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REGULATION No. 560/2024

NCIL OF MINISTERS REGULATION
TO PROVIDE FOR THE IMMIGRATION
AND CITIZENSHIP SERVICE
EMPLOYEES ADMINISTRATION
This Regulation is issued by the Council of
Ministers in accordance with Paragraph (b)
of Sub-Article (2) of Article 8
Sub-Article (1) of Article 15 of the Immigration
Citizenship Service Re-established Proclamation
No. 1338/2024.

and

PART ONE
GENERAL
1. Short Title
This Regulation may be cited as the

“Immigration and  Citizenship  Service
Employees Administration Regulation No.
560/2024”.

2. Definition
In this Regulation unless the context requires
otherwise:

1/ “Service” means the Immigration and
Citizenship Service;

2/ “Head of the Service” means the Director
General or Deputy Director General of the

Service;
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3/

4/

5/

6/

“Employee” means any person who is
permanently or temporarily employed in
the Service or works in the Service by
transfer;

“Temporary Employee” means a person
employed in a Service for a job which is
nature or

not permanent in where

circumstances so require temporarily

assigned to a permanent position; provided,

however, that it shall not include the
following:

a) persons employed as daily laborers and
paid on daily basis;

b) persons assigned in a Service for
apprenticeship or internship;

c) persons who work on different
professional responsibility by entering
into contract with a Service to work for
consideration;

d) persons who work for consideration on
part-time basis by entering into contract
with a Service to due to their special

knowledge and skills.

“Position” means a set of duties and
responsibilities assigned by the Service to
be performed full time by an employee of
the Service;

“Promotion” means assigning the Service

employee to a higher grade;
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7/ “Transfer” means the transfer of an
employee from headquarters to branch;
branch to headquarters, or from branch to
branch; or from One department of the
service to another department of the
Service; or from One position to another,
or from One consulate to another, or from
another public institution to the service; or
from the service to another public

institution;

8/ “Consulate” is an Ethiopian diplomatic

mission or consulate located abroad;

9/ “Consular Employee” means an employee
who is assigned by the Service at the
Consulate to perform Immigration and
Citizenship works;

10/ “Medical Certificate” means evidence
provided from a legitimate domestic or
foreign health institution;

11/ “Force Majeure” means something
unexpected and sudden happening to the
employee including cronic illness, war,
natural disaster;

12/ “Salary” means a base or step pay
authorized for jobs classified in the same
grade; and does not include part-time pay

and other allowance payments;

13/ “Conditions of Work” means an
employment relation between the Service
and the employee and includes salary,
various positions, occupational health and
safety, conditions of termination of
Service and severance pay, disciplinary
and grievance procedures and similar

matters;
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14/ “Redeployment” means in accordance
with Article 18 of this Regulation
assigning an employee to a similar
position of an equal grade; or to a higher
position and grade; or to a lower grade

where the employee agrees;

15/ “Grievance” means a complaint that
cannot be resolved by an employee in a
conversation with his immediate boss or
be solved

relevant official and shall

through a formal grievance solving
procedure;
16/ “Administrative Decision” means a
written or oral decision made by the head
of the Service on matters presented by the
Grievance  Hearing Committee  or
Disciplinary Committee; or on matters to
be considered by the Disciplinary
Committee without observance of the
procedure; or on other matters referred to
in this Regulation;
17/ “Disciplinary Measures” means a
penalty imposed on any employee of the
Service for an offence in violation of this
Regulation or the Directive or code of

conduct issued by the Service;

18/ “Overtime  Work” work

performed by the employee out of the

means

regular working hours;
19/ “Leave” means salaried or non-salaried
leave, which includes various types of

leave granted to the employee;

20/ In this Regulation, expression in the

masculine gender includes the feminine.
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1/ Before

issuing a Recruitment and
employment notice, the Service shall
ensure that the position cannot be held by

employees on duty.

2/ The Service shall carry out employment by

issuing notices or other methods to fill
positions. Details shall be determined by

Directive.

3/ Without prejudice to the provisions of Sub-

Article (2) of this Article, to carry out its
duties by special professionals, the Service
may recruit employee by transfer or
secondment from other institutions, recruit
from higher education institutions, or by
recommendation from the Director General

of the Service.

4/ Without prejudice to Sub-Article (3) of this

Article, it is prohibited to discriminate on
the basis of ethnicity, gender, religion,
political opinion, disability, HIV/AIDS or
any other condition in the recruitment and

selection of employees.

5/ The Service shall notify and register

applicants for the vacancies for Fifteen
consecutive working days by manner
suitable for it, and shall contain a brief
description of the vacancy, educational
preparation, work experience, level of
employment, ethical evidence, evidence of
criminal free record, salary to be paid and

other necessary information.
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4/ Providing evidence from the police that he
has not been fined or fired by any public
office  or private organization for

misconduct, has not participated in any

criminal activities, or has no prior criminal

record;

5/ Willing to register personal property;

6/ Fully willing to accept and carry out the
mission of the Service in any environment
and situation;

7/ Able to provide medical certificate from a
relevant health institution to carry out its
activities, excluding HIV/AIDS; and

8/ Fulfilling other required criteria specified

on the employment notice by the Service.
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1/ The introductory schedule prepared in
accordance with this Regulation shall be

carried out by the Service.

2/ The training program that the Service
prepares may be carried out fully or
collaboratively,  depending on the

by the

institutions or abroad.

circumstances, relevant local
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1/ Any new employee shall take the following
oath of fidelity before commencing his
work:

“, employed as an
employee of the Immigration and

Citizenship Service, solemnly swear to

sincerely, faithfully and ethically serve the

people and execute government policy, and
to respect at all times the Constitution and
the laws of the Country and not to disclose
to any party information that is revealed to
me by reason of my duties and is classified
as confidential by law or decision of the

appropriate body”.
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2/ An applicant who refuses to take an oath or
take an oath by abstention shall not be
employed.

3/ The oath shall be signed by the employee
and confirmed by the relevant head of the
Service and kept in the employee's personal
archive.

10. Probation

1/ The objective of probation shall be to prove
the competence of a newly employed
employee through follow-up of his
performance.

2/ A probationary employment letter shall be
issued to the employee on probation,
stating the position, grade, salary,
employment, duties and responsibilities
and date of commencement; shall be
attached to the archive.

3/ The probationary period of any newly hired
employee shall be for Six months and if the
employee's performance score is less than
satisfactory, the probationary period may
be extended for an additional Three
months. If the employee does not score an
intermediate or higher job evaluation score
during the extended probationary period,
he shall be dismissed.

4/ Without prejudice to the provisions of Sub-
Articles (2) and (3) of this Regulation,
where the employees of the Service on
probation is absent from his work due to
occupational disease or accident, he shall
be allowed to complete the remaining
probation period following the date of his

recovery from sickness or injury.
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5/ Where the employees of the Service on
probation period is absent from his work
due to force majeure for a period less than
One month, the performance evaluation
shall cover only the period in which he was
present at work.

6/ Notwithstanding the provision of Sub-
Article (2) of this Article, where a female
employee on probation is absent from her
work due to maternity leave for a period of
more than One month, she shall be allowed
to complete the remaining probation period
following the end of her maternity leave.

7/ Unless

Regulation, a probationary employee shall

otherwise  provided in this
have the same rights and obligations with
that of the Service employee who has
completed his probation.

8/ An employee who is on probation shall be
assigned as a permanent employee when
his immediate boss certifies that he meets
the assessment criteria set forth in this
Regulation and is approved by head of the

Service.

11. The Responsibility of Immediate

Supervisor of an Emplovee on Probation
1/ Ensure that the employee on probation

understand the professional knowledge,
skills,

competence  and

attitudes, level of performance

other  necessary
requirements required to be employed
permanently at the commencement of the
probationary deployment.

2/ Respond feedbacks in writing every Three
months about the performance of the work
and whether it is in compliance with the

law and the basic values of the Service.
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18, Ry wib§ A oo 12. Permanent Appointment
lov-he- AL PA wirld (lov-ng- AL A LA Where an employee on probationary period
wAS S Qe 0AL Pro¢ hERA9 oMot scores an  intermediate and  more
ny AG Y-9° 04 A1 performance result and his conduct is found
P99 eadbram S W l1rT 0Py ovdméy to be consistent to continue in the Service, he
POy el L0150 LAMPA:T  h™IVELS. shall be served with a letter of permanent
ICI® RILLOH LLLIA: appointment. It shall also be attached to his

archive.

