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WHEREAS, it is essential to issue the office its
own employees administration regulation, being directly
accountable to the House as stated clearly by its establishment

proclamation Article 6(2);

WHEREAS, it is essential to issue employees

administration regulation that enable the office recruit,
administer and as necessary dismiss employees in accordance
with the law so as to achieve the duties and responsibilities

stated by the constitution and its establishment proclamation;

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;
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WHEREAS, especially, based on the professional
independence of the office, it is essential to issue a regulation
benchmarking the experience of regional and international
audit institutions in administrating employees, and using the
basic principles of the Federal Civil Servant Proclamation;

NOW, THEREFORE, in accordance with Article
55(1) of the constitution of the Federal Democratic Republic of
Ethiopia and the Office of the Federal Auditor General
Establishment (Amendment) Proclamation No. 982/2016 it is

here by proclaimed as follows;

PART ONE

GENERAL

1. Short Title
This Regulation may be cited as the “Administration
of Employees of the Office of the Federal Auditor

House

General of  Peoples’

Regulation No. 8/2018”.

Representatives

2 finiti

In this Regulation, unless the context otherwise requires:

1. “House” means House of  Peoples’

Representatives of the Federal Democratic

Republic of Ethiopia.
2. “Audit Commission” means a Commission
established as advisory body of the Council
budget,

benefits,

regarding  annual salary  scale,

allowances, and  organizational
structure of the Office.
3. “Office” means The Office of the Federal Auditor
General.
4.  “Auditor General” means a person appointed as

Auditor General of the Federal Democratic
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5.

7.

Republic of Ethiopia as provided in sub-article
(1) of Article 101 of the Constitution of the
Federal Democratic Republic of Ethiopia and
Article 6 of the Federal Auditor General
Establishment Proclamation No. 982/2016.
“Deputy Auditor General” means a person
appointed as Deputy Auditor General of the
Federal Democratic Republic of Ethiopia as
provided in Article 7 of the Federal Auditor
General  Establishment  Proclamation  No.
982/2016.

“Head of the Office” means the Auditor General
and his Deputies who can also be cited as top
management of the office.

“Director” means a person who directs one of the

directorates of the office.

8. “Manager” means a person who heads the position

below the Director.

9. “Official” means an employee heading the duties of

10.

11.

office as Director, Manager, Team Leader, Case
Team Facilitator/Coordinator and a leader who

may be assigned on similar position in the future.

“Employee” means a person who has entered in to

a permanent employment with the office.

However, it shall not include heads of the office.

“Condition of Work” means the entire field of
relations between the office and the employees
and includes hours of work, salary, leave, health
and safety, retrenchment and severance payment,
disciplinary and grievance procedure and any

other similar matters.
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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.

16. “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.

17. “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



1% T ZEag &Ll 16T oM krC T8 A0 1% +7 €18 9.9°

Federal Negarit Gazette No. 14 December 25, 2018.......page 10731

Anhooan L£dN A7%.0v¢- oL
AT2.e0G o7 1PALa- 140 @ L9° (1048 5ALPT
NZ& G PTLo0A 224 0 LI° Wi AT 1o

ey

IX <«<rofms>> TN WG o nne-l? AS da-b1:77
N774L7 (/2@ AL O-MI1 K757 ATINFN
AL UeJdo- MNIC oO0F 09 (Oo-f RKIC
N°%.0r 05  TIVCTT R hCOT
(A72GCS AI°ZHLI?)T K840 ThTaeET oe9®
e M PoP 0T e

Th . <<Qav@>> TIAT (W78 Cr7e- RLE OTavf(F NGA
mePF o0t avrd e es Lo PULAT
PACNT?S AXT N9°HC 0 ALPL  P7L0m-
i T A ] B

a <P TCE AT 78> TN WG o hav0F ¢ rr¢-
A%+ @ PULNC @ e T

AB . <hOA>> “I0T N9°NC 0k 172000 PROA he e
avw /i (1avang AT 262 arvd- A0
w5 (1T PULAT 6P T

ARC «<c0nn9°s TINCE>> TInT hav 7o+ @L9I° WIP
LFL Ao PN PG AR AA Wi Fa- Pms
U6 VNS DA ITA- PULAT PUNICS TN,
7 o< 152 “L/C OhA hIPrE: A4I9m
P40 Co-ct AIC ChNI®S TINEET LoIC LA

R . <<hAOFSLLP ©AB> 0T PG A% 14T 9°/PG
AACTT SLLNTCETT e ANNPET opd
PLOEAT M h Wit ET 17LavalrT 120G o £9°
0PN P"LAmo- "I TF09° 0-A% 10

ROO2I 1Tha” TN (e - AL PULLAT T
Ao 017 4.2 och, P7LPCN ol 140
0L PPE 0L AA ONAP T4TC A0 PPA
@89 PhhA 7hh, 0C AT eTlhtactT
Pt az

assigned officer or employee returns to work from a

temporary absence.

18. “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.

19.“Salary” means base pay and periodical increments
authorized for a grade of a class and step and other

increments approved by the Council.

20. “Overtime Work” means work done by an employee

outside of the normal working hours.

21. “Allowance” means a payment to an employee assigned
to a field work and other assignments as per the

allowance rate approved by the council.

22. “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.

23. “Administrative Decision” means any decision given by
the Auditor General,
Directors, Managers or discipline council, either orally

Deputy Auditors General,
or in writing regarding an employee.

24. “Sexual harassment” means unwelcome sexual

advance or request or other verbal or physical

conduct of a sexual nature at workplace and

includes:
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a. unwelcome Kissing, patting, pinching or making
other similar bodily contact;

b. following the victim or blocking the path 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.

25. “Not reinstated” means a person whose good name

has not been restored after sentenced for criminal
offence.

26. “Person” means any natural or legal person.

3. Gender Expression

Any expression in the masculine gender shall also

include the feminine gender.

E f licati
This Regulation shall be applicable on any
employment contract between the Office and its
employees.

5 ibili | Duti

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.
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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 Council of

Ministers.

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.

>

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.

5. Where there is a vacant position in any Unit, the
Unit head and the Human Resource Directorate
shall submit a proposal to the head of the office to
fill the wvacant position with a competent
employee through recruitment, promotion or

transfer and shall implement the same upon

approval.

