conviction 

No person who has served a prison sentence following an unlawful conviction may be 

considered for appointment to the Public Service; the Public Service Commission may 

consider and decide such cases individually refer to PSC Rules clause 18 (4). An 

unlawful conviction not incurring a prison sentence will be given such weight as the 

Public Service Commission thinks fit.  

3.1.14 Medical Examination 

The Government Medical Officer must state in the certificate made on examination of a 

candidate for the Public Service that a complete and thorough medical examination has 

been made. No fee is payable to the Medical Officer for an examination required by 

General Administrative Orders.  

3.1.15 Unfit candidate Not to Be Appointed 

If the officer is found to be medically unfit for service the appointment shall not be 

made, and any letter of appointment that may have been issued shall be disregarded.  

3.1.16 Next of Kin 

On first appointment an officer is required to notify the Secretary of the Ministry where 

that officer is employed, and the Secretary to Government, of the names and addresses of 

not more than two relatives or friends that that officer wishes to be informed in case of 

serious illness. Any change in these particulars must be notified promptly to the 

Secretary, and the Secretary to Government.  

3.1.17 Declaration of Secrecy 

On first appointment an officer is required to complete a declaration of secrecy in 

accordance with Form P5- Declaration of Secrecy.  
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3.1.18 Personal Records 

The Secretary to Government shall keep a complete record of the personal particulars 

and service history of each officer in the Secretary to Government's personal and 

confidential files.  

3.1.19 Re-advertisement of Post 

If the Commission is unable to appoint any candidate for a post, the Commission may 

make such arrangements as may be necessary to re-advertise the post and to recruit a 

suitable officer to fill the vacancy, including advertisement outside Tuvalu or 

negotiations through an overseas aid agency. If the Commission considers that the post 

should remain unfilled for the time being it shall decide accordingly.  

3.1.20 Letters of Appointment 

The issue of letters of appointment is prescribed in PSC Rules 23(l) and (2).  

3.1.21 Acceptance of Appointment 

The provision for acceptance of any appointment to the Public Service is prescribed in 

PSC Rule 23(3), as part of the acceptance all new officers will undertake Induction as 

part of employment. 

3.2. PROBATION 

3.2.1. Probationary Appointments 

Any person who is appointed on probation with a view to appointment as a permanent 

officer is eligible for consideration for appointment as a permanent officer if that person 

has completed the prescribed period of probationary service satisfactorily as certified by 

the Secretary of the appropriate Ministry or in the case of a common cadre post by the 

Secretary to Government. 

3.2.2 Period of Probation 

The period of probation is set out in PSC Rule25. An officer on first appointment to the 

Public Service shall be required to serve on probation for a period of six months. No 

probation period will be applied for promotion and or movements to other posts, 

including the Police Service. 
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3.2.3. Procedure for Confirmation of Appointment 

(1) The procedure for confirmation of appointment is set out in PSC Rule26 and 27. 

Recommendations from Secretaries should be in accordance with Form P3- 

Probation. 

(2) Confirmation of appointment must be made no later than the day of the end of the 

probation period; otherwise the appointment will automatically be confirmed after 

the 6 month probation period. The officer will be a permanent officer six months 

following the first appointment date, and will only be eligible to receive an annual 

increment following a satisfactory appraisal 12 months following the first 

appointment date, not confirmation date. 

3.2.4. Termination of Probationary Appointment 

The procedure for terminating the appointment of a probationary officer is covered PSC 

Rules 26 and 27.  

3.2.5 Training of Officer on Probation 

During a period of probation, an officer should be regarded as being on trial with a view 

to assessing the officer's suitability and aptitude for work within the Public Service. An 

officer should be given all possible facilities to acquire all necessary skills, and should be 

provided with feedback on performance. Secretaries and Heads of Department are 

responsible to pay special attention to the induction and on the job training of officers on 

probation. Officers on probation will not be allowed any form of overseas training during 

the probationary period. 

3.2.6 Allowance for Non-permanent Service 

When an officer is appointed to a permanent office after service in a non-permanent post 

in a Ministry or Department with the same or similar duties, the period of the officer's 

probation may be reduced if so recommended by the Public Service Commission 

provided there is no break between the officer's non-permanent service.  

3.2.7 Allowance for Contract Service 

When an officer is appointed to the permanent establishment after a period of service on 

contract the period of probation may be reduced by the Public Service Commission, on 

the recommendation of the Secretary to Government, provided there is no break between 

the period of contract service and permanent service.  
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3.2.8 Further Probation 

An officer who is re-appointed after a break in service may be required to undergo a 

period of probation.  

3.2.9 Procedure in Case of Unsatisfactory Work or Conduct 

A Secretary or Head of Department who becomes aware that the work or conduct of any 

officer on probation is unsatisfactory will immediately warn the officer in writing of the 

need to improve. The Secretary or Head of Department may, after giving the officer an 

opportunity to make representations, recommend to the Secretary to Government that the 

probationary appointment be terminated.  

3.2.10 Reports on Officer on Probation 

Probation reports on an officer will be submitted by the Secretary two months prior to 

the end of the probation period in accordance with PSC Rule 26. 

3.3 CONTRACT APPOINTMENT 

3.3.1 Nature of Contract 

(1) Contract appointments are made by formal agreements for a specified period. 

Beyond such period any further employment of the officer concerned must be 

made the subject of a new contract or the extension of the period of employment 

in the original contract. A contract will not normally be for less than one month or 

for more than 12 months in the first instance.  

(2) Subject to PSC Rule 23 a contract officer shall not commence employment or 

begin to carry out the terms of any contract agreement unless the relevant contract 

has been executed by all parties.  

3.3.2 Contracts not to be Permanent 

The appointment of an officer on contract shall not be made with a view to filling that 

post on permanent basis. Contract appointments will only be made where it is impossible 

to fill a post with a permanent officer, either because there are insufficient funds in the 

relevant Head of Expenditure in the National Budget or because there is no Tuvaluan 

qualified to hold the post as a permanent officer.  

3.3.3 Conditions Applicable to Contract 

The conditions of service of an officer on contract shall be those provided in the contract.  
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3.3.4 Leave of Contract Officers 

(1) Where a contract officer is not re-engaged for further service after completion of 

the full term of a contract, that officer is not entitled to leave, irrespective of the 

length of the contract, but may be granted a terminal payment in accordance with 

the terms of the agreement.  

(2) Where a contract officer is re-engaged for further service after completion of the 

full term of a contract, that officer may be granted leave in accordance with the 

terms of the agreement and the extension of the agreement date from the 

completion of the first agreement and period of service. Any further extensions of 

contract shall be treated likewise.  

3.3.5 Contracts Financed by Overseas Aid 

Where a vacancy is to be filled by contract from overseas and where the contract officer 

is to be financed solely or in part by any foreign government or aid institution these 

agencies will consult the Secretary to the Ministry where the vacancy exists and submit 

their candidates for consideration and approval to the Secretary to Government on behalf 

of the government.  

3.3.6 Re-engagement of Contract Officer 

(1) An officer serving on contract who desires re-engagement must, three months 

before that officer is due to proceed on leave at the expiry of the current contract 

(or with whatever other period of notice is specified in the contract), notify the 

Secretary to Government through that officer's Head of Department and Secretary.  

(2) In certain circumstances a Ministry may wish to re-engage a contract officer for a 

further period on the expiration of a contract of employment. The Secretary to the 

Ministry concerned shall notify the Secretary to Government three months prior to 

the conclusion of any contract of the Ministry's desire to reengage the officer.  

3.3.7 Consideration by Commission 

On receipt of an application for re-engagement, the Secretary to Government will 

forward it together with any recommendations the Secretary to Government might have, 

for consideration by the Public Service Commission. The decision on re-engagement will 

be conveyed to the officer concerned and the Secretary of the Ministry where that officer 

is employed. An officer whose re-engagement is approved may be required to enter into 

a new agreement or may be offered an extension of the existing contract.  
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3.3.8 Continuity of Service 

Provided re-engagement is completed by the signing of a new contract before the end of 

the leave granted under the expiring contract or at the end of the expiring contract if 

leave has already been taken, service under the new contract will be treated as 

continuous with service under the former contract.  

3.3.9 Unexpired Leave 

If a re-engaged officer is required to return to duty under a new contract before 

expiration of all leave due under a former contract the leave foregone will be treated as 

deferred leave to be taken under the conditions of the new contract.  

3.3.10 Training for Contract Officers 

As a general rule, an officer engaged on contract will not be allowed any form of 

overseas training during the term of the contract.  

3.4 TEMPORARY APPOINTMENT 

3.4.1 Terms of Temporary Appointments 

The purpose of temporary appointments is to augment staffing levels in the permanent 

establishment, but only for specific and defined purposes. Temporary appointments 

should be made strictly in accordance with PSC Rule 22. 

(a) Secretaries are authorised to make temporary appointments for an initial 

period of three months and a further extension of three months, with the 

approval of the Secretary to Government. 

(b) Temporary appointments shall normally be for a period not exceeding 6 

months, however maybe extended up to 12 months maximum, only with 

approval of the Secretary to Government. 

(c) The recruitment procedure for temporary appointments shall follow the 

procedure in rule 17 (1), with the approval of the appointment by Secretary 

to Government, upon recommendation from the respective Secretary. 

3.4.2 Application of General Administrative Orders 

General Administrative Orders apply to officers holding temporary appointments unless 

any modification thereof is mentioned in the letter of appointment, including duty travel 

and on the job training opportunities.  
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3.4.3 Period of Notice for Temporary Appointments 

The period of notice of termination of temporary employment that is remunerated on a 

monthly basis shall be one month in notice made either by the employer or the officer. In 

the case of employment on a daily or weekly basis the period of notice shall be one 

week.  

3.5 ACTING APPOINTMENTS AND ALLOWANCES 

3.5.1 Acting Appointments Not Under 7 calendar Days 

In the case of a short absence of less than 7 calendar days there will, in general, be no 

need for an acting appointment and no acting allowance will be payable.  

3.5.2 Special Exceptions 

In special circumstances, for example, where by law, regulation, financial or personnel 

delegations can be dealt with only by the officer holding the senior post or an officer 

acting in that post, an acting appointment may be made regardless of the length of 

absence of the substantive holder of the post.  

3.5.3 Acting Appointments 

Acting appointments are at the discretion of the Secretary, and apply to all levels across 

the service. Refer to GAO clause 10.3 for the correct application of Responsibility 

Allowance. 

3.5.4 Acting Procedures to be followed 

(1) When a position within a Ministry becomes vacant and that position may be filled 

on an acting basis, the Secretary of the Ministry will seek approval from the 

Secretary to Government to fill the vacancy through an acting arrangement 

submission provided through Form P4 - Acting Appointment. 

(2) Secretaries should first consider the financial and personnel delegations of the post 

and all staffing options, including the re-organisation of duties within a Ministry, 

before recommending that an acting appointment be made to fill a vacancy within 

a Ministry.  

(3) In making acting appointments the claims of all suitable candidates will be 

considered, and while no claim to act as of right will be recognised, every 

consideration will be given to the record of good performance and skill capability 

of the officer next in seniority in the Ministry or level in which the acting 

appointment is to be made.  
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(4) Recommendations for acting appointments shall state whether or not the person 

recommended is the next senior officer in the ministry or level. Where this is not 

the case detailed reasons must be given in respect of each person in that Ministry 

or level whom it is proposed to supersede. Recommendation submission must be 

provided through Form P4 - Acting Appointment. 

(5) Acting appointments to fill the vacant position of Secretary to a Ministry may only 

be filled by a Senior Assistant Secretary or an Assistant Secretary.  

(6) Contract officers can only act for a temporary period not exceeding twelve 

months.  

3.5.5 Officers to be Fully Qualified for Higher Post 

Any recommendation to the Secretary to Government of an acting appointment must 

contain a statement as to whether the officer recommended is in every way qualified to 

perform all the duties of the office in which that officer is to act. The recommendation 

will also state the details of the proportion of duties of the post in question which are to 

be recommended as to the respective rate of acting allowance expressed as a percentage 

of the full rate. Full acting allowance will only be paid if that officer is required to act.  

3.5.6 Consequential Acting Appointments 

When making recommendations for an acting appointment, Secretaries and Heads of 

Department should consider any consequential acting appointments that may be required 

and recommend appointments accordingly.  

3.5.7 Length of Acting Appointments to be Indefinite 

Where it is expected that an acting appointment may be for an indefinite period, an 

indicative end date should clearly be stated in the recommendation and Secretaries and 

Heads of Department are required to notify the Secretary to Government and copy to the 

Secretary for Finance of the date on which the acting appointment ceases.  

3.5.8 Time for Applications 

Recommendations for acting appointments must reach the Secretary to Government at 

least fourteen days before the acting appointment is due to commence, and where 

applicable must be submitted with the leave form for the officer going on leave. 

3.5.9 Advised of Appointment 

An officer appointed on an acting basis to fill a vacancy will be advised from the 

Secretary to Government setting out the salary and duties of the acting appointment, 
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including an indication of the period during which the appointment is anticipated to 

continue. Such appointment will terminate automatically in accordance with any 

provision, if no provision is made, on notice from the Secretary to Government or on the 

substantive filling of that vacancy either by the substantive holder or a new appointee.  

3.6 PROMOTION 

3.6.1 Authority for Promotion 

(1) All promotions other than those, for which provision is made separately in the 

Constitution, are made by the Public Service Commission under section 149 of the 

Constitution.  

(2) All vacancies will be advertised through the procedure of filling vacancies GAO 

clause 3.1.5. 

3.7 SENIORITY 

3.7.1 Determination of Seniority 

Seniority shall be determined as follows:  

(1) Seniority between public officers shall be determined in the first instance by the 

salary grading of their post, so that between any two officers, the one holding the 

post with the higher grading shall be the senior irrespective of the dates of 

appointment.  

(2) As between officers of the same grade, seniority shall be determined —  

by reference to the dates on which they respectively entered that grade  

(a) if any officers entered that grade on the same day, by reference to their 

seniority on the day immediately preceding that day  

(b) if any officers who entered the same grade on the same day and did so by 

appointment and not by promotion (excluding promotion from a non-

permanent to a permanent grade) their seniority relative to each other shall 

be determined by reference to their respective years of service 

(3) Where seniority cannot be determined in accordance with the foregoing it will be 

decided by the Commission on the advice of the Secretary to Government.  

3.7.2 Seniority on Transfer 

Officers who transfer from one grade of the public service to another grade, the duties of 

which are not considered to be related, take seniority from the date of their transfer 

regardless of any previous length of service and the grading of their former post. The 

posting of an officer between duty posts in the same grade in the same Ministry shall not 

be regarded for this purpose as a transfer.  
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3.7.3 Seniority When Officer Appointed Overseas 

Subject to GAO clause 3.7.1, seniority as between officers selected for first appointment 

from outside Tuvalu is determined by their date of arrival in Tuvalu. Where two or more 

persons selected from outside Tuvalu arrive on the same day seniority between them 

will be determined by age.  

3.7.4 Non-Permanent Service 

Service in a non-permanent post shall not be taken into account when assessing the 

seniority of any permanent officer.  

3.7.5 Seniority Lists 

In order to facilitate the monitoring of staff, the Secretary to Government in consultation 

with Secretaries and Heads of Department will keep lists showing the seniority of staff 

in all established grades. The relevant seniority lists shall be available to the 

Commission when considering appointments and promotions.  

3.8 TRANSFERS 

3.8.1 Officers Liable to Transfer to Any Station 

Officers may be transferred to any station where their services are required in Tuvalu or 

overseas.  

3.8.2 Officers May be Required to Perform Any Duties 

Officers in the public service may be required to perform the duties of any post at any 

station in addition to or in place of the duties of their normal post. The performance of 

such duties shall not of itself be regarded either as promotion or demotion nor shall it 

entitle officers as of right to any payment other than the salary level attached to their 

substantive posts.  

3.8.3 Procedure for Transfers 

The procedure for transfer where promotion or an increase in emoluments is involved 

shall be dealt with under the procedures prescribed for promotion and where no 

immediate increase in emoluments is involved under the general procedures for 

appointments.  
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3.8.4 Transfer in Urgent Cases 

When the normal procedure for carrying out a transfer is likely to cause serious 

inconvenience the Secretary will report the matter to the Secretary to Government who 

may decide on a transfer without regard to the usual procedure.  

3.8.5 Officers Applying for Transfer to another Ministry 

(1) Officers who wish to be considered for transfer to another Ministry, other than on 

promotion, must apply to their Secretaries, through Heads of Department, giving 

the reasons for their request and listing their qualifications for the post they wish 

to fill.  

(2) Secretaries will send any applications, with their comments, to the Secretary of 

the Ministry to which an officer wishes to transfer. If the application for such 

transfer is acceptable to the Secretary of the receiving Ministry, that Secretary 

will refer it, together with the comments of the officer's Secretary, to the Secretary 

to Government for consideration and approval.  

(3) Where any transfer involves the consequential transfer of another officer, account 

must be taken of that officer's wishes also.  

3.8.6 Officers Applying for Transfer within Ministry 

Officers who wish to be considered for transfer other than on promotion to another 

Department of the same Ministry must apply to their Heads of Department, giving the 

reasons for their request, and giving their qualifications for the post they wish to fill. 

The Head of Department concerned must send any applications, with any necessary 

comments to the Head of the receiving Department, who will refer it to the Secretary to 

the Ministry for a final decision. If the Secretary approves the transfer, the Secretary will 

inform the Secretary for Finance and the Auditor-General of the decision and the date of 

transfer. Where the proposed transfer results in the transfer of another officer; account 

must be taken of that officer's wishes also.  

3.8.7 Transfer of Common Cadre and Administrative Staff 

The transfer of officers occupying common cadre posts and administrative staff will be 

at the discretion of the Secretary to Government.  

3.8.8 Effective Date of Transfer 

The effective date of transfer of an officer is normally the date on which the officer 

concerned takes up the duties of the new post.  
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3.8.9 Handover Notes on Transfer 

All officers who are proceeding on transferring to a new post or new 

ministry/department must complete Form P7 – Handing over Notes prior to going on 

leave or moving posts. A copy of the Form P7 and the job description for the post must 

be given to the Secretary of the Ministry and the new officer upon taking up the new 

post and duties. 

3.9 ANNUAL PERFORMANCE APPRAISAL REPORTS 

The Performance Management Guidelines and Appraisal process at Annexe 3 are to be 

followed when conducting staff annual performance appraisal reports for officers. 

3.9.1 Appraisal Date 

(1) Annual performance appraisal reports provided in Form P6 - Staff Annual 

Performance Appraisal shall be prepared on all officers other than temporary 

staff by the responsible Secretary for submission and approval from the Secretary 

to Government.  

(2) Annual performance appraisal reports are to be completed monthly for all officers 

whose increment date occurs in that month.  All reports are due on or before the 

15
th
 of each month.  Failure to do this will result in disciplinary action. 

3.9.2 Preparation of Reports 

(1) Each officer shall submit a completed appraisal report to the responsible officer so 

designated by the Secretary of their respective Ministries no later thanone month 

before the officers incremental due date, which is the date of first appointment. 

(2) The reports shall be completed together by both the officer and the designated 

responsible officer of a higher grade who is familiar with the work and 

performance of the officer initially preparing the report. The designated 

responsible officer shall ensure that the completed performance appraisal report is 

received by the Secretary before the 15
th
of the month of the officer’s incremental 

date, date of first appointment. 