IE, ooJodp 13. Identification Card

PIF @9 Wl lE PRIANMCE Wl Each employee shall be given an

1ma)

Q)

@ P} POUIAR oo odf LAmPA

hed 7ot
L0 Ho-o-C: Ta0T AT LALA

. A 9o LN

b/ MRIA NN Pw 5 geeq
witGEme  aréoo PA®TT  ANLALYTT
aw /i hLC1 LNTOTA =

R A XA 10

g/ witgm Polavllo- (I-FPaldNt+ 03G
Crvle avfo(l LUPGTAH =

/O RrPAR 100 ATPR (B) Lo
AT Tmld T RIAMWNE Arlo-
ANéd.A, s A7 m- w oG -
nremlrE o4 03 (1 FAPST (WIC
o0t 0Ly o<t VIC 07717 AA
PAIAINE e N of9° Favhdg,
LI TPl @LI° NIE (WP Croee
anfol AL Ao LTAA=

o/ Pw i o- (A LN nPso-g
NPCTI0G avpoef W ok, 0L9°
o> VIC 1 PwitFo- 6L LN
AT ASST e ANT Ten1s
(1T QI PT AT PP PPIPT
NN E 197 oM@ ovavd @ L. NS A=

Identification Card stating that he is an
employee of the Service.

PART THREE
APPOINTMENT, TRANSFER
SECONDMENT AND
REDEPLOYMENT

14. Appointment

1/ The appointment of employee by the
Service shall be carried out in accordance
with importance of the employee for the
work.

2/ The employee shall be appointed to the
position and place in which he is employed
for.

3/ Without prejudice to the provisions of Sub-
Avrticle (2) of this Article the Service, when
it deems necessary for the work, may
assign the employee from the place of
employment in which the employee is
employed to a different similar or related

position at locally or abroad.

4/ If the appointment of the employee is
outside of the main and branch office or
abroad, the employee's tenure and any
other additional rights, obligations and
benefits shall be determined by the

Directives issued by the Service.
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1. -t QATI e 15. Acting Assignment
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eroamcToe L AN PP LN Proe-
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aowld (a0t Prhafl Wit
kg 0-raw £00-F L e an 8]
nerhé.am-  Lowons PP PPY°
01an"7¢ WIANCE: (19 PoN@- avav @
aow Prl.o07 Am00E AllA
LOEAPA:

1%, fo-Ot Ho-o-C
b/ ARIANNE: d- RONEAYL VS DT

nnae  dasLo-  FONH  PAIAINCLT
Wl RHPO-C A PWe CTAA =
g/ WAl Po0r HNooC ORI
PO 0@+
V) e AL PaT wiots hrtoo 00
el @Al (a8 Wl

AATPmlNT et Prod- afol P9C
ANNGAY® &L LR anf(
AT il

Ohewg®: (1F°VCT 0L9° TP0LTT
QA AA 70T Do PTAPY
w e--ran- N7 e Pl
AN Ll ol PTho- oA
(i) aowledl AONYIRLT  L4N
ML Aov-lil:

a)

1/ The Service may, as it deems necessary,
cause an employee to work in an acting
capacity in a position higher than he is
permanently assigned for a period of not

more than a year.

2/ Notwithstanding the provisions of Sub-
Avrticle (1) of this Article, the Service may
assign an acting employee to replace an
employee who has been sent for education
or training for more than One year, until

the training or education ends.

3/ An employee assigned in acting capacity
pursuant to Sub-Articles (1) and (2) of this
Avrticle shall be entitled to acting allowance
determined in accordance with the

Directive issued by the Service, in addition

to the salary and benefits for which he is

permanently assigned.

16. Internal Transfer
1/ By order of the head of the Service, if it is
necessary for the work, the Service may

transfer the employee.

2/ The Service may conduct internal transfer:

a) to temporarily assign an employee on a
vacant position, in addition to the
position to which he is assigned with,

until employment is conducted;

b) to temporarily replace an employee who
his

employment due to illness, education or

has been terminated from
other acceptable reasons until the reason
for his replacement remains or until the
replacement contract is terminated in

accordance with law;
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c) to transfer an employee who has a
medical problem to a suitable position
or place, or to grant a position to an
employee whose position has been
revoked under this Regulation;

d) to transfer an employee who has
returned from taking paid or unpaid
special leave or sick leave, or who
returns to work after absence from work
due to force majeure and is unable to

work in his or her existing position;

e) to assign the employee to a position or
place where he or she may be more

productive;

f) to temporarily relocate an employee of
the Service for a period not exceeding
One year, to prevent or repair a damage
caused by accident on the Service,
without deduction of his salary and
without maintaining his position or type

of work;

g) to replace the employee who has been
removed from the position to prevent an
accident caused on the employee or
Service or to repair the damage caused
by the accident;

h) to replace on an employee who has been
terminated or suspended from his

position by disciplinary charge until the

disciplinary accusations are investigated
and a final decision is made; or to
to another

reassign an employee

position from his previous position;
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+) .G ovJons (AA had9® 1AL U7 i) to replace an employee who has
N et (Nt e anfolS completed his probationary period who
NJx avplal PN Pov-id Lh®7 is unable to work in his assigned
ems b w i AEy naA +ht position and placed due to illness or
AWl @LI° LU Wi lE (AA other force majeure, or to assign that

Pl an@o] AL Aavav@H]: employee to another position;

) Ow it o- ePLNG NAIA N1 ) up on the accepted request of the
A¢L0ert Q7o PeE oow/lil employee by the Service, to assign the
Wl my (IAA Prrd- avfeAl avf( employee to another position or to work
LI AA WLAET RINE AITS0E on the place of an employee removed;
(S YA H

) No-o-C7  ANdAL  (197.PRCTF AT k) to transfer or replace an employee for
VIP  PRTeET Wl rET  aAMoC other reasons that makes the transfer
LI Tt ATINC = necessary.

i/ Pwletd No-o-C A“LeOaNTA® PavAA 3/ Transportation and other relevant expenses
AT AA AN LA ok, (TaovdbT incurred by the transfer of employees shall
NANANT: LOETA = be covered by the Service.

0/ RIAE: Pl P No-o-C REARAI°T 4/ The Service may issue a Directive
(-tovpht avanl @ A PO LFAA = regarding the implementation of transfer of

employees.
1Z. 0A PTo-0t Hoo-C 17. Secondment

b/ PRIANNE: Wi E (1AL AL AJHH

ot oo AY1L0AT  LH AAA
Pavj) ot aooCP (Ll Paw) et
PATYT  LCHT wl9 G0N APE
LCPA av it RN

B MY AIP& H0-0 WIPR (B) a0l

To0t Phavfl CAIADN: WitT -

V) Lew@l: PP PP ALVES
PTVCT AL NT OHaoar$- 9°070-T
hLALANTY:

Q) P76 hERA° PGS o-mcl: (o0t
Mo (| o

N ewim- av o d, P

TENF AAIAINE LA ANGA:

1/ The employee of the Service, when ordered
by the head of the service, shall work for
another public office, public enterprises or
international organization for a period not
exceeding Three years.

2/ An employee of the Service who has been
seconded to another public office pursuant
to Sub-Article (1) of this Article:

a) shall not miss salary, benefit, promotion
and educational opportunities as a result
of the transfer;

b) performance evaluation shall be filled
by the office the employee is seconded

and transferred to the Service;
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) CLOTA7  PhT PhAov RIAPY c) commits a disciplinary offence, the
0ol 0 1 [ a e (L recipient's office shall notify the Service
AATANN . WHCHC 1048 DG with detailed evidence, and the Service
LA PA: A1ADNA:9° +8RF shall investigate the matter and take

ANCH 077 ACPTE LONSAT appropriate measures;

a) el A% RS AXT opAA d) working hours and other administrative
ANTSLC 24T (-Few -k matters shall be administered in
N-FMold0t+ avmdf W of9° accordance with the operation of the
CCP T @P9° PRI hw i aow s office or organization or institution
L8Rl which he is transferred with.

