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Regulation Number 7/2023
A Requlation to provide for Addis Ababa City

Administration of Employees of the Office of the Auditor
General of Addis Ababa City
WHEREAS, it is essential to issue employees

administration regulation that enable the Office recruit,
administer and as necessary dismiss employees so as to
achieve its responsibilities independently;

WHEREAS, it is essential to assist employees of the Office to
discharge their duties and responsibilities in a transparent and
accountable manner, cognizant of their professional
independence and their rights and duties;

NOW, THEREFORE, in accordance with letter (C) of Sub-
Article (2) of Article 11 of the Revised Charter of the Addis
Ababa City Government Proclamation No. 361/2003 (as
amended) and the Addis Ababa City Government Office of the
Auditor General Re Establishment Proclamation No. 77/2022
Sub-Article (1) of Article 28; the Addis Ababa City
Council has issued this Proclamation as follows.

L RN 124 Mmook EN6PAE
| Addis Negari Gazeta P.O.Box 2445
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. Definitions

In this Regulation, unless the context otherwise

requires:

1. “Council”” means Addis Ababa City
Council.

2. “Proclamation’®> means the Addis Ababa
city Government Office of the Auditor
General Re-Establishment
No. 77/2022.

3. “The Office’> means the office of the

Auditor General of Addis Ababa.

Proclamation

4. ©Auditor General’> means a person
appointed in accordance with Article 8 of
the proclamation.

5. “Deputy Auditor General”> means a
person appointed in accordance with Article
9 of the Proclamation.

6. “’Chief of the Office’> means the Auditor
General,
Head of the Office.

7. “Head of the Office’” means a person

Deputy Auditor Generals and

appointed as per Sub-Article (2) of Article

15 of the Proclamation.
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the Heads of the Office.
12. “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;

13. "Contract of Employment™ means the

employment agreement entered in to
between the Office and its employee; or
official employment; or assignment letter
issued by the Office.
14. “Promotion” means assigning an
employee from his current position to a
higher grade;
15. ""Acting" means an employee or official
assigned to act for a limited duration on a
vacant position which cannot be discharged
simultaneously by an employee already

tasked with another duty



1

)

gce A%0 1946 M RPC L oo L EATE

9.9,

Addis Negari Gazeta No.7/16" day of March page ......... , 2023

279

29092 wets”

AT ool f Lok

o0 CHARYTT Qe NAA0: 174 0L9°

U2 AN S (Ro1 Crole avfol

AL MWL LPYE  FPPC  PULNE  Oo-

1wz PTI° COLN AT ALAICCIO:-

V) NP7 1200 Ae-ThéATe- eoL04 PP
w G T

A) Novsoe® (L 0P Aov-@ ovpool
oL ANMNC MG Clovf(l
NP7

) hoosoge ok IC 019201 oA
awwld Po AThATe 14T
P72l @LYD Pov @ DALY
Pows. APT7:

av) QAT AR do-P T AT Tocd

N7 el haoopte Ok OC
02101 @A aow (| PO
afrhé.Ato- N1Ce L1 T -

P04 QAov- PP :

T7ZMLPE “106T TN avoef (ol

RI1LT Wi bd L9 DAL Al
AN.AY, ooy O LI (7e- REA.
O-NP LI NATE Prod- NGA oL AA
Pode NEA MULLPTT vl TI0CT

To-:

IT“tohe” Mt (Rl Phovf(l DAd

0L Wi Atodt LW hrdo- AL
AL oL b AdhovAh  L40
e’ Wravd L9 RrHL.PNT o)
1DA6o (160 ©L9° (0L PALPT
N2 he P2.00A A4 0L9° wiTd

v JH

16.

17.

18.

"Temporary Employee™ means a person
who is employed by the office for a job
which is not permanent in nature or
circumstances so requires toa permanent
position, however, that it shall not include the
following:
A. persons employed as daily labourers
who are paid on daily basis;
B. persons assigned for apprenticeship
or internship at the office;
C. persons who enter into a contract
with the office to work for
consideration and on the basis of
their own business or professional
responsibility;
D. Persons who enter into a contract
with the office to work for
consideration on part-time basis due

to their special knowledge and skills.

“Temporary Assignment' means assigning
an employee or official temporarily on a job
within his work unit or by transferring to

another work unit as it deems necessary

"Delegate™ means an employee or official
delegated in writing by head of the Unit or by
head of the office to direct or conduct an
activity until the permanently assigned
officer or employee returns to work from a

temporary absence.
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19. "Training" means introducing an employee
to new technology or work through formal
education, short-term courses including

seminars and symposiums organized locally

or abroad, so as to make employee effective

by enhancing skill and knowledge.

20. “’Salary" means base pay and periodical
increments authorized for a grade of a class
and step and other increments approved by

the Council.

21. "Overtime Work" means work done by an
employee outside of the normal working

hours;

22. "Allowance”™ means a payment to an
employee assigned to a field work and other
assignments as per the allowance rate
approved by the council,

23."A medical certificate™ means a certificate
that describes the health condition or
prescribes sick leave of an employee and that
is issued by a government or licensed private
medical institution or where the certificate is
acquired from abroad it shall be verified by
Ministry of Foreign Affairs;

24. "Administrative Decision”™ means any

decision given by the Auditor General,

Deputy  Auditors  General, Directors,

Managers or discipline council, either orally

or in-writing regarding an employee;
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25. "Sexual

sexual advance or request or other verbal or

harassment™ means unwelcome

physical conduct of a sexual nature at

workplace and includes:
A. Unwelcome kissing, patting,
pinching or making other similar
bodily contact;

B. Following the victim or blocking the
path 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

26. ""Not reinstated" means a person whose
good name has not been restored after
sentenced for criminal offence.

27. “person’> means any natural or legal person.

Geneder Expression

Any expression in the masculine gender shall

also include the feminine gender

. Scope of Application

ThisRegulation shall be applicable on any
employment contract between the Office and its

employees.
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5. Responsibility and Duties

1. The office shall have the responsibility to
ensure implementation of this Regulation.

2. Every employee of the office shall have the
duty to implement and abide by the

provision of this Regulation.

PART TWO
RECRUITMENT AND ASSIGNMENT of
EMPLOYEE

6. Recruitment and Assignment of Employee

1. Any recruitment, assignment and transfer of
employee shall be based mainly on
educational qualification, experience, ethics
and performance; Accordingly, the office
shall fill vacant positions by transfer,
promotion and recruitment;

2. The criteria and parameters of competence
certification for recruiting and promoting
applicants for vacant posts shall be in
accordance with the directive issued by the
Office;

3. The office shall undertake study of
organizational structure and man power to
effectively discharge its establishment goals
and implement up on approval by the
Council.

4. Without prejudice to the provisions of Part 4
of this Regulation, vacant position shall be
filled only by a person who meets the
qualification required for the position and

scores higher than other candidates;
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£ 0% Pore onfit PANT €r74 NEAT 5. Where there is a vacant position in any Unit,
P@ 00t poée hemeC Reohtet the Unit head and the Human Resource
Asre avfit fo®T P DA Directorate shall submit a proposal to the head
@& weAE (PPC: (REE 01T of the office to fill the vacant position with a
@Ly Mo-o-C 27494 fo-az 04 competent employee through recruitment,
aovref ok CNAL DAL CPCOA:: promotion or transfer and shall implement the
0OLPI> Prod ol K157 same upon approval:

LREIA: 6. Where necessary, the office may fill a vacant

Lo oo 0k ANLAL UT OLTT o position by transferring a qualified employee
st Cr2e- avfil AL hAA ool @ or official with the consent of another City
0t 2C M97.847 A9t Prod- av Ll Administration Office;

Plme Py avOi.Ct PULeA Prre- 7. In view of heightened effectiveness, the office
DAL 0LI° Wl RMo € avav o] shall rearrange its organization based on the
LA interrelation of newly created positions with

L. oo f (Wl RS0 P9lé.mé Crve- other work processes and outputs.
w0 DANT Pl 1LEATE om AT 7. Recruitment Procedures
IC PAT®7  TRIIEL T aow ot The office may recruit employees using any one of
N97L:4°1 R&LZEET  LOAT aomI"7 the following procedures:

ALLCD N°LTA avAN PREBA:: 1. Through open vacancy advertisement and
Z. 0A PTC RL909° invitation of applicants;

e Wk herhtast 0”78 NHL 2. By soliciting graduates from Universities

Pw it G PPpC ovdA9° LOTAA:- through direct contact with higher education

. NAX MNIoEf hoPt hooAWTT7 institutions;

oo 20N 3. Through web site.

