H (1) SYLLABUS
(EFFECTIVE FROM JULY 2009)

	
	Subject
	Provisions

	 EXECUTIVE AUTHORITY OF FIJI DECREE 2009-DECREE NO: 2, STATE SERVICES DECREE 2009-DECREE NO: 6, OFFICE OF THE VICE-PRESIDENT & SUCCESSION DECREE 2009-DECREE NO: 8 & CONSISTENT PORTIONS OF RELATED 

DECREES, ACTS, REGULATIONS & ORDERS

	APPOINTMENTS

	a
	Recruitment and Promotion Policy/
Public Office Holders must be citizens
	State Services Decree 2009-Decree No: 6 Sections 9 &10

	b
	Authority for Appointments

	GO 202

State Services Decree 2009-Decree No: 6  Section 12 subsections (1), (2) & (3), Section 13 subsection (1), Section 19 subsection (3), Section 20 subsection (3), Section 21 subsections (2) & (8)(a), Section 22 subsection (2) & (8)(a), Section 23 subsection (2) & (3)(a)

	c
	Authority for General Orders and Instructions
	Public Service Act 1999 Section 32

	d
	Medical Examination and Police Report
	GO 203 

	e
	Retirement Age in the Pubic Service
	State Services Decree 2009-Decree No: 6 Section 15, Section 21 subsection (7), Section 22 subsection (7)

	f
	Contractual Appointments of New Recruits in the Public Service
	State Services Decree 2009-Decree No: 6  Section 16

	DISCIPLINE

	a
	Authority for Discipline
	State Services Decree 2009-Decree No: 6  Section 12 subsections (4), (5) & (6), Section 21 (8)(c), Section 22 (8)(c), Section 23 (3)(b) 

	b
	Office hours, attendance register
	GO 301, 302, 303 

	c
	Public Service Code of Conduct
	Public Service Act 1999, Section 6

	d
	Ground for Discipline
	Public Service Act 1999, Section 7 (omitting ….’in the case of a person to whom Part 4 of the Constitution applies, for removal under that Part.’) 

	e
	Suspension from duty
	Public Service Act 1999 – Public Service (General) Regulations 1999 – Section  23



	f
	Disciplinary action
	Public Service Act 1999 – Public Service (General) Regulations 1999 – Section 22

	g
	Outside Employment/Investments or outside interests/Engaging in another occupation for reward
	GO 306 and 312 
Public Service Act 1999 – Public Service (General) Regulations 1999 – Section 18 

	h
	Oath of Office
	Executive Authority of Fiji Decree 2009- Decree No: 2 Section 10, Office of the Vice-President & Succession Decree 2009 –Decree No: 8 Section 5, Administration of Justice Decree 2009 –Decree No: 9 Section 19

	i
	Absence without leave
	GO 304 & Public Service Act 1999 – Public Service (General) Regulations 1999 – Section 20

	j
	Subscription and Presents

Gifts/Presentations by Public officers to a Public Officer or a non-Public Officer
	GO 314, 315, 316 PSC Circular 09/08 is relevant but there are no major changes.

	k
	Removal of the Public Service Appeal Board
	State Services Decree 2009-Decree No: 6 Section 17

	l
	Employment Grievances
	Employment Relations Promulgation 2007 (Promulgation No. 36 of 2007) – Part 13

	m
	Appeals
	Employment Relations Promulgation 2007 (Promulgation  No.36 of 2007) – Part 20 Div.5 Section 239-245

	SALARIES & ALLOWANCES

	a
	Salary levels and salary scales
Regrading/Promotions
	GO 403 & 405 

	b
	Allowances;
· Transfer Allowance

· Meal Allowance

· Subsistence Allowance

· Transport Expenses/Allowances

· Acting Allowance
	GO 407/408
GO 510

GO, Chapter V Part II and Part III



	c
	Merit Increase in Salary
	GO Chapter IV Part III 



	d
	Overtime
	GO 467 Refer to PSC Circular 13/2009.