6. Where necessary, the office may fill a vacant
position by transferring a qualified employee or
official with the consent of another government

office.
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7.

7. In view of heightened effectiveness, the office
shall rearrange its organization based on the
interrelation of newly created positions with other

work processes and outputs.

8. The office shall

recruitment,

issue detail guidelines on

promotion and transfer  of

employees.

Recruitment Procedures

The office may recruit employees using any one of the

following procedures:

a. Through open vacancy advertisement and
invitation of applicants;

b. By soliciting graduates from Universities through

direct contact with higher education institutions;

c. Through web site.

for Recruitmen he Offi

1. The following persons shall not be eligible to be

Ineligibili

recruited by the office:

a. A person under the age of 18 years;

b. Any person who has been convicted and not
reinstated by a court of competent jurisdiction for
offences of corruption, breach of trust, theft,
fraud or rape unless five years have lapsed from
the date the penalty is served or is barred by

limitation or remitted by pardon;

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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the Office may issue directives on circumstances
in which young persons 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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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

1. w2457 NAPPMCS NA T av5A 10. Recruitment and Oath of Fidelit

b, elavima- Ok Prve- aPR(FT adme PT 1. A newly recruited employee shall be served with
a7 LLBT  Lavll}T w7 a letter of probational recruitment, signed by
PILEICNTT +77 CULIAAR Wi ST AavPmC authorized official of the office, stating the title
2ANT MA@ P8 HAd PAd.lav Pavhii- and grades of his position, his salary and date of
PPc L0150 hPLehGoham Prd- NCHC commencement of his recruitment, together with
avpsn, IC LAMPA:: job description of his position.
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NAB e oath of fidelity:
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B being a civil servant 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
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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.

2. Notwithstanding the provisions of Sub-Article (1)
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.

3. Whereit 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.

4. Where the position of an employee is canceled,
he shall be transferred to another position of an

equal grade within the Office.

5. Notwithstanding the provisions of sub-article (1)

of this Article, the office may implement a



1% iiEpaE LA 126 ona dec T8 Jwan 1T 7 8ads 990 Federal Negarit Gazette No. 14 December 25, 2018.......page 10737
N9948.64P A PHwl COLewiNT CHo-oC 17CoT system of internal transfer in which transfer of
B [V L K A T V- employees is made by rotation.
. MIG09° No-oC 12050 PS PTL.apnTo- ¢rv¢- 6. Any transfer shall be by the written notice and
3L AG Wl E RIS Lo BRLIA: made known to employee and concerned
officials.
18 gagn 12. Redeployment

&, NEP ALLLCT Wt T 1TI0SLC LAL N
AL Ad T

€. (Y RiPx aoowlsl PTLLALA WiE PLI® (LA
L (Nla £LES (RIANT Havy 9°07 e
1% Pl Lav@HG PPIE ALPIONTI::

IT.PRLE W&t

o

. PLLE 0L PPhAM®: 2l NPT MA@ Wil
AT9.05 07 0914 Cav P (L7 Pro4e- oot
ATTAAAG w57 AL D I LPTA:

R

LI @9 Wl ALKLE 01T Al LC (IHY
L7 0 Wb A &(8) avdl eHam PP T T1L19m,
TNLE TP LAN ha-T:

N Emg° PRLE 0T PPLOme oL LC
[ %8

NLLE ALV CTavgl Pavplf (Wl wiotd
pov-ié- UL PA@-9°x

. PUOT TINEE LT avwll 171471 0 £9° PHUT
L0 L7172 NavHAnG OHam PRE4E 01T
NL0TA7 AT M@78A e2L.eanTam- T PErT
ATLtad BT AP Pillla PRLE 0L
015 TFo9° L LAMA: LY 9°07e T PTT
PPI°I° -TavA’ll LG A

L. CUOT TINLE Pl APLoP PPC PL0av @ LI
PLLE 0L PAm DAL LLTT T1LL (1710LE
LT VLATA? TP LUPTA:

=

Q1

biy )

1. The 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 shall be granted to employees with a
view to enabling jobs to be carried out by
competent and capable employees and thereby
improving the general performance of the office
and motivation of employees.

2. Any employee shall present certificate of
competence issued pursuant to Article 6(2) 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

1.

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 be allowed to
the

following the date of his/her recovery or the end

complete remaining probation period

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.

Any Official who fails to timely evaluate the
performance of a probationary employee shall be

liable to disciplinary penalty.
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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

1. Without prejudice to sub-article (2) of this Article,
the office may appoint a temporary employee only
for a job which is not of a permanent nature;

provided, however, that it may, where
circumstances so require, appoint a temporary

employee to a permanent position.

2. 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.

3. 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

regulation to be issued by the Council of Ministers.

17. Qutsourcing

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.
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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.

5. Acting period shall not exceed one year. However,
if it was not possible to permanently assign an
employee to this position and when accepted by
the head of the office acting period can be
extended for only up to a maximum of one

additional year.

7. The Office may issue detail directives regarding

acting assignment.

19.Delegation

1. Any official who is absent temporarily from his
work for reason of work, sickness, annual leave,
training-etc. shall inform his supervisor and

delegate an employee who acts on his behalf.
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personnel records of an employee which is not
made knownor informed to him.

PART THREE
CONDITIONS OF WORK

21. Regular Working Hours and Overtime

1.

Regular working hours of employees shall be
determined on the basis of the conditions of their

work and shall not exceed 39 hours a week.
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2. Office hours of the Office shall be determined by
Regulations of the Council of Ministers.

3. An employee who has worked overtime is
entitled to compensatory leave or overtime pay
based on his preference. The Office shall issue

guidelines for payment of overtime.

4. The provision of sub-article (1) of this Article is
not applicable to employees working on positions
such as guard, due to the special nature of their
work. However the Office shall issue a directive

regarding the working hours of employees in this

line of works.
22. Public Holidays and Weekly Rest Day

1. Any employee shall incur no reduction in his
regular pay on account of having not worked on
public holiday or weekly rest day or on a day

offices are closed by the order of the government.

2. Any employee ordered to work on a public
holiday or weekly rest day or on a day offices are
closed by the order of the government, due to
compelling circumstances, shall be entitled to
overtime pay or compensatory leave based on his

preference.