. nherd FeVCT R ¢ e 8. Ineligibility for Recruitment by the Office
DPYEYT (LG 9P N 1. The following may not be employed as
N08L.C: employees of the office:

i el (lavmdge: : A. A person under the age of 18 years;

E(aomif ok AwbmC P79e07T 0 Ub 2T B. Any person who has been convicted and

B, Pontal Pavpdf (ol wedd har not reinstated by a court of competent
Admée heTa9o:- jurisdiction for offences of corruption,
) 6LOla- hIT Gewd (I e breach of trust, theft, fraud or rape unless

s five years have lapsed from the date the
N N0EA i o1l 2T penalty is served or is barred by limitation
eAdhgam: or remitted by pardon;
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C. A person who has been dismissed from
any governmental or non - governmental
institutions and organizations, because of
disciplinary misconduct, before the lapse
of five years from the date of his
dismissal,

D. Failure to produce Clearance letter from
former work place;

E. Non volunteer to produce medical
certificate except HIV/AIDS test;
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F. A person who is fails to produce evidence
confirming that he is free from conviction
of any crime;

2. Notwithstanding sub--article (1)(A) of this

Article, the Office may issue directives on

)

circumstances in which young person’s

above the age of 14 and under 18 may be

recruited as office employee and on the

conditions of work applicable to them.
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9. Medical Certificate and Police Record

The candidate who passed the examination and
scored the highest mark from among the
competitors shall submit medical certificate except
HIV/AIDS test to prove his fitness for service and
police certificate that he has no police record with
regard to crimes referred to in Sub-Article (1)(B)

of Article 8 of this Regulation
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10. Recruitment and Oath of Fidelity

1. A newly recruited employee shall be
served with a letter of probational
recruitment, signed by authorized
official of the office, stating the title and
grades of his position, his salary and
date of commencement of his
recruitment, together with job
description of his position.

2. The recruited employee shall before
commencement of his work, take the

following oath of fidelity:

"l..................being an employee
solemnly and sincerely to faithfully serve
the people and execute government policy,
and to respect at all times the constitution,
laws of the country and ethical directives
of the office and not to disclose to any
party information that is revealed to me by
reason of my duties and is classified as
secret or confidential by law or standard
transparent procedure™

11. Internal Transfer

1. The Office may, whenever necessary,
based on a transparent procedure, transfer
an employee to another similar position of
an equal grade and salary or to another

place of work within the Office;
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2. Notwithstanding the provisions of Sub-

Article (I) of this Article, an employee
may, without affecting his salary, be
temporarily assigned to another position,
for not more than a year, irrespective of
the grade or type of functions where it is
required to prevent the occurrence or
rectify the damage of any disaster to the
Office;
Where it is proved by a medical certificate
that an employee who has completed his
probation 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;
Where the position of an employee is
cancelled, he shall be transferred to another
position of an equal grade with in the Office.
Notwithstanding the provisions of sub-
article (1) of this Article, the office
may implement astem of internal transfer
in which transfer of employees is made by
rotation;
Any transfer shall be by the written notice
and made known to employee and concerned

officials.
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12.Redeployment

1. Office shall redeploy its employees on the
basis of competition when it implements a
new organizational structure;

2. An employee redeployed pursuant to this
Article shall be entitled to his previous
salary and benefits acquired by virtue of
his grade and service.

13.Promotion

1. Promotion shalt be granted to employees with
a view lo enabling jobs to be carried out by
competent and capable employees and thereby
Improvmg the general performance of the
office and motivation of employees;

2. Any employee shall present certificate of
competence issued pursuant to Sub Article (2)
of Article 6 of this Regulation to compete for
promotion;

3. Any promotion shall be granted through
competition;

4. Probation period shall not apply to employees
that are assigned through promotion.

5. A promotion obtained on the basis of
fraudulent  evidence or granted in
contravention of the provisions of this
Regulation shall, without prejudice to
disciplinary and criminal liability, be cancel
any time. Any profits gained by this reason
shall be refunded.

6. An official who has effected recruitment or
promotion intentionally when false evidence is
presented shall be liable to disciplinary

penalty when proved by evidence.
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14.Verifying Competence during Probation period

The purpose of probation period shall be to
ensure the competence of a newly recruited
employee through follow up of his
performance;

The probation period of an employee shall be
six month; however, if the performance of an
employee is below satisfactory the probation
period shall be extended for further three
months;

The performance of employee who is in
probation period shall be evaluated on the
third and fifth month by his immediate
supervisor; If the probation period has been
extended, the performance evaluation is done
on the eighth month;

If an employee has not obtained satisfactory
performance result during extended probation

period he shall be dismissed;

. An employee who is under probation shall have

equal rights and obligations with that of an
employee who has completed his probation period

with the exception of annual leave;

. Where the employee on probation is absent from

his work due to employment related sickness or
injury or due to maternity leave for a period of
more than one month, he/she shall he allowed to
complete the remaining probation period
following the date of his/her recovery or the end of

her maternity leave;

. Where an employee on probation period is absent

from his work due to a force majeure for a period
less than one month, the performance evaluation
shall cover only the period in which he was

present at work;
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8. Any Official who fails to timely evaluate the
performance of a probationary employee
shall be liable to disciplinary penalty.

15. Permanent recruitment

Where the employee on probation has recorded
satisfactory or above satisfactory performance
result, a letter of permanent recruitment shall be
issued to an employee.

16. Temporary Employment

L PP witdd NaamPmC

&, ool Wk NGHE Qaov-f A“LmeP
TNCTFo-9° G T Pl aofAl (RS
0L MHooC o9  0PrC
AL PeP Qaov @ ATITT T PTILTA
P 1714217 R00 QAo V2
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AIC 1) MWL LPTT APPC LTAA:

1. The office 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;

2. Without prejudice to Sub-Article (1) of this

Article, the office may appoint a temporary

g€ PHY RIPR I00 RIPR (B) L7102
ATETM0P PE aomil Ok LLLP employee only for a job which is not of a
W% APPC POTAm PHARTTF Ohé permanent nature: provided, however, that it
MAAD Crvee av@Al AL Yar: PGI° may,  where circumstances so require,
Vot PF APAL8. (1299 P avfo) appoint a temporary employee to a permanent
AL ULLEP WidT abmC LTAN: position;

F. RACHPPeT PO ULLP Wil 3. The recruitment of temporary employee of an

APNaC: ey @2 ey w6 Ethiopian, their rights and obligations as well

9@ JDF  RIL0  AA“LnmEATo- as the conditions of work applicable to them
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shall be prescribed by relevant laws of the

City Administration;

The recruitment of temporary employee of an

Ethiopian or a foreign national, their rights

and obligations as well as the conditions of

work applicable to them shall be
prescribed by relevant laws to be issued by

the Federal Government.
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1. Where necessary and upon obtaining the
permission of the House, the office may
outsource certain positions or tasks through
contract, that would not compromise public
interest, to private enterprises or to other

institutions.

