PLLAP AOT S/LC
b 12T HRH M
DIRE NEGARITGAZETA

OF THE DIRE DAWA ADMINISTRATION

— Gl P R Year No. 58
£45P ¢ BET a9, “ ASLAT MrASL Dire Dawa__ 2018
°nc 0T mert oM
APE £PC i%/REI PROCLAMATION NO.---/2018

PLLAP ANTALC oot Wit T
KPR

MANTS LS avpnt  aopd e (L o0
PR PIPAGPAG avlm) G
NPl 3P NaAOPT 1L:65P AOVTSRC R4S
Pav-0G Q so 6 NPT TUDN0 2 CYT NavNC DT
AT5.09° Cav Nt wielE o QY 2C%T o0
AT LAGE N171LL°1 NNV ET 241G AdT5 24
ALOGIN PaA®7 ALV ATINPmA PULLNTA
TAAD ACAA Aae70FS PATLA ACTLA 27074 ¢
TE249° Mdo- M »~d havdC L%
L7 omAT  ATTIANTT ATINPmA
PIULLOTA A - 171040

THE DIRE DAWA ADMINISTRATION
CIVIL SERVANTS PROCLAMATION

WHEREAS; it has become necessary to promulgate
a law that enable the making of fundamental changes
in the system of recruitment and selection and the
introduction of national system for the certification
of professional and occupational competence as well
as the subjecting of civil servants to undergo through
such process and thereby build a civil service that
could guarantee diversity and the sustainability of the

administration’s growth and the enhancement and
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sustainability of the achievements of the civil service
reform in human resource management ;
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WHEREAS; it has become necessary to establish
a system for adopting uniform administration of
civil servants and proper use of their knowledge
and skill in the Administration;

WHEREAS; it has become necessary to improve
conditions of work so that government offices
could become competitive through retaining their
employees and attracting new entrants;

NOW, THEREFORE; in accordance with the
power vested up on Article 9 sub article (2) of letter
“d” the Dire Dawa Administration charter
proclamation No. 416/2004 , the Dire Dawa
Administration Council It is here by proclaimed as
follows;

SECTION ONE
GENERAL

1. Short Title

This Proclamation may be cited as ““ The Dire
Dawa Administration civil Servants

Proclamation No. ----- /2018”.

. Definitions
In this Proclamation, unless the context
otherwise requires:

1. “Administration” Means the Dire Dawa
Administration.
2. “Cabinet” means a centeral organ of the

authority of the administration which is
established as per article 10(2) of the Dire
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Dawa Administration Charter proclamation
No. 416/2004. 3. “Civil Servant” means a person employed in

- accordance with civil servants law
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a. Bureau head, deputy bureau head,

permanently by the administration institutions

and the Dire Dawa Administration police
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c. persons who enter into a contract with a
government office as an independent

contractor for consideration;

d. persons who enter into contract with a
government office due to their special
skill and ability on part time basis for

consideration;

“Government Institution” means any the

administration government institution
established as an autonomous entity by a
proclamation or regulation and fully or
partially financed by the administration

budget ;

“Bureau or Head of the Bureau” means the
Dire Dawa Administration public service and
human resource development bureau or the
head of the bureau, respectively;

“head of government institution” means a
government official who directs the institution
and his deputies or includes their
representatives;

“position” means a set of duties and
responsibilities assigned by a competent
authority to be performed full time by an

individual civil servant;

“Promotion” means assigning a civil servant

from assigned grade to a higher grade.
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10.

11.

12.

13.

14.

“Competency certification system” means a
system that estabilished the standards required
from any civil servant or newly appointed civil
servant which shows ability to use, apply and
demonstrate on the place where he appointed
in order to perform tasks and duties
successfully.

“salary” means base or step pay authorized for

jobs classified in the same grade;

“conditions of work™ means the entire field
of relations between a government
institution and civil servants and includes
working hours, salary, various leaves,
occupational health and safety, conditions of
termination of service and severance pay,
disciplinary and grievance procedures and

similar matters;

“redeployment” means assigning a civil
servant to a similar position of an equal grade
or to a higher position and grade or to a lower

grade where the civil servant so agrees;

“A medical Certificate” means a certificate
that describes the health condition or
prescribes sick leave of a civil servant and that
is issued by a local private or public medical
institution licensed by the appropriate
authority or where the certificate is acquired
from abroad it shall be verified by an

authorized body.
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decision given by the head of a government
institution, either orally or in writing, on a

recommendation by disciplinary or grievance
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19. “sexual harassment” means unwelcome
sexual advance or request or other verbal or
physical conduct of a sexual nature and

includes:
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a) unwelcome kissing, patting,
pinching or making other similar

bodily contact;

b) following the victim or blocking the path
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of the victim in a manner of sexual nature;

c) Put sexual favor as prerequisite for

employment, promotion, transfer,
redeployment, training, education,
benefits or for executing or authorizing

any human resource management act.

3. Gender Expression

Any statement or phrase expression in the
masculine gender shall also include the feminine
gender.

4. Scope of Application

This proclamation shall be applicable on the
Administration government institutions and
civil servants.
SECTION TWO
ORGANIZATIONAL STRUCTURE, JOB

EVALUATIONSALARY SCALE AND

BENEFIT

5. Organizational Structure of
government institution

1. Any government institution shall
study its organizational structure
and manning plans that enable it to
achieve its goals, and submit to the
bureau for approval.
€ NCo PANTSLST av 0T avhs g
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1. The bureau shall adopt appropriate job
evaluation methods that selected at the
national level and enforce the
implementation of same in the

administration government institutions.
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. Any government institution shall prepare

job descriptions for new positions and

submit same to the bureau for grading.

. Job evaluation and grading shall be

conducted in accordance with regulations

to be issued by the administration cabinet.

7. Salary Scale

1. The salary scale applicable to civil

servants shall be determined from time to
time by considering the Government’s
financial capability, the general living
conditions of the society, price levels and
other relevant factors.

2. The bureau shall undertake studies on the
appropriateness and effectiveness of the ¢ P70 hC 0T N7%Lo0ie-

organization of the administration dALT (LCD- NAMPAL ARNTS LS

government institutions and submit -
- TAAD ACAO P70 PLaPON
reorganization  proposals to  the

administration cabinet where necessary. anA AAATSLE e AdCO
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2. The bureau based on the decision of the
council of ministers shall prepare salary
scale and submit same to the
administration cabinet, and supervise its

proper implementation upon approval.
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3. The salary scale shall contain the base
pay, the ceiling and step increments of

each grade.

8. Equal Pay for Equal Work
All positions of equal value shall have equal

base salary.

9. Payment of Salary

Any government office, shall, at the end of
every month, make payments of salary to civil

servants or their legal representatives

10. Increment of Salary

1. Periodical salary increments to be made to
civil servants shall be based on their

performance evaluation results.

2. Civil servants obtaining an evaluation result
of average or above average shall be entitled
to a salary increment to be made the decision

of the Administration cabinet.

15 pLaveil h& P NAa0 UG NATPELT

& I 0-9° Pavo) po ot w oG
LavmN?

V) wetFo 0P ri7 A WS
OIART




£&6 124 R TC O, +7 HET 9.9
A) N¢CL OF HFOMNHT o L9°

) 0h? TLTM@ avw/l 1T QALY
na-reC AP 0L APLLT
ALTAI°:

€ O K742 700 RrPA 8 () oed®
(ch) avw i hw it favot (1P @4
PPl heavpl KWL POTE
av(1AP PANT9°::

I8 AnA

& PiGm-9° AlA Po.0é.0m-
Pav ) oo 4 AT 07 ANLAT,
s A% NF o

€ (Co A% AL PANA 2L9177 AT

NEPePT 7 APmS AANTS LS NNz
A% PPCAAT N4 PLI° hé.ZA0vT
L HMNMéA\::

nsA vot
NAd@- VT P LT NAw 1T OIS T AT
Pl WERRT° P°HS
7h-0 AFA A7
NAd®- VT 0P LT witG NAagravhav) 1
avg°lPG avPmC

IF fado- V0T 0P L
5

Pam- U1 0PL %A% Ui o9°
Pav Yot @l (L (0T EE PP
0P L AL PhPavmetT GATIPTF ATlAN T
fOm- EIEE AT Aav-+N0e 7
P eNé.AMN07 A VAT N2LTTHS
0041 A“?7%24-17  A“IAYPTT (A0
aaond e P e ACI BT
AN GT o-m179° (190 AP 1aP7)av
TAY P AT1L L Yy

11. Attachment and Dedication of Salary

1. The Salary of a civil servant shall not be
attached or deducted except in accordance
with:

a) a written consent of the civil servant;
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b) a court order; or

¢) The provisions of the law.

2. Monthly deductions from the salary of a
civil servant to be made pursuant to sub-
article 2(b) or (c) of this Article shall not
exceed one third of his salary.

12. Allowance

1. Any allowance shall be paid only for the
purpose of carrying out the functions of the
civil service.

2. The bureau shall undertake studies on the
types and payment of allowances and
submit same to the administration cabinet
and, upon approval, supervise their
implementation.

