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" - ~ ~~ ~ ' PROCLAMA TION NO.262/2002
h'P;E- ch-rc If=511!Uf1!! ' 'TIiE FEDERAL .CIVIL SER VANTS

f~Kot-1AOD")"'P':" .,-t."''if:~ h'P~ 'PROCLAMATION

V,;;.,: h'.l"'~-n-l' f6)'.-,:" ',.l"(li h~lot.1A OD")"'P':" "'WHEREA~,"it has b~come necessary,to promulgate a
hm:l'cf>e;JC f~f.n}tf}ODfOD")..,,,..-l-IPt.-t-f1"1-fOl/.'f'~1.,,"n:" law on the administration of civil servants compatible with
;,..., "'IaJ-tf}-l-n"7(14_I\,.: , ' th~ progress of the country and a federal structure of

f~lot.1A llii.1A (tcii +1Atf}cf.:'1\1A'f'~: m.m.;J""i: 'gov.ernment;" '.
cf>tf},(',~:"'he; fh.,-t-C "'1AX'~:" Il\m-c; flA"'I:" h;J:rr WHEREAS, it, .is ~ppropriate to undertake human
'h")JlIf") f(am. :~,(',IAhh'f~~'.,,"1 o,ififlA ~'1n.1f1f nOD1"fof:: resource manllgement' :refonn ,to make 'the Federal Civil

OD")"'P'-l- 11.cJ>-l-.('I\=faJ-")c;f1-'IA;J~1';"';ofl c;:~o):,. Serviceef!i9~ent, Q~u~a1,-:ef~~ctive,,sustainable, transparent
l\"'Ie"':" 11")111\..(JI\=fm-114\00-.(''''1-")1\t!D1lli nlM. 1\,(', and developmento~e~ted, ,,'

1\"'I~f:" f"'l_.('il1-1\aJ- P'C't-l- 'h")Jllfe "7)'.-l4IJ h(14.1\1. ~REAS, It IS necessary for. the G~vemment to
nODlr~: . . establIsh 'asystem tha~,may attract and retam competent

, "" ). . prOfessionalsdedicated to serve thepublic;

fOD")_"'~;:::t,'f'f1"1- .fP'~. - 'P~"'-'IhI\1.'-::;I-l-'I " .WHERI;:AS, it ~Sll,e~.eS~aryto "egisla~~c1~ar provi~ions
hI\OI/.m~+'I\:t, ! ,n. fht v.~;J ~~ 'h1r'lv.'" tf}:" whIch guarantee Job secuflty and falf conditIons of servIce to
hl\l\l1=faJ-"'lo:J-~':i- n..,1A6OD'.")1'" n"'lh4_1\'4 , civil servants aricrdefinethefrobligations; ,-

f~-rC: f'.l1. 'h)'.-,-l': f1,m-aj-C:, ~'.ODm1' 6f.b"7(,'1 WHEREAS, it is appropriate to ensure that appoint-
fP'lAm'l h4_~~S'° n,,-(,,'f'~m- f'}-S'°tJc:.}: f.l1.: fP't. ment, promotiQn" transfer, salary increment and ttaining is
1-1\0;1-:110-1: 'IA,..)'.-~ f P' t. ~4.~~,S'°:1\,(',-n:t- f.f'OD"-l.f. based o"1'y on the, educational qu~lification, ability, protes-
ODtI"~")"'Il;J,-r .f'1(1. Ir'i nOD,'f.,:: sion, experience and perfonnance' of the civil servants;

f'.ODm1f' he.:.(' .np' (,. "".11 P'C't-l-, I\f, f'f'OD"-l'" 'wHERrEAS, it is beHev~ proper to base remuneration
'It.")Jltl"") n"7 f.:~'" A'It.h.1A.P't.' 'It.h'A be.:., f°7.l\m-'} (lDCtJ on position Classificationand grading and thereby ensure the
"'Iilmn:" 'h")'."7_,'1 nOD:J'OD~: " principle of equal pay for equal work;

fOD")"'P'-l. IP(,..f.i"f"..,..f.,n. ~~~-l- f"7_11'~'.n-l.") WHEREAS,)t is necessary to establish procedures for
P'C't:" ODflC."J'}'hil4_1-\'I. Irlf nOD"~.i:: the adjudicationof cases of-civihervants;

nh.-l'f'~'.' 4..'nt.I\«P. JllJPht;(a..('«p' (,T-nt\.tJ;"1 NOW; THEREFORE, in accordance with Article SS(I)
OD")"'P':" h")"''''' Yr:(l;)iObIPt.;:'-f"7.h'f'l\m. .J'm.~'IA:: of the. Constitution of the Federal Democratic Republic of

..., ., .. .r. Ethiopia, it is hereby proclaimed as follows:
W'':A .h ") 1..-

(fl'''' 1\1\ '

PART ONE
General

Ii' h6f.bCChh

,(',tJ h'P~ "f ~'..t.1A OD")",P"}- I#.(...,.i"f""-h'P~ +'1'C

If~I/ID~:Hi." .,--nAc>,(\.m+il ,(',"'1'1\~::
I

,,~ If;J 5'15
Unit Price

I. ShortTitle

This Proclamation may be cited as the "Federal Civil
Servants ProclamationNo. 262/2002"

~:Jt,'1' .")11."1;""',,'h. 'U'i\:?i

Negarit G.P.O.Box 80,00 I
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2. Definitions
In this Proclamation unless the context requires
otherwise:
I) "Civil Servant" means a person employed per-

manently or temporarily by a government office;
provided, however, that it shall not include the
following:
(a) government officials with the rank of deputy

minister, deputy commissioner and with other
equivalent ranks or above;

