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Independent State of Papua New Guinea
GENERAL ORDER NO. 14

OFFICERS’ LEAVE ENTITLEMENTS

Being a General Order, to effect the policies oktiNational Executive Council on the officers’
entitlement to all types of authorised paid and waig leave which are available in the Public
Service.

Made under the:-

Public Services (Management) Act 1995 (as amended)

I, John M Kali OBE, Departmental Head of the Department of Persdviaelagement, by virtue of
the powers conferred by Section 70 of wéblic Services (Management) Act 199%d all other
powers me enabling, hereby issue General Orderfad part of the Fourth Edition of General
Orders effective on and froni'January 2012 and to remain in force until furthetice.
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GENERAL ORDER NO. 14

OFFICERS’ LEAVE ENTITLEMENTS

Subject Matter General Order Section

General Policy Objectives 14.1-14.4
Compassionate Leave 145-14.8
Study Leave 14.9

Leave Without Pay 14.10 - 14.13
Representational Leave 14.14 - 14.17
Leave For Breast Feeding 14.18 - 14.19
Maternity Leave 14.20 - 14.29
Recreation Leave 14.30 - 14.38
Payment In Lieu of Recreational Leave (MILOL) .39 - 14.40
Recreation Leave Fares 14.41 - 14.50
Sick Leave 14.51 - 14.59
Leave to Attend Meetings of Local Level GovernmBatlies &

Registered Industrial Organizations 14.60

Leave Arising form Accidents on Duty 14.61 -G31
Leave to Attend Arbitration Proceedings 14.841 66
Leave for Public Interest Purposes 14.67 6494.
Leave to Serve under Other Laws (Secondment) 701:414.77
Leave to Serve With International Organisations geAcies 14.78 - 14.81
Furlough Leave 14.82 - 14.85
Pro-rata Furlough Leave 14.86
Continuity of Service 14.87 - 14.88
Leave to Officers Not Eligible for Furlough LeawdI[LOF) 14.89 - 14.92
Leave to Attend as a Witness before a Court 931414.94
Leave for Attachment to Private Organisations .9%4 14.98
Pay Deductions for Unauthorised Absence 14.99
Application for Recreation, Furlough Leave and &theave Form LE14.1
Application for Returning from Leave Form LE14
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GENERAL ORDER NO. 14

OFFICERS’ LEAVE ENTITLEMENTS

GENERAL POLICY OBJECTIVES

14.1

14.2

This General Order details officers' entitlatseto all types o&uthorised paid and unpaid
leave. All unauthorised absence from the work plade be unpaid, and is dealt with under
other General Orders from time to time. Leave kemtients are based on a five day working

week unless specified otherwise.

The following types of leave are determinedtly Secretary, Department of Personnel
Management under this General Order, and no dededss been given to agency heads for the

purpose of determining leave entitlements hereunder

Leave Type

Compassionate Leave

Study Leave

Leave Without Pay (LWOP)

Representational Leave

Leave for Breast Feeding

Maternity Leave

Recreation Leave

Sick Leave

Leave to attend meetings of Local Government Boflies
Registered Industrial Organizations

Leave arising from accidents on duty

Leave to attend arbitration hearings

Leave for public interest purposes

Leave to serve under other laws (secondment)

Leave to serve with international organisations agehcies
Furlough Leave

Leave to officers not eligible for furlough

Leave to attend as witness before a Court

Leave for attachment to private organisations

Pay deductions for unauthorised absence

General Orders

14.05 - 14.08
14.09
14.10 - 14.13
14.14 -14.17
14.18 - 14.19
14.20 - 14.29
14.30 - 14.50
14.51 - 14.59

14.60
14.61 - 14.63
14.64 - 14.66
14.67 - 14.69
44077
14.78 - 14.81
14.82 - 14.85
14.894.92
14.93941
14.95 - 14.98
14.99
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14.3  Applications for recreation, furlough leavel @fl other types of leave are to be madéom

LE14.1. When returning from leavEprm LE14.2 shall be filled and forwarded to the Human
Resource Unit for processing.

14.4 A Departmental Head or Provincial Administrdtas the power to approve most types of leave
set out in this General Order.