SECTION THREE
HUMAN RESOURCE PLANNING
STAFFING AND
PERFORMANCE EVALUATION

SUB- SECTION ONE
HUMAN RESOURCE PLANNING
RECRUITMENT AND SELECTION

13. Human Resource Planning

1. The purpose of human resource planning
shall be to enable a government institution
to take measure to meet the objective
specified in the strategic plan of balanced
scorecard, to acquire human resource in the
right number and type, to develop and
properly utilize it, monitor and evaluate its
result and make corrective measures from
time to time
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2. Any government institution shall, based on
its strategic plans, study and implement
short, medium and long-term human
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resource plans.

3. Vacancies may be filled by the employee
through recruitment, promotion, transfer or
deployment on the basis of the human
resource plan.

4. The Bureau shall issue directives on human
resource planning.

14. Eligibility to Join Government lnstitution

and Competence Certification System

1. The Bureau shall implement nationally
prepared criteria and parameters to
establish  eligibility and competency
certification system whereby candidates
for vacant positions shall be recruited and
promoted on the basis of competition in the
administration.

2. The criteria and parameters shall be
implemented in  accordance  with
regulations to be issued by the
administration cabinet.

3. An institution may be established in the
administration for the implementation of
the eligibility and competency certification
system referred to in sub-article (1) of this
Article.
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15. Recruitment and Selection

1. Any type of recruitment of a civil servant
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examination conducted on the basis of
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result of

nationally set criteria or on the basis of any
other type of objective certification of
professional and occupational
competence.

. There shall be no discrimination among
job seekers or civil servants in filling
vacancies because of their ethnic origin,
sex, religion, political outlook, disability,

HIVIAIDS or any other ground.

. Without prejudice to the provisions of
Article 49 to 51 of this Proclamation,
vacant position shall be filled only by a

person who meets the qualification
required for the position and scores higher
than other candidates.

16. Condition not to be eligibly civil servant

1. The following shall not be eligible to be

civil servants:

a) aperson under the age of 1 8years;

b) any person who has been convicted by
a court of competent jurisdiction for
offences of corruption, breach of trust,
theft, fraud or rape unless five years
have lapsed from the date the penalty
is served or is barred by limitation or
remitted by pardon;
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d) any person who is unwilling to take
oath of fidelity in accordance with

Article 19 of this Proclamation.

e) a person whose service is dismissed
from any government institution on
grounds of disciplinary offence in
accordance with Article 90 of this
Proclamation shall not be recruited
before the lapse of three years from the

date of his dismisal .

f) any candidate shall submit medical
certificate, except HIV1AIDS test, to
prove his fitness for service and

written testimony of police to prove

I°Cavi. 1G N7t 12 ooty that he has no record of crimes referred
PILeLIMT AN MM TINGE to in sub-article (1)(b)of this Article.
TYpLA PAT Oz

PV AT7PA 700 AT PR (2)(V) LT CI°
0L:0% ¢ Fm- NI0 Gav-- (1AL PG TS
Im 9o eAPATe ot
NA’2Pms-0T5 NAr~e VT
L.Cwo- avavs @ €M

Notwithstanding sub-article (1)(a) of this
Article, the bureau may issue directives on
circumstances in which young person’s
above the age of 14 and under 18 may be
recruited as civil servants and on the

conditions of work applicable to them.

T}
N)

NAD-F R1C BT PTC

PAACLRP oAl PPr Po-sl BT
NFo-AL  AI1&To-  ONFALE aoAl4
TmP? A%1L:L47 oMo AP RPC

€) aperson having no certificate of
competence;
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Employment of Foreigners
Without 5(2) of
Proclamation No 270/2002 providing Foreign

prejudice to Article

Nationals of Ethiopian Origin with Certain
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Rights to be Exercised in their Country of
Origin and Article 23(2) of this Proclamation,
a person who is not an Ethiopian national
may not be eligible to be a civil servant.

18. Vacancy Announcement and Recruitment

Tm)
)

Procedures

1. Any institution  shall

advertise every vacant position to invite

government

candidates to apply and compute for the

position.

2. Notwithstanding sub-article (1) of this
Article, whenever there is shortage of
professionals in the labour market, a

government institution may solicit
graduates  of  higher  educational
institutions in cooperation with the

institutions and recruit them through
competition.

3. Graduates to be recruited pursuant to sub-
article (2) of this Article shall be required
to present certificates of competence
referred to in sub-article (1)( c) of Article
16 of this Proclamation.

4. The Bureau shall issue directives on
detailed recruitment procedures.

NAFA avhA

P-havldmm- hav AT 74 hav®avs. (141
PILOTA®7 PN aPhA LLRITIAL

\\7\7,
o277 2 w5k h-a9° 112
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19. Qath of Fidelity

The selected candidate shall, before
commencement of his work, take the
following oath of fidelity:

"I being a civil servant solemnly swear to
sincerely, faithfully and ethically serve the

people and execute government policy, and

Dire Negarit Gazeta No. ™, 2018

to respect at all times the Constitution and
the laws of the Country and the
Administration’s and not to disclose to any
party information that is revealed to me by
reason of my duties and is classified as
confidential by law or decision of the

appropriate body".

20. Determination of Starting Salary

1. Any newly appointed civil servant shall
be paid the base salary as fixed by the civil
service salary scale for the position he has

been appointed.

2. The Bureau shall issue detailed directives
on the circumstances in which government
institutions may decide to pay next salary
base scale to new recruits and the directives
may include the types of position, the
extent of departure from the base salary, the
eligibility criteria and other relevant

matters.

N

bPavhi- L

& eov-ne- U 9177 K40 eHPmd
Pav ) o ool N e hERAov-
Nt A4 NPT A1
LUG A

€ etavimo- hav AT Poé- av (17
ami e e-1av 210177 LLET
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21. Probation

+7 REI 9.9

1. The purpose of probation shall be to prove
the competence of a newly appointed civil

servant  through  follow-up of
performance.

his

2. The selected candidate shall be served
with a letter of probation recruitment
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signed by the head or a directors of human
resource directorate of the government
institution, stating the title and grade of his
position, his salary, and date of
commencement of his job together with job
descriptions of his position.

. The period of probation of a civil servant

on the position of his appointment shall
be for six months; provided, however, that
if the performance result is below average,
it may be extended for an additional period

of three months.

. The service of a probationary civil servant

shall be terminated where the cumulative
performance evaluation result is not
average or higher for the extended period
of probation.

. Where the civil servant on probation is

absent from his work due to occupational
disease or employment accident, without
prejudice to the provisions of Article 61(3)
and (4) of this Proclamation, he shall be
allowed to complete the remaining
probation period following the date of his

recovery from sickness or injury.

L (lovne- AL PTULYVY Cav )t
wi s hadd™  0Ae (U7
et hhre  oC 0I5
7o AL ANTTT (odm- AL
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6. Where the civil servant on probation period
is absent from his work due to force
majeure for a period less than one month,
the performance evaluation shall cover

only the period in which he was present at

+7 REI 9.9
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work.

7. Notwithstanding the provision of sub-

article (5) of this Article, a civil servant
on probation is absent from his work due to
maternity leave, for a period of more than
one month, she shall be allowed to
complete the remaining probation period
following the end of her maternity leave;
provided, however, that if her absence from
his work is less than a month, her
evaluation shall cover only the period in
which she was present at work.

. Unless otherwise provided in this

Proclamation a probationary civil servant
shall have the same rights and obligations
with that of a civil servant who has
completed his probation.

. Any officer who fails to timely evaluate the

performance of a probationary civil servant
shall be liable according to the appropriate

laws.

Ae. 27Yeav Y ot W LT QAT

& (lov-he- Lo avhhAs e9° hi.g
1AL Pro¢- REAA® °NS o
Lol Cavp ot w it g (R
avPme £ILeLINT L0450,
LAmPA::
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22. Permanent Appointment

1. Where a civil servant on probation has

2.

recorded average or above average

performance result, he shall be served with

a letter of permanent appointment.

If

performance  evaluation of a

Dire Negarit Gazeta No. ™, 2018

probationary civil servant is not carried out
before the expiry date of the probation
period and without prejudice to Article
21(3) and (4) of this Proclamation, the
performance evaluation shall be carried out
within one month following the expiry date
of the probation period and the probationer
shall be made permanent civil servant from
the date of his recruitment as probationer.

23. Temporary Employment

1. Without prejudice to sub-article (2) of
this Article, a government institution
may appoint a temporary civil servant only
for a job which is not of a permanent
nature; provided, however, that it may,
where circumstances so require, appoint a
temporary civil servant to a permanent

position.

2. A government institution may appoint a
foreign national on temporary bases,
where it is proved that it is impossible to
fill a vacant position that requires high
level professional by an Ethiopian through

promotion, transfer or recruitment.

E ATCXPP 0f9° Por AIC WD
LI.CP w oG AtOmCT
PG T a1 08,0 D
K709 NA“2n0EATFo- (A
U320 HCHC U PRANTS LS
0% N7.e@Mw- avavs @ L,m0G Az
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26PT7  (o-d APTE 015 T 1. Where necessary and upon obtaining the
AGI99C AATIw -1 permission of the bureau, any government

institution may outsource certain positions

o

ANLAL VS ATY 175 0-9° Pav i) ot
amse Wt LCo7 (17106
CohHAT PPI° (1978715 OO0 € 17¢-
a7 @lI P A%A
LCHT 089° aMAT AR Nao-A
N770.21C A75.204 71421 LA

or tasks, that would not compromise public
interest, to private enterprises or to other

institutions.