F/ R0 ANdAY P ALTT o Néo Ll 3/ The Service may, when necessary, transfer
e 0L hnAAN o0 TS LC an employee as secondment from the
avmd P (L @8I NN ACYE Federal  Government or  Regional
CCOAT A1 Wil nont Yoo Government Office or Public Enterprises
A LNAT L (CFo-0T AHo-C “Iw it for a period not exceeding Three year.
LA

i/ eront witd Ho-o-Cr N“aoidT 4/ Details relating to the secondment of
HCHC  H4CT AIANE (197 oMo- employee shall be determined in
avavl, @ avw/l LOAGA = accordance with the directive issued by the

Service.
IT. £ALA 18. Redeployment

&/ WA A0 ALLEET NP 0R4E 1/ The Service, upon the implementation of a
L ANdAL T ALTTo 097 2oMa- new arrangement, may  re-deploy
PLALN avanlP  aow/lqt oMo employees in accordance with the

8/

14.470 wN.CTG Po-LLC V) ooy
N4 WetTT 7 ALRALA LTAA:

Y AIPR 100 RibE (B) a0l
CTLALA wWioE N&ALA PLI® OAA
N1l L% P10 L% MA@ 174 av o]
AL, ClTanfl A78VPT NPT LLE AL
Plramfle P e RERAov-  RINTE
NP LI 01-9°0C 1L 0T QATY
NPC NLALA °07e T h&ALA 04T
17 Pilldoe  Lav@l§  PPUITPI
ALPINNT9°

requirements and conditions of competition
determined by the Directive issued by the
Service it deems necessary.

2/ If an employee re-deployed pursuant to
Sub-Article (1) of this Article is assigned to
a position lower level than the previous
level of the appointment, the salary and
benefits he received before the assignment
shall not be deducted unless he or she is
assigned to a lower level due to poor

performance or misconduct.
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F/ NCALA A6 PATFAGT 9°L0 PATT 3/ Employees who are unable to qualify for
w T a1 J - +mP the redeployment their service shall be
AN DT LRLMA = terminated respecting their rights.
o/ PAIAINE O w oG am-C 4/ A female employee of the Service shall not
w0t 1 o9 hodlT0F  +7 be dismissed from her duties during her
9o MhéeT wét L o0t 7P pregnancy or within Four months from the
AFASO IO date of her giving birth.
AeA hét PART FOUR
£r/26 RE.RA9° PHG 1 £LE 0L Lav@ix PERFORMANCE EVALUATION
AR AR ANTS £I6F PROMOTION. SALARY
MISCELLANE ALL OWANCE
AND SUPPORTS
Ti. P8 hé.RRAT° NS 19. Performance Evaluation

b/ AIANNT: Prode hERAI°
PPHG 2C9T AAXS (a0 avlB AL

PoLHL D -

PltoowlA Po-mt 9PHS A“ThS @7
PULLOTAN aod AdNT =
€ PHY AR 100 RIPAR (B) mdaa

A11IC A& Tald T PRIANNE

Pl hEARIC PPHG 2 CYT -

V) PUES  PUL AP 9T hormk:
am’rs Pl 2C A TIRACT
Thhad o7 o-m,-l* Aavaolly
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Q) PEL7 AWeCIS P46 1N
o700 2

) P 00007 PAIAINT

AQANP7 097 ePAPe:

a) 1WA T T 0l 05T ovhhA
ms’? Po-L:LC oo’ .0t PUU4.TPCT
TRNP o-mA7 PoLLeAP:

w) Pwl G w7 CUNG P4 AmPOLr T
PoLeLINT: AS

1/ The performance evaluation system to be
be

transparent and enable to carry out an

established by the Service shall

evaluation which bases on concrete
information.

2/ Without prejudice to the general wording of
Sub-Article (1) of this Article, the
performance evaluation system shall enable
to:

a) compare the use of resources and time
with the quantity and quality of the
results and to weigh the actual results;

b) enhances group work and collective

initiative;

c¢) facilitate the referral working and
services delivery;

d) creates a  healthy  competitive

atmosphere among employees or teams

and upscale institutional outcomes;
e) ensure the personal and collective

benefit of the employee; and
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&) AE.Z29° 03915 Tav 20T f) evaluate among works which are
MWAFa-  »ePF oohhdA K75 consecutive and input to each other, the
NALAGF o omd AL P27 04L b impact of One on the outcome of the
TROT Ao19°19° PULLOTAN oy other.
AQNOT

P/ PwlGao Prod- héARA9° Polovllim- 3/ The performance of the employee shall be
7é AGA- 524, LUPSTA: P4 NFA- evaluated by the head of the department;
D44 O Wl rFm Prd RERAYC the head of the department shall regularly
NP DTN APRLY  avlB P77 monitor and keep accurate information
NA00 a0 0 KA about the employee work performance.

o/ MIT o9 Pl NEA DAL Pl o7 4/ The head of any department shall evaluate
Prrée RERAI®  PolavNi Dl o the performance of the employee based on
0LI ML+ IC Prélldoow’r OPL: the plan signed with the employee or group
aw/l (N4 P Lhe:  h°1LHo- comparing it with the information he or she
ald® IC 0TS0 LUTA = keeps from regularly.

& Pl Pl RhERAYC TeROCE 5/ The head of the department shall be liable,
al By avw ot (17724 TPAF QAPLN if he fails to fill the employee's work
Proe NEA DAL TP LUGTA performance based on concrete

information.
7. PRLYH 0T 20. Promotion

b/ PRLE 0L PelOme ol NPT
MA@ wetd A150507 A71L:47 0l
PAIAIOET A“?TAN
LUGTA

& RN RILT NGl Pl avfeAl
NLLE 0L AT%.0N ALLCD PoU A
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NCT AL TS RTIAT AYS
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TG A LAG:

P/ PRLE AL PA
PoLTA@-:-

V) wi o (AMANE: o0r QAo
2-PPNNCT Pl héARRI® KChE
W ts e \ovldp§ Are oL
PmPPa?  HEAYL Taed ATLAT
aO7: we9e

e oMol

m-L L Ao

1/ Promotion shall be made to ensure that the
work is carried out by a qualified employee
or to improve the performance outcome of

the Service.

2/ The Service allows One vacant position to
be hold by promotion when the employee
meets the ethics and  necessary

qualifications the position requires and

passes the written and oral exams provided

by the Service.

3/ Promotion may be granted without

competition:

a) when the employee, based on his ethics
and performance in the Service, is
selected as an exemplary employee and
meets the necessary qualifications

required for the position; or
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b) when the employee, with good ethics
and satisfactory result, has served as a
reservist on the position for One year or
more and has met the necessary
qualifications required for the position
or left a time not more than One year to
fulfill.

4/ Any employee:
a) on whom a disciplinary measure taken

does not exceed Two years; or

b) charged with disciplinary offense, until
decision is given on the charge; shall
allowed to

not be compete for

promotion.
21. Salary and Miscellaneous Benefits
1/ The Service, for employees assigned or
employed for various positions, shall set
and implement a salary scale which attracts

and retains qualified personnel taking into

account the working condition and
financial capacity of the Government.
2/ The Service conduct a study of

miscellaneous benefits and payments of its
employees and submits to the Government;
and upon approval, implement them.

3/ Any employee of the Service shall get the
salary set for the position in accordance
with the salary scale of the Service.

4/ Equal level of work requiring the same or
similar required skills and qualifications

shall have equal initial salary.

5/ Notwithstanding the provisions of Sub-
Article 4 of this Article, in positions where
there is a shortage of professionals, the
Service may employ an employee at a rate

of up to 3 level higher of the initial salary.
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6/ Every Two years an increase of salary
shall
average performance result is satisfactory

be made for employees whose

or above satisfactory.

7/ Notwithstanding the provisions of Sub-
Article (4) of this Article, the Service, by
notifying government, may increase salary
for employees taking in to consideration a
high performance of work or other

conditions necessary to achieve the

objective of the Service.

22. Holding and Cutting Off Salary

1/ The salary of the employees of the Service
shall be paid from the Twenty-Sixth day of
each month until the last day of the month.

2/ The salary of any employee of the Service
cannot be seized or cut off unless:

a) the employee discloses his agreement in
writing;

b) by the order of a court or other
authorized organ by the law; or

¢) by administrative penalty given by this

Regulation.

3/ The monthly salary cut off from the
employee's salary pursuant to Sub-Article
(2) (b) of this Article shall be made after
tax, pension and other contributions are
deducted; and not exceed One-Third of the
remaining salary.

23. Incentives

An incentive shall be given, in accordance

with the directive issued by the Service, to

employees and departments who have
rendered honorary service to the service,
who have achieved outstanding performance

capacity and exceptional performance.
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POt ARG 4.2 PIFA:

24. Working Hours
1/ The working hours of the Service shall be

Twenty-Four hours a day, Seven days a
week, Thirty days a month and Three
hundred Sixty Five or Sixty Six days a
year.
2/ Though

condition of work, the regular working

it varies depending on the
hours of the employee shall not exceed
Forty-Seven hours per week and Eight
hours per day.