COMPASSIONATE LEAVE

14.5 The Departmental Head may grant leave ompéylifor a period not exceeding 10 days in any
calendar year on the following grounds:

€) serious illness or death of the officer's spowos children or father and mother of the
officer or spouse;

(b) paternity leave; or,
(c) urgent personal reasoinsan emergency

14.6 Unless it is impracticable to do so, an offgleall seek approval to take compassionate leave
prior to taking that leave.

14.7 Compassionate leave for any or all of thearaoutlined in General Order14.5 shall not
exceed 10 paid days, and in the event that 10 gay®t utilised, which under normal
circumstances it will not, any balance shall notrae and an officer's entitlement shall
commence at the beginning of each year of service.

14.8 Compassionate leave shall count as partwateaand shall not affect the continuity of service

STUDY LEAVE

14.9 Rules and procedures concerning applicatiosttmly leave are detailed in General Order.6.

LEAVE WITHOUT PAY

14.10 The following rules will apply to the grardiof leave of absence without pay:

@ For any periods, not exceeding 12 months, a@gpronay be granted by the
Departmental Head on application by the officerassned.

(b) Leave of absence without pay will not be grdrite periods of longer than 12 months.

(c) Leave of absence without pay shall not be ghfar the purpose of "making up for"
unauthorised absence from the work place. All slogence is to result in pay deduction
from an officer's fortnightly pay.
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14.11 The period of absence on leave shall nottaifee officer's continuity of service, but unless
otherwise determined by the Secretary, DepartmeRecsonnel Management, shall not be
counted as part of a period of service.

14.12 Where an officer takes leave under this giomi on the last working day before a public
holiday and on the first working day after that jiciboliday, he/she shall not receive pay for
that public holiday.

14.13 Unless specified otherwise, leave-without-ayOP) shall affect due date for all other
accruable entitlements.

REPRESENTATIONAL LEAVE

14.14 The Departmental Head may grant an offeemrasentational leave for the following purposes:

€) as a participant or official in any nationaneat the Pacific Games, Commonwealth
Games or Olympic Games;

(b) as a participant or official in any nationahnte playing against the national team of
another country within or outside PNG;

(c) as a participant or official during trainingqrto the final selection of the national
team; and

(d) as a participant or official in any provincteabm at the Papua New Guinea Games.

14.15 Leave granted under this provision shall lte pay and may be granted by the Departmental
Head for the duration of the games.

14.16 The period of absence on representationa igaall not affect continuity of service and shall
be counted as service for all purposes.

14.17 An application for leave under this provisgrall be supported by written evidence which
confirms that the officer is a participant or oificin a national team. "National team" means a
team representing Papua New Guinea.

LEAVE FOR BREAST FEEDING

14.18 The Departmental Head may grant leave fadbfeeding to a female officer for periods not
exceeding 1 hour twice on each day for a periodmekcess of six months from the date of
birth or legal adoption of the child.

14.19 Leave granted under this provision shall ltle pay and shall not affect continuity of service.
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MATERNITY LEAVE

14.20

14.21

14.22

14.23

14.24

14.25

14.26

14.27

14.28

14.29

The Departmental Head shall grant materadye to a female officer.
Maternity leave shall include leave to careaih adopted infant.

If the officer so requests, maternity leavalde granted for periods not exceeding six weeks
prior to the anticipated date of birth and twelveeks immediately following the date of birth
and conditions for payment are stated in GenerdéfOr4.26 to General Order 14.29.

In the case of an adopted infant, leave stwllexceed a period of six weeks immediately
following the date of adoption. Leave prior to th#icipated date of birth shall not accrue if not
taken. An officer shall not resume duty earliertlsix weeks following the date of adoption.

Leave to care for an adopted infant shalbeajranted unless:
@) the adoption has been certified by a medicadtgioner to be a new-born infant; and

(b) the officer completes a statutory declaratiertifying that she has adopted the infant in
accordance with the law. Within six months ofitifant's birth, the officer must obtain
a local court or National Court certificate to #féect that the adoption has taken place
in accordance with the law.

