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Management and Personnel Office

INTRODUCTION

The year 2005 witnessed a major organisationalgehaithin the Management and Personnel Office by
means of the setting up of a new department, thpambaent of Resourcing (Public Sector). In addijtio
the former Department of Resourcing was re-desghBepartment of Resourcing (Public Service). This
change was effected in view of the additional rasjmlities devolved upon the Management and
Personnel Office for the implementation of a polifyre-deployment throughout the core Public Servic
and the wider Public Sector to ensure the optimsenafi human resources. This development was & dire
result of a policy decision of Government and stz to the restructuring process necessary torers
more efficient and effective Public Service andIRubector.

This report gives an overview of the progress teggsl and outlines the functions and activitiesi@aout
during 2005 by the departments that make up thealyement and Personnel Office, namely the:

Department of Policy and Planning
Department of Employee Relations
Department of Resourcing, Public Service
Department of Resourcing, Public Sector.

DEPARTMENT OF POLICY AND PLANNING

The agenda of the Department of Policy and Plarfeinthe year under review included the following:

- participation in negotiations between Governmedttae Unions representing Public Service Employees,
and the preparatory work leading to the signintp@iew Collective Agreement for the Public Serfare
the years 2005-2010;

- continuing with the implementation of the PerforcarManagement Programme (PMP) to improve
employee performance against approved output @dgbermined quality standards;

- improving the competence of Human Resource Managieitmeugh regular fora for Directors Corporate
Services/Directors Finance & Administration and NMRnagers, and the organisation of other training
activities in HR Management;

« providing continuous support to line departmentsnmatters concerning organisational structure, staff
complementing, and other HR functions;

- preparatory work for the implementation of a new#if Pensions System to replace the current systems

- monitoring of mechanisms for the recruitment of IlRuDfficers with the EU Commission and other EU
institutions.

CLASSIFICATION & RE-GRADING

The Management and Personnel Office (MPO), the rJAiaddiema Matygqudin (UHM) and the Health
Division signed an addendum to the Classificatioth @rading Agreement of the Pharmacist Class on 25
February 2005. The Addendum specifies the dethilew arrangements for progression in the grade of
Pharmacist and the filling of vacancies in the grafiSenior Pharmacist.
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MPO, the Medical Association of Malta (MAM) and thkealth Division signed an amendment to the
Addendum to the Classification and Regrading ofNfeslical Class on 31 May 2005. The Addendum
specifies details of the new arrangements for éntoythe grade of Registrar in the fields of Arihesia,
Pathology and Psychiatry.

The grading structure of the Legal Class was clénggh the re-creation of the grade of Deputy Atteyr
General on Salary Scale 3. The three grades etDir, Public Prosecutions, Legislation and Treated
Legal Advice Services within the Legal Class stitestvere suppressed.

An addendum to the Agreement on the Classificadioth Regrading of the Facilitator and Kindergarten
Grades was signed on 16 November 2005.

Discussions of a sectoral nature were held ondll@ing classes:

- Ex-postal Grades employees returning from Maltapost

« Customs Class;

« Nursing and Midwifery Grades;

« Printing Grades;

- General Service Grades at Customs performing matgdsties;
- Probation Services Class;

- Kindergarten and Facilitators.

The Director Policy & Planning was actively involvia the preparation and drafting of the new Ciilkec
Agreement for the Public Service for the years 2008010. This agreement was signed on 26 Octmber
the Government and the Unions representing empagehle Public Service.

PERFORMANCE MANAGEMENT PROGRAMME

In January, the Department of Policy and Planniitgated its annual PMP compliance audits for thary
2005. Audits covered various units and departmierat ministries.

The first quality audit for the Teaching Grades Viiaslised during 2005. This audit was the first
conducted vis-a-vis the Performance Managementdroge for these grades since the introductioneof th
programme in 2001. Though the Operations Diretdorsithin the Education Division runs the
Programme on a day-to-day basis, this Departmiéint@tducts quality audits. A list of teachersswva
randomly selected and each one had the PMP chéakésl content. This audit highlighted the feit
the Programme is being taken very seriously by boglervisors and teachers in most cases, thougir min
problems still persist.