2. The bureau shall issue detailed directives
AN CCERTS aneeT AR7T (oA regarding positions and tasks that may be

AT ANLTFA 2T outsourced to private enterprises or other
NCHC PhE.ZAI° avavl @ € mMA\::

)

institutions.

RE LoV (& HT7 124 NATPPMC

25. Joint Appointment

o

Pav Yol @l P (AT PATTE
Pav Yol Wi F AR Ao-PTS
ao- PP RPI° ArlFa- A hNé.A,
Us ALY (1,246 A PP LN

1. Government offices may jointly appoint a
civil servant, where his special knowledge
and professional capacity is found to be

essential for their services.

€ PPPsL VBT PP COLLLOT UNLT
Lol AhG-4AT AT POC 2. The conditions of appointment, duration of
Ve 2T (LCo- (7L eoMNm- avavs e appointment, payment of salary, and other
LoNT A working conditions shall be determined by

directives to be issued by the bureau.

3. The appointment of temporary employee of Thet NEA U-AT

an Ethiopian or a foreign national, their PLLE 0L T
rights and obligations as well as the

-]
)

. PRLE 0L 9177

conditions of work applicable to them shall
PLLE 0L 1T KON %4771 o é0- NPT
Ao Wi td  R7%.0507  ATINFAT
Pav o0 (L7 Proe- -l ATA0N RS
24. Qutsourcing Wl G o7 AT DT o

. PRLE 0L AOAMT

be prescribed by regulation to be issued by

the administration cabinet.

-
IN)
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& MIFo9  Cav T (T ARLE 1. Any civil servant shall present certificate of
AL A4 LC (IHY APE KPR 10 competence issued pursuant to Article 14(1)
(8) aowld eFam AP T TV, of this Proclamation to compete for
TINEE TP LA AT promotion.

€ povhie- L7 LGP L PavY ol 2. Any civil servant who has completed his
Wl (1248 01T NCHC hEZAI° probation period may compete for

promotion unless he is disqualified in
accordance with the detail provisions of
relevant directives on promotion.

avavs @ 0P AL LC P70k T
U2 haae P C  1av7) 70t
av ol e (Ll: 0P AN ne Prre-
avf-l  (1LLE ALV ("1aviht
AP@SLC LA

=

PRAE OLT AATLATAT ANT UCUC 3. The bureau shall issue detailed directives on

Ve 2T Lo (LPeoMN@- avave ¢ other conditions applicable to the promotion
LOONG A= of civil servants.
7Th-0 NFA 70T

HO-0-CT EALA SUB- SECTION THREE

AT PP Ho-wC TRANSFER AND REDPLOYMENT
& K7L Cavio) o av ol @ (T A rv o 28. Internal Transfer
:?j:(?.’} lgf;h?‘éfq :‘(,I;g ‘Zf;nx,;‘?j"lr; 1. A government institution may, whenever
w -t-?,:"} an.ew avd 4‘(’ o necessary, based on a transparent
AA (U ‘,/'p(n elEG .?.;mww 0L AA procedure, transfer a civil servant to
i oAl MLI° NWIL Prode () another similar position of an equal grade
DL NA i (15 n,,.’;iw(. n,(’w'&- and salary or to another place of work
o an ’ ‘ within the government institution.
SUB- SECTION TWO - -
€ (LY R7PX 700 ArPA (2) PR o-
PROMOTION
LTCP Navpeef (l: AL ALY
26. Objectiy ATRLLCN Agvhanin 0fL9° hLDo-
Promotion shall be given for the purpose of PRAO@OT HAT A% A 00A
executing works by competent employees, RI1LT Pav ot wiehF Lavpll
enhancing the performance of government ALPINT LLEM @LI® Prviear G LY T
institutions and for motivating empl
institutions and for motivating employees ALmP hATe Gami aalAm
21. Selection for Promotion ML LT A€ Tt LA
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temporarily
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Notwithstanding the provisions of sub-

article (1) of this Article, a civil servant

may, without affecting his salary, be
transferred to  another
position, for not more than a vyear,
irrespective of the grade or type of
functions where it is required to prevent
the occurrence of danger or to rectify the
damages caused by such danger to the
government institution.
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3. Where it is proved by a medical board
certificate that a civil servant who has
completed his probation period is unable
to carry out the functions of his position or
to reside in his place of work due to his
health condition, he shall be transferred to
another suitable position or place of work
with:

a) the same grade where such vacant

position is available; or

b) a lower grade where a vacant position
of the same grade is not available and
he is willing to be transferred to a

position of lower grade.

4. Where the position of a civil servant is
abolished, he shall be transferred to another
position of an equal grade within the

government institution

biy !

PHY A7Po 00 Wi O L7710
neces eaé  avf(  eHALHNT
Pav IO Wit (avns e (ol o0
AMOC PULTANT TavAA e, P0g- av gl
QAT 0l9° HP QA PO aP LA AL
Aavav -l P LY hAPY avhs e (L

e

P-H7A avlE ANE POTAAG A
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5. Notwithstanding the provision of sub
article /4/ of this article, where its not
possible to reassign him in the same grade
or where he is releclunt to accept the
position of lower grade the government
institution shall send complete inform

action to the Bureau.

6. In accordance with sub article /5/ of this
article Based on the received information
the Bureau shall assign the civil servant to

another government institution however,
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when it is not possible to reassign the civil
servant shall be retrenched in accordance

with article 89 of this proclamation.

29. Assignment

1. Where circumstances so require a civil
servant may be assigned to a higher
position in an acting capacity for not more

than a year.

2. Notwithstanding the provision of sub-
article (1) of this Article a civil servant
may, following  transparent  and

competitive procedure, be assigned to
higher position in acting capacity to
replace a civil servant who is on education
or training program that lasts more than a
year.

r nco Pavy) o071 LA
-FmAaE T+ QAL ANT V2T
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3. The bureau shall issue detailed directives
on assigning employees on  acting basis
and the amount of acting allowances

30. Transfer from another Government

Institution

1. A government institution may, whenever
necessary and the recipient and sender
government institutions as well as the
civil servant so agree, transfer a civil
servant to a similar position of equal
grade and salary from another
government institution by notifying the
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bureau.

2. Where the concerned civil servant,
regional government institution and the
recipient federal government institution
so agree and when the appropriate
authority in the region approves it, a civil
servant may be transferred from the
administration government institution to
a regional government institution , to a
federal government institution and to
Adis Abeba city administration to
similar position of equal grade and
salary.

3. Any transfer shall be under taken only
through computation.

4. With out prejudice to sub-article (5) of
this Article, a civil servant transferred
pursuant to this Article shall not lose the
salary and benefits acquired by virtue of
his grade and service before the transfer
in compliance with the federal civil
service laws.
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5. In accordance with sub article(3) of this
article a civil servant may, for the purpose
of re-union of spouses, be transferred to a
position of equal grade and salary or,
where there is no such position and the
civil servant so agrees, to a position of

lower grade.

31. Secondment

1.A civil servant may, where it is necessary
and the government institution and the
civil servant so agree, be seconded to

another government institution or regional
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government institution or public enterprise
or non- governmental organizations to
perform a specific duty for a period not

exceeding one year.

2.Where it is necessary, any government

institution with the consent of civil servant
may take an employee on secondment from
public enterprise, regional government
institution or non-governmental
organization for a period not exceeding one

year.
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3. Notwithstanding sub-article (1) of this

Article, the Federal Government  may
transfer a civil servant on secondment,
without affecting his salary, to another
government institution or based on the
request of a regional state to a
government institution of such state, for
a period not exceeding one year to
prevent the occurrence of danger to the
country or the public or to rectify the

damages caused by such occurrence.

servant seconded in
accordance with sub-article (1) of this
Article:
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a. his salary and other benefits shall not
be affected because of his
secondment and shall be settled by
the institution to which he is
seconded;

b. his performance shall be evaluated
by the institution to which he is
seconded and be submitted to the

employer;

c. Commits a disciplinary offence, the
institution to which he is seconded
shall inform same to the employer
together with detailed evidence; and

shall,

case,

the employer upon

investigating  the take

appropriate measure as necessary.
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32. Redeployment
1.

Any government institution shall redeploy
its employees on the basis of competition
when it implements a new organizational

structure.

The filing of a vacant position in any
government institution through
redeployment of a permanent civil servant
from another government institution shall
be made only where the government
institution is closed or it has redundant
manpower or the position of the civil
servant is abolished and the bureau so
decides.
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3. A civil servant redeployed pursuant to this

Article shall be entitled to his previous

salary and benefits acquired by virtue of his

grade and service.

SUB- SECTION FOUR

PERFORMANCE EVALUATION

33. Performance Evaluation

1. The purpose of performance evaluation
shall, based on work plans, be to:

3)

b)

)

enable a civil servant to effectively
discharge his duties in accordance

with the expected volume, quality,

time and cost;

evaluate a civil servant on continuous
basis and identify his strength and
weakness with a view to improving his
future performance;
) oIl Wl T PAMSS
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) identify the training and improvement

needs of a civil servant;

d) provide incentives based on results;

e) Enable the government institution

to make its personnel administration

decisions based on facts.