The anticipated date of birth of an infant shaltteedate certified as the probable date of birth
by a medical practitioner.

For the period of leave granted priothi® anticipated date of birth, an officer mayisdilsick
leave credits and remain on the payroll. In theeabe of sick leave credits the officer shall be
granted LWOP to count as service. Sick Leave tgexi half pay may be converted to Sick
Leave credits on full pay for this purpose only.

For the period of leave granted after date of birth, an officer shall be entitledgave with
full pay irrespective of whether she has sick leereglits or not.

Additional leave following the expiry of tBex weeks leave aftdirth may be granted upon

production of a certificate from a medical praotier certifying that the officer is unfit to
resume duty due to illness resulting from the birfWhere a medical practitioner is not
available, a medical statement made by a Commideglth Worker or Health Extension
Officer will be acceptable.

Leave granted under paragraph General Or@& $hall be Sick Leave, as long as the officer
has Sick Leave credits which can be utilised fat ffurpose. Thereafter, such leave shall be
granted as leave without pay.
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RECREATION LEAVE

14.30 Recreation Leave accrues at the rate of Ikimgpdays per year or 1 1/4 days per completed

14.31

14.32

14.33

14.34

14.35

14.36

14.37

14.38

calendar month of service on an officer's substargalary.
Recreation leave may be taken when an offiaercompleted a period of duty of:

(@) 12 months service commencing on the date oohthe officer first commenced duty
after his/her appointment; or

(b) 12 months service commencing on the date omlwthie officer last proceeded on
recreation leave. Under this paragraph, "Servigelugles Leave Without Pay.

The Departmental Head, shall whenever pedag¢censure that the officer is granted recreation
leave annually as it accrues. Taking recreatioweeia subject to prior approval of the
Departmental Head.

Recreation Leave shall not be allowed to accruenfane than two and a half years. After a two
and a half year period, leave credits cease taiacny further and the officer should take
recreation leave.

At the beginning of each year, the Departaié¢tead shall prepare a roster for recreation leave
proposed to be taken by each officer during that.ye

All applications for recreation leave shalrbade orfform LE14.1. An officer shall submit
his/her application through his/her supervisorsigbmission to his/her Departmental Head. If
the application is also for leave fares, it mussblemitted at least two months prior to the date
of departure on recreation leave.

The Departmental Head may direct an offioetake, at such time as is convenient to the
working of the Department, recreation leave duar@her. In this instance, the officer will be
requested to submit his/her leave application.

The Departmental Head may require an offcezsume duty prior to the expiration of a period
of recreation leave. However, this should onlydmuired in exceptional circumstances. In
cases where an officer is recalled early from leisfleave, the balance of his/her leave
entitlements shall be credited to his/her nextaaitonal leave on the condition that the officer
repays monies owing him/her for the balance ohleislfeave to the State. If these monies are
not repaid, the officer shall remain off the palfotl the duration of the leave being credited.

Where leave has been approved, the Depadhitgdd may at the request of the officer, grant
travelling time not exceeding seven days. Thigditang time will be granted as leave without
pay to count as service.
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PAYMENT IN LIEU OF RECREATION LEAVE (MILOL)

14.39 The Departmental Head may authorise the patyaigoay in lieu of any period of recreation
leave due to an officer where:

€)) the officer ceases to be an officer througigregion, retirement or retrenchment; or

(b) an officer dies or is presumed to have dieevhich case payment shall be made to the
dependants of that officer.

14.40 An officer is entitled to pro-rata recreatieave credits calculated to the nearest completed
month of servicexceptwhere, the officer has been dismissed for a digseiy offence or in
consequence of a criminal conviction.

RECREATION LEAVE FARES

14.41 The Departmental Head shall authorise paymietite cost of return travel of the officer,
his/her spouse, and children under the age of IPamwholly dependant and maintained by
the officer applying for recreation leave, betwdes place at which the officer applying was
employed immediately before commencing recreagamnd, and the administrative headquarters
of that officer's "home district."