PMP documents submitted by the Resourcing Depattmere also regularly reviewed for their quality
content. Documents assessed during 2005 werapectof 270 General Service employees in line for
promotion and progression to higher grades an@scaNot less than 62 supervisors were informed of
weaknesses found in the PMP documents they wepensible for, and improvements were solicited.
This represented a total of 22.9% out of the t&#IPs reviewed by the Department, which is an
improvement on last year’'s 36.8%.

FORA FOR DIRECTORS (CORPORATE SERVICES)/DIRECTORS (FINANCE & ADMINISTRATION) AND
HR MANAGERS

The Department of Policy and Planning continuechémage monthly fora for Directors responsible for
Corporate Services and Finance & AdministratioimeNora were organised discussing topics of common
interest. The topics discussed are listed hereunde

- Setting up a Work Plan for the Year
« Accrual Accounting
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. Conditions of Service of Officers Serving Abroad

- Issues relating to the Management and PersonriekOff

- VolIP in the Public Service

- Public Administration Functions of the Departmenf ®&esourcing (Public Sector) and
Recruitment/Redeployment Procedures

« Retrolux

- Contracting Procedures in the Public Service

- Implementation of the Provisions in the Collecthgreement for employees in the Public Service, 2005
2010.

12 fora for HR Managers were organised during 20Qfpics covered were as follows:

« HR Processes

. Sessions 2 and 3 - Disciplinary Procedures

- Problems related to progressions of officers indbepental Grades

- Sexual Harassment at the Workplace

- Training Function in the Public Service

- Computation of Salaries

« Fringe Benefits

- How the Public Service in Germany is dealing withtdD Protection issues in the Human Resource
Management Field

- Provisions of the new Collective Agreement forRiublic Service (Sessions 10 and 11)

- On-Line Recruitment Portal for the Public Service.

HUMAN RESOURCE INFORMATION MANAGEMENT SYSTEM (HRIMS)

An exercise was conducted with MITTS Ltd to updhgedata transfer routine for HRIMS. HRIMS data
is not in real time, and everyday changes perforomethe system by MPO and line departments aredopi
on the HRIMS servers. This routine is used tordates what data line departments are permittedeto.v
These data transfers had not been modified foe qgime time, and needed to be updated due to the
various changes in ministerial portfolios. Afteetnecessary UAT (User Acceptance Testing), the dat
transfer routine was successfully uploaded on tREMS$ server.

A Gap Analysis (GA) evaluation team was set up ugdst to evaluate the Dakar HR system against
Government's HR and Payroll requirements. The teansisted of representatives from MITTS Ltd,
Treasury and MPO. The evaluation team met Dak@esentatives, where several presentations of the
application were given. The evaluation team afsoied an implementation assessment of the Dakar HR
system in use at St Luke’s Hospital. The final G&Rlysis report was finalised and presented to the
Evaluation Committee during October.

Following the recent signing of the new Collectikgreement for Public Service employees, vacation
leave will be calculated in hours instead of dapsfl January 2006 onwards. This necessitatedr majo
changes to the Vacation Leave module of HRIMS. eiAfteveral meetings with the HRIMS Project
Manager, line departments and MPO, the necessangek and the new screen layouts will be modified
by MITTS Ltd, and the module is to be operationattie end of January 2006.

THE MPO WEBSITE

Analysis of website statistics carried out for 20w thatmpo.gov.miwas visited by around 8,070
persons, 4,035 of which were unique visitors, 2i8%e first time, while 1,836 were repeat visitoide
largest percentage of visitors use the MITTS Lttwoek, which means that the website is being used

mainly by public officers, but a smaller number eginom private ISPs.

127 MPO circulars were published on the site’sri@kCalls page during this year.
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HUMAN RESOURCES

On 31 January, Director Policy and Planning accanegaPermanent Secretary, OPM in the special
meeting for Directors General of Public Administiatin connection with the Lisbon Strategy held in
Luxembourg. The Director also participated in tHeman Resources Management Group held in
Luxembourg on 22 February, on'18 April, and between 12 and 13 September 2005al$departicipated

in the same working group on 26 October, but thie the meeting was held in London. On 18 Apsl, h
also participated in a meeting of the National @onPoints.