2. The Office shall issue detailed directives
regarding positions and tasks that may be
outsourced to private enterprises or other

institutions.

18.Acting Assignment

1. Where a position of an official is vacant, the
head of the office may assign an employee who
has demonstrated outstanding performance on
acting capacity from among employees until a

permanent official is assigned to the position.

2. An employee may be assigned to higher
position in acting capacity to replace a
employee who is on education or training

program, that lasts more than a year.

3. An official who is assigned as acting shall be
given a letter signed by the relevant official of
the Office indicating workplace, roles and

responsibilities of the position.

4. Acting Official is entitled to the difference of
his and acting position salary and any benefit

allowed for the position.
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work for reason of work, sickness, annual
leave, training or other reaseons shall inform
his supervisor and delegate an employee who
acts on his behalf.

Delegation shall be made in writing and should
be copied to the concerned Units of the Office.
A delegated employee cannot delegate other
employee.

Without prejudice to the accountability of the
delegator, a delegatee is responsible and
accountable for any activity conducted during
the period of delegation.

Delegation shall be revoked in writing upon the

return of the delegator.

20.Personnel Record

1.

2.

The Office shall keep relevant personnel data
organized in a modern way regarding each
permanent or temporary employee.

Any employee shall have right to access to all
information contained in his personnel records

or to have a copy thereof.
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government.
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1.

The purpose of annual leave is to enable an
employee get rest and resume work with
renewed strength.

Annual leave shall be granted based on a detail
plan of annual leave schedule of employee and
the operational plan of the Office by taking in
to consideration employee's interest and by
informing the employee thereof.

There shall be no payment in lieu of annual
leave, provided, however, the payment may be
made for unused and postponed annual leave
due to termination of service.

Where the circumstance of work so requires,
any employee who is on annual leave may be
recalled to work even if the period of his leave
is not completed. However, the interrupted
annual leave shall be served to him by another

time.

24. Conditions of Annual Leave

1.

An official shall prepare and submit to the
human resource department, the annual leave
program of officials and employees under his
supervision. He shall also submit his own

annual leave program to the head of the office.
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of 20 working days for his first year service in
the office;

An employee 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;
Without prejudice to provision of sub-article
(2) of this Article, period of an annual leave
shall not exceed 30 working days in one budget
year unless otherwise it is believed by head of
the office or his delegates that there is a

compelling reason.

26.Postponement of Annual Leave

1. The head of the office or an official delegated

by the head of the Office may authorize the
postponement of annual leave for two budget
years, where the office, due to compelling
reasons, is unable to grant the employee his
annual leave with in the same budget year:
provided, however, that the accumulated leave
shall he granted to the employee in the third
budget year;
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2. Without prejudice to the provision of sub-
article (1) of this Article, where the office is
unable to grant an employee his annual leave
on the third budget year, due to compelling
reasons, and the employee demands his
accumulated leave to be granted to him in
terms of money, the office shall effect payment
for the working days of the first budget year
only;

3. An employee shall be entitled payment of his
monthly salary at the time of taking his annual
leave;

4. An annual leave that has not been used
partially or fully for more than two years, for
reasons other than the ones stated in sub-article
() of this Article shall be expired.

27.Sick L eave

1. Any employee shall be entitled to sick leave
with pay, where he is unable to work due to his
sickness;

2. The duration of sick leave to be granted to an
employee, who has completed his probation
period, in accordance with sub-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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4. Where any employee is absent from work due
to sickness:
A. He shall, as soon as possible, notify the
office unless prevented by force majeure;
B. He shall produce a medical certificate in
case of absence for three consecutive days
or for more than six days with in a budget

year;

5. If an employee who has completed probation
period becomes sick while during annual leave
he shall be given sick leave by terminating his
annual leave wupon presenting a medical

certificate;

6. The annual leave of an employee, interrupted
in accordance with sub article (5) of this
Article, shall be resumed upon completion of

the sick leave;

7. An employee on probation shall be entitled to
one month sick leave with pay, when he brings

a medical certificate.

28.Maternity Leave

1. A pregnant employee shall be entitled to:
A. Paid

accordance with a doctor's recommendation:

leave for medical examination in

B. Paid leave before delivery if recommended

by a doctor.
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NAmPAL bFF hrde IGT Laveil days after her confinement, in total 120 days of
PoLnEANT POA L 4.FL LOAMNTA: maternity leave with pay;

0. Y RIPR 700 RIPR () oowldt 190
MG PUTT Wl PIAMT PP e an onL: 4. If the pregnant employee deliver before the
LP e hrad &1 hod £ completion of prenatal leave which is granted
enTmPa T NF P PPCaw oAl L.PE under Sub-Article (3) of this Article, the
NoALT 154 A7 TmP0 T LLLIN: unused prenatal leave will be granted after her

& widEF P PodLTo- PPLaw oA confinement;
4L ALAP  PAOALT  RILUT
ANMI T oA LT 7 €h QT ¢ e 5. If the pregnant employee does not deliver on
PCH PPTBONT bCGT NET Gaor: the presumed date, the days subsequently taken
o0P NAT PGanl DL ey (0FIT: before her confinement shall be replaced by the
Gaols o0P POl LT hAAT annual leave she is entitled to within the budget
hoydpam PAET Gl COLET 498, year or that of the following budget year if no
Lha: annual leave is left;

BowoEP MY KFPR 00 KPR (F) 6. The employee shall be entitled to sick leave in
Profiod Po0L 2L NanddT 15 accordance with Article 27 (1) of this
AT emy>§ Ten"1é 4> 8 Regulation, if she becomes sick after
P PNEA DT ool (IhhY® hrd. D Mm completion of her maternity leave under sub-
Y £70 Wbk &% 100 KibE (2) article (3) of this Article if it is confirmed by
MVELMI@: oot ey LIE medical certificate;
am-OL AN :

. MEPge AN oC PPAT  1eAMC 7. Any employee who encounters a miscarriage of

PP Wl F PPLon oAl 4P
oo L, 04T 2770 CHRLmOT vy
LU POLeLIMT  PUNYCST  TINGE
OJPCN eE 7 PLVL o0l LI
LAMNIAN\:

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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A1 owRle IO PoLTo- miscarriage of pregnancy, her prenatal leave
PPLaw @A L LPL. ARCm (ONY shall terminate and she shall be entitled to the
RT1P& 100 ATPAR () Plovablo- 0 90 days post confinement maternity leave
P77 PLVL 0A L 4P L LAMNTA: referred to in sub-article (3) of this Article;

B, hyat anh 0ot oC QAo PACTING 9. If an employee who encounters a miscarriage
L oar Por ooRly oMY of three to six month's pregnancy shall be
w G Lwavl Pornd.ANT ai granted 30 consecutive days leave with pay;
g b 4L LaNT AN 10. Any employee shall be entitled a paternal leave
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DL,

with pay for ten working days at the times of

his wife's delivery.

29.Leave for Personal Matters

Any employee shall be entitled to leave for
personal matters such as mourning and wedding
for the sum of seven working days within a

budget year.

30.Special Leave With Pay

1.

Any employee shall be entitled to special leave
with pay where:
He is summoned by a court or any other
competent authority, for the time utilized for
the same purpose;
For cases involving popular election, for the
duration of the election, in accordance with the
schedule set by the electoral board;
He is on an examination, for the duration of the
examination taken for education he is receiving
outside the normal working hours based on the
schedule of the office, when Confirmation is
provided from the concerned educational
institution that the examination is given during

working hours.
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31.Special Leave Without Pay

1. Where an employee applies, on justifiable
ground, for a special leave without pay, the
head of the office may authorize the granting of
such leave a period not exceeding three months
if it does not adversely affect the interest of the
office;

2. An employee who has completed his probation
and runs for election shall be entitled to leave
without pay during the election campaign and

for the duration of the voting.