14.42 Were an officer and his/her spouse are bifitecs in the Public Service, the husband, or
registered "bread-winner", may claim recreationédares for both parties, and airfares granted
in this respect, shall be a biennial return airtar¢he husband or wife's home district on an
alternating two year basis. In the event wherefficer's spouse is unemployed, the officer may
claim leave fares for both parties, and fares gt this respect shall be a biennial return
airfare to the husband’s or the wife’s home diswit an alternating two year basis.

14.43 Recreation leave fares shall be grantedadftdy an officer has served for a continuous period
of two years outside his "home district” commendnagn:

€) the date of his/her appointment to the Puldivige; or
(b) the date on which he/she was first posted ptaee of employment outside his/her
"home district"; or

(c) the date on which he/she last went on recnedgiave with fares,
whichever is the latest date.

14.44 The continuous period of service outsideotieer’s "home district” is not affected by any
period of service not exceeding six weeks, in thstrict.
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14.45 For the purposes of paragraphs General Gtddr1General Order 14.43 and General Order
14.44, "home district” means the district withinpBa New Guinea in which is located the

officer's or the spouse's principal home or fartidg.

14.46 Notwithstanding paragraph General Order 14eteation leave fares may be granted by a
Departmental. Head before the due date in thevimlig circumstances:

(@)

(b)

where, in the opinion of the Departmental Hesmxteptable grounds exist or where
death has occurred to an immediate member of fieei$ family. If leave fares are
granted under this provision, the next entitlenter¢ave fares is 2 years after the date
when the entitlement would otherwise have been due;

where an officer has served for a continuouggdef one year outside his/her home
district, the Departmental Head may authorise paymiEeave fares. If leave fares are
granted under this provision, the Departmental Hdl authorise payment of one half
of the total cost of return fares of the officeddhe officer shall contribute half of the

amount.

14.47 An officer shall pay to the State at the tohapplying for payment of recreation leave faees,
contribution towards the cost of the fares whichllsbe calculated at ten per cent of his/her
gross substantive fortnightly salary at the dateediately prior to proceeding on recreation

leave.

14.48 The most direct route of travel shall beldasis for calculating leave fares, unless otherwise
authorised for reasons of economy. Travel shaliyppublic transport other than taxi.

14.49 The State may supply transport in place@ptyment of fares for the whole or any part of the
journey for leave purposes but this does not relev officer of his/her obligation to pay the
contribution provided for by General Order 14.4%ro$ Order.

14.50 A leave fare for a naturalised citizen shalbetermined as follows:

(@)

(b)

where the officer is a naturalised citizen he/say elect that the home district of
his/her spouse or the district where he/she haabledted a permanent place of
residence, or some other district for which go@soms exist, shall be the home district
for the purpose of calculating leave fares;

if no election is made under sub-paragraplofaub-paragraph (a) is for any reason
inappropriate or inapplicable, the home districlshe Port Moresby.
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SICK LEAVE
14.51 Sick leave shall be credited to an officenulatively as follows:

€) on the date of appointment as an officer twaokimg weeks on full pay and two
working weeks on half pay;

(b) on completion of each additional 12 monthsisertwo working weeks on full pay and
two working weeks on half pay.

14.52 The Departmental Head may grant sick leaveobwick leave credited to an officer in
accordance with paragraph General Order14.51. filgeoshall apply for sick leave on Form
LE14.1 at the end of this General Order.

Sickness on Recreation or Furlough Leave

14.53 If an officer falls sick while on recreatiteave or furlough leave and produces medical
evidence of that fact, the Departmental Head magtdrim/her additional leave equivalent to
the period of sickness falling within the schedutediod of leave, and the period of absence
shall be recorded as sick leave.

Evidence for Sick Leave

14.54 Evidence in cases of sick leave shall consmsimedical statement and a medical certificate.
medical certificate is acceptable evidence of ssskrfor a period of up to ten working days. A
further certificate shall be produced at the exmraof 10 working days. This medical
certificate will normally be made by a registere@dtal Practitioner. However, where a
Medical Practitioner is not available, a medicatasment by an Community Health Worker or
Health Extension Officer is acceptable.

14.55 It is at the discretion of the Departmentab#i to grant sick leave without production of a
medical statement or medical certificate to theeixof four days in each year commencing on
the date on which the officer was last creditechwitk leave.