EU MATTERS

During the year, 131 applications for recruitmeiihihe EU Commission, EU Institutions or EU agesci
were issued as a Press Release and publishedGotleenment Gazette. The Notices were also posted
the MPO website and on the Intranet. These caltsred to a total of 370 posts or positions. hia t
meantime, various queries from the general publiEd recruitment were handled during the same gerio

The number of Technical Attachés in Brussels remtggy line ministries in various core institutioiss
currently 17. The Ministry of Finance has yet ppa@int a selection board to fill the post of Tedchhi
Attaché (Finance, Tax, Budget) and to issue atoaBielect a Technical Attaché (Trade). There are
currently four Seconded National Experts (SNEg)chitd to EU Institutions or Agencies. The one with
DG Agriculture had his secondment extended by thduryear up to end December 2006. This SNE
started his secondment on 1 January 2004. An&Né&F is serving with DG Translation up to 4 May
2007. A third SNE is serving with DG ECFIN frometMinistry of Finance, and proceeded to Brussels on
1 November 2005. The fourth SNE is in Warsaw WRONTEX with effect from 28 December 2005.
FRONTEX is an agency of the EU for the managemeaperational co-operation at the external borders
of the member states of the European Union.

OTHER MATTERS/ACTIVITIES

A set of corporate HR related forms commonly usedR Branches were brought in conformity with the
Data Protection law and put on the Intranet untier gubheading-orms and HR Corporate Data
Protection Compliant Forms These forms are appendices to the two docundestiing with retention
policies for standard HR Related Forms, and th@@ate HR Procedures, which have since been fidhlis
and distributed to HR Managers.

This Department was involved in discussions onwa Recruitment Portal for the Public Service. This
project is an initiative of the Department of Rasing (Public Service), in conjunction with the Ny

for Investment, Industry and Information Technologyhe Portal is intended to handle electronicily
complete recruitment process from application ® ghinting of the letter of appointment. The gaher
public and Public Service employees will have tuglity of applying online for any call for applitens
and MPO circulars, and viewing the status of thpplication from a PC with an Internet connectidime
Recruitment Portal is intended to go live during tthird quarter of 2006.

EMPLOYMENT STATISTICS

Appendices A to D show:

Recruitment in the Public Service 1995 — 2005;

Relationship between Gender and Salary ScakkeiRublic Service as on December 2005;
Average age by Grade and Sex in the GeneralcgeBlass as on December 2005;

Pie Chart showing comparison between causesmintations from the Public Service during 2005;
Public Service workforce as on end of Decemb842Md end of December 2005;

PMP compliance by Ministry for General Servicex@s during 2005.

OO0OmWwW> >
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DEPARTMENT OF EMPLOYEE RELATIONS

The prime objective of the Employee Relations Diepant (ERD) is to advise and assist ministries and
line departments in the development of effectivaagement of the HR function, especially with regard
to employee relations. In line with this objectithe Employee Relations Department proposed and
implemented the following initiatives.

2005 COLLECTIVE AGREEMENT

The Employee Relations Department has introducedolfowing measures, which were stipulated in the
2005 Collective Agreement for public officers:

- public officers may now avail themselves of oneryeaental leave without pay for every child unsigr
years of age. They may choose to utilise threegranine months instead of twelve months unpaitide
Public officers are also allowed an additionalltofdive years unpaid leave instead of the previthuee
years to take care of their children under six yedrage. If the five years are not taken at anetge
remaining period may be utilised for the care @ftlaer child/children;

- public officers may now avail themselves of redueedrs until the child reaches twelve years of age;

.- Vvacation leave should be computed in hours buntakelays/attendances. New guidelines were also
issued about how the accumulation of leave andigadaave of shift workers should be calculatedt a

- public officers must accumulate a total equivaterihe average of 15 days sick leave for every gear
their service in order to be eligible for pre-mtirent leave. Public officers are now entitled \taila
themselves of unutilised sick leave on full paypesretirement leave on the basis of one day’s pre-
retirement leave for every four days unutilised $&ave on full pay, immediately preceding retireine
from the Public Service on reaching the age limit.