	ADVANCES

	a
	Salary Advance
	GO 415-417 

	b
	Car Advance
	GO 418-426 

	c
	Application and Authority for approval and limits – Refrigerator/Stove/Washing Machine Advances
	GO 427-432 

	d
	Correspondence Course
	GO 904 

	HOUSING

	a
	Definition, entitlement or eligibility
	GO 600-603 

	b
	Allocation of quarters;

· In Suva

· In the districts
	GO 604      
GO 605

	1988 LEAVE CONDITIONS

	
	Leave Conditions
	GO 700-727 
Employment Relations Promulgation 2007 (Promulgation No. 36 of 2007) – Part 7 & 11

	EXAMINATIONS, 

COURSES OF INSTRUCTION, ATTACHMENTS AND VISITS

	a
	Examinations
	GO Chapter VIII 

	b
	Courses of Instruction, Attachments & Visits
	GO Chapter IX 

	MEDICAL

	a
	Medical Attention
	GO 1000-1003 

	b
	Absence from duty – Medical Certificates
	GO 1004 

	c
	Medical Treatment & Hospital Fees
	GO 1005 

	COMMUNICATION AND CORRESPONDENCE

	
	Correspondence, etc
	GO Chapter XI and PSC Publications & Guidelines 

	MISCELLANEOUS

	a
	Boards and Committees - membership
	GO 1201 

	b
	Use of Government Vehicles
	GO 570-572 & 1207, FI 60 and Transport Rules & Instructions (1st October 1994) 

	c
	Air Insurance - Entitlement
	GO 1210 

	d
	Office Accommodations - Furniture
	GO 1213 

	PEOPLE’S CHARTER FOR CHANGE, PEACE AND PROGRESS

CHARTER PILLARS

	1
	Ensuring Sustainable Democracy and Good and Just Governance
	PCCPP p.11

	2
	Developing a Common National Identity and Building Social Cohesion
	PCCPP p. 17

	3
	Ensuring Effective, Enlightened and Accountable Leadership
	PCCPP p. 20

	4
	Enhancing Public Sector Efficiency, Performance Effectiveness and Service Delivery
	PCCPP p. 23

	5
	Achieving Higher Economic Growth While Ensuring Sustainability
	PCCPP p. 25

	6
	Making More Land Available for Productive and Social Purposes
	PCCPP p. 27

	7
	Establishing an Integrated Development Structure at the Provincial Level
	PCCPP p. 30

	8
	Reducing Poverty to a Negligible Level by 2015
	PCCPP p. 32

	9
	Making Fiji a Knowledge-based Society
	PCCPP p. 35

	10
	Improving Health Service Delivery
	PCCPP p. 37

	11
	Enhancing Global Integration and International Relations
	PCCPP p. 38

	REVENUE AND EXPENDITURE DECREE 2009-DECREE NO: 5 & CONSISTENT PORTIONS OF RELATED 

DECREES, ACTS, REGULATIONS & ORDERS 

	1
	Raising of revenue, Consolidated Fund, Appropriations to be authorized by law, Authorisation of expenditure in advance of appropriation, Appropriation and taxing measures require ministerial control, Annual budget, Guarantees by Government, Public moneys to be accounted for, Standing appropriation of Consolidated Fund for payment of certain salaries and allowances, Standing appropriation of Consolidated Fund for other purposes.