3.9.3 Submission to Secretary to Government 

The Secretary or reviewing officer will add their own comments on the form and shall 

forward it to the Secretary to Government on or before the 15
th
 of each month. All forms 

in respect of a Ministry should be submitted together with a list of names to facilitate 

checking.  
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3.9.4 Reports on Secretaries 

Secretaries will report on Heads of Department, and the Secretary to Government will 

report on officers in the administrative service.  

3.9.5 Adverse Comments to be Discussed 

Where an appraisal report includes any adverse comment on an officer's work and 

conduct, the substance of such comment must be conveyed to the officer in writing by 

the Secretary or Head of Department. This should be done to encourage an officer to 

overcome any shortcomings. The officer should be given an opportunity to discuss any 

problems or difficulties with Secretaries or Heads of Departments. A note that this 

action has been taken should be recorded on the appraisal report before it is sent to the 

Secretary to Government, together with any written observations by the officer.  

3.9.6 Reports to be Candid 

It is essential that performance appraisal reports should be as detailed and candid as 

possible, as they form the basis for assessing the performance of officers when being 

considered for promotion, discipline and the certificate of service at the end of their 

service. Reporting officers must realise that their own abilities or failings are obvious 

from the reports they write on their subordinates. Extra care should be taken, especially 

where the counter-signing officer is in disagreement with the assessment of the reporting 

officer.  

3.9.7 Custody of Reports 

Copies of previous performance appraisal reports can be made available when a current 

report is being written. Reports shall be placed under the safe custody of the Secretary to 

Government and shall be made available to the Public Service Commission as required.  

3.9.8 Overseas Officers 

Upon the expiry of a period of service of an officer appointed under contract made with 

any overseas institution an Appraisal report on the officer's service and conduct whilst in 

Tuvalu will be forwarded to the Secretary to Government for transmission to that 

institution if so required. 

3.9.9 Certificates of Service 

All public officers upon request will be provided on leaving the service with a 

Certificate of Service as provided in GAOs 4.10.1 to 4.10.3. 



General Administrative Order 2016  Arrangement of Sections 

 

 


SL No09 of 2016 Page 45 

   

 

CHAPTER 4 - TERMINATION OF APPOINTMENTS AND 
RETIREMENT 

4.1 GENERAL 

4.1.1 Authority for Termination 

(1) The power to remove persons holding or acting in offices in the Public Service is 

vested in the Public Service Commission under section 149 of the Constitution; 

however the disciplinary process that may lead to termination must be conducted 

by the relevant Ministry Secretary and supported by the Secretary to Government. 

The Public Service Commission will make the final decision based on the 

information and evidence provided by the Ministry and officer. 

(2) The termination of the appointment of the Secretary to Government, Attorney 

General, Auditor-General and Commissioner of Police shall be subject to the 

provisions of sections 162 to 164 of the Constitution:  

(a) the termination of the appointment of the Chief Justice and other Judges of 

the High Court shall be subject to Sections 127 and 128 of the Constitution  

(b) the termination of appointment of a police officer below the rank of 

Inspector shall be made by the Commissioner of Police under the 

provisions of section 157(4) of the Constitution and subject to the right of 

appeal provided thereunder  

(c) the termination of appointment of an officer on the personal staff of the 

Governor-General shall be exercised by the Governor-General in 

accordance with section 159(6) of the Constitution.  

4.1.2 Revocation of appointment 

(1) The Public Service Commission shall have power to revoke any appointment and 

to take corrective action whenever, after investigation, it is satisfied that an error, 

an omission or an improper conduct affected the selection of the person for 

appointment. 

(2) Where the Public Service Commission has delegated to an officer its powers to 

make appointments to any temporary or contract post, the authorization include 

the power to revoke those appointments and to take correction action whenever 

the officer, after investigation, is satisfied that an error, an omission or improper 

conduct affected the selection of the person for appointment. 

4.1.2 Resignations Reported to Secretary to Government 

All resignations must be reported to the Secretary to Government giving where possible 

the reasons for the resignation.  
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4.1.3 Officers Dying in Service 

Should an officer die during employment with the public service, that officer's Secretary 

is responsible for seeing that prompt notification is given to the General Manager of the 

Tuvalu National Provident Fund in respect of any payment that may be due to the 

officer's dependents. The Secretary to Government should be informed of the action 

taken.  

4.1.4 Death by Accident on Duty to be Reported 

In the event of an officer being injured or killed in the performance of duty within 

Tuvalu the Secretary responsible must at once report the full particulars to the Secretary 

to Government to ensure that there is no loss of entitlement to compensation under any 

legislation and that steps are taken to notify the officer's next of kin.  

4.2 RETIREMENT ON GROUNDS OF AGE 

4.2.1 Compulsory Retirement Age 

The provision for compulsory retirement on the grounds of age is prescribed under PSC 

Rule 31 (1). 

4.2.2 Voluntary Retirement Age 

The provision for voluntary retirement is prescribed under PSC Rule 31(2). Not less 

than four weeks’ notice must be given in cases of voluntary retirement.  

4.3 TERMINATION ON ABOLITION OF POST 

4.3.1 Procedure to be Followed 

The procedure to be followed in the case of termination of appointment on abolition of a 

post is prescribed under PSC Rule 41(2). 

4.4 RETIREMENT IN THE PUBLIC INTEREST 

4.4.1 Procedure to be Followed 

The procedure to be followed in the case of retirement in the public interest is prescribed 

under PSC Rule 33. 



General Administrative Order 2016  Arrangement of Sections 

 

 


SL No09 of 2016 Page 47 

   

 

4.5 RETIREMENT ON MEDICAL GROUNDS 

4.5.1 Procedure to be followed 

The procedure to be followed in the case of retirement on medical grounds is prescribed 

under PSC Rule 34. 

4.6 RESIGNATION: 
Termination of Permanent Officers 

4.6.1 Period of Notice 

Officers serving on permanent terms may resign their appointment by giving not less 

than four weeks written notice.  

4.6.2 Procedure to be Followed on Resignation 

(1) Where officers confirmed on the permanent establishment tender their 

resignation, the Secretary of the responsible Ministry shall inform the Secretary to 

Government.  

(2) The Secretary to Government will inform the Commission of the resignation of 

the officer, and the office shall accordingly become vacant.  

4.6.3 Loss of Benefits 

Any money owing by an officer on resignation will be repaid to the government from 

their final entitlement paid through the provident fund, on confirmation by Treasury. 

Where officers recruited outside Tuvalu resign before the expiry of their normal tour of 

duty in Tuvalu, they may be required to meet from their own resources a part of the cost 

of any passage to which they may be eligible, proportionate to the length of the 

uncompleted portion of their normal tour of duty.  

4.7 TERMINATION OF OFFICERS ON PROBATION 

4.7.1 Period of Notice 

Subject to the provisions of the PSC Rules, the termination of an officer's probationary 

appointment shall normally be effected on either side by means of two weeks-notice 

provided that no alternative conditions were laid down at the time of appointment.  
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4.7.2 Procedure to be Followed 

The procedure for the termination of probationary appointments is prescribed inPSC 

Rule 27. 

4.7.3 Transport and Leave Conditions 

Subject to the conditions agreed at the time of appointment an officer on probation 

whose service is terminated is eligible to receive transport at Government expense to the 

place from which that officer was engaged. Any leave for which the officer has become 

eligible should be arranged to take place within the period of notice and if possible to 

expire on the same day as the notice.  

4.7.4 Penalty for Early Resignation 

Unless otherwise provided for at the time of appointment, a probationer who resigns 

whilst on probation will not be eligible for any facilities from Government towards 

transport from the station where that officer has been serving. 

4.8 TERMINATION OF CONTRACT OFFICER 

4.8.1 Period of Notice 

The appointment of an officer on contract may be terminated upon such notice as 

specified in the contract or letter of appointment or if no such notice is specified such 

period shall be deemed to be incorporated as is specified in the Labour and Employment 

related laws. 

4.8.2 Grounds for Termination 

The termination of a contract officer's appointment other than dismissal shall only be 

recommended on the grounds that:  

(a) the officer is not capable of performing the prescribed duties  

(b) there are no funds with which to pay the officer  

(b) the post is required for a permanent officer.  

4.8.3 Procedure for Termination 

(1) If a Secretary is of the opinion that the appointment of a contract officer should be 

terminated, the Secretary shall set out the reasons for the proposed termination in 

writing and require the officer to show cause in writing why that officer's service 

should not be terminated. If no reply is received within two weeks of the receipt 

thereof, or if the Secretary considers that no adequate cause has been shown, the 
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Secretary shall forward the report together with the Secretary's recommendations, 

to the Secretary to Government.  

(2) Provided that where it appears in any case that there is any doubt that under the 

terms of the contract the above mentioned terminations are lawful, the Secretary 

to Government shall refer the case to the Attorney-General for advice.  

4.8.4 Representations by Officer 

An officer in respect of whom action under GAO clause 4.8.4 is contemplated shall be 

given an opportunity to make representations to the Secretary to Government in respect 

of the proposed reduction or loss of gratuity and the Secretary to Government shall 

make the officer's representations known to the Commission.  

4.9 TERMINATION OF NON-PERMANENT OR TEMPORARY OFFICERS 
OTHER THAN OFFICERS ON PROBATION  

4.9.1 Period of Notice 

The period of notice of termination of temporary employment that is remunerated on a 

monthly basis shall be one month. In the case of employment on a weekly basis the 

period of notice shall be one week. In the case of employment on a daily basis notice of 

termination shall take effect at the end of the day on which it is given.  

4.9.2 Procedure to be Followed 

If a Secretary is of the opinion that the appointment of a temporary and non-permanent 

officer should be terminated the Secretary shall set out the reasons for termination in 

writing and require the officer to show in writing why that officer's appointment should 

not be terminated. If no reply is received within two weeks, or if the Secretary considers 

that no adequate cause has been shown:  

(a) Where disciplinary control has been delegated, the Secretary may terminate 

the appointment  

(b) Where disciplinary control has not been delegated, the Secretary shall forward 

the report, together with any recommendations to the Secretary to Government. 

(c) The Secretary to Government will send the report and any further 

recommendations to the Public Service Commission and the Commission will 

decide on the matter.  
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4.10 TESTIMONIALS 

4.10.1 Certificates of Service 

On finally leaving the service other than on dismissal an officer upon request under 

GAO clause 3.9.9 will be provided with a Certificate of Service in the form prescribed at 

Form P11 -Certificate of Service. In the case of officers other than Secretaries, 

Certificates of Service will be prepared by the Secretary to the Officer's Ministry for 

issue by the Secretary to Government. Certificates of service in respect of officers in the 

administrative service will be issued by the Secretary to Government, or by the 

Commission, as the case may be.  

4.10.2 Assessment on Certificates of Service 

(1) Assessment for efficiency should be defined as ‘Very Good’, ‘Good’ or ‘Fair’ as 

the case may be. Secretaries should bear in mind that the main purpose for the 

certificates is for use as a reference by officers when seeking other employment.  

(2) Unless there is good reason to the contrary, general conduct should be assessed as 

‘very good’. Where an officer has served in an exemplary manner for fifteen years 

or more certificates may be signed by the Secretary to Government or by the 

Commissioners. The details of the posts held during the officer's career must be 

entered on the reverse of the certificate.  

4.10.3 Records 

A copy of the Certificate of Service must be placed in the officer's personal file in the 

officer's Ministry and in the office of the Secretary to Government. Enquiries from 

outside employers about former Government officers will normally be passed to the 

Secretary to Government for attention.  

4.11 RE-ENGAGEMENT 

4.11.1 Re-engagement of Contract Officer 

The re-engagement of an officer at the termination of the officer's contract is dealt with 

in GAO clause 3.3.6. 

4.11.2 Re-engagement of Resigned Officer 

Any application for employment from a person who has previously resigned voluntarily 

from the Public Service must be carefully investigated and the circumstances that 

prompted that resignation taken into account before a decision to re-engage the officer is 
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taken. Persons reappointed will be informed that they will be subject to the following 

conditions that:  

(a) they may have to do a period of probation even though they may have 

previously been confirmed  

(b) the period of service before resignation will not count for seniority.  

4.11.3 Re-engagement of Retired Officer 

Retired public officers may be re-engaged where the:  

(a) prospects of serving officers are not prejudiced  

(b) vacancy cannot otherwise readily be filled  

(c) retired officer is in all respects suitable.  

4.11.4 Re-engagement to be Short Term 

The re-engagement of officers who have resigned or retired from the service will be on 

temporary terms or short-term contracts. Subject to GAO clause 3.3.1, Contracts will 

normally be entered into only if it is necessary to fill an essential post for which no 

likely candidate is envisaged for some time to come.  

CHAPTER 5 - RULES OF CONDUCT 

5.1 HOURS OF WORK 

5.1.1 Prescribed Hours of Work 

Hours of work will be prescribed by the Minister from time to time, but officers should 

be aware that all their time is at the disposal of Government unless otherwise specified 

in their terms of service. The actual hours of arrival and departure may be varied to meet 

departmental requirements and staff may be required to attend for duty on such days and 

for such hours as are considered necessary for the efficient conduct of public business or 

during emergencies.  

5.1.2 Hours of Permanent Staff 

The normal hours of work for permanent staff, contract and probationary officers is 35 

hours per week, work is to be performed during the hours of 0800 hours to 1230 hours 

and from 1330 to 1600 hours Mondays to Fridays.  
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5.1.3. Teachers and Officers Overseas 

The Minister may vary the normal hours of work for teachers and officers working in 

overseas posts and may prescribe shift hours for hospital, police, meteorological, 

marine, watchmen and prison staff.  

5.1.4. Casual Workers 

The normal working hours for casual workers are from 0730 to 1230 hours and from 

1330 to 1630 hours Mondays to Fridays.  

5.1.5. Regular Attendance 

Regular and punctual attendance is required of every officer. Working less than the 

prescribed minimum hours, irregular attendance and absences from the place of work 

will form the basis of disciplinary charges.  

5.1.6 Standard of Dress Required 

Except where prevented by the nature of their work, officers on duty must dress in a 

clean and tidy manner at all times and keep themselves well groomed. It is the 

responsibility of supervising officers to ensure that officers who are required to wear 

uniform do so, and comply with any instructions in this respect.  

5.1.7 Standard of Behaviour Towards Public 

All officers are expected to be courteous, helpful and attentive in their dealings with the 

public.  

5.1.8 Absence Without Leave 

Absence without leave during working hours (unauthorised leave) must be reported to 

Secretaries by Heads of Department and supervising officers in order that appropriate 

disciplinary proceedings may be taken against the officer concerned. In the case of any 

unauthorised absence the Secretary for Finance shall be notified and copied to the 

Secretary to Government by the Secretary or Head of Department to withhold salary 

payments.  

5.1.9 Work on Public Holidays 

Where an officer is required by the officer’s Head of Department or Secretary to work 

on a public holiday the officer will wherever possible be given time off in lieu.  
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5.1.10 Absence from Funafuti 

Heads of Department will inform their Secretaries and Secretaries will inform the 

Secretary to Government whenever they leave Funafuti for any purpose that affects the 

performance of their official duties.  

5.1.11 Attendance Registers 

In each department a senior officer designated by the Head of Department will be 

responsible for the regular and prompt attendance of staff. Designated officers shall 

prepare a monthly report using time card or manual information for submission to 

department heads, who shall then forward such report to the Secretary responsible for 

the Ministry. Such report shall note the following matters:  

(a) early departures  

(b) extended lunch breaks  

(c) irregular attendance  

(c) unauthorised absences from duty.  

5.1.12 Absence through ill health caused by neglect 

Absence from duty on account of ill - health caused by an officer's own neglect or 

misconduct may be regarded as absence without leave and dealt with accordingly GAO 

clause 1.3.3.  

5.2 PRIVATE WORK 

5.2.1 Private Work and Trade Prohibited 

The remuneration of public officers is fixed on the assumption that their whole time is at 

the disposal of Government and they are prohibited from engaging in trade or private 

practice save where there is permission by the expressed terms of service.  

5.2.2 Permission Required for Any Business Undertakings 

No officer may take part directly or indirectly in the management or proceedings of any 

commercial, industrial or agricultural undertaking except with the permission of the 

Secretary to Government. 

5.2.3 Private Work Not to Conflict with Public Duties 

The prohibitions in GAO clauses 5.2.1 and 5.2.2 above arise from the need for officers 

to devote their whole time and attention to the service of Government and from the need 



Arrangement of Sections  General Administrative Order 2016 

 

 

Page 54 SL No09 of 2016 


  

 

to ensure that officers private affairs are not in conflict with, or do not appear to be in 

conflict with, and in no way affect the performance of their official duties.  

5.2.4 Exceptions 

In exceptional circumstances, prior written approval may be obtained from the Public 

Service Commission to carry out private work for remuneration based on the merits of 

each case. Relaxation of the rule will be considered where the work is in the public 

interest and cannot be adequately undertaken by another person not in Government 

service, where the work is of an occasional nature and is clearly unconnected with the 

officer's official duties. Any such work must be undertaken outside office hours. Failure 

to obtain the necessary permission before hand may form the basis of disciplinary 

proceedings.  

5.2.5 Circumstances Not Permitted 

The permission of the Public Service Commission will not be given in the case of 

employment which:  

(a) having regard to the officer's position in the service, might involve a conflict 

of loyalties or interest  

(b) could affect the officer's efficiency  

(c) affords an opportunity to use Government material or equipment or requires 

work in official hours  

(d) is not in keeping with an officer's status and position in the public service.  

5.2.6 Trading with Government Prohibited 

No officer may sell property or goods or otherwise trade or furnish supplies on account 

of the public without the permission of the Public Service Commission.  

5.2.7 Officers to Disclose Interests in Contracts 

 No Government contract may be let to a public officer or to any partnership or company 

of which an officer is a member or to any company of which the officer is a director 

unless that officer has disclosed the full measure of any interest and the Public Service 

Commission has given permission for the letting of the contract to proceed.  

5.2.8 Officers Not to be Directors of Companies Supplying Government 

No public officer may accept a directorship otherwise than with the express permission 

of the Public Service Commission in any company holding a contract with Government.  
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5.2.9 Permission to Acquire Commercial Interests Required 

An officer wishing to acquire an interest in any commercial, agricultural or industrial 

undertaking in Tuvalu must apply for permission to the Public Service Commission 

giving full details of the interest to be acquired. Permission will only be granted if the 

Public Service Commission is satisfied that the officer's interest will not be in real or 

apparent conflict with that officer's duties as a public officer.  

5.2.10 Interests to be disclosed 

An officer holding any interest in a commercial, agricultural or industrial undertaking 

within Tuvalu or trading with Tuvalu at the time of appointment, or subsequently, shall 

declare such interest to the Secretary to Government.  

5.2.11 Activities of Officers' Spouse 

Where it appears that the interests in trade or commerce of an officer's spouse conflict or 

are likely to conflict or may seem to conflict with an officer's duties the Secretary to 

Government may recommend that the officer be transferred to other duties where such 

conflict does not exist, unless the spouse has in the meantime embarked on a different 

activity. This restriction does not extend to the employment of an officer's spouse as a 

paid employee in Government or any private-firm.  

5.2.12 Acquisition of Shares Permitted 

A public officer is not prohibited from acquiring shares in a registered company or 

business or from investing in any Government loan.  

