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FOREWORD

These Terms- and Conditions of Service, together with Service
Commission Regulations, Service Commission Policies and Procedures
for Employment in the Public Service, Disciplinary Code and
Procedures for Handling Offences in the Public Service, constitute
Human Resources Management Policies and Procedures in the Public
Service. In addition, my Office and/or the Office of the Permanent
Secretary, Public Service Management Division, issues Administrative
Circulars and Instructions from time to time to complement these
policies and procedures. These providé an essential framework for the
day to day operations of the Public Service and should be used by both
supervisors and supervised employees.

In its determination to improve the management of the Public Service
and in order to provide a conducive environment for an efficient and
effective Public Service delivery system, the Government has found it
necessary to revise the Service Commission Regulations and the
General Orders. These are now in four (4) separate documents already
referred to above.

These Terms and Conditions of Service supersede the General Orders
which were revised and published in 1990. Users of these Terms and
Conditions of Service shouid, whex =pplying them always refer to other
documents mentioned in paragraph 1 above.

It is my sincere hope that these Terms and Conditions of Service will
enable Public Service employees to carry out their duties expeditiously,
in order to provide quality service delivery to the people of Zambia. It
is, therefore, important for all Public Service employees to familiarise
themselves with the provisions of these documents which outline their
rights and obligations. Unless these are understood and followed by all
Public Service employees, it will be difficult to eliminate delays in

processing cases and poor decision making, which result in
maladministration.

I wish to take this opportunity to direct Responsible Officers in
Ministries, Divisions, Provinces and Institutions to include induction
and orientation programmes in their annual work plans so that there is a

continuous process of updating employees on these Terms and
Conditions of Service.
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Republic of Zambia

CHAPTER|
INTERPRETATION
1. In these Terms and Conditions of Service for the Public General
Service unless the context otherwise requires: Interpretations f

“Agreement” means, in relation to terms and conditions of
employment, an agreement providing for a specified period : }
of employment.

“Attached Officer” means, an officer serving in one ministry but
whose standards of work are set and monitored by another
ministry.

“Authorised Register” means, the number of approved posts as
laid down in the Establishment Register.

“Basic Salaly” means, an officer's salaiy, excludin allowances
any kind.,

“Corruption” means, the soliciting, accepting, obtaining, giving,
promising or offering, of a gratification by way of a bribe or other
Personal temptation or inducement, or the misuse or abuse of g
Public office for private personal advantage or benefit.

“Deferment of Increment” means, the postponement of the
granting of an increment. If and when an increment is
granted, it must be paid with effect from the date on which it
was originally due and the officer's incremental date shall
remain unchanged.

“Dependant” means, in relation to any particular officer, each
unmarried child of an officer under the age of eighleen
years, a handicapped child or a child in full-time attendance
at school or University or any recognised institution of
learning.

“Discharge” means, the termination of an appointment by the
appropriate Service Commission by giving due notice or
Payment of salary in lieu of notice.

“Disciplinary Authority” means, the Responsible Officer, the
Head of Department or the Supervising Officer in a Ministry,
Institution, Department. Division, Province or District in
which a public officer is serving.

“Disciplinary Code” means, a document calleg The Disciplinary
Code and Praocedures for Handling Offences in the Public
Service’.

“Dismissa)”’ means, the termination of an appointment by the
appropriate Service Commission without giving notice.

Terms and Conditions of Service Page 1
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205.

Republic of Zambia

PREFERENTIAL TREATMENT FOR OFFICERS WITH
DISABILITY

A Responsible Officer may at his or her discretion provide
assistance to any officer who has a registered physical

disability.
LOSS OF OR DAMAGE TO PROPERTY

(a) The Government will only accept liability for loss of
or damage to an officer's personal property where the loss or
damage occurs in circumstances in which the Government
may legally be liable.

(b) Where an officer or his or her family are travelling by
air, train or public road transport, the Govermnment shall
accept liability for loss of or damage to an officer’s personal
property accompanying him or her or the family only to the
extent that this will not be assumed by the carrier concerned
and provided that the negligence of the officer or family shall
not have been a contributory cause to the loss or damage.

(c) The Government shall not #ccept liability when an
officer's personal effects are carried by a commercial
contractor at his or her own request.

(d) The Government shall accept liability for the loss of
cash only where the amount had been declared in advance
and the Responsible Officer certifies to that effect.

FIRE AND LIFTS

Responsible Officers and Heads of Departments must
ensure that lifts, fire prevention and fire fighting equipment.in
buildings under their control are adequate and properly
maintained.

Amount of
compensation

Discretionary
preferential
treatment

Limitation on
fiabilities to
Government

Liability for loss of
or damage to
personal property

No liability for
, carriage by

commercial

contract

No liability for loss
of cash

Maintenance of lift
and fire-fighting
equipment

Terms and Conditions of Service