PART FOUR
CONDITIONS OF WORK
APPLICABLE TO
MEMBERS OF THE SOCIETY
DESERVING AFFIRMATIVE ACTION
32.Conditions_of Work Applicable to Female

Employees
1. The office shall take affirmative actions that

enable female employees to improve their
competence and to assume decision making
positions;

2. Women shall be entitled to affirmative actions
in recruitment, promotion, transfer,
redeployment, education and training;

3. It is prohibited to assign a pregnant employee
to a position other than the position she
assumed through recruitment or promotion;
provided,  however, that where so
recommended by a medical certificate due to
the risk to her health or to the fetus, she shall
be transferred to another position or place of

work;
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4. The office shall

not discharge a female
employee by way of retrenchment pursuant to
Article 61 of this Proclamation during her
pregnancy or within four months after delivery;
Any female employee shall, when confirmed
by medical certificate, be 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;

The office shall establish a nursery where
female employees could breast-feed and take
babies; the details of its
shall he

directives to be issued by the office.

care of their

implementation determined by

33.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;
The office shall ensure that its working
environment is conducive to employees with
disabilities, provide them with the necessary
tools and materials and train them how to use
such tools and materials;

The office shall have the responsibility to
assign an assistant able to give proper support
for those employees with disability that
requires assistance;

Privileges prescribed by other laws to persons
with disabilities shall be applicable for the
implementation of this Regulation;
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34.Conditions of Work Applicable to Minority

Nation, Nationalities and Peoples

According to this regulation, the educational
preparation, professional qualification and other
requirements  required by the general
professional field are maintained the office shall
take into account the balance of employment in
the office, Nations and nationalities and peoples
having lesser representations within the Office
shall be given the advantage of affirmative
actions in recruitment, promotion, transfer,
redeployment, education and training.

35.1ssuance of Directives

The Office shall issue detailed directives for the

implementation of provisions under this part.

FART FIVE
TRAINING AND EDUCATION OF
EMPLOYEES

36.0bjectives

The objectives of training and educating
employee are:
1. To make employee

more effective by

enhancing his competency and leadership skill;

2. To enable employees achieve competence to
utilize new equipment and working techniques
which result from advancement in science and

technology;
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3. To prepare employee for higher responsibility

by enabling acquired leadership skill.

37.Responsibility to Train Employees
The office shall have the duty to identify the

training and education needs of the Office and
the employees to prepare plans and budget for
training and education and thereby ensure that
employees receive the necessary training and
education. Notwithstanding the responsibilities
of the office, every employee has the duty to
train and qualify himself;

38.Implementation of Training and Education

1. The office shall implement sustainable and
continuous training and education programs in
cooperation with higher education institutions

or by organizing its own training centre;

2. Any training and education shall be offered to

concerned employees on competitive basis;

3. After conducting each training by the office,
test shall be administered and the test result
shall be utilized in promotion and for
assessment of other benefit schemes; In
addition, the change and improvement that the
employee has brought on the task after the

training shall be evaluated.

39.Preparation for Training and Education

1. The training and education given by the office
shall be in alignment with its professional

needs;
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oM. To-

The office shall attempt to execute training and
education opportunities from various sources
as per its training program;

Employee shall be informed by internal notice
about training and education competition.

PART SIX
SALARY, BENEFITS AND
ALLOWANCES

40.Salary
1. The office shall undertake studies of its salary

scale and benefits and submit the same to the
council; and upon approval supervise their

proper implementation;

All positions of equal value shall have equal

base salary;

Notwithstanding the provision of Sub-Article
(2) of this Article, when approved by the
auditor-general, the office may recruit
employees for positions for which there is
shortage of professionals. and for positions for
which no applicant has appeared in two
consecutive vacancy announcements through
departure up to three steps from the base

salary;

The office may increase the salary level once in
two years for employees whose average annual
results are satisfactory or more than
satisfactory according to the city government's

performance evaluation system.
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5. The salary of an employee may not be attached
or deducted in accordance with:

A. A written consent of the employee;
B. Court order; or
C. The provisions of the law.

6. Notwithstanding the provision of Sub-Article
(5) of this Article, the monthly deduction from
any employee shall not exceed one third of his
net salary;

7. The office shall at the end of every month
make payments of salary to employees or their
legal representatives.

41.Salary increment

The office conducts a salary increase study and
summits it to the council in consultation with the
relevant parties, and implements the same upon

approval.

42.Allowance
The office shall study on the types and amount of
allowances and benefits and submit them to the
speaker after consulting with the relevant parties,

and implements the same upon approval.

43.Uniform and Equipment

In order to ensure the safety and sanitary of the
employee, the office shall base on the nature of
the work, provide necessary working equipment
and cloths which the employee uses while on

duty.
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44.0bijectives and Applicability

1.

The objectives of occupational safety and

health shall be:

A.To maintain the safety and health of
employees and enhance their
productivity;

B. To arrange, improve and keep suitable
work place for the safety and health of
employees; and

C. To guarantee high level performance of
the Office based on social wellbeing.

The provisions of this part shall also

applicable to temporary workers.

45. Employment Injury

1.

'Employment Injury” means employment
accident or occupational disease;
“’Employment Accident™ means any organic
injury or functional disorder suddenly
sustained by an employee during or in
connection with the performance of his
work, and shall include the following:

A. Injury sustained by an employee outside
of his regular work, or outside of his
regular working place or hours, while
carrying out orders by a competent

authority;
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3.

B. Injury sustained by an employee during
or outside of working hours while
attempting to save his working place
from destruction of imminent danger,
though without order by a competent
authority;

C. Injury sustained by an employee while
he is proceeding to or from his place of
work in a transport service vehicle
provided by the office which is available
for the common use of its employees or
in a vehicle hired and expressly destined
by the office of the same purpose;

D. Any injury sustained by an employee
before or after his work or during any
interruption of work, if he is present in
the work place or the premises of the
undertaking by reason of his duties in
connection with this work;

E. Any injury sustained by an employee as
a result of an action of the office or a
third person during the performance of
his work.

Disease"

"Occupational means  any

pathological condition of an employee
which arises, as a consequence of the kind
of work he performs or because of his
exposure 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 disease which are not prevalent
and contracted in the area where the work is

done;
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Article (1) of this Article, any injury
sustained by the deliberate act the employee,
in particular, by his non-observance of
express safety instructions or by reporting to
work in a state of intoxication shall not be

deemed an employment injury.

46.Safety Measures

1.

The office shall have the responsibility to:
A. Ensure that the work place does not
cause hazard to the health and safety of

employees;

B. Provide

devices and materials and give them

employees with protective

instructions of their usage.

Any employees shall have the obligation to:

A. Observe directives issued in relation

safety and health;
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3.

B. Properly use safety devices and

materials; and

C. Promptly inform the concerned official
of any situation which he may have
reason to presume could present a

hazard.

The office shall supervise occupational
safety and health in the office and shall issue
directives regarding safety precaution

measures.

The Office shall undertake studies on the
occupational safety and health of work
places and facilitates training for its
implementation in the office.

47. Disability

1.

2.

"Disability'" means any employment injury
as a consequence of which there is a
decrease or loss of capacity to work;

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

permanent total disability and death.

48. Temporary Disability

"Temporary disability" means a partial or

total loss of capacity to work for a limited

period of time.
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49.Permanent Partial Disability

“Permanent partial disability” means incurable

employment injury decreases the injured

worker's capacity.

50.Permanent Total Disability

"Permanent total disability” means incurable
employment injury, which prevents the injured
from engaging in

worker any kind of

remunerated work.