5.2.13 Paid Employment on Leave Prohibited 

No officer may accept paid employment while on leave without previously obtaining the 

express sanction of the Secretary to Government.  

5.2.14 Official Knowledge Affecting Private Interests 

If officers find that they have been given official duties whereby they might obtain any 

knowledge or authority relevant to their private investments or interests, it is their duty 

to inform the Secretary to Government. Those officers may be required to divest 

themselves of any interest, if it is considered that their private affairs might be brought 

into real or apparent conflict with their public duties.  
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5.3 PUBLICATIONS AND PUBLIC UTTERANCES ON POLITICAL AND 
ADMINISTRATIVE MATTERS 

5.3.1 General 

The Constitution is recognised as the supreme law of Tuvalu. In particular, those rights 

and freedoms enshrined in Part II of the Constitution are recognised as being 

fundamental to the continued existence of Tuvalu as a democratic state based on the 

Rule of Law. It is also recognised that due to the nature of its size and employment 

capacity, the public service administration has the potential to limit and restrict those 

rights and freedoms guaranteed under the Constitution.  

5.3.2 Obligations of Officers 

Within the framework of those constitutionally guaranteed rights however, public 

officers are expected to discharge their duties in a professional, unbiased and impartial 

manner.  

5.3.3 Restrictions on Activities 

Public officers should refrain from becoming involved in any matter which may involve 

or result in public controversy. Officers are expected to use common sense and 

discretion, and should refrain and if at all possible avoid engaging in any of the 

following activities:  

(a) participating in any public debate on any subject of a political nature, or any 

matter relating to the public service, or to their role as a public officer, or to the 

administration of the government in general  

(b) contributing articles, letters or other materials for publication on any matter of 

a political nature or expressing views contrary to declared government policy 

whether in that officer's own name or under a false name  

(c) participating in any broadcast, lecture, rally or other similar public meeting 

where matters of a political nature, or matters relating to the administration of 

government or the public service, or to their role as a public officer may be 

debated or discussed.  

5.3.4 Interpretation 

GAO 5.3.3 is to be interpreted so as to restrict to the minimum extent possible the rights 

of public officers as citizens of Tuvalu. It is also to be interpreted in a manner that 

ensures that officers may exercise fully their traditional cultural rights, including the 

right to fully participate in the deliberative and decision-making processes of island 

communities.  
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5.3.5 Participation in Politics 

Officers entitled to vote at elections to any public office or political or trade union 

office, are encouraged to exercise their right to vote. However, they are discouraged 

from actively participating in politics, and in particular from becoming involved or from 

personally undertaking the following activities:  

(a) speak, broadcast or ask questions in public, call a public meeting or actively 

take part in such a meeting concerned with any political matters  

(b) write letters to the press or publish books, articles or pamphlets giving their 

views on political matters  

(c) canvass, support or collect funds in support of political candidates or of any 

political cause or body  

(c) nominate, sponsor or support in any public way a candidate for election  

(d) hold office in, or take part in the management of any political organisation.  

5.3.6 Prior Permission Required to Communicate Official Papers 

No officer may, without prior and express permission of the Secretary to Government, 

make available to any unauthorised person, or make public or communicate to the Press 

or to individuals or make private copies of: documents, papers or information which that 

officer may have obtained in an official capacity, unless it is in the interest of 

Government to do so. Every public officer is required to exercise due care and diligence 

to prevent such knowledge from being disclosed or communicated or discovered.  

5.3.7 Production of Official Documents for Legal Proceedings 

All subpoena and other similar requests for government documents received by public 

officers shall be referred to the Office of the Attorney-General for appropriate legal 

advice. No government documents in the possession of a public officer are to be 

released until approval for such release has been obtained from the Attorney-General  

5.3.8 Officers Standing for Parliament 

An officer who wishes to stand for election to Parliament must comply with the 

provisions of the Public Service Act (Cap 97) and appropriate regulations.  

5.4 PECUNIARY EMBARRASSMENT 

5.4.1 Financial Embarrassment 

If an officer gets into serious financial difficulty for whatever reason it will be regarded 

as affecting the officer's efficiency. Whenever a Secretary or Head of Department 
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becomes aware that an officer within the Ministry is in serious financial difficulties the 

Secretary concerned must immediately report the facts to the Secretary to Government 

for consideration of the circumstances and the necessity for disciplinary proceedings.  

5.4.2 Circumstances to be Reported 

An officer who becomes so financially involved that the officer is unable to meet 

obligations is required at the earliest possible moment to place a complete statement of 

the facts of the case before the Secretary concerned for submission to the Secretary to 

Government.  

5.4.3 Embarrassed Officers Not to Handle Money 

Even where the circumstances do not warrant the interdiction of an officer from duty, in 

no case may an officer who is so financially involved that the officer is unable to meet 

any obligations continue to be employed on duties involving the handling of public 

money.  

5.4.4 Lending for Interest Between Officers Prohibited 

No officer shall borrow at interest from or make any loan at interest to any public officer 

in return for payment of a larger sum or any other valuable consideration whatsoever, or 

shall act as an intermediary between any public officer and a money lender or shall take 

part in collecting debts on behalf of a money lender. In particular no officer shall borrow 

money from a subordinate officer and no officer shall lend money to a senior officer. 

Officers who act in contravention of this GAO will render themselves liable to 

disciplinary actions and Secretaries and Heads of Department are responsible for 

reporting to the Secretary to Government anyone who is known to be contravening this 

GAO.  

5.4.5 Advice Available 

An officer who is in financial difficulties may seek advice in a confidential and private 

capacity from the Secretary to Government. The Secretary to Government is in a better 

position to assist officers if they seek advice during an early stage of indebtedness.  

5.5 GIFTS 

5.5.1 Receiving Gifts 

Officers are forbidden in the course of their official duties, to give or receive valuable 

gifts or presents (other than ordinary gifts from personal friends) whether in the form of 

money, goods, services, passages or manner of beneficial transaction and from giving 

presents or providing such benefits.  
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5.5.2 Where Gifts Cannot be Refused 

Gifts from public bodies or personages received in the course of public duty which 

cannot be refused without giving offence may be accepted;any gifts over the value of 

$50 must be reported and declared to the Secretary to Government.  

5.5.3 Gifts on Retirement or Death 

The provisions of GAO clause 5.5.2 with the consent of the Secretary to the Ministry 

concerned, to permit a voluntary contribution to be made for:  

(a) an officer permanently leaving the service  

(b) towards a tribute on the death of an officer.  

5.6 LEGAL PROCEEDINGS 

5.6.1 Officers Not to Institute Legal Proceedings 

Except where authorised by any law, officers may not institute legal proceedings on any 

matter connected with their official position or arising out of the discharge of their 

duties without the permission of the Attorney-General. Any request for permission to 

institute proceedings on such matters must be submitted to the Attorney-General 

through the officer's Secretary, giving full details of the issues involved.  

5.6.2 Officers Assisted in Certain Cases 

Whenever civil proceedings are instigated against officers which arise out of their 

official position, or are the result of an act performed by them in the course of their 

official duties, officers may apply through their Secretaries to the Attorney-General for 

assistance, giving full details of the issues involved. If the Attorney-General is satisfied 

that the proceedings have arisen through the officer acting in good faith in the 

performance of official duties and it is in the public interest that the officer should be 

defended, the Attorney-General may arrange for the officer's defence accordingly. 

Whether any damages or costs awarded against an officer in a civil suit are paid from 

public funds will be a matter for consideration on the facts of the case.  

5.6.3 Expert Evidence in Court 

A public officer may not, except as provided in the following GAO clauses 5.6.4 to 

5.6.7, give expert evidence in court in civil cases other than as a witness for the 

Government. No objection shall be raised to officer's giving evidence of a non-technical 

nature or evidence not connected with official duties.  
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5.6.4 Permission Required to Give Expert Evidence 

An officer who is requested to give voluntarily in Court advice or evidence of a 

technical nature in respect of which, by virtue of the officer's qualifications, and 

appointment, that officer is regarded as an expert, the officer must obtain permission 

from the Secretary concerned to do so, before complying with the request.  

5.6.5 Subpoenas to be Obeyed 

An officer who receives a subpoena to give evidence in Court must obey that subpoena.  

5.6.6 Expert's Fees 

Officers who receive fees in respect of technical advice or evidence which they give in 

court must inform the Secretary to Government.  

5.6.7 Leave to Attend Court 

(1) Except where it is part of the duties of a public officer to attend court in any 

capacity, an officer must first obtain leave of absence to do so from the Secretary.  

(2) Where leave of absence is requested so that an officer may attend court in a 

matter not related to official duties, a Secretary shall determine the time during 

which that officer may be absent from duty and whether that leave of absence 

should be deducted from the leave entitlement of that officer.  

(3) Where leave of absence is requested so that an officer may attend court as an 

accused person, the officer shall be granted leave of absence and the period of 

such absence from official duty shall be deducted from any leave entitlement.  

5.7 MISCONDUCT AND OFFENCES 

5.7.1 Reputation of the Service 

Any act by a public officer which may bring the Service into disrepute must be reported 

to the Secretary of the Ministry to which the officer in question belongs or is attached 

and the Secretary shall inform the Secretary to Government.  

5.7.2 Misconduct 

Misconduct consists of any act or omission contrary to the specific rules and regulations 

of the service or against the general interests of an efficient public service.  
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5.7.3 Unlawful Offence Implying Misconduct 

A public officer who has been convicted of an unlawful offence implying misconduct 

will be dealt with in compliance with GAO Chapter 6 Discipline. Officers convicted of 

any offence are responsible for reporting the matter to their Secretaries or Heads of 

Department.  

5.7.4 Unlawful Offences to be Reported 

A Secretary must report to the Secretary to Government every instance in which an 

officer is charged before a Court with a serious offence. As soon as the case is heard the 

Secretary to Government shall be informed of the outcome and where appropriate 

disciplinary proceeding will be instituted against the officer. A serious offence is one 

which is liable to a penalty of more than one hundred dollars and/or imprisonment for 

six months.  

5.7.5 Inefficiency 

Inefficiency cannot be established by a single act of incompetence. The exact definition 

must vary with the facts of the case, but it usually consists of a series of acts, or 

omissions, incompetence or misbehaviour, which, in themselves, are not serious enough 

to merit proceedings for misconduct, but which in their cumulative effect show that a 

public officer is not discharging the duties of office in an effective manner.  

5.7.6 Loss to Public Funds Surcharged 

If at any time public funds sustain a loss by reason of the neglect or fault of any officer, 

or through disregard for, or failure to comply with any provision of the General 

Administrative Orders, Financial Instructions or other administrative instructions, the 

officer shall, subject to Financial Instructions, be liable to be surcharged up to the 

amount of the loss. Any sums due to that officer by Government may be withheld in 

satisfaction of such surcharge.  

5.7.7 Driving Government Vehicles 

No officer may drive a Government vehicle unless the following conditions are satisfied 

—  

(a) the officer is in possession of a valid driving licence  

(b) the officer has the permission of a Secretary to drive the vehicle  

(c) there is an emergency such as the sudden absence or incapacity of the driver. 

In such cases the officer must report the matter immediately on completion of the 

journey to the officer who would normally authorise the journey in question.  
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5.7.8 Government Vehicles Not for Private Use 

(1) No officer may use a government vehicle for private purposes without the 

permission of the Secretary of that officer's Ministry. Permission will normally be 

granted for the use of Government transport for urgent official medical treatment 

and for the transport of an officer and the officer's personal effects on arrival and 

departure from the officer's station:  

(2) Provided that where a government vehicle is available to the general public at 

approved rates of hire, officers may hire that vehicle in the same manner as 

members of the general public.  

5.7.9 Offence to Carry Passengers 

It is a serious offence to carry passengers for payment in Government vehicles.  

5.8 REPRESENTATIONS AND PETITIONS 

5.8.1 Procedure for Making Representations 

(1) Any public officer who has any representations to make on any matter relating to 

the public service must address them in the first instance to the officer's Head of 

Department. If this does not achieve satisfaction the officer may then address the 

Secretary of the Ministry through the Head of Department.  

(2) If the Secretary or Head of Department is unable to settle the matter the officer 

will submit a full report to the Secretary to Government. If the matter is dealt with 

by the Head of Department or Secretary but not to the satisfaction of the officer 

concerned the latter may address the Secretary to Government through the Head 

of Department or Secretary.  

(3) These officers will forward the representations submitted together with their 

comments to the Secretary to Government. The Secretary to Government will, as 

appropriate, submit the matter to the Public Service Commission or to the Prime 

Minister as the Secretary to Government considers appropriate. The Secretary to 

Government will convey the decision to the officer.  

5.8.2 Complaints Against a Head of Department or Secretary 

In the event of a complaint being made against the Head of Department, an officer may 

address the Secretary of the Ministry direct. In the event of a complaint against a 

Secretary, the Head of Department or any officer may address the Secretary to 

Government.  
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5.8.3 Procedure Where Disciplinary Proceedings Involved 

The procedure for appeals against disciplinary matters is dealt with in Chapter 6, 

Discipline.  

CHAPTER 6 - DISCIPLINE 

6. GENERAL 

6.1.1 Authority 

The power to exercise disciplinary control over persons holding or acting in any public 

office is vested in the Public Service Commission, under section 149 of the Constitution.  

6.1.2 Doubtful Cases 

Any case not covered by this Chapter or the Public Service Commission Rules must be 

reported to the Secretary to Government who will refer it to the Public Service 

Commission for directions on the procedure to be followed.  

6.1.3 Delegated Powers of Secretaries 

The following disciplinary powers may be exercised by Secretaries:  

(a) deferment or withholding of the increment of any officer serving in any post 

(b) removal of a temporary officer from any post and the exercise of disciplinary 

power over such officer save where the officer has been convicted on substantially 

the same facts of a unlawful offence  

(c) issue of written warnings, reprimands and terminate pay to those officers who 

are absent from work without proper cause and evidence through submission of a 

leave form 

(d) the exercise of disciplinary proceedings and penalties with the 

recommendation to the Public Service Commission of demotion, dismissal or 

retirement in the interests of the service in respect of officers Level 6 and below. 

6.1.4 Delegated Powers to Other Public Officers 

(1) Public officers at classification Level 4 and above may exercise power to hold 

disciplinary discussions in accordance with the provisions of GAO clause 6.5.1. 

(2) Provided that such power shall not imply any power to reach any final decision or 

award of penalty, such decision and the award of penalty being made by the 

Secretary except where it is to be made by an authority superior to the Secretary.  
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6.1.5 Penalties 

The following are the penalties which may be imposed as a result of disciplinary action:  

(a) dismissal  

(b) reduction in classification level 

(c) reduction in salary  

(d) deferment of increment  

(e) withholding of increment  

(f) formal reprimand  

(g) forfeiture of emoluments withheld during a period of discipline. 

6.1.6 Retirement in the Interests of Service 

If on completion of disciplinary proceedings instituted for the dismissal of an officer, the 

Public Service Commission is of the opinion that the officer does not deserve to be 

dismissed but that the proceedings disclose grounds for removing that officer on the 

grounds of general inefficiency in the performance of duties it may remove the officer 

from the public service on such grounds.  

6.1.7 Loss of Benefits on Dismissal 

A public officer who is dismissed forfeits any rights to retirement benefits other than 

those to which the officer is entitled under the Tuvalu National Provident Fund Act. The 

officer will not be entitled to free transport facilities.  

6.1.8 Benefits of Retired Officers Retained 

An officer who is terminated for inefficiency is eligible for such retiring benefits as may 

be permitted under any law or regulation. Such officers will be eligible for leave and 

transport benefits as if they had retired.  

6.1.9 Loss of Allowances for Unsatisfactory Work 

The payment of all allowances is conditional upon the efficient performance of duties, 

and in any case in which no other disciplinary action is considered appropriate the 

Secretary to Government may withhold any such allowance in respect of an officer 

whose performance of duties is found to be unsatisfactory.  
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6.1.10 Reduction in Classification Level or Salary 

Reduction in classification level or reduction in salary may be imposed in any case 

where a penalty other than dismissal is appropriate. Reductions in classification level or 

salary are particularly appropriate penalties in cases of proven inefficiency.  

6.1.11 Withholding of Increments 

Where it is proposed to defer or withhold an increment having regard to any misconduct 

or dereliction of duty, a Secretary shall have regard to the gravity of the misconduct, if 

any, the nature of the officer's subsequent behaviour, and the officer's present degree of 

efficiency. A Secretary shall bear in mind that:  

(a) ‘Deferment’ is to be applied when for any reason there is a doubt and it is 

desired to reserve judgement and give further time for improvement. If the 

increment is granted it is given retrospectively from the date on which it originally 

became due.  

(b)  ‘Withholding’ an increment takes place if it is decided that an increment 

should not be granted with effect from the date it became due. Where an increment 

has been withheld for a period of less than one year the person concerned shall be 

entitled to draw increased salary as of the day following the close of the period for 

which the increment was withheld and shall be eligible for a further increment on 

the next normal incremental date. Where the increment has been held for a year 

the officer concerned shall be eligible for one increment, and no more, on the next 

incremental date.  

6.1.12 Secretary to Government Informed of Increments Withheld 

When a Secretary is of the opinion that an increment for an officer should be deferred or 

withheld on the grounds of unsatisfactory service during the previous year, or if a 

Secretary considers that an increment which has been deferred or withheld should be 

granted, the Secretary must inform the officer and shall forward a confidential report 

stating the reasons for the proposed action, to the Secretary to Government. 

6.1.13 Information on Disciplinary Proceedings 

Where in accordance with Public Service Commission Rules and General Administrative 

Orders, a Secretary authorises, initiates or recommends any disciplinary proceedings 

against an officer, the Secretary must inform the Secretary to Government who will 

inform the Public Service Commission of the action taken or proposed and must ensure 

that it is kept informed at each stage of the proceedings.  
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6.1.14 Commission May Resume Delegated Powers 

The Public Service Commission may resume the exercise of any delegated powers under 

PSC Rule 35, and may at its discretion initiate disciplinary proceedings or discontinue 

them.  

6.1.15 Proceedings Against Contract Officers 

Where it is necessary to institute disciplinary proceedings against a contract officer the 

procedure shall be as in the case of a permanent officer of the same salary level except 

that an officer's agreement may be terminated in accordance with the provisions of PSC 

Rule 42 if this is considered more appropriate.  

6.1.16 Proceedings Against Temporary Officers 

(1) Where it is necessary to institute proceedings against a temporary officer the 

procedure shall be as prescribed in PSC Rule 42 except that the appointment may 

be terminated at any time.  

(2) Disciplinary action may be taken by the Secretary of the Ministry concerned who 

may cause an investigation to be made in such manner as the investigating officer 

may think fit, provided that the officer shall be entitled to know the whole case 

forming the basis of the disciplinary proceedings and shall have an adequate 

opportunity of making a defence.  

(3) If the officer is convicted of a unlawful offence the Secretary of the Ministry 

concerned shall consider the judgement of the court on such charge (and the 

record of proceedings, if available) and shall decide whether the officer should be 

dismissed or subject to some lesser disciplinary punishment without any of the 

proceedings prescribed in GAO clause 6.1.16(2) being instituted.  

