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INSTRUCTIONS TO PUBLIC SERVANTS

1. Public servants to whom copies of Standing Orders are issued are
responsible for keeping the copies up-to-date with all amendments inserted and
registered. When they are transferred from their posts or leave their sections on
long leave e.g. "sabbatical leave"”, their copies must be formally handed over to
public servants relieving them. In the event of the closing of an office or the
departure of a public servant for whom no relief is provided the copy shall be
retumed to the Chief Fxecutive Officer concerned and an acknowledgement
obtained.

2. These Standing Orders are one of the necessary documents in the
Public Service. The employers are responsible to ensure the availability and
accessibility of them to all public servants and every public servant should
make sure that he understands and makes use of it. :

3. The need for amending Standing Orders will inevitably arise from time to
time and amendments shall be made by the issue of slip bearing numbers and
the effective dates. Where a section has been substantially amended and the
need for further amendments arises the section concerned should be reprinted.

4 Amendment slips will be of two kinds:

{a)  Manuscript amendment slips: where the amendment is merely a
detetion of, or an alteration of one or two words or figures only; in
such cases the relevant Standing Orders should be amended in
ink, the number and effective date of the amendment slip being
entered in the margin.

{(b)  Ordinary amendment slips: where the amendment is lengthy, they |
should be printed in a separate slip and be posted into the book in
the appropriate place.

5. A register of amendments is provided in this Binder which should be
completed promptly every time an amendment to a Standing Order is made.

6 All copies of Standing Orders remain the property of the Government
and shall be accessible to all public servants for reference and quick use.
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PREFACE

1. This is the third Edition of STANDING ORDERS for the Public Service of
Tanzania, lawfully issued by, the authority of the Government pursuant to
Section 35(5) of the Public Service Act, Cap.248 as amended from time to time.
It contains the general conditions of service for the Public Service in Tanzania.
This Edition is effective from 1% January, 2010 and repfaces the Second Edztzon
of Standmg Orders of 1994,

2. Itis emphasized that the Public Sewlce IS & good, rule-bound employer.
Standing Orders are normailly strictly adhered to in order to maintain equity and
impartiality in handling human resources matters. Establishment work is unigue
and its procedures must be uniform and must be well understood by all
members of the public service. These Standing Orders may be modified,
reviewed or amended by any special terms contained in the agreements or
letters of appointment of individual employees or by circufar instructions.

3. These Standing Orders are intended to provide equitable and impartial
answers, read in conjunction with the Public Service Regulations made under
the Public Service Act, to all ordinary problems of service administration.
Nonetheless, no regulations, however carefully framed, can be expected to
cover every eventuality and every set of circumstances. Therefore, where
special circumstances indicate that the provision of the relevant Standing
Orders are inappropriate, or would cause hardship, a well-argued case may be
submitted to the Permanent Secretary (Establishmenis) for processing, and
where justified, a variation of the provisions congerned shal be made in the .
particular instance, Failure to produce a well-argued case, may lead to injustice
and disappointment. Therefore, cases submitted for variation must be argued in
detail and must show how the public interest shall suffer if the provisions of a
particular Standing Orders are not varied, Except as specifically provided,
however, no variation from Standing Orders will be authoritative without the
prior approval of the Permanent Secretary {(Establishments). '

George D. Yambesi
PERMANENT SECRETARY (ESTABLISHMENTS)
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SECTIGNA
1NTRGbUérioN

Ad {)ef' nitions: .
For the purposes of these Standang Orders the fotlowmg words, phrases
or terms shall have the meaning shown below unless the context
Othem;se requires:

o |
' Cap.gga (1) "Act” means the Public Service Act;

(2) "Accounting Officer” means anybody or person appomted in
writing by the Treasury and charged with the duty of accounting
for any service in respect of which moneys have. .been
appropriated by the National Assembly or any person to whom
issues are made from the exchequer account;

(3) “Ad-hoc Commitiee” means a committee appomteci by the Chief
Executive Officer to facilitate appointment of public servants in
the Central Government;

(4) "Administration” means an organizational process concemed
with the implementation of objectives and plans and internai
operations efficiency. It involves routine decision making and
maintenance of the internal status quo;

(8) "Appointment’ inciudes:

(a) atemporary appointment;

(b) firstappointment;

{c) an acting appointment where the person appointed to such
acting appointment is, under the terms of his appointment,
entitied to the salary of the post to which he is s0
appointed;-

(d) an acting appointment for more than fourteen days where
the person agpointed to such acting appointment is, under
the terms of his appointment, entitled to an acting
allowance,

(e} atransfer;

®

(8) "appointing authority" means any person or authority exercising
powers of making appointment to any public service office;

(7) "authorized public servant” means a public servant who is
authorized in writing by his organization either generally or
specifically to act on matters of any specified kind or to perform
any duty or any responsibility;




Cap. 152

Cap 2

(8) “Chief Executive Officer’ means the Permanent Secretary, Head of
.Independent Department, Regional Administrative Secretary,
Director of Local Government Authority, Executive Agencies,
Parastatals and Clerk of the National Assemb!y'

(9) __“Chlef Medical Officer” shall have a meanmg ascribed to it by the
‘Medical and Dental Practitioners Act,

(10) "Chléf Secretary” means the Head of the Public Service and
Secretary 1o the Cabinet;

(11) "child” means:

unmarried child, child born out of wedlock, step child, legally

adopted child or child of a deceased near relative, who because

of physical or mental infirmity or because of being a pupil in a

Primary or Secondary School, is unable to earn a living and is
. - thereforé wholly maintained by the public servant who is not more
_thari gighteen years of age and is maintained by the public
. servant,

(?2)" “citizen” in relation to a candidate of employment or public éervant,
means a person who is a citizen of the United Republic of
- Tanzania; :

(13) "compuisory retirement” means retirement on attaining the age of

- Gompuisory retirement or when the Government requires a public

servant who has attained voluntary retirement age to retire
compuisorily;

(14) “the Constitution” means the Constitution of the United Republic of
Tanzédnia,

(15)_.-:"contract terms” means the terms applicable to public servants
whose terms of service are regulated by contract or agreement;

(16) "daily terms of employment” means the temporary, non-
pensionable, day to day contract of service, a task for which the
_ persons so appointed is purely a seasonal or short term one which

- vis unlikely to last for more thah eighteen months;

- (17) *dependant” means a member of the family of a public servant
who is wholly .or partially dependant upon the earnings of the
public servant;
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(18)

(19)

168

(20)

"disciplinary authority” means any person or authority vested with
powers to take disciplinary measures against any public servant
and includes any person to whom those powers have been
delegated; :

"disciplinary offence" means any act, or omission or misconduct or
failure to take reasonable care or failure to meet set target or to
discharge duties in a reasonable or satisfactory manner by or on
the part of a public servant which warrants disciplinary
proceedings to be taken against that public servant, and includes:

(a) contravention of any of the requirements of the Code of
Ethics and Conduct for the public service specified in the
Third Schedule to the Public Service Regulations as
amended from time to time, and '

(b) any of the offences specified in the First Schedule to the
Public Service Regulations,

“District’ means an area of administration comprising of different
wards and divisions divided for the purpose of the efficient
discharge of the functions of the Government of the United
Republic of Tanzania or of the Revolutionary Government of
Zanzibar; : '

(21) "District Administrative Secretary" means a public servant in-

(22)

charge of administration in a district;

“District Councils” means a district council established unde
procedures laid down under the prevailing laws; =~

(23) "donor" means development partner, any individual or organization

other than the Government of Tanzania offering sponsorship;

(24) "duty station" means an establishment providing public service or

which is used as a base for some public activity in~which public
servant is posted,; :

(25) “employee” means any person recorginizéd by the Act as Public

Servant;

(26) “employer” means a person or organization,.in the Public Service,

(27)

with whom a public servant entered into a contract of service and
who is responsible for the payment of salaries of such-a public
servant. : -

“employment board” means the board established by a local
government authority to facilitate appointments of public servants
in the local government authorities; :




Cap.245 (28) “executive agencies” means an executive agency established
under the Executive Agency Act, : T

(29) “executive grade’ means the grade of public servants which is
neither in operation grade nor the officer grade; -

(30} *first appointment” ‘means commencement of legally binding
- employment contract between an employee and employer as
defined by relevant Iaw§; L

(31) "higher education" means ‘a course of at least three yéérs_in
duration, leading fo a first university degree or equivalent
qualificetion which is recognized by the Government;

(32) “independent department® means a Depariment of the
Government that is not under the direct control of the Ministry;

-{33) "indefinite secondment” means the secondment of a public servént
to another employment or to another position within the public
service or outside the public service without limitation or optional

transfer to such employment;”

(34} "in-service terms” means the terms relating to treining applicable
tora public servant who is serving in the Public Service on
permanent and pensionable terms (whether on probation or
confirmed in his appointment) or on an agreement or contract or in
the Operational Service;"__ o

(38) “institution” means an autonomous or semi an autonomous entity
of the Government: '

(36) “institution of higher education" means an institution which
conducts courses of higher education; -

(37) “interdiction” means the temporary removal of a public servant
" from exercising the duties of his office while disciplinary charge is
- being investigated; T

