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BELIZE:
STATUTORY INSTRUMENT

No. 19 of 2004

REGULATIONS made by the National Assembly Staff
Committee in exercise of the powers conferred upon it by
section 13 of the National Assembly Staff Act, Chapter
14 of the Substantive Laws of Belize, Revised Edition
2000, and all other powers thereunto it enabling.

(Gazetted 17th January, 2004.)

PARTI
PRELIMINARY

1. TheseRegulations may becited asthe

NATIONAL ASSEMBLY STAFF (CONDITIONS OF
SERVICE) REGULATIONS, 2003.

2. (1) Inthese Regulations, unless the context otherwise
requires:-

(a) “Clerk” means the person holding office of
Clerk to the National Assembly pursuant to
section 67(1) of the Belize Constitution,

(b) “Committee” means the National Assembly
Staff Committee appointed under section 3 of
the National Assembly Staff Act;

(c) “Deputy Clerk” means the person holding the
office of Deputy Clerk to the National Assem-

Short title.

Interpretation.

CAP. 4

No. 1 of 2000.
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bly pursuant to section 67 (1) of the Belize
Constitution;

(d) “Minister” meansthe Minister for thetimebeing
responsible for Finance.

PART U

APPOINTMENTS AND PROMOTIONS

3. (1) The Committee shall make all permanent appoint-
ments in the National Assembly and shall exercise disciplinary
control over persons holding or acting in such offices, including
the power to remove such persons from office, except where it
is otherwise stipulated in the National Assembly Staff Act:

Provided that the provisions of this subregulation shall not
apply to Officers appointed under section 5 of the National
Assembly Staff Act.

(2) The power to appoint and confirm persons to the
post of Office Assistant is delegated to the Clerk.

(3) Every member of staffshall, ifand whenrequired by
the Clerk, but as far as possible immediately after joining the
National Assembly staff, subscribe to the oath or affirmation of
office and secrecy set out in the Seventh Schedule to these
Regulations.

4. OnlyBelizeans shall be eligible for permanent appoint-
ment in the National Assembly.

5. (1) Theeducational or professional qualifications and
other requirements for appointment to permanent posts in the
National Assembly shall be published by the Clerk after con-
sultation with the Committee.
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(2) No person who has been dismissed or whose
appointment has been terminated as a result of disciplinary
measures from the National Assembly shall be re-employed.

(3) Every appointment to the permanent establishment
ofthe National Assembly shall be subject to a probationary
period of one year.

(4) Aninterim performance appraisal report shall be
submitted after the first six months to the Committee, and at the
end of a second six month period. The latter performance
appraisal (at the end of twelve months) shall form the basis of
the Officer’s assess-ment for confirmation in his appointment.

(5) If, on the basis of the report, the Officer’s perfor-
mance is considered unsatisfactory, his appointment shall be
terminated by the Committee.

(6) Before any recommendation is made to the Com-
mittee for the termination of an Officer’s appointment, the Clerk
shall inform the Officer of this recommendation and of the
specificreasons therefor and he shall invite the Officer to submit
any represen-tations he may wish to make why his appointment
should not be terminated.

6. (1) Everyappointment tothe permanent establishment
of the National Assembly shall be subject to passing the
prescribed medical examination which shall include a test for
the use of illegal drugs before, or at the latest, during the first
four weeks of the probationary period. Such examination,
inclusive ofthe drug test, shall be carried out by a Government
Medical Officer.

(2) The Clerk isrequired to arrange with the Director
of Health Services for the medical examination, inclusive of the
drugtest, and to see that the Officer undergoes the examination
and drug testing in accordance with the “Public Service Drug
Testing Protocol”.

Medical
examination
on
appointment.
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(3) The Director of Health Services isrequired to see
that the medical examination and drug testing are performed
without delay. The medical report, inclusive of the drug testing
result, should be sent under CONFIDENTIAL cover to the
Clerk, National Assembly, by the Director of Health Services.

7. A person selected for appointment in the National
Assembly from outside Belize shall be required to pass the
prescribed medical examination which shall include a test for
the use of illegal drugs performed by a medical practitioner
selected by the Government of Belize in the country where he
isresiding before taking up his appointment in Belize.

8. (1) An Officer whether or not on leave, may be re-
quired by the Committee to present himself for examination,
including a drug test, to an approved medical practitioner or
medical board. The objective is to ascertain whether he is
physically and/or mentally fit to perform the duties ofhis office.
The cost of such examination shall be paid by the National
Assembly. The Officer shall be permitted, athis own expense,
to have his medical practitioner present at such examinationin
a consultative capacity only, and such medical officer shall not
be a member of the Board, nor shall he have any say in the
Board’s findings.

(2) In case of examinations under subregulation (1)
above, the following shall apply:-

(a) the Clerk, on the direction of the Committee,
shall request the Director of Health Services to
appoint a Medical Board to examine the Of-
ficer;

(b) aMedical Board shall consist of three medical
Officers appointed by the Director of Health
Services (the term medical Officer includes
specialist medical Officers);
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(c) thereportofthe Board shall be submitted to the
Director of Health Services who shall passit,
with comments ifnecessary, to the Clerk under
CONFIDENTIAL cover;

(d) ifthe Officer is absent from Belize, the agency
representing the National Assembly in the coun-
try where he currently isresiding shall arrange
for aMedical Board.

(3) The Officer shall be informed atthe earliest possible
date of the decision reached upon his case after consideration
ofthereport. Ifthe Officer is dissatisfied with that decisionhe
shall be at liberty to make representations to this effect. Inthis
event, the Committee shall decide at its discretion whether
further medical evidence is required.

9. Whena vacancy occurs ina post, the Clerk shall report
it to the Committee on the form prescribed in the First Schedule
to these Regulations and submit therein his recommendations
for filling the post. Vacancies inthe National Assembly shallbe
filled by the Committee, subject to section 5 of the National
Assembly Staff Act.

10. An Officer ofthe National Assembly, on first appoint-
ment to an office in which he has satisfactorily performed the
duties of atemporary capacity for a period equal to or of longer
duration than the period of probation prescribed by Regulation
5 (3) above, shall not be required to serve on probation and
shall be confirmed on appointment.

11. The following principles shall be observed for the
treatment of an Officer of the National Assembly during his
period of probation, namely:-

(a) the Officer on probation shall be given an
opportunity to learn his work and be tested as
to his suitability for it;

Procedure for
filling
vacancies.
First
Schedule

No. 1 of 2000.
Exemption
from
probation.

Principles to
be observed
during
probation.
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(b) he shall be afforded all possible facilities for
acquiring experience in his duties;

(c) he shall be subject to continual, effective and
sympathetic supervision;

(d) so farasthe exigencies of the service permit, he
shall be assigned to duty only where observa-
tion and supervision is possible; and

(e) ifatany time during his period of probationhe
exhibits tendencies which render itin any way
doubt-ful that he is likely to become fit for
confirmation in his appointment, these shall at
once be drawn to his attention in writing by the
Clerk and he shall be given such assistance as
may be possible to enable him to correct such
tendencies.

12. Subjecttosection 5 of the National Assembly Staff Act
and to Regulation 3 (2) of these Regulations, if, after consider-
ation of the final report of the Clerk, the Committee is satisfied
that the service of an Officer on probation has been satisfac-
tory, the Committee shall confirm his appointment with effect
from the date of such appointment.

13. (1) Where appropriate, the provisions of this Regula-
tion shall apply to a person who is selected from overseas for
appointment to an office in the National Assembly. The term
“child” in these Regulations means any children of the Officer,
including legally adopted children and stepchildren of the
person appointed who are below the age of eighteen years,
unmarried and wholly dependent on the person. The term
“passage” means a passage by a route approved by the
Committee, as a normal route which may include journeys
necessarily undertaken in any process of transshipment.

(2) The person appointed:-

+ e s i s o RS £ 53 e
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(a) shall, inthe absence of any arrangements to the

contrary, receive passage at the expense of the
to Belize for the Officer, spouse and dependent

children, notexceeding four personsinall, if
they accompany or follow the person appointed
within twelve months of appointment;

(b) may berequiredto execute anagreement in the

(©

formprescribed by the Committee torefund the
cost ofthe passage, including the cost of trans-
porting his bag-gage and personal effects as
provided in paragraph (¢) below, in certain
contingencies. For the purpose ofthis Regula-
tion, the term “country of residence” means the
country from which the person wasrecruited;

shall normally be granted the following allow-
ances for transport of baggage and personal
effects:-

(i) ocean freight charges up to the maximum
oftwotons (2,000kgs) weight, exclusive
ofthebaggageallowance provided onthe
passenger tickets issued to the Officer
and family, where furnished quarters are
not provided; or one ton (1,000 kgs)
weight, exclusive of the baggage
allowance provided on the passenger
tickets issued to the Officer and family,
where furnished quarters will be provided,;

(ii) the cost of transporting baggage and
personal effects from the person’shome
tothe place of embarkation and from the
port of disembarkation to final
destination; and
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(iii)  reasonableexpenditure inrespect ofbill
oflading charges, exportshipping charges
and agency fees. Claims for packing,
crating, storageatthe pointofembarkation
and disembarkation and claims for
insurance shall notbe met by the National
Assembly.

14. Persons appointed from overseas to permanent posts
inthe National Assembly who havereceived the entitlement
outlined in Regulation 13 above, shall signabond to work inthe
National Assembly for a minimum period of three years.
Persons who are employed on contract basis shall sign a
contract to work for a minimum period of three years.

15.(1) No Officer shall be appointed or promoted to a post
for which he is not qualified.

(2) The promotion of Officers to fill vacancies shall be
approved by the Governor-General or the Committee, as the
case may be, and they shall base their decision on the following
factors in descending order of importance:-

(a) Performance Track Record;
(b) Integrity; and
(c) Experience.

16. Whenever an officer is on leave of absence pending
relinquishment ofhis post -

(a) another officer may be appointed to that office;
and

(b) the officer appointed under paragraph (a) shall,
for the purpose of any function ofthat office, be
deemed to be the sole holder of that office.
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17. Anofficer shall utilize or be paid in lieu of all vacation
leaveear earned prior to his departure on secondment.

18. (1) AnOfficer who fulfills the criteria outlined in Regu-
lation 15 and is appointed to act in a vacant post shall not be
allowed to act for more than one year.

(2) An Officer who is appointed toactina postthatis
notvacant and for which he is qualified may be allowed to act
in that post for a specified period.

(3) Where more than one serving Officer, subject to
perfor-mance and otherrelevant criteria, are el gible for ap-
pointment to act, the appointment may berotated between the
eligible Officers.

(4) Quarterly evaluation forms shall be submitted to the
Committee for everyone who is acting.

(5) Ifan Officer’s performance is considered unsatis-
factory, his acting appointment shall be terminated.

19. Seniority among posts in the Service of the National
Assembly shall be determined by salary scale, the post withthe
higher salary scale being the senior. Where the scales of two
posts overlap, the one with the higher maximum will be the
senior. In cases where the maxima are the same, the post with
the higher minimum salary will be the senjor.

20. An Officer’s seniority shall be determined by the date
of his appointment to a particular grade; provided that an
Officer shall be considered to be of the same seniority as other
Officers appointed to the same grade within six months ofthe
date of appointment of the Officer concerned.

21.(1) An Officer may be seconded up to a maximum
period of two years to an office or postoutside the National

Vacation
leave earned
prior to
secondment.

Acting
appointments.

Seniority as
between
posts.

Seniority
between
Officers in
the same
grade.

Period of
secondment.
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Assembly. Such secondment, save in exceptional cases, shall
not be renewable. The secondment shall be on a contractual
basis and the Officer shall be governed by the rules and
regulations of the receiving organisation.

(2) AnOfficer shall continue to pay the usual contribu-
tions during the period ofhis secondment.

(3) Subjectto subregulation (4) below, the service of
an Officer while on secondment shall account for superannua-
tion purposes.

(4) Allapplications for secondment shall be made by
the Officer concerned, through the Clerk, to the Committee.
Approval for secondment shall be contingent on the exigencies
ofthe Service.

22. An Officer who has completed a period of secondment
shall normally revert to the point in the salary range of his
substantive office which he would have reached ifhe had not
been seconded.

23.(1) The Clerk is required to keep a record of the
following particulars of Officers in the Service of the National
Assembly on the assumption of duty of such Officers:-

(a) addresses and any changes thereto,
(b) next-of-kin and their addresses.

(2) The Clerk is responsible for ensuring that records
ofthe service of every Officer are maintained in personal files.

24. An Officer shall declare his marital status and any
changes thereto immediately and may declare his beneficiary to
the Committee, through the Clerk, to facilitate the processing of
any benefits provided for under these Regulations.
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25. An Officer wishing to resign must give at least one
month’s notice in writing to the Committee ofhis intentions to
doso. A person whose resignation is accepted is entitled to all
benefits due him. Failure to give adequate notice may result in
his dismissal. The Clerk is responsible for ensuring that steps
are taken to recover all outstanding advances owing to the
Government or the National Assembly by the resigning Officer.

26. All Officers, with the exception of the Clerk and the
Deputy Clerk, without exception shall retire on reaching the
compulsory age of retirement (50 years) and shall not be re-
employed except where there is a chronic and existing shortage
in atechnical or professional field and where in such circum-
stances a serving Officer would not be denied an opportunity
for advancement to a higher post.