3/ Notwithstanding Sub-Article (2) of this
Article, the Service may, depending on the
nature and circumstances of the work,
cause the employee of the Service to work
overtime in addition to the regular working
hours.

4/ Depending on the nature and
circumstances of the work the employee
shall get compensatory leave or overtime
payment for the overtime work.

5/ About working and break hours and days,
the conditions under which overtime work
is allowed, the amount of overtime

payment and conditions of compensatory

leave; and other related issues shall be
with  the

determined in  accordance

Directive issued by the Service.
25. Annual Leave
1/ An employee of the service assigned at any

position shall get a paid annual leave.
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1/ The term of annual leave is the budget year

of government offices.

2/ Annual be

simultaneously during the fiscal

leave  must taken

year
without distribution, however for various
reasons, annual leave may be granted in
installments.

3/ Annual leave. as much as possible, shall be
granted in accordance with a schedule that
is prepared balancing the benefits of the
service and the needs of the employee; If
the employee's work assignment is abroad,
the annual leave should consider the

interest of the service and mission.

4/ The annual leave granted to employees of
the Service shall be as follows:

a) An employee of the service who has
served One year shall receive Twenty
working days of annual leave;

b) An employee having a service of more

shall be entitled to

additional leave of One working day for

than a vyear

every additional year of service the
leave day provided in Paragraph (a) of
this Sub-Article; provided, however,
that the duration of annual leave shall

not exceed 30 working days.

5/ The term of employment granted by
the
be

considered for the performance of annual

permanent employment prior to

employment of the Service shall

leave.
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28. Preanancy and Maternity L eave

An employee of the service who is pregnant:

1/ If a doctor orders her to undergo an
examination or rest related to her

pregnancy, she shall be granted leave

with salary. However, the employee shall

produce medical evidence after the
examination.

2/ The leave referred in Sub-Article (1) of
this Article shall not be considered as sick

leave.
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3/ When she is close to giving birth, she
shall be given 30 consecutive days of
prenatal leave before the date she thinks
she will give birth, and 90 consecutive
days of paid maternity leave from the
date she gives birth.

4/ Without prejudice to the provisions of
Sub-Article 3 of this Article, if the
employee becomes ill after completing
maternity leave and is certified by a
doctor that she needs additional leave, she
may take a sick leave in accordance with
the provisions of Sub-Article (1) of
Article 30 of this Regulation.

5/ If the employee does not give birth at the
end of the prenatal leave granted for her
pursuant to Sub-Article (3) of this Article,
she shall be granted a leave from her
annual leave of the budget year or if she
does not have annual leave during the
budget year, she shall be granted a leave
which is going to be calculated from the

coming budget year.

6/ If an employee of the Service who is Six
up to Eight months pregnant has had a
miscarriage before taking prenatal leave
and produces medical evidence proving
this, she shall be given Sixty days of paid

leave.

7/ 1f she has had a miscarriage after she has
taken prenatal leave, the leave she took
will be terminated and the Ninety days
leave mentioned in Sub-Atrticle (3) of this

Article shall be given to her with salary.
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Pl PG L.PL LAMPA connection with giving birth of his

spouse.
Ab. fyYaoge L. P L 29. Sick | eave

5 ED9C PRIADE Wl Pavide 1/ Any employee of the Service who is
Lo hendO (R4 (paog® 907 e unable to work due to illness after
Ml ool PFA RILPY  PYavye completing the probationary period shall
4P CAMPA = be granted a sick leave.

¢/ Y ArPx 100 RiIPAR (8) oowlor 2/ A Sick leave taken pursuant to Sub-
PoYAP PYang® L. P e (I-Hhr 3P oL9° Article (1) of this Article, weather it is
N+ae? L L.odf9® Nhdé UaT oC taken consecutively or at different times,
o-0F DO oC ooNAT CANTI°: shall not exceed Eight months within

Twelve months.
/(Y RIPX 100 RiPx (8) avwlqf 3/ Sick leave granted pursuant to Sub-

AawB.av s 0 P
Lavil

Polar  Pyonyge 4P
nent wé - hov-a.
APNCE VAt oét DT Lavdl DC
LUGTA =

e

o/ (MY ATP&X 700 WiPR (8) A5 (B) AL

erLMe- SC (e PN et
1°24.mC 003 L9 h&D M5
PLLANT Wl d bl of9> ST
LT wR AOhoopAn  @L9°
Nt Jo- @L9° 1S4 9°07e1 (HadI-
av ol PN oo WNYPT TINCE
ANNTLLINT 4N PYande L P L ov-A.

Laomd I2C LOAMPA =

7l

Article (2) of this Article shall be with
full salary for the First Six months, and

half salary for the next Two months.

4/ Notwithstanding the provisions in Sub-
Article (1) and (2) of this Article, sick
leave with full salary shall be granted to
an employee who has been injured due to
a work-related illness or accident, until he
recovers and returns back to work from
the illness or injury; or until it is proved
by medical evidence that he is unable to
work permanently due to the illness or

injury.
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5/ Any employee of the Service, unless he
faces a force majeure, shall notify the
Service of his or her illness as soon as

He shall

evidence that he is ill, if he is absent from

possible. produce medical

work for more than Two days.

30. Special Leave

1/ Any employee of the Service shall have
the right of getting special leave with
salary in the following cases:

a) five working days at the time of
concluding his marriage;

b) for all the days in any year for which
he takes the exam for the course he
attends;

c¢) for study and research work, when the
research proposal is reviewed and
approved by the supervisor, for Four
months once in Five years;

d) the amount of time required for
finishing an issuance of which he is
summoned by any court, authorized

body by law or any investigating body;

e) for a period of time confirmed by
medical evidence to treat his child

under the age of Two.
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2/ If the reason why any employee of the
service has requested a leave is to spend a
period of time on education in or out of
the country and Head of the Service
believes that upon completion of his
studies he will contribute to the Service,
he shall be granted an educational leave.
The length of time for the leave and other
detail conditions shall be determined by a

Directive.

3/ An educational leave granted pursuant to
Sub-Article 2 of this Article shall not be
considered for the duration required for a
salary increment made every Two years.

4/ Without prejudice to the provisions of
Sub-Articles (1) up to (3) of this Article,
if an employee of the Service who has
completed his probationary period
requests, for good reason, a special leave
without payment and does not harm the
interests of the Service, the Head of the
Service may grant him a period not
exceeding One year.

5/ Notwithstanding the provisions of Sub-
Article 4 of this Article, if the employee
has requested a special leave without pay
due to his assignment at a project work of
a government office or assignment of his
spouse for diplomatic mission work
abroad, the special leave shall be for a
period of time until the completion of the

project or diplomatic mission work.
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31. The Consequences of L ong-lasting Leave

1/ The position of an employee who is on
long-term leave shall wait open only for
Three months.

2/ The position of an employee who is far
away from work for more than Three
months and did not return back due to the

reasons of taking a sick leave or unpaid

special leave or force majeure, his
position may be held by another
employee.

3/ Without prejudice to the provisions of
Sub-Article (1) and (2) of this Article, if
the employee's special skills and abilities
are necessary for the position and cannot
be easily replaced, the Service may keep
the employee's position open for a period

not exceeding Six months.

SUB-SECTION TWO
PATIONAL SAFETY AND
HEALTH
32. Medical Service

1/ If any employee of the Service or his
spouse or a child who has not attained the
age of Eighteen years is sick, the medical
expenses shall be covered by the joint
contribution of the Service and the
employee. The amount of the contribution
shall be determined by the Service.

2/ The Service may determine the public or
private medical institution or method by
which the employee of the service, his
spouse or a child who has not attained the

age of Eighteen years may be treated.
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33. Employment Injury
1/ “Employment Injury” means employment

accident or occupational disease.

2/ “Employment Accident at Work” means
any physical injury or functional disorder
suddenly sustained on employee of the
Service during or in connection with the
performance of his work, and shall include
the following:

a) injury sustained on an employee of the
Service outside of his regular work,
working place or working hours, while
carrying out orders

given by a

competent authority;

b) injury sustained on employee of the
Service during or outside of working
hours while attempting to save the
Service from destruction or imminent
danger irrespective of an order given by

a competent authority;

¢) injury sustained on an employee of the
Service while traveling to or from his
place of work by a vehicle provided by
the Service for the common use of its
staff or by a vehicle rented and
expressly destined by the institution for
such purpose;

d) any injury sustained on employee of the
Service at the work place or premises of
the institution in connection with his
duties before the commencement or
after completion of his work or during

any time appointed for the work;
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e) any injury sustained on employee of the
service as a result of an action of the
service or a Third party during the

performance of his work.