51.Medical Benefits and Injury L eave

1. The office shall cover the following medical
expenses incurred by the employee due to
employment injury:

A. General and special medical treatment

and surgical care expenses;

B. Hospital and pharmaceutical care

expenses;

C. Any necessary prosthetic or orthopaedic

appliance expenses.

2. The medical treatment to which an injured
employee 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;
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or by his non observance of doctor's
instructions,  his entitlement of medical
benefits and leave under Sub-Article (1) and
(2) of this Article shall cease;
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PUNTG  man. ANGLA LT ANS L4 5. The Office shall issue implementation
oNC T 0Modie  aowlid 1499 directives regarding the payment of medical
LGN expenses referred to in Sub-Article (1) of this
41T Ml AN ARG CHA4&T St Article.
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injury under public servant’s pension
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Any payment to be made pursuant to Article 52
of this Regulation shall be exempt from tax and
may not be attached, deducted by way of setoff

or assigned by the beneficiary.

54. Claims of Compensation from Third Party
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caused by the fault of a third party, the office
shall be entitled to claim compensation from
the third party an amount equal to the expense,

which it has incurred due to the injury;

. In the event that the employee receives

compensation from the third party who caused
injury, the office may deduct from the salary of
the employee the expense incurred pursuant to
Sub-Article (1) and (2) of Article 52 of this
Regulation.  Where  the amount  of
compensation received by the employee is less
than the cost incurred by the office, the office
can claim the difference from the third party.
PART EIGHT
PERFORMANCE EVALUATION AND
INCENTIVE

55. Performance Evaluation

The purpose of performance evaluation shall,

based on work plans, be to:

1. To enable employees effectively discharge

their duties in accordance with the expected

level, quality standards, time and expense;
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2. To evaluate employees on continuous basis and
identify their strengths and weaknesses with a
view to improve their future performance;

3. To identify accurately training and
enhancement needs of employees;

4. To give reward based on result;

5. To enable management to make its
administrative decisions based on concrete

evidence.

56. Procedures of performance Evaluation

A performance evaluation system will be
developed that is based on the nature of the
office's work and takes into account the overall
performance evaluation system of the City

administration.employees.

57.1ncentives
The office may provide incentives to employees
based on the results of the annual performance
evaluation following the city adminstration's

public employee incentive system.

PART NINE
TERMINATION AND EXTENSION OF
SERVICE

58.Resignation
1. Without prejudice to the obligations provided

in laws and contracts any employee may, by
giving a one month prior notice, resign at any
time; However, that the office may release him
prior to the end of the notice period if it can

easily replace him;
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2. Any employee, who has terminated his service
without giving a one month prior notice,
provided in Sub-Article (1) of this Article, may
be subjected to civil and criminal liability;

3. Where the service of an employee is
indispensable and he could not be replaced
easily, the Head of The Office may delay his
release for a period not exceeding three months
including the date of application.

59.Termination Due to IlIness

1. Where an employee is unable to resume
work within the time specified under Sub-
Article (2) and (4) of Article 27 of this
Regulation, he shall, be deemed unfit fit for
service and be discharged.

2. Without prejudice to the provisions of
Article Sub-Article (2) of 51 of this
Regulation, where an employee who has
sustained employment injury is medically
determined to be permanently disabled, his
service shall forthwith be terminated;

3. If an employee who has completed his
probation does not agree on the transfer that
could be undertaken in accordance to letter
(b) of Sub-Article (3) of Article 11 of this
Regulation, his service shall be terminated.

60.Termination on Ground of Inefficiency

1. The service of an employee 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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2. The service of an employee may be
terminated due to inefficiency where the
performance evaluation result is below
satisfactory for three successive evaluation
periods despite exerting all his knowledge
and ability to accomplish his work;

3. Notwithstanding the provisions of Sub-
Article (1) of this Article, an employee
whose evaluation result is high for five
successive years may not be dismissed on
grounds of inefficiency unless his
performance  result  becomes  below
satisfactory for the following four
successive evaluation period;

4. The termination of service of an employee
under Sub-Article (2) and (3) of this Article
shall only be effected for the achievement of
the purpose of performance evaluation under
Article 55 of this Regulation where it is
deemed necessary.

61.Termination of Contract of Employment

without Notice

1. An employee who has completed probation
and is absent from work due to force
majeure, shall inform the situation within
one month to the Office;

2. The Office that has received the reasons of
absence of an employee in accordance with
Sub-Article (1) of this Article shall, after
verifying the validity of the reason, keep the
post of the employee vacant for six months.
Provided, however, that the service of an
employee may be terminated if he is unable

to resume work within the six months;
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3. Notwithstanding Sub-Article (2) of this

Article, if a employee who is absent from
work due to detention for more than six
months produces an evidence of his
acquittal, the Office shall reinstate him on
any vacant position by maintaining his

previous salary;

Without prejudice to the provision of Sub-
Article (1) of this Article, when an employee
who has completed his probation is absent
from his work for ten consecutive working
days due to unknown reasons the Office
may terminate the employment after calling

him in two notices in ten days' interval;

An employee who has reported to work
pursuant to the notices made in accordance
with Sub-Article (4) of this Article, if
reports to work with in a month from the
first day of his absence shall, without
prejudice to the administrative measure that
may be taken by the head of the office upon
examining the reasons of his absence, be
reinstated to his position;

Notwithstanding the provisions of Sub-
Article (4) of this Article, the Office may
reinstate the employee to his job if the
employee applies for his job within six
.months after the termination of his
employment, produces sufficient evidence to
prove that his reasons of absence was due to
force majeure and there exists a similar

vacant position within the Office;
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g wilSoo L ATT 401 WY without Notice
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A. Submission of false educational
qualification or work experience or any
other false document during the process
of employment or thereafter;

) vl (A OLeI @i B. Intentionally destroying, erasing or
MALLVET  ©f9° CIAIT7 altering any documents of the office;
@LI°  CRINLTT  TIN 0Ly
70T WOt o9 hldé.: C. Stealing or robbing the money or

o) NTIFo9° Ao M 0LI° wTING
oreia oL om0 L” |
ATL.Amo- nnfd: colleague or a guest;

w) hawpef O e IC 020N
0e9° Yy wo-cn, N°7<P0CNC:

property of the office or that of his

D. Taking or giving or soliciting bribe;

NOCH-T N773-a: Agrl E. Imprisonment due to fraud, theft, deceit,

N77-LA of9° (AA  Tavddpg, breach of trust or other similar offence in

O7EA TE.CANT nJwl: connection with the office's work or
L) Naogge Wk P ol otherwise;

(lov 24,0 01: w gl

F. Intentionally inflicting damage to the
PTIAICTT @LI° RTI5 AL U

Ade 8T LA @L9° A“1L:4N
nqend:

) NN POALLTT LCTT
tmdbor @LI° Pavprd P (I7
U9 AIA 0LI° AdA 017
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office's property or harm to the office's
staff; client or guest or attempting to
inflict such damage or harm;

G. Forging signatures of the office's
officials or using the office's seal for
personal or third party gain;
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H. giving or revealing the office's confidential
documents to unauthorized persons without
getting the necessary approval from the
relevant managerial staff of the office;

I. violating the proper work practice of the
Office for personal or third party gain;

J. refusing to carry out his duties as per the job
description given to him;

K. committing sexual violence at the place of
work;

L. intentionally passing a decision which hurts
the office in violation of the office's policy and
work procedure or abusing of power;

M. deliberately obstructing work or collaborating
with others in committing such offence;

N. disseminating deliberately fabricated
information to create disagreement between
the office and the employee and for initiating
riots or attempting to establish the same;

O. committing act of deceitful or fraudulent
conduct in carrying out his duties;

P. Intentionally participating or assisting in the
commission of offences stated under this sub-

article.