27. Officers appointed to permanent posts in the National
Assembly may be permitted or called upon to retire before
attaining the age of fifty years, in the public interest.

28. (1) No pensioner shall be employed in the National
Assembly Service, whether or not that pensioner is to be held
against an established post or paid from open vote unless the
prior permission of the Committee has been obtained.

(2) Where apensioner is employed he shall have:-

(a) acontract foraperiod notexceeding two years,
in the first instance, with a gratuity of20% of
total basic salary earned; and

(b) similarterms and conditions of service attached
to the post to which he is appointed.

(3) Save in exceptional cases, no one who is retired
from the National Assembly Service on medical grounds will be
rehired. Any such person will be required to once again go
before a Medical Board to determine his fitness to resume
duties.

Resignation.

Retirement of
Officers.

Premature
retirement.

Re-employment
of pensioners.
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29.If a person to whom a pension has been paid under
section 6 (1) (a) (ii) of the Pensions Act is appointed to an
office in the National Assembly Service, the payment ofhis
pension may, with his consent, ifthe Governor-General thinks
fit, be suspended during the period ofhis employment.

PARTIII

CONDUCT OF OFFICERS

30.(1) In accordance with section 12 of the Act, all
Officers shall conduct themselves in such a way as not:-

(a) toplace themselves in positions in which they
have or could have a conflict of interest;

(b) tocompromise the fair exercise of their official
functions and duties;

(¢) tousetheir office for private gain;
(d) to demean their office or position;
(e) toallow theirintegrity to be called into question;

() toendanger or diminishrespect for, or confi-
dence in, the integrity ofthe National Assembly.

(2) Allofficers shall therefore:

(a) demonstrate the highest level of professional
conduct and personal integrity in the perfor-
mance of their duties and in serving the Mem-
bers ofthe National Assembly;

(b) treateveryone, including public officers, clients

and members of the general public with cour-
tesy, respect, fairness and objectivity;
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(c¢) display a positive attitude and be pro-active in
the exercise oftheir duties; seek to understand
and to satisfy thereal needs of Members of the
National Assembly;

(d) inthe exercise of their official duties, not confer
any special benefitand/or give preferential treat-
ment to anyone on the basis of and special
relationship; and

(e) renderserviceinatimely, efficientand effective
manner.

(3) The use ofalcohol, controlied drugs, intoxicants,
narcotics or any other illegal substance is prohibited at the
workplace.

(4) Arriving at work under the influence of any of the
substances set out in subregulation (3), or using any such
substance whilst on duty, is prohibited.

(5) Sexual harassment at workplace is forbidden. Of-
ficers who engage in sexual harassment shall be liable to
disciplinary action, including dismissal.

(6) For the purpose of these Regulations, the term
“sexual harassment” has the meaning assigned to it in the
Protection Against Sexual Harassment Act. CAP. 107.

31. The minimum hours of attendance at work for the  Hours of
various categories of Officers shall be as determined by the "%
Committee. All Officers shall be required to work a minimum
of thirty-nine and one half hours per week. No permanent
alteration of the determined hours of work of any category of
Officers may be effected unless the Committee so approves,
butthe Clerk may require any or all of the staff of the National
Assembly to work temporarily for longer hours than those
determined whenever the public interest so requires. Addi-
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tional hours worked shall be compensated for by overtime for
which prior approval shall be given by the Committee, or by
time offinlieuofovertime. :

32. No Officer may absent himself from duty during work-
ing hours without the permission of the Clerk. An Officer who
absents himself from work without permission shall render
himselfliable to disciplinary action.

33. AnOfficer shall make every effort to contact his super-
visor inthe case of illness or otherunavoidable circumstances
onthe firstday ofhis absence. An Officer who absents himself
from duty without permission shall render himself liable to
disciplinary action. Aggravated cases could lead to dismissal.

34. Every Officer shall be assessed on a bi-annual basis and
a Performance Appraisal Report shall be submitted to the
Committee by the Clerk not later thanthe 31 anuary and 31%
July of each year.

35. Every Officer, except the Clerk and the Deputy Clerk,
shall sign his name in the Attendance Register kept in the
National Assembly for this purpose and insert the time of his
arrival and departure from duty. The Clerk shall deputize the
Deputy Clerk to examine and initial this Register every dayand
bring to his notice any case ofhabitual or frequent unpunctuality
or absenteeism on the part of any Officer. The Clerk or the
Deputy Clerk shall examine this Register at least once every
month.

36. (1) Strictpunctuality shall be observed in attendance at
the office and absence from place of work shall be authorized
by the Clerk or the Deputy Clerk. Any Officer who is late or
absent in any one day without an adequate excuse to the
satisfaction ofthe Clerk may be subjectto a deduction from his
salary.
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(2) The deductionshall be recovered fromthe Officer’s
salary at the end of the month following that for which the
penalty is imposed. It shall be calculated on the basis of the
Officer’s regular hourly rate ofpay andshall beequivalenttothe
salary forthe period during whichhe was Jate or absent without
permission.

3)In additionto the deductionreferred to in(1)and
(2) above, an Officer may be subject to other additional
penalties setout inthese Regulations if the Clerk recommends
the imposition by the Committee of such penalties, dueto an
Officer’s persistent late attendance or absenteeism from work.

37.(1) An Officer, whetheron leave of absence or notis
forbidden, without the consent ofthe Committee OF the Gover-
nor-General, as the case may be:-

(a) to undertake any private work for payment or
gain;

(b) toengage inatrade, business, employmentor in
any commercial undertaking; or

(c) toacceptany commission in any matter con-
nected with the exercise of his duties.

2) Approval may be granted by the Committee where
there is no conflict of interestand shallbe consideredonacase
by case basis after consultation with the Clerk.

38. Officersare prohibited fromreceiving giftsin their line
of duty whether in the form of money, goods, free passages Ot
other personal benefits or from giving such gifts.

39, Exceptwiththe prior sanction ofthe Governor-General
or the Committee, no Officer may sell, rent, hire orallowtobe
sold, rented or hired his private property to the National
Assembly.

Private
employment.

Acceptance of
gifts.

Private
property.
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40. (1) Subject to subregulation (2) below, Officers ap-
pointed under section 6 of the Actare prohibited from using
National Assembly vehicles for private purposes.

(2) No Officer appointed under section 6 of the Act,
other than an authorized driver, shall be allowed to drive a
National Assembly vehicle and the Clerk shall ensure compli-
ance with this subregulation.

41. (1) Exceptincases of companies in which the majority
shares are held by or on behalfofthe Government, Officers are
not allowed to accept the auditorships or directorships of, or
hold shares in, business organizations or companies without the
approval of the Governor-General or the Committee.

(2) Approval may be granted by the Committee or the
Governor-General for an Officer to be an auditor or director of
acompany where there is no conflict of interest and shall be
considered on a case by case basis after consultation with the
Clerk (if the Clerk is not the Officer concerned), or with the
Minister in the case of the Clerk.

42. The Financial and Stores Orders, together with the
Finance and Audit Act, shall govern the conduct of Officers in
connection with the receipt, custody and disbursement of
National Assembly funds and the custody of National Assem-
bly stores.

43. (1) Officers are forbidden to be editors of newspapers
or to take part in the management of newspapers, directly or
indirectly. They may not, without the permission ofthe Clerk
orthe Governor-General in the case of the Clerk or the Deputy
Clerk, contribute to any newspaper in Belize or elsewhere on
questions which may be regarded as party-politics, though they
may contribute articles upon subjects of general interest:

Provided that the Governor-General or the Committee
shall determine whether an article deals with party-politics or
not.
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(2) AnOfficer, whether on duty or on leave, shall not
allow himselfto be interviewed on matters affecting the defence
ormilitary resources of Belize.

(3) Statementsto the press involving public policy shall
not be made by Officers without prior clearance from the Clerk
orthe Governor-General in the case of the Clerk or the Deputy
Clerk.

(4) Statements for publication involving factual ortech-
nical information may be made by the Clerk or the Deputy
Clerk and other senior Officers if authorized by the Clerk.

44. Subject to the Freedom of Information Act, an Officer
shall not, without the prior written approval of the Clerk or the
Governor-General in the case of the Clerk or the Deputy Clerk,
make public or communicate to the press or cause to be made
public or so communicated to the press or to unauthorized
individuals any documents, papers or information which may
come into his possession in his official capacity, or make private
copies ofany such documents or papers.

45. Officers are forbidden to give broadcast talks or to
engage in any discussion of an administrative nature without the
prior written approval ofthe Clerk or the Governor-General in
the case of the Clerk or the Deputy Clerk.

46. Except under an Order of court or where the law
expressly provides, and with the written permission of the
Clerk, orthe Governor-General in the case of the Clerk or the
Deputy Clerk, Officers shall not disclose or produce in evi-
dence in any court of law or any other forum any official
document ofa confidential nature.

47. (1) Officers shall have access to records personally
relating to themselves but, before doingso, shall obtain the prior
written permission of the Clerk. The Clerk may require the
Officerto inspect the records in his presence or in the presence
of'the Deputy Clerk.

Unauthorised
disclosure of
information
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(2) Officers are entitled to make copies of official
correspondencerelating to themselves, upon application to the
Clerk. The cost of such copies shall be borne by the Officer
making the request.

48. (1) Officers who may wish to make representations
regarding matters affecting their conditions of service, should
do so personally or through their staff representative to the
Clerk and should not directly approach a Member of the
National Assembly.

(2) Representations from Officers to members of the
National Assembly concerning any aspect of their conditions of
service are hereby prohibited. Officers should utilize the proce-
dure outlined in subregulation (5) below.

(3) The Clerk shall:-

(a) respond within fourteen days, where the matter
canbe dealt with internally;

(b) forward such representation to the Committee
and other appropriate authority within seven
days, where the matter cannot be dealt with
internally.

(4) The Clerk should state in a separate memorandum,
ifnecessary, his own views on the representations made and
make definite recommendations as to the merit of the represen-
tations.

(5) When the Officer has notreceived a reply within
twenty-one days he shall forward a copy ofhis request directly
to the Committee and the addressee.

49. (1) Officers are expressly forbidden to participate ac-
tively on behalf of any party or candidate in any National,
Municipal or Village Election.
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(2) Withoutprejudice to the generality of subregulation
(1)above, an Officer is expressly forbidden to:-

(a) acceptappointment or election, whether paid
or unpaid, as an Officer ofa political party;

(b) offer himself as candidate for election to the
House of Representatives, City Council, Town
Council, or Village Council, unless he has first
resigned from the National Assembly Service;

(c) make speeches or answer questions at public
meetings in amanner which indicates support
for, or antipathy towards, any political party or
politician;

(d) assistintheelection campaign of political can-
didates;

{e) write lettersto the press which refer to political
matters and indicate party bias;

() distribute literature which advocates the pursu-
ance of a particular party policy;

(8) show favour to members of a particular party
when dealing with the public or when dealing
with any form of National Assembly business;

(h) solicit funds for any candidate or any political
party;

(1) engageinany activity ofa party political nature.

50. (1) Where legal proceedings are instituted againstan  Legat
Officer in respect of any act or omission committed in the :;:::::ngs
performance ofhis duties, such Officer shall be entitled tothe  Officers.

cost of legal assistance if the Chief Parliamentary Counsel
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advises the Committee that it is a proper case for legal assis-
tance and the Committee is of the opinion that itis in the public
interest for such assistance to be given.

(2) Where proceedings broughtagainstan Officer are
defended by Government, and the Committee considers that it
would be advisable to settle such proceedings, the Committee
shall recommend to the Financial Secretary the amount for
which it considers that efforts should be made to settle such
proceedings and also the amount, if any, which the National
Assembly should contribute towards such settlement. Upon
receipt of the decision, the Officer shall be informed of what
amount, if any, he shall be called upon to contribute towards
such settlement. Ifthe Officer agrees to make the contribution
decided upon, he shall so state in writing and, thereupon, the
Committee may take steps to settle such proceedings. Ifthe
Officer does not agree to contribute the amount decided upon,
Government may refuse to continue to defend him.

(3) Where, as a result of the act of an Officer, legal
proceedings are successfully brought against the National
Assembly or any Officer thereof, and the Committee deems it
desirable to settle such proceedings out of court, disciplinary
action may, if the circumstances so warrant, be instituted
against such Officer.

51. Disputes inthe National Assembly Service whichmay
involve or give rise to industrial action shall be determined in
accordance with any law or enactment which makes provision
for the determination of such disputes.

52. (1) Without prejudice to the laws relating to essential
services, ifan industrial dispute results ina strike, salaries and
wages of Officers who go on strike shall not be paid for any day
or portion of a day during which they are on strike.

(2) Withoutprejudice to the generality of subregulation
(1)above:-
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(a) ifan Officer merely reports for work on any day
of a strike but does not work for the day, he
shall notreceive pay inrespect of that day;

(b) ifan Officer works only fora partofa day ofa
strike, he shall not be paid for that period of the
day during which his services were withheld.

(3) Any Officer who engages in a strike not arising out
of, ornotresulting from, an industrial dispute renders himself
liabletodisciplinary action, including dismissal.