6.2 PRELIMINARY ACTION 

6.2.1 Procedure for Misconduct and Inefficiency 

All acts of misconduct or inefficiency by public officers shall be dealt with in accordance 

with the procedures laid down in the Public Service Commission Rules and in the 

General Administrative Orders with the minimum of delay. The value of disciplinary 

action is largely lost unless prompt action is taken at all stages and officers concerned 

with disciplinary action must give priority to deal with any papers referred to them or 

initiated by them in disciplinary cases.  
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6.2.2 Officers to be Notified 

It is the duty of every supervising officer who observes underperformance of a 

subordinate officer to give that person verbal notice of the underperformance and bring it 

to the attention of the Head of Department or Secretary of the Ministry.  

6.2.3 Warning Letters 

As soon as it comes to the notice of a Head of Department or a Secretary that the work of 

any subordinate officer is unsatisfactory, but that the unsatisfactory work or behaviour 

does not amount to misconduct, the Head of Department or Secretary shall inform the 

officer in writing of the underperformance, requesting that it be remedied.  

6.2.4 Warnings for Inefficiency 

Similarly, if it is considered that an officer's work is inefficient to the extent that the 

officer's services could be terminated for inefficiency, the officer must be warned in 

writing and given an opportunity to improve or offer an explanation for the inefficient 

conduct.  

6.2.5 Consequential Action by Secretaries 

After issuing a written warning and considering such written representations as the 

officer may make the Secretary will decide whether the officer has:  

(a) provided sufficient reasons to excuse the conduct in question, in which case the 

Secretary will advise the officer that the explanation was, in the circumstances, 

satisfactory  

(b) not provided sufficient reasons to excuse the conduct in question, but in the 

circumstances, no immediate punishment is warranted, in which case the Secretary 

will issue an appropriate formal written warning and require the officer to 

acknowledge receipt thereof in writing  

(c) not provided sufficient reasons to excuse the conduct in question and appears 

to deserve punishment, in which case disciplinary proceedings will be instituted.  

6.2.6 Formal Warnings 

A formal warning issued in accordance with GAO 6.2.4 must advise the officer of the 

consequences of in the case of:  

(a) misconduct, any repetition of the offender  

(b) inefficiency, a failure to improve. 

Copies of any formal warning will be copied to the Secretary to Government.  
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6.3 INTERDICTION OR SUSPENSION 

6.3.1 Misconduct to be Reported 

It is the duty of a supervising officer or Head of Department who becomes aware of the 

misconduct of a subordinate officer to report it to the Secretary of the relevant Ministry.  

6.3.2 Interdiction for an unlawful Offence or Serious Misconduct 

When the Secretary considers that the misconduct involves a unlawful offence, or is 

likely to result in the dismissal of the officer, or if the Secretary considers that the 

interests of the public service require that the officer should cease to exercise any powers 

and functions as a public officer, the Secretary shall forward a request to the Secretary to 

Government that the officer be interdicted from duty. The Secretary to Government shall 

refer the matter to the Public Service Commission for its decision.  

6.3.3 Urgent Action 

Where in the opinion of the Secretary it is necessary that the interdiction be made 

forthwith or where there would be a delay of more than 48 hours before a decision could 

be given by the Public Service Commission the Secretary may, after considering the 

circumstances of the case interdict the officer from duty, provided that the:  

(a) matter shall be reported to the Public Service Commission for consideration at 

its next meeting and the PSC may confirm or cancel the order for interdiction  

(b) power to issue such an order shall not be exercised by an officer below Level 

5. 

6.3.4 Emoluments Payable on Interdiction 

(1) An officer who is interdicted or suspended from duty will receive no salary.  

(2) If the officer is not convicted or a judgement of guilty is quashed on appeal by any 

Court, the emoluments withheld from the officer shall be restored.  

6.3.5 Secretary to Government to Inform Officers Interdicted 

The Secretary to Government shall inform officers concerned of their suspension and 

suspension of salary/emoluments. The Secretary to Government shall also inform 

officers of their right to make representations to the Commission concerning their 

suspension. The Commission may vary or confirm the decision in the light of such 

representations.  
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6.3.6 Emoluments Restored if Case Dismissed 

Where any disciplinary proceedings initiated against an officer do not result in the 

dismissal or punishment of an officer the whole of the emoluments withheld shall be 

restored to the officer when the final decision is made. Where any lesser punishment is 

awarded not amounting to dismissal, there shall be restored to the officer such proportion 

of any emoluments withheld as in the opinion of the Commission is justified in the 

circumstances of the case.  

6.3.7 Interdiction on an Offence 

When an officer is convicted of an unlawful offence likely to result in dismissal, the 

Secretary to that officer's Ministry will:  

(a) suspend the officer from duty and inform the officer accordingly in writing, if 

such action has not already occurred  

(b) inform the officer in writing that the officer's salary will be withheld in full 

until disciplinary proceedings are completed. 

6.3.8 Interdicted Officers Not to Leave Tuvalu 

(1) An officer who is under interdiction shall not leave Tuvalu without the permission 

of the Secretary of that officer's Ministry.  

(2) It shall be the duty of an officer under interdiction to leave with the Secretary an 

address within Tuvalu where the officer may be contacted at any time.  

6.3.9 Interdiction Not Applicable to Temporary Officers 

Interdiction should not be used in the case of staff on temporary terms or on hourly, daily 

or weekly rates. If a member of such staff is arrested on an unlawful charge and it is 

necessary to prevent that officer from performing any functions as a public officer 

pending the result of unlawful or disciplinary proceedings the officer's employment may 

be terminated forthwith by payment of the appropriate wages in lieu of notice. Such 

action should be taken on the understanding that if the officer is subsequently acquitted 

the officer may be re-engaged as from the date of acquittal or from the day following the 

expiration of the period for which the officer was paid in lieu of notice, whichever is the 

earlier.  

6.3.10 Availability of interdicted Officers 

Interdicted officers must keep the Ministry where they are employed informed of the 

address at which instructions to them can be delivered. If such officers fail to comply 

within twenty-four hours with any delivered instructions, they will be regarded as being 

absent from duty without permission.  
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6.4 PROCEEDINGS THE SUBJECT OF A UNLAWFUL CHARGE 

6.4.1 Procedure to be Followed in PSC Rules 

Where a preliminary investigation or any disciplinary enquiry discloses that an offence 

against any law may have been committed by an officer the procedure set out in PSC 

Rule 38 shall be followed.  

6.4.2 Police to be Informed 

When on preliminary enquiry into the misconduct of an officer a Secretary has reason to 

believe that an unlawful offence has been committed, the Secretary shall immediately 

inform the Police. If the Police are unable to take action the Secretary to Government 

will consult the Attorney-General as to whether a prosecution should be instituted. If the 

Attorney-General does not advise that the officer should be prosecuted, the Attorney-

General should nevertheless advise whether any disciplinary action should be taken and, 

if so, assist in framing the charges against the officer.  

6.4.3 Secretary for Finance, and Auditor-General to be Informed of Loss of 
Funds 

When in terms of the General Administrative Orders the offence believed to have been 

committed involves the misappropriation of public funds, the Secretary will immediately 

inform the Secretary for Finance, and the Auditor-General. The procedures for dealing 

with loss of funds generally are set out in the Financial Instructions.  

6.4.4 Proceedings to Await Outcome of Unlawful Prosecution 

In any case where unlawful proceedings are instituted against an officer, disciplinary 

proceedings on any grounds involved in the unlawful charge shall not be taken until the 

conclusion of unlawful proceedings and the determination of any appeal there from PSC 

Rule 38. 

6.4.5 Action Where Officer Acquitted 

An officer who is acquitted of a unlawful charge shall not be dismissed or otherwise 

punished in respect of that charge, but the officer may nonetheless be dismissed or 

otherwise punished on charges arising out of the officer's conduct in the matter unless the 

charges raise substantially the same issues on which the officer was acquitted.  
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6.4.6 Action Where Officer Convicted 

If an officer is adjudged guilty of an unlawful charge in a Court, the officer's Secretary 

shall bring the matter to the notice of the Secretary to Government together with any 

necessary recommendations. The Secretary to Government will invite the officer to make 

any representations in mitigation of the offence. The Secretary to Government shall 

forward the report to the Public Service Commission together with any recommendation 

as to penalty, a copy of the charge and judgement (and the record of proceedings of the 

Court, if available).  

6.4.7 Entitlement to Emoluments after Conviction 

An officer who is adjudged by a Court to be guilty of an unlawful charge serious enough 

to warrant dismissal from the Service shall not receive any emoluments with effect from 

the date of such judgement. If the judgement of guilty is quashed on appeal by any 

Court, the emoluments withheld from the officer shall forthwith be restored.  

6.5 DISCIPLINARY PROCEEDINGS AND THE PUBLIC SERVICE 
COMMISSION 

6.5.1 Procedures Under PSC Rules 

The procedures to be followed against public officers where disciplinary action is to be 

taken are as follows: 

(a) Disciplinary Action for Misconduct  

 The procedure for dismissal and the disciplinary procedure against an 

officer where the alleged misconduct does not warrant dismissal are set out 

in PSC Rule Part V – Discipline. 

(b) Retirement in the Public Interest  

 The procedure for retirement in the public interest is set out in PSC Rule 33. 

(c) Conviction of an Officer  

 The procedure to be followed on the conviction of a public officer is set out 

in PSC Rule 39. 

(d) Admission of an Offence  

 The procedure to be followed when a public officer admits an offence the 

subject of a disciplinary charge is set out in PSC Rule 38. 

6.5.2 Evidence to be Made Available to Officers 

An officer in respect of whom a disciplinary inquiry is to be held is entitled to receive a 

free copy of, or be allowed access to any documentary evidence relied upon for the 

purposes of the inquiry. The officer may also obtain copies of documents tendered in 
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evidence after the inquiry has closed, provided that the officer shall not be entitled to 

receive copies of any other official documents, other than those which may be given in 

evidence at the inquiry, nor recorded reasons for any decision.  

6.6 PROCEEDINGS FOR RETIREMENT IN THE PUBLIC INTEREST 

6.6.1 Procedure to be Followed 

The Procedure for retiring an officer in the public interest as a disciplinary measure is set 

out in detail in PSC Rule 33. 

6.7 APPEALS 

6.7.1 Appeals Where Power Delegated to Secretaries 

An officer, other than an officer on hourly or daily rates of pay, may appeal under PSC 

Rule 43 against a penalty imposed by a Secretary as a result of disciplinary proceedings. 

The Commission will decide on such appeal.  

6.7.2 Time Allowed for Appeals 

No appeal will be entertained unless it is received within three weeks of the date the 

decision was addressed to the officer, but the Commission may entertain an appeal out of 

time if, in the opinion of the Commission, circumstances warrant such an appeal.  

6.7.3 Second Appeal on New Evidence 

Only one appeal is allowed, but a second appeal within one month of the date the 

decision on an appeal under GAO clauses 6.7.1 and 6.7.2 is handed down may be 

allowed if the Commission is satisfied that the second appeal contains new and material 

facts which might have affected the former decision, and if adequate reasons are given 

for the non-disclosure of such facts in respect of the initial appeal.  

6.7.4 Decisions Not Invalidated by Failure to Notify Right of Appeal 

When a decision is addressed to an officer in respect of any disciplinary decision or 

penalty, the officer shall be informed that an appeal may be lodged within two weeks 

thereafter, but the decision will not be invalidated if the right of appeal is not 

communicated.  

6.7.5 Appeals by Police Officers 

The procedure to be followed in respect of an appeal by a police officer below the rank 

of Inspector from the decision by the Commissioner of Police shall be the same as that 
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prescribed in GAO clause 6.7.1 above in relation to a decision taken in respect of a 

public officer where power has been delegated to Secretaries.  

CHAPTER 7 - SALARIES, INCREMENTS AND RETIREMENT 
BENEFITS 

7.1 SALARIES 

7.1.1 Budgetary Provision 

Budgetary provision for the payment of salaries to public officers out of the Consolidated 

Fund is contained in the approved National Budget.  

7.1.2 Establishment Register 

The salary scale for a particular post is that shown in the Establishment Register forming 

part of the National Budget as amended from time to time.  

7.1.3 Currency for Payment of Salaries 

Salaries and allowances payable within Tuvalu and charged to the personal emolument 

item of an output will be paid in Australian currency.  

7.1.4 Officers Overseas 

An officer who is overseas and who is eligible to draw salary during that absence may be 

paid all or part of that salary in the currency of the overseas country in accordance with 

the exchange rate published by a bank under arrangements approved by the Ministry of 

Finance.  

7.1.5 Method of Payment 

All salaries will be paid into a bank account. Officers must notify the Ministry of 

Finance, by the first day of the month if they require any alternation in the method of 

payment.  

7.1.6 Calculation of Fortnightly Salary 

Fortnightly salaries will be calculated by dividing the annual salary by twenty six 

fortnights. A part of a fortnight’s salary will be calculated by dividing the fortnight’s 
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salary by the number of days of that fortnight and multiplying by the number of days 

employed in that fortnight including Saturdays, Sundays and Public Holidays.  

7.1.7 Salary on Appointment 

An officer’s salary on appointment will be at the minimum increment of the 

classification level they have been appointed at, and shall receive salaries from the date 

on which they assume duty. Current salary scales are as shown at the Salary Structure in 

the National Budget. Additional increments may be awarded in accordance with the 

provisions of GAO clause 7.2.3. 

7.1.8 Part-Time Staff 

Staff employed on a part time basis shall be paid pro rata of the classification level.  

7.1.9 Advances of Salary 

Advances of salary may only be made with the approval of the Secretary for Finance in 

accordance with Financial Instructions. 

7.1.10 Conditions Relating to Advance 

An officer may apply for an advance of salary in the following circumstances:  

(a) on first appointment  

(b) when proceeding on leave  

(c) on compassionate grounds in circumstances where an officer is put to 

unavoidable expense for which that officer could not have reasonably made prior 

provision. 

7.1.11 Applications for Advance 

Applications for advances under GAO clause 7.1.10 should be submitted to the Secretary 

for Finance, through an officer's Secretary, who will forward them to the Secretary for 

Finance with appropriate recommendations.  

7.2 INCREMENTS 

7.2.1 Entry Point for New Officers 

Every officer appointed to a post in the public service will enter the appropriate scale at 

the minimum point of the scale unless the Public Service Commission approves such 

officer entering the scale at any higher incremental point.  
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7.2.2 Incremental Date on Appointment 

On appointment, an officer's incremental date will be as follows:  

(a) if the officer assumes duty before 16th of a month, the 1st day of that month  

(b) if the officer assumes duty on or after 16th of a month, the 1st day of the 

following month 

(c) the first increment will be awarded on the first 12 month anniversary of the 

appointment date following successful completion of the six month probationary 

period as outlined in GAO clause 3.2.3. 

7.2.3 Future Incremental Date 

(1) Except where otherwise provided by law the incremental date of every officer 

shall be the first day of the month in which the officer was appointed in 

accordance with GAO clause 7.2.4 following completion of 12 months service 

and good work performance, except as provided in GAO clauses7.2.6 and GAO 

7.2.8. 

(2) The incremental date will not change when an officer changes post at the same 

level, it will only change on promotion. The incremental date will change when 

any leave without pay is taken for one month or more refer to GAO clause7.2.9. 

7.2.4 Salary on Promotion 

An officer promoted to a higher post will receive the salary of that new post from the 

effective date of the promotion and this will be the officers new increment date, 

calculated as follows:  

(a) If immediately prior to promotion the salary of the officer was less than the 

fixed salary of the new post, the officer shall be paid the fixed salary from the date 

that the officer assumes duty. 

(b) If immediately prior to promotion the salary of the officer was less than the 

minimum salary of the new post on the incremental scale the officer will be paid 

the minimum salary from the date that the officer assumes duty. 

(c) If immediately prior to promotion the salary of the officer was above the 

minimum salary of the new post of promotion the officer will enter the salary scale 

at the point immediately. 

7.2.5 Grant of Increments 

(1) No officer is entitled to increments as a right. Increments will only be granted 

where an officer's work performance, conduct and attendance are in all respects 

satisfactory.  
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(2) No officer will receive increments beyond the maximum of the salary scale 

attached to a post.  

7.2.6 Leave Periods and Increments 

Leave with pay shall be considered when an officer is to be awarded an increment, but 

leave without pay of one month (two fortnights) or more will be deferred by a period 

equivalent to the number of completed months of such leave in that year and that date 

shall become the future incremental date. If an officer takes 3 months leave without pay 

and their incremental due date is May then their new incremental date will be August of 

the same year. 

7.2.7 Incremental Certificates and Reports 

Four weeks before an officer's incremental date the Secretary or delegate shall conduct a 

performance appraisal in respect of each officer who is due for incremental credit. The 

performance appraisal will be sent to Human Resource Management for approval by the 

Secretary to Government, together with any observations the Secretary may wish to 

make. Form 6- Annual performance appraisal is at Annexe3. 

7.2.8 Payment of Increments 

Subject to the provisions of GAO clause 7.2.6, the Ministry for Finance will not pay any 

officer holding a post for which an increment bar has been established any increment at 

or above the level of that bar, unless approval has been produced establishing that the 

officer's work has been satisfactory.  

7.2.9 Criteria for Withholding Increments 

(1) Continual underperformance, unpunctuality or a poor record of attendance shall be 

sufficient reason to defer or withhold an increment and Secretaries must draw 

attention to any failings of officers in their Departments, including those listed in 

the schedule for the grant of increments.  

(2) However, the withholding of an increment is not an appropriate penalty for a 

particular dereliction of one duty where the officer qualifies for an increment in 

other respects. A reprimand might be more appropriate in such circumstances.  

7.2.10 No Increment on Probation 

An officer appointed to a post on probation is not eligible for an increment during the 

period of probation.  
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7.2.11 Officers Informed of Increments Withheld 

A Secretary when unable to certify that an officer has performed with efficiency, 

diligence and fidelity will notify the officer in writing. The Secretary will report to the 

Secretary to Government that the increment has been withheld and the Public Service 

Commission shall be informed.  

7.2.12 Increments Deferred 

Where the award of an increment has been deferred the increment may be granted as 

from the incremental date in which case arrears due may be paid to the officer.  

7.2.13 Increments Withheld for a Year 

Where an increment has been withheld for a year the officer concerned shall be eligible 

for one increment and no more on the next incremental date.  

7.2.14 Increments Deferred for Less Than a Year 

Where an increment has been deferred for a period of less than one year the officer 

concerned shall be entitled to draw the increased salary as from the day following the 

close of the period on which the increment has been deferred and shall be eligible for a 

further increment at the next incremental date.  

7.3 RETIREMENT BENEFITS & GRATUITIES 

7.3.1 Authority for Calculating Pensions and Gratuities 

(1) The Calculation of any retirement benefits due to a permanent officer in the Public 

Service is the responsibility of the General Manager of the Tuvalu National 

Provident Fund in accordance with the relevant provisions of the Tuvalu Provident 

Fund Act.  

(2) The authority for the payment of gratuities not covered by the Tuvalu National 

Provident Fund Act remains the responsibility of the Government of Tuvalu.  

7.3.2 Benefits Not Payable on Dismissal 

An officer who is dismissed forfeits the right to any terminal benefits other than those 

provided for under the Tuvalu National Provident Fund Act.  



Arrangement of Sections  General Administrative Order 2016 

 

 

Page 78 SL No09 of 2016 


  

 

7.3.3 Calculations by Secretary to Government 

Contractual gratuities in respect of officers recruited from overseas will be calculated by 

the appropriate Secretary for approval by the Secretary to Government and paid by the 

Ministry of Finance, in accordance with the provisions of their agreements.  