The performance evaluation system to be
implemented by a government institution
shall:

a) enable transparent and evidence based

Dire Negarit Gazeta No._
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objective evaluation of performance

results;

b) enable the verification of actual
performance results in comparison with
the planned budget, time, volume and

quality;

c) encourage team work and common
initiatives;

d) promote healthy competition among

civil servants and teams to improve

institutional performance results;

e) enable  impact  assessment  of
performance results among successive

and interrelated tasks.
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34. Salary Increment and Incentives

1. A civil servant shall be entitled to salary
step increment every two years based on

his performance evaluation result.

2. Without prejudice to sub-article (1) of this
Article, a civil servant shall be provided
with incentive based on performance
result.

3. The Bureau shall issue detailed directives
on performance evaluation system, salary
step increment and provision of incentive.
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SECTION FOUR

WORKING HOURS AND
LEAVES SUB- SECTION ONE
WORKING HOURS

35. Regular Working Hours
Regular working hours of civil servants shall

be determined on the basis of the conditions of

work and shall not exceed 39 hours a week.

36. Office Hours

The time when the office hours of civil
servants begins and ends shall be determined
by Regulations of the Cabinet of the

Administration.
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Overtime Work

1.

2.

Any civil servant who has worked
overtime is entitled to compensatory
leave or overtime pay based on his
preference.

The Bureau shall issue directive on the
conditions of overtime work, amount of

payment and compensatory leave.

38. Public Holidays and Weekly Rest Day

1.

Any civil servant shall incur no reduction
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in his regular pay on account of having not
worked on public holiday or weekly rest
day or on a day offices are closed by the
order of the Government.

. Any civil servant ordered to work on a

public holiday or on a day government
institutions are closed by the order of the
Government, due to  compelling
circumstances, shall be entitled to
overtime pay or compensatory leave based
on his preference.

. Notwithstanding the provision of Article

37(1) of this Proclamation a civil servant
ordered to work on a weekly rest day, due
to compelling circumstances, shall be
granted a compensatory leave during

working days of the next week.
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SUB- SECTION TWO
LEAVE

39. Objectives

1. The purpose of annual leave is to enable a

civil servant get rest and resume work with

renewed strength.

2. Any newly appointed civil servant shall not

be entitled to annual leave before serving

for eleven months.
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3. There shall be no payment in lieu of annual
leave; provided, however, that payment may
be made for unused annual leave that is
describe on under section eleven of this
proclamation due to termination of

appointment.

40. Duration of Annual L eave

1. A civil servant shall be entitled to annual
leave of 20 working days for his first year

of service.

2. Acivil servant having a service of more than
a year shall be entitled to additional leave of
one working day for every additional year of
service; provided, however, that the
duration of annual leave shall not exceed 30

working days.
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. Previous Service rendered in any government
institutions in the Federal, in the
Administration or regional government
institutions shall be considered for the

application of sub Article /2/ of this article.

41.Granting of Annual L eave

1. Annual leave shall be granted within the

budget year in accordance with a leave
made known to the civil servants and leave
plan prepared on the basis of due
consideration of the interest of the
government office and, as much as possible,
the preference of each civil servant.

2. A civil servant shall be entitled to advance

payment of his monthly salary at the time

Dire Negarit Gazeta No. ™, 2018

of taking his annual leave.

. Without prejudice to the provisions of

Article 39(2) a civil servant after the
completion of 11 months shall be granted
annual leave in proportion to the service

rendered.

. A civil servant who resigns after taking his

annual leave in accordance with sub-
article (1) of this Article before the end of
the budget year shall be liable to pay back
part of the advance salary for which he has

not rendered service.
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5. Where there is an agreement ; between the
civil servant and the institution may be annual
leave can be granted by spilling with in the
budget year.

42. Postponement of Annual Leave

1. Notwithstanding the provisions of Article

41(1) of this Proclamation, the head of a
government institution may authorize the
postponement of annual leave for two
budget years, where the government office,
due to compelling reasons, is unable to
grant a civil servant his annual leave
Within the same budget year; provided
however, that the accumulated leave shall
be granted to the civil servant in the third

budget year.

2. Notwithstanding the provisions of Article

Dire Negarit Gazeta No._
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39(3) of this Proclamation, a civil servant
whose annual leave is postponed for two
years in accordance with sub-article (1) of
this Article, may claim payment, and the
government institution shall make the
payment for the first year of the
accumulated annual leave from a budget

allocated for such purpose.

. Where payment is made to a civil servant

in lieu of his accumulated leave, his daily
salary shall be calculated by dividing his

monthly salary by 30 days.
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b) paid leave before delivery if
recommended by a doctor.
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2. The leave referred to in sub-article (1) of
this Article shall not be considered as

sick leave.
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A pregnant civil servant shall be entitled to
a period of 30 consecutive days of
prenatal leave preceding the presumed date
of her confinement and a period of 90
consecutive days after her confinement, in

total 120 days of maternity leave with pay.

If the pregnant civil servant deliver before
the completion of the prenatal leave which
is granted under sub-article (3) of this
Avticle, the unused prenatal leave shall be

granted after her confinement.

If the pregnant civil servant does not
deliver on the presumed date, the  days
subsequently taken before her confinement
shall be replaced by the annual leave she is
entitled to within the budget year or that of
the following budget year if no annual
leave is left.
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6. The civil servant shall be entitled to sick

plo D)

leave in accordance with Article 45(1) of
this Proclamation, if she becomes sick after
completion of her maternity leave under
sub-article (3) of this Article.

Any civil servant who encounters a
miscarriage of not less than six month’s
pregnancy prior to her prenatal leave shall
be entitled to 60 days post confinement
maternity leave if the miscarriage is
confirmed by medical certificate
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If a civil servant on prenatal leave
encounters a miscarriage of pregnancy, her
prenatal leave shall terminate and she shall
be entitled to the 90 days post confinement
maternity leave referred to in sub-article
(3) of this Article.

Any civil servant who encounters a
miscarriage of three to six month’s
pregnancy shall be granted 30 consecutive
days leave with pay if the miscarriage is

confirmed by medical certificate.

Any civil servant shall be entitled a
paternity leave with pay for 10 working

days at the time of his wife's delivery.

45. Sick L eave

Any civil servant shall be entitled to sick
leave with pay where heis  unable to work

due to sickness.

The duration of sick leave to be granted to
a civil servant, who has completed his
probation period, in accordance with sub-

Dire Negarit Gazeta No. ™, 2018

18

™~

article (1) of this Article shall not exceed
eight months in a year or twelve months in
four years, whether counted consecutively
or separately starting from the first day of
his sickness.

3. Sick leave to be granted in accordance with

sub-article (2) of this Article shall be with
full pay for the first six months and with
half pay for the last two months.
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entitled to one month sick leave with pay
if confirmed by a medical certificate.

5. Where any civil servant is absent from
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Any civil servant shall be entitled to leave for
personal matters such as mourning, wedding,

examination and the like for ten days within
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48.

the duration of the election.

Special L eave without Pay

1. Where a civil servant applies, on
justifiable ground, for a special leave

without pay, the head of the government
institution may authorize the granting of
such leave a period not exceeding one year
if it does not adversely affect the interest

of the institution.

2. Where a civil servant runs for election,

he shall be entitled to leave without pay
during the election campaign and for the
duration of the voting.

3. Notwithstanding sub-article (1) of this

Article, where a civil servant applies
for special leave without pay due to his
assignment on a project run by a
government institution or due to the
assignment of his spouse to a diplomatic
mission abroad, he may be granted with
such leave for the duration of the project

or the completion of the diplomatic
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1O MEMBERS OF THE SOCIETY
DESERVING AFFIRMATIVE
ACTION
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49.  Conditions of Work Applicable to Female Pav YN Wb VARG AL Ty
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1. Any government institution shall take PURGT T e TPdge AANTINCHUC
affirmative actions that enable female heRAov  P9Yaoplto-  PaviNT
civil servants to improve their competence ans e O N72PoMa-  avavi g
and to assume decision making positions. LoOONT Az

2. Women shall be entitled to affirmative
actions in  recruitment, promotion, 9 ahhA HEATET eTLmE: C 278 Ve3P T

transfer, redeployment, education and

& RUA HESTET PPCT (1RLE 0117
training. MMo-0-CT  NEALAT  NTIVCTS
3. It is prohibited to assign a pregnant civil AMT  KERRT P TanTle LO%
servant to a position other than  the ACPE P L a0 WA T -
position she assumed through recruitment
or promotion; provided, however, that B s mg paviand aodee L P e
where so recommended by a medical AN ARNA PEAT w0l T 9o
certificate due to the risk to her h ealth or PLT WEIVPT Al 0T LCOLNT
to the fetus, she shall be transferred to UL e G RARNTT TMATG
another position or place of work. NARMP PO ANELALDT AMG
ATLOTT 1841 WAl T
4. Any government institution shall not
discharge a female civil servant by way
of retrenchment pursuant to Article 87 of
this Proclamation during her pregnancy or 5. Any female civil servant shall, when
within four months after delivery. confirmed by medical certificate, be
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entitle to leave with pay for the time spent
in the follow up of medical treatment of
her child who has not attained the age of

one year.

6. Any government institution shall establish
a nursery where female civil servants
could breast-feed and take care of their
babies; the details of its implementation
shall be determined by directives to be
issued by the appropriate government

institution.