(38) "judicial office" means the office of a Judge, Registrar and Deputy

Registrar of the Court of Appeal and High Court, Resident

" Magistrate and any other magistrate and other officers connected
with any court as may bé prescribed by an Act of Parliament:

(39) “I_pca!_‘__f{\means within t_hg__bqrders of the United Repubilic:

(40) "Minister" means a Cabinet Minister,




| (41) "Ministry" means a ministry of the Government headed by a
Minister;

(42) "moral turpitude” means:

(a) an act or behaviour that gravely violété‘é the moral
sentiments or accepted moral standards of the community,
especially sexual immorality or

(b) the morally culpable quality held to be inherent in some
- criminal qffences as distinguished from others;

(43) “officer grade” means the lowest entry grade in the Public Service
of a holder of a degree of a recognized University or equivalent
qualiﬂcatibn;

(44) "operational service" means the cadre of suppo”rting staff not -
employed in the executive or officer grade;

(45) “organization” for the purpose of these Standing Orders means the

 Ministry, Independent Department, Region, Local Government
Authority, Executive Agency, Public Institutions and Parastatal
Organizations;

(46) "other courses" means all courses other than courses of higher

Cap. 371

education;

(47) "parent ministry" means the Ministry within whoée‘ portfolio a
Government institution falls;

(48) "Parastatal Organization" means an organisation which is not an
integral part of the Government, but includes an institution,
organisation or agency which is wholly or substantially financed or
owned and controlied by the Government; o :

(49) "permanent and pensionable terms” means the terms applicable to
a Public Servant whose terms of service entitle him to receive
pension benefits under Retirement Benefits Act and-any other
relevant law; '

(50) "pensionable post or office” means a pensionabie post held by a
public servant which entitle that public servant paymen: of pension
on retirement; ' ; ‘

(51) “public servant’ means a person holding or ‘actin_c} 'ih“"the public
service office; ‘ :




(52) "public service” means the system or organisation entrusted with
the responsibility of overseeing the provision or directly providing
the general public with what they need from their government or
any other institution on behalf of the government as permissible by
laws, Public service as define in the Public Service Management
- and Employment Policy constitutes:
(a) .the Political Service;
(b} the Civil Service, -
{c) the Operational Service; o .
(d) the Local Government Service; ' :
(e} the heaith service, '
(f) . the Teachers Service:
(9) the Judicial Service: and
(h) Parliamentary Commissions Service.
Cap.2%8  For the purpose of the the Public Service Act -Public service |
means the system or organisation entrusted with the
responsibility of overseeing the provision or directly providing the
general public with what they need from their government or any
other institution on behalf of the Government as permissible by
Laws, and inciude the Service in the civil service; the Teachers
Service, the local Govemment Service; the health service: the
executive agencies; the Public institutions service and. the.
Operational Service, ' '

(53) “public service office” means: _
(a) A paid public office in the United Republic charged with the
formulation of Government policy and delivery of public
services other than:- '

(i) a parliamentary office;

(il an office of a member of a council, board, panei,
committee or- other similar body whether or not
corporate, established by or under any written law:

(iii) an office the emoluments of which are payable at an

hourly rate, daily rate or contract term:

(iv) an office of a judge or other judicial office:

(v} anoffice in the police force or prisons service:

(b) any office declared by or under any other written law to be a
public service office; .

(54) "pre-service terms" means the terms reiating.to training appiicable ®
to a candidate for entry into the pubiic service who has not yet
been appointed to the service on permanent, probationary or
operational service terms. Such a candidate shall be appointed to
the service after he has’successfully completed his training
course, : '




Cap. 298

- (55)

(56)
(5.7)
(58)
(59)

(60)

61)

(62)
(63)

(64)

"Parmanent Secretary” means the Chief Executive Officer 61‘ a
Ministry;

"nrivate medical practitoner” means a qualified medical
practitioner who provides medical attention in a private hospital,
health centre, dispensary or clinic;

"promotion” means the appointment of a public servant to a higher

- grade with an immediale or potential increase in salary and

responsibilities,

srecruitment secretariat’” means a Secretariat established under
Section 20 of the Public Service Act, to facilitate recruitment
process in the public service;

“region" means an administrative area comprising of different
districts divided for purposes of efficient performance of the
functions of the Government of the United Republic of Tan_z,ania;

"Regional Administrative Secretary” means the Chief Executive
Officer of a region;

“Regional Commissioner when used in relation to:

(a)a reg'zoh means the Regional Commissioner for the region
concerned;

(b) when used in relation to a district authority, means the
Regional Commissioner for the region in which that district
authority is established;

“scholarship” means a'ny scholarship, fellowship or similar award
or any other type of financial assistance given by a donor/
Government to assist a candidate to attend a course;

secondment’” means a temporary transfer to another employment
or to another position within or outside the public service having
different terminal benefits scheme;

"sponsoring ministry" means:

(@) the Ministry responsiblo for higher education in the case of
public servant or .students attending courses which are
financed by Government, Bursaries or by open
scholarships provided by donors which were awarded
through the Ministry responsible for higher ediRation: and




A2

A3

(b)  the public servants own ministry, in the case of public
' servants attending in-service courses which are financed
by limited scholarships provided by donors, by scholarships
requested from a donor by the ministry, or by the ministry's

own fraining votes: -

{65) . *'épouse" means a husband or wife of the public servant and for the

- purposes of privileges and entitlements under these Standing
Orders, means one spouse only;

(66) "Standing Orders” means Standing Orders stipulating the general

conditions of service of public servants and the procedures for

~ handling personnel matters issued under the authority of the
Government pursuant to Section 35(5) of the Act:

_ (6?'} '_ "suspension” méans_a temporary removal of a public servant from

exercising the duties of his office after he has been convicted of a
... criminal offence untit such a time when the results of the
disciplinary proceedings against him-are known:

(68) ”témporai’y terms” . means the temporary non-pensionable, month to |
~ month terms on which public servants are appointed for either full-
time or part-time employment;

(69) “transfer" means, posting of a public servant from one station to

another or from one organization to another; and

(70) “United Republic” ineans the United Republic of Tanzania.

Application of Standing Orders:

In most of these Standing Orders the term "public servants” has been
used and where the ferm is unqualified, the Standing Orders shall be
interpreted as applying to all those categories of employees who fall
within the definitions given in Standing Order A.1.

Legisiation:

(1) These Standing Orders shall be read in conjunction with any relevant
legislation applying to Government employees:

(2} Where reference to an Act is made in these Standing Orders such
reference shall be faken to include reference to any legislation
passed in substitution for or amendment of the Act and to any
subsidiary legislation.
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A6

Cancellation of Circulars:

Care has been taken to ensure that the provisions of all Staff Circulars,
Establishment Circulars and other circular instructions dealing with staff
matters issued up to the date of publication of each section are
incorporated in these Standing Orders, except for those of purely
temporary or informative nature. The instructions in all circulars on the
subject covered in a Section of these Standing Orders should therefore
be regarded as superseded with effect from the date of publication of
these Standing Orders, except where it is specifically stated that any
particular circular or circulars shall remain in force, eather for a limited
period or indefinitely.

Responsibility for Custody  of Standing Orders and its
Amendments:

Public servants to whom copies are issued are responsible for keeping
the copies up to date and register all amendments accordingly. When
they leave their stations on long leave e.g. sabbatical leave, on transfer
or on leaving the service, their copies must be formally handed over to
relieving public servant, fully amended to date, In the event of closing of
the office or departure of a public servant for whom no relief is provided
the copy shall be returmed to the Chief Executive Officer of the
organization concerned and acknowledgement in- writing thereof
obtained. :

Forms:

- All forms set out in the appendices to these Standing Orders are

obtainable from the Government Printer and should be used for all
official fransactions.
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SECTION B

THE ORGANIZATION OF GOVERNMENT
AND PROCEDURE FOR CONDUCT OF BUSINESS

THE ORGANIZATION OF GOVERNMENT

Appointment of Ministers and the Allocation of Government
Business:

The Powers to appoint and allocate Responsibilities to Ministers are
vested in the President under Article 55 of the Constitution.

independent Departments:
(1) The Independent Departments are:
(a) the Parliamentary Service Commission;
(b) the Judicial Service Commission;
(c) the Public Service Cormmission;
(d) the Commission on Human Rights and Good Governance;
{e) the Judiciary;
(H) the National Audit Office;
(g) the Law Reform Commission;
(h) the National Electoral Commission;
(i) the Commission for Mediation and Arbitration;
(i) the Registrar of Political Parties,
(k) Public Leaders Ethics Secretariat;
(1) Prevention and Combating of Corruption Bureau;
(m)Planning Commission, and
(n) Attorney General’s Office.

(2) The independent Departments outlined under paragraph (1) shall
include any other existing and the coming Independent Departments.

PROCEDURE FOR CONDUCT OF BUSINESS
Communication between Ministries:

(1) Communication between Ministries shall be by means of letters, fax,
telephone, e~mails and telex. The communication shall be in a simple
form and be self-contained. When it is necessary to refer in a letter to a
lengthy document which the Ministry being addressed shall not require
for record, the document concerned or summary may be attached to the
letter with the request that it shall be returned later. The covering letter
must contain the full reference of the document which is sc passed.




B.4

B.5

(2) Subject to Paragraph (3) of this Standing Order, Ministries shall not
communicate with each other by passing files.