GENDER EQUALITY

Consonant with one of the objectives of the PuBlvice, namely the promotion of gender friendly
policies, a document was launched entitBddelines on what constitutes sexual harassmemtoanthe
procedures to be adopted in such casEke aim of this document is for the Public Saswo convey the
message that the prevention of sexual harassmpattisf good management and that all public affice
clients and persons working with the Public Senace to be treated with respect and dignity. This
document includes the following sections (i) aestant on the attitude of Public Service towardsialex
harassment; (ii) the aims of the Guidelines; &ifefinition of what constitutes sexual harassm@rntthe
applicability of the Guidelines; (iv) informatiomavhere the victims and their Heads of Departmeay m
obtain advice and assistance in cases of sexumédment; and (v) the procedures to be followed when
dealing with sexual harassment both in an infolwnal formal way.

NON-GOVERNMENTAL ORGANISATIONS (NGOS)

In order to continue to extend support to NGOsgwsion was carried out of Government’s policy
regarding the release of public officers to workwihese organisations. The purpose of this m@vigias

to (i) set out a clearer definition of eligible NGJii) link the grant of leave to the achievemeihspecific
outcomes or deliverables; (iii) involve line mimiss; and (iv) define eligibility and selectionteria and
terms of release.

The new policy parameters provide, amongst othegsh that for NGOs to be eligible, they must be
established exclusively to fulfil a social or chelsie purpose, as defined in the Trusts and Traigiee

The NGOs must submit a brief proposal on the wore undertaken and the outcomes to be attained by
the officer during his assignment. Priority wit lgiven to those NGOs providing a service thaitiee
complementary to a service provided by Governmetiieservice is not being provided by Government.
Leave under this scheme is approved by MPO in d@tism with the Ministry for the Family and Social
Solidarity as the ministry responsible for NGOs a&hd Permanent Secretary of the line ministry
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responsible for the NGOs’ area of activity, anddlee Permanent Secretary who will be releasing the
public officer for work with the NGO. This revisgublicy on NGOs has been set in motion and 14
requests received from NGOs are being evaluated.

POLITICAL ACTIVITIES

Following the enactment of the Members of ParlianfBablic Employment) Act, public officers who are
below Scale 5, and not members of a disciplinecefanay, when elected as Members of Parliamenin reta
their public service post. These officers will Bahe option to: resign their appointment; or remi
unpaid leave on grounds of public policy; or retiartheir duties from electoral leave.

Public officers who are also Members of Parlianantfree to indulge in political activities but yhare
still required to observe the norms stipulatechim Public Service Management Code regarding pdrsona
and professional behaviour.

In 2005 four public officers, who had resigned thaiblic service post when they were elected as
Members of Parliament, have opted to resume thé&zglin terms of the new policy mentioned above.

DISCIPLINE

An audit of the application of the Disciplinary Regtions during 2004 was carried out on the basiken
half-yearly returns on discipline submitted by lofepartments. A comparative analysis was carii¢afo
the disciplinary cases initiated in line departreent2004, and those cases initiated in the prewears of
operation of the Disciplinary Regulations, and@orewas drawn up which, apart from giving a stiatis
digest of disciplinary cases, also identifies teeadd proposes a number of activities to be impiedeto
consolidate the delegation of disciplinary autlyorit

The ERD also continued to give support to line depents in the management of disciplinary cases by:

. issuing directives and advice to line departmentghe interpretation, management and processing of
disciplinary cases;

- organising a Seminar for HR managers and offiesspansible for the processing of disciplinary cases
during which, presentations were made on (i) therteon discipline for 2004; (ii) the guidelines what
constitutes sexual harassment and the procedupesadopted in such cases; (iii) implications effrata
Protection Act on disciplinary files and documeatsy (iv) the proposed amendments to the Disciglina
Regulations; and

- holding a number of briefing sessions for seniat middle managers on the concepts and procedures of
the Disciplinary Regulations.