2. Where the office terminates a contract of
employment in accordance with this Article it shall
provide the employee with a letter of termination
specifying the reasons for and the date of
termination.

63.Nullification of Recruitment

Any employment made by providing false proof
of education or work experience or by an
unauthorized person or by violating this rule or
the instructions issued to enforce the rule or any
other law shall be canceled by the Auditor
General.
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U. Pre an &l AOLN: A. His position is cancelled;
A ool P (Ll AND: B. He office is closed; or
d. TCF Pha- DLA OTC: C. Redundancy of man power is created;
Y L0 oowll AavLALA where it is not possible to reassign him in
naFa L9 wiAEo- NP qa accordance with this Regulation or where
Pvd LLE AL Aavmidl LPLT he is not willing to accept a position of a
AT wd LOASNIA:: lower grade.
£ LY A7Pa 700 WIPR (B) 1d LLA 2. Retrenchment of an employee in accordance

with letter (c) of Sub-Article (1) of this Article

shall be made when it is proved that his

(ch) evwlo P94 oLl Wi o
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A0S LC 07¢ om s Qao- a0
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performance and qualification are lower when
compared with other employees holding the
same position.

65. Termination of Service on Disciplinary Grounds

1. The service of an employee shall be
terminated where:

a. A disciplinary penalty under letter (f) of
Sub-Article (1) Article 76 of this
Regulation is imposed on him; and

b. penalty is not revoked on appeal made
under Sub-Article (2) of Article 84 of this
Regulation.

2. Where the penalty is mitigated or revoked on
appeal the employee shall be entitled to
without interest, the payment of his unpaid

salary withheld during the appeal.

£7. 010278 SN7LT WIATNTT AATIRLT 66.Retirement
b, MIEOg Pavprf Mol W ts (MY 1. The service of an employee, whose service is
Ll RWitx & oowld RIAINE not extended beyond retirement age pursuant
Wavté-Hoe  OOEPC V7 PTodio- to Article 70 of this Regulation, shall be
Paome P 0L NLLANT Povenld oC terminated on the last day of the last month in
AT P77 B9 PN - COT which he attained the retirement age

NNl RTARET LLLIA: determined by law;
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2. The employee who retires in accordance with
sub-article (I) of this Article shall be notified
of his retirement in writing three months prior

to his retirement

67.Termination on the Ground of Death

1. The service of an employee shall be
terminated on the day of his death;

2. The full salary for the month in which an
employee has passed away as well as the
payment referred to in Sub-Article(3) of
Article 23of this Regulation for unused
annual leaves hall be paid to his spouse or in

the absence of spouse to his legal heirs;

3. Without prejudice to the provisions of the
relevant pension law, where an employee
dies, a lump sum of payment to his three
months' salary shall be paid to his spouse or
members of his family who were dependent
on him, and were communicated, in writing,
by him to the Office; 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;

4. The payment under Sub-Article (3) of this
Article shall be exempted from tax and
pension contribution; and shall not be
subject to attachment or setoff.
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68.Certificate of Service

1. Where a service of an employee on service

is terminated for any reason or where he so
he shall

certificate of service indicating the type and

requests, be provided with a
duration of service, salary as well as cause
of termination of contract;

If an employee who is bound by an
obligation of a training contract or is
indebted towards the Office terminates his
service for any reason, he shall not be entitle
to a certificate of service before obtaining a
clearance certificate for discharging his
obligations;

The employee shall have the rights to be
provided with document such as letter of
work experience, letter of guarantee, letter
of conduct, and letter of cooperation;

The provisions of Sub-Article (2) of this
Article shall not be applicable to an

employee whose service is not terminated.

69.Severance Payment

1. An employee, who has been retrenched

under 1 Article 64 of this Regulation and not

entitled to pension allowance on the date of

the termination of the employment contract,

shall be paid:

a. his salary of three months 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 salary of 12 months.
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70.Extension of Service

1. The service of an employee may be
extended by the Office beyond his
retirement age for a period up to five years

at a time and for a period not exceeding ten

IR

years in total;

2. The service of an employee may be
extended pursuant to sub-article (1) of this
Article where:

A. his qualification, special skill and ability

is found to be essential to the office;

A) N8LE  0&1:  NHo-oC  @fy° B. when it is confirmed that it is not

NPerc  th @ E ATy possible to find replacement through
Ao FA. (.4.D21P: promotion, transfer or recruitment;
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C. he is proved fit for service by medical
certificate;
D. he has agreed to the extension of his
service; and
E. The extension is approved by the top
management of the office up on a
request submitted three months prior to
the date of his retirement.
PART TEN
RIGHTS AND OBLIGATIONS

71. Responsibilities of the Office

Without prejudice to other provisions of this

Regulation,  the  office  shall have

responsibilities to:

1. make employees fully aware of government
policies, strategies and laws;

2. ensure that its working environment is free
from any form of religious practices or
activities;

3. provide job description to each employee
and evaluate his performance based on work
plans;

4. proved necessary work appliances to
employees and orient them about their
usages;

5. create conducive working environment to

the health and safety of employees.

72. Duties of Employees

Any employee shall have the following
obligations:
1. Be loyal to the public and the Constitution

and respect the law;
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& oIt PoLPeoNWFer TS 2. Effectively execute the laws and policies
700257 (NPT Pavd.o9: issued by the Government;

Fo 019 Fe-9° 0 HNTS 0ICT7 3. Serve the public and the country without
PARLAL CTPINIA: having any form of bias;

0. oA Yo-PIT Tocder  AmiA 4. Devote his whole energy and ability to the
NIANNT PUIPA: service of the public;

Z. (»e NCHS  PhavdlilT75  0PCA 5. Discharge the functions specified in his job
.0 PULOAM@7  hIP TONN description and the lawful orders of his
Pad.09°: immediate supervisor;

. 0MTo-9° 0 (e 03 AL PIA 6. Be reserved from exercising any activity or
APTET oL 1LTITET 0101000 practice reflecting his own faith or religion
TNC AAwb AT : at the place of work; the detail of which

L. 0t Hae- CRARTIT (o shall be prescribed by the directive to be
AN, PoFPTwr Paovplf (L7 issued bys the office;
°0m.CF PoomP: 7. Not disclose confidential matters of the

I (AT aohA (127 OR7%: (NG Office classified as such:

7715 : 07°0kh hovahinl: (Ihha 8. Avoid discriminatory treatment of clients on
TET 0L ANT AR 07144 the basis of gender, language, ethnicity.
Ve P av b hAowdRY”: religion, political stand, physical disability

B Qovpef ok POl a@t RIANCT or other forms of differentiations;
PUrLeALA 0Ly VI WG 9. Not engage in any other activity that
et 0T o6 DC CLPET O£ compromise his service to the Office or
povpoce Ok we T OC otherwise conflict with his duties or is
premmy  VIEOG” AA - e incompatible with his status as an employee;
Pl s 10. Not use his position to advance his political

Loméod aZ70th wdov CATIPAT interest and thereby exercise discriminatory
(HYI° 9°07.01T he e CAawi.09°: practice:

TaNevse ol w5k Admo- oLy 11. Not solicit or accept any gift or a present

A7%.07 A“7.mPa- AMANT
NIGFo79 eyt amJ ofy9c PO
PAT0- ICT PhoomPP LY

LhaoP(Ii:

having a value in consideration of the
service he renders or expected to render as

an employee;
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PaoAmNP: of doing his job;

TEhhT AL 0. ALO OOTPC hrio- 13. Submit for medical examination, other than
26 OTeen (NE °07e1 Punrs examination for HIV/A1DS, when required
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O.mPP A Cand. Cavdl: to his service;

To.0a~¢- a0 V7S aTr 0P 14. Observe occupational safety and health
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@F. Pwetd 24-9°00C 73. Employee's Rule of Conduct

MG @9 Wt (et W0 Any employee shall respect code of ethics

Newsee e Ok PomeT7  £27-9°0C issued by government and the Office and

awavl PT 1TTNNC AT #7607 MNGF discharge ethically his/her responsibilities to

ov- Py - PNC NGO o6 P enable the Office achieve its establishment

(1 o £ L L A L R o T objectives and interested responsibilities.