(3) Ministries 'may pass files to the Attorney General where legal advice -
is reqtiired.

Communication from Ministries to Heads of Independent
Departments:

(1) Ministries shall communicate directly with Independent Departments
provided that where the subject of communication is on policy or
technical matter, a copy should be sent to the ministry concerned with
such policy or technical command. Means of communication shail be as
provided for under paragraph (1) of Standing Order B.3, as the case may
be.

(2) Ministries may pass files to Independent Departments as and when
required. -

Communication from Heads of Independent Departments, Divisions
and from the Regional Administrative Secretaries to the Ministries.

(1) A Head of a Division shall address correspondence on general as
well as establishment matters to the Permanent Secretary of the Ministry
under which his Division falls.

(2) A Head of Independent Department shall address letters on generai
matters to the Permanent Secretary of the Ministry under which his
department falls and on establishment matters to the Permanent
Secretary (Establishments).

{3) All correspondence from the Regions and Districts shall be issued
under the title or designation of the Regional Administrative Secretary or
District  Administrative Secretary, as appropriate. Equally  all
correspondence to the Regions or District shall be addressed to the
Regional Administrative Secretary or District Administrative Secretary, as
appropriate. Regional and District Heads of Sectoral Ministries which
are not integrated under the Regional Administrative Secretary shall
however issue correspondence in their own title and designation.

{(4) The normal mode of communication between the Regional
Administrative Secretary and Sectoral Ministries on policy issues shall be
through the Ministry responsible for Regional Administration and Local
Goévefnment, However, Regional Administrative Secretary may
’(ﬂf@f jhunicate directly with Permanent Secretaries of Sectoral Ministries
CoRcEri&d’ on professional, technicai and administrative matters.

16




B.6

B.7

B.8

Similarly professional. technical and administrative officers may have
informal contacts on purely professional, technical and administrative
matters with their counterparts at leadquarters. In all such cases copies
of any correspondence shali be forwarded to the Regional Administrative
Secretary.

Communication from Other Government Offices or Bodies in the
Region:

Where a government office or body which is not directly under the
Regional Administrative Secretary wishes to communicate with the
Ministry, it shali do so after consultation with the Regional Administrative
Secretary and the letter of such communication shal% be copied to the
Regional Administrative Secretary. '

Communication with Local Authorities:

{1} The normal channe! of communication with the lLocal authorities on
policy and administrative issues shali be through the Ministry responsible
for Local Government and on personnel matters shall be directly to the
Director of a Local Government Authority concerned, provided that in all
cases a copy of such communication shall be served to the Regional
Administrative Secrefary.

{2) On professional and technical matters, Ministries may communicate
directly with the Local Government Authorities and such communication
shall be copied to the Regional Administrative Secretary.

(3) Communication from a local government authority shall be addressed
directly to the organization concerned, provided that a copy of such
communication is served to the Regional Administrative Secretary and
the Permanent Secretary of the Ministry responsibie for Regional
Administration and L.ocal Government.

Communication with Parastatal Organizations:

(1) The normal chanpel of communication with the ‘Parastatal
Organizations shall be:

(a)y directly from the Ministries, Independent Depariments,
Regions or Local Government Authorities to the Parastatai
Organisation concerned;

{b) directly from the Parastatal Orgamsatlon concemed fo the
Ministry, Independent Department, Region Local
Government Authorities dependmg on the matter. on wh;ch
communication is made; and

17




{(c) through the parent Ministry of the Parastatal Organisation
concemned where the matter on which communication is made
needs the attention or action of the parent Ministry.

{2) For the Executive Agencies the communications shall be as provided
for in the Public Service Regulations, 2003,

Communication with the Ruling Political Party:

The decisions of the Ruling Political Party requiring implementation by
the Government shall be communicated to Ministries and Regions by the
Prime Minister's Office,

Communication with Foreign Governments and Agencies:

(1) Correspondence with foreign governments and Agencies shall be
routed through the Ministry of Foreign - Affairs and International
Cooperation except where matters being discussed are of a purely
technical nature.

(2) Correspondence on matters which are purely of technical nature may
be made with the foreign Governments or Agencies concerned through
the ministry responsibie for such technical matter and copies of such
correspondence shall be sent to the Ministry responsible for Foreign
Affairs and International Cooperation. Examples of commumcatton on
technical matters are as follows: -

(a) on matters regarding recruitment, appointments, renewal of
confracts, passages and overseas ftraining through the
Permanent Secretary (Establishments):

on matters regarding leave movements, payment of salaries,
allowarn.es, etc.; through the Accounting Officer concerned:

on matters regarding Stores through the Permanent Secretary
Ministry responsibie for stores; '

on matters regarding medicines through the Permanent
Secretary/Ministry of Heaith; and

on ali other technical matters related to their Ministries through
the appropriate Permanent Secretaries.
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Communications with the Attorney General’'s Chambers:

(1) Legal Advice shall always be sought in writing except where the
circumstances of the case dictate otherwise. The public servant making
the request shall ensure that the full facts are given to the Aftorney-
General should draw attention to any previous legal opinions which
might have a bearing on the case, and should set out in a separate
paragraph the specific question or questions of law on which advice is
desired.

(2) Except for routine matters such as scrutinizing of minor documents,
such requests for legal advice shall be made by a public servant of
senior grade or above.

(3) In the case where it is necessary for legal advice to be sought by a
personal approach, an appointment shall. whenever possible, be made
with the member of the Attorney-General's Chambers from whom the
advice is sought and he shall be given advance notice of the questions
upon which legal advice is desired.

(4) The Attorney Generar's Office shall always be consuited:

(a) before any paymert of compensation is made or is refused, orin
matters in which proceedings might have to be taken in court;

(by before a Government Official produces official documents in
court in a civif case in which the State is not a party; and

{(c) before criminal proceedings are instituted, since the final
decision whether or not such proceedings shall be taken or shali
proceed rests with the Attorney General.

(5) f a communication o a member of the public entails the decision
being based upon a legal opinion expressed by the Attorney General's
Office, the legal advice shall not be quoted, nor shall the communication
indicate that the decisiof is based upon the opinion of the Attorney
General's Office. Such communication shall be drafted on the basis that
the decision conveyed is that of the Ministry or Division concerned.

L.egisiation:

(1) All legal instruments, other than appointments of a routine nature
issued under the authority of a law, shall be drafted or scrutinized by the
Attorney General's Office. This also applies to all important Government
contracts and to all government correspondence on legal matters with
non-government legal practitioners, ]
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(2) All Government Bilis and subsidiary legislation (other than Common
form subsidiary legislation and by-laws) shall be drafted by the Chief _
Parliamentary Draftsman. Common form subsidiary legisiation shail be -
drafted by the appropriate Ministry and sent fo the Chief Parliamentary
Oraftsman for scrutiny. Except in relation to purely routine subsidiary
legislation, a request for the drafting of legislation shall be made by a
public servant not below the rank of Permanent Secretary. '

(3) Before the Chief Parliamentary Draftsman can be requested to draft
any principal legislation, the approval of the Cabinet to the principles
shall first be obtained. It shall be advantageous for the Ministry
concerned to clear the draft of the Cabinet Paper with the Chief
Parliamentary Draftsman.  For similar reasons instructions for the
drafting of lengthy or complex subsidiary legislation shall not be given
until, in the case of subsidiary legisiation to be made by the President,
the Minister concerned has agreed in principle to putting the matter to
the Cabinet, and, in other cases, until the person or body having the
power to make the subsidiary legislation has agreed in principle to make
if.

(4) Request for the drafting or scrutiny of subsid iary iegislation of a minor
or routine nature may be made by a minute addressed to the Chief
Parliamentary Draftsman in the appropriate Ministerial file. Requests for
the drafting of legislation of other kinds shall be made to the Chief
Parliamentary Draftsman in a self-contained paper accompanied by the
appropriate Ministerial file. There is no objection to this paper taking the
form of a minute, provided that a copy is sent for retention by the Chief
Parliamentary Draftsman. Where the legisfation in question is a Bill and
instructions are in minute form, the minute shall provide adequate
drafting instructions although there is no objection to references to folios
in files containing more detailed information.  In preparing the
Statements of Objects and Reasons, the Draftsman shall rely on the
paper containing the instructions given to him.

(5) Instructions for the draffing of legisiation shall, in ail cases, include g
“note stafing: :

(a) why the legislation is.required: and"
(b) what it should provide for.

(6) In appropriate cases (this applies particularly to important or
controversial Bills) there shall be included a note of such background
and other information as is necessary to enable the Draftsman to fully
understand the issues and other implications. This note shail include
~ any indications or any objections which can reasonably be taken to the
measure, or which it is anticipated may be taken. This information is
necessary for the use of the Parliamentary Draftsman in dealing with
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such matters as the statement of Objects and Reasons, and also in
deciding how best to give effect to the instructions.

(7) Where the Chief Parliamentary Draftsman is asked to draft a Bill
under which it is likely that a substantial quantity of subsidiary legislaticn
will be enacted, the Ministry concerned shall:

(a) in forwarding instructions for the Bill, give an outline of proposed
subsidiary legislation so that the Chief Parliamentary Draftsman
can decide whether the proposed subsidiary legislation will be
intravires; and

(b) if it is desired to bring a Bill, if enacted, into operation on a certain
date, allow for the time needed for the drafting and enactment not
only of the Bill but also for the drafting and enactment of such
subsidiary legislation required for the operation of the measure.
Copies of legislation of other countries on the same subject or
submission of a draft may be of assistance, but where such
copies or draft are submitted, they shall not be regarded as
substitute for, or as obviating the necessity for giving full
instructions.