23. Objectives of Annual Leave

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

2. 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 interest

employee’s and by

informing the employee thereof.
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unused and postponed annual leave due to

termination of service.

4. 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 | eave

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.

2. Any newly recruited employee shall not be
entitled to annual leave before serving for eleven

months.

3. Previous service rendered in any government
institutions and regional government institutions
shall be considered for the calculation of annual

leave.

25. Duration of Annual Leave
1. An employee shall be entitled to annual leave of
20 working days for his first year service in the

office.

2. 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.

3. Without prejudice to provision of sub-article (2)

of this Article, period of an annual leave shall not
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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 L eave

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 be granted to the employee in the third
budget year.

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 to advance
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 (1) 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.
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B KPR H00 KPR (&) avwld prdimo 6. The annual leave of an employee, interrupted in
eGP Chard® LPE RiRTaSPe accordance with sub article (5) of this Article,
ATEPTA LRLIAx shall be resumed upon completion of the sick

leave.

. povone Lo LAMG PP Wi havav ¢ W90 G 7. An employee on probation shall be entitled to one

TINLE  POLPCAONT AL oC
nLavwH IC LAMPA:

Pchavd® LI L

month sick leave with pay, when he brings a
medical certificate.
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28. Maternity L eave

A pregnant employee shall be entitled to:

a. Paid leave for medical examination in

accordance with a doctor’s recommendation;

b. Paid leave before delivery if recommended

by a doctor.

The leave referred to in sub-article (1) of this

Article shall not be considered as sick leave.

A pregnant employee 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 90 consecutive days
after her confinement, in total 120 days of
maternity leave with pay.

If the pregnant employee deliver before the
completion of prenatal leave which is granted
under sub-article (3) of this Article, the unused
prenatal leave will be granted after her

confinement.

If the pregnant employee 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.

The employee shall be entitled to sick leave in
accordance with Article 27(1) of this Regulation,
if she becomes sick after completion of her
maternity leave under sub-article (3) of this

Article if it is confirmed by medical certificate.

Any employee who encounters a miscarriage of

not less than six month’s pregnancy prior to her
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prenatal leave shall be entitled to 60 days post
confinement maternity leave if the miscarriage is
confirmed by medical certificate.

8. If an employee on prenatal leave encounters a
miscarriage of pregnancy, her prenatal leave shall
terminate and she shall be entitled to the 90 days
post confinement maternity leave referred to in
sub-article (3) of this Article.

9. If an employee who encounters a miscarriage of
three to six month’s pregnancy shall be granted

30 consecutive days leave with pay.

10. Any employee shall be entitled a paternal leave
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:

a. he is summoned by a court or any other

competent authority, for the time utilized for

the same purpose;

b. for cases involving popular election, for the
duration of the election, in accordance with

the schedule set by the electoral board.

c. heis 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
NDITIONS OF WORK APPLICABLE T
MEMBERS OF THE IETY

DESERVING AFFIRMATIVE ACTION

32. ndition f Work Applicabl Femal

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.

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



1% e BeA 1961 oM e 18 Jvan 1% 7 8aib 990

Federal Negarit Gazette No. 14 December 25, 2018.......page 10749

Pw oG P1a hevds A LAGTNIT AT AI:

& OIEPI At wlhE RIE Gavi PAPA@-
AX 7 A%1909° (WWh9°S “104E (HE21m LH
Lavmi PULNEANT 4.F7L LAM I

L. avolf (ol A Wil RT 01T AERTFTe)
Pl e e 7hah0-01  eVIST  TIBe
PCERTINT  HCHC  hé.Q0a0-  avpole ():
N2 @M@ avavs @ CmNG A::

ait, AhhA AT ET P70 P e Ut P

. ANA FESTET NPPCT 1248 01T MHo-o-CT
NEALAT NITI°VCTS »2AmS hé.909° ¢-1cn71¢
296 ACIE TP VS A

o

R

avyol e (Wl Poe- AN AR RSTF
WA PR P TUINPT A
PILLNENYE AL e PTG RARNTT T1TATS
NA AP PR ANdALDT 20mT AW75.0TT
ML AT

=

L@l 0 ok AT ACLeNEA T PANA ST
PPy Pavlf (Ll wed et L0
ALLCANT PULTA 5T RIS.a02ANT 09184
DAL A

AANT T A”hA ST eFAme av 4
ALY 270 hé.909° +10-P LPS A

@0, K90+F he-P TPExA QAT NCT NhlAOTST
AHOT 7L Proe V22T

Q1

b, oo e e (L 0P P92.4.09° PwiotE O9°et
PN C NhlANTT TGP +PAA M0, 00T
PULeNI0 LT A

four months after delivery.

5. 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.

6. The office shall establish a nursery where female
employees could breast-feed and take care of
their babies; the details of its implementation

shall be determined by directives to be issued by

the office.
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.

2. 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.

3. The office shall have the responsibility to assign
an assistant able to give proper support for those

employees with disability that requires assistance.

4, Privileges prescribed by other laws to persons
with disabilities shall be applicable for the

implementation of this Regulation.

34.Conditi F wort licabl - :

Nationalities and Peoples

1. The placement of personnel in the Office shall
take into account fair representation of nations

and nationalities and peoples.
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2. 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.  Issuance of Directives

The office shall issue detailed directives for the

implementation of provisions under this Section.

PART FIVE
TRAINING AND EDUCATION OF
EMPLOYEE
36. Objectives
The objectives of training and educating employee

are:

a. To make employee more effective by enhancing
his competency and leadership skill;

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

c. To prepare employee for higher responsibility by

enabling acquired leadership skill.

7 ibili : I

1. 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
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and qualify himself.

2. The office shall issue directive on training and

education.
38. Implementation of training and education

1. The office shall

continuous training and education programs in

implement sustainable and

cooperation with higher education institutions or

by organizing its own training center.

2. Any training and education shall be offered to

concerned employees on competitive basis.

3. After conducting each trainings 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.

30. ion 1 . | Educati

1. The training and education given by the office

shall be in alignment with its professional needs.

2. The office shall attempt to execute training and
education opportunities from various sources as

per its training program.

3. 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
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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 head of the
office, the office may receruit 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
five steps from the base salary.