7.3.4 Gratuities When Officer Interdicted 

Where the stipulated period of service of an officer serving on contract terms terminates 

while the officer is interdicted pending the hearing of a unlawful charge or on 

disciplinary proceedings, the officer shall not be entitled to receive any gratuity in 

respect of that period of service before the case is determined. 

CHAPTER 8 - CASUAL WORKERS 

8.1 CONDITIONS OF SERVICE 

8.1.1 General 

The conditions of service for a casual worker are set out in this Chapter. A casual worker 

means an employee of the Tuvalu Government who does not hold an established post, 

and whose emoluments are fixed on an hourly basis.  

8.1.2 Casual Workers 

(1) A casual worker is a worker in the four occupational groups in GAO clause 8.1.3, 

who is on contract at will and whose employment may be terminated by either 

party at the close of work on any day.  

(2) When a casual worker has completed 12 months service with Government 

(excluding breaks in service) that casual employee becomes eligible to become a 

casual worker on a fortnightly contractual basis terminable by either party on 

giving a fortnight's notice. 

(3) The number of casual workers and casual workers which can be employed at any 

time is subject to financial provisions being made in the National Budget. No 

casual worker may become casual if financial provision is not made for additional 

posts.  

(4) The term casual worker does not include workers who are recruited and employed 

for a specific project irrespective of the length of that project.  
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8.1.3 Occupational Groups 

All hourly paid workers who do not hold an established post will be separated in four 

occupation groups as follows:  

Group 1: Supervisors  

Group 2: Skilled artisans  

Group 3: Semi-skilled artisans  

Group 4: Unskilled labourers and other employees. 

8.1.4 Scales of Pay 

Current pay rates are attached as in Wage Structure for casual workers in the National 

Budget. Wages will be paid fortnightly. Casual workers who resign at times other than 

the fortnightly pay period should be paid out within 48 hours of notice being received.  

8.1.5 Overtime 

(1) Overtime will be payable at the following rates:  

(a) time and a half for each hour worked in excess of eight hours worked on a 

weekday  

(b) time and half for each hour worked on a Saturday  

(c) double time for each hour worked on a Sunday or public holiday. 

(2) These provisions do not apply to workers who will be paid abnormal allowance in 

lieu of overtime refer to GAO clause 8.1.14. 

(3) Overtime should not be worked unless it is essential and this should be so certified 

on Form P10 - Overtime Claim covering the timesheet by the Supervising 

Officer.  

(4) Wherever possible time off should be given in lieu of overtime.  

(5) Overtime must in any case be within the budgetary provision for the project and 

the allocation to the relevant expenditure head.  

8.1.6 Occupational Groups and Job Classifications 

(1) Labourers are casual workers in Group 4 unless they have passed some form of 

trade test to indicate that they have acquired a trade skill.  

(2) Semi-skilled and skilled artisans and tradesmen such as mechanics, plumbers, 

painters and fitters etc. will be paid in Groups 2 and 3. No worker should pass 

from Group 3 to Group 2 without a certificate from the Head of Department 

endorsed by the Secretary to the Ministry that the employee's service has been 
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satisfactory in every way and that the employee has acquired the necessary 

knowledge and experience to be regarded as a skilled artisan.  

(3) Group 1 is reserved for supervisors and no one is to be appointed to such a group 

without the express approval of the Secretary to the Ministry concerned.  

8.1.7 Increments 

(1) Increments will be paid annually subject to the employee having completed a 

satisfactory year's work. On first appointment incremental credit within the 

appropriate Group will be given on the basis of one increment for each year of 

relevant experience after possession of the minimum qualifications required.  

(2) Incremental dates on appointment, re-appointment or promotion will be 

determined as follows:  

(a) the first day of the month in which an employee assumes duty between the 

1st and 15th day of the month  

(b) the first day of the month following that in which an employee assumes 

duty between the 16th and the last day.  

8.1.8 Leave 

(1) A casual worker will be entitled to leave after having completed twelve month's 

employment with Government without a break.  

(2) Current leave entitlements will be applied as at GAO clause 9.1.1. All annual 

leave forms, Form P12 – Application for Leave must be submitted at least two 

weeks prior to the leave being taken. 

(3) For the purposes of leave calculations, Saturdays, Sundays and Public Holidays 

shall not count against leave entitlement.  

(4) Casual workers will be required to take leave annually following 12 months of 

service. 

(5) Casual workers shall be entitled to a maximum of 10 days sick leave per annum.  

(6) Absence from work due to illness or convalescence in any way due to the 

employee's own misconduct or negligence will be without pay. Secretaries must 

ensure that a sick leave register is maintained in respect of casual workers under 

their control.  

8.1.9 Passages and Travelling Time 

(1) Subject to GAO clause 8.1.8(4) a free return passage to their home islands will be 

granted to all employees, their spouses and children (up to a maximum of 4 adult 

fares) after every two years. The entitlement is to deck class travel. Employees in 
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Group 1 of the Occupational Groups in GAO clause 8.1.3 are entitled to second 

class travel.  

(2) Travelling time shall be granted in accordance with the provisions of GAO clauses 

9.1.22 and 9.1.23 in respect of permanent officers, casual workers should be 

warned before going on leave that any period of absence in excess of earned 

leave and travelling time would normally constitute a break in service, would not 

be paid for and would not count towards any benefits for which they may 

subsequently become eligible. Exceptional cases will continue to be treated on 

their merits.  

(3) Subject to GAO clause 9.1.26 the provisions of (1) and (2) above will apply to all 

casual workers, although Ministries and Departments should make every effort to 

ensure that all employees in Groups 4 and 3 are engaged on their home islands, in 

so far as this is possible, to minimize passage costs and accommodation problems 

elsewhere.  

8.1.10 Accident Pay and Benefits 

When a casual worker is prevented from working owing to injury caused by an accident 

arising from and in the course of employment, that employee would normally be entitled 

to periodical payment under the Workmen's Compensation Act 2008. However as those 

payments do not become payable until an employee has been away from work for more 

than three days, sick leave on full pay will be granted in respect of these three days.  

8.1.11 Public Holidays 

Casual workers will be eligible for public holidays on full pay provided they work the 

preceding and following working days. This provision does not apply to abnormal 

workers refer to GAO clause 8.1.14. 

8.1.12 Tool Allowances 

Casual workers required to purchase and maintain full sets of tools will receive an 

allowance as prescribed in the Allowance Circular. Tool allowances will be payable only 

for days actually worked.  

8.1.13 Dirt Allowance 

(1) An allowance as prescribed in the Allowance Circular will be paid per job 

irrespective of the time involved for an officer engaged on dirt work involving the 

removal and disposal of faecal matter.  
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(2) As prescribed in the Allowance Circular will be paid per person per job regardless 

of the time involved for an officer who is exposed directly to waste grey water 

trapped in the sink trap junction.  

(3) As prescribed in the Allowance Circular will be paid to an officer whose duties 

entail cleaning toilets in any government vessel or building including the 

Governor-General, Prime Minister and Minister’s residence.  

8.1.14 Abnormal work Allowance 

(1) Casual workers required to work intermittent hours which cover weekends and 

public holidays and evenings and mornings outside normal hours will be paid an 

abnormal allowance.  

(2) The abnormal allowance will be paid at a rate of 15% of the appropriate hourly 

rate of pay rounded up to the nearest cent at the end of each fortnightly pay period. 

Thus a shift worker paid at $1.60 an hour who works 80 hours per fortnight would 

be paid as follows:  

Pay $1.60 x 80 $128.00  

Abnormal allowance at 15% $19.20  

$147.20  

8.1.15 Per diem Allowance 

(1) Casual workers travelling on duty within Tuvalu maybe paid a per diem allowance 

at a rate prescribed in the Allowance Circular.  

(2) Per diem allowance will not be paid to workers in Group 4 and above save in 

exceptional circumstances where it is not possible to engage employees at the site.  

(3) Per diem allowance will not be paid for broken periods of 24 hours which do not 

include a full night's absence from headquarters.  

8.1.16 Disturbance Allowance 

A casual worker who is required to work away from the normal place of work will be 

regarded as on temporary transfer and will be eligible for disturbance allowance at the 

rates prescribed in the Allowance Circular. 

8.1.17 Service Record Cards 

It is essential that Ministries and Departments employing casual workers maintain 

records of employment so that claims for leave can be confirmed or otherwise. If a casual 

worker is transferred from one Ministry to another the receiving Ministry should ensure 

that the record card or equivalent is passed on to it.  
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8.1.18 Discipline 

(1) The responsibility for disciplinary action in respect of casual workers ultimately 

rests with casual workers should be advised that those whose work is 

unsatisfactory will be discharged subject to the appropriate notice being given or 

payment in lieu.  

(2) Any casual worker found guilty of misconduct may be summarily dismissed 

without notice or payment in lieu.  

(3) Absenteeism without a medical certificate or a valid excuse is a disciplinary 

offence.  

(4) The following penalties may be awarded to casual workers:  

(a) reprimanded (in writing)  

(b) deferment of increment  

(c) stoppage of increment  

(d) downgrade to a lower group  

(e) discharge  

(f) dismissal.  

(5) A casual worker is entitled to full details of any matter the subject of disciplinary 

proceedings, and shall be given reasonable time to prepare a case in response. 

Where a penalty is inflicted by the Head of Department who has been delegated 

such powers, the casual worker shall have the right of appeal to the Secretary but 

no further. Where a penalty is inflicted by a Secretary a casual worker shall have 

the right of appeal to the Secretary to Government but no further.  

8.1.19 General Enquiries 

This chapter contains the conditions of service of all Government casual workers in 

Tuvalu. Any queries on conditions of service should be addressed to the Secretary to 

Government with copies to the Secretary for Finance, and the Auditor General.  

8.1.20 Casual Hours of Work 

(1) The normal working week will comprise 40 hours and may be any period of 8 

hours between the hours of 7.30 am and 4.30 pm daily. 

(2) The present hours for casual workers are from 0730 hrs to 1230 hrs and from 1330 

hrs to 1630 hrs, Mondays to Fridays. Provided that the working hours for a night 

watchman shall be 6pm to 6am daily.  
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8.1.21 Authority to Appoint Casual Workers 

The appointment of casual or casual workers is the responsibility of the responsible 

Secretary.  

8.1.22 Age Restriction 

No person who has attained the age of 55 years may be offered employment as a casual 

worker. Similarly, no casual worker who has attained the age of 55 years will be allowed 

to continue to be employed by government.  

CHAPTER 9 - LEAVE 

9.1 ANNUAL LEAVE 

9.1.1 Entitlement to Annual Leave 

(1) Subject to the requirements of the service, all officers employed on permanent, 

probation or temporary terms and those employed on contract terms shall be 

granted leave by their Secretaries or Heads of Departments in accordance with 

their entitlement as specified in this Chapter. Contract officers leave rate within 

the terms of their contracts shall retain that entitlement.  

(2) Annual leave entitlements may be accrued for up to two annual leave entitlements 

and only with the Secretary to Government approval, any officer who accrues 

any more than two years annual leave will be notified to use the leave or it 

will be removed from the officers leave balance; all officers are encouraged to 

use their annual leave entitlements throughout each accrual year. All annual leave 

must be submitted using, Form P9 – Application for Leave at least two weeks 

prior to the leave being taken. 

9.1.2 Annual Leave Rates - Full Time Officers 

An officer in full time employment is entitled to annual leave according to the salary 

level and rates set out below:  

Salary Level Annual Leave Working Days 

L10to L7 – 24 days 

L 6 to L 5 – 26 days 

L 4 and above – 30  
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9.1.3 Annual Leave Rates - Contract Officers 

Contract officers are entitled to annual leave in accordance with the terms of their 

contract. Should a contract be silent on the issue of annual leave, a contract officer will 

be entitled to 20 working days leave per year.  

9.1.4 Annual Leave Rates - Temporary Officers 

Temporary officers shall be entitled to annual leave rates equivalent to the post that the 

officer holds.  

9.1.5 Part Time Employment 

An officer in part time employment is is entitled to pro rata annual leave calculated on 

the officer’s hours of work. 

9.1.6 Calculation of Working Days 

For the purpose of this Chapter Saturdays, Sundays, Public Holidays, Community Island 

days shall not count as working days.  

9.1.7 Change in Leave Rates 

When, during the course of a leave year, an officer is promoted and becomes entitled to a 

higher leave rate the officer’s entitlement in that year will be calculated at the higher 

(current) leave rate for that year. 

9.1.8 Applications for Leave 

(1) Applications for annual leave must be received by an officer's Secretary or Head 

of Department at least two weeks before such officer's leave date.  

(2) In the case of Secretaries, their applications for leave will be submitted to the 

Secretary to Government for approval at least two weeks prior to such officer's 

leave date.  

(3) In the case of Heads of Department, their applications for leave will be submitted 

to the Secretaries of their Ministries for approval at least two weeks prior to such 

officers' leave dates.  

9.1.9 Leave Year 

(1) The leave year is from the 1st January to the 31st December and annual leave may 

be taken at any time during the leave year, subject to the approval of the officer's 

Secretary or Head of Department as the case may be.  
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(2) No officer will be allowed any leave in advance of that officer's leave year.  

(3) In the first year of service annual leave shall be calculated on a pro rata basis 

based on service worked in that year. 

9.1.10 Incomplete Leave Year 

Officers who will not complete a full leave year may be granted one twelfth of their 

leave entitlement for a full leave year for each completed month of service during that 

year. The value of any excess leave taken during an incomplete leave year will be 

recovered from an officer.  

9.1.11 Accumulation of Leave 

(1) In special circumstances a Secretary may approve the accumulation of annual 

leave for a maximum of two years. The Secretary to Government must be 

informed whenever an officer is given authority to accumulate leave.  

(2) Circumstances in which permission to accumulate leave may be granted are:  

(a) in the public interest  

(b) on compassionate grounds. 

(3) The Secretary to Government may approve the accumulation of an officer's leave 

beyond the maximum limit specified in (1) above only if it is in the public interest 

to do so.  

9.1.12 Broken Leave Periods 

Annual leave may be taken in more than one period or in single days subject to the 

approval of the officer's Head of Department, or Secretary.  

9.1.13 Leave Records 

(1) When an officer applies for leave, Secretaries will submit copies of leave Form 

P9 – Application for Leaveto the Secretary to Government, Secretary for 

Finance, and the Auditor-General will retain one copy.  

(2) The Secretary to Government shall maintain a complete record of annual and sick 

leave on the personal files of officers based on the returns from Secretaries.  

(3) Returns should cover both annual and sick leave and Secretaries are responsible 

for ensuring that the Secretary to Government, Secretary for Finance, and Auditor-

General are informed of any variation in the approved leave arrangements 

including late returns from leave.  
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9.1.14 Leave Rosters 

(1) Secretaries are responsible for ensuring that leave rosters are prepared in respect of 

all officers in their Ministries.  

(2) Copies of all leave rosters should be sent to the Secretary to Government no later 

than 15th December each year and should be widely circulated within the Ministry 

or Department concerned.  

9.1.15 Extension of Leave 

The Secretary to Government may at an officer's request extend leave on full pay or 

without pay if it is in the public interest to do so. Such paid leave may be taken within 

the current leave entitlement of the officer or held against any future entitlement.  

9.1.16 Leave Without Pay 

(1) On the recommendation of a Secretary, the Secretary to Government may grant 

leave without pay to officers who have exhausted their annual leave entitlement. 

Leave without pay will only be approved where there are compassionate or other 

special reasons and should not exceed a period of six weeks.  

(2) Married officers are encouraged to take their spouses with them whilst on training 

overseas. If the spouse is a civil servant leave without pay may be granted by the 

Secretary to Government upon request for the full training period.  

(3) Any period granted as leave without pay will not be taken into account as part of 

an officer's service when assessing such officer's incremental date and contribution 

to the Tuvalu National Provident Fund.  

9.1.17 Training Courses 

The first three months of any period spent by an officer on an approved training course 

will be regarded as duty and will qualify for leave-in the normal way. Thereafter, officers 

sent on training courses will retain their outstanding entitlement to annual leave except 

that an officer who is absent on an extended training course may not accumulate more 

than one year's annual leave entitlement.  

9.1.18 Sickness During Leave 

On the recommendation of a medical officer or a medical assistant in the case of an outer 

island a Secretary may grant an officer who falls sick during annual leave an extension of 

leave to cover the period of such sickness. The extension will be regarded as sick leave.  



Arrangement of Sections  General Administrative Order 2016 

 

 

Page 88 SL No09 of 2016 


  

 

9.1.19 Earned Leave Due on Death 

When an officer dies the monetary value of any earned leave may be paid to that officer's 

spouse or, if the officer has no spouse, to that officer's estate.  

9.1.20 Forfeiture of Leave 

An officer who is dismissed or who leaves the service without giving due notice will 

forfeit any annual leave not taken.  

9.1.21 Advance of Leave Salary 

An officer may be paid leave salary in advance in accordance with GAO clauses 

7.1.11and 7.1.12. 

9.1.22 Travelling Time to Home Island 

A Secretary or Head of Department may grant officers who travel to their home islands 

for their annual leave sufficient travelling time for the journey by the most direct route. 

Such travelling time shall be additional to their general leave entitlement.  

9.1.23 Travelling Time to Other Destinations 

Officers who travel to a destination other than their home island may be granted 

travelling time as follows:  

(a) sufficient time for the journey to their destination by the most direct route  

(b) the travelling time necessary for such officer's to visit their home island by the 

most direct route; whichever is lesser.  

9.1.25 Reporting Arrival on Leave 

Officers granted travelling time shall report the date of their arrival at their destination to 

their Secretary or Head of Department by facsimile.  

9.1.26 Overstayed Leave 

(1) Officers who are prevented from returning to duty at their usual post on the due 

day after leave must report the circumstances to their Secretary or Head of 

Department. Overstayed leave will be treated as leave without pay unless and until 

an officer provides an acceptable explanation.  
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(2) If an acceptable explanation is provided, the overstayed leave will be deducted 

from the officer's future leave entitlement unless the officer specifically requests 

that the overstayed leave be treated as leave without pay.  

(3) An officer who overstays leave without an acceptable explanation is liable to 

disciplinary action.  

9.1.27 Leave Passage: Officers' Families 

(1) An officer's free passage entitlement for their wife or husband either working or 

not and family for leave purposes arises only within one month of that officer 

travelling to or from leave unless the Secretary to Government approves special 

circumstances.  

(2) All officers including Funafuti residents and mission staff who opted to take 

his/her leave entitlement in any place other than his/her home island shall be 

entitled to the free leave passage under paragraph (1) of this Order, calculated to 

the cost of a sea passage at the rates outlined in Appendix 13A (3) from Funafuti 

to the officer’s home island, and for Funafuti residents the amount equivalent to a 

passage to Nanumea. 

(3) The entitlement shall neither be reimbursable where the actual expense is less than 

the passage entitlement nor paid in cash to the officer.  

(4) The entitlement shall lapse if the officer fails to take his/her leave for that leave 

year.  

9.2 SICK AND CARERS LEAVE 

9.2.1 General 

(1) Subject to (2) below and to GAO clauses 9.2.4 and 9.2.5, periods during which an 

officer is absent from duty because of illness will be regarded as sick/carers leave.  