(8) Priority for the presentation of Bills to the National Assembly is
decided by the Prime Minister in consultation with the Legislation
Committee of the Cabinet. Ministries shall, however, forecast their
legislativa requirements in time so as to avoid the necessity of having to
introduce legislation on Certificate of Urgency.

(9) The last date for consideration of a Bill by the Legislation Committee
of the Cabinet is normally four weeks before the day on which the Bill is
presented to the National Assembly. Drafting instructions shall therefore
be submitted as early as possible in order to enable the Bill to be drafted
in time for presentation to the Legislation Committee.

(10) Instructing Ministries are responsible for seeing that other Ministries
and authorities are, where necessary or:desirable, consulted before the
drafting of any legis'ation and on any draft legislation which concerns
them. Since every form institutes a procedure, care shall be taken to
ensure that its method and make-up is such as to achieve the desired
objective in the most efficient manner. Therefore, in all cases where a
form or forms will be required to give effect to any gislation, the
instructing  Ministry  shall consult the Permanent Secretary
(Establishments).

(11) ltis the duty of the instructing Ministry to scrutinize all drafts sent

from the Chief Parliamentary Draftsman to ensure that'they meet all
questions of principle. 200N

21




B.13 Communication with the President, Vice President, Prime Minister,
Minister, Deputy Minister, Regional Commissioner and District
Commissioner: o
if, when on tour or otherwise, the President, the Vice President, Prime
Minister, Minister, Deputy Minister, Regional Commissioner or District
Commissioner gives any oral directive td a public servant, it shall be the
duty of that public servant to commit the directive in writing and to
forward it for confirmation to the Chief Executive Officer concerned
through the appropriate channel. The same procedure shall apply where
oral directives are given to a public servant by any executive who is not
his immediate supervisor.

interviews with the President, Vice President, Prime Minister,
Minister, Deputy Minister and Regional Commissioner:

A public servant desiring an interview with the President, Vice President,
Prime Minister, Minister, Deputy Minister and Regional Commissioner
shall address his request to the appropriate Chief Executive Officer
concerned, through the normal channels and shall set out fully his
reasons for seeking the interview. Where an interview is desired when
the President, Vice President, Prime Minister, the Minister or Deputy
Minister is on a visit to an out station, the request shall be forwarded
through the normal channels, to the Regional Commissioner of the
Region concerned.

Regional and District Commissioners:

(1) The Regional Commissioner or District Commissioner is the principal
representative of Government. He is responsible for the planned
development of his Region or District and for the efficient conduct of
Government business, and for the maintenance of law and order.

{2) The Regional Administrative Secretary is the Chief Executive Officer
and the Principal Advisor to the Regional Commissioner. He is assisted
by public servants who form the Regional Secretariat. In the case of a
District, the District Administrative Secretary is the Principal Executive
and Principal Adviser to the District Commissioner.

(3) While Regional and District Comniissioners exercise general
supervision of public business in Regions and Districts, responsibility for
professional and technical matters is vested in the appropriate Regionai
Secretariats.

(4) All matters which can be settled by direct communication between
the Regional Administrative Secretary and Regional Heads of non-
decentralized Ministries shall be so settled. The Regional Commissioner
® entitled to receive from the respective Assistant Administrative
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(4) All matters which can be settled by direct communication between
the Regional Administrative Secretary and Regional Heads of non-
decentralized Ministries shall be so settled. The Regional Commissioner
is entitlied to receive from the respective Assistant Administrative
Secretaries all the information and assistance for the conduct of public
business in his own office. The Regional Commissioner shall not
intervene in internal cluster matters, but in matters of detail and routine
any reasonable request addressed by him to the Assistant Administrative
Secretary shall as a matter of course, be met. Moreover, in cases of
emergency, of which he must be the sole judge, he is empowered {0
issue such orders as he may find necessary and these orders shall be
carried out by the public servants who receive them. Such action shall
be reported to the Ministries concerned.

(5) The formal channel of communication between the Regional
Commissioner and ail staff in his Region, decentralized or non-
decentralized, shall be through the Regional Administrative Secretary.
Where informal communications are made, particularly verbal
communications, between Regional Commissioners and an
Administrative or divisional officer direct, the officer shall communicate
the substance in writing to the Regional Administrative Secretary.

(6) It is considered impracticable to issue any more precise instructions
as to formal relationship between Regional, District and Divisional
Officers centralized or decentralized or between Regional Commissioner
and Ministries. The good sense of all concerned and their common
devotion to the interest of the country may be trusted to evolve from
these directions a satisfactory and efficient relationship. The Regional
Commissioners and all Government Officers shall regard the business of
their Region or District as their joint concern, and in their dealings with
the public they shall be collectively answerable.

Regional Consultative Committees:

The highest importance-is attached to the need for closest co-operations
between Administrative and other staff. Feam approach to problems in
the Regions working through Regional Consultative Committees is
emphasized. Regional Censultative Committees shall decide on the
jocal interpretation and application of Government policies, and “shall
provide forum for the exchange of information. No departure shall be
made from Ministerial policies which have been laid down, unless the
Minister concerned has so agreed. The procedure and manner to
conduct the business of the Regional Consultative Committee is as
provided for in the Regional Administration Act,

District Consultative Committees:

A need for close co-operation between the administrative body and other
staff in the district including matters referred to under paragraph B.16 at
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the district level are undertaken by the District Consultative Committee
as provided for in the Local Government (District Authorities) Act,

issue of Circulars:

(1) Circulars or Instructions on Staff matters o public servants shall be
issued by; :

(a) the President;

{b} the Prime Minister;

{c) the Chief Secretary;

{d) the Permanent Secretary (Establishments); and
{e) the Treasury Registrar.

(2) There shali however, be no objection to other Ministries or
Independent Department to issue internal Circulars or instructions on
Staff matters to their own public servants and to issue copies of internal
circulars of an informative nature to other Ministries/Independent
Departments/Regions or Local Government Authority.

{3} All circulars or instructions on staff matters to public servants shall be
gazetted in the Government Gazalfe. '

Qral Communication
All oral communication made shall immediately be supported by written
communication.
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SECTIONC

CORRESPONDENCE, GENERAL OFFICE ROUTINE,
STATIONERY AND EQUIPMENT AND OFFICIAL
GAZETTE

GENERAL INSTRUCTIONS REGARDING
CORRESPONDENCE

Forms of Correspondence - General;

(1) All official writings should be brief and concise and shall be well
considered in substance, and coached in a tone of courtesy carefully
avoiding any expression of personal feeling. Words like "most", "very",
"extremely”, "considerably”, should best be omitted. Sentences should be
shorter and precise. For example, the sentence, "The Staff List will be
pub%ished shorily" is befter than "The publication of the new Staff List will
take piace in the near future". .

{2) Where no other honorific prefix is appropriate official communications
shall be addressed in the style, Mr/Mrs/Miss/Bw./Bibi/Bi "X". A Member of
Parliament shall be addressed as "The Hon. "X" MH."X" and not for
example, "The Hon. Mr. "X" /Mh./Bw/Bibi/Bi. A Judge of the Migh Court
shall be addressed as "The Hon. Justice "X" /Mh. Jaji.

(3) Kiswahili and English are the recognized Ianguages in all forms of
official correspondence.

Correspondence Between Government Offices:

(1) All official correspondence external to the public service organisation
shall be addressed to the Chief Executive Officer or Head of that
organisation. Likewise, all official correspondence from any public
service organization shall be signed by or on behalf of the Chief
Executive Officer or Head of that organisation.

(2) Each communication shall be confined to one subject, which shall
either be stated briefly as a heading or made clear, in the first paragraph.
Any Reference number and date of previous correspondence shall be
quoted.

(3) Succeeding paragraphs shall, logically and concisely:
(a) give a brief outline of history of the subject;

(b} elucidate salient poinis to be considered; and
{c) referto any relevant decisions on similar or allied subject.

3t




C.2

C.4

(4) Any authority of law, regulation, Government ruling or precedent
connected with the subject shall be quoted. When reference 18 made 10
any regutation or notice which has been publsned in the Official Gazette,
the year and number of the regulation or nofice whall be guoted.

(5) Paragraphs shall be numbered consecdtively; if the Cormmunication
extends to two or more sheets, each page shall be numbered.

(6) Enclosures, where essential, shall be similarly paragraphed and
paged. Enclosures in languages other than Kiswahifi or English shall be
accompanied by a translation or, in the case of documenis of minor
importance, by a précis in Kiswahili or English of the contents.

(7) Communications should be typewritten and dated with the actual date
of despatch; if, however, the subject is of a strictly confidential or secret
nature, the communication may be handwritten at the writet's gisarotion.