The office shall affect one step salary increment
once a year for employees whose annual mean
performance is satisfactory or above. The salary
increment shall be made in January and July for
employees recruited from July 08 to January 08

and from January 08 to July 07 respectively.

The salary of an employee may not be attached or

deducted in accordance with:
a written consent of the employee;
court order; or

the provisions of the law

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.

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

representatives.
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41. Allowances

The office shall study and submit to the house, types
and rates of various allowances and benefits necessary
to carry out its function and implement the same upon

approval.

42. Uniform and Equipment

In order to ensure the safety and sanitary of the
employee, the office shall based on the nature of the
work, provide necessary working equipment and
cloths which the employee uses while on duty. The
Office  shall detail

implementation of this provision.

43. Medical Benefits

The provision of medical service shall be effected in

issue directive for the

accordance with the Regulations that may be issued
by the Council of Ministers.

PART SEVEN
OCCUPATIONAL SAFETY AND HEALTH

44, Obiecti | Applicabili

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.

2. The provisions of this part shall also applicable to

temporary workers.
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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:

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;

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;

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;

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;

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.



1

% TAZR9E

Ll 1 DM kpc 18 Jvan 1% 7 €418 99

Federal Negarit Gazette No. 14 December 25, 2018.......page

10755

C.«<lrwe 0701 P9%ava) (13>> “Int wiHEom-

Q1

biy )

)

18

n’%L0éa- (A 90 o L9
07 enS o 70 Ahan, e a7 a’leanta
V2% FIAm  (laogel: 9N eT
W oP0t ¢7 AP LP eRLA PG avJoh A7
24@7 1705070 03 PoUNav-1:G PO LI 1Pe
@ LI° 1AL NPT ALI°CI°:

ey

yavavo-

(Y RiPx 700 Arbx (B) etavabto- 0.5C®°
Mg méw-  PPRNICT AL 0L 1Pe
NAI2597 07IP4T AL P01 Pavsle ok
wleld (Y- 007 el (e el eava)
0t 2720 LHmMé-A:

. e PN7et P9.amma) (IG5 PhhA 18T avm’7
Nav gt Wit md - hPE o0t (Htavahto-
wImlAr avw/l o Lm0 A

. Y ATPAR 00 ATPAR (B) ehavabto- €770

LSCP° wietFao- U1 b Navpef (ol Add L
N2AZ CFAm-T7 PRUTYT avmlde avavl e 9
Navay @L9° Aha7 L9 hO°Co? AgvHamC
N7 L5400 V57 Maom P @ L9 WAL 60 AhE
Né AL NaT7-: PRLANT ST (e 9°N70T
ATLLLO 15T A LBMCI®::

Z. PAL D avhAhA ACTEPT
b, av @ (LT

U/ e M@ (WPt T LUTr TS M7l AL
AL.D P71 eANTA ao Py POV, DNPE

A/ PhALD avhahe avvL e PTG RARNTT
ALt PMIPLNG  NAAMTI PV o
avavd, @ Pav ol ALY T Al T

3.

“Occupational Disease” 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.

Notwithstanding sub-article (3) of this Article, if
an employee engaged in combating epidemic or
endemic disease contracted with such disease, it
shall be considered as occupational disease.

The extent of disability and disease caused by an
employment injury shall be determined under a

Civil Servant Pension Proclamation.

Notwithstanding the provisions of sub- 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 employees with protective devices
and materials and give them instructions of
their usage.
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€. I 0-9° Pav ol 0 (ol Wil - 2. Any employees shall have the obligation to:
v/ eI rIe mrrr7 AaoanNP M- a. Observe directives issued in relation to safety
avav ¢ 97 PUINNC T and health;
A/ Plwmeld PhLD  avhAhe  avvil e oG b. Properly use safety devices and materials;
EAEOTT A0 PoPmbI®T AG and
b/ h&D ALONTA POLT-A. V-5 PF oo L ar c. Promptly inform the concerned official of
AT AT aAlw- Pav el (ol Al any situation which he may have reason to
resume could present a hazard.
05, L01 PTADPT L, AAN T P P
L.oavpee ol oo ok @0F £47¢- Rhan, 3. The office shall supervise occupational safety and
LUTIHE Tt NP avPrr LBMNMe-AT health in the office and shall issue directives
PAL.? avhAl® ACIELT7 (1avaht avavi e regarding safety precaution measures,
L oMM
9. avpolf ok P4od RMAN. LVTIES aTrT 4. The office shall undertake studies on the
ParmONEes  Povhahe  NLPTT  PmTAT occupational safety and health of work places and
Pav ol @ (bl: WA 0 AL ATLLoAT facilitates training for its implementation in the
NAMS AA“LAPOT V5 PavFF Az office.
5%. ehhA 4T 47, Disabili
8. «<PRUA 51> Tt Pav it oD av iy 1. “Disability” means any employment injury as a
wL9° TNy N7 eah N Vs (17d- AL consequence of which there is a decrease or loss
POLLCA 5T @ of capacity to work.
€. (1e AL PRLO PAMA ST LLPP PhhA 2. The effects of disability may be temporary
847 HAE NdA CAOA %17 HAE av-A. PhhA disability,  permanent  partial  disability,
T8 ARG U7 P9 eANT A O-MAT LG A permanent total disability and death.
G%. PP CRhA 5T 48. Temporary Disability
CULER CAAA FST>> TNT Wl olar “Temporary disability” means a partial or total loss of
atoay U (oA @f9 (Qhé.A Pavsrit capacity to work for a limited period of time.
Foe 7 Nt o
54.14 A PhUA 5T 49. Permanent Partial Disability

«<HAE DL PRAOAA 181> TaT 5% PLLOANTT
Wl Pav ol i PULPIN PUILLTT (144
AL PILLCA ST o

“Permanent partial disability” means incurable

employment injury decreases the injured worker’s

capacity.
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50. Permanent Total Disability

“Permanent

total disability” means incurable

employment injury, which prevents the injured

worker from engaging in 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 orthopedic

appliance expenses.

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.

Any employee who has sustained an employment
injury shall be entitled to injury leave with pay
until he recovers and resumes work or until it is
medically certified that he is permanently
disabled; however, on the event of medical
determination that the employee is unable to
work permanently, he shall be entitled to the
benefits provided for under Article 52 of this
Regulation.