DAL R72.2440 PONAT Pl TILL

RO T2 74. Extent of Liability

@0. 108 PaomPP ALY T Any employee shall be liable for the damage or

@I DIy wieE Amda NG o loss of equipment and implements supplied to

NMAMT o1l PTG oA 1PPT 4L him for the carrying out of his duties, where

Ne2eCh 1%+ L9 P41 (168 Tmed such damage or loss is caused by his negligence

P 1Sl @89 Pél: it Fo- or intentional act.
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75. Obijectives of Disciplinary Penalties
EE. PAATA? P %477

PLATAN7 PN 9477 wiolF oo N4.000a0-
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A AL ATINFA o LY°
PLICLI T AT e ATNSOT

Tm-::

The objectives of disciplinary penalty shall be
to rehabilitate a delinquent employee when he
can learn from his mistakes and become a
reliable employee or to discharge him when he

becomes recalcitrant.
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76. Types and Classifications of Disciplinary

Penalties

1. Depending on the gravity of the offence, one
of the following penalties may be imposed
on the employee for breach of discipline:
A. Oral warning;

Written warning;

Fine up to 15 day's salary;

Fine up to three month's salary;

moow

Down grading up to the period of two

years;
F. Dismissal.

2. The penalties specified under letter (A) to
(C) of Sub-Article (1) of this Article shall be
classified as simple disciplinary penalties;

3. The penalties specified under letter (D) to
(F) of Sub-Article (1) of this Article shall
be classified as rigorous penalties;

4. The employee who is demoted in
accordance with Letter (E) of Sub-Article
(1) of this Article and upon the lapse of his
period of punishment, shall be reinstated:

A. To a similar available vacant post,

without any promotion procedures:

B. In absence of a vacant post, he shall 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 the employee, such measure shall remain

in his record.

a. FOR two years, where the penalty is

simple;

b. For five years, where the penalty is

rigorous.

77. Offences Entailing Simple Penalties

Simple disciplinary penalties may be imposed
for the following offences:

1. Unauthorized absence;

2. Doing personal or other person tasks during

working hours;

3. Reporting falsely and in bad faith that a co-

worker is incompetent;

4. Failure to inform an illegal activity or mal
practice committed by co-worker to his

supervisor or the concerned body;
5. informing contrary to good faith;

6. Refusal to provide important information at
hand when requested by head of the office

or other concerned officials or employees.

7. Refusal to provide unclassified information

at hand, when requested legally;
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8. Making decisions without sufficient reason

or evidence; or failure to take measures;

9. Not informing the concerned body when
conflict of interest arises in his work, due to

negligence;

10. Engaging in part time income generating

activity without informing the office;

11. Committing any breach of discipline of
equal gravity with the offences specified

under this Article.

78. Offences Entailing Rigorous Penalties

In addition to the provisions of Article 70 of the

City Administration Civil servant Proclamation

No. 56/2010, the following offenses will result

in rigorous disciplinary penalties may be

imposed for the following offences:

1. directly or indirectly solicit or accept any
favors or bribes from coustemer;

2. Causing damage to the office or a third party

properly

responsibilities;

by not performing  work

3. Disclose confidential information to an
unauthorized person;

4. delete, deface, destroy or otherwise make
documents or information unavailable;

5. Acting as an intermediary or discriminator
with the intention of obtaining an improper
advantage for oneself or another person;

6. Obstructing the office from providing
services properly;

7. Intentionally submitting an inaccurate audit
report to injure a person or to achieve a

personal gain;
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8. Deliberately entering inaccurate information

in audit examination documents or records;
Conducting activities that damage the
reputation of the office or cause the client to

lose confidence in the office;

10. Other offenses of similar gravity.

79. Suspension from Duty and salary

1. Any employee will be suspended from duty

and salary if it is presumed that:

a. he may obstruct the investigation by
concealing, damaging or destroying
evidence related to the alleged offence;

or

b. he may commit additional offence on the

property of the office; or

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

office; or

d. the disciplinary offence may lead to

dismissal.

An employee may be suspended from duty
and payment of salary in accordance with
sub-article (1) of this Article only for a

maximum period of two months;
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3. Employee holding the position of director

and manager shall be informed the duration
and reason of his suspension with a letter
signed by the head of the office, or his
delegate. Employee holding other positions
shall be informed the duration and reason of
his suspension with a letter signed by the
director of human resource. However, where
it is unable to hand over the letter of
suspension in person, the letter shall be
posted on the notice board of the office for
ten consecutive day;

Unless a decision of dismissal is rendered
against a suspected employee, the salary
withheld at the time of suspension shall be

paid to him without interest;

If the suspended employee is found guilty as
charged, the execution of his punishment
shall commence from the day of the
suspension;
The suspension of the employee shall not
deprive him of other rights and duties that
are not affected by the suspension;
Notwithstanding the provisions of sub-article
(2) of this Article, if the suspension period of
an employee from 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
office may extend the suspension for a period
of up to one month:
a. With payment of half salary if the delay is
caused by the complexity of investigation

of the disciplinary charge; or
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8.

b. Without payment of salary if the cause of
delay is attributable to the employee
himself.

If the initial or extended period of suspension
of an employee form duty and payment of
salary expires either before the dismissal of
the employee 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

If the employee is suspended before the
lawsuit is filed, the office shall have file a
lawsuit within 15 consecutive working days of

suspension.

80. Taking Disciplinary Measures

1.

before imposing a disciplinary penalty on any
employee, he should be informed of the alleged

offence and be given a chance to defend himself;

disciplinary measures may be taken irrespective

of any court proceeding or decision;

a disciplinary penalty shall not cause omission

criminal and civil liability of the employee.
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81. Establishment of Disciplinary Committee

PLATA? bt AATIREI°

&, ool ok wf0F PLOTAT 9°Covd-
P oY 8q  APT  AGAC Po-ar  UAA
PoLePCAN PLOTAT hll PRRTIAN:

1. The office shall establish a disciplinary
committee that conducts formal disciplinary
inquiry and submit recommendations to

Auditor General;

€ PL.0TAT bl A0 LR PATo
AN LF4JA: ANALGS VAT AQat 2. The committee shall have five members and
PG h%té LAPTIA: a secretary;

. DAPO: AT Photl AQAT (1w drl G 3. The chairperson, two of the members and
LaovlMA: Yy o-0e WL O oo secretary of the committee shall be assigned
A0 by the head of the Office;

0. Pavyol P (Wl PA@- VAT ANESRC LR 4. Two members of the committee shall be
PAA@- Ochéd. LUGA:: elected by the employees;

& eholba- KOAT E0l News U0t hoot 5. The term of the disciplinary committee
LUTA:: members shall be two years.

