H (2) SYLLABUS
(EFFECTIVE FROM JULY 2009)

	
	Subject
	Provisions

	 STATE SERVICES DECREE 2009-DECREE NO: 6 & CONSISTENT PORTIONS OF RELATED 

DECREES, ACTS, REGULATIONS & ORDERS

	PUBLIC SERVICE COMMISSION

	1
	Establishment
	State Services Decree 2009-Decree No: 6 Section 11

	2
	Functions
	State Services Decree 2009-Decree No: 6  Section 12

	3
	Delegation of Powers or Functions
	State Services Decree 2009-Decree No: 6  Section 14

	4
	Terms and conditions of office
	State Services Decree 2009-Decree No: 6 Section 26

	5
	Removal from office for cause
	State Services Decree 2009-Decree No: 6  Section 28

	6
	Improperly influencing service Commission etc.
	Public Service Act 1999 Section 22

	APPOINTMENTS

	1
	Recruitment and promotion policy
	State Services Decree 2009-Decree No: 6  Section 9 

	2
	Public officeholders must be citizens
	State Services Decree 2009-Decree No: 6  Section 10

	3
	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)

	4
	Authority for General Orders and Instructions
	Public Service Act 1999 Section 32

	5
	Medical Examination and Police Report
	GO 203 

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

	7
	Contractual Appointments of New Recruits in the Public Service
	State Services Decree 2009-Decree No: 6  Section 16

	8
	Overtime
	GO 467 (Interim arrangement regarding time-off?)

	RESIGNATION

	1
	Resignation
	GO 222

	DISCIPLINE

	1
	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) 

	2
	Office hours, attendance register
	GO 301, 302, 303 

	3
	Public Service Code of Conduct
	Public Service Act 1999, Section 6

	4
	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.’) 

	5
	Suspension from duty
	Public Service Act 1999 – Public Service (General) Regulations 1999 – Section  23



	6
	Disciplinary action
	Public Service Act 1999 – Public Service (General) Regulations 1999 – Section 22

	7
	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 

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

	9
	Absence without leave
	GO 304 & Public Service Act 1999 – Public Service (General) Regulations 1999 – Section 20

	10
	Subscription and Presents

Gifts/Presentations by Public officers to a Public Officer or a non-Public Officer
	GO 314, 315, 316 refer to PSC Circular 9/2008
FI 34

	11
	Removal of the Public Service Appeal Board
	State Services Decree 2009-Decree No: 6 Section 17

	12
	Employment Grievances
	Employment Relations Promulgation 2007 (Promulgation No. 36 of 2007) – Part 13

	13
	Appeals
	Employment Relations Promulgation 2007 (Promulgation  No.36 of 2007) – Part 20 Div.5 Section 239-245

	14
	Employee to report legal proceedings
	Public Service Act 1999 – Public Service (General) Regulations 1999 Section 21

	SUBSISTENCE AND TRANSPORT

	1
	When payable
	GO 501, 502, 521 and 540 

	2
	Rates and calculation
	GO 503, 504, 542 refer to PSC Circular  37/2006

	3
	On Board Ship
	GO 505 

	4
	Hotels
	GO 506 and 619 refer to PSC Circular 21/2009.

	5
	On Transfer
	GO 508 

	6
	On Duty Overseas
	GO 509 

	7
	Meal Allowance
	GO 510 

	SALARIES AND ALLOWANCES

	1
	Methods of payment for Salaries, Allowances, Pensions, etc
	GO Chapter IV Part I

	2
	Transfer Allowance
	GO 407-409

	3
	Merit Increase in Salary
	GO Chapter IV Part III 



	ADVANCES

	1
	Salary
	GO 416-417 

	2
	Car
	GO 418-426 

	3
	Refrigerator/Stove/Washing Machine
	GO 427-432 

	4
	Family Passage
	GO 433 

	5
	Approved Correspondence Course
	GO 904 

	HOUSING

	1
	Rents, rates and Subsidy
	GO 607-608 

	2
	Occupation and vacation of Quarters
	GO 610 

	3
	Tenancy Conditions
	GO 611-617 

	1988 LEAVE CONDITIONS

	1
	Leave Conditions
	GO 700-727 
Employment Relations Promulgation 2007 (Promulgation No. 36 of 2007) – Part 7 & 11

	COURSES OF INSTRUCTION, ATTACHMENTS AND VISITS

	1
	Allowances
	GO 900 

	2
	Bonding for Training at Government Expense
	GO 901 

	3
	Course Report
	GO 902 

	4
	Correspondence Courses
	GO 904 

	MEDICAL

	1
	Medical Attention
	GO 1000-1003 

	2
	Absence from duty – Medical Certificates
	GO 1004 

	4
	Medical Treatment and Hospital Fees
	GO 1005 

	5
	Overseas Treatment
	GO 1006 

	6
	Medical Board
	GO 1007-1009 

	7
	Death of an officer
	GO 1011 

	COMMUNICATION AND CORRESPONDENCE

	1
	Correspondence, etc
	PSC Publications and Guidelines and GO Chapter XI 

	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

	CONDITIONS AND RULES OF EMPLOYMENT FOR GOVERNMENT UNESTABLISHED EMPLOYEES

(JIC AGREEMENT)

	1
	Introduction
	Section I

	2
	Appointments
	Section II

	3
	Hours of Work
	Section III

	4
	Overtime
	Section IV

	5
	Discipline
	Section V

	6
	Other Allowances
	Section VI

	7
	Payment of Wages
	Section VII

	8
	Leave Conditions and Public Holidays
	Section VIII

	9
	Other Facilities
	Section IX

	10
	Disciplinary Procedures
	Section X

	11
	Employee Consultation
	Section XI

	12
	Grievance Procedure
	Section XII 
Employment Relations Promulgation 2007 (Promulgation No. 36 of 2007) – Part 13

	13
	Termination of Service
	Section XIII

	14
	Redundancy
	Section XIV

	15
	Medical
	Section XV

	16
	Miscellaneous
	Section XVI

	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
	Division of Duties
	FI (35);

The assignment of duties to independent officers as an internal control measure.

	2
	Principles of responsible financial management
	FM Act S (5) – Five principles to guide the financial management of Govt.

	3
	The Consolidated Fund
	FM Act Part 3;

· What is CF?

· Money payable into CF

· Money not payable into CF

· Withdrawal of money from CF

	4
	Trust Money
	FM Act S(25) Part 9 (FI);

· Accounting for Trust Money

· Kept in separate bank ac

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

	6
	Authority to issue Financial Instructions
	FM Act S (30) – To show that the FI is a legal instrument.

	7
	Interpretation
	FI (3) – Definitions of terms used in the FI

	8
	Restrictions on Virement Authorities
	FI (10) – Virement of funds are subject to restrictions.

	9
	Lapse of Authority
	FM Act S (18) – Lapses at end of financial year except approved for carry over of appropriation to the following year.

	10
	Accounts Receivable
	Part 6 Division 3 of the FI S(47-50);

· Recording of AR

· Recovery of AR

· Write Off of Debts

· Qtrly reports to Finance

	11
	Official Gifts
	FI (34);

· A gift to an officer in his official capacity belongs to the state.

· Maintain gift register.

	12
	Losses
	FI Part 8 (65-68);

· Details of Register of Losses

· Reporting Losses

· Limits to write off losses

	13
	Value Added Tax

(Grounds for payment of and exemption from VAT, Calculation of VAT exercises)
	Vat Decree No. 45 Section 15



	14
	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: SSI Preamble & 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
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