(4) Atthe commencement of a strike, the Clerk shall
inform all Officers on leave of the existence of the strike and
request them to report for duty immediately. Officers who fail
toreport to work shall, in the absence of satisfactory explana-
tion, be deemed to be in support of the strike and shall not be
eligible for pay from the date of the commencement of the strike
until such time as they report for duty and commence to work,
oruntil the strike 1s concluded, whichever is first. This provision
applies to Officers on any type of leave except:-

(a) sick leave;

(b) maternity leave;

(c) leave onurgentprivate affairs;

(d) specialleave;

(e) study leave;

() leaveoutside Belize:

Provided, however, that salaries and wages may be

paidto persons who are absent on the grounds of illness where

the entire period of such absence is supported by a satisfactory
medical certificate.
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(5) Itisexpected that there will be some workers who
report for duty and are willing to work but are prevented from
doing so because of circumstances beyond their control. A
distinction should be made between this class of workerand the
bona fide strikers and the former class may be paid if, after
reference to the Committee, it is considered that the circum-
stances justify such action. Inany case, where there is doubt
whether an Officer was a bona fide striker, an enquiry shall be
instituted by the Committee in order to determine the category
in which his conduct places him.

53. Officers are expected to be properly attired while on
duty. From time to time, the Committee may specify dress that
is not considered proper during official working hours. The
Clerk shall ensure that an appropriate standard of dress,
especially at public counters, reception desks and inevery case
in which members of staff come into contact with the public, is
maintained.

54. Where, in respect of any function discharged by an
Officer, it is considered that uniforms are necessary for orga-
nizational reasons or for protective and identification purposes,
the conditions applicable to the provision of such uniforms shall
be determined from time to time by the Clerk.

55.(1) Officers shall conduct themselves with decorum
while at work so as not to disturb others, and so as to maintain
an atmosphere of efficiency and purposefulness at the work-
place. In particular, Officers shall notengage in loud conversa-
tions, sing or play radios above a barely audible level at the
workplace. They shall not eat or drink in areas to which the
public has access.

(2) Inno circumstances shall items which offend good
taste or morals be displayed in a National Assembly Office. No
picture, notice, or any other similar items shall be attached tothe
walls of a general office without the prior permission of the
Clerk or aduly authorized Officer.
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PARTIV

DISCIPLINE OF OFFICERS

56. (1) The authority for the discipline of Officers other
than the Clerk and the Deputy Clerk is vested in the Commit-
tee; provided that where there is a law which provides the
necessary means of dealing with disciplinary offences in the
case of any members of the National Assembly Service,
proceedings shall be taken under such law. Inall other cases
notregulated under any law, the Committee shall deal with
cases of discipline at its discretion.

Provided that the provisions ofthis subregulation shall
not apply to Officers appointed under section 5 of the Act.

(2) The power to discipline persons appointed to the
- postof Office Assistantand to discipline Officers in respect of
abuse of National Assembly vehicles is delegated to the Clerk.

57.(1) TheClerk may exercise disciplinary control overall
Officersinthe National Assembly, other than the Deputy Clerk,
in respect of any matter arising from or connected with the
abuse of the National Assembly vehicles and may, where the
complaint of such abuse is proved:-

(a) levy asurcharge by deduction from salary to
recover cost of damage, gasoline, wear and
tear and other expenses arising from such abuse;
or

(b) administer an oral or written reprimand; or

(c¢) suspend or defer increment.

(2) Inany case where the Clerk considers that a more
severe punishment is justified that he is authorized to impose
under sub-regulation (1) above, he shall refer such case to the
Committee with his recommendations thereon.

Authority te
discipline
Officers.

Abuse of
National
Assembly
vehicles.
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58. Any person against whom disciplinary action is taken
by the Clerk in exercise of the powers under Regulation 57 may
appeal to the Committee within twenty-one days of the date
thereof.

59. (1) If, after oral warning of inefficiency or misconduct,
an Officer’s work or conduct does not improve, he shall be
warned in writing and required to acknowledge receipt of such
warning in writing. Inaggravated cases, a copy ofthe corre-
spondence shall be sent to the Committee.

(2) Where disciplinary action is recommended in the
correspondence sentto the Committee under subregulation (1)
above, but dismissal or compulsory retirement is not contem-
plated, the Committee may cause an investigation to be made
into the matter in such manner as it shall think proper, and the
Officer shall be entitled to know the whole case made against
him, and shall have an adequate opportunity throughout of
making his defence. If, as a result, the Committee is of the
opinionthatthe allegation is proven, it may impose such penalty
upon the Officer as it thinks fit, such as demotion, stoppage of
increment, fine, reprimand or caution.

(3) Where dismissal or compulsory retirement is con-
templated on the correspondence sent to the Committee under
subregulation (1) above, the Officer may, if he wishes, request
that he appear before and be heard by the Committee with or
withouta union representative, attorney or some other person
present to assisthim at the hearing, and such arequest shall be
granted. However, before cases of this nature are considered,
there shall be on file arecord of instances or occasions on which
the Officer was made aware of the unsatisfactory state of his
work or conduct.

(4) AnOfficer whose appointmenthas been confirmed
may be dismissed atany time on the grounds of misconduct,
insubor-dination or gross inefficiency at work. He shall be
entitled to paymentinlieu ofall vacation leave accrued to him.
The procedure for dismissal is outlined in Regulation 61 below.

s b i e s e 2 i i e RS i e e 1 P 4508k
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60. Where an Officer has been convicted on a criminal
charge, no further proceedings are necessary before dismissal
is effected. The Committee, after a consideration of the pro-
ceedings of the Court making the conviction and of the Superior
Court, if any, to which an appeal has been made, may take
action in accordance with Regulation 61 below.

61. An Officer may, subject to the provisions of sub-
paragraph (f) below, be dismissed by the Committee only in
accordance with the rules contained in paragraph (a) to (e) of
thisregulation as follows:-

(a) the Officer shall be notified in writing of the
grounds upon which itisintended to dismiss him
or terminate his appointment, and he shall be
given full opportunity of exculpating himself;

(b) the matter shall be investigated by the Commit-
tee with the aid of the Clerk or such other
Officer(s) or person(s) as the Committee may
appoint;

{c) ifany witnesses are called to give evidence, the
Oftficer, his union representative, or attorney
shall be entitled to be present and to put ques-
tions to the witnesses;

(d) no documentary evidence shall be used against
the Officer unless he has previously been sup-
plied with a copy thereofor given access thereto;

(e) inlieuofdismissal the Committee may, at its
discretion, impose some lesser penalty such as
demotion, stoppage of increment, fine or repri-
mand. Alternatively, ifthe proceedings disclose
grounds for so doing it may, without further
proceedings, require the Officer to retire in
accordance with Regulation 62;

Conviction on
criminal
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(» ifthe Officeris convicted ofacriminal charge,
the Committee may, after a consideration of the
proceedings ofthe court, dismiss the Officer or
subject him to some lesser penalty. Alterna-
tively, if the proceedings disclose grounds for
so doing, the Committee may, without further
proceedings, require the Officer to retire in
accordance with Regulation 62. The action
referred to may be taken under thisregulation if
an Officeris charged with a criminal offence and
the Court finds the charge proved but exercises
its powers under the laws of Belize and, on
grounds of leniency, suspends the sentence.

62. Notwithstanding anything to the contrary in these regu-
lations, if the Committee considers that it is desirable in the
public interest that any Officer should be required to retire from
the National Assembly Service on grounds which cannot
suitably be dealt with by the procedure laid down in Regulation
61 above, it shall call for a full report from the Clerk. The
Officer shall be given an opportunity of submitting areply to the
complaints by reason of which his retirement is contemplated.
The Committee, if satisfied, having regard to the usefulness of
the Officerand all the other circumstances of the case, that it is
desirable inthe public interest so to do, may require the Officer
toretire, and the Officer’s service shall accordingly terminate
onsuch date as the Committee shall specify. Inevery such case,
the question of pension shall be dealt with under the laws and
regulations governing pensions as provided under section 9 of
the Act.

63. (1) Where the alleged offence committed by the Of-
ficeris of'a criminal nature, and inany case, if the Committee
considers that the public interestrequires that an Officer should
cease to exercise the powers and functions of his office
instantly, he may be interdicted from the exercise of the powers
and functions ofhis office provided that legal proceedings are
being taken or are about to be taken against him. He shall be

-
e
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allowed toreceive such portion of the emoluments of his office
not being less than one halfas the Committee shall approve.

(2) Ifcriminal proceedings are instituted against him,
proceedings for his dismissal upon any grounds involved in the
criminal charge shall not be taken, pending the criminal pro-
ceedings and the determination of any appeal arising therefrom.

(3) If he is convicted on a criminal charge serious
enough to warrant his dismissal from the service, he shall not
receive any emoluments from the date of conviction, pending
consideration of his case by the Committee.

(4) Ifheisacquitted of the criminal charges, he shall not
be dismissed on any charge upon which he had been acquitted,
butnothing in this regulation shall prevent his being dismissed or
otherwise punished on any other charges arising out of his
conductinthe matter, provided that they do not raise substan-
tially the same issues as those on which he has been acquitted
and ifthe Committee thinks fit, the usual proceedings may be
taken for the purpose.

(5) Ifhe isdismissed, he forfeits all claim to retiring
benefits.

(6) Ifthe proceedings against such Officer donot result
indisciplinary action, he shall be entitled to the full amount of the
emoluments which he would have received ifhe had not been
interdicted.

64. Where the alleged offence committed by the Officer is
of such a nature that the Committee considers that in the public
interest an Officer should cease to exercise the powers and
functions ofhis office instantly, he may be suspended from the
exercise of the powers and functions ofhis office pending an
investigation into the case:

Provided that an Officer who has been suspended shall
be allowed to receive such portion of the emoluments of his
office not being less than one half as the Committee shall

Suspension.
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approve. Ifthe proceedings against such Officer do notresult
indisciplinary action, he shall be entitled to the full amount of the
emoluments which he would havereceived ifhe had notbeen
suspended:

And provided further that every effort should be made to
resolve the case expeditiously.

65. (1) AnOfficer who, while on secondment, isalleged by
the receiving organization to have committed an offence, shall
bereturned by the receiving organization back to the National
Assembly and shall be interdicted or suspended by the Com-
mittee or the Governor-General from the exercise of the
powers and functions ofhis office pending aninvestigationinto
the case. He shall be allowed to receive such portion of the
emoluments of his office not being less than one half as the
Committee or the Governor-General shall approve.

(2) The Officer shall appear before the Committee or
the Governor-General accompanied by arepresentative of the
receiving organization and his unionrepresentative or attorney
ifhe so desires.

(3) Ifthe Officerisacquitted of the charges, he shall be
reinstated to his substantive post immediately, and shallreceive
the portion of his emoluments withheld from him while on
suspension or interdiction.

(4) Ifheis found guilty as charged he may be dismissed,
or the Committee or the Governor-General may, at its or his
discretion, impose some lesser penalty in accordance with
Regulation 59(2) above.

66. Ifan Officer is under interdiction or suspension he shall
not, without the written permission of the Committee or the
Governor-General, leave the country during the interval before
he isreinstated, dismissed, or otherwise disciplined.
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67. (1) Ifthe Clerk decides to recommend the stoppage or ii‘;e"rl’rzlgc’or
deferment of an increment, the Officer concerned shall be  syspension of
informed in writing precisely why his incrementisnotbeing ~ increment.
granted in order that he may have as early an opportunity as
possible to remedy matters. Before the increment becomes
due, there should already be on record, and within the knowl-
edge of the Officer concerned, any information about his
behaviour or inefficiency which may provide the basis for the

decisionnotto grant the increment when due.

(2) AnOfficer whoseincrement is stopped or deferred
butis subsequently approved shall draw the increment from the
date of such approval.

(3) An Officer’s increment may also be suspended.
This is in the nature of a warning and merely postpones a
decision as to whether the next increment should be granted. If
the increment is subsequently approved, it shall be granted
retroactively from the date on which it was originally due.

(4) Ifthe increment was only deferred, the Officer’s
original incremental date remains unchanged, and he shall not
lose seniority and his position on the incremental scale shall be
computed as though there has been no deferment.

(5) Iftheincrement isstopped, the Officer loses senior-
ity forthe period of stoppage. Ifit is subsequently approved, the
date of such approval becomes the Officer’s new incremental
date.

68. A senior Officer authorized to issue instructionstoa  Senior
.. R . . . Officers
junior Officer and to compel his obedience shall be prima facie responsible

responsible for any act or omission on the part of the junior  for acts of
Officer performed during and in the course of his (the junior glf';:zerrs
Officer’s) employment. He shall be liable for appropriate
punishment for any dereliction of duty on the part of the junior

Officer working under his control or supervision, unless it can

be shown thatsuch act or omission arose through no neglector
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fault on the part of the senior Officer and that all proper and
adequate steps were taken to prevent the occurrence.

PARTY
LEAVE OF ABSENCE
Officers 69. Subjectto the exigencies of the National Assembly and
f;‘v'g“ads ” to these Regulations, Officers shall be entitled to leave, as set
right. out in this Part, as of right.
Authority for 70. Authority for the grant of vacation leave to individual

grant of leave.  (yfficers is vested in the Committee. General authority is

delegated to the Clerk, who may in turn, if he so wishes,
delegate this authority to the Deputy Clerk. Thisregulation does
not apply to leave without pay.