(b) members of the House of Peoples' Represen-
tatiyes and.the House~f the Federation;

(c) (etleral judges and prosecUtors:
(d) ',tnpmbersoftheArmepFlrces and,~tfederal

'Tolice including o1tui empfbyeeS'go-vetned by
the r~gylatiQ,ns,.J)ftl1e f\r~P Eorces and the

" Federal'Policef -c

"

. ;.
,;~ "e) empo1¥ees exclt1dedkom the'coverage of this

Proclamat\on by other appropriate laws.
2) "Government Office" means any federal govern-

ment office established as an autonomouS institUtion
by a proclamation or regulations and fully or
partially financed bygovemment budget; . . t

3) "Position" means a set of related tasks intended t('r'be
performed, full lime; by a civil servant: ~

4) "Promotion" means, assigning a civil servant to a
higher grade;

,

5) "Commission or Commission~r" means the Federal
Civil Service Commission or Commissioner, respec-
tively;

,

'

6) "Head ofa Government Office" rneans a govern-
ment official who directs the office and includes his
deputy; ,

7) "Medical Certificate'~ means a certificate on the
health condition of a civil' servant issued by a
medical institution licensed by the appropriate
authority;

8) "Salary" means base pay and periodical increments
authorized for a grade of a position.

PART TWO
Position Classification, SalalY

Scale and Allowances
3. Classification of position

1) A position shall be classified to a class of positions
and grade on the basis of the type of service,
function, profession or occupation, difficulty and
complexity of duty, extent of responsibilities and
requisite education, experience, knowledge, ability
and skill.

2) Reclassification of a position shall be carried out
where:'

.
(a) the original classification has been found to be

In error; ,

(b) new information not previQusly bro~ght to
light justifies a different classification; or

(c) the duties and responsibilities of the position
have so changed as a result of changes in the
structure and systems of the organization.

3) When a position already occupied by a civil servant
is reclassified pursuant to Sub-Article (2) of this
Article: '

(a) to a higher grade, civil serVant occupying the
position shall be promoted to the higher grade
if he meets the qualification requirements
thereof;

(b) to a lower grade or if the civil servant
occupying the position does not meet the
qualification requirement when reclassified to
a higher grade, the provision of Sub-Article
(7) of Article 24 shall apply.

4) No appointment, promotion, transfer or demotion
shall be made to any position which has not been
classified.
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4. Powersand Duties of the Commission and Govemment
omc~. .
I) The commission shall:

(a) determine the classes of posi~ipns and grades
to which all positions' in government offices
shall be distributed as well as the qualification
rquirements for each class of positions;

(b) prepare class specification for each class or
positions;

(c) classify positions to classes of positio,ns and
grades on the.basis of organizational set up or
government offices and job specifications
submitted to it in accordance with Sub-Article
(2)(b) of.this ArtiCle and supervise the im-
plementation of same;

(d) examine and decide on comments and com-
plaints forwarded by government offices and
civil servants on classification of positions:

(e) issue directives on classification of positions.
2) Every Government office:

(a) shall prepare its organizational set up and
submit same to the Commission for approval:

(b) shall, on the basis of its organizational setup.
fill in detail the tasks and responsibilities or
each position in the form designed for such
purpose and submit to the commission ror
classification. .

(c) may forward its comments to the Commission
on the classification of a position prior to ils
implementation;

(d) shall ensure that the final classification or a
position is properly implemented.

5. Salary.Scale
I) The CO'mmission shall undertake studies on salary

scales to be applicable to civil servants and suhmit
same to the Council of Ministers for approval; and
supervise their proper implementation upon ap-
proval.

2) A salary scale shall contain the base and l11aximum
pay and steps indicating periodical increments ror
each grade.

3) The Commission shall .undertake periodical
revisions of salary S(;;~lcsbased on economic chan-
ges and othe.rrelevant co.nditions and submit same to
the Council of Ministers at least once every five
years.

6 Equal Pay l'orEqual work
All positions of equal value shall have equal base salary

7. Payment of Salary
Any Government office, shall, at the end of every month.
make payments of salary to civil servants or their legal
representatives.

8. Increment of Salary
I) Civil servants may be .entitled to periodical salarly

increments as may be determined by the councilor
Ministers.

2) The salary increments to be made to civil servants
with satisfactory, above satisfactory and outstanding
performances shall vary accordingly,

3) The provisions of Sub-Article(l) ofthis Article shall
not be applicable to a civil servant whose pelt'or-
mance is unsatisfactory.

9. Attachme(1tand Deduction ofSaJary ,

I) The salary of a civil servant may not be attached or
deducted except in accordance with:

(a) the consent of the civil servant;
(b) court order; or .
(c) the provisionsof the law.

2) Monthlydeductionsfrom the salaryof a civil servant
to be made pursuantto Sub-Article (I) (b) or (c) of
this Article shall not .exceedone third of his salary.
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10. Allowances

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

2) The Commission shall undertake studies on the
payment of various allowances and submit same to
the Council of Ministers and, upon approval,
supervisetheir implementation.

PART THREE
Staffing and Perfom'1anceEvaluation

CHAPTER ONE
Selection and Recruitment

11. Eligibility
1) The followingshallnotbe eligibleto be civil servants:

(a) a person under the age of 18 years;
(b) a person who has been convicted by a court of

competentjurisdiction of any crime committed
in connectionwithhis dutiesas acivil servantor
breachof trust, theft or fraud, unlesshe hasbeen
reinstated in accordance with the law;

(c) without prejudice to Sub-Article (1) (b) of this
Article, a civil servant wh.ohas been dismissed
on grounds of disciplinary offence, before the
lapseof two yearsfrom the date of his dismissaI..