. ¥

82. Grievance
Pod Nt Wi TF o hPCA DAdo- 089

n%.oopto- ¢ DA4 IC N°.8410-
0L LT AL PAFAT NowN§F PN
221 9°A0 ALY PO Al kD -

"Grievance” means a complaint of an
employee that could not be resolved through
discussion conducted with the employee's
immediate supervisor or with the concerned

PPl hAPédAl AT RéFT A7 official and should be addressed through a
Pl @ (ol W% T Pl hdbi-dANT formal review procedure.
Ke.JT PO AP R4 A -

83. Obijectives of Grievance Handling Procedure

B Ao T haI oGy favdanil: Employee's

€. APesPF ek AU PO1TA Employee's grievance handling procedure shall
AV Chav 27 PI9LI°: AG have the following objectives:

P UAT9° Poomlf (Ll W NANAYT 1. to provide expeditious remedy for grievance;
ATNAG1L PULeNTA AT &TYIP U 2. to rectify mistakes and weaknesses that are
ANGC 0877 POonde e 1T cause for grievance;

PA0C:: 3. to provide equitable and fair treatment
. 0PI WG 0Lt DATIRRT° 84. Establishment of Grievance Committee
B oo ok Qe @HT  0Ped: Ak 1. The office shall establish a grievance

APHPOA 079N Po-AL YAl APS
AAC P9LPPCAN PPl hME helk
PRgTYIN:

handling committee that conducts grievance
inquiry, and submits recommendations to

Auditor General;
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€. hltbo- AP0 ANATS RIL LR 2. A committee shall have five members and a
PAAD- Ochd. LTLPA:: secretary;
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Ochd: oo f O PNAL A4 the secretary of the committee shall have
LavfQ.:: assigned by the head of the Office;

a. vt Pher b ANAT el tSo- (P 4, Two members of the committee shall be
LavlaQ.:: elected by the employees;

& 0Lk AOAT Pre- NHovy VAT 5. The term office of committee members shall
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85.

86.

be two years.

Functions of the Committee

The committee shall

submit

receive petition and

report containing findings and

recommendations Auditor General within thirty

working days from the date of receipt of the

petition.

Jurisdiction _of  Grievance  Handling
Committee

The grievance handling committee shall

investigate complaints lodged by employees

and submit recommendation to:

1.

N o g &~ DN

10.

Interpretation and implementation of laws
and directives;

protection of rights and benefits;
occupational safety and health;

placement and promotion;

performance appraisal,

undue influence exerted by supervisors;
disciplinary measures provided under this
Regulation;

unlawful suspension or termination of service;
an illegal withholding or deduction of salary or
other payments;

infringement of rights arising from employment

injury;
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5.

)

PAN  PLATAT PO Pele0hTA
Phl PéOaw Pavpolf (ol Wil
Pé.0mw- P4+ nJoP0t T EIC
ann ne 0t oC L£dn ACI°E
aatonL0r 050707 +m e,
hALU19°:: PTI° (I-Paovmo- L0 1L
o-NP ACIE PCAOONL®- Pr7e- DAL
TmeE CUTA::
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PeCy A ot 20TA7 AA-Hhdd
P4t TmeE heP79°::

11. matters arising from request of termination
letters and service testimonials; or

12. In relation to other issues related to working
conditions, the office employee shall have
responsible for examining the complaints and
making recommendations.

87. Complaint Submission Period

1. An aggrieved employee may lodge his petition
by the decision of the concerned body to the
grievance committee of the office within ten
working days from the fifth date he has been
provide his complaint to his concerned official
or to the head of the office;

2. An appellant, who is unable to lodge his
appeal or petition within the period specified
under Sub-Articles (1) of this Article due to
force majeure, may lodge his appeal or
petition within ten working days after the
ceasure of the force majeure.

88. Period of Limitation

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

2. No disciplinary charge shall be brought
against an employee who has committed an
offence entailing rigorous disciplinary penalty
and entailing criminal liability unless the
disciplinary charge is brought within the time
limit provided in the Criminal Code for the

prosecution of such criminal offence;
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3. No disciplinary charge shall be brought

against an employee who has committed an
offense entailing rigorous disciplinary
penalty and entailing no criminal liability
unless the disciplinary charge is brought
within the time limit provided in the
Criminal Code for the prosecution of petty
offences;

Notwithstanding the provisions of Sub-
Articles (2)and (3) of this Article, the
official who has failed to present the

disciplinary cases to the concerned body

aA“%evqiitar KA hAddl Ta e within a period of six months, shall be held

LUPGTA:: responsible;

& NPPC TFRCE AL OTav0lT TTE 090 5. An action arising from an employment
nn Cool:7 PP ATIPLAN heLTANT relationship shall be barred by limitation
+7  E9°C Anh aLalT o€ L4 after six months from the date on which the
haddn 0eco L1854 claim becomes enforceable;

2. My RIPR 100 RTPR & AL 6. Notwithstanding the provisions of Sub-
Provdirlo- &30 UFCP? Prod ai Article (5) of this Article, any action arising
aRT o Pog COPCA O @07 from termination of a contract of
POARLT ACPE hronk0t 7 EC employment shall be barred after 30 days
g +5T o-0r @y fowsrof ok from the date of the decision of termination
eNAL howiC AL @ @Ak (dmar of the contract of employment or after 30
g 5T oar hAdll  (16CO days of a decision by the top management
LIV on the grievance.

Ty, aa L7207

89. Appeal

A PROTAT 0Ly Ched hMé DLk 1. Any aggrieved party as a result of the

Namo: o4z AL PoJ LA 175 -9
o (LY L7  aowld g0y
ant"o- AN TS LC Pav’}) p7
WP AFSRC GCL 0 ALPCA
LN

decision made by the disciplinary committee
or the grievance committee, may lodge its
complaint to the Administrative Civil

Service Tribunal;
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2. The decision of the Administrative Tribunal

)

AOTSLC «CL W P7L0me- @-A%
%46 7MC Achc 418 Pavanld
LUPTA::

. AFSLC GCL Wk (PLOAT 152 AL
N°72.0mo o-A4% V7?7 O AdlT AN
o7.09°7 017 o-Aso- O-HOAm (1FE ¢
0P LANVT7 ARG ANO D7
L% A7 GCL LT “1PLAN LAA::

based on this Regulation on question of fact
shall be final;

3. Any aggrieved party as a result of the

=

decision made by the Administrative
Tribunal, may appeal to the Addis Ababa
City Apealate Court within 60 days from the
date of the decision of the Administrative

Tribunal.

heA Arde VAT PART THIRTEEN
AL AL _Q-';_pyn?- MISCELLANEOUS PROVISIONS
90. Application of Other Laws

1 00 ALTF 1T 4R 1. The Civil Servant’s Proclamation,

&, 01" AOTSL4 Con 30Tt Wit

Regulation and Directives of the Addis
APE: L7l AT avavlf (1LY L7

o0 QAL ST AL 1497
LUsa.:

Ababa City Government shall be applicable
to matters that are not covered under this
regulation;

2. Any Regulation, Directive or customary

€. ev7 L0 91947 TITTa-9° el 1o . . . . .
& practices of the City Adminstration which
ANFRLC L7710 avavld f P9° PhOEC ) ] ]
are inconsistent with matters covered under
AL L0 L110VTFo- 15T AL ) )
this regulation shall have no effect.
T4.977. KheVU79°:: . .
91. Power to Issue Directive
48, avavl P P9t AAMNT: The Office may issue directives necessary for
LVTy £ aA“704.09° P9y COL.A- the implementation of this Regulation.
aav P PTT ao P (Ll ALON LTAA:: 92. Transitory Provisions
Cases of employees that have already been set
18. PaviiD1L e £1ILPT

in motion and remain undecided before the
ey LN ksl N4+ +He9lo- m-AO%

PATT PwitE 14T L ovéll Vo)
Tram- 9% P15 A

coming in to force of this Regulation shall
continue in the same manner until their final

decision disposed.
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03. Effective Date

This Regulation shall enter into force as of this
16 ™ day of March 2023.

Done at Addis Ababa, this 16 th day of July 2023

Adanech Abiebie
Mayor of Addis Ababa City