(8) No preface or conclusion such as "Dear S or "Yours faithfully” is
necessary in official communications. -

(9) In all cases where the public servant addressed is likely fo pass the
communication on to some other public servants, the comununication
shall, in order to save copying, be sent in duplicate and wherever possible
the full number of copies likely to be required by the addresses should be
enclosed. When a communication is sent under flying seal ("u.fs.") 10 &
public servant or public servants, one Copy snall be made for each public
servani through whose, hands it is to pass: “

Demi-Official Correspondence:

Demi-official correspondence is the normal mode of communication
between ministers. While there is no objection to the use of demi-official
correspondence by public servants both for exploratory and explanatory
purposes, this form must not be used for communicating official decisions
or policy.

Official Correspondence — Addresses!

(1) Ali Government publications and letter-heads shall bear the tull postal
address, including the Post Office Box number of the organisaton
concerned: where a Private Bag service is used, {he postai address
should be shown as that of a Private Bag. The organisaidon’s telephone
and fax numbers and e-mail or registered teiegraphic uddress shali be
shown. :

{2) Correspondence dispatched by post to official addresses shaill show

the full postal address of the recipients, on the lines indicated above, and
not merely the title of the organisation followed by the name of station.
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ICT Correspondence:

As circumstances may demand, the use of Information and
Communication Technology ({01 is embraced with the aim of increasing
efficiency and productivity through the scope of e-Government. internal
and external communications may be conducted through digital means
{e-mail, internet, mobile phones, teleconference, video conferences and
fax mail). Public Servants without violating the requirement of security
and privacy laws will be required 1o embrace ICT in undertaking
communication and correspondence within and outside their organisation.

Government Mail — Dispatch:

All Government mail shall be dispatched in accordance with the
Government Postal or any other communication Procedure laid down by
the Permanent Secretary (Establishments).

Registered Correspondence:

Chief Executive Officers in the Public Service shall ensure that the public
servants in charge of registered mail are personally responsible for
keeping a record of all registered lefters and articles received and
dispatched, in such a form that the responsibility for the loss of any
registered articles or their contents may be determined -without difficulty.

Legibility of Signature:

A public servant whose signature is not easily decipherable shail adopt
for all official purposes a clear signature and have his full name typed or
stamped below his signature. :

Rubber Stamps:

Rubber stamps shall be used only on copies of letters. Original letters,
Government Receipts, passes, licences shall be cigned by authorized
public servant.

Classified Correspondence:

(1) Good security is an essential factor in the efficient working of
Government. All public servants whose duties involve the handling of
classified material shall be thoroughly conversant with Government
Security Orders.

(2) Any envelopes marked confidential, secret, top secret shail be sent to
the confidential Registry.

(3 In case of correspondence made through fax or e-mail, the originator
shall have the responsibility of classifying and marking such information
as “confidential”, “secret” or “top secret” before faxing or e-mailing.
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(4) For avoidance of leakage of information, every organization shall have
only one official fax machine placed at the office of the Chief Executive
Officer of the organization concerned. For easy handling of confidential
information received through fax or e-mail there shall be designated a
public servant or public servants to handle such information.

Convenience of the Public:

An individual member of the public shall not be caused any expense or
inconvenience when requested to reply to enquiries instituted by
Government which it is in the interests of Government to make. Such
official enquiries shall be accompanied by an envelope, duly pre-paid
official overprinted stamps. Alternatively, the enquiry may take the form of
questionnaire, similarly pre-paid with official over-printed stamps and
addressed on the reverse side, which may be folded, sealed and posted.
Forms such as those for completing in connection with an application for
a government post, however, where it is mainly in the interest of the
recipient to complete and return, the document shall not be accompanied
by a pfe~paad envelope.

Acknowledgements '

it is important that correspondence received from publtc bodies, firms and
individuals shall be acknowledged immediately and dealt with promptly.
The acknowledgement form set out at Appendix C.1 is suggested as a
model. .

Government Decisions: _
When  Govemment decisions have to be conveyed they shall be
communicated as decisions of the organization concerned and not as
decisions of the individual public servant who happens to make the
decision. Unless there are special reasons for doing so, the name of the
public servant making the decision shall not be communicated.

Correspondence for Legal Advice: _
Correspondence for request on legal opinion shall be made in
accordance with the provision of Standing Order B.11.

Restriction Regarding Disclosure of Information:

(1)No correspondence which has passed between Ministries,
Independent Departments, Regzons Local Government Authorities or
between the public and Ministnes/Independent Departments/ Executive
Agencies/Regions/ Local Government Authorities may be communicated
to the Press or any member of the public without the approval of the Chief
Executive Officer concerned; but information of a general nature which
may be of material assistance in discussing local questions need not be
withheld, provided that such information is not of a confidential nature or
likely to infringe the privacy of others.
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(2) Unauthorized disclosure of official information shall make a public
servant liable to disciplinary action or criminal prosecution.

Press and Public Relations:

(1) The Director of Information Services is the recognized .channe! for
Government information of ma;or importance to the Press and
Broadcasting Services.

(2) To enable Ministries, Independent Departments, Regions and Local
Government Authorities to keep the Director of Information Services
informed of their activities, all Chief Executive Officers in the Public
Service shall establish information, education and communication units or
appoint a public servant at Headquarters or at such other offices as may
be appropriate to act as a Communication Officer with the Information
Services Division. Information of a factual nature not connected with
maijor questions of policy and development, to be given publicity in the
iocal Press and the broadcast news service should be channelled through
this office or officer to the Press: Section of the Information Services
Division. Conversely, it is to this office or officer that the public servants of
the Information Services Division would first go for any information that

they might require

(3) Where the information to be given out relates to a matter of major
importance, the channel of communication shall be between the Chief
Executive Officer concerned and either the Permanent Secretary of the
Ministry responsible for infoxmatlon and Broadcasting or the. Director of
Information Services. .

(4) When a public servant is approached by the Press for an eye witness
account of any incident, he shall always refer the press to the Senior
Public Servant present. This public servant shall confine himseif strictly to
a statement of the facts and shall.in no circumstances embark on a
discussion of Government policy. Any public servant making such a
statement to the Press shall inform his Head of Division/Department/
Unit/Section responsible for staff services immediately of the substance of
his statement and it shall be the responsibility of the Head of

~ Division/Department/Unit/Section to pass this information to.the Chief

Executive Officer of his organisation and the Director of Information
Services by the quickest possible means. This procedure is also to be
adopted for any incident likely to arouse wide public interest or
controversy, irespective of whether or not Press representatives are

 present, or a statement has been sought or made.
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Correspondence from Public Servants Regarding Matters Relating
to Themselves:

(1) To their Head of Division or Department or Unit:

Any communication which a public servant wishes to address to the Head
of his Division or Department or Unit shall be forwarded through his
supervisor. '

(2) To Central or Local Government:

The correspondence with Central or Local Government for any public
servant is through his Chief Executive Officer. In forwarding
correspondence from the public servants, Chief Executive Officers are
expected to express their opinion and give advice on issues in question.

(8) To Commiss.on on Human Rights and Good Governance:

Any correspondence which a public servant wishes to address to the
Commission on Human Rights and Good Governance may be forwarded
directly to the Commission without necessarily forwarding it through his
Chief Executive Officer.

Correspondence Affecting Individual Public Servants:

(1) When making a recommendation in respect of a public servant, a copy
of such correspondence shall not in any circumstances be forwarded to
the public servant concerned. There is, of course, no objection to ine
public servant being informed that the matter has been referred to the
appropriate authority for decision but the public servant shall not be
informed as to what recommendation has been made.

(2) Where a public servant writes a letter through his superior that latter
shall be forwarded with appropriate comments. An exception shall be

- where the subject matter of the letter can be resolved by the supervisor,

and the public servant concerned shall be informed accordingly.

{3) Where a supervisor fails to resolve the matter accordingly, the public.
servant shall write direct and furnish the copy to the supervisor.

Employment Records:

(1) Full and accurate particulars and records of service of ali public
servants must be maintained at the President’'s Office, Public Service
Management and at the public servant's respective organisation
headquarters. Care must be taken to ensure that whenever
communications are addressed to the Treasury or to the office
responsible for Public Service Management or to the Public Service
Commission concerning an individual public servant and where thase
communications have a bearing on the public servant’s terms of service,
correct particulars of service, shall be furnished.
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(2* Public servants may not, withaut permission, have access to official
aper- -elating to themselves. For example, public servants shall rot
sandle ieir personal files.

(3) “very employer shall keep employment records for the purposes of
refe -ence for calculation of the employee terminal be:iefits and every
emplcyee is encouraged to keep his own records.

(4) Communications through loose minutes shall not be made across one
® ministry to anothe:.

C.20 Restriction on Taking of Copies and Destruction of Official
Documents:
(1) A public servant is not allowed io take copies of minutes or
correspondence for his own purpose even though such papers may pass
through his hands in the course of his official duties. This instruction does
not apply lo a case in which a particular document relating to a public
servant is sent to him expressly for noting.

(2) Where a public servant takes copies of cfficial documents for his own
purpose or destroys without permission, he shail be regarded as guilty of
a breach of discipline and disciplinary proceedings shall be taken against
him.

C.21 Telephone Calla:

Whenever information or advice can be obtained by local telephone calls,
this means shall be used and correspondence saved, although it is
usually advisabie that a hrief record should be made of their content; in
the case of decisions, @ reccrd is essential and shall be confirmed later in
writing. Trunk calls shall be made only in cases of real urgency when less
evpensive methods of communication will not suffice and when made, a
proper record should be maintained.