2) NotwithstandingSub-Article(1) (a) of thisArticle, the
Commissionmay issuedirectiveson circumstancesin
whichyoungpersonsabove the age of 14andunder 18
may be appointed as civil servants and on the
conditionsof serviCeapplicable to them.

12. Apppintment of Foreigners
A person who is not an Ethiopian national may not be
eligible to be a permanentcivil servant.

13. Filling of vacancies
1) There shall be no discrimination amongjob seekers

or civil servants in filling vacancies because of their
ethnic origin, sex,'religion, political outlook or any
other ground.

2) A vacant position shall be filled only by a person
who meets the qualification required for the
position and scores higher than other candidates.

3) Withoutprejudiceto the provisionsof Sub-Articles
(1) and (2) of this Article,preferenceshallhe given
to:
a) female candidates; and.
b) members of nationalities comparatively less

represented in the government office,
having equal or close scores to that of other candidates.
'4)~ Notwithstanding the provisions of Sub-Articles

(1)-(3) of this Article, priorities of appointment
shall be given to candidates with disabilities who
meet the minimum passing score.

5) Vacancies may be filled through recruitment,
promotion or transfer on the basis of human
resource planning.

14. Vacancy Announcement and Examination for Recruit-
ment

1) Government offices shall advertise every vacant
position to be filled by a new dvil servant.

2) The Commission'may issue directives with regard
to advertisingvacant positions and the preparation
and conductingof examinations and disclosing the
results thereof.

3) Notwithstanding Sub-Articles (1) and (2) of this
Article, every government office may solicit
graduates of higher educational institutions for
recruitment in cooperation with the institutions.
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15. Medical Certificate and Police Record

The candidate who has scored the highest mark from
among the competitors; and passed the examination
shall submit medical certificate to prove his fitness for
service ~nd written testimony to prove that he has no
police record with regard to crimes r~ferred to in Sub-
Article (1)(b) of Article 11 of this Proclamation.

16. Appointment and Oath of Fidelity

1) A newly appointed civil servant shall be served
with a letter of probational appomtment, singed by
the head or any other authorized official of the
government office, stating the title and grade of his
position, his salary and date of commencement of
his appointment, together with job descriptions of
his position.

2) The appointed civil servant shall, before- commen-
cement of his work, tak~ the following oath of
fidelity: .

"I-being a civil servant solemnly and sin-
cerely swear that above all else faithfully serve
the people, and at all times respect the Cons-
titution and the.1aws of the Country and will not
disclose to any party the secret revealed to me by
reason of my duties"

17. Detennination of Starting Salary

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 ~ppointed;
provided, however, that payment of step salary
higher than the base salary may be authorized by
the Commis,sion where it is deemed necessary.

18. Probation

I) The purpose of probation shall be LUprove the
competence of a newly appointed civil servant
through follow-up of his performance.

2) The period of probation of a civil servant on the
position of his appointment shall be for six months;
provided however, in doubtful cases, it .may be
extended for an additional period of three months.

3) Where the civil servant on probation is absent from
his work due to employment injury and without
prejudice to the provisions of Sub-Articles (2) and
(4) of Article 45 of this proclamation, he shall be
allowed to complete the remaining probation
period following the date of his recovery.

19. Pennanent Appointment

I) A letter of permanent appointment shall be issued
to a civil servant who has completed his probation.

2) Where the government office failed to evaluate the
performance of the civil servant, before the expiry
date of the probation pt;riod and without prejudice
to the responsiblity of the official concerned, the
performance evaluation shall be carried out within
one month following the probation period;
provided, however, that if the g(wernment office
further fails to carry out the evaluation, the civil
servant shall be deemed permanently appointed as
of the date of his initiaLappointment

20. Tempormy Appointment

I) Without prejudice to Sub-Article (2) of this Article,
a government office may appoint a temporary civil
servant only for a job which is not of a permanent
nature, provided, however, that a government
office may, where circumstances so require, ap-
point a 'temporary civil servant to a permanent
position.
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2) A government office may, upon obtaining the
permission of the commission, appoint a foreign
national on a temporary basis where it is proved
that it is impossible to fill a vacancy that requires a
high level professional by an Ethiopian through
promotion or recruitment.
Without prejudice to the provisions of this Artide.
the Commission may issue directives on the
recruitment of temporary civil servants.

3)

CHAPTER TWO
Promotion

21. Objectives

Promotion shall be given for the purpose of enhancing
the performance of government offices.

Selection for Promotion22.

23.

I) Any permanent civil servant may compete for

promotion unless he is prohibited because of
disciplinary penalties.

2) The Commission shall issue detailed directives on

the promotion of civil servants.

Revocation of Promotion

Without prejudice to the provisions of Article 66( 10) of
this Proclamation, any promotion obtained on the basis
of false representation regarding qualification or gran-
ted in contravention of the law shall be revoked at any
time.

CHAPTER THREE
Transfer

24. Internal Transfer

I) A government office may, whenever necessary.

transfer a civil servant to another similar position of
an equal grade and salary or to another place of work
within the government office.

2) Any tranfer to be made under Sub-Article (I) of this

Article shall be carried out on the basis of com-
petition whenever there are civil servants within the
government office applying for the transfer.

3) Notwithstanding the provisions of Sub-Article ( I)

of this Article, a civil servant 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 government office.

4) Where it is proved by a medical certificate that a

civil servant 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
he transferred to a position of lower grade.
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25.

5) Wher,ecircumstances so require. a permanent civil
servdnt m~y be assigned to a higher position in an
acting capaCi'ty and shall be entitled to acting
allownce.