Where the employee intentionally delays his
recovery not following the treatment properly 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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5. The Office shall issue implementation directives
regarding the payment of medical expenses
referred to in sub-article (1) of this Article.

52. Disability Pension and Gratuity

1. Anyemployee who has sustained permanent total
or partial disability due to employment injury
shall be entitled to benefits provided in the public

servant’s pension law.

2. Injuries which, although not resulting in
incapacity for work, cause serious mutilation or
disfigurement of the injured employee, shall be
considered permanent partial disablement, for the
purpose of payment of compensation and other
benefits.

3. The assessment of the extent of employment

under servant’s  pension

injury public

proclamation shall also apply for the
implementation of sub-article (2) of this Article.

4. Where an employment injury resulted in the
death of the employee the survivors shall receive

relevant

disability pension provided in the

pension law.

53. Exemption from Tax

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

1. Where the injury sustained by the employee is
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.
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2. 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
Article 51 sub-article (1) and (2) 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 EVALUATI
INCENTIVE

N AND

55. Performance Evaluation

The purpose of performance evaluation shall, based

on work plans, be to:

a. To enable employees effectively discharge their
duties in accordance with the expected level,

quality standards, time and expense.

b. To evaluate employees on continuous basis and
identify their strengths and weaknesses with a

view to improve their future performance.

c. To identify accurately training and enhancement

needs of employees.
d. To give reward based on result.

e. To enable management to make its administrative

decisions based on concrete evidence.

56._Procedures of performance Evaluation

1. Performance evaluation procedures to be
established by the Office shall enable to achieve
performance results that are transparent and

objective .

2. Without prejudice to the provision of sub-article

(1) of this Article the performance evaluation
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system of the office shall be designed to:

a. enable the verification of actual performance
results in comparison with the planned

budget, time, volume and quality;

b. promote team spirit and group motivation

among employees;

c. promote  healthy  competition among
employees and teams and improve
institutional performance result.

d. Enable impact assessment of performance

results among successive and interrelated

tasks.

3. The performance evaluation may ensure the
realization of collective and individual advantage
among employees and may be made on
individual or team basis.

4. The performance of every employee who has
completed his probation period shall be evaluated
every week, month and six month by his
immediate supervisor.

5.  Any employee with unsatisfactory performance
shall be made to get advice, training, transfer etc.
depending on the identified limiting cause.
However, if his performance evaluation result is
unsatisfactory for two consecutive evaluation
periods, the office may take measures ranging
from demotion to dismissal.
from demotion to dismissal.

6. The result of the performance evaluation made
periodically shall be documented in the

employee’s personnel record.

57.1ncentives

1. The office may pay incentives each year to
employees or teams who excel of annual

performance.
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2. The office may issue directive on the payment of
incentives to employees.
PART NINE
N AND EXTENSION OF

SERVICE

TERMINATI

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.

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

indispensable and he could not be replaced easily,

service of an employee is
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 Article 27 (2) and
(4) of this Regulation, he shall, be deemed unfit
for service and be discharged.

2. Without prejudice to the provisions of Article 51
(2) 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 Article 11 (3) /b/ of
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this Regulation, his service shall be terminated.

60. Termination on Grounds 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.

2. The service of an employee may be terminated
due to inefficiency where his 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

periods.

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.

6L ination d .

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
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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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7.

The service of an employee who has not
completed his probation shall be terminated
without any additional formality, where he is
absent from work for one month due to unknown

reason.

62.Termination of Contract of Employment without

Notice
1.

The office shall be entitled to terminate a contract
of employment on any of the following grounds:

Submission of false educational qualification
or work experience or any other false
document during the process of employment

or thereafter;

intentionally destroying, erasing or altering

any documents of the office;

stealing or robbing the money or property of

the office or that of his colleague or a guest;

taking or giving or soliciting bribe;

imprisonment due to fraud, theft, deceit,
breach of trust or other similar offence in
work or

connection with the office’s

otherwise;

intentionally inflicting damage to the office’s
property or harm to the office’s staff, client
or guest or attempting to inflict such damage

or harm;

forging signatures of the office’s officials or
using the office’s seal for personal or third
party gain;

giving or revealing the office’s confidential
documents to unauthorized persons without
getting the necessary approval from the

relevant managerial staff of the office;
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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;

I. 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 employees and for
initiating riots or attempting to establish the
same;

0. committing act of deceitful or fraudulent

conduct in carrying out his duties;

p. Intentionally participating or assisting in the
commission of the 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 recruitment obtained on the basis of false
representation regarding educational qualification or
work experience or made by unauthorized person or

in contravention of this Regulation and directives
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issued hereunder or any other law shall be nullified
by the decision of the Head of the Office or his
representative.
64. Retrenchment
1. Anyemployee shall be retrenched where:
a. his position is canceled,;
b. the office is closed; or
c. redundancy of man power is created,;
Where it is not possible to reassign him in
accordance with this Regulation or where he
is not willing to accept a position of a lower
grade.

2. Retrenchment of an employee in accordance with
Sub-Article (1) (c) of this Article shall be made
when it is proved that his 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 Sub-Article (1)
[l of Article 78 of this Regulation is imposed
on him; and

b) the 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.

66. Retirement

1. The service of an employee, whose service is not
extended beyond retirement age pursuant to
Article 70 of this Regulation, shall be terminated
on the last day of the last month in which he

attained the retirement age determined by law.
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67. Termin

The employee who retires in accordance with
sub-article (1) of this Article shall be notified of
his retirement in writing three months prior to his

retirement.

ion on the Ground of Death

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

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

in the absence of spouse to his legal heirs.

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.

The payment under sub-article (3) of this Article
shall

contribution;

be exempted from tax and pension
and shall not be subject to

attachment or setoff.

68.Certificate of Service

1.

Where a service of an employee on service is
terminated for any reason or where he so
requests, he shall be provided with a certificate of
service indicating the type and duration of

service, salary as well as cause of termination of
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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
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.

An employee who has completed his probation
and served for less than one year shall be entitled

to severance pay in proportion to his service.

Without prejudice to the provisions of the
relevant pension law, where the service of an
employee is terminated due to 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 office in writing. Where the
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employee died without notifying the name of his
spouse or dependents in writing payment will be
made when the spouse or the dependent(s)
produce a valid title from the competent court or
authority.