3/ “Occupational Disease” means any
pathological condition of an employee of
the Service which arises as a consequence
of the kind of work he performs or
because of his exposure to the agent that
causes the disease for a certain period
prior to the date in which the disease
became evident; provided, however, that
it does not include endemic or epidemic
diseases which are prevalent and
contracted in the area where the work is
done.

4/ The extent of disability caused by an
employment injury shall be determined
pursuant to the relevant provisions of the
Pension law.

5/ Notwithstanding the provisions of Sub-
Article (1) of this Article, any injury
sustained by the deliberate act of
employee of the Service, particularly, by
his non-observance of express safety
rules or by reporting to work in a state of
intoxication caused by drinks or drugs
shall not be deemed an employment
injury.

34. Safety Measures
1/ The Service shall have the responsibility
to:
a) ensure that the work place does not
cause hazard to the health and safety of

employees;
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give them instructions on their
utilization.

2/ Any employee of the service shall have the
obligation to:

a) observe directives issued in relation to

safety and health;

b) properly wuse safety devices and

materials; and

¢) promptly inform the concerned officer
or employee of any situation which he
may have reason to believe could

present a hazard.

3/ The Service shall undertake studies on
methods of maintaining occupational safety
and health; and provides training for their
implementation.

4/ The shall

implementation of occupational safety and

Service supervise  the
health measures in the Service and shall
issue directives regarding safety precaution
measures.

35. Disability

1/ “Disability” means an employment injury
resulting in a decrease or loss of capacity to
work.

2/ The effect of disability may be temporary

disability, permanent partial disability,

permanent total disability or death.

36. Temporary Disability
“Temporary disability” means a partial or

total loss of capacity to work for a limited

period of time.
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37. Permanent Partial Disability

“Permanent  partial  disability”  means
incurable employment injury reducing the

capacity of work.

38. Permanent Total Disability

“Permanent total disability” means incurable

employment injury, which prevents the

injured employee from any kind of

remunerated work.

39. Medical Benefits and Injury L eave

1/ The service shall cover the expenses for the

following locally provided medical
treatments to a civil servant who has
sustained employment injury:

a) general and special medical treatment

and surgical care;

b) hospital and pharmaceutical care;
C) any necessary prosthetic or orthopedic

appliance.

2/ The medical treatment to which an injured
employee is entitled pursuant to Sub-
Acrticle (1) of this Article shall be provided
by private medical institutions where the
treatment in question could not be provided

by public medical institutions.
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3/ Any employee of the Service who has
sustained an employment injury, based on
medical certificate, shall be entitled to
injury leave with pay until he recovers and
resumes work or until it is medically
certified that he is permanently disabled;
Where it is medically certified that the
employee is permanently disabled, he shall
be entitled to the benefits provided by this
Regulation.

4/ If the employee fails to properly monitor
his or her treatment or fails to comply with
the doctor's orders, the treatment and leave
granted pursuant to Sub-Articles 1 and 2 of

this Article shall be terminated.

5/ The Service shall issue guidelines for the
payment of medical expenses referred to in
Sub-Article (1) of this Article.

Caused by an Accident at Work or lllness

Caused by Work
1/ An employee of the Service who is unable

to perform work due to permanent and
complete disability due to a damage
caused by an accident at work or illness
caused by work his rights and benefits
shall be respected in accordance with the

relevant Pension law.
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41. Rights of Employee
The employees of the Service shall have the

right to:
1/ obtain  permits prescribed by this
Regulation;

2/ receive wages and benefits under this
Regulation;

3/ enhance their qualifications in education,
training and other professions;

duties while

4/ carry out their normal

maintaining their physical and moral

personality;
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3/ Shall not provide services directly or
indirectly to any Third party other than the
assignment  without

the approval or

approval of the Head of the Service;

4/ Shall not strike in relation to the work of
the Service;

5/ Shall exercise his full attention, capacity
and working time;

6/ Shall carry out the work in accordance
with the law;

7/ Shall work with and support in the
workplace;

8/ Shall comply with the laws, rules and

Regulations of the Service;

9/ Shall

experience acquired at home and abroad

compile in writing and share

during training, visits and exchange of

experiences;
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performing its duties with greater

professionalism and ethics;

11/ Shall comply with legal orders issued by
the officer in accordance with the
instructions and procedures of the
Service;

12/ Shall properly wear the uniform required
for the job when assigned to positions
that require uniform wear;

13/ Shall ensure that when any employee of
the Service wishes to engage in
additional income-generating work, the
work is inconsistent with the mission of
the Service or does not result in misuse

of the information of the Service;

14/ Shall not comment in any media about
the work of the Service or disclose the
information, needs, plans and general
knowledge of the Service to irrelevant
body without the consent of the Head of

the Service;

15/ Shall comply with the legal orders
issued to them by their immediate
supervisor.

SUB-SECTION TWO

OBJECTIVE AND IMPLEMENTATION

OF DISCIPLINARY PENALITY

43. Objective and  Implementations  of
Disciplinary Penalty
1/ The basic purpose of disciplinary

punishment is to instruct the Service
employee to remorse for his wrong doing
and to be able to perform his duties
effectively in the future, and to dismiss

him when he is found incorrigible.
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2/ Any employee who neglects or fails to

perform his duties or commits any
disciplinary or misconduct shall be subject
to the penalties determined in accordance
with this Regulation without prejudice to

civil or criminal liability for the offence.
44. Code of Ethics
The Service has developed and administered
a code of ethics to guide and administer
employee ethics.
45. Disciplinar

Punishment

ffen n n ntial
Any employee who commits disciplinary
offences referred to in this Regulation shall
be punished with the penalties provided for
in the Regulation when the matter is
considered by the disciplinary committees
and found guilty.

46. Disciplinary Offences

1/ Serious disciplinary offences:

a) disclose to any party concerned with
confidential information relating to
the work that is in his possession,

known of, or accidentally acquired,;

b) causing harm to the Service or a Third
party for failure to perform duties
properly;

c) solicit or receive any benefit of any
kind directly or indirectly from

customers;
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d) soliciting or accepting gifts or grants
on behalf of the Service without the
consent of the Service, or providing or
obtaining unlawful services to another
Third party, using his or her duties or

responsibilities;

e) delete, obscure, tear, peel, erase or
render information or information
unserviceable under any

circumstances;

f) dissemination of inaccurate
information in documents or records;
g) provide or attach forged educational,

medical, or work experience evidence;

h) fraudulent or unfulfilling promise;

i) use of the Service’s forms, document,
logo, stamp or employee identification
card for unlawful purposes;

j) discriminating between the employee
and the customer or directly or
indirectly assisting them in obtaining
other undue benefits;

k) mishandling or misappropriating the

property of the Service;

I) participating in violence or inciting or

directing violence or strikes;

m) causing violence or quarrels in the
work environment or insulting or
beating an officer or co-worker or

Head of the Service;
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n)

P)

q)

r

t)

taking drugs or drink, coming to the
workplace or disrupting the work
environment or failing to perform
work due to the influence of drugs or
drink;

committing sexual harassment and
assault in the workplace or engaging
in acts contrary to public morality in
the workplace;
make a false report about the
performance of the work;

deliberately harassing a client or

delaying a matter;

misleading other employees in the
workplace;
engage in conduct that damages the

reputation and image of the Service or
causes the customer to lose

confidence in the Service;

intentionally ~ making  inaccurate
suggestions or providing information
in order to harm a person or achieve
personal purposes and cause a dispute
between employees or falsely accuse a

co-worker;

repeatedly worked without due
process of correction for simple
disciplinary measures, absences or
failure to comply with hours worked,
or repeated

simple  disciplinary

offenses, or if more than One

disciplinary ~ offense  has  been

committed on One or more occasions;
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v) if a disciplinary charge has not been
filed or a penalty has not been
determined  within  the  period
prescribed by this Regulation against
an employee who has committed an
offence for which he was liable to file
a disciplinary charge; or

w) insulting superiors and colleagues
who make suggestions  during
meetings or discussions, touching
their dignity, humiliating them, or
disrupting a meeting forum or
interrupting a meeting for no good
reason;

X) knowingly failing to notify the Service
when an act is committed that is
detrimental to the Service;

y) is found to be engaged in other work
that causes a conflict of purpose and
interest with the work of the Service,
or is engaged in discriminatory or
similar activities in connection with
the work of the Service;

z) if he commits other disciplinary
deficiencies that are of the same
severity as those listed in this
Paragraph and are listed in the Code

of Conduct issued by the Service;

aa) attend and found executing illegal
activities without the approval of the
Head of the relevant department in the
departments where entry has been
prohibited except by an employee of

the department in the Service.
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2/ Simple disciplinary offenses:
a) absence from work without leave of

absence and frequent restraint;

b) if the employee of the Service fails to
comply with the dress code prescribed
by the Code of Conduct while on
duty;

c) not participate in compulsory training,
workshops, consultations or the like
that the Service organizes or is sent to

participate in without good reason;

d) attend the service without the approval
of the Head of the relevant department
in the departments where entry has
been  prohibited

except by an

employee of the department;

e) disrespect and courtesy of the

customer;

f) Committing other minor offenses that
appear to the same degree.
47. Grievance Determination System
The Service establishes a system in which
complaints relating to the Service personnel
are investigated, verified and decisions are

made.