::)l;pll::zva:i:: ‘ 71. Officers wishing to apply for vacation leave shalldo so

leave roster. at least one month before the date on which they intend to
proceed on such leave and it shall be the responsibility of the
Clerk to ensure thata leave roster, reflecting as far as possible
the period of leave requested by each Officer, is prepared at the
beginning of each calendar year. Applications should, as faras
possible, be in conformity with the approved leave roster.
Where an Officer applies for vacation leave, but does not give
at least one month’s notice, such application shall be consid-
ered only where it is in conformity with the roster, or where the
Clerk is satisfied that the leave is required on the grounds of
urgent private affairs.

Deferment of 72. (1) The granting of vacation leave to an Officer may be
leave. deferred ifitisinthe interest ofthe service todo so.

(2) Any leave granted under these Regulations may be
deferred ifitis desirable that an Officer returns to duty before
the expiry of the leave granted. Further accumulation ofleave
shall, however, be subject to the limits prescribed in these
Regulations.
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73. Itis mandatory that all Officers take at least ten (10)
working days leave annually.

74. When an Officer is about to exceed his maximum leave
entitlement, the Clerk may request the Officer to take leave.

75. AnOfficer on leave seeking an extension of suchleave
shall, in the absence of exceptional circumstances, apply in
sufficient time to allow a reply to be received before the
expiration of the original period of leave granted.

76. The Clerk is expected to make an effort to arrange for
the performance of an Officer’s duties while that Officeris on
leave for one month or less without extra cost to the National
Assembly.

77. (1) Officersapplying for leave onthe grounds of urgent
private affairs must satisfy the person authorized to grant such
leave thatthe leave is unavoidable. This may be done confiden-
tially if necessary.

(2) For the purposes of these Regulations, “urgent
private affairs” relates to death in the family, illness in the family,
and such other personal business of a nature which, in the
opinion of the Clerk, reasonably necessitates the Officer’s
absence from duty.

78. Notwithstanding anything to the contrary in these Regu-
lations, an Officer who is being retired from the National
Assembly Service shall be granted, immediately prior to the
effective date ofhisretirement, all vacation leave on full salary
for whichheiseligible.

79. An Officer whoresigns voluntarily oris being dismissed
fromthe National Assembly Service shall be paid asum equal
to the remuneration which he would have received had he been
granted all the vacation leave to which he was entitled immedi-
ately priorto his resignation or dismissal.
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I‘i:"v"e“"“ 80. Vacation leave shall be granted on full salary, atthe rate

entitlement. ofi-

(a) 30 working days perannum to any Officer who
holds a post of Pay Scale 9 or above; and

(b) 20 working days per annum to any Officer who
holds a post below Pay Scale 9.

Method of 81. (1) Incalculatingleave under Regulation 80 above, any
lc:;v“:':;‘y“sg broken period of a month is taken into account, for example,

where a senior Officer has served for 2 years 5 months 17 days
he shall be eligible to leave calculated as follows:-

2 years 5 months =29 months at 30 days perannum

(i) 29 x 30 = 72.5

1 2

17 days at 30 days per annum

(i) 17 x 390 = 14
73.9

U8}
[ew}
J—
N

(iii) TOTALLEAVEDAYSDUE=74days.

(2) Where a junior Officer has served for 2 years 5
months 17 days he shall be eligible to leave calculated as
follows:-

2 years 5 months =29 months at 20 days per annum
(i) 29 x 20 = 48.3
1 12
17 days at 20 days per annum

(i) 17 x 20 = 94
30 12 49.2
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(iiij TOTALLEAVEDAYSDUE=49days.

(3) In the case of Officers on part time study, leave
shall be granted in accordance with the provisions of the
Second Schedule.

(4) Leave (other than that taken prior to retirement)
may be taken at any time convenient to both the Officer and the
National Assembly.

(5) Officersshall notearn vacation leave while on study
leave exceeding twelve weeks, or on sick leave exceeding
fourteen calendar days. Public and Bank Holidays shall not be
taken into account in the grant of vacation leave.

82. Officers shall not be granted vacation leave until they
have served for six consecutive months from the date of first
appointment, except on the grounds of urgent private affairs.

83. Officers who earn thirty working days vacation leave
per year may accumulate leave up to a maximum of seventy
days; Officers who earn twenty working days vacation leave
per year may accumulate up to a maximum of fifty days.

84. (1) Whenan Officerhas applied for leave for which he
iseligible, buthas notbeen granted the leave within two weeks
of his formal application, he shall forward his request to the
Committee which, after consultation with the Clerk, may ap-
prove the grant of leave or accumulation of leave, in excess of
the maximum stipulated in Regulation 83 above.

(2) Officers shall notearn vacationleave while on:-
(a) study leave exceeding twelve weeks;
(b) sick leave exceeding sixteen calendar days;

(¢) suspension from duty;

Second
Schedule.

Minimum
service for
vacation
leave.

Maximum
accumulable
leave.

Refusal of
leave and
periods
during which
leave is not
earned.
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Payment of
leave
eligibility on
death of
Officer.

Sick leave.

(d) secondment;

(e) leave withoutpay;

(f vacation leavein excess of 30 working days;
(g) maternity leave,

85.In the event of the death of an Officer while in the
Service, there shall be paid to his legal personal representative
or beneficiary, a sum equivalent to the salary and all the
allowances that the Officer would have received had he been
granted all vacation leave to his credit, at the date of death.
Payment should be at the rates prevailing at the date of death.

86. (1) The clerk may grant to Officers in the National
Assembly up to sixteen days sick leave with full pay inany one
calendar year. This may be granted for such period or periods
as the Clerk shall consider necessary for the recovery of the
Officer; provided that absence for more than one day on any
occasion shall not be granted without satisfactory evidence of
illness and that not more than six such days of paid sick leave
shall be allowed withouta medical certificate in any one year.

(2) Sickleavereferredtoin(1)above may also be used
by Officers in the case of illness of their spouse or children up
toamaximum of five days and in the case of fathers as paternal
leave to assist at the time of the birth of their child up to a
maximum of five days.

(3) AnOfficerrequiring leave on the grounds of'illness
shall submithis application not later than the first day ofabsence
unless prevented from doing so by circumstances beyond his
control. Such application must be accompanied by adequate
evidence of the nature of the illness, including the written
optnion ofamedical practitioner and Social Security Forms
SB1 and SM2.
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(4) Ifthe Officer has already exhausted his sick leave
foraparticular year and requires further sick leave without a
medical certificate, he shall be required to utilize vacation leave
or may be granted leave without pay.

(5) Should the illness of the Officer necessitate his
continuous absence beyond his normal sick leave eligibility,
application may be made to the Committee accompanied by
relevant medical evidence and the Committee may grant special
sick leave up to a maximum of one hundred and eighty days on
full pay. This shall be contingent on a prognosis of eventual
recovery and return to duty by the Director of Health Services.

(6) Ifthe illness of the Officer exceeds 180 days, the
question ot his fitness for further service shall be taken up with
the Director of Health Services. On substantial evidence from
a Medical Board that full recovery and return to duty is
probable, the Officer may be granted further extension of
special sick leave by the Committee up to a further 180 days on
halfpay.

(7) Ifthe illness of the Officer exceeds three hundred
and sixty days he shall re-appear before the Medical Board
which shall determine his fitness to continue in service.

87. The Clerk may at any time where an Officer has been
frequently absent on sick leave, request the Director of Health
Services to advise whether the Officer should appear before a
Medical Board to consider his fitness to continue in service.

88. Ifan Officer falls ill while on vacation leave, and he
produces satisfactory medical evidence to the Clerk proving
such illness, he shall be entitled to an extension ofhis vacation
leave for the number of days he was ill as shown in the medical
report furnished by him.

89.(1) All female officers are entitled to the grant of
maternity leave.

Medical
Board.

Sick leave
during
vacation
teave.

Maternity
leave.
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Maternity
and paternity
leave
entitlement.

(2) Allapplicants for maternity leave shall be:

(a) submitted at leastten weeks prior to the officer’s
expected date of delivery; and

(b) accompanies by Social Security forms MB and
SM2.

(3) Anofficer who failsto observe the requirement of
this Regulation and who applies for maternity leave after the
date of delivery shall be subjected to disciplinary action.

(4) Anofficer may take vacation leave which is due to
her atthe expiration ofher maternity leave.

(5) Maternity leave shall not be considered as sick
leave and sick leave shall not be granted as a substitute for
maternity leave.

(6) Sick leave shall be granted to run consecutive to
maternity leave on the basis ofamedical certificate.

90. (1) Anofficer is entitled to a total of fourteen weeks
maternity leave which shall be on full pay. Maternity leave shall
be granted as follows:-

(a) seven weeks before expected date of confine-
menton tull pay;

(b) seven weeks after the expected date of con-
finementon full pay;

(c) the seven weeks before and the seven weeks
after the date of confinement shall be manda-

tory.

(2) Anofficer who has completed less than one hun-
dred and fifty (150) days service and requires maternity leave
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shall be granted leave without pay. Such leave shall not be
consideredas “service” for pension purposes.

(3) Fathers may be granted paternity leave upto five
(5) calendar days at the time of the birth of their child. The grant
ofthis leave will be based on the presentation of the certificate
ofbirth.

(4) Inthe event of the death of the mother before the
expiration of the post natal leave, the father ofthe child shall be
entitled to take leave of a duration equal to the unexpired
portion of the post natal maternity leave.

91. Any extended absence by an Officer due to illness
resulting from her pregnancy shall be allowed as leave without
pay, unless the Officer hasto her creditsick leave (upto sixteen
days) whichmay be allowed with pay.

92.(1) Special leave on full salary may be granted by the
Clerk for such purposes and for such periods as he may deem
to be in the public interest, such as:-

(@) to enable Oftficers who belong to the Belize
Defence Force to attend Training;

(b) to enable Officers who are selected by the
proper authorities to represent Belize in inter-
national sporting and cultural events and to
attend training and to represent Belize as afore-
said;

(¢) toenable Officersselected by recognized Unions
or Associations to attend trade union training
courses or conferences; and

(d) to enable Officers in such other instances as
may be considered reasonable by the Clerk to
dosuch things which are considered tobe inthe
public and national interests.

Maternity
leave without

pay.

Special leave.
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Maximum
special leave.

Leave without
pay.

Duty leave.
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secondment.

Compassionate
leave.

(2) Appealsagainstthe decision ofthe Clerk concern-
ing refusal of special leave shall be made to the Committee.

93. Special leave on full pay granted under Regulation 92
above shall be limited to one month in any one year and any
leaverequired over and above this maximum shall be treated as
vacation leave, if the Officer is eligible therefore, or otherwise
as leave without pay:

Provided that in any special case where hardship is
likely to arise, the Clerk may grant to any Officer additional
leave on full or halfpay.

94. Authority is hereby vested in the Clerk for the grant of
leave without pay to Officers who have submitted one month’s
prior written notice, up to a maximum period of ninety days on
any one occasion, but subject to renewal for further like
periods. Allleave granted without pay shall notbe considered
as service for pension purposes.

95. The Clerk may grant duty leave to Officers who have to
be away on official duty. All cases of duty leave shall be
reported in writing to the Committee.

96. (1) Whenan Officeris seconded he shall be paid forall
vacation leave earned prior to his departure on secondment.

(2) Leave earned by an Officer while on secondment
shall not be credited to the Officer’s leave entitlement on his
return to the National Assembly Service. The Officer should
make adequate arrangements with the receiving organization on
how to deal with the issue of leave due to him.

97. The Clerk shall grant compassionate leave to an Officer
up to three days on the death of an immediate family member
(i.e. mother, father, husband, wife, children, brother or sister).
Such leave shall not be charged against an Officer’s earned
leave.
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98. An Officer who has been selected to attend, on a full
time basis, a course of training approved by the National
Assembly shall be granted leave on full pay together with
appropriate training allowances where the duration of the
course is for not more than one year. Where the courseisofa
longer duration, maintenance allowance in accordance with
Regulation 149 shall be paid together with the appropriate
allowances.

99. (1) Only Officers confirmed in their appointment shall
be considered for study leave.

(2) The Committee shall approve study leave to Offic-
ersselected for training exceeding twelve weeks. Requests for
study leave not exceeding twelve weeks shall be approved by
the Clerk.

(3) AnOfficer, after successful completion ofa course
of study approved by the Committee, shall be required to fulfill
the requirements of his bond before study leave to pursue a
further course of study can be approved.

100. Extension of study leave may be granted if it is
considered thatsuch a grant is in the interest of the Service. Any
application for extension of study leave must be supported by
the Clerk before being submitted to the Committee.

101.(1) Leave without pay for the purpose of training
may be granted to an Officer who, on his own initiative, gains
entry to or is registered as a student of a university or other
institution of learning and whose course of training is not based
primarily onthe needs ofthe National Assembly Service. Such
approval is subject to the exigencies of the Service.

(2) Officers granted study leave without pay shall not
be required to sign bonds.

Leave to
attend

training
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Study leave.

Extension of
study leave.

Study leave
without pay.
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(3) Study leave without pay shall not be granted to
Officers who are not yet confirmed in their appointments.