(2) Officers absent through illness arising from their own negligence or misconduct 

will not be granted sick leave, and unless the Secretary to Government directs 

otherwise, after taking the advice of the Director of Health, shall not be paid for 

the period concerned.  

(3) Carers leave is to be used for immediate family members, including spouse, 

children and parents only. 

9.2.2 Reporting Sickness 

Officers absent from work because of illness shall immediately report the fact to their 

supervising officer who shall inform the relevant Head of Department. Heads of 

Departments shall report their absence through illness to Secretaries and Secretaries shall 
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report their absence through illness to Secretary to Government. All officers must 

complete the Form P12-Application for Leave in all cases of sick leave. 

9.2.3 Medical Certificate 

(1) Officers absent through illness for more than two (2) days must wherever possible 

report to a Government Medical Officer, or a Medical Assistant in the case of an 

outer island, with a view to obtaining a certificate to the effect that their absence is 

justified through ill health.  

(2) Medical Officers, or Medical Assistants in the case of outer islands, will send 

certificates in respect of absence through ill health to the Head of the officer's 

Department or Secretary as the case may be with a copy to the Secretary to 

Government. 

9.2.4 General Entitlement to Sick/Carers Leave 

Permanent officers shall be entitled to 10 working days sick/carers leave in any 12 month 

period. Any portion of this entitlement that is not taken/used will be rolled over and 

accumulated to the following years. 

9.2.5 Entitlement in Cases of Extended Illness 

In cases of serious illness extending beyond the 10 days allowed in GAO clause 9.2.4 

above, the Secretary to Government may grant a permanent officer additional sick leave 

as follows:  

(a) an officer may be granted a further 10 working days sick leave in addition to 

GAO clause 9.2.4 

(b) the officer will then be required to use up any annual leave standing to that 

Human Resource Management and Finance, if not will result in an officers 

suspension of pay. 

9.2.6 Medical Board 

If, after the grant of the sick leave referred to in GAO clause 9.2.5 above the officer is 

still not fit to resume duty, the Secretary to Government will request the Secretary for 

Health to convene a Medical Board, which shall advise the Secretary for Health and the 

Secretary to the officer's Ministry as to whether the officer is likely to be able to resume 

duty within a reasonable time. Their report shall be forwarded to the Secretary to 

Government who may, having regard to the recommendations in the report and, subject 

to any decision to retire the officer on medical grounds, grant extended sick leave as 

provided in GAO clause 9.2.7.  
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9.2.7 Further Extended Sick Leave as Recommended by Medical Board 

Subject to the recommendations of the medical board as to the likelihood of the officer 

recovering, further extended sick leave may be granted as follows:  

(a) Up to a maximum of 70 further working days on half pay, followed by  

(b) Up to a maximum of 70 further working days without pay which shall not be 

counted as a break in permanent service.  

A medical report shall be obtained for each extension of sick leave granted.  

9.2.8 Probationary Officers and Temporary Officers 

Probationary officers and temporary officers shall be entitled to the same sick leave 

entitlement as permanent officers.  

9.2.9 Recurrence of Sickness 

When an officer who has been granted the maximum period of paid sick leave 

falls sick within one year of the date of that officer's return to duty, the period of 

sickness shall be regarded as continuous with the period of sickness for which 

sick leave was last granted.  

9.2.10 Contract Officers 

Contract officers shall be entitled to sick leave in accordance with the terms of their 

contract.  

9.2.11 Casual Workers 

(1) Casual workers shall be entitled to a maximum of 10 days sick leave per annum.  

(2) Absence from work due to illness or convalescence in any way due to the 

employee's own misconduct or negligence will be without pay. Secretaries must 

ensure that a sick leave register is maintained in respect of casual workers under 

their control.  

9.2.12 Retirement in the Public Interest 

In the case of severe and chronic illness which severely limits or otherwise reduces the 

capacity of officers to efficiently perform their duties, consideration should be given to 

retiring such officers in the public interest.  
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9.2.13 Injury on Duty 

(1) An officer who is absent from duty because of illness due to injury or disease 

sustained in the actual discharge of duties, without any default on the part of that 

officer, may be granted sick leave provided for under GAO clauses 9.2.5 and 

9.2.7, irrespective of the conditions of service.  

(2) In the case of a permanent officer diseased or injured on duty, the sick leave 

referred to in GAO clause 9.2.7, may with the approval of the Secretary to 

Government be on full pay.  

9.3 MISCELLANEOUS 

9.3.1 Maternity Leave | Adoption Leave | Paternity Leave 

(1) Maternity Leave - All female officers, regardless of status, shall be granted 

maternity leave. On receipt of a medical certificate and advice an officer may 

work up to two weeks prior to the confinement date, and therefore use the 

remaining maternity leave period following the birth. Leave forms must be 

submitted at least two weeks prior to the starting date of the maternity leave. 

(2) Adoption Leave - All female officers, regardless of status, shall be granted 

adoption leave for babies up to 12 months old. On receipt of a baby’s legal birth 

certificate and adoption papers an officer will be granted 30 days adoption leave. 

Leave forms must be submitted at least two weeks prior to the starting date of the 

adoption leave. 

(3) Paternity Leave – All male officers, regardless of status, shall be granted 10 days 

paternity leave to support mothers in caring for the new baby, this supports both 

maternity and adoption leave purposes. A birth certificate and/or legal adoption 

papers for the baby must be provided with the leave form at least two weeks prior 

to the starting date of the paternity leave. 

9.3.2 Calculation of Maternity Leave 

All female officers shall be entitled to a maximum of 60 working days maternity leave 

on full pay. Where a Medical Officer certifies that on medical grounds it is necessary to 

extend the period of leave the Secretary to Government may approve a further extension 

of leave without pay.  

9.3.3 Nursing Mothers 

Nursing Mothers shall be allowed half an hour twice a day to feed her baby. 
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9.3.4 Failure to Resume Duty 

A female officer who fails to return to duty within the period prescribed in GAO clause 

9.3.2 will be deemed to have resigned, unless there are medical reasons submitted to the 

Secretary to Government before the expiry of the period prescribed justifying the grant 

of sick leave. Any period of absence beyond the period prescribed in GAO clause 9.3.2 

will be unpaid.  

9.3.5 Study Leave 

The arrangements pertaining to leave during training are set out in GAO Chapter 11 and 

in particular GAO clause 11.2.6.  

9.3.6 Other leave types 

Other leave may be granted by the Secretary to Government on the ground of public 

policy or interest up to a maximum of 5 days.  Other leave types include: 

(a) Compassionate/Bereavement Leave- to attend a funeral for immediate family, 

including wife or husband, children and parents only 

(b) Urgent private affairs– (family dispute/housing or medical emergency) 

9.3.7 Leave to Take Examination 

An officer may be granted leave on full pay to take an approved and authorised 

examination for the shortest period required to enable the officer to reach the appointed 

place, take the examination and return to his post.  

9.3.8 Leave to be Planned 

Leave must as far as possible be so arranged that the employment of extra staff is 

unnecessary and the business of the Ministry can be carried on. Extra staff will only be 

employed where an officer takes long leave and the Secretary considers it essential to 

engage a substitute.  

9.3.9 Officers Responsible for Cash or Assets 

When an officer in proceeding on leave or transfer is responsible for cash or 

government assets the procedures laid down in Financial Instructions will be followed. 

Except as provided therein, any officer leaving post without obtaining the necessary 

certificate from the officer's successor will be liable for any deficiency which may 

subsequently be discovered.  
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9.3.10 Handover Notes 

(1) A Secretary or Head of Department who is proceeding on long leave must leave a 

memorandum of instructions affecting the Ministry or Department for the 

guidance of the officer's successor, and a duplicate of this memorandum should 

be forwarded to the Secretary to Government.  

(2) All other officers who are proceeding on long leave, moving or transferring to a 

new post or new ministry/department must complete Form P7 – Handover 

Notes prior to going on leave or moving posts. A copy of the Form P7 and the 

job description for the post must be given to the Secretary of the Ministry and 

the new officer upon taking up the new post and duties. 

CHAPTER 10 ALLOWANCES 

10.1 General 

Acting, Responsibility, Overtime, Shift, and Abnormal  

For all current allowance rates refer to the Allowance Circular from Human Resource 

Management. 

10.1.1 Claims for Allowances 

Claims for allowances shall be addressed to Secretaries through an officer's Head of 

Department who will certify in each case that the allowance is authorised and the cost 

properly incurred.  

10.1.2 Payment of Allowances 

(1) Salaries and allowances chargeable to a personal emoluments item of a vote will 

be paid directly by the Ministry of Finance under arrangements prescribed by the 

Secretary for Finance from time to time.  

(2) Salaries and allowances not chargeable to the personal emoluments item of a vote 

will be paid under arrangements made by the Secretary for Finance from time to 

time.  

(3) The payment of leave salary in advance will be dealt with in accordance with 

Financial Instructions, see GAO clauses 7.1.10 to 7.1.12. 

10.1.3 Imprests for Subsistence 

(1) Officers required to travel on duty within and outside of Tuvalu in circumstances 

where they are eligible for subsistence allowance may be granted an imprest of 

an amount sufficient to cover any anticipated expenses. Applications of the grant 

of an imprest should be sent to the Secretary for Finance in accordance with the 
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provisions of Financial Instructions. Officers in receipt of an imprest shall retire 

the imprest within 14 days of their return to their place of duty. The expenses not 

accepted as part of the imprest shall be recovered from the officer.  

(2) The chargeable items to the imprest account are provided in the Allowance 

Circular. 

10.2 ACTING ALLOWANCE 

10.2.1 Acting Allowances Payable 

An acting allowance will be payable from the date of commencement of an officer's 

acting appointment to the date immediately preceding the date of its termination (both 

days inclusive) subject to the provisions of GAO clauses 10.2.2 and 10.2.3. 

10.2.2 Acting Allowance When on Leave 

An officer drawing acting allowance may continue to draw it whilst on vacation leave, 

provided it has not been necessary to appoint another officer to perform the duties of the 

post in which that officer is acting. Such leave must not exceed 5 working days at any 

time or 20 working days in any leave year.  

10.2.3 Acting Allowance When Officer Incapacitated 

An officer who, whilst drawing acting allowance, is incapacitated by illness may 

receive the appropriate acting allowance from the commencement of such incapacity, 

unless it has been necessary to appoint another officer to perform the duties of the 

temporary vacant post. In such cases the officer so appointed will draw it from the date 

of appointment, and the first officer will cease to draw it from the same date.  

10.2.4 Rate of Acting Allowance 

The rate of allowance payable to an officer on receipt of an acting allowance at a higher 

level will be the difference between the officer's substantive salary and the point in the 

scale of the higher post immediately above that substantive salary. 

10.3 RESPONSIBILITY ALLOWANCE 

10.3.1 When Allowance Paid – to officers who are given additional tasks at the 
same level 

When an officer is required to undertake duties in addition to and at the same level of 

that officer's substantive office for 7 calendar days or more, either because of the 

absence of another officer, or because of a temporary change in the Organisation of the 

Ministry or Department, that officer may be paid a (one only) responsibility allowance.  
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10.3.2 Applications for Approval 

The Form P8- Responsibility Allowance must be completed for the payment of 

responsibility allowance to be made by the Secretary of a Ministry for the approval 

from the Secretary to Government who will decide if any allowance will be paid 

according to the circumstances of the case.  

10.3.3 Rates of Allowance 

The rate for the responsibility allowance is prescribed in the Allowance Circular.  

10.3.4 Not to be confused with Acting Allowance 

A responsibility allowance will not be approved in circumstances where an acting 

allowance is appropriate, and only one allowance will be paid at anytime.  

10.4 OVERTIME, SHIFT AND ABNORMAL HOURS ALLOWANCE 

10.4.1 Restrictions on Overtime and Abnormal Allowance 

Officers in the following categories are not entitled to be paid overtime or abnormal 

allowance:  

(a) Members of the Marine Department when at sea  

(b) Officers in receipt of salaries of more than $8,000 (posts below increment six 

level 9), excluding police officers who are required to work shift duties 

(c) Officers travelling on duty away from their station. 

(d) Officers in receipt of abnormal hours or a responsibility allowance. 

10.4.2 Overtime and Time off in Lieu 

All officers except where their terms of employment specify otherwise, are at the 

disposal of the service. Due to approved operational requirements some officers may be 

entitled to time off in lieu or overtime for periods worked in excess of thirty five (35 

hours) per week, excluding lunch breaks, subject to the following conditions:  

(a) Equivalent time off shall be granted in lieu of overtime wherever practicable 

and as the first option, which should be taken within one month, or otherwise be 

forfeited. The payment of overtime must be kept to a minimum. 

(b) Officers who are in receipt of abnormal hours shall not receive overtime 

and/or a responsibility allowance. 
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(c) Permission to work overtime must be given in advance by Secretaries or 

Heads of Department. All overtime must be submitted using Form P10 – 

Overtime Claim Form. 

Secretaries or Heads of Department must seek prior approval from the Secretary for 

Finance, in the event of the cumulative cost of overtime exceeding the quota for the 

period of annual budget.  

10.4.3 Calculation of Overtime 

(1) Overtime worked by fortnightly paid staff will be calculated by dividing the 

annual salary by 26 to give the fortnightly rate, and by dividing the fortnightly 

rate by the number of working hours per week to give the hourly rate.  

(2) The hourly rate will be multiplied by 1.5 to give the rate for overtime worked on 

week days and Saturdays and by two (2) to give the rate of overtime worked on 

Sundays and Public Holidays.  

(3) Where an officer is required to perform a whole day's service additional to the 

officer’s normal duties and is not paid overtime then the officer will be granted a 

day off in lieu irrespective of whether the day worked was a normal working day 

or public holiday.  

10.4.4 Shift Allowance – Funafuti only working outside the hours of 8am – 4pm 

This allowance may only be payable to Police officers, Nurses, Meteorological and 

Watchmen staff on Funafuti. Officers who work on a shift that falls wholly within 

normal office hours are not eligible for shift allowance. These officers because of the 

nature of their duties may be required to work for periods outside normal office hours 

including rostered days off, and in excess of the number of hours normally prescribed 

by Government on an organised shift basis may, with the approval of the Secretary to 

Government be paid a shift allowance at the rate of 15% of salary in respect of any full 

day (or part thereof) worked in excess of normal hours, plus overtime if they are 

required to work additional on top of the normal shift.  

10.4.5 Abnormal Hours Allowance –Outer Islands only 

(1) This allowance may only be payable to Police Officers, Nurses, Meteorological 

Watchmen staff on the outer islands and to Police Officers who are not on shift 

duties at headquarters. 

(2) These officers because of the nature of their duties may be required to work for 

periods outside normal office hours and in excess of the number of hours 

normally prescribed by Government may, with the approval of the Secretary to 

Government, be paid an abnormal hours allowance at the rate of 15% of the daily 

rate of salary for each full day (or part thereof) worked in excess of normal hours.  
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10.4.6 Seagoing Allowance 

A 20% sea going allowance will be paid to all ranks when on government vessels when 

sailing; and 15% shift allowance to those officers who are on shift duties when the 

vessel is in harbour. 

10.5 ENTERTAINMENT AND HOSPITALITY ALLOWANCE 

10.5.1 Entertainment Allowance 

Entertainment for official visitors, or other distinguished persons on special occasions 

may not be provided from public funds without the prior approval of the Secretary to 

Government. Officers seeking such approval should do so in writing at least 24 hours 

before the time of the occasion for which the allowance is sought and provide full 

details of the purpose of the entertainment, the type of entertainments to be provided 

and the number of guests to be invited. Where approval has been given, the allowances 

may be claimed in respect of each guest, the current rates can be found in the 

Allowance Circular. 

10.5.2 Hospitality Allowance 

An officer who is requested by Government to accommodate and/or provide casual 

meals to a visitor other than another Government officer may be paid hospitality 

allowance at the rates prescribed in the Allowance Circular. 

10.5.3 Government Officers 

An officer who accommodates another officer who is eligible to draw subsistence 

allowance may be paid hospitality allowanceequivalent to the subsistence allowance of 

the officer accommodated. 

10.5.4 Claims for Allowance 

Claims for hospitality allowance should be submitted by the host officer to the 

Secretary of that officer's Ministry with a copy to the Secretary to Government.  

10.6 DUTY TRAVEL ALLOWANCE – PER DIEM AND ADDITIONAL PER 
DIEM EXPENSES 

10.6.1 General 

The payment of daily per diems is intended to ensure that an officer who is required to 

travel on duty shall not be out of pocket as a result, but that no officer shall derive any 

pecuniary benefit from travelling on duty. The per diem allowances are therefore 

calculated to meet the accommodation, meals and incidental costs for which an officer 
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when travelling on duty away from a permanent station is obliged to incur, over and 

above the expenses which would normally be incurred at home.  

10.6.2 Submission of Claims 

(1) Claims for additional per diem expenses must be submitted by an officer to the 

Secretary of that officer's Ministry for certification. Secretaries must satisfy 

themselves personally that the claims are in order and reasonable and that the 

claimant was actually travelling on duty during the period covered by the claim.  

(2) An officer who necessarily incurs expenses substantially higher than the standard 

rate of per diem allowance prescribed, may, with the approval of the Secretary to 

Government, be refunded the actual expenditure for meals, accommodation and 

approved incidental expenses on the production of receipted bills wherever 

possible.  

(3) Incidental expenses which may be approved under this GAO are:  

(a) Laundry 

(b) Necessary travel expenses actually incurred  

(c) Long distance official telephone calls, and private calls not exceeding 

twenty dollars  

(d) While accommodated in an hotel, tips not exceeding $2 a day.  

(e) Claims under this GAO will only be considered where the costs incurred 

by the officer are reasonable. An officer who stays in an expensive hotel or 

takes meals at expensive restaurants will only be refunded the standard rate 

of per diem allowance.  

10.6.3 When Payable 

Per diems are payable in respect of each 24 hour period or part thereof necessarily spent 

on duty away from an officer's station.  

10.6.4 Allowance Not Payable in Transit 

No allowance is payable in respect of periods spent in transit where meals and 

accommodation are provided at the expense of the Carrier.  

10.6.5 Per diem Within Tuvalu 

An officer travelling on duty within Tuvalu may be paid per diems at the rates 

prescribed in the Allowance Circular. The expected maximum duration of absence on 

duty should be no more than 30 days, if it is expected that if the work will continue 

beyond 30 days the Secretary must provide a written plan/schedule of activities and/or 
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disruption to return for submission and approval of continued payment for the officer at 

half the prescribed per diem daily rate up to 20 days only, to the Secretary to 

Government. No per diem allowance will be paid beyond these 20 days. 

10.6.6 Per diem Overseas 

An officer who is required to travel on duty outside Tuvalu may be paid per diems at 

the rates prescribed in the Allowance Circular.  

10.6.7 Adjustment of Allowance 

Where the allowance paid by any other organisation is less than the Government 

entitlement, and only when proved inadequate the officer may claim the difference.  

10.6.8 Supplementary Allowance 

An officer attending an international conference or a similar function as a delegate or 

representative of Tuvalu and who is likely to incur additional expenses as a result, may 

be paid an allowance in addition to the subsistence allowance payable under GAO 

clauses10.6.6 or 10.6.2.When a Secretary considers that such circumstances apply the 

Secretary shall obtain the prior approval of the Secretary to Government to paying an 

allowance. The rate will be determined by the Secretary to Government but shall in no 

circumstances exceed 50% of the standard rate of subsistence allowance for the country 

concerned. 