	Revenue and Expenditure Decree 2009-Decree No: 5

	FINANCE INSTRUCTIONS AND REGULATIONS

(Finance Instructions 2005 & Financial Management Act 2004)

	1
	Authority for issue of Financial Instructions
	S (30) FM Act 2004 ( To show that the FI is a legal instrument)

	2
	Interpretation
	FI (3) (Definitions of terms used in the FI)

	3
	Purpose of FI
	FI (4) (To state why the FI exists)

	4
	Application of FI
	FI (5) (Who uses the FI – all budget sector agencies)

	5
	Responsibilities of CEOs (Permanent Secretaries)
	FM Act S (28) (Candidates to state that CEOs  (Permanent Secretaries) are the ultimate authority of a budget sector agency

	6
	Authority for Expenditure
	FI Part 3 Division 1 – FI 8, 9(1) & 10 (Expenditure is only approved through an Appropriation Act by Parliament. Requisition to Incur Expenditure (RIE) by Minister for Finance and Virement (with restrictions by CEO (Permanent Secretaries) and Heads of Appropriation)

	7
	Restrictions on Virement Authorities
	FI (10) (Virement of funds are subject to restrictions)

	8
	Procurement Authorities
	FI (11) (CEOs (PS) - $20,000 & less; Agency Tenders Boards – from $20,001 to $50,000 and central Tenders Board – from $50.001 or more)

	9
	Competitive Procurement
	FI (12) 

· 3 written quotes for procurements above $100 up to $20,000

· Must include quotes from Govt Supplies & Printing for common goods

· Verbal quote for items below $100

· Tenders to be called for procurements above $20,000

	10
	Procurement Procedures
	FI (17) (Procurements can be made through LPO, Indents, DWs and execution of contract or agreement, which must be issued before goods, services and works are received.)

	11
	Recording of Commitment
	FI (18) (All procurements must be recorded in the FMIS or commitment ledger immediately after approval.)

	12
	Payments
	FI (19)- Details of invoice or other source document to be recorded.

· PVs to be certified

· Prompt payment of accounts or within 30 days from date of invoice

	13
	Recording of Expenditure 
	FI (20) All payments must be recorded in the FMIS or an Expenditure Ledger.

	14
	Salary and Wage procedures
	FI (26)

· Salary Advices to be submitted to Finance

· Any change on salary or wage must be through a statutory requirement by employee

· Input forms to be approved by independent officer

· Pay direct to bank/ac 

· Procedure if paying in cash

· Procedure for unclaimed salary.

	15
	Appointment of Revenue Collectors 
	FI (27)

· Appointment made by CEO (PS)

· Duties of a RC

	16
	Issue of Revenue Records
	FI (28)

· Distribution Register to record all receipts 

· Safekeeping of receipt books and procedures regarding its losses

	17
	Receipt of Revenue
	FI (29)

· Revenue can be received through cash, guaranteed cheques, bank drafts & Money orders.

· Payment of Revenue to be made through direct payment to cashier, through mail, to third party on behalf of another agency; and direct lodgment into the consolidated fund for overseas payments.

	18
	Cash Management
	Part 6 Division 1

· Cash on Hand

· Bank Accounts

· Cheques

· Petty Cash



	19
	Inventories
	Part 6 Division 2

· Ordering

· Recording

· Stocktakes

	20
	Use of Assets
	FI (56)

· Govt Assets are to be used only for official purpose unless CEO(PS)  approves otherwise or permitted under terms of employment

	21
	Vehicle Operations
	FI (60)

· Driver to have current license

· Daily record to be kept

· Only used for official purposes

	22
	Vehicle maintenance and official use of Government Vehicles
	 Transport Rules and Instructions (1st October 1994)

	SUPPLIES AND SERVICES INSTRUCTIONS

(LN 7 - Financial Management (Supplies and Services) Instructions 2005

Financial Management (Supplies and Services) Regulations 2005)

	1
	Authority for issue of Instructions and Interpretations
	PART I: Preamble & SSI 1 & 2

	2
	General Control of Supplies and Services
	PART II: SSI 3-9

	3
	Tenders Boards
	PART III: SSI 10-14

	4
	Tenders
	PART IV: SSI 15-18

	5
	Purchase of Goods and Services
	PART V: SSI 19-24

	6
	Disposal of Public Stores
	PART VI: SSI 25-28

	7
	Miscellaneous
	PART VII: SSI 29


5