6) It;is,prohibited,to assign a civil servant in an acting
,- lJapacityfof'more than a year.

7) Where,the positjon of a permanent civil servanl is
abolished, .he.: shall, be transferred" to another
position of an equal grade within the governmenl
office.

Transfer limn another Government Omce

I) The filling of a vacant position in any government
office byihe transfer of a permanent civil servanl
from another government. office shall he made
where 'the office is closed or his position is
abolished and the commission so decides.

2) A civil servant tranferred under this Article shall he
entitled to his previous salary and benefits acquired
by virtue of his grade and service.

.3) A permanent civil servant may, where it is neces-
sary and the government office and the civil servant
so agree, be'seconded to another government office
to perform a specific duty for a period not ex-
ceeding one year.

4) Where a civil servant is seconded in accordance
withSub"Artitle (3)'of this Article:

"(a) 'his salary and other benefits shall not he
affected because of his assignment;

(h) his performance shall be evaluated hy the
government office to which he is seconded
and shall be sent to his employer;

(c) he shall be subjected to disciplinary measures
to be taken by his employer whenever he
commits discipinary offence.

.'

CHAPTER FOUR
Perf'OIwanceEvaluation

26. Performance Evaluation

I) The purpose of performance evaluation shall he 10
enable civil servants:

(a) effectively discharge their duties in accor-
dance with the expe~ted level. quality stan-
dardsand time; .

(b)-identify their strengths and weaknesses:
(c) improve their"future performances and de-

velop' self initiative.
2) Performance evalu'ation shall be transparent and

shall be carried out with the collective participalion
of-civil servants working together.

.3) performance ~valuation shall be carried out in
m:cordance with,directives issued by the Commis-
sion.

f i

PAR T FOUR

Working Hours and Leaves

27:

CHAP1ER ONE

Working Hours

Regular Working Hours

~eg4lar working' ~ours of civil servants shall he
determined on the base of the conditions of their work
and shall not exceed 40 hours a week.
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?;'~I> 28. Office Hours

The time when the office hours of civil servants hegins
and ends shall be determined. by Regulations of the
Council of Ministers.i?;'j!.
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29. Overtime Work

The Commission shall issue directives on the options of
granting compensatory leave or overtime pay to a civil
servant who has worked overtime; provided, however.
that the rate of overtime pay shall be equal to the rate of
the regular pay.

30. Public Holidays
I) Any civil servant shall incur no reduction in his

regular pay on account of having not worked on a
public holiday or on a day offices are closed by the
order of the government.

2) A civil servant ordered to work on apublic holiday.
due to compelling circumstances, shall be entitled
to overtime pay.

CHAPTER TWO
Annual Leave

Objectives
I) The purpose of annual leave is to enable a civil

servant get rest and resume work with renewed
strength.

2) A newly appointed civil servant shall not he
entitled to annual leave before serving for eleven
months.

3) There shall be no payment in lieu of annual leave;
provided, however, that payment may be made for
unused annual leave due to termination of appoint-
ment.

32. Duration of Annual Leave

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

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

3) previous service rendered in any government office
shall be considered for the application of Suh-
Article (2) of this Article.

33. Granting of Annual Leave
I) Annual leave shall be granted within the budget

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

2) A civil servant shall be entitled to advance payment
of his monthly salary at the time of taking his
annual leave.

31.

34. Postponement of Annual Leave
I) The head of a government office 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 3 I(3) of
this Proclamation a civil servant whose annual
leave is postponed for two years, in accordance
with Sub-Article (I) of this Article may claim
payment in lieu of half of his accumulated leave.
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CHAPTER TIlREE
Maternity Leave, Sick Leave

and Other LeaveS

35. Maternity Leave

1) A pregnant civIl servant shall be entitled to:
(a) paid leave for medical examination in accor-

dance with a doctor's recommendation;
(b) paid leave before deiivery if recommended

by a doctor.
2) Apregnant civil servant shall be entitled to a period

of 30 consecutive days of maternity leave with pay
preceding the presumed date of her confinement
and a period of 60: consecutive'days of maternity
leave after her confinement.

3) 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.

4) The civil servant shall be entitled to sick leave in
accordance with Article 36 or 37 of this
Proclamation, if she becomes sick after completion
of her inatern~ty leave under sub-Article (2) of this
Article.

36. Sick Leave

1) Any cjvil servant shall be entitled to sick leave
where he is unable, to work due to sickness.

2) The duration of sick leave to be granted to a
permanent civil servant 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 star-
ting 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 three months, with half pay for the next
three months and without pay for the last two
months.

4) Where any civil servant is absent from work due to
sickness:
(a) he shall, as soon as possible, notify the

government 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 within a budget year.

37. Sick Leave for Temporary Civil Servants

A temporary civil servant who is unable to work due to
sIckness shall be entitled to sick leave in accordance
with the contract he has entered into with the govern-
ment office.

38. MarriageLeave

Any civil servant shall be entitled to leave with pay for
three working days when he concludes marriage.

39. Mourning Leave
1) Any civil servant s~all be entitled to leave with pay

for three consecutive days in the event of the death
of his spouse, descendant, ascendant or any other
relative, up to second degree, by consanguinity or
affinity.
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40.

2) A civil servant shall be entitled to leave with pay (or
one day in the 'event of the death of his close relative
or friend other than those specified in Sub-Article
( l) of this Article; provided, however. that such
leave shall not exceed six days within a budget
year.

Special Leave with Pay
Any civil servant shall be entitled to special leave with
pay where:
I) he is summoned by a court or any other competent

authority, for the time utilized for the same pur-
pose;

2) he participate in the election of government of-
ficials, for the duration of the voting.