10.6.9 Married Rates 

(1) Officers travelling on duty and accompanied by their spouse if required as part of 

the officer’s travel may be eligible to receive a subsistence allowance in respect 

of their spouse at 75% of an approved country subsistence rate. This applies 

when the spouse is not receiving any subsistence allowance from a donor.  

(2) The eligibility of officers to receive a subsistence allowance in respect of their 

spouse shall be determined by the Secretary to Government.  

10.7 MISCELLANEOUS ALLOWANCES 
Includes Disturbance, Baggage, Uniform, Police Plain Clothes, Fire Brigade, Diving & Wet, 

Special Clothing, Class of Accommodation and Board of Directors and Board or Commission 

of Inquiry. 
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10.7.1 Disturbance Allowance 

(1) Disturbance allowance may be paid when an officer is transferred from one 

station to another for a temporary period of not less than one month and vacates 

quarters at the former station.  

(2) Disturbance allowance is payable at the rates prescribed in the Allowance 

Circular. 

10.7.2 Baggage Allowance on First Appointment (sea-freight) 

Officers taking up a post on first appointment will be eligible to take with them, at 

Government expense up to 200 cu. ft of personal effects. To qualify for this allowance 

the transport of the baggage must be effected within one month of the officer taking up 

the appointment, or not later than the first available shipping opportunity from that 

officer's island after appointment whichever is the later. The allowance will be reduced 

by 50% in the case of a single officer who has no dependent children.  

10.7.3 Baggage Allowance on Retirement (sea-freight) 

Officers proceeding on retirement or on leave pending retirement at Government 

expense will be eligible to take with them, at Government expense, up to 400 cubic feet 

of personal effects. To qualify for this allowance, transport of baggage must be effected 

within one month of the officer's last day of duty, or not later than the first available 

shipping opportunity to that officer's island for leave purposes after the officer's last day 

of duty. The allowance will be reduced by 50% in the case of a single officer who has 

no accompanying dependent children. 

10.7.4 Baggage Allowance on Transfer 

Officers proceeding on transfer within Tuvalu will be eligible to take with them, at 

Government expense up to 300 cu.ft of effects. The allowance will be reduced by 50% 

in the case of a single officer who has no accompanying dependent children.  

10.7.5 Baggage Allowance on Overseas Posting 

Officers posted to an established post overseas will be eligible to take with them, at 

Government expense up to 100 cu.ft of personal effects. The allowance will be reduced 

by 50% in the case of a single officer who has no accompanying dependent children. 

Officers are entitled on first appointment to 100 kg of accompanied or unaccompanied 

baggage by air to their place of duty.  



Arrangement of Sections  General Administrative Order 2016 

 

 

Page 102 SL No09 of 2016 


  

 

10.7.6 Definition of Effects 

There is no limitation on the type of effects which may qualify for the allowance under 

GAOs 10. 7. 2 and 10. 7. 5, except that if a special rate is charged for any item the 

amount payable by Government will not exceed the amount which Government will 

pay for the full allowance at the personal effects baggage rate.  

10.7.7 Uniform Allowance 

Officers occupying the following posts will be provided with a uniform kit and will be 

paid an annual uniform allowance; the uniform rates will be paid as prescribed in the 

Allowance Circular. 

Commissioner of Police, Superintendent of Police, Police Inspector, Marine 

Superintendent Marine Officers, Customs Officer, Customs Assistants, Immigration 

Officers and Nursing Staff. 

10.7.8 Method and Conditions of Payment 

The allowance in GAO clause 10.7.7 will be paid annually in advance at the beginning 

of each calendar year, but will not be paid when they fall due during an officer's leave 

pending retirement or termination of service. An officer who leaves the service within 

twelve months of the grant of the allowance will be required to refund such proportion 

of the allowance as the Secretary to Government may direct.  

10.7.9 Police Plain Clothes Allowance 

Members of the Police Force, Crime Branch only who are normally employed in a non-

uniformed capacity will be paid an allowance as prescribed in the Allowance Circular. 

10.7.10 Fire Brigade Allowance 

Members of the Police Force, Fire Service only who are on standby for fire duty will be 

paid an allowance at the rates prescribed in the Allowance Circular. 

10.7.11 Diving and Wet Allowance 

(1) An officer who is required to do or whose duties include underwater diving may 

be paid an allowance as prescribed in the Allowance Circular for each day during 

any part of which the officer is actually engaged on those duties.  

(2) A person employed on a casual basis as a diver may be paid at such rates as 

may be agreed with the Secretary to Government having regard to the nature of 

the diving exercise on which such person was engaged. 
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(3) An officer who is required to continuously work in wet conditions may be paid a 

wet allowance as prescribed in the Allowance Circular. Where an officer is 

required to work in wet conditions, an allowance will be paid as prescribed in the 

Allowance Circular. 

10.7.12 Special Clothing Allowance – overseas representation 

(1) This allowance is normally allowed to senior officers who regularly accompany 

Ministers to or represent Tuvalu at high-level international conferences and 

meetings; are stationed at an overseas diplomatic mission, or employed in foreign 

affairs protocol services.  

(2) The rate would generally be equivalent to the value of a moderately priced suit 

and a pair of shoes, per annum. To be eligible, an officer would have to submit 

receipts of purchase to the Secretary to Government who shall determine whether 

or not a partial or total reimbursement of the costs to the officer is appropriate.  

10.7.13 Class of Accommodation and Baggage Allowance 

Details of the class of accommodation permitted to officers will be found at Appendices 

13A and 13B to Chapter 13 Transport.  

10.7.14 Board of Directors and Board or Commission of Inquiry 

(1) An officer who has been appointed to a Board of Directors of any Public 

Corporation shall, for the duration of the period of appointment, be entitled to 

receive all allowances payable to the officer in accordance with law.  

(2) An officer who has been appointed as a member of a Board of Inquiry or 

Commissioner in a Commission of Inquiry shall, for the duration of the period of 

appointment, be entitled to receive all allowances payable to the officer in 

accordance with law.  

CHAPTER 11 –LEARNING AND DEVELOPMENT 

11.1 GENERAL 

11.1.1 Learning and Development Objectives 

(1) The objectives of learning and development within the service are to:  

(a) provide training and professional opportunities that will improve and 

increase the skill capability/capacity of the workforce in the government, 

and aligned with the National objectives service needs and requirements 
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(b) ensure that the public service is staffed with suitably qualified persons 

(c) promote self-reliance by reducing dependence on employing foreign 

workers on contract 

(d) provide a fair and non-bias selection process based on merits and without 

discrimination 

(e) improve the administration of approved training and development 

opportunities across the public service. 

(2) It also aims to provide officers with learning opportunities that will lead to better 

work practices and improved job performance enabling them to contribute more 

effectively to the achievement of the public service accountability and business 

goals through:  

(a) alignment of learning activities with the national strategic plan, ministry 

corporate plans and individual job descriptions/performance agreements  

(b) emphasising the links between the Staff Performance Appraisal (SPA) and 

performance management process, and learning activities  

(c) assess, monitor and evaluate the effectiveness of learning outcomes 

through post training reports, presentations and implementation of 

improvements to individual and/or department work initiatives that leads to 

more efficient delivery of services  

(d) well-developed and strong leadership management capabilities to ensure 

the workforce is made accountable in achieving national objectives and 

outcomes 

(e) provision of necessary skills that assist staff to carry out their day–to–day 

work and administrative responsibilities. 

11.1.2 Public Service Advisory Committee 

The Public Service Advisory Committee (PSAC) established under the provisions of 

Section 6(l) of the Public Service Act is the principal advisory body to Government on 

the formulation of learning and development, and the appropriate selection of suitable 

candidates for further training.  

11.1.3 Joint Consultative Council 

The general nature and extent of facilities, for training, shall be within the scope of 

discussions between the official and staff sides of the Joint Consultative Council, refer 

to Chapter 12.  
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11.1.4 Responsibility for Training 

It is the responsibility of Secretaries to assess and regularly review the learning and 

development needs of the staff of their Ministries in accordance with the objectives 

defined in GAO clause 11.1.1, and in consultation with the Secretary to Government 

and Secretary Human Resource Management. 

11.1.5 Responsibility of Secretary to Government 

The Secretary to Government shall:  

(a) collate and appraise learning and development requirements  

(b) incorporate training programmes into schemes of service within the lines of 

policy and requirement 

(c) arrange placement of officers on courses, and where formal courses may not 

be available, organise, or assist Secretaries with the organisation of courses 

prescribed in schemes of service  

(d) have overall responsibility for the co-ordination of learning and development.  

11.1.6 Types of Learning and development 

For further detail of the learning and development opportunities offered within the 

government refer to the Public Service Human Resource Development Plan and 

associated policies located on the government intranet website and Human Resource 

Management. 

11.2 LEARNING AND DEVELOPMENT PROCESS 

11.2.1 Validity of this Section 

When an officer attends an approved course of training overseas the provisions of the 

Human Resource Development plan and related policies with this section will apply and 

will take precedence over Chapter 7, 9, and 10 dealing with Leave, Salary and 

Allowances.  

11.2.2 Approval for Courses 

An officer may not attend a course of training overseas without the prior approval of the 

Secretary to Government.  
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11.2.3 Salary on Training 

An officer attending an approved course of training overseas will receive full pay for 

the official award period of the course including any incremental credits that the officer 

may earn during the course. Where there is an extension to training only half salary will 

be paid. 

11.2.4 Employment When on Training 

An officer who, during a course of training, receives allowances or salary from another 

source will receive such salary and allowances from the Government as the Secretary to 

Government may determine having regard to the circumstances of the case.  

11.2.5 Travel Arrangements 

(1) International travel will be by air, by the most direct and cheapest route. 

Reservations will be organised by Human Resource Management and must not 

be altered without prior authority. In the event of disruption to the scheduled 

services it is the officer's responsibility to proceed by the first available flight.  

(2) Internal travel within the country of training will be by the cheapest or most 

commonly used means, having regard to all relevant circumstances.  

(3) Officers are required to make or confirm reservations for return flights six weeks 

(or as soon thereafter as possible) before the end of training, and notify the 

Secretary to Government through their respective Heads of Department of the 

details.  

(4) Any unused portions of tickets must be returned to the respective ministry 

Secretary, as soon as possible to enable a refund to be claimed. 

11.2.6 Leave During Training 

(1) An officer will not normally be allowed to take leave or stop over unnecessarily 

when in transit to an overseas destination. Applications to take leave on the 

completion of the training or during the return journey must be submitted on 

Form P9 – Application for Leave to the Secretary to Government through the 

Secretary to the officer's Ministry not less than 6 weeks before the end of the 

course. In the event of the application being approved, the officer will not be 

entitled to receive any allowances for the period of the leave.  

(2) When an officer attends a course of training at an institute which closes for 

periodic vacations, these vacations will not be counted as leave. Trainees will 

however be expected to continue their studies through the vacations, and attend 

any supplementary courses or study visits which might be arranged.  
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(3) An officer will be entitled to enjoy the public holidays celebrated by the country 

in which the officer is training. The officer will not be entitled to public holidays 

celebrated in Tuvalu.  

11.2.7 Families 

(1) Married officers are encouraged to take their spouses with them whilst on 

training overseas. If the spouse is a civil servant leave without pay may be 

granted by the Secretary to Government upon written request for the training 

period. The Government however shall not be responsible for the payment of 

airfares to and from the place of training for the officer's spouse and family that 

the officer takes.  

(2) Where the officer is sponsored by the Government, the Government shall pay to 

the officer the married allowances rates. The same rate of allowances shall also 

be payable where the officer is accompanied by the officer's children without the 

spouse accompanying the officer on training.  

11.2.8 When Housing Vacated by Family 

(1) Officers who vacate a house either owned by Government or not who is absent 

from a post exceeding 12 months will be granted transport in the class 

appropriate to their post for their spouse and up to four of their children to their 

home island and back to the officer's duty station. 

(2) The family of married officers granted transport privileges in accordance with the 

provisions of paragraph (1) of this Order may be granted a baggage allowance at 

the appropriate rates.  

(3) Claims in respect of the foregoing family passages and baggage allowance will 

be charged to an officer's Ministry, which will be responsible for issuing the 

appropriate local purchase orders. 

11.2.9 Home Visits 

(1) Officers who wish to return home during their courses are responsible for all 

travelling arrangements and the costs involved.  

(2) The officer may be required to report for duty for any or all of the period of the 

home visits.  

11.2.10 Training Fees 

Tuition, examination and any other compulsory fees will be paid on behalf of the 

trainee, with the exception of any refundable charges, which must be paid by the trainee 
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from their own funds. Also refer to other related policies in relation to non-satisfactory 

performance. 

11.2.11 Training Allowances 

Scholarship awardees for tertiary training awards will be entitled to receive the 

following benefits:  

(a) Costs of economy class air travel (and up to 40kg accompanied baggage) to 

the country of study at the beginning of the award and to Tuvalu at the end of the 

award  

(b) Costs for accommodation stops and per diems allowances at the approved 

rates during unavoidable stopover in transit between Tuvalu and the country of 

study  

(c) For in-service awardees stationed on the outer islands, transit expenses in 

Funafuti only on first travel to begin studies and at the completion of the award  

(d) Government of Tuvalu will not meet fares of students who wish to return to 

do their research in the country if their overseas sponsor is not prepared to meet 

their cost  

(e) Costs of other academic and other compulsory fees, field trips essential to the 

training programmes and some tutorial assistance where appropriate  

(f) Book allowance for the purchase of text books required for the students 

course  

(g) An establishment allowance to be paid once only at the beginning of the 

course  

(h) Accompanied or unaccompanied allowance where appropriate, at the 

approved rates depending on the country of study. 

11.2.12 External Awards 

If a course is financed wholly or partly from external sources and the terms of the award 

are deficient in respect of any of the expenses provided for in GAO clause 11.2.11 the 

Secretary to Government may approve the additional award of all or part of such 

allowances.  

11.2.13 Payment of Allowances 

(1) Allowances will be arranged by Human Resource Management, in conjunction 

with the Ministry of Finance.  

(2) Officers accepted for training overseas will be informed by Human Resource 

Management. 
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11.2.14 Agreement for Officers Accepted for Training Overseas 

(1) An officer who is accepted for an approved course of training abroad and whose 

training course is financed either wholly or partly by the government or an 

overseas organisation or government for any period in excess of one month, will 

be required to enter into an agreement with the Government binding the officer to 

return and continue service with the Government after such training course for a 

fixed period. The form to be used for this purpose will be in accordance with the 

direction of Human Resource Management. 

(2) It will be the responsibility of the Secretary to Government to ensure that officers 

proceeding on overseas courses of training comply with the foregoing paragraph 

before they leave the country. Refusal to enter into an agreement as aforesaid 

may entail the withdrawal of such training offer from such officer.  

(3) Copies of agreement forms signed by officers will be forwarded to the Secretary 

to Government as soon as possible.  

11.2.15 Salary Increments While on Training 

(1) An officer on long-term tertiary training will be entitled to the award of annual 

increments at the end of the full training period, upon successful completion of 

the training course during the specified time. This recognises that the pursuit of 

an academic programme is just as beneficial to the public service future 

performance as is actual service on the post.  

(2) An officer who fails to complete the training course during the specified time will 

not be entitled to the award of any annual increments. 

(3) When considering an application for the award of annual increments for the 

period of the training, a Secretary must complete the Form P6 - Staff 

Performance Appraisal taking into account the:  

(a) academic performance of the applicant in the tertiary institution and the 

successful completion for the years or academic semesters that correspond 

to those which the application is based  

(b) relevance of the programme of study and the courses which the officer 

enrolled in to the post the officer held in the Public Service at the time the 

officer was awarded with the tertiary training.  

 

(4) If the Secretary is satisfied that the trainee meets the performance criteria above 

and has submitted a full transcript of successful completion, the Secretary along 

with the appraisal form must submit this to the Secretary to Government for 

approval. 
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CHAPTER 12 - STAFF RELATIONS 

12.1 GENERAL 

12.1.1 Joint Consultation 

Amicable and effective staff relation policies which command the confidence of all 

employees are considered to be essential to the efficient management of the Public 

Service. They are the joint responsibility of the Government and members of the civil 

service and any association representing them. Government for its part firmly supports 

the principle of joint consultation and will take every opportunity to assist in its 

promotion.  

12.1.2 Staff Association 

While the major aim of staff associations is obviously to further their members’ 

interests, they can only do this effectively within a progressive and efficient service. 

They have an interest, therefore, in the success of the authorizations in which their 

members are employed and it is the firm conviction of Government that they have an 

essential contribution to make to the development of Tuvalu by co-operating in 

measures to improve efficiency.  

12.1.3 Individual Employees 

The individual employee has obligations to the Public Service, to any staff association 

to which the officer may belong, and to fellow employees. Officers share responsibility 

for the state of staff relations in the Ministry in which they work and their attitude and 

conduct can have a decisive influence on them. In particular, certain employees have 

special obligations arising from the membership of a profession such as those 

concerned with health and education. They should take care never to allow their 

loyalties to a staff association to conflict with the standards of work or conduct laid 

down for those professions, where such action might endanger public health or the 

wellbeing of the public generally.  

12.1.4 Consultation within Ministries 

Secretaries must ensure that there is effective machinery for providing all members of 

staff with adequate information concerning the objectives of and developments within 

their Ministries, and for a genuine exchange of views on these matters where this would 

be an advantage. This is especially applicable in the case of employees at supervisory 

level, whose selection, training and career development, are so critical  
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12.2 JOINT CONSULTATIVE COUNCIL 

12.2.1 Appointment of Council 

In accordance with the principle stated in GAO clause 12.1.1 there shall be a Joint 

Consultative Council appointed for the purpose of conducting negotiations between 

Government and its employees, and for making recommendations to the Prime Minister 

in the light of those negotiations.  

12.2.2 Composition of Council 

(1) The Joint Consultative Council shall consist of an Official side and a Staff side. 

(2) The Official side shall have four members appointed by the Prime Minister from 

amongst officers of the civil service. 

(3) The Staff side shall have four members who shall be elected from amongst their 

members by the Staff Association.  

12.2.3 Chairman and Deputy Chairman 

The Council shall elect a Chairman and Deputy Chairman from amongst its members, 

provided that if the Chairman is elected from the Staff side, the Deputy Chairman shall 

be elected from the Official side and vice versa.  

12.2.4 Secretary to Council 

The Council shall elect a Secretary amongst its members.  

12.2.5 Meetings of Council 

The Council shall meet not less than four times each calendar year, and the quorum 

shall be not less than two members from each side including the Chairman and Deputy 

Chairman.  

12.2.6 Recommendations 

Recommendations to the Prime Minister shall, if at all possible, be agreed upon through 

consensus. Failing such a resolution, recommendations may be approved by a majority 

vote of the Council, provided that in the event of a tied vote the Chairman of that 

meeting shall have a casting vote.  
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12.2.7 Functions of JCC 

The functions of the JCC shall be to consider and make recommendations on the 

following matters:  

(a) provision of the best means for utilizing the ideas and experience of the staff  

(b) the general principles governing conditions of service e.g. recruitment, hours 

of work, promotion, discipline, salaries and other benefits  

(c) the encouragement of further education and training for staff  

(d) the improvement of office organization  

(e) proposed legislation and its effect on service administration.  