STATIONERY AND OFFICE EQUIPMENT

€.22 Supply of Official Stationery:
The supply «of official stationery other than printed forms is the
responsibility of each Governmeat organisation in accordance with the
orovisions of relevant laws governing preccurement in the Government.

C.23 rinting.
Pririing should be reduced to a minimum. The cheaper means for the
rer:-oduction of departmental forms e.g. photocopying machines should
be used. All orders for printing and supply of printed forrns should be
forwe "ded to the Government Printer.
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Forms Design:

The advice of the office responsible for Public Service Management
should be sought on the design of any form which is desired to be
introduced in the Public Service. Such forms should also be referred to
the President's Office responsible for Public Service Management on
each occasion when a reprint is required, so that the desirability of
altering the design of the form in order to improve it or bring it up to date
may be considered.

Economy in Use of Stationery:

The utmost economy shall be exercised in the ordering and use of official
stationery. All stocks should be kept under lock and key and issued by
responsible public servants. Official stationery shall not be used for
private correspondence.

Office Equipment and Furniture:

(1) The advice of the office responsible for Public Service Management
shall always be sought on the most suitable types of office machinery and
equipment designed to carry any particular task. The office equipment
should always be of highest quality and acceptable standard.
Furthermore, specific approval from the office responsible for Public
Service Management shall be obtained before placing an order for office
equipment and furniture regardless of fund (whether project or
development supported by Tanzania Government or Development
Partner or recurrent Fund).

(2) The office responsible for Public Service Management may seek and
utilize technical expertise of any Department in Public Service to ensure
that its advice and approval is appropriate. However, items of small value
may be purchased without approval. The value of office machinery and
equipment which may be purchased without prior approval shall be
specified from time to time by the office responsible for Public Service
Management. In seeking such approval, organizations shall state the
purpose for which the equipment is required, nature of the equipment
proposed, where it is intended to be used, and the source of funds.

OFFICIAL GAZETTE

Official Gazette:

(1) The Gazette is published 'on Friday of each week and notices for
publication shall be submitted to the Permanent Secretary
(Establishments) by 10.00 hours on Monday. There can be no exception
to this as material for publication must be in the hands of the Government
Printer by 07.30 hours on Tuesday.

(2) All General Notices for publication in the Gazette shall be submltted in
Kiswabhili or English.
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Publication in the Official Gazatte:
The following information in respect of public servants on permanent and
pensionable terms as specified below shall be published in the Gazette:

(a) the employer shall make sure that he submits information on all first
appointments, promotions, terminations and deaths of public servants
for publication in the Official Gazette immediately as when occurs;

(b) in respect of all public servants:

()  substantive first appointments;

(i) confirmation in appointments; .

(iii) departures on (or on leave pending) resignation; retirement,
completion of contract, termination of appointment, or dismissal;
and

(iv) deaths.

(c) in respect of certain specified public servants:

(i) acting appointments made under the terms of Standing Order
D.18 and any other acting appointments which shall be formally
gazetted for statutory reasons;

(i) reversions from acting appointments previously gazetted; -

(ili) promotions to posts carrying a salary or salary scales not below
TGS.C or equivalent level;

(iv) transfers and secondments of public servants within the United
Republic occupying posts carrying a salary or salary scale not
below TGS.C or equivalent level; and

(v) departures on and arrival from leave of public servants who are
in the TGS.J salary scale and above;

(d) returns of all information under paragraph (a) and (b) of this
Standing Order, in the form in which such information is published
in the Gazette, shall be sent to the Permanent Secretary
(Establishments) weekly. :

Other Notices for the Gazetté:

All notices for the Gazette, other than those referred to in Standing Order
C.28, shall be typed exactly as they are to appear and it shall be possible
to find a specimen in previous issues of the Gazette. The following points
shall be noted:

(a) natices shall be forwarded in duplicate to the Permanent Secretary
Establishments) who shall forward a copy to the Government Printer
and return the other to the organisation concerned duly stamped
"Publish in the Gazette";
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~ (b) the file number should appear at the top right-hand corner of the

notice or Bill. Files should not accompany the notices;

(¢} if this notice is signed by, or on behalf of, a Chief Executive Officer,
the name of the organization concerned shall appear in the bottom
left-hand comer of the notice immediately abdve the date:

' (d) the signature on the copy of the notice sent for publication shall be by

rubber stamp, typed or written in block letters and the original copy
shall remain in the file:

(e} if it is found necessary to publish a "Corrigendum”, it shall be
submitted to the Permanent Secretary (Establishments) in the form
shown -at the back of every Gazette; The Permanent Secretary
- {(Establishments) shall not draft corrigenda; and '

'(f) the Permanent Secretary (Establishments) shall not change or amend

any notice received for publication and any notice received which
does not comply with the above instructions shall be returned for
cerrection, with the consequent delay in publication.

. Responsibility for Checking Gazette ﬁntries:

It is the responsibility of each organisation to ensure that notices do
appear in the Gazette and arrange for extracts to be taken for filling.

GENERAL

..Storage and Safety of Important Documents;

Records of importance which may be required for reference for many
years to come shall be micro-filmed or computerized by arrangement with
the Director of Records and Archives Management.

Use of Coloured Inks:

(1) t should be noted that in all ordinary correspondence, e.g. the writing
of minutes, the signing of letters, the addressing of envelopes, etc., blue
or black ink shall be used.

- {2) The use of green ink or pencils in the transaction of official business is

restricted to the Ministers or Deputy Ministers and Regional
Commissioners in writing minutes or signing documents and the National
Audit Office. An exception is in the case of drawing offices where green

/ink or pencils may be required for the preparation of maps and plans.

(3) Red ink in writing minutes or signing documents is reserved for use by
the President of the United Republic. However, public servants may use
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red ink for specific purposes. connected with keeping of recordé e.g.
checking of details on payment vouchers and marking.

Circular Instructzons on Staff:

~Circular instructions on staff matters issued by Govermnment shall be

brought to the attention of all Government employees who are or might be
affected by or interested in the circular. Public servants in charge shall
ensure that all employees read and initial the circulars.
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Appendix C.1

APPENDIX C/1
(8ee Standing Order C.12)

- ACKNOWLEDGEMENT FORM
: R&ferenceNo........,,._..............._.. ceveeiieeieennnnen oo (Ministry/independent
Department/Region)

cereeennoo.. (Division/District)

Date.....,............... R R PP (Postal Address)

THE .o cvvis i ee s e e e e a0 (DESIgNAtION OF Officer)
Acknowledges receipt of your COMMUNICAHON NO... ... oo oeeeee e e
of the ......ccooooeriieviiiiiiiiiiiiiiiiieieeieeeen..... (date) on the subject of

The matter will receive early consideration and a reply will be sent to you as
soon as possible.

Signatire. ... ... viiieniiee
Responsible Officer
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" - SECTIOND

APPOINTMENTS, CONFIRMATIONS,
PROMOTIONS AND TRANSFERS

APPOINTMENTS

D.1  Determination of Terms of Appointment:
o ~ The' terms and conditions of Service of all Public Servants shall be -
e determined by the Chief Secretary; however, these powers may be .
'delegated to the Permanent Secretary (Estabilshments)

D.2 Categortes of Appointments in the Public Serwce
(1) Appointments in the Public Service. are divided mto the fol%owmg
categories’ :
(a) appointment on contract,
 (b) temporary appointment;
{¢}) parttime appointment;
{d) acting appointment;
(&) permanent appointment;
(i appointment on promotion; and
(g) operational service appointment.

{2) The categories of appointments specified under sub-paragraph (1)
and the generai conditions in this Section may, however, be modified by
any special terms contained in the agreements, contracts or letters of
appointment of individual public servants.

0.3 Constitution and Abolition of Offices in the Public Service:

The powers to constitute and abolish offices in the public service are
vested in the President under Article 36(1) of the Constitution. He has,

- however, delegated his powers to the Permanent Secretary

{Establishments) in respect of all Public Service offices except the office

of Chief Secretary, Permanent Secretary and Deputy Permanent

Secretary. In the case of Judicial offices the President has delegated his

powers to the Chief Justice in respect of the office of deputy and

assistant registrar or district registrar and the magistrate of any
description. The salary attached to any office which may be constituted

under the powers delegated to the Chief Justice shall be determined by

® the Permanent Secretary (Establishments). The power of the President

to abolish office shall not be exercised in respect of any offices specified

in Article 113(2) of the Constitution while there is a substantive hoider of

that office, unless the Judicial Service Commission concurs-in such
abolition.




D.4 Appointments Limited by Estimates:

D5

(1) No appointments may be made, whether temporary or otherwise, for
which no provision has been made in the estimates.