(4) Study leave without pay shall only be granted for
fulltime study (except in cases where on-the-job training is
required as part of the course).

(5) Should an Officer on study leave without pay cease
full-time study at any time without approval, his leave shall be
deemed to have been terminated and he shall be required to
resume duty forthwith.

(6) Approval for any change in the course of study or
the institution of study as originally approved must be obtained
from the Committee.

102. Where an Officer wishes to undertake a course of
study atan approved tertiary institution, one or two days per
week, the Officer shall forward his application to the Clerk for
transmission to the Committee. Such application shall be ac-
companied by a statement by the Clerk, as to whether ornot it
is considered that the course of study would be one of benefit
tothe National Assembly Service and, if so, whether the Officer
should be released for the purpose. The grant of'study leave for
this purpose shall be considered only where evening classes are
notavailable for the particular course and shall be granted in
accordance with the rules specified in the Second Schedule to
these Regulations.

PART VI

EDUCATION TRAINING AND CAREER
DEVELOPMENT

103. The general direction of training policy for the Na-
tional Assembly Service, including the types and levels of
training, is hereby vested in the Committee. Subjectto such
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regulations as may be made by the Committee, the Committee
may select Officers for overseas training awards.

104. The selection ofa candidate to attend any course of
training shall be dependent on his passing a medical examina-
tion.

105. The Clerk shall issue annually as appropriate, a
circular inviting Officers to submit their training needs for
overseastraining during the following year.

106. The Clerk shall notify each Officer of all in-service
training programmes organised and managed by the Public
Service Training Unit to be conducted during the following year
and invite nominations of Officers for such training. The Com-
mittee may select Officers for training, in the horizontal cadres
(i.e.,accounting, clerical and administrative grades).

107. Applications by individual Officers for training which
is not the subject of a National Assembly award shall be
submitted to the Committee by the Clerk through the Chairman
ofthe Committee.

108. An annual report from the institution of study shall be
submitted on behalfofan Officer granted study leave to ensure
that the Officer is making good use of the leave granted to him
and is pursuing with success the course of training for which
leave has been approved.

109. (1)  Ifotherwisenotprovided for, expenses directly
related to training approved by National Assembly shall be met
outby moneys allocated for that purpose in the budget ofthe
National Assembly.

(2) Expenses referred to in subregulation (1) above
shall include (where appropriate), the following items ofexpen-
diture:-

Medical
examination.

Proposals for
overseas
training.

Nominations
for in-service
training.

Applications
from
individual
Officers.

Annual

report.

Training
expenses.
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Training
agreement.

(a) passage from Belize to the place of training and
return passage;

(b) anintransitallowance;

(¢) awarm clothing allowance;

(d) tuition, examination and other approved fees;
(e) book and material allowances;

() maintenance or subsistence allowances; and

(g) incidental expenses as approved from time to
time by the Clerk.

(3) Returning Officers not eligible for allowancesunder
Regulation 121 shall be eligible for a token sum of one hundred
dollars ($100.00) towards excess baggage. This applies only
to students whose scholarship does not provide for such
incidental expenses.

110. (1) Alt Officers who receive training sponsored by
National Assembly ora donor agency shall signabond to serve
oncompletion oftheir training. Nobond shall berequired in the
case of training for less than six calendar months duration.

(2) The duration of service required by the bond shall
vary depending on the duration of the course of training in
accordance with the following table:-

Duration of course Period

(a) lessthansix calendarmonths............ NIL

(b) six calendar months to less than
onecalendaryear..................... one calendar year
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(c) oneacademic year to less that
twoacademicyears.................. two calendar years

(d) two academic years to less than
three academicyears.................. 3 calendar years

(e) threeacademic yearsto less

than fouracademicyears............... 4 calendar years
() fouracademicyearsandover......... lengthofstudy
computed in
calendaryears.

(3) The amount of an Officer’s bond shall be the

estimated cost of his training, including the salary and allow-

- ances payable during the period of training; and the total amount

of'such expenditure shall be the extent of an Officer’s indebt-
edness.

(4) Ifthe scholarship is terminated or suspended, or if
the Officer abandons the scholarship for any reason whatso-
ever, the Officer shall immediately resume duty and shall serve
the National Assembly for a period for which he enjoyed the
benefit of the scholarship.

(5) Ifthe Officer fails to complete the requisite amount
ofyyearsinthe service of the National Assembly, he shall pay to
the National Assembly the sum of money which is proportion-
ate to the time of service for which he is in default.

111. Officersto whom awards have been madetoenable  Obligations
while on

them to attend a course of training shall be required:- training.

(a) to devote their whole time to following the
course inrespect of which the award was made;
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Suspension
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termination
on training
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(b) to sit for any examination and to write such
papers or reports as may be required by the
training authorities; and

(¢) toresume duty or take up employment in the
National Assembly Service, without undue de-
lay, after the completion of the course of train-
ing, or at the expiry of any vacation or other
leave which may have been granted to them.

112. (1) Reports shall be required on the completion of
training courses and such reports shall be submitted to the
Committee, through the Clerk, within a reasonable time after
the completion of training or the expiry of any leave. Periodical
reports may be requested from the appropriate authority in
respectofevery Officer on training or study leave.

(2) Every Officer shall, withinareasonable time after
successful completion of his course of study, submit to the
Committee, two copies of his final report, dissertation, thesis,
etc. Thereasonable cost for said copies shall be borne by the
National Assembly. One ofthe copies shall be submitted to the
Chief Archivist and the other to the Clerk’s Office for record.

(3) Every candidate who is the recipient of a training
award may be requested to disseminate the knowledge and
skillsacquired.

113. A scholarship or other training award may be sus-
pended orterminated if:-

(a) reports ofthe Officer’s work or conducton the
course is unsatisfactory;

(b) the Officer, withoutreasonable excuse, failsto
passaprescribed examination within the time
fixed by the authorities of the institution which
he may be attending;
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(¢) the Officer engages in any activity which is
detri-mental to his progress in the course of
study prescribed to him;

(d) the Officer becomes unfitto complete his stud-
iesowingto illness or is absent from his studies
for more than three months owing to illness;

(e) the Officer fails toreply to correspondence or
to keep the Committee through the Clerk, in-
formed of his whereabouts; or

(f theOfficerisconvicted on criminal charges.

114. Ifan Officer on part-time study does not successfully
complete a course of study because of failure to attend regularly
orto pursue his course with diligence or abandons his course or
because he has had his course suspended or terminated as
provided for inRegulation 113 above, he may be required to
refund any study leave entitlement received in excess of the
vacation leave with pay, ifany, for which he would ordinarily
have been eligible, as determined by the Committee.

115. Offers of scholarships from international or other
organizations shall be dealt with on a service basis and not on
an ad hoc orindividual basis.

116. An Officer who prematurely terminates his course of
training without the prior approval of the Committee shall be
required to pay the National Assembly a sum of money equal
to the commitments he received prior to the premature termi-
nation, and any other amounts actually spent by the National
Assembly in connection with his training, whether or not the
National Assembly was responsible for paying for the training
forthat Officer.

117.(1) An Officer shall be eligible for financial assistance
up to amaximum of three thousand dollars ($3,000.00) from

Unsuccessful
completion of
part-time
studies.

Training
awards.

Penalty for
termination.

Assistance for
correspondence
courses.
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the National Assembly for a correspondence course training;
provided the approval of the Clerk is obtained before the
Officer attempts such course or training. Approval shall be
granted where the training is of value to the National Assembly
Service but shall be subject to the availability of funds.

(2) All applications for financial assistance shall be
forwarded through the Clerk to the Committee.

(3) Thenature of the financial assistance above shall be
one-halftuition fee plus one-halfthe total cost of books and
materials ofthe course. This financial assistance shall be paid to
the Officer after approval of his application by the Committee,
as provided in subregulations (1) and (2) above. Ifthe Officer
successfully completes the course of training he shall be reim-
bursed for the remaining halfof the cost of the course. Ifhe does
not successfully complete the course he shall be required to
refund the grant.

(4) AnOfficer who receives financial assistance fora
correspondence course shall submitareport at the end ofeach
year indicating his progress on the course. Ifthe Committee is
notsatisfied thatan Officer is pursuing his course diligently, then
the Officermay be required to repay the National Assembly the
amount spenton his training.

118. (1) Officers who attend an approved course of
training atalocal institution shall be eligible for a tuition grant,
subject to the availability of funds.

(2) Allapplications for grants must be supported by,
and forwarded through, the Clerk to the Committee. The
approval of leave to attend the course must be made by the
Committee.

(3) Officers whoreceive grants are expected to submit
areportto the Committee, through the Clerk, at the end of each
academic year.

i et s = anni e RS
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119. An Officer who on his own initiative applies for and is
approvedstudy leave to pursue a self-funded course of study,
shall not be considered, post facto, for arefund or grant for any
portion of the expenditure incurred for the training.

120. The Clerk is required to follow the guidelines shown
in the Third Schedule to these Regulations whenever he is
nominating Officers for study which lasts for more than one
year.

121. (1) A scholarship holder shall be provided with halfthe
cost of passages to the place of study for the spouse and
unmarried children below the age of eighteen years up to a
maximum of four passages ifthey accompany him abroad within
aperiod of one year and the cost of full passages from the place
of study. No such assistance shall be given ifthe scholarship-
holder shall be absent from the country for less than three
academic years.

(2) The passages, which shall be arranged by the
National Assembly, shall be by air at economy rates. Reason-
able out-of-pocket expenses (but not tips) where necessary to
stay overnight shall be reimbursed. Reimbursement towards
the cost of overland fares to reach the port of embarkation and
transportation of baggages shall be made in accordance with
the provisions of Regulation 13.

PART VII

SALARIES,ALLOWANCES AND FINANCIAL
BENEFITS

122. (1) The salaries attached to National Assembly Of-
fices are and shall be as specified in circulars and Regulations
whichmay fromtime to time be issued or made for that purpose.
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(2) Wherethe salary ofany postisscalar, subject to the
provisions of these regulations, it shall be normal for an Officer
appointed to a post on a permanent basis to be paid initially the
minimum salary of the scale and for his salary to be increased
by annual increments subject to performance at the rate pro-
vided inthe scale until he reaches the maximum salary.

(3) Inspecial circumstances with the prior approval of
the Committee, appointments may be made ata salary higher
than the minimum salary of the scale of the recruiting grade.

123. (1) Except as otherwise provided for in this Regula-
tion, temporary staff shall be paid salary at the minimum rate
appropriate to the recruiting grade of the particular category. In
special circumstances, and subject to subregulation (2) of this
Regulation, appointments may be made at a salary higher than
the minimum of the recruiting grade.

(2) Inany case in which it is proposed that the person
to be employed temporarily should receive salary higher than
the minimum of the grade, the specific prior approval of the
Committee shall be sought.

124. (1) The incremental date shall be the first day of a
month ifan Officer’s date of appointment or promotion falls
within the first to the fifteenth day of the month. An Officer
whose date of appointment or promotion is after the fifteenth
day asaforesaid, shall have his incremental date on the first day
of'the following month.

(2) Subjecttoany specific conditions of appointment,
continuous temporary service for a year on the part of an
Officer inapost to which an annual scalar salary is attached
shall, subject to satisfactory performance, qualify such Officer
for the grant of an increment to his salary.

125.(1) A certificate authorizing an (annual) increment for
an Officer shall originate with the Officer’s immediate supervi-
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sor. The Clerk, after consultation with the supervisor, shall
submit this certificate (together with his comments) to the
Committee for approval. Such certificate must be signed one
month before itis due and, if it is not approved, action shall be
taken at that time to withhold the increment in accordance with
the provisions ofthese Regulations.

(2) AnOfficer, onreturn from study leave, is entitled
to the grant of anormal increment for each successful year of
study.

126. (1) An Officer, on promotion, shall receive as salary
the minimum salary ofthe post to which he is being promoted;
provided that the difference between his salary and the mini-
mum of the higher post is not less than two (2) increments on the
higherscale.

(2) Ifby adding two increments as provided for in these
Regulations, the Officer’s salary falls between two pointsinthe
new scale, he shall be paid at the next higher point in the scale.

(3) An Officer who is promoted immediately on his
return from study leave, shall receive salary at the point nearest
to his adjusted salary in accordance with Regulation 1 25(2)
above, plus one increment on the higher scale.

(4) Onpromotion, an Officer’s incremental date shall
change in accordance with regulation 124(1) above.

127. The grant of increments for the various types of
qualifica-tions shall be as outlined in the Fourth Schedule to
these Regulations.

128.(1) An Officer whose service has been outstanding
may be granted a merit award of a lump sum of money not
exceeding two increments in the salary scale, by the Commit-
tee.
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(2) Such anaward shall notbe granted more than once
every three years or more than twice in a specific grade.

(3) Where the Clerk considers that an Officer’s service
merits the grant of a merit award, the Clerk shall, in making the
recommendation:-

(a) prepare areview of the Officer’s work for the
period of twelve months prior to the recom-
mendation for the award; and

(b) submit the recommendation to the Commuittee.

129. If the appointment of an Officer who is acting in a
vacant office is confirmed, he shall receive the full salary of that
office from the date on which he assumed duties in the post, or
the date on which he became qualified for the post, or the date
on which the post became vacant, whichever is the later.