Conditions of Work Applicable to Persons

with Disabilities

1. Persons with disabilities shall be entitled
to affirmative actions in recruitment,
promotion,  transfer,  redeployment,

education and training.

2. Any government institution shall ensure
that its working environment is conducive
to civil servants with disabilities, provide
them with the necessary tools and
materials and train them how to use such

tools and materials.
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3. Any government institution shall have the
responsibility to assign an assistant for
those civil servants with disability that

requires assistance.
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4. Privileges prescribed by other laws to
shall be

applicable for the implementation of this

persons with disabilities

Proclamation.

51. Conditions of Work Applicable to Minority

Nationalities

1. The placement of personnel in a
government institution shall take into
account fair representation of nations and

nationalities.

2. Nations and nationalities having lesser
representations within a government
institution shall be given the advantage of

recruitment,

affirmative  actions in

promotion,  transfer,  redeployment,

education and training.

52. Issuance of Directives

The Bureau shall issue detailed directives for
the implementation of affirmative actions

provided for under this Section.
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SECTION SIX
PATIONAL SAFETY AND
HEALTH

Objectives and Applicability

1. The objectives of occupational safety and

health shall be:

a) to maintain the safety and health of
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civil servants and enhance their

productivity;

to arrange, improve and keep suitable
work place for the safety and health

of civil servants; and

to guarantee high level performance
of a government institution based on

social wellbeing.

2. The provisions of this Section shall also be

applicable to temporary workers.

Employment Injury

1. "Employment injury” means employment

accident or occupational disease.

2. "Employment accident” means any organic

injury or functional disorder suddenly

sustained by a civil servant during or in

connection with the performance of his

work, and shall include the following:
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injury sustained by a civil servant outside
of his regular work, working place or
working hours, while carrying out orders

given by a competent authority;

injury sustained by a civil servant during
or outside of working hours while
attempting to save his work place from
imminent

destruction  of danger

irrespective of an order given by a
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competent authority;

€) injury sustained by a civil servant while
traveling to or from his place of work by
a vehicle provided by the government
institution for the common use of its staff
or by a vehicle hired and expressly
destined by the institution for such

purpose;

d) any injury sustained by a civil servant
while present, in connection with his
duties, in the work place or premises of
the institution before the commencement
or after completion of his work or during

any interruption of work;

€) any injury sustained by a civil servant as
a result of an action of the government
institution or a third party during the
performance of his work.
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"Occupational  disease” means any
pathological condition of a civil servant
which arises as a consequence of the kind
of work he performs or because of his
exposure to the agent that causes the
disease for a certain period prior to the date
in which the disease became evident;
provided, however, that it does not include
endemic or epidemic diseases which are
prevalent and contracted in the area where
the work is done.

Notwithstanding sub-article (3) of this
Article, if a civil servant engaged in ¢
ombating epidemic or endemic disease

contracted with such disease, it shall be
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considered as occupational disease.

The extent of disability caused by an
employment injury shall be determined
pursuant to the relevant provisions of the

public servants pension law.

Notwithstanding the provisions of sub-
article (1) of this Article, any injury
sustained by the deliberate act of the civil
servant, particularly, by his non-
observance of express safety rules or by
reporting to work in a state of intoxication
caused by drinks or drugs shall not be

deemed an employment injury.
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55. Safety Measures

1. Any government institution shall have the

responsibility to:

a) ensure that the work place does not
cause hazard to the health and
safety of civil servants;

b) provide civil servants with
protective devices and materials

and give them instructions on their
utilization.

2. Any civil servant shall have the obligation

to:

a) observe directives issued in relation

to safety and health;
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b) properly use safety devices and

materials; and

c) promptly inform the concerned
officer of any situation which he
may have reason to believe could
present a hazard.

3. The Bureau shall undertake studies on
methods of maintaining occupational safety
and health; and facilitate the provision of

their

training  for implementation  in

government institutions.
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4. The Bureau shall supervise the
implementation of occupational safety and
health measures in  government
institutions and shall issue directives
regarding safety precaution measures.

Disabilit
1. "Disability" means an employment injury
resulting in a decrease or loss of capacity

to work.

2. The effect of disability may be temporary
disability, permanent partial disability,

permanent total disability or death.

57. Temporary Disability

44



£6 126 RN #TC +7 REI 9.9

"Temporary disability" means a partial or
total loss of capacity to work for a limited

period of time.

58. Permanent Partial Disability

"Permanent  partial  disability”  means
incurable employment injury reducing the
capacity to work.

59. Permanent Total Disability
"Permanent total disability" means incurable
employment injury, which prevents the
injured civil servant from engaging in any

kind of remunerated work
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60. Medical Benefits and Injury L eave

1. The government institution shall cover
the expenses for the following locally
provided medical treatments to a civil
servant who has sustained employment

injury:

a) general and special medical
treatment and surgical care;

b) hospital and pharmaceutical care;

C) any necessary  prosthetic  or

orthopedic appliance.

2. The medical treatment to which an
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injured civil servant is entitled pursuant
to sub-article (1) of this Article shall be
provided by private medical institutions
where the treatment in question could not

be provided by public medical institutions.

3. Any civil servant who has sustained an

Q1

employment injury shall be entitled to
injury leave with pay until he recovers and
resumes work or until it is medically
certified that he is permanently disabled.
Where it is medically certified that the
civil servant is permanently disabled, he
shall be entitled to the benefits provided

for under Article 62 of this Proclamation.
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. Where the civil servant intentionally

delays his recovery by not following the
medical treatment properly or by his non-
observance of doctor's instructions, his
entitlement of medical benefits and leave
under sub- articles (1) and (2) of this
Article shall cease.

implementation

directives regarding the payment of

ENCo MY Rrbx 300 Ribx (8) medical expenses referred to in sub-article
Aa-tevahta-  PUNICE e,  hhdd.A (1) of this Article.
PhE.ZA9° avavs @ e @M 61. Disability Pension and Gratuity

1. Any civil servant who has sustained
permanent total or permanent partial
disability due to employment injury shall
be entitled to the rights and benefits
provided for by the public servants
pension law.

8  OMATST Ml AQA AT CHST AL

& hde ava) RN 151 9°07.0F HAE
ao-A. @ LI° N&A CaV 24T b J@-7 )
PTG 0-9° Cavy) oot Wl a0y oot
Wl Pmed I o AT a1

PPPTT LalldhatAx o _ -
2. Injuries which, although not resulting in
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incapacity to work, cause serious
mutilation or disfigurement of the injured
civil servant, shall be considered
permanent partial disability for the
purpose of payment of compensation and
other benefits.

assessment of the extent of
employment injure as provided for by the
public servants pension law shall also
apply for the implementation of sub-
article (2) of this Article.

. Where an employment injury has resulted

in the death of a civil servant, his
survivors shall receive gratuity provided

for by the public servants pension law.
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Tax Exemption

Any payment to be made pursuant to Article
61 of this Proclamation shall be exempt from
tax and may not be attached or set off, or

assigned by the beneficiary.

63. Claims of Compensation from Third Party

1. Where the injury sustained by the civil
servant is caused by the fault of a third
party, the government institution shall be
entitled to claim compensation from the
third party an amount equal to the
expenses which it has incurred due to the
injury.

2. In the event that the civil servant receives
compensation from the third  party who
caused injury, the government institution
may deduct from the salary of the civil
servant the expenses incurred pursuant to
Article 61(1) and (3)of this Proclamation.
Where the amount of compensation
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received by the civil servant is less than
the cost incurred by the government
institution, the institution can claim the
difference from the third party.

SECTION SEVEN
TRAINING AND MANAGING
INFORMATION PROFILES OF

CIVIL SERVANTS

64. Objective of Training

A civil servant shall be trained to improve his

capability and attain better performance or to
prepare him for higher responsibility based on

career development.
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65. Responsibility to Train Civil Servants
1. A government institution shall have the

duty to identify the training needs of the
institution and the civil servants and to
prepare plans and budget for training and
thereby ensure that civil servants receive
the necessary training and furnish

information thereon to the Bureau;

2. The Bureau shall:-

a. Train human resource management
staff on the basis of the training needs

of government institutions;
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b. Coordinate and supporte the training
program of the different government

institutions.

3. The bureau shall, with a view to make the
training of civil servants effective, prepare
a policy limited in the Administration level
with regard to conditions of training locally
and abroad and submit the same to the
cabinet of the Administration and supervise
its implementation upon approval.

66. Personnel Records

1. Any government institution and the
Bureau shall keep relevant personnel data
organized in a modern way regarding
each civil servant or temporary

employee.

N

Co- (Y A7PR 700 A7PX (8)
aw /i PUANANT PO VAT avlE P
LUT APEG APET A%NNLA9° Pom:
avav ey et UGS
07242171 Lavi)(A::

=

TNrF 090 PavyN o Wit (194
UL @0 ULV TINCEPT
pavav AT @ £.9° PE@7 Cav@-O L av-)T
hQm-::

Q)

n’7aean g Fo-  PANTSRC Wi T
NPCT PawLtFo- NP7 PGCE
Lt F0MN 0 £9° 0h (L9 10- avw A}
Ay Aot C TIF o090 Ao+ Cav 0T
Wl E 7 PN TIWLC TI0T h LTI

Dire Negarit Gazeta No. ™, 2018

& Pavy) oot w oG - A8 eo-Po-
PATLLT LI LATINANTT PRAUG
INCE (12N WL 00T “InPavp

nANA 1m-::

ERL oyt Wl RHT aolE PUIRLET
34471

b (.CoT
V) MANTSRC RLE COar UNT ¢

haviC avls 2CoT NoPrr
AT 0C P71 T

0) PANTSRST Pav ol w oo
avlB R PTYLLEAT

2. The Bureau shall register the human

resource information sent to it pursuant

to sub-article (1) of this Article upon

ascertaining their compliance with the

provisions of this Proclamation and

directives issued for the implementation
of this Proclamation.