(2) No increase in the number of posts may be made above the
authorized establishment without prior approval of the Permanent
Secretary (Establishments) even if the salaries in respect of any such
additional posts can be met from the amount of money provided in the
estimates. '

(3) Except for appointment made by the President, all new appointments
shall be made after approval of the Chief Secretary and replacements
shall be made after prior approval of the Permanent Secretary
(Establishments),

Appointing Authorities:
(1) The appointing Authorities to which this Standing Order applies are
the following:

(a) the President shall appoint the Chief Secretary, Permanent

- Secretaries, Heads of Independent Departments, Deputy
Permanent Secretaries, Regional Administrative Secretaries,
Clerk to the National Assembly, Director of City Council,
Commission where the Council is dissolved, Ambassadors and
such other public servants as the President may from time to time
determine;

{b) in relation to posts in a Ministry, the Permanent Secretary;

{c) in relation to posts in an Independent Department, the Head of
Independent Department;

(d)in relation to posts in a Region, the Regional Administrative
Secreizyy, ' '

(e} in relation to posts of the Directors of Local Government
Authorities other than Director of City or Local Government
Authority Commission, by the Minister responsible for Local
Government after consultation with the Local Government
Authority concerned;

(f) in relation to posts in the Local Government Authority, the Local
Government Authority concerned; and

{(g) in relation to Teachers,. the Teachers Service Department.
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D.8

(2) The appointments referred to in paragrahh 5(1)(b) to (g), include first
appointments, promotions, transfers and acting appointments.

(3) Appointments of public servants in the Executive Agencies and
Government institutions shall be governed by provisions of the Public
Service Act, and laws establishing the respective executive agency or
institution.

Selection of Candidates:
(1) All avenues of employment in the public service shall be open 1o both
men and women who are suitably qualified. There shall be no difference

-between the salary, salary scale or other terms of service of men and

women of equivalent qualifications and experience on the same post.
Selection of candidates in different posts in the Public Service shall be
based on merit.

{a) in selecting candidates for appointment, the appointing authority shall
have regard to the efficiency of the service, eligibility and suitability of
the appointments; .

(b) in selecting candidates for appomtment under sub-paragraph (a),
preference shall be given to citizens of th= United Republic; and

(¢) candidates having the same degree of preference, qualifications and
experience, proved merit and suitability for the post in question shall
be accorded greater weight than senionty.

(2) A person shali not be appointed, promoted or transferred to any
Public Service post unless he holds such qualifications as may from time
o time be specified as qualifications necessary for an appointment to the

post in any approved Scheme of Service. '

(3) Notwithstanding the qualifications necessary for- appointment
approved in the Scheme of Service, the Permanent Secretary
(Establishments) shall issue general directions regarding appointment,
promotion or transfer when need arises.

Filling of Vacancies in the Public Service:

The process of filling vacancies in the public service shall involve the
Recruitment Secretariat.  The Recruitment Secretariat shall have the
function of facilitation which, among other things, includes advertising
and conducting interviews,

Nutification of Vacancies - General Procedure:

(1) Where a vacancy occurs or it is likely to occur in a post whzch the
appointing authority is the Chief Executive Officer, the Chief Executive
Officer concerned shall consider whether:




(a) the vacancy be filled by promotion of a public servant serving in a
Ministry, independent Department, Regions or Local Government
Authority in which the vacancy exists; or

(b} be filled by transfer from another organization within the public
service, or : .

~ {c) be filled by inviting applications for the post by advertising the
vacancy within or outside the United Republic of Tanzania.

(2) Where the vacancy may be filled as provided for under Sub-
paragraph (1), the Chief Executive Officer concerned shall, afier
consultation with the Permanent Secretary (Establishments), effect
transfer or promotion of any qualified public servant.

(3) Where it is not possible to fill the vacancy as provided for under Sub-
paragraph (1), the Chief Executive Officer concerned shall notify the
Permanent Secretary (Establishments) and the Public Service
Recruitment Secretariat, and the notification shall specify the necessary

| requirements for the post. .

(4} After notiﬁcation_ pursuant o subparagraph (3), the Pubilic S'e_rvice
Recruitment Secretariat shall facilitate recruitment to get a suitable
person to fill the vacancy.

(5) The Public Service Recruitment Secretariat shall forward the findings

to the Chief Executive Officer concerned and a copy to the Permanent.

Secretary (Establishments) and the Public Service Commission.

(6) Upon receipt of such findings, the Chief Executive Officer shall make
appoiniment basing on the recommendations of the Public Service
Recruitment Secretariat and the report of such appointments be

‘submitted to the Permanent Secretary (Establishments), and copies to

the Public Service Commission and the Public Service Recruitment
Secretariat. '

Ad\fertise?ﬁent of Vacancies:

(1) Applications for appointment to vacant posts shall be invited by public

. advertisement within the United Republic in such manner as may be

determined from time to time, provided that such advertisement is not
discriminative.

(2) Al expehses for '_loca¥ or outside the country’'s advertisements in
respect of vacancies in the Public Service shall be met by the advertising

authority.
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Procedure for Applications for Appointment from public servants:
(1) A public servant who wishes to apply for an advertised post should

submit his application fo the appropriate recruitments authority by letter -

through the normal official channels. The forwarding officer should add
his recommendations as to the suitabiiity of the applicant for the post.and

any other comments which, in his view, might be useful to the.

appropriate recruitment authority in reaching decision on the application.

" (2) The forwarciirzg officer under paragraph (1) shall have no right to

refuse to forward such application,

Procedure for Applications for Appointment for persons not in the
Public Service: '

An applicant who is not in the Public Service should submit his
application to the appropriate recruitment authority attached with his
Curriculum Vitae which must contain, interalia, a compiete record of any
employment, public or private, which the applicant may have held.
Candidates must account for the whole period of their previous
employment and the particulars furnished by them must be supported by
satisfactory documentary evidence. Similarly, intervals between one
period of employment and another shall be satisfactorily accounted for.

Giving False Information:

An applicant who gives any false information shali be disqualified to the
recruitment post and if such falsification is realized after the appointment,
he shall be liable for disciplinary and criminal proceedings.

Appointment of Non.citizens of Tanzania:

(1) A Person who is not a citizen of Tanzania shall not be appointed on
pensionable terms to any office in the Public Service.

(2) A non-citizen can only be considered for employment in the public
service when a suitably qualified Tanzanian is not available to fill the
post. Where it becomes necessary for the appointing authority to appoint
a non-citizen to an office in the public service, he or she can be

employed under a contract of a period not exceeding three years after

obtaining the approval of the Chief Secretary. In making such
appointments the Appointing authority should notify the Director of
Immigration whenever, a person who is not a citizen of Tanzania i
appointed to a Public Service post.

{3) Where there is a need of extending a period of appointment of a non-
citizen, -the approval of the Permanent Secretary (Establishments)
should be sought.
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{4) Any person who conceals his citizenship for purposes of breaching
paragraphs (1) and (2), the employment must cease immediately after
disclosure of the fact and any benefit accrued must cease forthwith.

Position where Appointing Authorities are Unable to Appoint Local
Candidates for Filling of Vacancies falling within their Purview:

(1) The appointing authorities shall only be concerned with selection of
local candidates for appointment.The duty of appointing authorities in
connection with recruitment from outside Tanzania for any particular
vacancy falling within their purview is confined to certifying that no
suitably qualified local candidate is available for appointment to the
vacant post so as to enable the Permanent Secretary (Establishments)
to take appropriate step for the filing of the vacancy from external
sources.

(2) The appointing authority concerned shall consult the Minister

- tesponsible for that Service to certify that it will be against the public

interest for that post to remain vacant. Where the appointing authority is
the Minister responsible for Local Government, the Minister responsible
for public service shall certify whether it shall be against the public
interest for the post to remain vacant.

{3) The appointing authority concerned shall, after consultation with the
respective Minister, notify the Permanent Secretary (Establishments)
who shall forward to the Chief Secretary for approval.

Employment of Persons Convicted of Criminal Offence or
Previously Dismissed from the Public Service:

(1) A person who has been convicted of a criminal offence involving
moral turpitude, or who has been dismissed from the Public Service
previously shall not be engaged for employment in the Public Service
without the prior sanction of the Chief Secretary.

(2) i it is desired to engage such a person, the circumstances justifying
the proposal should be fully reported to the Chief Secretary. If any such
person on entering the Service conceals any previous criminal
convictions he shall be liable to summary dismissal as soon as the facts
are known, :

{3) Any such person who wishes to be re-engaged in the Public Service
shall be required to seek sanction of Chief Secretary by submitting
application through Permanent Secretary (Establishments).
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Medical Examination before Appointment:

All candidates for appointment/re-engagement {including re-engagement
of persons previously retired on medical grounds), must undergo
examination by a registered or licensed Government Medical

Practitioner. All offers of appointment are subject to a certificate” of

medical fitness. The Medical form to be used in connection with these
examinations is set out in Appendix D/I.

Date of First Appointment:
An appointment made locally or from outside Tanzania shall take effect
from the date of assumption of duty.

Acting Appointments: :
{1) Acting appointments occurs where an employee 45 assigned
temporarily to perform the duties of a position in a classification with a
superlative substantive post. This shall include:

(a) an acting appointment where the person appointed to such acting
appointment is, under the terms of his appointment, entitled to the
“salary of the post to which he is so appointed;
or

(b) an acting appointment for more than fourteen days where the
person appointed to such acting appointment is, under the terms
of his appointment, entitled to an acting allowance.

(2) In selecting public servants for Acting Appointments, the appointing

authority shall give primary consideration to qualifications and abiity o
perform the required duties and responsibilities. Where qualifications and
abilities are relatively equal, seniority shall be the deciding factor. . .