130. When an Officer is promoted, arrangements should
normally be made whereby he can assume hisnew duties on the
date of his appointment. If, however, exceptional circum-
stances necessitate his retention in his old post beyond his
promotion date, he shall be regarded as holding his new office
as from the date ofhis appoint-ment was approved. Inany such
case of retention, the authority ofthe Committee shall first be
obtained.

131.(1) An Officer who holds a post to which an annual
scalar salary is attached, and who has served at the maximum
salary of the scale for three years or more, shall be eligible to
receive aseniority allowance of one increment on his salary
scale; except where there is established evidence that he has not
been performing satisfactorily, subjectto subregulation (3) of
this Regulation.

(2) An Officer who has been granted seniority allow-
ance shall be considered for a further increase equivalent to one




No. 19] National Assembly Staff (Conditions of Service) 51

increment, if, in the absence of promotional opportunity, he
serves three more years in the same post; except where there
is established evidence that he has not been performing satis-
factorily over the whole period.

(3) Allrecommendations for seniority allowance shall
be submitted to the Committee by the Clerk.

132. Ifthe salary of an Officer’s post isrevised, the Officer
shall enter the new scale ata salary which corresponds to the
salary he had reached in his old scale, subject to the condition
that where the salary of the Officer is notreflected on the new
scale, he shall enter the new scale at a salary nearest his old
salary; provided that the Officer does not suffer any financial
loss. Inthis case the Officer’s incremental date shall remain
unchanged.

133. (1) The payment of acting allowance shall be ap-
provedifan Officer is required to act for a period of more than
fourteen consecutive days.

(2) Theamount ofacting allowance payable shall be the
full difference between the salary which the Officer is receiving
in his substantive post and the minimum salary of the officein
whichheisacting.

(3) Where the salary of the Officer appointed to act is
more than the minimum of the post in which he is acting, an
acting allowance of not more than one increment on the higher
scale shall be paid.

134. (1) Where an Officer is not qualified for or cannot be
entrusted with the full responsibility of a higher post, the
payment ofaresponsibility allowance shall be approved to the
Officer for performance in the post.

(2) Inthecase ofajunior Officer performing some of
the duties inasenior post, the amount ofresponsibility allow-
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ance shall be fifty dollars ($50.00) per month, and in the case
ofasenior Officer, seventy-five dollars ($75.00) per month.

135. Inno case shall an Officer appointed toactinahigher
postreceive total pay during the period of acting (that is, salary
plus acting allowance) in excess of the maximum of the salary
scale ofthe senior post.

136. An expatriate Officer recruited from abroad shall be
entitled to aonce-and-for-all relocation allowance of six hun-
dred dollars ($600.00) for a single Officer and nine hundred
dollars ($900.00) for an Officer accompanied by his family.
This allowance is to cover, among other things, initial lodging
expensesonarrival in the country.

137.(1) Anexpatriate Officer recruited from abroad shall
be entitled to a monthly housing allowance equivalent to thirty
percent ofhis basic salary for the life of his contract.

(2) A Belizean Officerrecruited from abroad and on
transfer from his station shall be entitled to a monthly housing
allowance equivalent to thirty percent of his basic salary fora
period of six months only, after which the allowance applicable
to locally recruited Ofticers shall apply.

(3) A locally recruited Officer shall be entitled to a
monthly housing allowance equivalent to ten percent ofhis basic
salary for a period of twelve months only.

(4) An Officer shall notbe eligible for housing allow-
ance at the station in which he is recruited.

(5) Whereitisascertained thatan Officer owns ahouse
inthe district, town, or city where he is employed, payment of
housing allowance or provision of residential quarters, where
available, shall notbe provided.
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138. An Officer who is granted vacation or sick leave shall
continue toreceive allowances for the first fourteen consecutive
days of such vacation leave and the first sixteen consecutive
days ofleave on the grounds ofillness. In cases, however, of
leave prior to retirement or separation from the National
Assembly Service, the allowances shall not be payable.

139. (1) Subsistence allowance and meal allowance shall
bepayable in accordance with the provisions ofthis Regulation
and an officer wishing to claim such an allowance shall do so on
the form prescribed in the Fifth Schedule ofthese Regulations.
Subsistence or meal allowance shall be computed as follows:-

(a) where the period ofabsence exceeds five hours
butdoes notexceed nine hours, ameal allow-
ance equivalent of 2/3 of a full day’s subsis-
tence shall be paid:

Provided that where an Officer’s ab-
sence does not exceed five hours but covers the
lunchperiod, a meal allowance of 1/3 ofa day’s
subsistence shall be paid;

(b) where the period of absence exceeds nine
hours, a full day’s subsistence allowance shall
be paid; and

(¢) wherean officer isrequired to perform dutyin
atourism-oriented town or village, ahigherrate
of subsistence to be specified by the Financial
Secretary, shall be paid.

(2) Where an Officer on duty is away from his station
for more than twenty-four hours, the payment of subsistence
allowance, or as the case may be, meal allowance, for the
period of absence in excess of twenty-four hours shall be
calculated on a pro rata basis as set out in subregulation (1)
above.

Payment of
other
allowances
during leave,

Subsistence
and meal
allowance.
Fifth
Schedule.



54 National Assembly Staff (Conditions of Service)

[No. 19

Subsistence
allowance
and other
allowances
for Clerk and
Deputy
Clerk.

Sixth
Schedule.

Special

arrangements.

Commuted
subsistence
allowance.

(3) Absence of more than thirty calendar days shall be
governed by Regulation 142.

140. Officers holding the posts listed in the Sixth Schedule
shall receive a subsistence allowance of thirty-five dollars
($35.00) for any period of absence from their station of duty
exceeding nine hours, and the subsistence/meal allowance for
a period up to nine hours shall be pro rata according to
Regulation 139 (1) (a) and (b) above.

141. If the prescribed rates are insufficient to defray the
actual reasonable expenses incurred by an Officer, an addi-
tional payment may be authorized. Any Officer wishingtoclaim
such additional payment shall make application through the
Clerk to the Financial Secretary. The application must be
supported by receipts accounting for the expenditure in respect
of which the claim is made.

142. (1) An Officer, who of necessity is required to be
away from his station for more than thirty consecutive days,
shallreceive subsistence allowance as provided for in Regula-
tion 139 for the initial thirty-day period. The Officer shall
thereafter become eligible for the receipt of a commuted
subsistence allowance beyond the thirty-day period.

(2) Wherever itisnecessary for an Officer to be away
from his station for more than thirty days, the question of
payment of commuted subsistence allowance beyond the initial
thirty-day period should be cleared by the Committee.

(3) Thepayment ofacommuted subsistence allowance
shall only be considered on the following grounds:-

(a) thatapproval of commuted subsistence allow-
ance is sought beforehand;

(b) that payment of the allowance is to be made
only in cases of temporary assignments or
postings;
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(¢) thatthe period of suchtemporary assignments
or postingsisto be stated in making the submis-
sion forthe allowance;

(d) thatin any case the payment of the allowance
willnormally be fornot more than three months,
subject to extension in exceptional cases to six
months;

(e) thatthe quantum of the commuted subsistence
allowance shallnot be less than fifty percent of
the monthly rate.

143. Where an Officer isrequired to sleep away from his
station while on duty, he shall be entitled to receive areimburse-
ment ofallhotel or lodging expenses occasioned thereby. Such
reimbursement shall be in accordance with circulars which may
from time to time be issued by the Committee.

144. Subsistence and other allowances which may be paid
to Officers for travel on duty overseas shall be approved by the
Minister, and shall be in accordance with circulars which may
from time to time be issued for that purpose by the Ministry of
Finance.

145. Officers attending overseas conferences or travelling
on other duty outside Belize may be reimbursed, on production
ofreceipts, theirreasonable hotel expenses inrespect of room
and three meals a day and necessary travelling expenses.

146. Subsistence allowance to Officers on study leave and
duty leave isnormally paid in addition to salary. Subsistence
allowance paid during the period of study or duty are subject to
review inindividual cases by the Ministry of Finance in conjunc-
tion with the conditions of an award of training or allocation of
duty, or on the representation of the Officer. The guiding
principle is that an Officer should not exploit nor be materially
out of pocket by reason of special training, study, or duty.
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147.(1) A warm clothing allowance of five hundred dollars
($500.00) shall be payable to an Officer who is required to
proceed to a temperate or cold climate country or region for
purposes of duty or study.

(2) A warm clothing allowance shall not normally be
payable to an Officer who has already received it within a
period of less than two years after his return from a previous
course of study or duty abroad.

(3) AnOfficer whose stay abroad is for a period of less
than three months shall receive the equivalent of fifty percent of
the warm clothing allowance (i.e. two hundred and fifty dollars
($250.00)).

148. A travel allowance at a rate to be prescribed by the
Ministry of Finance may be paid to an Officer for necessary
travel and intransit expenses in connection with arequired duty
or study abroad. This allowance shall be in addition to the
allowances referred to in Regulations 144 and 145 above.

149. Maintenance allowance may be payable to Officers
who are studying on an approved course of training and are not
in receipt of their salary during the period of their training.
Officers shallreceive amonthly maintenance allowance atarate
of eighty percent of their salary.

150. (1) An Officer who successfully completes an ap-
proved course of training abroad lasting not less that two
academic years and resumes duty immediately after completion
of training (or after approved leave), shall be eligible for a
resettlement grant of one thousand one hundred dollars
($1,100.00).

(2) Where an Officer, by his own initiative, successfully
completes a course within a shorter period but the scheduled
period for the course is at least two academic years, he shall be
considered to qualify for the resettlement grant.
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(3) Any Officer whoreceives the resettlement grant
and who fails to serve for one calendar year in the employ ofthe
National Assembly shall be required to refund the full amount
ofthe grant.

151. (1) An Officer who uses his private motor vehicle on
approved official travel outside his station will be entitled to
mileage allowance at the prescribed rate of one dollar and thirty
cents ($1.30) per mile.

(2) An Officer who uses his private motorcycle on
approved official travel outside his station will be entitled to
mileage allowance at the prescribed rate of fi fty cents ($0.50)
permile.

(3) Mileage allowance will not normally be approved
inrespect oftravel to and from work. However, exceptional
cases may, in certain circumstances where an Officer is com-
pelled to live some distance away from his normal place of
work, be given special consideration by the Ministry of Fi-
nance, upon application by the Officer concerned through the
Committee.

152. (1) Amotor vehicle maintenance allowance shall be
paid at the rate of one hundred dollars ($100.00) per month to
those Officers specified in the Sixth Schedule who use their
personal motor vehicles on aregular basis in discharging the
duties of their offices.

(2) Officers specified in the Sixth Schedule who use
their personal motorcycles on aregularbasis in the discharge of
their duties shall receive amotorcycle maintenance allowance
of fifty dollars ($50.00) per month.

153. Office Assistants shall be entitled toreceive a bicycle
allowance oftwenty-five dollars ($25 .00) per month to enable
them to purchase transportation for use in their work.
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PART VIII

PENSIONS, GRATUITIES AND
OTHER RETIRING ALLOWANCES

154.(1) Subjecttosection 9 (6) of the Act, all Officers shall
retire onreaching the compulsory retirement age of fifty years.
In the month of January each year, the Clerk shall send to the
Committee areturn showing the names of all Officers who will
attain the age of forty-nine during the year, together with their
dates of birth. After the submission of these returns, the
Committee shall inform the Clerk of the approval for the
retirement of the Officer concerned.

(2) The Clerk shall prepare the claim for pension,
gratuities and other retiring allowances on the prescribed form
and submit it to the Accountant General for computation
withoutdelay.

155. Pensions, gratuities and other retiring allowances of
Officers shall be determined in accordance with the relevant
provisions of the Pensions Actand Regulations made thereun-
der from time to time.

156.  Allclaimstopensions, gratuities and otherretiring
allowances shall be made on the prescribed form and shall be
submitted to the Accountant General’s Office, as soon as the
question of an Officer’s retirement has been settled. The form
must be accompanied by the necessary supporting documents
and must be certified by the Clerk to the effect that all the
particulars contained therein are correct. The supporting docu-
ments shall consist of the following:-

(D) birth certificate;

(i)  pension form completed and signed by
the Clerk;
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(iii)  statutory declaration, where there are
discrepancies in the birth certificate or
wherethebirth certificate isnotavailable;

(iv)  theOfficer’selectiontoreceiveeithera
full pension or a reduced pension and

gratuity; and

) astatement ofthe Officer’s indebtedness,
ifany, to the National Assembly or the
Government.

157.Ifthere is any doubt whatever on any point which is
likely to affect the computation and award of an Officer’s
retiring benefits, the Committee shall be consulted as early as
possible witha view to ensuring correctness of the particulars
raising the doubt, prior to submission.

158. In cases where it is not possible to locate the neces-
sary records in relation to an Officer’s service, statutory
declarations attesting to such service shall be submitted by
three reliable and responsible persons who know the career
history ofthe Officer in the National Assembly Service. The
status ofthe declarant shall be stated and he should also be able
to give the source ofhis knowledge of the facts contained in the
declaration.