4.  Any payment to be made pursuant to Sub-Article
(3) of this Article shall be exempt from taxation

and may not be attached or deducted.

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 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;

b. when it is confirmed that it is not possible to
find replacement 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 top

management of the office up on a request

submitted three months prior to the date of

his retirement.
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PART TEN
ESTABLISHMENT OF AUDIT
MMISSION
lishment and Mem
1.Establishment

A commission cited as Audit Commission which
consist the following members shall be established with
the aim of advising and submitting recommendation to
the house on budget, salary scale, allowance, benefit
and organizational structure of the office.

2 - Members of th mmission
a. functioning or retired president or vice president

of the Federal Supreme Court;

b. chairperson of the Public Accounts Standing
Committee of the house;

c. head of the Accounting and Audit Board of
Ethiopia ;

d. from private audit firms;

e. the Federal Auditor General.

3. The chairperson shall be appointed from among
members of the commission by the speaker of the
house.

4. The term of the commission shall be the same as the
term of the house.
5.Members of the commission may serve for one
additional term.

72 .Roles and Responsibilities of Audit Commission

The commission shall have the following roles and
responsibilities:
1. Review and submit the annual budget of the office to

the house for approval.

2. Shall review and submit its recommendation about
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organizational  structure, employee’s  salary,
allowance, benefits and other payments to the house

Up on submission of the study by the Office.

3. The commission may issue directives to guide its
roles and responsibilities.

4. provide other advisory services as may be requested

by the house.
PART ELEVEN
RIGHT AND OBLIGATION
73. 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.

74. Duties of Emplovees

Any employee shall have the following obligations:

1. be loyal to the public and the Constitution and
respect the law;

2. effectively execute the laws and policies issued
by the Government;

3. serve the public and the country without having

any form of bias;
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10.

11.

12.

13.

14.

devote his whole energy and ability to the service
of the public;

discharge the functions specified in his job
description and the lawful orders of his
immediate supervisor;

be reserved from exercising any activity or
practice reflecting his own faith or religion at the
place of work; the detail of which shall be
prescribed by the directive to be issued by the
office.

not disclose confidential matters of the Office

classified as such;

avoid discriminatory treatment of clients on the
basis of gender, language, ethnicity, religion,
political stand, physical disability or other forms

of differentiations;

not engage in any other activity that compromise
his service to the Office or otherwise conflict
with his duties or is incompatible with his status

as an employee;

not use his position to advance his political
interest and thereby exercise discriminatory
practice;

not solicit or accept any gift or a present having a
value in consideration of the service he renders or

expected to render as an employee;

properly use and handle equipment and
implements supplied to him for the purpose of
doing his job;

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

Observe occupational safety and health rules.
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75. Emplovee’s Rule of Conduct

Any employee shall respect code of ethics issued by
government and the Office and discharge ethically
his/her responsibilities to enable the Office achieve its
and interested

establishment objectives

responsibilities.

76. Extent of Liability

Any employee shall be liable for the damage or loss
of equipment and implements supplied to him for the
carrying out of his duties, where such damage or loss

is caused by his negligence or intentional act.

PART TWELVE

DISCIPLINARY MEASURES AND RIEVANCE

HANDLING PROCEDURE
77. Qbjectives of Disciplinary Penalties

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.

28, | Classificat f Discipll i

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;
b. written warning;

c. fine up to 15 day’s salary;

d. fine up to three month’s salary;

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

f.  dismissal.
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LG Lav@t NP (99LLD Phdba) Wl with Article (1) (e) of this Article and upon the
PPN LT OLMGPPT lapse of his period of punishment, shall be

reinstated:
v/ haodarl: (141 LR DI Pr2e av Al IC
a. to a similar available vacant post, without
TavAAL, pe e vl A PATCTI .
any promotion procedures;
PLLE 0Lt - CUt T
0/ haebayl: (141 LR Nid Crre- avfoAl IC b. in absence of a vacant post, he shall be
Tavdd e, PP Proee avfol AT Det reinstated to a similar post without any
el avfoAl (IFFTT0F L LAT°FI° "4 promotion procedures when it becomes
PRLE 0L 1T - CY% TN e avl(l- AL available at a later time.
AT2a0LAl LLLIN:
& W3 weod NS0TAT hidm 034 Papi: 5. After a disciplinary measure has been taken on
1ENCEYT AP LS APl P9 dme:- the employee, such measure shall remain in his
record:
v/ PAN CLEATAT POt DY Pl o0 a. for two years, where the penalty is simple;
+7 ZI°C Av-aT Qoo
A/ hag PLATA? POt avrr Park: htodi0T b. for five years, where the penalty is rigorous.
+7 EI°C AAT°OT Qa0 T LG A
@b, PAA PLATAT PN P7L 000 PE-F

PN PEAT PAA UEE

Peleanta. w7

&, PPCAN Pl DAL®TT 4P ALY hed-
avpl T

LN AT PN LI PAA A 26 AP ol T

PLOTAT

)

=

e AALRL®- PP T110 AL COT NPT
P10 RA7SANT ALCH NavPe: AN “1aoPT

79. Off iling Simpl li

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 coworker

is incompetent.
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0, P AL V1 0T 0L AT Pr0-
7NC LCUT 0GR Arve DAbo 09 4. Failure to inform an illegal activity or mal
ATLavpalrlo- A ANA Aa"1A0P T practice committed by coworker, to his
E. b ANGT 090387 Ve PHT TpLAT supervisor or the concerned body.
T, Calld NIeT mPT avlET Aav L (L 5. Informing contrary to good faith.
DAL @p HAE ATLeahS e ANT 6. Refusal to provide important information at hand,
DALPT 0 LI WO Aaordm T when requested by head of the office or other
L IR AV TOE AR C7LTT @715 0TH° 10K concerned officials or employees.
RTS8 LLL PAThANA avlB aaenmT 4. LF 7. Refusal to provide unclassified information at
hQavy 7 hand, when requested legally.
L. e70m 0-ePT7 ea0E PNIET 0fd
PATINLE arnm T @ LI° ACI°E haado-1 L E 8. Making decisions without sufficient reason or
- evidence; or failure to take measures.
i, 07%0é40- e PP BT (LédmC
ATLavpai-tao- AhA (CEATT Ad" 1007 9. Not informing the concerned body when conflict
of interest arises in his work, due to negligence.
I 01Ce 1o oo 077 Aedo-d
PNy AA O APl T 10. Engaging in part time income generating activity
without informing the office.
T3, hae Wbnéns-+ oC -ravoei e nLt eao-
PLOTAT AT avd.p9°z 11. Committing any breach of discipline of equal
gravity with the offences specified under this
Atrticle.
. hae £40TA? P01 7L eahta P 80 .Qffences Entailing Rigorous Penalties