41. Special Leave without Pay
Where a civil servant, upon sufficient ground, applies
for a special leave without pay, the head of the
government office may authorize the grant of such leave
if it does not adversely affect the interest of the office.

42. Medical Benefits

1) A permanent civil servant shall have the right to get
all medical services, free of charge, in government
medical institutions.

2) A permanent civil servant shall have the right to get
medical services, with half pay, in government
medical institutions for his spouse and minor
children.

3) The Commission, the Ministry of Finance and the
Ministry of Health shall jointly undertake studies
regarding the amount of contributions to be made
by civil servants towards the medical benefits they
are entitled to under this Article and submit same
for the approval of the Council of Ministers.

4) The amount of contribution to be determined under
Sub-Article (3) of this Article shall be made equal
for all civil servants.

PARTFIVE
Occupational Safety and Health

43. Employment InjUlY
I) The definition given to the term' 'employment

injury" under the appropriate labour proclamation
shall also apply to the provisions of this Part.

2) Notwithstanding the provisions of Sub-Article ( I)
of this Article, any injury sustained by the de-
liberate act of the civil servant, in particular, hy his
non-observance of express safety instructions or hy
reporting to work in a state of intoxication shall not
be deemed an employment injury.

44. Saftey Measures
I) Any government office shall have the respon-

sibility-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 usage.

2) Any civil servant shall have the obligation to:
(a) ohserve directives issued in relation to safety

and health:
(h) properly use safety devices and give thcm

instructions on their usage.
(c) promptly inform the concerned official of any

situation which he may have reason to helievc
could present a hazard.
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Medical Benefits and Injury Leave

I) The government office shall cover ~he necessary
medical expenses incurred by a civil servant due to
employment injury.

2) Any civil servant who has sustained an em-
ployment injury shall be entitled to injury leave
with pay until he recovers and resume work or until
it is medically certified that he is permanently
disabled; provided, however, that the leave so
granted sh.allnotexceed 12 months.

3) A civil serVantwho is unable to recover and resume
work within 12 months shall be entitled to the

benefits, provided for under Article 46 of this
Proclamation.

4) Where the civil servant delays his recovery by not
following the treatment properly or by his non-
observance of doctor' s instructions, his entitlement
of the m'edicalbenefits arid leave under Sub-Article
(1) and (2) of this Article shall cease.

, -

46. Disabilty, Pension and Compensation

I) A permanent civil servant who has sustained
permanent total or partial disabilty due to em-
ployment injury shall be entitled to benefits
provided for in the relevant pension law.

2) A temporary civil servant who has 'sustained
permanent total disability shall be entitled to
compensation amounting to five times of his annual
salary. '

3) Where the disability sustained by the temporary
civil servant is permanent partial disability, the
amount of compensation shall be calculated on the
basis ofthe sum referred to in Sub-Article (2) ofthis
Article and shall be,proportional to the degree of

. the disability.
4) Injuries, causing serious deformity although not

resulting in disability, shall be considered as
permanent partial disability for the purpose of the
provisions of this Article.

5) Where an employment injury resulted in the death
of the civil servant, his survivors shall be entitled
to:
(a) survivors pension gratuity payable under the

relevant pension law if the deceased was a
permanent civil servant; or

(b) compensation under Sub-Article (2) of this
Article, if he was a temporary civil servant.

47. Exemption from Tax

Any payment to be made pursuant to Article 46 of this
Proclamation shall be exempt from taxation and may
not be attached, deducted by way of set off or assigned
by the beneficiary.

Claims of Compensation from Third Party

I) Where the injury sustained by the civil servant is
caused by the fault of a third party, the government
office 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 compen-
sation from the third party that caused the injury,
the government office may deduct from the salary
of the civil servant, the expenses incurred pursuant
to Article 45 of this Proclamation.
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. PART SIX

'l'rainingof Civil Servants

49. Objectives

A ci,vilservant may be trained to improve his capability
and achieve better performance or to prepare him for
higher responsibility ba~ed on career development.

50. Responsibility to Train Civil Servants

I) Every government office shall have the duty to
identify the training needs ofthe office and the civil
servants and to prepare plans and budget for
training and thereby ensure that the .civil servants
receive the necessary training and furnish infor-
mation thereon to the Commission.

2) The Commission shall:
(a) train human resource management staff on

the basis of the training needs of government
offices;

(b) coordinate and support the training program
of the different government Offices.

3) To make the training of civil servants effective, the
Commission shall issue a policy with regard to the
conditions of their training locally and abroad and
supervise the implementatiQn of same.

PART SEVEN

Managing infonnation'Profile of
Ci~il Servants

51. Personnel Records

1) Every government office shall keep personnel
records containing all relevant information regar-
ding each permanent civil servant.

2) A civil ,servant shall have access to all information
contained in his personnel records or to have a copy
thereof.

3 Any person other than the concerned administrative
staff shall not have, access to personn~l records
unless authorized by the head of the government
office.

4) It is prohibited to deposit any document in the
personnel records of a civil servant without his
knowledge.

5) Every government office shall be responsible for
keeping personnel records of civil servants for a
period determined in the directives issued by the
government'offiCe authorized by law.

52. Statistical Data

The Commission shall have the duty to collect and
compile statistical data relating to civil servants.

53.

PART EIGHT

Obligations and Ethics of Civil Servants

Obiligatibns of Civil Servants

Any civil servant shall:
I) be loyal to the public and the Constitution;
2) devote his whole energy and ability to the service of

the public;
3) discharge the functions specified in hisjob descrip-

tion and accomplish other tasks ordered legally;
4) observe lawS, regulations and directives related to

the civil service.
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54. Ethical Conduct of Civil Servants

Any civil serva~t shall adhere to the provisions of this
Part and other directives issued by the government on
ethical conduct of civil servants.