48. Suspension from Employment or Salary
Before Decision

1/ Any employee of the Service:

a) if it is deemed to have corrupted,
concealed, destroyed or in any way
obstructed an investigation into the
matter in relation to a disciplinary
matter in which he was accused or

suspected;
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b) if it is believed to cause damage to the
property of the Service in connection
with the disciplinary proceedings to
which it has been filed;

c) if it is believed by the Service that it
harms the morale of other employees
in relation to the alleged disciplinary
offence, or distorts the confidence of

the public and the Service; or

d) If it is believed by the Head of the
Service that an alleged disciplinary
offense may result in his dismissal, he
may remain suspended from duty or
employment and wages at the
discretion of the Head of the Service
pending the initial or appellate
decision of  the  disciplinary
committee, depending on the severity

and execution of the offense.

2/ In accordance with the provisions of this

Article, the employee may be suspended
from employment and salary for a period

not exceeding Two months.

3/ The duration of the suspension of an

employee suspended from his regular
duties and the reason for his suspension
shall be notified in writing by the Head of

the Service.

4/ The salary that remains unpaid during the

suspension shall be paid without interest,
unless the employee is dismissed for an

alleged disciplinary offence.

5/ The suspension of the employee from

employment does not exclude the
enforcement of his other rights and

obligations not related to the suspension.
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49. Disciplinary Penalties
1/ An employee of the service who commits

an offence, depending on the severity of
the offence shall be punished by:

a) giving a verbal warning;

b) giving a written warning;

c) fine of up to One month's salary;

d) fine of up to Three months' salary;

e) lower than rank and salary for a period

of up to Two years; or

f) dismissal from employment.

2/ The penalties referred to in Paragraphs (a)

3/

to (c) of Sub-Article (1) of this Article
shall be disciplinary penalties imposed on
an employee who commits a simple
disciplinary offense, while the penalties
referred to in Paragraphs (d) to (f) of
Sub-Article (1) of this Article shall be
severe disciplinary penalties imposed on
an employee who commits a serious
disciplinary offense.

If an employee who has been punished
for being demoted from rank and salary
fails to return to his position for good
reason after the completion of the
sentence period or to be reassigned to a
similar position, the salary that was paid
before the punishment shall be reassigned
to such wvacancies as he deems
appropriate until a position of the same

rank is obtained.
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o/ MY L7 aowle arréd N+ oo 4/ An employee who has been severely
e L.0°7Aa7 Odm wiold Parly disciplined other than dismissal under this
hend Qo 9ot 024 (1AA Regulation shall be deemed not guilty of
PLOATAT P41 Tha €929 ooy a disciplinary offense unless he is
Fen e PO Aovan  QAPY  (PC convicted of another disciplinary offense
PLATAT PéAE ATSAPY LBMEA= Two years after the completion of his
sentence and repeatedly imposed an

additional penalty.

&/ eNAg Pad 14ntTa7 erbme- wid 5/ When the Head of the Service fully
Qe o dA 40T L4 T H2? Ahlé understands that the character of the
ol (1°210 L% POl henda disciplinary employee has improved and
NU-at %ov (134 PAIADNETY TFAOD that he is law-abiding in the future, Two
AN PRLA®T CFAC ANTPA A 9T years after the completion of the
00T 090701 P46 e-TMANT POt sentence, the offense and the sentence
NN Wr%4P Ao07 L TAA= imposed may be determined to be

removed from the record, taking into
account his specific contribution to the
achievement of the mission of the service.
9. 220TA7T hh APldN: PhChC hovd-CS | 50. Disciplinary — Prosecution.  Litigation

PN+ hodd

b/ PA.0TA7 hn Ahdd Amd  eA0Ao-
PLATAT Pél PLCUET hdARI° AT
LV PULPeNLS  TMNEELTT  NCHC
oo PN hAGNT =

e/ we o AL Po24CN PLOTAZ DN
(-1hAf- PPCAN AL LPCAA=

P/ PNTA7 P PNITTFe 790 SCL 0T
o4z AL NP oLy ALhTA AoO7
LTAan =

i Mwetdo- AL P00 CLO0TA7
0L na.a°F PU¢E: pES
oL e AT TR APOAPCI:

& et P15 oL9° hvieo-
T LA @TEA LATUA TN
A Jav’} A 1IN0 P7EAN hn
AT8a0lt AMNT Ad®- Ph? AhA
S7°C PPCOA

20

Man n ntencin
1/ The

committed by the defendant must contain

men

disciplinary  offense  allegedly
details of the performance of the act and
the evidence that justifies it.

2/ Adisciplinary  charge against the
employee shall be filed by the immediate
supervisor of the accused.

3/ A disciplinary sentence may be imposed
without waiting for or following the

decision of any court.

4/ The disciplinary penalty imposed on the
employee does not exclude liability under

other laws of the country.

5/ Submit a report to the legal body
competent for criminal prosecution by the
Service when it is believed that he has
committed an offence that harms his

work or relates to his work.
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Z/ PAN PLOTAT P4 PP R4PCT D0 6/ Matters of simple disciplinary offense
NELA ALNEAT MW lAF o PPCA AL shall be determined by the immediate
LOOG A supervisor of the employee without the

need to file a lawsuit.

Z/ Y Ri1P&x 700 RrPAR (B) avOldor 7/ If a decision made pursuant to Sub-
P00 @A VTN avd et PO CANTA Article (6) of this Article results in a fine,
S 017 oAz (1042 5A4 avZ LPp the decision must be approved by the
AANVTE Head of the Service.

I/ PL.OTA7 A0 hdi-dN: AChnC havd-C 8/ The disciplinary prosecution, litigation
AG PN AoANT ~CYT NATANNTE: management and sentencing system will
N72.0M L0 TA7 0 howi-CS PNt be determined in accordance with the
AT avanl @ aow /il LOATA = disciplinary prosecution management and

sentencing Directive issued by the
Service.
95, ££90% oAt 51. Right of Appeal

&/ AN PLOTAT POt @A Ctodi0T
wiel§ oAz PC WAT Pl 07
AOh NAe A4 &40 NPRLBD- A“LTT
DALDTF (HPLE “1¥LAN LTAA=

g/ ahae 0%.0va7 réqt Pt erodi(t
P9 Wil (oo PCOWTAT
w L7010 oo0dt N"2.0M0-
PoNLI@ T ACYT  haGPd L0
AlEF o7 20NT AQ- P26 FCL
UL T1PLA LTAA

agoaod, @

L/ &Ce 01: (196 7IC achc e°l.0amom-
@Az Pong.ld LPTAET @Aim Ph?

AWt hao- N Loy Fadné o7
oAz (NL4LAm- NOAY P51 oOT
LANTT ALl mPAL «CL O

Pl LTAA

1/ If an employee who has been sentenced to

a simple disciplinary sentence is
disappointed with the decision, he may
file a complaint with all levels of the
hierarchy.

2/ Any employee who has been convicted of
a serious disciplinary offense may file an
appeal with the competent Federal Court
if he is disappointed with the decision,
and has completed the procedure
established by the regulations issued in
accordance with this Regulation.