Continuous Sick Leave

14.56 Where an officer has been absent on accéuimess for a continuous period of three months
he or she shall not:

€) resume duty unless a medical practitioner basfied that he/she is fit to do so; and

(b) be granted a further period of sick leave uexémined by a medical practitioner
appointed by the Departmental Head.
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14.57

14.58

14.59

9
Health Danger Leave (Risk to Public Servants)

If the Departmental Head has reason to leetieat an officer is in such a state of healtloas t
make him/her a danger to his/her fellow officersoahe public he/she may require him/her to:

€)) absent him/herself from duty for a specifiedigut which shall be counted as sick
leave; and

(b) obtain and submit a report as to his/her caonlirom a medical practitioner; or
(c) submit for examination by a medical practitioneminated by the Departmental Head.

On receipt of the report, he/she may require theasfto continue on leave for a further period
to be counted as sick leave.

Infectious Diseases

The Departmental Head shall grant sick ldavan officer who is certified by a medical

practitioner to have come into contact with a persaffering from an infectious disease. The
period of leave shall not extend beyond the edrlile¢e on which, having regard to any
restrictions imposed by law, it would be practieafar the officer to resume duty.

lliness due to Misconduct

Sick leave shall not be granted on account ofskngaused by the misconduct of an officer in
the course of his/her employment. If leave is ggdrdue to such cause, it shall be granted as
leave without pay. The Departmental Head may reqan officer to undergo a medical
examination to establish the cause of an illnessjory.

LEAVE TO ATTEND MEETINGS OF LOCAL LEVEL GOVERNMENT BODIES AND

REGISTERED INDUSTRIAL ORGANIZATIONS

14.60

The Departmental Head may grant leave ofmalasen full pay for a period not exceeding 10
days in any period of 12 months to an officer wéto i

€)) a member of a local level government body; or
(b) an officer of a registered industrial orgarisat

for the purpose of executing his/her duties as mbeg of an officer.

For the purpose of calculations, the Departmefftestonnel Management shall be consulted
and, "10 days in any period of 12 months", shathewnce from the date the officer was first
granted leave under this General Order. Leavésd#rce not utiliseshall notaccrue. Leave
without pay will apply after the approved 10 dayipe.
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LEAVE ARISING FROM ACCIDENTS ON DUTY

14.61 Where an officer suffers physical injury metcourse of his/her duty other than injury
attributable to willful misconduct on the part thiat officer, the Secretary, Department of
Personnel Management, may grant accident leavelbpdy to the officer for a period not
exceeding three months. Leave granted undertibnggoon shall not be counted as sick leave.

Applications to the Secretary, Department of Parebllanagement, should be accompanied by
statements from the officer concerned and (wheragplicable) a witness to the accident as
well as a full statement from the officer's supsoviexplaining the circumstances of the

accident.

14.62 If at the end of three months, the officemable to resume duty, he/she may be grantecefurth
accident leave on such conditions as are deternbipéte Secretary, Department of Personnel
Management.

14.63 The Department concerned may pay transpedical and hospital expenses properly incurred
in consequence of the injury but an officer is eotitled to receive such or similar benefits
under any law relating to compensation for empley&fethe State for injuries suffered in the
course of their employment.

LEAVE TO ATTEND ARBITRATION PROCEEDINGS

14.64 The Departmental Head may grant leave of nalesevith pay to not more than two
representatives of an organisation within the nreaof the Public Services Conciliation and
Arbitration Act to attend proceedings under that. A2eriods of leave under this provision shall
be counted as part of an officer's period of setvic

14.65 The Departmental Head may grant leave ofraeseithout pay for such periods as he/she
determines but not exceeding 1 month in any perid® months for any one representative of
an organisation referred to in paragraph Genedéx4.64 to prepare evidence for submission
by the organisation in any proceedings under theéerred to.

14.66 An officer summoned or called as a witness in pedaggs under the Public Services
Conciliation and Arbitration Act shall be grantegVe with pay for the period he/she is absent
from duty by the Departmental Head.