Prioi' Approval for Acting Appointments:

(1) The approval for acling appointment for the established post which
falls vacant shall be done by the Permanent Secretary (Establishments).
The recommendation for an acting appointment must be submitted to the
Permanent Secretary (Establishments) immediately when the post falls
vacant. :

(2) Notwithstanding the provision of paragraph (1), where a public
servani holding a Substantive Superlative (88) post is absent from office
in whatever circumstances for a period exceeding 14 days another public
servant shall be appoinied by the Chief Executive Officer to act in that
post and shall be entitied for acting allowance. :

{3) A Public Servant appointed to act shall be informed in wr‘iting,

provided that where the public servant acting in the 8S pest allowed for

acting aliowance does not receive appointment in writing after a lapse of
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14 days shall be deemed to have been appointed and therefore entitled
to acting allowance. .

(4) A Public Servant shall have the right to demand a letter for acting
appointment, if not given within 14 days.

Acting Appointments for Statutory Reasons:

Where it is necessary for statutory reasons for a public servant to be
required to assume duties of a post which is not in the Substantive
Superlative (8S) Salary Scales, the approval of the appropriate
appointing authority shall be obtained before the date on which the

~public servant is called upon to perform the statutory functions. For the

purpose of payment of acting allowance under this standing order the
approval should be obtained under the provisions of Standing Order
L.16.

No Acting Appointment Made Normally for Short Periods:

In the case of absence due to travel on duty, iliness or any form of leave,
not exceeding 14 days, there shall be no need for an acting appointment
and no acting allowance shall be paid.

Acting Appointment for Short Periods in Special Cases:

(1) Where, however, owing to the fact that by law or regulation certain
matters can be dealt with only by the public servant holding a senior post
or by a public servant formally acting in that post, an acting appointment
may be made and an appropriate allowance paid. The decision whether
an acting appointment is necessary or desirable in sucha case shall rest
with the Chief Secretary.

(2) Where a public servant holding a substaniive post is absent from
office in whatever circumstances for a short period another public
servant shall be appointed to act in that post. The appointment to act for
a short period shall be made by the Chief Executive Officer.

Reversion to Substantive Post during Short Absence on Leave:
Where a public servant who is acting in a post and is in receipt of an
acting allowance goes on any form of leave including sick leave during
the period of his acting appointment, he shall not be required to revert to
his substantive office if the period of absence does not exceed 14 days.

Selection of Public Servants for Acting. Appointments:

(1) In selecting public servants for acting appointments, the appointing
authority shall have regard, primarily, to the efficiency of the service. A
public servant may not be selected for an acting appointment unless it is
intended that he should perform the full duties and assume all the
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~ additional responsibilities of the public servant in which it is proposed
that he should act and unless he is properly gualified to do so.

{2) A public servant shall not claim as a right the privilege to act in a
senior appointment on any ground whatsoever. Furthermore, the fact
that a junior public servant is selected for an acting appointment does
not, in itself, prejudice in any way the chances of advancement of public

“servants who are senior to him.

(3) Where possible, a public servant shall not act in a vacant post for a
period exceeding -six months. The appointing authority shali make sure
that the process for appomtmg a substantive holder of a respective post
is completed within that period of six months.

Scale of Travelling and Other Privileges While Acting in a Senior
Appointment:-

When a public servant who has been authorlzed to act in posts
mentioned in Standing Order |15 shall become eligible, while acting, for
travelling or other privileges the scale or rates of which are dependent
upon salary, such privileges shall be granted on the scale or at the rate
applicable to the salary of the post in which he is acting except in the
case of payment of disturbance allowance. Payment of disturbance
allowance shall in all cases be calculated on the basic annual salary of
the public servant's substantive appointment.

Gazetting of Acting Appointments and Reversions:

Acting appointments and reversions from such appointments made to
posts mentioned in Standing Order L. 15(1) or acting appointments which
shall formaiiy be made for statutory reasons shall be published in the
Official Gazetie.

Employment and Marriage:

Any change in marital status of a public servant shail immediately be
reported in writing to the Chief Executive Officer attaching all necessary
documents.

Re-employment of Pensioners:

(1) it is the Government's normal policy not {0 re-employ pensioners,
When it I8 necessary to do so0, pensioners may be re-employed on
temporary terms of service. Contract may be issued only when:

(a) the post to be filled is an important one;

(b} the only suitable candidate available for it is a pensioner; and

(c) it is essential to secure his services, which can only be done by
offering contract terms.




(2) Pensioners re-empioyed on contract terms will be eligible to receive a
gratuity in respect of their contract service.

(3) The salary payable to a re-employed-pensioner will be assessed in
the normal manner and the fact that he is in receipt of a pension will not
be taken into consideration in the assessment of his salary.

(4) For the purposes of this Standing Order, a pensioner means a person
who is in receipt of a pension awarded to him by Government under the
Public Service Pension Legislations. It should be noted that it is not the
policy of Government to re-employ those persons who have retired from
the service of the Govemment voluntarily before attaining the age of
compulsory retirement. L _

Appointments to the Operational Service:
The Operational Service consists of employees in:

(a) the Industrial Branch: this consists of posts falling in the categories of
tradesmen and other classes of skilled and semi-skilled workers;

(b) the General Branch: this consists of posts in the sub-clerical, minor
technical, semi- skilled and unskilied clgsses;

(c) operational Service posts shall appear in the Scheme of Service of
the Ministry concerned. For example the scheme of service of the
Operational Service in the Ministry responsible for infrastructure will
cover motor vehicle Drivers, Ferry or Boat Drivers and Plant
Operators. Similarly the scheme of Service for Operational Service in
the Ministry of Health wiil cover Medical Attendants, etc.

Appointments on Temporary Terms:

(1) Appointments on temporary terms fo established posis: Wherever
possibie, all established posts shall be filled by permanent appointments..
Where, however, the appointing authority is unable to fill a vacancy in an
established post on permanent terms, the appointing authority may
authorize appointment to be made on temporary terms. Appointments on -
temporary terms may be made for the performance of duties of a purely
temporary nature, for example, to meet seasonal needs, provided that
~ financial provision for such appointments exists in the relevant estimates
and that prior approval of the Chief Executive Officer is obtained for the
“saiary to be paid.

(2) Appointments nof fo be made on temporary terms to Operational
Service posts: Posts in the Operational Service shall not be filled by
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temporary appointments but by substantive appointments on Operational
Service terms. '

(3) General conditions of service: The general conditions of service of
public servants on temporary terms shall be as set out in the relevant
Standing Orders and Circulars as apply to them, and in this connection
reference should be made to Standing Order A.1 and A.2.

(4) Salaries and Pensionability: The assessment of salaries of public
servants appointed on temporary terms is dealt with in Standing Order
E.3. Temporary employees are not pensionable.

(5) A public servant appointed on tempo_réry terms shall be given a letter
of appointment in the form set out in Appendix D/Il by his appointing

authority.

Vetting:

‘Vetting of public servants is necessary and shall be conducted as

follows:

(a) on first appointment, before a public servant is offered permanent
" appointment; and ' ‘

(b) on appointment by prombtion before a public servant is promoted to a
respective post.

Letter of Appointment on Pensionable Terms: .
A candidate who is selected for appointment on pensionable terms shall
be issued with a letter of offer of appointment by the appointing authority
concerned. The format of a letter of appointment is as set out in
Appendix D.IlIl. A copy of the letter of appointment and acceptance shall
be sent to President's Office, Public Service Management. The terms of
the letter shall be varied as necessary where the appointment is being
made under special terms. Candidates accepting appointments shall
sign the form of acceptance as set out in Appendix D.IV, and return it to
the appointing authority accompanied by the other papers (duly signed
where necessary) referred to in the letter of offer. Notification that the
appointment has been made shall be published in the Official Gazette.

Appointment on Contracts:

(1) A candidate appointed to a pensionable post in the public service on
non-pensionable terms, or to a non-pensionable post, shall be required
to enter into a contract (on gratuity terms) specifying the terms of his
employment as provided for in Appendix D/V. Contracts on gratuity
terms, which shall be the normal form of engagement in such cases,
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provide for the pa'yment by Government of a gratuity at a prescribed rate
on satisfactory completion of the contract. -

(2) Under special circumstances, certain persons may be engaged in the
public service to serve on contract terms. These shall include:

(a) a non-citizen who is engaged for some projects or on expatriate
requirements; ' - '

(b) a citizen from outside the public service who is engaged to the )
Service under expatriate or consultancy requirements:

(c) a retired public servant who has been re-engaged in the Service:
and

(d) a citizen who is first appointed to the Public Service after he has
attained the age of 45 years.

{3) Where it is in the opinion of the appointing authority that a public
servant be re-engaged on further terms of contract, the appointing
authority shall notify the Permanent Secretary (Establishments) who
shall forward to the Chief Secretary with recommendations.

(4) A Public Servant shall not be permitted to continue in the Service on
contract after aftaining the age of sixty years, save that the Chief
Secretary may approve the re-engagement of a public servant if he is

satisfied that it is in the public interest to do so.

Completion and Renewal of Contracts: .

(1) The Chief Executive Officer shall inform the public servant three
months before the expiry of the contract, whether or not he wish to re-
engage him for further period of service. Similarly the Public Servant
serving on contract shall notify his Chief Executive at least three months
before the engagement is due to expire whether or not he wishes to be
re-engaged, for a further period of service.

(2) Approv