3. Any civil servant shall have right to
access to all information contained in his
personnel records or to have a copy

thereof.

4. Any person other than the concerned
administrative staff shall not have
access to personnel records of a civil
servant without his consent unless
authorized by a court order or by the

provision of the law.

5. It is prohibited to deposit any document
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in the personnel records of a civil servant
which is not made known or informed to

him.

67. The Responsibility of Organizing Profile of

Civil Servants

1. The bureau shall have the duty to:

a. implement uniform human resource
management information system at a

Administration level;

b. organize civil servants data base at

Administration level;
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c. Collect, compile and disseminate
statistical data relating to civil

servants.

2. Any government institution shall have
duty to send information on timely basis to

the bureau human resource database.

3. Any government institution shall send to
the bureau personnel data of every

employee.

SECTION EIGHT

RESPONSIBILITIES OF GOVERNMENT

INSTITUTIONS

AND OBLIGATIONS OF CIVIL SERVANT

68. Responsibilities of Government Institutions
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this proclamation.

69. Obligations of Civil Servants

Any civil servant shall have the following

obligations:

1. be loyal to the public and the Constitution

and respect the law;
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purpose of doing his job;

13. submit for medical examination, other
than examination for HIV/AIDS, when
required by the government institution on
sufficient grounds related to his service;

14. observe occupational safety and health
rules.

@ (08 PaomPP DALY T

e

o4

MG 09 a0 Wi rF Ardear
MG 05 1AM~ avv1l e PTG a1 e P
AL N72.CA 15T 0LI° PéT (105 TmeE
P M4k @90 Phl: (wlelFo-
TATYE 089° P 08 (Hd0a £Ct
N7 PRLN RTLVPY 1

NATFANT WLt BF 2% 9°90C

(Y APE W7PA i ¢-+L710- A7&tm0d
VS PANTSLS PavINT Wl R
POLAKLENTT € % 9°00C &7 PAN-TS L4
0.z PoMA::

hea Hm™%
PLO0TAT ACTEPT K5 PPLd APlL-dAS

héJT ACYT
Th0 DEA AT

PA.0TAZ ACTELT

28 28.0TA7 PN 9977

PLOTA 7 PO %477 Cav’yo) o w i G ar
Né.aavm- PL.OTA7 +L AT 00t
Nhaeaairk:s 1427-9°04 W75.53-49°F E
Wit F RTAPT ATINFEA 090 0718390
s AT AT0G0T o

Dire Negarit Gazeta No. ™, 2018

@F PA.0TA? POT L7115 havs LAl

b PLNTA7 AT PéAav  Pav}o) -
Wl G RILP4E nNL T helhtact
POLT K79 A.o070T LTAAT

70. Extent of Liability

Any civil servant shall be liable for the damage
or loss of equipment and implements supplied
to him for the purpose of doing his job, where
such damage or loss is caused by his negligence

or intentional act.

71. Ethical Conduct of Civil Servants
Without prejudice to the provisions of Article 69
of this proclamation, the administration cabinet
shall issue detailed code of conduct regulations
of the civil servants;

SECTION NINE
DISCIPLINARY MEASURES AND
GRIEVANCE HANDLING

SUB-SECTION ONE
DISCIPLINARY MEASURES

72. Objective of Disciplinary Penalty

The objective of a disciplinary penalty shall be
to cause delinquent civil servant to regret and
learn from his mistakes and to rehabilitate him
so as to become ethically sound civil servant or
to discharge him when he becomes recalcitrant.
Repent
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73. Types and Classification of Disciplinary
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Penalties

Depending on the gravity of the offence,
any one of the following penalties may
be imposed on a civil servant for breach of
discipline:
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oral warning;

b. written warning;

c. fine up to 10 day’s salary;

d. fine up to three month's salary;

e. down grading for the period of up to two
years;

f. dismissal.

2. The penalties specified under sub-article
1(a) to (c) of this Article shall be classified
as simple disciplinary penalties.

3. The penalties specified under sub-article

1(d) - (f) of this Article shall be classified as
rigorous penalties.

4. A civil servant who has been demoted
inaccordance with paragraph (e) of sub-
article (1) of this Article shall be reinstated,

upon the lapse of his period of punishment:

a) when a similar vacant post is available,

without any promotion procedures;

b) in the absence of a vacant post, he shall
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be reinstated to a similar post without
any promotion procedures when it

becomes available at a later time.
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5. After a disciplinary measure has been
taken on a civil servant, such measure

shall be refer to and remain as a record:

a) for two years, where the penalty is

simple;

b) for five years, where the penalty is

rigorous.

74. Offences Entailing Rigorous Disciplinary
Penalties

Rigorous disciplinary penalties
imposed for the following offences:

may be

1. neglect of duty by being disobedient to lawful
orders, negligent or tardy or by intentional
nonobservance of working procedures and

government policies;

2. deliberate procrastination of cases or

mistreatment of clients;

3. to deliberately obstruct work or to
collaborate with others in committing
such offence;

4. unjustifiable repeated absenteeism or non
observance of office hours, fall short of
getting lesson in spite of being penalized

by simple disciplinary penalties; fail

5. to initiate and commit physical violence
at the work place;
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6. neglect of duty by being alcoholic or drug
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to accept or solicit bribes;

to commit an immoral act at work place;

to commit an act of theft or breach of trust;

to commit an act of misrepresentation or
fraudulent act;

to inflict damages to the property of the
government institution due to an
intentional act or negligence;

abuse of power;

to commit sexual harassment or abuse at

the work place;

to commit any breach of discipline
offence of equal gravity with the offences

specified under this Article.

75. Taking Disciplinary Measures

1.

Any government institution shall establish
a disciplinary committee which shall
conduct formal disciplinary investigation
and thereby submit recommendations to
the head of the government institution.

. Disciplinary measures may be taken

irrespective of any court proceeding or

decision.

76. Suspension from Duty

1.

Any civil servant may be suspended from

duty if it is presumed that:
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a. he may obstruct the investigation by

concealing, damaging or destroying
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evidence related to the alleged
offence;

b. he may commit additional offence on
the property of the government
institution;

c. the alleged offence is so grave as to
demoralize other civil servants or
negatively affect the public trust

towards civil servants; or

d. the disciplinary offence may lead to
dismissal.

2. A civil servant may be suspended from
duty and payment of salary in accordance
with sub-article (1) of this Article only for

a maximum period of one months.

3. The decision given in accordance with
sub-article (2) of this Article shall be
communicated to the civil servant in
writing, stating the grounds and duration
of his suspension and signed by the head
of the government institution or his

representative and copied to the Bureau.

4. Unless a decision of dismissal is rendered
against a suspended civil servant, the
salay with held at the time of suspension

shall be paid to him without interest
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5. The suspension of a civil servant shall not
deprive him of other rights and duties that

are not affected by the suspension.
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6. Notwithstanding the provisions of sub-

article (2) of this Article, if the suspension
period of a civil servant form duty and
payment of salary expires before his
dismissal or reinstatement with payment
of salary in accordance with sub-article
(4) of this Article, the head of the
government institution may extend the
suspension for a period of up to fifteen

days:

7. If the initial or extended period of

suspension of a civil servant form duty
and payment of salary expires either
before the dismissal of the civil servant or
his reinstatement with payment of his
salary in accordance with sub-article (4)
of this Article, the suspension from duty
and payment of salary shall be lifted and
the investigation of the disciplinary charge
shall continue; provided, however, that
committee  members and  officers
responsible for the delay shall be liable for

disciplinary offence.
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77. Period of Limitation

Disciplinary measure shall not be taken
against a civil servant who has committed
an offence entailing simple disciplinary
penalty unless such measure is taken within
six months, from the time the commission
of the offence is known; provided,
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however, that the official who has failed to
take the disciplinary measures within the
time limit shall be held accountable.

No disciplinary charge shall be brought
against a civil servant who has committed
an offense entailing rigorous disciplinary
penalty in addition to criminal liability,
unless the disciplinary charge is brought
within the time limit provided for in the
criminal code for such criminal offense.

No disciplinary charge shall be brought
against a civil servant who has committed
an offense entailing rigorous disciplinary
penalty, but not entail criminal liability,
unless the disciplinary charge is brought
within the time limit provided for in the

criminal code for petty offenses.

Notwithstanding the provisions of sub-
articles (2) and (3) of this Article, the
official who has failed to take the
measures, within a period of six month
from the date he became aware of the
offence, shall be liable for disciplinary

offence.
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5. Any claim by a civil servant for payment
of money shall be barred by limitation
unless submitted to the concerned body
within six months from the date it
becomes due.