55. Secrecy

I) Except to the concerned organ, any civil ,servant
way not disclose 't9 any person cIassificd infor-
mation that might endanger the security of the State
and the Public.

2) Without prejudice to the provisions of Sub-Article
(I) of this Article, any civil servant may provide
any information relating to his duty.

56. Prohibition of Engagement in Other Activities

I) No civil serVant shall engage 'in any other activity
which might impair his service or be in conflict
with his duties or inconsistent with his position as a
civil servant.

2) .Without prejudice to the provisions of Sub-Article
( I) of this Article, a civil servant may, after
informing the government office, engage in any
other activity during his leisure time.

57. Neutrality from Political Involvement
I) Any civil servant may not use his position 10

promote his political interest and thereby engage in
'discriminatory practices.

2) Without prejudice to the generality of Sub-Arlicle
(I) of this Article, it is prohibited for any civil

servant to uS,e his regular working hours and
positions for soliciting support or instigating op-
position for or against any political party or
members thereof.

58. Conflict of Interest

I) Any civil servant shall report in writing to his
superior every case in which a conflict betwecn his
private interest or that of his relative or friend and
his duties has risen.

2) Where the case stated in Sub-Article (I) of this
Article arises and if the superior to whom the same
is reported finds it necessary may assign another
civil servant to execute the duty.

59. Gifts

No civil servant may demand or accept any gift in return
of services rendered or expected.

60. Declaration of Income

When necessary and upon request of the government
offic,e, any civil servant shall declare all his income
other than his salary.

6) . Compulsory Medical Examination

I) Any civil servant shall have the obligation to take
medical examination, with the exception for HIV/
AIDS, when required by the government office on
sufficient grounds related to the service.

2) Expenses incurr~d pursuant to Sub-Article (I) of
this Article shall be covered by the government
office.
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62. Handling and Us(h5fPrbperty

Any civil" servant shall have the respqns\bility to
properlY handle and use the equipment and materials
provided to him for the carrying out of his duties.

63. Extent a/Liability

.Any civilservant shall be liable for the damage or loss of
, equipment' and 'materials! provided to, him for the

.(',\ carrying out of his dutie'<wh'ere s~ch d~~~ge or loss is
caused by his negligence or Intentional act.

, "',." n
PART NINE

Disciplinary Measures

64. Objectives of DisciplinaryPenalties
, ,

The objectives of disCiplinary penalty shall be to
',' . rehjbilitatei a delinquent civil servant when he can learn

from his mistakes and become a reliable civil servant or
.' ,..to disch'arge him when he becomes recalcitrant.

, ~ '':' ,,, .

Types and.Class/fica(ion of Disciplinary Penalties

J) Depending on the gravity of the offence, one of the
, f6Uowirtg/penalties 'maybe imposed on a civil

servant for breach of discipline:
(a) oral warning;
(b) wri.ttenwarnin,g; ,

,'\cf' fine l!pto one month~s salary;
(d) fine upto three month's salary;

(e) down grading;,
(f) dismissal. '" ,

2), .The penalties specified under Sub-Article ( 1)(a)-( c)
. 'of this Article shaH be classified as simple dis-

ciplinary penalties.' " '
3) The penalties specified IIrder Sub-Article ( I)(d)-( f)

of this Article shall be classified as rigorous

penalties'. '

66. Olfences Entailing Rigorous Penalties

Rigorou~ disciplinary penalties may be imposed for the
foHowingoffences; ,

! I) to under';nine one's,puty by being disobedient.
negligent or tardy or by none-observance of

i~rking pl~Qc,edures;
2), dehberate procrastinatiQnof cases or mistreatment

of clients; .
3) to deliberately obstruct work or to collaborate with

others in committing such offence;
4) unjustifiable repcatedabs~nteeism or non-ob-

, :;ervance of office hours inspite of being penalized
by,simple disciplinary penalties;

5) to initiate physical violence at the place of work;
6) neglect of duty by being alcoholic or drug addict;
7) to acocpt ordemand bribes; ,

'8) to commit an immoral act at the place of work;
9) to commit an act of theftar breach of trust;

10) to commit an, act of misrepresentation or
fraudulent act;

II), to intli'tt damages to the property of the govern-
'\ m,entdut; toim intentional qct or n~gligence;

i ' '1'2) to c9ptrav,ene.theprovision~of Article 57 or this
Proclamation;

13) abuse of power;f , ' ' "

14) to commit any breach of discipline ofequal2:ravity,', ,.. '. ',I. . ~

>, with th'e offences specified under this Article.

65,

','
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TakingDisciplinaryMeasures

I) Every government office stlall establish a dis,.
ciplinary committee which shall. investigate dis-
ciplinarychargesbrought againstcivil servantsaijd
thereby submit recommendationsto the concerned

. officials.
,2) Before imposinga disciplinarypenalty on any civil'

servant, he should be informed of the alleged
offence and be given the chance to defend himself.

3) Without prejudice to the provisions of Sub Article
(15) of Article 17of the Federal Ethics and Anti-
COrruptIOnCommission EstabJishment Procla-
mation No.' 235/2001, disciplinary measures may

'be taken iITcspectiveof any court proceedings or
action';

.68~. Suspension from Duty

I) A civil servant may be suspended from duty by
with 'holding his salary for a period not exceeding
one month if that course of action is necessary in
the interest of the civil service.