LEAVE FOR PUBLIC INTEREST PURPOSES

14.67 The Secretary, Department of Personnel Manage may grant leave to an officer to enable
him/her to engage in service in the Defence Forca dnited Nations Force or in work or
employment that is in the interests of the defeasrqaublic safety of Papua New Guinea.
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14.68 Service in the Defence Force or a United Nationsé&shall refer only to:
€)) service in time of war as a member of the Deddforce; and

(b) service in a United Nations Force operatingrirarea where United Nations Forces are
engaged in warlike operations; and

(c) training required by law as a part-time memifehe Defence Force; and

(d) attendance at a training course conducteddming part-time members of the Defence
Force.

14.69 Leave of absence under paragraph Generat ©O4d8 shall be as follows:
(@) under (a) and (b), 14 days full pay and unpaidhe remainder of the leave; and

(b) under (c) and (d), 14 days with pay in any yegether with travelling time not
exceeding 14 days.

LEAVE TO SERVE UNDER OTHER LAWS (SECONDMENT)

14.70 The Secretary, Department of Personnel Managemay grant an officer leave of absence
without pay to serve as an appointee under otles lacluding constitutional laws.

14.71 Any officer wishing to apply for leave of abse without pay under this provision shall make
an application to the Secretary, Department of dtersl Management through his/her
Departmental Head providing a justification for tequest and clearly indicating the required
period of absence The officer's application must be supported gy Erepartmental Head
concerned.

14.72 An officer who leaves the Public Service @ove under other laws without first obtaining
approval from the Secretary, Department of Perdavia@magement, commits a disciplinary
offence and may be deemed to have resigned frofAubic Service.

14.73 The period of leave of absence granted utiderprovision shall not exceed three years
excepting as determined by the Secretary, Depattaidtersonnel Management.

14.74 Atthe end of a period of leave without pegnged under this provision, an officer is requieed
return to the Public Service. An officer who fagseturn after the termination of this period of
leave commits a disciplinary offence and may berakto have resigned from employment.

14.75 The period of absence on leave without paif bb counted as part of service.

14.76 An officer granted leave under this providiecomes an unattached officer during the pefiod o
leave and his/her office in the Public Service Inees vacant at the commencement of the
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period of leave. At the end of the period of leareofficer is entitled to be re-appointed to an
office of equivalent classification to his/her fanoffice if a vacancy at this level exists for
which the officer possesses the required qualiboat

14.77 If no office of equivalent classificationasailable, the officer will become an unattached
officer at his/her former substantive level and b dealt with under the procedures outlined in
General Order 4.

LEAVE TO SERVE WITH INTERNATIONAL ORGANISATIONS AND AGENCIES

14.78 The Secretary, Department of Personnel Managemeay,make the services of an officer
available to:

€) a specialised agency of the United Nations; and
(b) an international or regional organisation.

14.79 Leave under this provision shall be grantiékdout pay and may be for a period not exceeding
three years. (An officer who does not return ggtemination of the period of leave commits a

disciplinary offence and is liable to dismissal).

14.80 Leave of absence under this provision shatllbe counted as service but does not affect
continuity of service.

14.81 An officer granted leave under this providiecomes an unattached officer during the pefiod o
leave of absence and his/her office in the PuldiviSe becomes vacant at the commencement
of the period of leave.

FURLOUGH LEAVE

14.82 When an officer has served in the PubliciSefor at least 15 years, the Departmental Head,
may, from time to time grant to him leave of abseas furlough calculated at the rate of:

"Nine days on full pay or, in the discretion of theDepartmental Head, 18 days on
half pay in respect of each completed year of canuous service, based on a five
day week in respect of which he/she has not beeragted furlough leave."

The officer shall apply for furlough leave &orm LE14.1 at the end of this General Order.

14.83 An officer who is eligible for furlough leabet ceases to be an officer, otherwise than iphdea
may at the discretion of the Departmental Heagydy@ a sum equivalent to his/her pay for a
period of furlough not exceeding that which he/sbeld have been granted on full pay under
this provision.