Provided that matters concerning the terms of service of individual officers shall not be 

considered.  

12.2.8 Sub-Committees 

The JCC may conduct negotiations at more than one level or arrange to discuss subjects 

of a special nature by delegation to such panels or sub-committees as may be 

convenient to the realistic consideration of related matters or the expeditious dispatch of 

Council business.  

12.2.9 Extraordinary Meetings 

An Extraordinary meeting of the Council may be called at the request of five or more 

members provided that the matter to be discussed shall be notified to the Secretary and 

circulated to all members not less than two weeks prior to the date fixed by the 

Chairman for the meeting, unless all members agree that the matter is of sufficient 

urgency to warrant an earlier meeting being arranged.  

12.2.10 Co-opted Members 

Where a matter, which is primarily concerned with a particular Ministry or section of 

the service, is being considered by the JCC, the Secretaries or some other senior officer 

may be co-opted as a member of the Council for that meeting provided that a co-opted 

member shall not have a vote.  

12.3 STAFF ASSOCIATION 

12.3.1 Membership of Staff Association 

All officers are free to join a staff association. Officers are encouraged to become 

members of such associations in order that the staff association may be fully 

representative of the service.  
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12.3.2 Office Holders of Staff Association 

(1) Except as provided in (2) any public officer may hold office in a recognized staff 

association.  

(2) Officers occupying posts where they are likely to represent Government in 

negotiations with staff associations should not hold office in such associations.  

(3) The Secretary to Government, Secretary for Finance, Auditor General and 

officers dealing with establishment matters in the Office of the Prime Minister 

may not hold office.  

12.3.3 Activities in Working Hours 

Except for negotiations between Government and associations, Association activities 

may not be carried on during normal working hours unless with the prior approval of 

the Secretary to Government.  

CHAPTER 13 - TRANSPORT 

13.1 TRANSPORT ALLOWANCES 

Details of the transport entitlement of officers are set out in Appendix 13A and at 

Appendix 13B of this Chapter 

13.1.1 Class of Accommodation 

(1) The class of accommodation for which an officer will normally be eligible when 

travelling at government expense is set out in Appendix 13A to this Chapter.  

(2) The Secretary to Government may direct, in the public interest, that any officer or 

class of officers travel in a higher or lower class.  

13.1.2 Normal Routes 

(1) The normal route for an officer eligible for transport within Tuvalu at 

Government expense to any island is by sea.  

(2) A Secretary may, authorise an officer to travel by air to an island served by the 

internal air service where it is in the interest of the service to do so.  

13.1.3 Entitlement on First Appointment 

Officers travelling on first appointment are entitled to transport, including baggage 

costs, at government expense for themselves, their spouse, and up to four children, 
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between their home or place of recruitment and the place where they are to assume 

duty, in the class appropriate to their post.  

13.1.4 Entitlement on Transfer 

Officers travelling on transfer are entitled to transport at Government expense for 

themselves, their spouse and up to four children, including baggage costs, between their 

former station and the place to which they are transferred, in the class appropriate to 

their post.  

13.1.5 Transport on Duty within Tuvalu 

Officers travelling within Tuvalu on duty will be granted transport at government 

expense by sea or air, in the class appropriate to their posts.  

13.1.6 Officer Accompanied by Spouse 

(1) If accommodation is not wholly required for other fare-paying passengers, the 

spouse of an officer travelling on duty within Tuvalu by sea may be permitted to 

travel with that officer. In such circumstances, the spouse of an officer will be 

permitted to travel in the class to which the officer is entitled. The officer will be 

required to pay 75% of the spouse's passage costs.  

(2) Officers travelling on duty within Tuvalu by air who will be absent from their 

station for a period of seven days or more and who wish their spouse to 

accompany them may, if seats are not wholly required for other fare-paying 

passengers, be granted a passage for their spouse on payment of 75% of the 

passage costs.  

(3) The grant of assistance towards the cost of passages for spouses in terms of this 

Order is at the discretion of the Secretaries concerned.  

13.1.7 Transport outside Tuvalu 

(1) An officer travelling outside Tuvalu on duty will be entitled to transport by sea or 

air in the class as set out in Appendix 13A and 13B to this Chapter.  

(2) An officer who is required to accompany an official who is eligible for first class 

air fares may, with the consent of the Secretary to Government, also travel first 

class airfares if it is considered that there is a need for discussion during the 

journey. Alternatively, when only public officers are involved, the Secretary to 

Government may direct that the officers concerned travel economy class.  
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13.1.8 Entitlement on Completion of Service 

Officers travelling on retirement, on termination of appointment, other than on 

dismissal, or on completion of contract, are entitled to transport including baggage 

costs, at government expense for themselves, their spouse and up to four children from 

their place of duty to their home island in the class appropriate to their post. An officer's 

entitlement under this GAO must be taken up within one month of the officer's last day 

of duty, or not later than the first shipping opportunity, whichever is the later.  

13.1.9 Entitlement on Resignation 

An officer who resigns without giving due notice or within six months of last being 

granted passages, will not be granted further transport privileges unless the Secretary to 

Government directs otherwise.  

13.1.10 Entitlement Forfeit on Dismissal 

An officer who is dismissed will not be granted any transport privileges.  

13.1.11 Widow and Children of a Deceased Officers 

The spouse and children of an officer who dies in the service may be granted transport 

in the class to which the deceased officer was entitled, either to that spouses own Home 

Island or to the home island of the deceased officer provided the passages are taken up 

within three months of the officer's death.  

13.1.12 Compensation for Injury 

An officer who is injured while travelling on first appointment, on transfer or on duty 

will be regarded as having received that injury on duty and in the actual course of duty 

and, provided the injury was not incurred through the officer's own default, will be 

entitled to the appropriate benefits.  

13.1.13 Loss of Personal Effects 

An officer travelling on first appointment, on transfer, or on duty who suffers loss or 

damage to personal effects without any default on the part of that officer may, with the 

consent of the Secretary for Finance, be awarded compensation for uninsured loss or 

damage where:  

(a) The carriers cannot be held liable for the damage or loss  

(b) There is evidence of the extent of the damage or loss  

(c) A full statement of claim is provided.  
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13.1.14 Amount Payable 

The amount payable by way of compensation for loss or damage to personal effects 

shall be assessed by the Secretary for Finance, in consultation with the Secretary to 

Government having regard to the items involved but shall in no case exceed two-thirds 

of the replacement value of the goods lost or damaged.  

13.2 USE OF TRANSPORT 

13.2.1 Types of Government Vehicles 

Without limiting the types of vehicles that may be included in the fleet, the following 

types of vehicles form part of the fleet:  

(a) Motorcars (g) Ambulances  

(b) Pick-ups (h) Forklifts  

(c) Trucks  (i) Rollers  

(d) Mini-buses (j) Graders 

(e) Fire tenders  (k) And any mobile machinery  

(f) Tractors and Trailers   

 

13.2.2 Allocation of Government Vehicles 

Following the disbanding of the fleet of Government vehicles and their allocation to all 

Ministries and some Departments, Secretaries (referred to hereafter as the ‘authorising 

officers’) will be responsible for the proper management and use of the vehicles under 

their control  

13.2.3 Rules for Use of Fleet Vehicles12 

(1) These rules do not apply to vehicles exclusively allocated to the Head of State, 

Head of Government, Speaker, Ministers and visiting VIPs.  

(2) All authorising officers are responsible for ensuring that vehicles under their 

control are used in accordance with the following rules.  

(a) all traffic laws must be complied with  

(b) vehicles must be used economically and without overloading  

(c) vehicles must be used only for official business unless otherwise directed 

by any authorising officers  

(d) no officer will park or garage a fleet vehicle other than a tied vehicle at his 

private house except with the approval of the Secretary to Government. 
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This approval shall be in the form of a permit as in Appendix 14C. Tied 

vehicles may be taken home by officers with the permission of the 

authorising officers concerned. Officers who, owing to the nature of their 

jobs, may require to use fleet vehicles for emergencies outside official 

working hours must obtain permission from the appropriate authorising 

officer to enable them to park or garage vehicles at home  

(e) only government drivers and authorised officers are allowed to drive any 

government, and only government employees and other persons duly 

authorised by the authorising officers may travel in any government 

vehicle  

(f) authorising officers will arrange for a driver, when available, to be 

allocated permanently to each vehicle 

(g) authorising officers shall ensure that log books are properly maintained for 

each vehicle under their charge and that these log books are checked and 

scrutinised at weekly intervals to ensure their proper maintenance by 

drivers or officers concerned  

(h) it is the duty of authorising officers to replenish with fuel vehicles under 

their responsibilities from their own Ministry's vote  

(i) it is a serious offence to carry passengers for payment in Government 

vehicles  

(j) no government vehicle shall be allowed to be used or hired by any person  

(k) all government vehicles shall have a standardised Government of Tuvalu 

crest clearly painted on it 

(l) Police are empowered to seize any government vehicle seen at the wrong 

place or being used by an unauthorised driver.  

13.2.4 Procedure in Case of Accidents 

Where a government vehicle has been involved in an accident causing damage to it, the 

driver, or to the person or property of a third party, the officer concerned must report 

the incident to the appropriate authorising officer as the case may be, the police and the 

Director of Works as soon as possible and in any case within twenty-four hours.  

13.2.5 Inquiry into Accidents 

(1) The authorising officer shall arrange for an immediate investigation to be made 

of the circumstances surrounding the accident and the damage sustained and shall 

submit a report, within seven days, to the Secretary for Finance, with a copy to 

the Auditor General and the Director of Works, in the case of a tied or allocated 

vehicle, giving the following information:  

(a) the place, time and nature of the accident 
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(b) the circumstances in which it occurred  

(c) details of the damage to the persons, vehicles or property, both 

Government and third party 

(d) an assessment of the cost of making good the damage to vehicles and to 

property by the Director of Works  

(e) recommendations regarding the write-off of the vehicle if appropriate  

(f) the name, age and occupation of the driver  

(g) the name and addresses of any witness  

(h) the name and addresses of any third parties involved  

(2) Recommendations with regard to the recovery of the whole or a part of the cost of 

making good the damage from any officer or officers, bearing in mind that 

surcharges will normally be made where the officer has been guilty of gross 

negligence, or has disobeyed Government instructions with regard to the use of 

vehicles, or the use of the vehicle was not authorised in that particular case. 
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APPENDIX 13A 

CLASS OF ACCOMMODATION WHEN TRAVELLING AT GOVERNMENT 
EXPENSE  

1. Travelling by Air  

All officers will be entitled to travel economy class but business class where a travel sector is 

more than 6 hours. Accompanying officials are normally entitled to First Class when 

accompanying an office holder, depending on seat availability and funds.  

 

2. Travelling by Sea  

An officer travelling by sea is entitled to any class of accommodation provided that the 

liability of the Government shall be limited to the cost of the appropriate sea passage or the 

actual cost of the journey, whichever is the less.  

 

3. Travelling by Sea on Tuvalu Vessels  

Salary Scale Entitlement  

Posts Level 5 and above -1st Class Saloon Posts carrying a scale the maximum of which is in 

Posts Level 6 and 7 - 2nd Class level 6 and 7  

Posts Level 8 and below - Post Deck  
 

4. Notwithstanding the above entitlements:  

a. Officers occupying posts carrying a scale the maximum of which is in level 5 or 

above may be provided with cabins qualifying for excess charge when available. 

b. All officers travelling on duty irrespective of their salary level will be eligible for 

saloon class passages when available.  

c. Priority in the allocation of saloon class passages will be determined by seniority.  

d. Disputes over allocation of saloon class passages will be dealt with by the Secretary to 

Government whose decision shall be final.  
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APPENDIX 13B 

BAGGAGE ENTITLEMENT OF OFFICERS IN TUVALU PUBLIC SERVICE  

a. The baggage allowances of officers are set out in GAOs 13.1.4 to 13.1.9 and are 

summarised here for convenience:  

b. Officer on first appointment 200 cu ft  

c. Officer going on approved annual leave 200 cu ft  

d. Officer proceeding on transfer 300 cu ft  

e. Officer proceeding on retirement 400 cu ft  

 

2. There is no limitation on the type of effects which can be included in the above al1owances 

except that if any item or part of the officer's personal effects are surcharged Government will 

not, pay more than the normal rate for an officer's effects up to but not exceeding the 1imits set 

out above.  

3. The entitlement of single officers will be half those listed in l(l)-(4) above respectively 

except where the officer has accompanying children.  
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CHAPTER 14 - MEDICAL 

14.1 MEDICAL TREATMENT WITHIN TUVALU 

The following policies will be used to cover medical costs for officers who are 

referred to overseas hospitals and for outer islands officers to the Princess 

Margaret Hospital in Funafuti. 

 The Tuvalu Medical Treatment Scheme will be used to cover the cost 

of referrals when officers are being referred to overseas hospitals.  

 The Outer Island Referral Scheme will cover costs of referrals from 

outer islands to Princess Margret Hospital on Funafuti. 

 Any government officer treated by the health department which result 

in an accident, crime, etc in nature due to individual negligence; it is 

the medical practitioners duty to notify the Police to carry out a 

thorough investigation to the cause of the injuries 

14.1.1 Entitlement 

Except as otherwise provided in these Orders, all officers, their spouses and children 

are entitled to free medical and dental treatment by Government medical staff, 

including Embassy staff. Essential medicines and surgical materials provided by the 

health service will be supplied free of charge on prescription by Government 

medical staff.  

14.1.2 Payment for Spectacles and Dentures 

(1) When a Government medical officer considers it essential for an officer to 

have spectacles for working on computer or work related equipment the 

Government will support payment of spectacles up the value prescribed in the 

Allowance Circular. 

(2) When a Government medical officer considers it essential for an officer to 

have dentures or any surgical appliance it will be the officer’s responsibility to 

cover the costs. 

14.1.3 Travel for Treatment 

An officer who is required by a Government medical officer to travel within Tuvalu 

for the purpose of obtaining medical treatment may be granted:  

(a) transport to the place of treatment at government expense  
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(b) subsistence allowance in respect of expenses necessarily and reasonably 

incurred, provided that subsistence allowance may not be claimed whilst an 

officer is in hospital.  

14.2 MEDICAL TREATMENT OUTSIDE TUVALU  

14.2.1 Treatment During Duty Visit 

An officer who is on duty outside Tuvalu is entitled to all urgent and essential 

medical, dental and hospital treatment at the expense of Government in so far as it is 

not available without charge under the health service of the country concerned.  

14.2.2 Treatment Not Available Within Tuvalu 

An officer, the spouse of an officer and the children of an officer who are approved 

by the Secretary for Health, to receive medical examination or treatment including 

dental treatment, outside Tuvalu, will be granted passage; by the most economical 

means to the place where, on the advice of the Secretary, the examination or 

treatment is to be undertaken. The cost of the examination or treatment including 

specialist fees will be met from government funds.  

14.2.3 Treatment Involving Spectacles or Dentures 

When the treatment involves provision of spectacles or dentures or surgical 

appliances the cost will be at the expense of the officer, subject to the provision of 

GAO clause 14.1.2.  

14.2.4 Powers of Secretary for Health, 

The decision of the Secretary for Health on the advice of the Director of Health as to 

what medical treatment is required and as to the place at which having regard to all 

the circumstances, the treatment should be undertaken, will be final.  

14.2.5 Sick Leave Entitlement 

The entire period of absence from duty for medical examination or treatment outside 

Tuvalu, including any period necessary for travel, will be treated as sick leave in 

accordance with the provisions of GAOs 9.2.1 to 9.2.13. 

14.3 GENERAL 

14.3.1 Where Family May Accompany Officer 

The Secretary for Health may, if considered advisable, permit the spouse and 

children of an officer required to travel for medical treatment to accompany that 
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officer. In these circumstances the cost of all necessary travel expenses and 

reasonable subsistence costs will be met from Government funds.  

14.3.2 Refusal to Undergo Treatment 

An officer who refuses to undergo treatment or to enter hospital when a Government 

medical officer has so recommended will not be eligible for sick leave unless the 

Secretary to Government directs otherwise.  

14.3.3 Absence Through Illness to be Notified 

Subject to the provisions of GAO 9.2.2 an officer who is absent on account of illness 

is required to notify the officer's Supervising Officer and to obtain a medical 

certificate subject to the provisions of GAO 9.2.3. 

14.3.4 Records 

(1) The Secretary to Government shall ensure that a record is maintained of every 

officer's illness or injury.  

(2) Heads of Departments, and where appropriate, Secretaries will maintain a 

record of all absences on medical grounds of the staff within a Department or 

Ministry, and shall submit a quarterly return of such absences to the Secretary 

to Government. Heads of Departments and Secretaries will also draw the 

Secretary to Government's attention to any officer who is absent for more than 

10 days in any period of twelve months.  

14.3.5 Notification of Next of Kin 

On first appointment an officer must notify the Secretary of their Ministry and the 

Secretary to Government of the name and address of their next of kin. Any change 

in next of kin must also be notified.  

14.3.6 Serious Illness of an Officer 

If an officer is seriously injured or ill, the medical officer in charge of the case shall 

immediately inform the officer's Secretary who will take steps to inform the next of 

kin where necessary. The Secretary to the officer's Ministry must inform the 

Secretary to Government of the situation and of the action taken.  

14.3.7 Death of an Officer 

(1) The Secretary to the officer's Ministry and the Secretary to Government must 

be informed immediately by the appropriate Supervising Officer of the death 

of any officer.  
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(2) The Secretary to Government will inform the next of kin.  

14.4 MEDICAL BOARD 

14.4.1 Retirement on Medical Grounds 

Reference to the procedures for retiring an officer on the grounds of ill health will be 

found in GAO 4.5.1, and PSC Rule 34 

14.4.2 Medical Boards 

A Secretary may at any time, and will, if an officer so requests, ask the Secretary for 

Health, to appoint a Medical Board to examine the officer and report on whether the 

officer is medically fit to perform the duties attaching to that officer's post, or to a 

post to which it is proposed to transfer that officer.  

14.4.3 Constitution of Board 

(1) A Medical Board shall be appointed by the Secretary for Health, and will 

consist of a Chairman and either one or two other members, all of whom will 

be registered medical officers. The terms of reference of the Board will be laid 

down by the Secretary for Health.  

(2) When an officer is not in Tuvalu, the Secretary for Health, will appropriate for 

the examination of the Officer concerned.  

14.4.4 Report of Board 

The report of the Board shall be forwarded under confidential cover to the Secretary 

to Government who shall submit the finding of the Board to the Public Service 

Commission.  

14.4.5 Officer's Representation 

Officers may make a submission to the Commission concerning their health and 

future employment within the service within such reasonable time as may be 

specified. Such representations should be submitted through the officer's Secretary 

to the Secretary to Government for consideration by the Public Service Commission.  

14.4.6 Retirement and Termination on Medical Grounds 

(1) A permanent or probationary officer who is found by a Medical Board to be 

unfit for further service may be required by the Public Service Commission to 

retire on medical grounds.  
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(2) The appointment of a contract officer who is found by a Medical Board to be 

unfit for further service may be terminated by the Public Service Commission 

in accordance with the provisions of the officer's agreement.  

(3) The appointment of a temporary officer who is found by a Medical Board to 

be unfit for further service may be terminated by a Secretary by giving due 

notice.  
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