SUB-SECTION TWO
GRIEVANCE HANDL ING PROCEDURE
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78. Objectives of Grievance Handling Procedure

Civil servants’ grievance handling procedure
of shall have the following objectives:

1. to provide expeditious remedy for
grievances;

2. to rectify mistakes and weaknesses that are

causes for grievances;

3. to provide equitable and fair treatment to
all civil servants and thereby promote

smooth work relationship.

79. Establishment of Grievance Handling
Committee

Any government institution shall establish a
grievance handling committee that conducts

grievance inquiry, and submits
recommendation to the head of the government
institution.

80. Duties of Grievance Handling Committee

A grievance handling committee shall have the
duty to investigate complaints lodged by civil
servants and submit recommendations relating

to:
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1. interpretation and implementation of
laws and directives;

2. protection of rights and benefits;

3. occupational safety and health;

4. placement and promotion;

5. performance appraisal;

Dire Negarit Gazeta No. ™, 2018

6. undue influence exerted by supervisors;

7. disciplinary measures taken pursuant to
sub-article (1)(a) and (b) of Article 69
of this Proclamation;

8. other issues related to conditions of work.

SECTION TEN

ClVIL SEREVANTS
ADMINISTRATIVE TRIBUNAL

81. Establishment

1. An administration tribunal which hears
litigates and decide case. Brought to it on the

basis of article 83, hear by established.

2. The Administrative Tribunal shall have
chambers which examine and decide on
appeal cases.

3. The chamber shall have a chairperson and

two members designated by  the bureau.
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4. The bureau shall issue directives relating to
the manner of execution of function of
judges of the Administrative Tribunal, the
code of ethics they should observe, and
other related matters.

82. Powers and Procedures of the Administrative
Tribunal

1. The Administrative Tribunal shall have
judicial powers to:

a. hear cases brought to it and render
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orders and decisions;

b. hear an appeal brought by a civil
servant against an alleged decision

and supported by an affidavit.»

2. Orders and decisions of the Administrative
Tribunal shall be considered as orders and

decisions of any civil court.

83. Jurisdiction of the Administrative Tribunal

The Administrative Tribunal shall have the
power to hear and decide on:

1. appeals lodged by civil servants
relating to:

a. unlawful suspension or termination of
service;

b. rigorous disciplinary penalty;

c. unlawful attachment or deduction of

salary or other payments;
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d. infringement of rights arising from

employment injury;

e.except provided under Article 77(7) of
this Proclamation, cases decided upon
investigation by grievance handling
committee;

f.request for termination letters and

certificate of service;

appeals lodged by temporary employees and
employees of government institutions
authorized by  their  establishment
legislations to administer their employees in
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accordance with directives issued following
the basic principles of the civil service laws.

3. The Administrative Tribunal may, after

hearing an appeal, confirm, reverse or vary

an administrative decision.

. The decision of the Administrative Tribunal

on question of facts shall be final; provided,
however, that any party who claims that the
decision of the Administrative Tribunal has
error of law, may appeal to the Dire Dawa
city appellate court Supreme Court within
30 days from the date of decision of the
Administrative Tribunal.

84. Execution of Decision

1. Any government institution shall have the

obligation to execute a decision given by the
Administrative  Tribunal ~ within  ten

consecutive working days.
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2. Where the beneficiary of a decision
pleaded that the decision of the
Administrative ~ Tribunal  given in
accordance with Article 83 (3) and (4) of
this Proclamation is not executed within 30
days, the Administrative Tribunal shall
execute the decision.

3. The head of the government institution
who failed to execute the decision of the
Administrative Tribunal shall be liable for
the damage sustained by the institution and
the civil servant.
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SECTION ELEVN

TERMINATION AND EXTENSION
OF SERVICE

85. Resignation
1. Any civil servant may, by giving a one
month prior notice, resign at any time;
provided, however, that the government
institution may release him prior to the
end of the notice period if it can easily

replace him.

2. Any civil servant, who has terminated his
service without giving a one month prior
notice referred to in sub-article (1) of this
Article, shall have civil and criminal
liability for any damages caused by such

failure.
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Where the service of the civil servant is
indispensable and he could not be
replaced easily, his release may, in
agreement with his future employer, be
delayed for a period not exceeding three
months counted from the date of

application.

86. Termination Due to lllness

1.

Where a civil servant is unable to resume
work within the time specified under
Article 45(2) or (4) of this Proclamation,

he shall be deemed unfit for service and
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his service shall be terminated.

2. Without prejudice to the provisions of
Article 61(3) of this Proclamation, where
a civil servant who has sustained
employment  injury is  medically
determined to be permanently disabled,
his service shall forthwith be terminated.

3. If a civil servant does not agree on a
transfer that could be effected in
accordance with sub-article 3(b) of Article
28 of this Proclamation, his service shall
be terminated.

87. Termination on Grounds of Inefficiency

1. The service of a civil servant who has
completed his probation period may be
terminated due to inefficiency where his
performance evaluation result indicate his
inefficiency and has shown no
improvement after being given appropriate
capacity building training.
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4. The termination of service of a civil
servant under sub-article (2) and (3) of

this Article shall, as may be necessary, be
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effected for the achievement of' the
purposes of performance evaluation under

Article 33 of this Proclamation.
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. 1. Force majeure means factors that do not
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related with the work of the civil servant
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unable to do there works directly or
indirectly because of held in the legal
custody to the maximum of 6 months or
due to other factors beyond the capacity of
the civil servant and able to produced by
evidence.
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2. The service of a civil servant may be
terminated due to inefficiency where his
performance evaluation result is below
satisfactory for three successive evaluation 0P halT:
periods despite exerting all his knowledge
and ability to accomplish his work.
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. Notwithstanding the provisions of sub-
article (2) of this Article, a civil servant
whose performance evaluation result is
above satisfactory for five successive years
may not be dismissed on grounds of
inefficiency unless his performance
evaluation  result  becomes  below
satisfactory for the following four
successive evaluation periods.
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4. Notwithstanding sub-article (3) of this
Article, if a civil servant who is absent
from work due to detention for more than
six months produces an evidence of his
acquittal, the government institution shall
reinstate him on any vacant position by

maintaining his previous salary.
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PILY WTPR 100 WIPR(9) €300 5. Without prejudice to the provisions of sub-
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2. A civil servant who has completed his
probation period if absent from work due
to force majeure, shall inform the situation
within one month to the government
institution.
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3. The government institution that has

received the reasons of absence of a  civil avavCanc
servant in accordance with sub-article (2)
of this Article shall, after verifying the

validity of the reason by the head of the
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institution or his representative, keep the
post of the civil servant vacant for six
months; provided, however, that the
service of a civil servant may be terminated
if he is unable to resume work within the

six months.
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terminated  without any additional

formality where he is absent from work due
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reinstate a civil servant to a similar vacant

position if he reports to work within six
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months from the date of his absence by
producing sufficient evidence to prove that

his absence was caused by force majeure.
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89. Retrenchment

1. Any civil servant shall be retrenched where:
a. his position is abolished;

b. the government institution is closed; or

c. redundancy of man power is created or
where it is not possible to reassign him
in accordance with Article 32(1) of this
Proclamation or where he is reluctant to
accept a position of a lower grade

servant in
this

2. Retrenchment of a civil
accordance with sub-article (1)(c) of
Article shall be made when it is proved that
his performance and qualification are lower
when compared with other civil servants

holding the same position.

90. Termination of Service on Disciplinary

Grounds

The service of a civil servant shall be
terminated where a disciplinary penalty under
sub-article (1)(f) of Article 73 of this

Dire Negarit Gazeta No._
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Proclamation is imposed on him and the
penalty is not reversed by the Administrative
Tribunal on appeal.

Retirement

1. The service of a civil servant whose service
is not extended beyond retirement age
pursuant to Article 95 of this Proclamation
shall be terminated on the last day of the last
month in which he attained the retirement
age determined by law.
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of his family who were dependent on
him, and were communicated, in writing,
by him to the government institution;
provided, however, that in the absence of
such communication of the spouse or
family members, the payment shall be

effected upon the production of evidence

given by a competent body or court.
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the payment referred to in Article 43(1) of
this Proclamation for unused annual
leaves hall be paid to his spouse or in the

absence of spouse to his legal heirs.
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3. Without prejudice to the provisions of the
relevant pension law, where a civil
servant dies, a lump sum of payment

equivalent to his three months’ salary

)
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shall be paid to his spouse or members AIAWCT ARLT P7046.89° he P
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length of his service as well as his salary.
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1&. AAUCTT DATICHT

obligation of a training contract or is

: b a9, gy

indebted  towards the government & PaIUT WO hT pame e 08T

institution terminates his service for any hesn N34 QAT UL Adh At ot

reason, he shall not be entitle to a Mntads- haLhT a3 ATILOAT
- : . L RIADET T1609° LT AN

certificate of service before obtaining a

clearance certificate for discharging his € v AR 100 WIPR (8) ovwldt

obligations. PRI AVt WS WA

o _ _ MNP PULT AT
3. The provisions of sub-article (2) of this

Article shall not be applicable to a civil V) PwiotFao- TIVCAT AL
servant whose service is not terminated. OG-t AGD 80 (Lol: p 8

mP e AT
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4h) wetFo- améor ANE oo
0hh9°G “INLE NPT

a. his three months’ salary for the first
year of his service; and

b. one-third of his monthly salary for
each additional year of his service;
provided, however, that such
payment shall not exceed his 12

months’ salary.