2) I A civil servant shall be suspended if he is formally
. charged with a criminal or disciplinary offence for

. which his dismissal is to be expected if it is proved
against him., '

69. Period of Limitation

I) Disciplinary measure shall not be taken against a
civil servant who has committed an offense en-

tailing ~imple disciplinary penalty unless sllch
measureis taken,with six months, excluding the

.,time. required for investigation from the time the
breach of discipline is known.

2) No disciplinary charge shall be brought against t\
civil servant who has committed an offense en-

tailing rigorous disciplinary penalty unless such
di-st;iplinarycharge is brought within, a year from
the ttme the commission of the offense is known,

3) The official ~ho has failed 'to take the measures
specified under Sub-Article (1) or (2) of this Articlc
shall be held responsible.

[,

PART TEN

Administrative Tribunal

70, Establishment of the Administrative Tribunal

I) An Administrative Tribunal which hears and de-

cides appeals brought by-civil servants is hereby
established. ".

2) The AdminstrativeTribunal shall have chamhers

which eJ<amineand decide on ~ppeal C~ses,
3) Each chamber shall have a chairperson and two

members designated by the Commissioner,

71., lurisdi{::tionof the Administrative Tribunal

The Administrative Tribunal shall have the power to
hear and decide on appeals brought by a civil servant
aggrit(ved of:
I) u'nlawful suspension or termination of service.
2) being penalized by rigorous disciplinary penalty;

. 3) an illegal attachrpent or ded~ction of his salary or
other payments;

4) infringement of his rights arising frpm an em,.
ployment injury.
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72. pe,ci~ion C{fthe Ad1J1i~istrativeTribunal.
1) The Adminis~rative Tribunal may, after hearing the

appeal, confirm or reverse the dec,ision or vary the
deCision in favor of the appellant.

2) , The copies of the decision shall .be given to both
parties. '

3) :rhe decision of the Administrative Tribunal on
question of facts shall be final; provided, however,
that anyone of the parties may appeal to the Federal
Supreme Court on question of Jaw within 30 days
from the date of the decision of th~.Administrative
Tribunal.

73..Execution

I) Any government office against which a decision is
given by the Administrative Tribunal shall have the
obligation to immediately execute the decisIon.

2) Where the beneficiary of a decision pleaded tni,\nhe
, decision of the Administrative Tribunal given i'n

accordance witb Article 72 of this Proclamation is

not executed within 30' days, the Administrative
Tribunal shall refer the decision to the Federal First
Instance Court for its~enforcement.

3) The head of the goverIlment office who failed to
execute the decisionof the Administrative Tribunal
shall be liable for the damage sustained by the
office and the civil servant.

PART ELEVEN
Telmination and Extension of Service

74. Resignation

1) Any civil servant may, by giving a one month prior
notice, resign at any time.

2) Where the service .of the civil servant is indispen-
sable and he could not be replaced easily, the head
'of the government office may delay his release for a
period not exceeding three ":l°nths.

75. Telminationdue to Illness ,

I) Where a permanent civil servant is unable to
resume work within the time specified under
Article 36(2) of this Proclamtion, he shall, with no
requirement of a medical certificate, be deemed
unfit for service and be discharged.

2) The service of any temporary civil servant may be
terminated where he is unable to resume work at the

end of the sick leav~ granted to him pursuant to
Article 37 of this Proclamation.

3). Without prejudice to the provisions of Article 4~(2)
of this Proclamation, where a civil servant who has
sustained employment injury is medically deter-
mined to be permanently disabled, his service shall
forthwith be ten:ninated.

76. Termination on Grounds of Inefficiency

I) The service of a permanent civil servant may be
terminated where his performance evaluation result
is unsatisfactory. for two successive evaluation
periods despite exerting all his knowledge and
ability to accompli.sh his,work.

2) Notwithstanding the provisions of Sub-Article (I)
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 ,result be-
comes un~atisfactory for the following three suc-

, cessive evaluation periods:
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3) The termination of service of a civil servant under
Sub-Article (1) or (2) of this Article shall only be
effected upon giving him a one month prior notice
where he is unable to improve his performance
within at least one year, in the case of Sub-
Artic1e(1),or one and half years, in the case of Sub-
Artkle(2), after:
(a) receiving a training req\lired for his position :

or
(b) being tranSferred to another suitable pb'sitiVn

of an equillgrade. '

77. Termination due to Imprisonment or
Fbrce majeur~ $ituati'Ohs. . .

1) Without prejudice to the'provisionspf Articles 36
and 45 of this. proc1amation, the: set'vi~e of a
perman~nt civilservanlmay be terminated where
he is absent from work due to imprisonment or
other eircumskances offorce I;l1ajeureand is unable
to resiunework withinsix months.

2YWithout prejudic-eto the provisionsof Articles37
;tnd 45 of this Proclamation, the service of a
temporarycivil servantmay be terminatedwhere
he is absent from work due to imprisomnenlor
other<;iicumstancesof forcemajeureand isunabIe
to resumework with in one month.

78. Nullific;ltfrJn of Appointment
Any appointment obtained. on the basis of false
representation regarding educational qualification. or
work experiepcc or made by unau,thorized person or in
contravention Of this Proclamation, regulations and
directives issued hereum:ler or anY.:9ther law shall be
nullified by the decision of the head of the government
office or the Commission. .

79. Retrenchment .'

1) Any civil servantshallb~retrenchf?dwhere:
(a) his position is abolished; ..

(b) the government office is closed;or
(c) redundancy of man power is created;
and where it is not possible to transfer. him' in
accordance with Article 24(7)or 25(1) of this
Proclamation or where he is reluctant to' accept a
position of a lower grade. '

2) Retrenchment of a civil servant in accordance with
Sulr:Article (1)(c) of this Article shall be made
when it is proved that his performance and
qualification is lower when compared with other
civil servants holding the same position.