14.84 On the death or presumed death of an offiggble at the date of death for furlough leawe, t
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Departmental Head may authorise payment to hisiggendents of a sum equivalent to his/her
pay for a period not exceeding the period of fuglothat he/she could have been granted in full
pay had he/she ceased to be an officer immedib&dtyre the date of his/her death, or in the
case of presumed death, immediately before a @aéendined by the Departmental Head.

14.85 Probationary service in the Public Servia th continuous with permanent service may be
taken into account in calculating the period of/ger for furlough.

PRO-RATA FURLOUGH LEAVE

14.86 An officer who continues in the service aftefshe has taken Furlough Leave may be granted
paid leave at the rate of 9 days per completedofeservice (based on a five day week). This
leave can be taken annually as it accrues.

CONTINUITY OF SERVICE

14.87 For the purposes of calculating furlough ¢éeand recognising prior service, the continuity of
service of an officer is not broken by any perioflabsence if,

@) any period of absence does not exceed 12 mongesontinuous period; and
(b) the periods of absence do not exceed in aggregae-seventh of the total number of
working days and holidays occurring after the fpstiod of his/her employment that
may be included in the period of service.
14.88 A person does not break the continuity dhleisservice by reason of being,

€) on leave of absence with pay or part pay; or

(b)  onleave of absence without pay where thed@aas granted on account of iliness or for
a purpose provided for by the General Orders.

Approval to include periods of absence for furloymirposes may only be granted by the
Secretary, Department of Personnel Managementppilcation by the Department Head or
Provincial Administrator concerned.

LEAVE TO OFFICERS NOT ELIGIBLE FOR FURLOUGH (MILOF)

14.89 Where an officer has served in the Publivi8erfor four years but less than 15 years, the
Departmental Head shall grant Money in Lieu of Bugh (MILOF) to an officer at the time of
his separation if that separation is as a result of
€)) retirement (at age 50 years or more); or

(b) retirement on grounds of physical or mental infigmor
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(c) retrenchment; or
(d) resignation; or
(e) death (or where the officer is presumed to sl

14.90 MILOF is calculated at the rate of nine dagsgin respect of each completed year of continuous
service based on a five day week.

14.91 If General Order 14.89 (e) applies, therptyanent may, at the discretion of the Departmental
Head, be made to the dependants of the officer.

14.92 Probationary service in the Public Servia th continuous with permanent service may be
taken into account in calculating the period of/gxr in General Order14.39.

LEAVE TO ATTEND AS A WITNESS BEFORE A COURT

14.93 An officer required to attend as a withesbemalf of the State in any court proceedings shall
be granted leave with pay by the Departmental Heathe period of necessary absence.

14.94 An officer summoned or called as a witne$srbe court, otherwise than a withess on behalf
of the State, shall be granted leave without pathbyDepartmental Head.

LEAVE FOR ATTACHMENT TO PRIVATE ORGANISATIONS

14.95 The Secretary, Department of Personnel Manage may grant leave to an officer to be
attached to a private company, authority, orgamisair statutory body within or outside PNG
for training purposes on application from the Dépa@nt concerned.

14.86 The period of leave granted under this Ostafl be for such period as is determined by the
Departmental Head.

14.97 An officer granted leave under this provisgienomes an unattached officer during the period of
leave of absence and his office in the Public $erlsecomes vacant at the commencement of
the period of leave.

14.98 The period of absence on leave shall be countpdra®f service.

PAY DEDUCTIONS FOR UNAUTHORISED ABSENCE

14.99 This General Order has dealt with authordesgnce only. All other absence from duty shall be
without pay. Procedures are established under Gieeral Orders for the purpose of deducting
pay for unauthorised absence.
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Leave Application Form

Form LE14.1

Employee#: Job#:

Surname: | | | | | | |

Other Name(s) | | | | | | |

Department: | | | | | | |

Type of Leave Applied For:

Recreation Leave |:| Sick Leave |:| Furlough|:| Compassionate Leave|:| Study Leave |:| Maternity Leave |:| LWOP |:|

Other Specify

LeaveljrtDate| T INTTIITT ] vreaveendoad T [ T T I[ T T[] No of Days Leave [ | [ |