2. A civil servant who has completed his
probation and served for less than  one
year shall be entitled to severance pay in

proportion to his service.

95. Extension of Service

1. The service of a civil servant may be
extended beyond his retirement age for a
period up to five years at a time and for a

period not exceeding ten years in total.

2. The service of a civil servant may be
extended under sub-article (1) of this

Article where:

a. his qualification, special skill and
ability is found to be essential to the

government institution;

b. itis not possible to replace him by
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another civil servant through

promotion, transfer or recruitment;

c. he is proved fit for service by
medical certificate;

av) wi kT NN T AdaPPmA
AN77717 A9

W) PRIAIN: GO P LR
Paome P O m- havfl.0 0l
oC 04T ANCo- PCN ALP LT

1@

NeA h»é vat

AR AR £7709F
A%, PPPCT PRLE DLVTT PRAPOH B7ILT AT
PP PPPT7 AP
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PhOT CTIVCT @LI° Croe- AL
MNLE TP @ LI° AT A0
G0 0LI° LUT APE 0LI° hPE7
ATINEAT® PoNaT LG avavl e
0 L9° AA TITTo79° ) (Nav-1A0G
Pd.oav  PPCT PRLE OLNT
PLOP@N  “Tle ofL9 AA PP
NL.0TA7¢ No7EA  P7.eahTam-
TmPEt R78Tm0d T (avsrl @
0L e0AL  DAd ol (LCo-
N5 Fa-9° L LOALHA::

)

PPPCT PLLE 0L1TT LAV P77
0 LI° AA PPI° CHOALHNT PavG) o
wioAE (LATATS Mo76A aomfPd:
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ANhrto0L0 T+ L0 LLa PThé.am-7
LavNG ANT PPPT A7LovAN
HhLmLPI°::

be requested to pay back the salary and
other benefits he has received up to the date

of the nullification.

=

0h? o PPCT PRLE 0LN1TT
PLOAP@N 7. ofL9 AA PP
AT2.07 U7 A of9  0hag:
TATTYrlt PobL Croé- DAL 0LI°
Pho%-k AOA A0 QAo PLOTA7T
POIEN 7 AT CETANAC h?
IO avw /il FmPE LG A

d. he has agreed to the extension of his
service; and

e. the extension is approved by the
bureau upon a request submitted
three months prior to the date of his

retirement.

i

MY A7PZ 700 Rrda (F) oaowlqf-
P rmPO@- P avdAov] Pavyol @
L1 PNAL 524 @L9° .Co- h&LNNT
Ph-7 ATV POLLATA ACIE
ap-NL AT DAL 0L9° Chlk
AAT7 No7EAT NG TG h9
Tmeet  A"1LLD AN Ade-

SECTION TWELVE
MISCELLANEOUS PROVISIONS

96. Nullification of Appointment. Promotion,
Salary Increment and Other Benefits

1. If any appointment, promotion, salary

increment or other benefits is effected upon
presentation of false evidence of education
or experience or effected by unauthorized
person or contravenes this Proclamation,
regulations and directives issued for the
implementation of this Proclamation or any
other law, it shall, without prejudice to

disciplinary and criminal liabilities, be

gav’p9) o pan eé.Aavey LT
0708 ANLE 1P LN Aalll:

1Z. QAU M0NLED

b

PHY APE  AZPA iE &0
A7 1mle T UNTE  eT9PUCTT
Pavy8 P LT Pl AICLS PP

nullified by the head of the government i Ay L) TNEE LT (L E AN
institution or the bureau. PhPms7 PRLE AL L9 AA
PP 1T COTINT Wl TP

2. Without prejudice to his disciplinary and

criminal liability, a civil servant whose
appointment, promotion, salary increment

or other benefits has been nullified may not

n%.0TA7S ho78A Tafeirl IC
N-1+eeH CAm7 V8 A TALEP (I
av’p 12 AT9°7 A“IN1-aNAGT Ao
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PIeATA NHCHC PhéE.909° avavy g
PANTSLC N2 A LOM LTAA::

3. An official or member of a committee who

. ) ) . € O ATPA 700 ATPAR (8) aow ot
intentionally or with gross negligence

authorizes  unlawful  appointment, CANTS RS Wle POLe@NM- avave e
promotion, salary increment or other (Né- AL P Lm-0 -G CULHPm- LV AP P
bfene_fit_s, shall be_lia}ble under the_ r_elevant NN ¢ TIC Ad@- PRIL Gav}
disciplinary, criminal and civil law
isi UL NF LPTA:
provisions.
T Pr20M7 @-hAS dATPOMT

4. Where the head of the government NCo- eTANAR ACLAT Pho- VOT ¢
have-C PANGSGT o-m 71 A71L:4°1 hDd.ATl,
Vs ALT7o- (1LY APE C-HOama 7 2N
DALY Gt av ol P (AT No-AS
TNTANG LTAA:

institution or the bureau finds out that a
fault specified under sub-article (3) of this
Article has been committed, it shall take
corrective measure and submit the case

with pertinent evidence to the relevant

I3t
b

PAPE? hé.RAT° NATPSMNIMC

government body that has the power to

6 (LCo- LUT APES OAPE avwl-f
PrLOMT7 LIOTG avav 0 27 (1T hhA
e AL avPAFe?  Pav$am(C
2ANTG DALY LTEPA::

initiate criminal or civil proceedings
against the persons responsible for the

violation.

o)

Co- (IHY KA7PAZ 700 RiPR (2)

CrAmo7 2ANFG DALY 0P
1. Note with standing the provision of Article AT CL N7 Fo-9° LI, T

97. False evidence

96, the administration cabinet can issue
' V) a7t av o4 ¢ 0

Nao Y’y -4 o Lg9° A7T%ANNT
0N LTI A0
av /B Py avav(Cav(CT A

directive to correct, adjust and decide on
matters related to the accountability of
disciplinary and criminal liability, pertinent

to those civil employees who employed,
A)  H8E POlavpbrter Prd- DAL

@ LI° AT CavTNT Wl
NFPA 0L9° AV A7%P00L5-
anmPP7 LFAA:

promoted or obtained other benefits with
fraud documents, of edvcatioOn, driving
license, work experience and certificate of

competency.
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2. In accordance with the provision of sub of
article (1) of this artier, the directive issued
by the Administration shall be effective
and its implementation deadlier shall be
only one year from the date of publication
of this proclamation.

98. Delegation of Power

The bureau may delegate its powers and
duties under this Proclamation to government
institutions where it deems it necessary for the
efficient and effective human resource

management of the public service.

99. Supervision of Implementation of the
Proclamation

1. The bureau shall have the powers and
duties to supervise the  proper
implementation of this Proclamation and
regulations and  directives issued
hereunder.

2. The bureau, in exercising its powers and
duties under sub-article (1) of this

Article, may at any time:

a. examine files and other records by
sending inspectors to government
institution or by ordering them to

submit such files and records; and

b. require the concerned official or
other civil servants to give oral or

written explanation.
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3. Where the bureau, through its
investigation under sub-article (2) of this
Article or otherwise, discovers that the
law is infringed or a discriminatory act is
committed, it shall have the power:
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a) to order the rectification of the
irregularities;

b) to suspend the execution of the
matter until decision is made there
on;

) to cause the taking of appropriate
administrative measures against the
official or the civil servant
responsible for the act; and

d) to act in accordance with Article 96
(4) of this Proclamation.

100.Power to Issue Regulations and Directives

1.

The cabinet of the Dire Dawa
administration may issue regulations and
as may be necessary directives for the
implementation of this proclamation

the Bureau may issue directives necessary
for the implementation of this
proclamation and regulation issued
pursuant to the proclamation.

101. Transitory Provisions

1.

4

Until the bureau adopts national criteria
and parameters that enable the
establishment  of  eligibility  and
competence certification for examining
and selecting applicants for vacant posts,
the other selection criteria provided for by
this Proclamation alone shall continue to
apply to the recruitment, promotion,
transfer and redeployment of civil servants.
Pav Yot Wb Pl IPRAG
PLav@ RLE L7 RPC & (PR NGA
NJote bPC  OFIH/THEEO)T
PLLAP ANTSRC a0 Wl b F T

PLOTA? MEAAPG PPl hdi-dAl
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2. The relevant provisions of the Public
Service Position Classification and Scale
Regulations No. 2 (Legal Notice No. 419
of 1972), the Federal Civil Servants
Disciplinary and Grievance Procedure
Dire Dawa civil Regulations No. 18/2004
and existing directives shall, in so far as
they are consistent with this Proclamation,
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remain in force until replaced by
regulations and directives issued in
accordance with Article 100 of this
Proclamation.

102 Pending civil service cases
Civil service cases as other related civil service

103.

104.

issue prior to the coming into force of this

proclamation shall be settled in accordance

with this proclamation,

Repealed Laws

1.

the Dire Dawa civil servants proclamation
no.20/2011 is here by repealed.

any proclamation, regulations directives or
practice which are in consistent with this
proclamation shall have no effect on
matters provided for in this proclamation.

Effective Date

This Proclamation shall come in to force upon
the date of publication in the Dire Negarit
Gazeta.

Done at Dire Dawa this th day of 2018

Ibrahim osman

May or Dire Dawa Administration

Dire Negarit Gazeta No._

o m 2018

77