PoLhacl PERT hae PLATATT Pt
Py eanta PéAT G m-:

o

. hIP FONNT AATTRNCT (PFAYYTT Navang®
0L9° U7 A PhwiC 1 - ~CorT oL9°
Pav )T 7700, AAGPEA (17¢- AL (1A
™)L

FETT P AN T 0L9° ANT4PT
TPPrAALT

E. e W15204 U7 AN Toh 09° hTLeanT

IC av-HONGCT

3. NPAA PLATAT PO ACIPEPT Opaav-L9°
LANE 0701 (TFLIIT, Wi avdlt oLI°

)

Rigorous disciplinary penalties may be imposed for

the following offences:

1.

undermine one’s duty by being disobedient,
negligent or tardy or by non-observance of

working procedures;

deliberate  procrastination  of cases or
mistreatment of clients;

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

unjustifiable repeated absenteeism or
nonobservance of office hours in spite of being

penalized by simple disciplinary penalties;
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eroée A9 AATTNNCT 5. initiate physical violence at the place of work;
& (e 03 Nl hen ot avgOLAT 6. neglect of duty due to intoxication resulting from
= use of alcohol or narcotic drugs;
Z OATISP 0hC 0 L9° WAL 00 (-0 lavav/ )
7. accept or demand bribes;
M6 a1 8ANT
o~ 8. commit an immoral act at the place of work;
L0 v plA @LI° R TLAMD- POPPT P
I y A P £Ct .
B Azl 00 A0 P TFEL 00T L0 9. commit an act of theft or breach of trust;
aPa09" 10. commit an act of misrepresentation or fraudulent
i. eaNT 0L9° PO T TTHLA L CUT avi.o9eT act:
L emdan o9 ¢MNCNC LCUT av4.09°7 11. inflict damages to the property of the Office due
- to an intentional act or negligence;
T8 (avmee 0ok PNET AL T Alde 0L g
FAAT21 15T T80T 12. abuse of power;
I8, 10ANT AaA0N a9 7 13. commit sexual harassment or violence at the
IF. 0e 0J AL 229 A3ha 0L PIIT place of work;
LAGT 14. failure to inform the receipt of gifts or hospitality
. to the concerned body due to negligence while he
10, Q9 amJ- @ LI° avN-171277 7N 0P 18,
. is expected by law to do so..
ALANT AN Apam-  AhA (CEATYYT . o .
, 3 15. commit any breach of discipline of equal gravity
nmln:j.w z B i . .
i ! with the offences specified under this Article.
I& (Y Kb rTHNS T IC Favei2i 8 (1L

LA® A PLOATA7 L AT av.09°:

T, Wit 7 hrrd A2 QWA"1$0T

b, MG wiF eSS hLavoN h9L

TEeT LU -7

v/ ttmldad O 5L IC (120 A0
LT "INLELT 070AG17 (avLPd
LI N"1Pé&1- 9°Cavi-m7 PATHAAT

(1

0/ Nave® ok P04t AL Fan"16 5T

PLLCAAT @L9°

h/ AT PéT 0T ATIC PANTT
WA PLA P eI 1AL
R A

Al (lavee (L AL
POLNN7 AI°T- PHAAT @ L9

81. Suspension from Duty

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
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N770C T177 T eTLeFN W CA1%e- L0150,
av o4 e Ok TN odf AAS AL athdJ-L
ANC PG T R790MF LRLIN::

9, wetSo- (HhAOOT  PLATATT  Pél
et e R7PA.050F  aa-todi0qr
N0+ C 10727% 0P+ ALhé.am PPl Lavpl
PAOAL LNEAPA:

biy )

.l PR Wt PSR DL M
oIl POt HERTL PO Dol
010 P77 EI°C LUGTA:

Lewi o herd- o€ DRSS IC
Cateen AN aANPETE 18I PET
1497t hPOPCI:

Z.enw ATPAR 100 RrPA (8) 7700 LSCo°

Orres Lavon 318 P$¢ wie g hrrd

A72.050T 09 (HY RiPAx 100 RIPa
(0) ovw/lA Lavel WiI%hé.ae- AT oL

2260 WTS.0000 ALLLD PRS- LI 10D -

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.

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 days.

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 upto one

month:
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LUT A

e 250 TAZ ACI°E hoiAL:

o

Nav ol @ (WA: Pt ET Lo NN AMNC-F
Pz VAN AL D% HNCS °ntA PG AN TC
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. N7IFo9° wie s AL PLATA? PaT
hovod'r 041 wetio- LA7A CHA0-7
PLATAT L4 WIS.La-bm- (17747
&7 RTSNANA 0L A LAMPA:

=

. PLATA? POT TIE 019 PECLE L il
ALmNT @ LI° ALHTA A0ONT LTAN:
0.020TA7 PPOT ACIE  PwidTFol
POTEAS PoFhdhC Tm PR ALAPCI:
. 220, TA7 b7t QATIREP

& aohsp 0 a0 PLATATT  9°Cave.
PULeNYL S APS  ASC  Poai DA

PILLePCA PLATAT Wk PRETIN:

a.  With payment of half salary if the delay is caused
by the complexity of investigation of the
disciplinary charge; or

b. Without payment of salary if the cause of delay is

attributable to the employee himself.

8. If the initial or extended period of suspension of
an employee form duty and payment of salary
of the

employee or his reinstatement with payment of

expires either before the dismissal
his salary in accordance with sub-article (4) of
this Article, the suspension from duty and
lifted and the

investigation of the disciplinary charge shall

payment of salary shall be

continue; provided, however, that committee
members and officers responsible for the delay
shall be liable for disciplinary offence.
82. Taki iscipli
1. The office shall establish a disciplinary commite

which shall investigate disciplinary  charges

brought against employee and threby submit
recommendation to Deputy Auditor General of
support service.