3/ The decision of the court on the merits of
the dispute shall be final, and the litigant
who believes that the decision has an
error of law may file an appeal with the
Federal Supreme Court within Sixty days

of receipt of the decision.
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52. Period of Limitation

1/

2/

3/

4/

5/

6/

If the Service employee who commits an
offense that carries a simple disciplinary
penalty is not prosecuted for disciplinary
action within Six months from the date of
the immediate supervisor’s notification
that the disciplinary offense has been
committed, the case shall lapse by period
of limitation.

If the Service employee who commits an
offense that carries a severe disciplinary
penalty even for a crime, the charges
shall lapse by period of limitation if he is
not disciplinary within the period set out
in the Criminal Code to prosecute the
offence.

A service employee who commits an
offense that carries a severe disciplinary
penalty is not charged with discipline
within the prescribed period of time to
file a criminal law violation charge, shall

lapse by period of limitation.

The decision of the Disciplinary Penalty:

a) a simple disciplinary sentence of One
year;

b) a severe disciplinary sentence of Two
years;

If it doesn't happen, it shall lapse by

period of limitation.

If the supervisor fails to file a complaint

within the time period set out in Sub-

Articles (1) and (2) of this Article, the

non-prosecuted supervisors shall be liable

for a disciplinary offence.

Notwithstanding the provisions of Sub-
Articles (1) to (3) of this Article, the
period used to investigate the alleged
shall

disciplinary  offences not be

counted.
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gC. 00 20TA7 PAET holk o2 53. Establishment of the Discipline Affairs
Committee

b/ e PLATA? TéAT7 CavanCan(q 1/ The Disciplinary Affairs Committee,
Pav07  20AMNT  PAT®  OATANN: hereinafter  referred to as the
Po90¢ PLOTAT 1%L Dok hHvy 054 “Disciplinary Affairs Committee”, which
“CONTAT AT herk” R Polmé- has the power to investigate and
PLOATAT 9I°Covd  PoUeNYeS  Pm-a% determine serious disciplinary offences, is
VAl ANAL 5AZ PUedCA Y L7 hereby established at the headquarters of
NAIADA: PG vl LT ARETA = the Service to conduct a disciplinary

investigation and make recommendations
to the Head of the Service.

€/ PHY ATPAR C10-0 ATPAR (B) A7L TP 2/ Without prejudice to Sub-Article (1) of
S 0L DAL oA CLATAT RS0 this Article, at the discretion of the Head
Nk AL ANLALYTE  (U-A9°  oL9° of the Service, the Disciplinary Affairs
tavldm PCHBGE VLT LT: 0PNNSG Committee may establish, as necessary, at
APC NAPT LLE APRPI LFAN= all or at the level of elected branch

offices, land and air checkpoints.

i/ e80TA7 52 bt AT AS 3/ The number and reasoning, assignment,
haoorill’s: RALPI°: Pode Haowh: PR GG term of office, procedure and related
~COT ARG PP AT 097 oMo matters of the members of the
awavld P CLOATA = Disciplinary Affairs Committee shall be

determined by the Directive to be issued.
9. 0A ¥&I 072 oLk 54. Committee on Complaint

b/ PRIAINT: w LA oy ePCOT7
PPl Ak ACEPOA (177041 Po-A%

VA ANAL DAL 1°7.ePCNa  RTE:
PP&I AME hlqk ‘hly 0AA PPLS-
(2% R U | T\ G X PR 111K ) I 3 21|
TRETLN

€ PPLI 020 hetlk (10AL AL A% AR
AndAarrt: (a9 o9 (tovdm
PCIGE  AVET 0T 0PN0GT APC
NALT LLE ALREI LTAA:

1A

hereinafter referred to as the “Grievance

grievance  inquiry  committee,

Committee” which shall receive and

investigate complaints filed by employees

of the Service and submit a
recommendation to the Head of the
Service .

2/ The Grievance Hearing Committee may,
at the decision of the Head of the Service,
establish at all or elected branch offices,
land and air checkpoints, as may be

necessary.
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i/ PPl hMe holbo-:- 3/ The Grievance Inquiry Committee shall
have the power and responsibility to

investigate and make recommendations

to:

V) WITG aoavl 0P WA 0L9° a) the interpretation or enforcement of
hé.RA9°: laws and Regulations;

A) heo1F5 PPET Am00Pd: b) protection of rights and benefits;

) hres Aahaq, mrrrs evr c) health and safety conditions from the
e work environment;

av) Nde LG LB AT d) from job placement and grading;

w) Npd hERA9° PPN : e) performance assessment;

L) Mrd- DAL heldAov- 10, PAU'T f) undue influences by an officer;
TR OGP

0) NSATAT 1401 0Ly g) disciplinary matters; or

M) Prwee VB PFT  heteophd:  ANT h) shall have the power and
WGPTF IC (LN VIEDI Wl responsibility to investigate and make
Py ebCN? Pl ANCE  Po-a recommendations to any employee in
VA P mAMIS ALY connection with other matters relating
CELPA to working conditions.

o/ MPeI 07 bl et Podz VAN 4/ A decision made by the Head of the
PCON T  ANAe AL oLy Tohf Service or his designee shall be the final
PLAM® A% (ATA20-: QA L9207 decision not to be appealed by the
P CT L Pl G @O% LPGTA:: Grievance Committee.

&/ PPl A1 belbo- ROAT AT Pl 5/ The number of members of the grievance
VAN AONT AT FeOr ST committee, the making of
AN 177 oM@ avavd @ L.OONTA = recommendations and related matters

shall be determined by the Directives

issued by the Service.
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PART SEVEN

TERMINATION AND EXTENSION OF

SERVICE

55. Resignation
1/ Without prejudice to legal or contractual

2/

obligations, any employee of the Service
by giving a month prior notice, resign at
any time; provided, however, that the
Service may release him prior to the end
of the notice period if it can easily replace

him.

If the employee who has filed a request
for resignation is found to be necessary
for the job and cannot be easily replaced,
the Head of the Service may extend the
resignation request for a period not
exceeding Two months from the date of

the employee's application.

3/ An employee who terminates his service

without giving One month's advance
notice or completing the extended period
referred to in Sub-Atrticle (1) or (2) of this
Article shall be liable in accordance with
the relevant law for damages resulting

from failure to fulfill his obligations.

56. Termination of Due to lllness

1/

If any employee fails to return to work
within the period specified in Article 30
of this Regulation, his service shall be

terminated due to illness.
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&/ Py ArPR 100 RiIPAR (8) AmPAL 2/ Without prejudice to the general
100 ATLmld v Y L7700 R7dPa provision of Sub-Article (1) of this
AU 100 ATPR (B) hrhé.PbLo- PUopyC Article, an employee who has suffered an
L.PL L AL Yavg® P Irmavm wio§ illness beyond the sick leave period
AG e 2C OFLeH Ne7h0 07T authorized by Sub-Article (2) of Article
OLI® RKLD PRICT ST PRLNNT 29 of this Regulation and who has been
PRIADNE: weetd AHARI @ ool injured as a result of a work-related
RA@FA. (1WN9°G TINEE ALINT hard iliness or accident shall be dismissed
AILAGNT LLLIN: upon medical evidence that he is
permanently unable to work.

PG o9 wi s (Weod® oLy (IhL) 3/ If it is proved by a doctor's evidence that
o7l NPHo- Prod- avfAl ol9° any employee is unable to work in the
N1°2.04-0°F A0, Awe- haawFa. 150h9e position or environment in which he
YNE  ALINIPG O-hopdap, L8 Ap, works due to illness or injury, and there is
Aavan @ PoLFENANT N Crod- anfr] no vacancy for which he can be placed at
naa AATPLT  PLeTTm  Raoi the same level, he may be placed in a
ALPIN HP QA Prvé- ovfAl AopfAl lower position without deduction of his
ean: P (Y Prde am@d prior salary, but if he refuses to work in
N LPer navy A such position, he shall be dismissed.
LATNT A\

o/ NMe- N7 et+ N°2ovq) ('3 @L9° 4/ An employee who is permanently unable
ALY 1Y AlARI @ Aaprlel to work due to a work-induced illness or
PATFAG Wi e CHAGTOT werl§ injury and is dismissed reserves the right
A0 QA® w7 P.007F PS4 @eI° to compensation or pension as determined
emlS NEe PNV ool PhmOd by applicable law.
1m-:

9Z. 0P+ 7770 °h7e+ here A0S0+ 57. Termination on Grounds of Inefficiency

b/

Povie- Lo7 emSTPP  PAIANNE:
Wil Pd hARYS ol PFacd-
0 WP e PAPIS TPINNF
2OmG 2 Tarro-T Qa-Tada
NI LRLMN =

1/ The employee of the Service who has

completed his probation period may be
terminated due to inefficiency where his
performance evaluation result indicates
his inefficiency and has shown no
improvement  after

being  given

appropriate capacity building training.
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N Fméml 0T Po 7N LCULT P4-1F DA
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.ha®e A APy hret heoe

Naas0t+

b/ Pov-péd- L7 LaSPP  PAIANNE:
wietE hhP9e 1AL (Y 9°07.0T (e
1M AL ANTTT NI NET 04 LP0
ANIANNE “1A0P AAOT-:

2/ The employee of the Service who has
completed his probation period 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 (2) of this Article, an employee of
the  Service whose  performance
evaluation result is above satisfactory for
Five successive years may not be
dismissed on grounds of inefficiency
unless his performance evaluation result
becomes below satisfactory for the
following Four successive evaluation
periods.