159. (1) In cases of retirement on the grounds of ill-health,
the recommendation of a Medical Board appointed by the
Director of Health Services comprising of not less than two
Medical Officers (one of whom shall be a specialist) shall be
submitted. The report shall state clearly that the Officer is
incapable by reason ofan infirmity of mind or body of discharg-
ingthe duties ofhis office efficiently and that such infirmity is
likely to be permanent.

(2) Ifthe Committee is satisfied with the medical advice
given it shall approve the retirement of the Officer on such
grounds.
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160. The submission of pension papers shall be made
immediately after approval has been given for retirement.
When the date of retirement has been determined, the Clerk
shall immediately inform the Accountant General’s Office
whether or not there have been any changes in the particulars
submitted inthe original application.

161. (1) The legal personal representative or beneficiary of
an Officer who dies while in the service of the National
Assembly Service shall be entitled to a death-in-harness gratu-
ity inaccordance with the Pensions Act.

(2) Incases ofapplication for death-in-harness gratu-
ities, the death certificate of the deceased shall be submitted.

162. In cases where an Officer has service under one or
more employing bodies, (e.g. Government, National Assem-
bly) a detailed statement ofhis service with each employing
body shall be forwarded to the Permanent Secretary, Estab-
lishment, who shall recommend the approval for this service to
be continuous.

163. In accordance with the Widows’ and Children’s
Pensions Act, pension shall be paid to the wife, children under
sixteen years of age and children over sixteen years of age
pursuing full-time education, in the event of the death of a
pensionable Officer who contributed to the pension under that
Act. To facilitate early payment, Officers shall submit certified
copies of their marriage certificates and the birth certificates of
their children to the Accountant General’s Office as soon as
possible, so that their details are recorded by that office. This
will facilitate early payment of benefits in the event of death.

164. Resignation gratuities shall be granted in accordance
with section 7 of the Pensions Act, and any Regulations which
may from time to time be made thereunder.
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PARTIX
ADVANCES

165. (1) An advance of salary may be approved, on
application to the Financial Secretary, to an Officer who has
been appointed to one of the posts set out in the current year’s
approved estimates, in the following circumstances:-

(@) where the Officer is proceeding on or returning
from vacation leave or is being transferred from
one station to another. The advance shall be
limited to the equivalent of one month’s salary
and shall be repaid in not more than four equal
monthly installments; exceptin exceptional cir-
cumstances when the period of repayment may
be extended,;

(b) for the purchase of refrigerator, stove, beds,
dining or living room sets and washing machine
for the use of the Officer in his home, or for
medical or maternity purposes, and for the
purpose ofamotor vehicle. An Officer may be
provided withadvances thatrequire payment of
up to one-third ofhis gross monthly salary and,
except for motor vehicle advances, all such
advances shall be repaid in not more than
twenty-four equal monthly installments. The
Officer shall be required to produce receipts
and to insure the articles purchased and furnish
the Government with a Bill of Sale on demand;

(¢) to an Office Assistant for the purchase of a
bicycle for use in the performance of his duties.
The advance shall be repaid in not more than
twenty-four equal monthly installments.

(2) Advances may be granted, on application to the
Financial Secretary, for the purchase of an approved means of
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transpor-tation, such as amotorcycle or boat, appropriate to
the duties of the Officer’s post.

(3) (a) The period allowed for repayment of the ad-
vance referred to in subregulation (2) above, shall not exceed
fifty months in the case of a new motorcycle and thirty-six
months in the case ofa second hand motorcycle.

(b) Inall cases, the period of repayment shall be set
by the Financial Secretary.

(4) Advances may also be granted, for the purpose of
motor vehicles (e.g. car, land rover, pickup, etc.) considered
appropriate to the duties of the Officer’s post as follows:-

(a) the maximum repayment period in respect of
advances for the purchase of motor vehicles
shall be forty-two months;

(b) in the case of contract Officers or Officers on
limited periods of engagement, repayment shall
be limited to such period as to permit such a
number of equal monthly installments as shall
complete repayment of the advance on or be-
fore the date on which the Officer’s contract of
employment or other period of service expires.

166. Officersinreceipt of such a vehicle advance are
required to produce areceipt to show that the money was used
for the purpose for which it was advanced; to produce receipts
fromarecognized Insurance Company showing that the vehicle
has been fully insured for the period during which the advance
1s being repaid and to give the Government a Bill of Sale on
demand.

167. Advances may be granted for any purpose not
elsewhere provided for, which the Financial Secretary consid-
erstobe inthe publicinterest. The terms ofrepayment shall be
prescribed in each particular case.
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168. Alladvances shall carry anominal service charge of
five percent recoverable at the time of issue of the advance
except for advances of salary under Regulation 165(1) which
shall be free of service charge.

169.  Applications for advances may be refused:-

(a) where the amount of money required is greater
than what the Officer can reasonably be ex-
pected to repay within the prescribed time;

(b) where a similar advance was last approved
within the prescribed repayment period in the
case of motor vehicles;

(¢c) where a previous advance has not been fully
repaid; or

(d) where an Officer has previously failed to meet
the conditions ofan advance.

170. (1) Repayment of all advances shall be made by
monthly deductions from the Officer’s salary at source unless
otherwise authorized in writing by the Financial Secretary. The
Clerk is responsible for ensuring that a proper record of the
advance is kept and that repayments are being regularly de-
ducted. Inthe event ofthe Officer being transferred to another
department, particulars of the outstanding balance and rate of
repayment shall be sent to the Head ofthe receiving Depart-
ment who thereafter shall assume responsibility for ensuring
regular payment.

(2) AnOfficer leaving the Service shall be required to
repay any outstanding sum due from him before he goes. Any
salary due to an Officer who is about to leave the Service and
who has not fully repaid an advance, shall be withheld and
applied towards settlement of the outstanding balance. Any
remaining balance which has not been settled through accept-
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able agreement between the Officer and the Government shall
berecovered from benefits due and/or through legal action.

171. A vehicle, on which any part of an advance remains
out-standing, may not be removed from Belize, sold or dis-
posed ofin any way without the prior consent of the Ministry of
Finance.

172. An Officer who applies for an advance to purchase a
vehicle while any part ofa previous advance remains outstand-
ing shall be required to pay the outstanding balance out ofthe
sale proceeds of the sold vehicle, use the remainder, if any, of
the sale proceeds in the purchase of the new vehicle and shall
be granted anadvance ofthe balance only.

173.  Anadvance for the purchase ofa vehicle shall not
be approved within thirty-six months of the grant of a previous
advance for a similar purpose, save in exceptional circum-
stances such as destruction of the vehicle by accident. Suchan
advance shall be granted on the merits of each case.

PART X

TRANSFERS, POSTINGS AND RESIDENTIAL
QUARTERS

174. (1) All Officers other than the Clerk and Deputy
Clerk, are subject to transfer and posting by the Committee.

(2) The Committee shall approve all transfers in the
National Assembly Service except where it is otherwise stipu-
lated in the Act.

(3) Subjectto subregulation (4), the power to transfer
Officers within the clerical, secretarial, administrative and ac-
counting grades is hereby delegated to the Clerk.
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(4) Inrespect of the secretarial and accounting grades,
the Clerk shall exercise the said power to transfer after consul-
tation with the Committee.

175. Any Officer aggrieved by the decision of the Clerk to
transfer him, may appeal to the Committee and the Committee
may review and vary any such decision of the Clerk.

176. Intention of transfer shall be given by the Clerk toan
Officer and to the Committee between the months of January to
March of each year.

177. (1) Transfers shall be effected during the months of
July and August of each year to facilitate the smooth transfer of
Officers with children attending school during a current school
year.

(2) Itisexpected that the need to effect the transfer of
some Officers outside the period stated will arise. This should
be the exceptionrather than the rule and sound reason must be
advanced insuch cases.

178. A transfer in the National Assembly Service shall
normally be for a tour of two to three years. It shall not be less
than two years unless the exigencies of the Service otherwise
require.

179. Transfers are for the benefit of National Assembly
Service, as well as Officers, and shall not be used as a punitive
measure by the Clerk. All Officers shall be transferred ona
rotation basis to ensure equity and fairness.

180. (1) Officers who occupy official residential quarters
shall be required to pay a monthly rental as follows:-

(a) inrespect of Officers occupying official resi-
dential quarters in cities and towns, ten percent
oftheir basic salary; and
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(b) inall otherareas not covered in subparagraph
(a) above, five percent of their basic salary.

(2) Officers inreceipt of housing allowances may be
called upon to occupy such suitable official residential quarters
as become available and failure to do so may result in the
withdrawal of such allowances.

181. (1) Officers provided with official residential quarters
shall be permitted to continue in occupation of such quarters
during their tenure in office.

(2) Officers on leave prior to retirement or termination
ofappointment in the National Assembly Service shall vacate
official residential quarters within one month after the date of
retirement or termination or date of commencement of leave,
whichever is the earlier.

182. When an Officer is transferred or dies while officially
occupying official residential quarters, the Officer’s family may
be permitted by the Clerk to continue occupying the quarters
fora period notexceeding three months from the date of such
transfer or death and paying rent at the rate previously paid by
the Officer.

183. Officers who occupy official residential quarters shall
berequired to keep such quarters and the surrounding area in
a clean, tidy and sanitary condition at their own expense.
Before vacating such quarters, Officers shall ensure that the
quarters are in a clean and sanitary condition.

184. Occupiers of official residential quarters shall neither
make structural alterations or install electrical fittings or lighting
equipment without the approval of the Clerk. This Regulation
shallapply also toany addition, alteration or modification ofany
existing installation.
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185. When any official residential quarters, furniture, elec-
trical appliances, fixtures or the grounds have been damaged,
and such damage, in the opinion of the Clerk, is due to
carelessness or negligence on the part of the occupier, an
account of the charges for making good such damages shall be
rendered to the occupier by the Clerk and the amount of such
account shall be paid by the occupier to National Assembly.

186. The Permanent Secretary in the Ministry of Works
shall forward to the Financial Secretary yearly reports on the
condition ofall residential quarters occupied by Officers pur-
suant to these Regulations.

PART XI

MISCELLANEOUS

187. Any Officer, on leaving the National Assembly Ser-
vice, ifhe so desires, may obtain a formal certificate of service
from the Clerk.

188. An Officer may, in a proper case, be compensated for
loss or damage to private property sustained through fire, theft,
riot, an actof God or otherwise, in the course ofhis employment
where such property is brought upon the National Assembly
premises for the purpose of facilitating the Officer’s perfor-
mance of his duties. In considering whether or not an Officer
shall be compensated, the Committee shall satisfy itselfas to
whether there was negligence on the part of the Officer causing
the loss or damage.

189.(1) The Clerk shall ensure that an adequate emergency
plan, including simulations and training in firstaid is developed,
circulated and undertaken throughout the National Assembly
Service. The emergency plan should be in a standard format,
as determined by the National Emergency Management Orga-
nization. Such anemergency plan should cover the following
threats and hazards:-
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(a) hurricane;
(b) flooding:
(c) bomb threats;
(d) earthquakes;
(e) fire;
() civildisorder.
(2) The plan should include the following measures:-

(a) preparedness to be instituted in case of the
occurrence of each disaster;

(b) ensuring continuity of National Assembly activ-
ity following the emergency event;

(¢) ensuring security of documents and classified
material during and following the emergency
event;

(d) activating the emergency plan during and out-
side of normal working hours;

(e) ensuring continuity of communications withall
staff during and following the emergency event;
and

(f) ensuringemergency attendance to injured em-
ployees.

(3) Asaprecaution against hurricanes, the Clerk should
see thatall National Assembly buildings are, as far as practi-
cable, made hurricane resistant; that is, all doors, windows and
other openings can be readily closed and made secure on
receipt of a hurricane warning.
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190. (1) An Officer shall be designated as the Disaster IC’;S::J:;am
Coordinator for the National Assembly. He shall be either the '
Clerk or the Deputy Clerk.

(2) The Disaster Coordinator for the National Assem-
bly shall be responsible to the Committee, through the Clerk in
the case ofthe Deputy Clerk, for developing and implementing
the disaster plan for the National Assembly.

(3) TheClerk shall ensure thatall members of staffare
conversant with the disaster plan and procedures.

191.(1) Stationery and supplies shall be purchased from  Purchase of
the most economic sources. Every effort shall be made to ~ *'*"°"¢"™"
minimize wastage in the National Assembly. Wherever pos-
sible, the National Assembly shall reproduce forms, etc., for
use. Forms which are commonto all Departments, €.g. vouch-
ers, receipt books and order books, shall be available on
requisition from the Government Printery.

(2) Requisitions for printed forms and books must be
submitted to the Government Printery on memorandum or
order forms.

192. Allstationery shall be carefully putaway, anditsuse, ~ Care of
which mustbe confined to the National Assembly Serviceonly, ~ *'*"°"*™"
shall be closely supervised by the Clerk. It shall be placed
under the custody of one Officer, who shall be responsible for
its safe keeping and distribution, subject to the orders of the
Clerk.

193. All printed forms should bear a distinctive number or Ref:rences
letter for convenient reference. on forms.

194. Every possible care shall be exercised by all Officers ~ Need for
to ensure economy in the use of stationery and forms. cconomy-
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195. “Economy labels” shall be used on envelopes forall
interdepartmental correspondence. The labels shall be so af-
fixed that the envelope may be used again. When an economy
label is used, the flap of the envelope itself shall not be sealed.