Termination on Disciplipary Grounds.

1) The service of a permanent civil servant shall be
terminated where:'
(a) a disciplinary penalty under Sub-Article

(1)(f) :of Article 65 of thisProclamation is
imposedon him; and . "

(b) the penalty is not canceled on appeal made
. . ,itoder this Proclamatiofi, -

2) Where the penalty is mitigated or canceled on
, appeal, the civil servant shall be entitled to,

without interest, the payment of the remaining of
his salary withheld during the appeal.

3) The service of a temporary civil servant shall be
terminated withou~any,additional formality where:

(a) a penalty of dismissal is imposed on him; or
(b) the term of his employment expires.
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A"":,) UII/,.fl9Uf.:F"A ::

I' mlU 1\')+" ')a'il h,)+~' (fi) oow/...,. fh,)1.',)
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Aoo')",P''''' ooP't.,r 0..,: P'/,. m.cJ>OI/.tr'i

o.1~'
A) nf,/.~ ~1.''I'''' ! n1,ro.ro,e OJf.SfO n:"'I'c

'f""h. w/".,.;;: AUII"']"'- hAoo:F1f- 0./.;J1'1' .

tit) 'P/",,';;:ro' AP'/'.ro' 11th oolr.,. n:l1hSfOc;

UIIit/.~ O,/';J1'1' !

Q8J) w/,..,.;;:ro, h'lA "'/\°-1:') Aoo+mA o.itUII"'/ !
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81. Retirement

1) Unlessa civil servant is retainedin servicebeyond
the retirementage, his service shall be terminated
withoutany additionalformalityon the last day of
the last month in which he attained the retirement

age determinedby law.
2) The civil servantshallbe notifiedof his retirement

in writingthreemonthsprior to his retirement.

82. Certificateof Service

Wheretheserviceof a civilservantis terminatedforany
reason or where he so requests, he shall be provided
with a certificate of service indicating the type and
durationof his service,his salary and the reasonfor the
termination.

83. Severance Pay

1) Any civil servant who has been retrenched under
Article 79 of this Proclamation and is not entitled to

pension allowance 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.

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.

3) without prejudice to the provisions of the relevant

pension law, where the service of a permanent civil
servant is terminated due to his death, an amount

equivalent to his three month's salary shall be paid

to his spouse or dependent who have been made
known to the government office in writing.

84. Extension of Service

l) The service of a permanent 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
office;

(b) it is not possible to replace him by another

civil servant through promotion, transfer or
recruitment;

(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 Commission.
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.,ir" .. fftIf " ') 'i~9'" h~bo-J,V.Jffic-' I p,~c ;,. ' , ' " : ,
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t\) 1-.c;~ m-..,~ 'hlahJ'~ ,('~h ht.~~OD-') decision is made thereon;

.f':t1t:J.I" rT, J' ,", " ,(c) ca,\,\sethe ta~ing of administrative. measures
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86. De1egaticii Df Power
\ t\;, , ..', '," ,

The Commission may delegate 1-ts-powers' and duties
'Im:derthis.Proclatriation to government Offices'where it

,deems it llecessary f{)! the:'efficiency and~ffectiveness

i,~ .?f the civi~service., "

PART TWELVE
Miscellaneous Provisions

88. Power to Issue Regulations
and Directives

I) The Council of Ministers may issue regulations
necessary for the proper implementation of this
Proclamation.

. ' 2) The Commission may issue directives necessary
for the proper implementation of this Proclamation
and Regulations issued pursuant to the Proclamation,
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e feHQwing.are'hereby.,repealed::

I . the' Centrnl "FeI'sofihel;A:geney and Public

Service Oicie(iNo~23/1961 ~ amended);
", , >,' ", -. ..-t. .

~ 'the: Orgamiation of )ihe. Cenkal P~rsonnel
t . ".'" " ' , . " ~, . , " .

,,' Agency Regglations NQ. 27P11963. ,
.' ' , " '. ,', " "

2) daw,>,regualtion,direetive,,'?fpr~cticeshall, in so :'

, as it is-inconsistentwi~ this Proclamation,~ave

. ',. eq with respe~~to~ttets.,prqvUfed for i~..;this
.. '" . '.p.\' "., \' :'.

)clamatioh. . "t' ".~", ,
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90. Tnmsitory Provisions

"

,.....

"'. ~~. .

I) ,~ot~standing thel7oyisio~IisofArticle89of this.
'. :/', ,',," 'f' ": .

~od~~~on, QIePu~ic.SerViceReg\llationsNo.:I .

[Leg~L:NoticcNo. .269/1962 the Public' Service

PositIon. Clas~ifis:~tion apc:t~,::'~alWy,~.'..Scale:
RegulationsNo.2 [LegalNotice.NQ419/1972] and'

. , directives of the <;'ommission sha1l;femai~ in force'
uIitjr~eplacedby regulations anddirectiv~si.issued

under Article 88.of this Proclamation.

2) Appea~casespe~ng .priorto the c(W1inginto f~rce
of this',Proclamationshall be heard ip acconfun~e

,'willi,thisProclamation. .

3) Rights acquired by any civil servant under the

prev;ous lawS shall.. not be affected by this

ProclamatioQ.,

'fl). '1\'P~: fOlJ.o~(H' 'ut I91. EffectiveVate

1M,." "'1'1: h;l",,"iI ?I?i "''t Iiilj!! 'HI" "f.'J"r:fO., I This Proclamationshallenter into force as of the ~'"day
f,1f'iAI: . of January, 2002. .

Done at Addis Ababa, this 3111day of January, 2002.
1',~_iaM111 :J'Ultia ?}.?; .,..}na:mq.~
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