4/ The employee of the service who is
dismissed pursuant to Sub-Articles (1)
and (2) of this Article shall be given One
month's notice.

. Termination Due to Detention

If the employee of the Service has not been
on duty for more than Six months due to
imprisonment, shall be terminated if found to

be guilty of the alleged criminal activity.

. Termination Due to Force Majeure

Events

1/ If an employee of the Service who has
completed his probation period if absent
from work due to force majeure, shall
inform the situation immediately to the

Service.
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2/

If the Head of the Service confirms that
an employee of the Service absents from
work due to force majeure the post of the
employee shall keep vacant for Six

months;  provided, however, that

employee of the service may be
terminated if he is unable to resume work

within the Six months.

3/ Without prejudice to the provisions of

Sub-Article (1) of this Article, an
employee of the Service who has
completed his probation is absent from
his work for Ten consecutive working
days due to unknown reasons, the Service
may terminate his service after calling
him to report by Two consecutive notices

of Ten days each.

4/ An employee who has reported to work

5/

pursuant to the notices made in
accordance with Sub-Article (3) of this
Article if reports to work within a month
from the First day of his absence, without
prejudice to the disciplinary measure that
may be taken, shall be reinstated to his
position by the Head of the Service.

Notwithstanding the provisions of Sub-
Article (3) of this Article, the Service
may, upon authorization by the Head of
the Service, reinstate the employee to a
similar vacant position if he reports to
work within Six months from the date of
his absence by producing sufficient
evidence to prove that his absence was

caused by force majeure.

6/ An employee who has not completed his

probation shall be terminated without any
additional formality where he is absent

from work due to unknown reasons.
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60. Termination Due to Prolonged Absence

Without L eave

1/ If an employee of the service is absent
from his regular duties for more than
Twenty-One days for any reason without
the consent of the supervisor or the
relevant officer, he shall be deemed to
have been dismissed from his or her
duties at his discretion.

2/ Any employee shall be deemed to have
committed an ethical offence if he is
found to have been engaged in his regular
duties One day before the Twenty-First
day:

a) if he is found to have been absent
from his regular duties for consecutive
days without the consent of the person
concerned, he shall be deemed to have
resigned from his duties even if the
period of absence from office has not
exceeded Twenty-One days;

b) Any employee who is deemed to have
resigned due to his involuntary absence
from his regular duties may, in

consultation with the Head of the
Service or the relevant officer, be
deemed to be a leave from his regular
duties in a manner inconsistent with
this Regulation and may be deemed to
be unpaid leave or otherwise taken

from his regular duties;

¢) The Head of the Service or concerned
supervisor may dismiss a decision by
the complainant to allow the employee
to return to work by providing a
compelling reason why the employee

cannot be reinstated.
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61. Termination on Disciplinary Grounds
Any employee shall be terminated where a

disciplinary penalty under Paragraph (f) of

Sub-Article (1) of Article 49 of this

Regulation is imposed on him and the

penalty is not reversed through appeal as

provided in this Regulation.
62. Retirement

1/ The employee of the Service whose
service is not extended beyond retirement
age pursuant to this Regulation shall be
terminated on the last day in which he
attended the retirement age determined by
law.

2/ An 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.

63. Termination of the Ground of Death

1/ The Service of an employee shall be
terminated on the day of his death.

2/ The full salary for the month in which an
employee has passed away shall be paid
to his spouse or in the absence of spouse
to his legal heirs.

3/ Without prejudice to the provisions of the
relevant pension law, where an employee
dies, a lump sum of payment equivalent
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
Service; provided, however, that in the
absence of such communication of the
spouse or family members, the payment
shall be effected up on the production of
evidence given by a competent body or

court.
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4/ The payment under Sub-Atrticle (3) of this
Article shall be exempt from tax and
pension contribution; and shall not be

subject to attachment or setoff.

64. Nullification of Employment
If any employee of the Service is found to

have been employed by concealing his
identity or providing false information or
evidence, or in violation of this Regulation
or any other law for the enforcement of this
shall be
nullified by the Head of the Service and he

Regulation, his employment
shall be liable under criminal and civil laws,

as necessary.

65. Dismissal of an Employvee in Exceptional
Circumstances

1/ Notwithstanding the provisions of this
Regulation, if the Head of the Service
obtain information:

a) from law enforcement body that an
employee could pose a threat to
national security;

b) an

nationality. An administrative decision

employee has changed his
may be made.

2/ Without prejudice to the provisions of
Sub-Article (1) of this Article, the Head
of the Service may designate a committee
of inquiry to investigate the matter and
make a recommendation.

66. Certificate of Service

1/ If any employee requests evidence of
work experience while on duty or
terminating service for any reason, the
employee shall be given a certificate
stating the type of work he was doing, the
length of service and the amount of salary

he was paid, and other necessary details.
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1/ Any employee who has been retrenched

under this Regulation and is not entitled
to pension allowance on the date of the

termination of his service shall be paid:

a) his Three months' salary for the First
year of his service; and

b) one-third of his monthly salary for
each additional year of his service;
Provided, however, that such payment
shall not exceed his Twelve months'

salary.

2/ 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.

68. Extension of Service

1/ The Service of an employee may be

extended beyond his retirement age for a
period up to Two years at a time and for a

period not exceeding Four years in total.
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If the employee of the Service has not been
on duty for more than Six months due to
imprisonment and has shown that he has not
been guilty of the alleged criminal activity,
he shall be returned to work receiving the
salary that was previously paid at the

vacancy of the Service.

70. Record Keeping of Personnel

1/ The Service shall securely arrange the
personal archives and records of its
employees.

2/ No personal archives and records of
employees of the Service may be viewed
except by the consent of the Head of the

or other

the

Service, by court order

authorized by law, except for

supervisors and employees concerned.



LBl 1ICTINM RC € PPYOT T 7 EN.TZ 9.9°  Federal Negarit Gazette No.2, 29" October, 2024..page 17372

0
1o

E/ QAN E Wt e A8 PoLAS%C

0L  PUonC  @L9°  PUlN-ThhA
I @9 wlE (" avphlto Prode DAL
498 Mm@ AT wilFo9° fodar
aP'r ool D11 LTCNT A

. a0+ QA“LhahAQTe- P74 et

&/ heroopn - To- [ JIVA DALLPTG

Wl N0FPC hAIANCE: POAL
DAL LPL: heCL O NN of9e
AA Oh? 20M7 DrhOma AYA PNAL
Sag, ALV 7T TS 00A
e Ao A2 0P C I 090

3/ Any information that is stored or added or

edited to the archives of the Service
employee shall be verified with the
consent of the relevant supervisor and

that the employee is aware of it.

71. Departments Where Entry is Prohibited
1/ No person may enter the confidential

publishing  department, information
technology department and document
organizing departments of the Service,
except for the consent of the Head of the

Service, by court order or other persons

A0~ MAIADNE LAMEP VTavT i authorized by law for security purposes.
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workforce.
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1/ Matters commenced before the entry into
force of this Regulation shall be
concluded in accordance with the relevant
and law in which they were commenced,
and matters that have not been recognized
or failed to be dealt with shall be decided
in accordance with this Regulation.
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the entry into force of this Regulation
shall continue to be in force until they are
replaced by Directives issued following

the Regulation.
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74. Effective Date
This Regulation shall enter into force from
the date of publication in the Federal Negarit

Gazette.

Done at Addis Ababa, On this 29" Day of
October,2024
ABIY AHMED (Dr.)
PRIME MINISTER OF THE FEDERAL
DEMOCRATIC REPUBLIC OF
ETHIOPIA