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

offence and be given a chance to defend himself.

3 disciplinary measures may be taken irrespective of
any court proceeding or decision.
4 .a disciplinary penalty shall not cause omission of

criminal and civil liability of the employee.

83. Establishment of Disciplinary Committee
1. The office shall establish a disciplinary committee that

conducts formal disciplinary inquiry and submit

recommendations to Auditor General.



%

“E 4Ll 196 ol ke 18 Jvan IE b7 8aib 990

Federal Negarit Gazette No. 14 December 25, 2018.......page

10779

€. PLNTA? DL A9°OT ANAT AG R7IEL 0U4.
LG G0Nz

E. ehlto A0ALT  vAT  ANATS  0294.0-
Nav o6 @ (Ll POAL HAL LavLOA:

0. v Ok AQAT MW Lavl M

& Pt AQAT Hav’y ot havi

LUPGTA:

e

T0. P& PIPL0EL LN

b. e ot AhA

Namo @A PC AT
Pav ol @ (ol Wit d 4T ATLavalrto- e
DA @LI° Aav L (Wl PNAL DHAL Wbl
A& T o 7 BI°C MhroC 2174 5T o0t
ManFor AP Wl PPed hNe hTk
ALPCA LTAN:

€. O R7rea 100 AreA (8) hodre- 200 180
o-0P hAPI® 0AL (7 °07e1 PLINT 0ed
P& TavAhF o7 1PN PATFA wWlAE
DAPI° 1AL PPI@- 9°N77.01 N8 NMhr~C P17
+5T 00 “lavAhF o ALPCA LTAA:

TE 2o

ME.LPLd APl AT hé.

oI MMt wirFo- hecA
n%aanta e DAL IC 07084210 oL 00T
AL PATFAG v &NT PTINCAA 1L 9°A0 ALY
POLIN® Ak -

040 ®e9°

9477

Pav ol @ (Ll: WA ET Pl APELNGT héIT
POLh1AT 227 PTF BTG DAL

o

. APLTPT hé It avget b, PavamitT

)

. APLTPT avinh AT POUT A QUG
CRAVEFT PUYICT A

2. The committee shall have five members and a
secretary.

3. The chairperson, two of the members and
secretary of the committee shall be assigned by
the head of the Office.

4, Two members of the committee shall be elected

by the employees.

5. The term of the disciplinary committee members
shall be two years.

84. 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.

85.Grievance
“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 official and should be addressed through a
formal review procedure.

86. Objecti [ Gri i |

Employee’s grievance handling procedure shall have

the following objectives:

1. to provide expeditious remedy for grievance;
2. to rectify mistakes and weaknesses that are cause

for grievance;
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3. to provide equitable and fair treatment.

87.Establishment of Grievance Committee

1. The office shall establish a grievance handling
committee that conducts grievance inquiry, and

submits recommendations to Auditor General.

2. A committee shall have five members and a
secretary.

3. The chairperson, two of the members and the
secretary of the committee shall have assigned by
the head of the Office.

4. Two members of the committee shall be elected

by the employees.

5. The term office of committee members shall be

two years.

88. Eunctions of the Committee

The committee shall receive petition and submit a
report containing findings and recommendations to
Auditor General within thirty working days from the

date of receipt of the petition.

89.Jurisdiction of Gri ling C :

The grievance handling committee shall investigate

complaints lodged by employees and submit

recommendations relating to:

a) interpretations and implementations of laws and
directives;

b) protection of rights and benefits;
c) occupational safety and health;
d) placement and promotion;

e) performance appraisal;
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f) undue influence exerted by supervisors;

g) disciplinary measures provided under this

Regulation;
h) unlawful suspension or termination of service;

i) an illegal withholding or deduction of salary or
other payments;
j) infringement of rights arising from employment

injury;

k) matters arising from request of termination letters

and service testimonials; or

1) other issues related to conditions of service.

90 .Appeal

1. Any aggrieved party as a result of the decision made
by the disciplinary committee or the grievance
committee, may lodge its complaint to the

Administrative Tribunal of the Ministry of Public

Service and Human Resource Development in

accordance with this Regulation, until appropriate

amendment is made based on study.

2. The decision of the Administrative Tribunal
based on this Regulation on question of facts
shall be final.

3. Any aggrieved party as a result of the decision
made by the Administrative Tribunal, may appeal
to the Federal Supreme Court within sixty days
from the date of the
Administrative Tribunal.

decision of the

91.Period of Limitation

1. Disciplinary measure shall not be taken against
an employee who has committed an offence

entailing simple disciplinary penalty unless such
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b

measure is taken within six months, from the time
the 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.

No disciplinary charge shall be brought against
an employee who has committed an offense
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.

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 within a period of six months, shall be held
responsible.

An action arising from an employment
relationship shall be barred by limitation after six
months from the date on which the claim
becomes enforceable.

Notwithstanding the provisions of sub-article (5)
of this Article, any action arising from
termination of a contract of employment shall be
barred after 30 days from the date of the decision
of termination of the contract of employment or
after 30 days of a decision by the top

management on the grievance.
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PART THIRTEEN

MISCELLANE PROVISION
92 .Applicability of Other L aws
1. The provisions of the Federal Employees
Proclamation and the Federal Employees

Disciplinary and Grievance Procedure Regulation
shall be applicable with respect to matters not
provided for by this Regulation. Moreover, where
a case arise not covered by law, it may be

resolved with consideration to justice and equity

2. No regulations, directives or practice shall, in so
far as they are inconsistent with the provision of
this Regulation, be applicable with respect to

matters provided for by this Regulation.

93. Power to Issue Directives
The Office may issue directives necessary for the
implementation of this Regulation.

94 Transitory Provisions

Cases of employees that have already been set in motion
and remain undecided before the coming in to force of
this Regulation shall continue in the same manner until

their final decision disposed.

95. Effective Date

This Regulations shall enter into force on the date of

their publication in the Federal Negarit Gazette.

Done at Addis Ababa, this 25™ Day of December 2018

TAGESSE CHAFO
SPEAKER OF THE
HOUSE OF PEOPLES’ REPRESENTATIVES
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