ResumptionDate [ [ [ T T I[ [ [ 11

Medical Certificate? Yes |:| No |:| Advance Pay? Yes|:| No|:| Supporting Docs? Ye|:| No |:|

Leave To be Spent in (District/Province)

L eave Address for Mail

Do You Require a Leave Fare? Yes |:| N4:| (Recreation and Furlough Leave Only)

If you are Eligible for Travel Warrants, List

Full Name Date of Birth

Full Name Date of Birth

Leave Travel Details

From To Mode of Travel

Name of Company

Departure

Returning

Is Travelling Time Required If Yes, Please Give Details (Attach Report if Insufficient Space)

Yes |:| No|:|

| declare that the statements made in this application are correct and that my home district/Province and my spouse’s home

DIStHCY/PrOVINCE fOr [EAVE PUIPOSES IS ... e ie ittt e et et et et e et e e et et e oot e et e et et et s e ot e 4ot ettt et e e ettt et e re e tee eee ean e e nee e

Signature of Applicant Designation Date
Recommendation by Branch/Section Head
D Recommended Relief ArrangementS.........ouuiiiii e e
Not Recommended s
(i not recommended attach report) s S
ignature & Designation Date

Approval by Division Head

I:‘ Approved I:‘ Not approved
Remarks:

Department Delegate/Authorised Officer
Eligible for Travel Warrant  Yes I:‘ No I:‘
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Signature Date

L o= L

[T o = o N

Office Use Only

Date Entered

Date Confirmed:

Leave Balance:

Entered By:
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Returned From Leave Form Form LE14.2
Employee#: Job#:
L rrrrrrye
Surname: L rrrrrrrrrrr T

Other Name(s): | | | | | | | | | | | | | | | | | | | |

Department: | | | | | | | | | | | | | | | | | | |

Leave Type:

Recreation Leave |:| Sick Leave |:| Furlough|:| Compassionate Leave|:| Study Leave |:| Maternity Leave |:| LWOP |:|
Other I:‘ Specify

Expected Return Date: | | | | | | | | | | | |

Actual Return Date: | | | | | | | | | | | |

Reason for Late / Early Return:

Employee Signature:..........c.ooveiii e i e Date:...... ... [...... [ ...

Supervisor's

NamMe: .. Signature:.......ccocoveiiiie i Date:...... l... .. l......

Prepared BY:......c.ovvviiiiiieiii e Signature:........oovvviii i D ate:......... /... [
Checked BY:.....ovvviviii i Signature:.......coovciiiiiii s D ate:...... [, [,

Payroll Office Use Only

Entered By:

Date Entered:
LWOP Modified: Yes/NO
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NATIONAL PUBLIC SERVICE
GENERAL ORDERS

RECOMMENDATION TO THE SECRETARY, MR JOHN M KALI, OB E, TO APPROVE
GENERAL ORDER NO. 14 OF 1T JUNE 2002

OFFICERS’' LEAVE ENTITLEMENTS

To:  Secretary Date; %/ :!Z'(&,‘?C?f& Z&(Z"

We, the under-signed, confirm tiaeneral Order No. 14of 1% January 2012 hereto attached, has
been drafted in accordance with Government polemesthe appropriate Sectiongdrfyanic Lawthe
Public Services (Management) Aand theRegulationsand reflects:

@) all policy changes made by the National ExeeuGouncil in the period*1June 2002 to 31
December 2011;

(b) all changes to théonstitution, theOrganic Law on Provincial & Local Level Governments
and thePublic Services (Management) Act 1996 effect implementation of the Provincial and
Local Level Government Reforms; and,

(c) all other changes to tiReiblic Services (Management) Act 199&hich have been brought into
force since 1 June 2002.

On behalf of the Executive Management Team, wamewend that the Secretary authorise this General
Order for publication and distribution to line Defpaents and Agencies.

A , f -7 : ) e
Ay me ) — - > =

A FAITELI ISTKEL I\/I"E.SULAM
Executive Manager, I&ER Director, Legal & Investigations

i% ’v\/ﬂg\/
RAVU VERENAGI RAVU VAGI
De ecretary, Policy eputy Sectetary, Opations
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