196. Impressions of the National Assembly official seals or
stamps shall not be supplied to private persons.

197. Officers shall not be permitted to make use of any
stamp for franking letters, or to frank letters without the
authority of the Clerk, and are required to keep such device
under lock and key, except when in actual use.

198. Officers answering telephone calls shall immediately
state that they are from the National Assembly and their name,
so that the caller knows at once to whom he is speaking.

199. Any matter which can properly be disposed of by
telephone or an interview should not form the subject of
correspondence. The action taken and any decision reached
therefrom should be recorded on the appropriate file.

200. (1) The Clerk is responsible for seeing that due
economy is exercised in the use of the telephone and in
particular that it is notused by Officers for their private affairs
exceptin cases of real necessity.

(2) Whereitis alleged that an Officer has abused the use
of the telephone, he shall be given an opportunity to exculpate
himself, ifthe Clerk is not satisfied with the explanation given,
he may subject the Officer to a surcharge.

201. Facsimiles, telephone calls and e-mail from Officers to
addresses abroad shall have the prior approval of the Clerk
who should be absolutely satisfied that it would not be possible
to expeditiously deal with the matter by an ordinary airmail
letter.
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202. Allletters, minutes, reports and returns must be dated,
numbered (where appropriate) and signed in full, with the
official designation of the Officer signing being added. Plans,
etc., must be signed and dated, and must bear a numerical
reference to the documents (ifany) which they accompany.

203. Each communication should be confined as far as
possibleto asingle subject.

204. Memoranda between the National Assembly and
government Departments shall clearly indicate the official des-
ignation ofits origin, the addressee, and the subject matter. All
formal and informal commencements and conclusions included
in ordinary letters should be dispensed with.

205. When an Officer finds it necessary to address the
National Assembly or the government for the purpose of
obtaining information or instructions on any subject, his letter
should not be confined to a mere report ofthe difficulty which
has arisen. The subject should be formulated, if possible, in
suchaway to enable the National Assembly or the Government
to make an immediate decision on the principles inissue. The
Officer should therefore ensure that all aspects of the subject
are fully explained, that the view of other Departments affected
are obtained and recorded in his letter, that his own views and
recommendations are clearly set out, and that attention is
directed to the implications or consequences of any action
which he may propose. Letters received from subordinates,
departmental correspondence or other similar enclosures should
not be forwarded when the gist of them can be embodied in the
correspondence.

206. Where reference has to be made in correspondence
to an enactment, rule or regulation, the number and the date of
publication should be quoted. [fthe enactment, rule or regula-
tionis contained in any compiled volume oflaws, the reference
should be to the Volume, edition, chapter and page number.

Identification.

Single
subject
communication.

Correspon-
dence with
Government.

Correspon-
dence to
National
Assembly.

Reference to
Iaws, etc.
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207. Circulars should be initialed by the Officers of the
National Assembly and should be kept bound together in a
“Circular” book which should be indexed. The Clerk shall
communicate his instructions conveyed by circulars to all
subordinate members ofhis staff.

208. Any works produced by Officers as part of the duties
for which they are engaged shall result in the copyright in
respect of such works being vested in the Crown. Any such
work required for the use of the National Assembly Service
shall produce no financial benefits to the author, but the author
may be allowed the royalties that might arise from sale of any
such work outside of the National Assembly Service or the
Public Service or outside Belize.

209. The Clerk shall keep together, ina “guard book” tobe
kept for the purpose, all rules and regulations other than circular
instructions forwarded to him for record and guidance in
connection with every branch of the National Assembly Ser-
vice. Allsuchrules and regulations should be properly indexed
and all amendments thereto promptly noted from information
published in the Gazette or otherwise communicated to him.

210. (1) Gazette matters of a legal or semi-legal nature
shall be submitted to the Attorney General’s Ministry for vetting
before being forwarded for publication.

(2) Notices and other matters for publication in the
Gazette shall be delivered to the Government Printer no later
than4 o’clock on Wednesday. Any material forwarded after
that time shall be held over for publication in the following
week’s issue of the Gazette, except in urgent or special cases,
the publication of which will be left to the discretion of the
Government Printer, who may, ifnecessary, consult his Minis-

try.
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211. All Gazettes, Acts and other printed matter, which
have been or may be issued from time to time to the Clerk, shall
be carefully bound. Officers are expected to make themselves
acquainted with notices published in the Gazette and Acts etc.,
affecting their duties. The fact that special notification or
instructions have not beenreceived shall not be acceptedasan
excuse for inattention to notices in the Gazette. Publication of
any matter in the Gazette shall be sufficient notice to every
Officer ofthe facts published therein.

212. There shall be kept a “precedent book” in which shall
be entered, from time to time, all instructions given by the
Committee or the Clerk for the guidance of Officers. The book
should be carefully indexed to facilitate reference to it.

213. Office Assistants shall be provided with inclement
weather gear which shall be the property of the National
Assembly.

214. Where damage or loss occurs to National Assembly
property purchased under Regulations 213 , and where such
damage or loss is proved to be the result of an Officer’s
negligence, such Officer shall be subject to a surcharge.

215. The staff representative on the Committee shall be
elected by the secret vote of Officers every two years, and may
likewise be elected for a further period of two years.

216. These Regulations shall be subject to a negative
resolution ofthe National Assembly.

217. These Regulations shall come into force on the 1st day
ofFebruary, 2004,
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MADE by the National Assembly Staff Committee this Sth
day of December, 2003.

(HON.F BETH ZABANEH)
airman
National Assembly Staff Committee

Printed in Belize by the Government Printer
# 1 Power Lane, Belmopan City
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FIRSTSCHEDULE
[Regulation 9]
No. .o
From: ...
To:  National Assembly Staff Committee
SUBJECT: VACANCY FOR
Date:..................
Head .................................. Item..........
POSt. e
SalaryScale..............oo
Date and Cause of Vacancy ..............................................
Recommended Date of Filling .............c...................o

1.

(b) the appointment of a candidate from within or outside the
Service asaresult ofa competitive selection after the advertise-
ment of a vacancy by circulars, in the Government Gazette,
the local newspapers and on the radio in terms of the attached
draft;

(c) there-appointment of contract for. ... .. Tours plusconsequential
leave ofthe following former Officer:-
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Iamunable torecommend that the vacancy should be filled byalocal
appointment under any of the methods referred toin paragraph 1 above
DeCAUSE ...

...............................................................................

I'therefore recommend that the vacancy be filled by recruitment from
abroad on a contract/gratuity basis.

Signature of Clerk

NOTE:

1. Paragraphs 1 and 2 should be struck out as required by the
terms ofthe recommendation.

2. Ifa promotion under paragraph 1(a) above involves the super-
session of other Officers in the National Assembly, theirnames,
posts and salaries should be stated on the back ofthe form with
briefreasons to justify their supersession.



No. 19] National Assembly Staff (Conditions of Service) 77

SECOND SCHEDULE
[Regulations 81 and 102]
PART-TIME STUDY COURSE

Where an Officer wishes to undertake a course of study atan approved
tertiary institution, one or more days per week, the Officer should
forward his application through the Clerk to the Committee. Such
application should be accompanied by a statement from the Clerk, as
to whether or not it is considered that the course of study would be one
of benefit to the National Assembly Service and, if so, whether the
Officer should be released for the purpose. The grant of study leave for
this purpose will be considered only where evening classes are not
available for the particular course.

Ifthe application is approved by the Committee the Officer would be
eligible for leave on the basis of Regulations 82 and 103 and as
indicated below:

(i) by attending courses, one or more days a week, the
Officer willutilize the vacation leave earned up tothe date
prior to the first day of attendance at the course;

(ii) the Officerwill cease to earn vacation leave from the date
of commencement of the course until its termination;

(iii)  whenvacation leaveasat (i) above is utilized, the Officer
will enter a period of study leave which may be granted on
full salary foraperiod of one hundred and eighty days;

(iv) onsuccessful completion ofthe course, the Officer will be
credited with the vacation leave which would have been
carned inrespect of the number of days on which he was
notinattendance at the institution, subject to the proviso
thatvacation leave will notexceed the limits prescribed in
Regulation 84.

Where a course of study requires the attendance of an Officer for a
portion of aday (two to three hours, etc.) the Officer will be required
toutilize one fullday.
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THIRD SCHEDULE
[Regulation 121]
SELECTION CRITERIA FOR TRAINING
IN THE NATIONAL ASSEMBLY SERVICE

1. Relevance to needs
Thetraining beingrequested must berelevantto the National Assembly’s
development needs and the Officer’s career intention.
Proposed training programmes should be designed to improve the
technical, analytical, managerial and decision-making skills of individu-
alsdisplaying potential for development.

2. Academic eligibility
Nominees foraproposed training programme must possess the requi-
site academic qualifications that will enable acceptance into tertiary
levelinstitutions.
Mature Officers who may not possess the requisite academic qualifica-
tions must obtain acceptance into the institutions.

3. Overall performance
Nominees should have above average performance records, display
positive job attitudes and proficiencyin the use of language.

4, Seniority
Wheremore than one Officerin the same post fulfills all the requirements,
themost senior Officer should be givenpriority. Anysupersessionmustbe
justified.

5. Age

Officersbeing nominated for training should normallynotbemore than
forty-five years old by theend ofthe proposed training programme and be
physically and mentally capable of undertaking the course of studies.
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FOURTH SCHEDULE

[Regulation 127]
INCREMENT FOR QUALIFICATIONS
CERTIFICATE COURSES

An Officer who has pursued an approved course of studies, the minimum of
which is one academic year, and at the end of which a certificate is awarded,
will be eligible for the award of one additional increment.

DIPLOMA COURSES

An Officer who has pursued an approved course of studies, the minimum of
which istwo academic years, and at the end of which a diploma is awarded, will
be eligible for the award of two additional increments.

BACHELORS DEGREE

An Officer who has pursued an approved course of studies at the end of which
a first degree is awarded will be eligible for the award of three additional
increments. This applies tothose persons who acquire additional qualification
butremain in their substantive post. Where the superior qualificationis required
for promotion, the Officer will be elevated to the higher scale and the matter of
placement on the scale will be dealt with in accordance with Regulation 126.

The above does not, however, apply to persons who graduate with a diploma,
degree or certificate which they intend to use in order to gain admission to
another course of studies in the same or arelated field of study.

MASTERS DEGREE

AnOfficer who was approved study leave to pursue a Masters Degree will be
eligible for the award of two additional increments on successful completion.

An Officer who was approved study leave to pursue a First Degree but who
returns with a Masters Degree will be eligible for the award of four additional

ncrements.
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DOCTORATE DEGREE

An Officer who holds a Masters Degree and on approved study acquires
Ph.D., will be eligible for the award of three additional increments.

An Officer who was approved study leave to pursue a course of studies leading
toa Masters Degree and who returns with a Ph.D. will be el gible for the award
offouradditional increments.

Where an Officer successfully completes a course of training for which a
degree, diploma or certificate was awarded and subsequently successfully
completes an equivalent or lower level course, the Officer shall not be entitled
to additional increment(s).

EFFECTIVE DATE OF AWARD OF INCREMENTS

Allincrements will be awarded with effect from the date of. expiration of study
leave, and with the approval of the Committee.
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FIFTHSCHEDULE
[Regulation 139]

CLAIMFOR SUBSISTENCE ALLOWANCE,
MEAL ALLOWANCE

AnOfficer wishing to claim a subsistence allowance, meal allowance or mileage
allowance shall do so in the form prescribed below or as nearly thereto as
possible:

NAME:
MILES TRAVELLED:
OFFICE:
TIMESPENTAWAY FROM STATION:
DATE & TIME OF LEAVING STATION:
MEANS OF CONVEYANCE USED (VEHILCENO.)
PLACES VISITED (ENROUTE) IF ANY:
NATURE OF OFFICIAL DUTIES PERFORMED:
FINAL DESTINATION:
DATE & TIME OF RETURN TO STATION:
NUMBER OF HOURS/DAYS CLAIMED:
RATE OF SUBSISTENCE/MILEAGE/
MEAL ALLOWANCE:
INCIDENTAL EXPENSE, IF ANY:
TOTAL AMOUNT CLAIMED:
(SHOW MILEAGE, SUBSISTENCE AND MEAL ALLOWANCE AND
OTHER EXPENSES SEPARATELY)

DATE:

SIGNATURE AND DESIGNATION OF CLAIMANT:

APPROVEDBY:

(SIGNATURE) (DESIGNATION)
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SIXTHSCHEDULE
[Regulations 140 and 152]

OFFICERS ELIGIBLE TO RECEIVE A
MOTOR VEHICLE MAINTENANCE ALLOWANCE

Clerk

Deputy Clerk
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SEVENTHSCHEDULE
[Regulation 3 (3)]

FORM OF OATH AND AFFIRMATION
OATH/AFFIRMATION OF OFFICE AND SECRECY

PP do swear [or solemnly and
sincerely affirm and declare] that I will bear true faith and allegiance to Belize,
and will uphold the Constitution and the law, and that I will conscientiously,
impartially and to the best of my ability discharge my dutiesas[................ ]
and do right to all manner of people without fear or favour, affection or ill-will,
and thatI will not divulge without lawful authority any information coming into
my possession during the discharge of my duties [So help me God].