RECRUITMENT OPPORTUNITIES WITH EU INSTITUTIONS AND AGENCIES

In order to encourage employees to take full aciggnbf the recruitment opportunities available \kith
institutions and agencies, it was decided thatopsrsvorking in the public sector be given a nunmifer
special rights similar to those which public offe@lready enjoy, in order to facilitate their takiup of an
assignment opportunity abroad. Persons workinghén public sector selected to work with an EU
Institution may now (i) avail themselves of onerysgecial unpaid leave, which will be reckonedtfar
purpose of promotion; (ii) enjoy the right to retuio their previous grade; and (iii) have theirigbc
security rights safeguarded.

DISABLED PuUBLIC OFFICERS

Following a compliant lodged by thEummissjoni Nazzjonali Persuni bAabilita’ (KNPD), the
Employee Relations Department, in collaboratiorhwlite same KNPD and the Management Efficiency
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Unit, carried out an exercise regarding disablegleyees on light duties. From this exercise, suled
that this category of public officers are all re@gg their increments and progressions.

ALLOWANCES

The ERD, in collaboration with the Ministry of Fimae, carried out a review of the daily allowanciel pa
former drivers with impressed trucks who have neerbassimilated as labourers but had opted todgrovi
the regular service of their vehicle. This allosanvas reviewed due to the increase in the costebf
The new rate was included in a circular issuedhieyMinistry of Finance, which also announced sdvera
other new rates that emerge owing to the costiofjincreases.

OCCUPATIONAL HEALTH AND SAFETY (OHS)

In order to promote, safeguard and raise awareme$3HS in government departments, the Employee
Relations Department took the following initiatives

- informed Heads of Department about the variousitrgicourses that are organised by the OHS Auhorit
and encouraged them to nominate suitable officeatténd these courses; and
. encouraged Heads of Department to participatesidtedition of the OHS Good Practice Awards.

DEVOLUTION OF POWERS

In line with its aim to devolve the management eftain conditions of service, the ERD delegated the
authority to the respective Heads of Departmerdgdprove unpaid leave to (i) accompany spouse on
government-sponsored courses or assignments;ipiwduindertake missionary/voluntary service abroad

SURVEYS

In order to plan new policies and also furnishiinfation on different aspects of HR Management,etgv
were carried out to determine:

- the number of days of sick leave availed of inRhblic Service in 2004;

- the number of public officers on light duties;

- the remuneration payable by public entities todéygloyed public officers who are substantively ey
Scale 10, and the role that these deployed pufibers have within their respective entity;

- the number of public officers who are serving oarte and committees and the remuneration thatiieey
receiving;

- the number of public officers who are on a defindatract and the number of those who would bébtgig
to qualify for a qualifications allowance if thermnt policy regarding the granting of this allowens
made applicable to them;

- the number of disabled persons registered withktiremissjoni Nazzjonali Persuni babilita who are
employed with the Public Service and with indepehdsatutory bodies and government-controlled
entities; and

- the number of officers who were adversely affebigthe policy that officers who take up an appoenim
from a different career stream have their salatyaed if they exceed the maximum of the entry sufile
the new grade.

OTHER MEASURES

During the period under review the following measuwvere also implemented:

- granted five weeks paid adoption leave to maleipulfficers in those cases when this leave maybaot
taken by the mother. This leave will commence ftbendate the adopted child passes into the custody
the adoptive parents;
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- granted permission to public officers to be ableail themselves of one type of unpaid leave after
another type up to a maximum of eight years unjeaide, irrespective of whether this unpaid leav&@ ha
been taken at a stretch or broken up with peribdssamption of duties; and

- allowed public officers in teaching grades, whoavgranted unpaid leave to work with an EU instiuti
to resume their duties immediately after their @eitwith the institution expires.

STATISTICS
Cases handled by Employee Relations Dept Cases of conditions of service considered
Conditions of Service 1,20p Type of Cases No
Discipline & Staff Welfare 614 Unpaid Leave 235
Treasury Pensions 101 Duty Leave 49
Total 1,920 Cultural Leave 34
Medical Boards 305
Disciplinary cases initiated under the 1999 Discipiary Political Activities 24
Regulations by line departments Re-instatements/Re-employment 33
Description of Punishments No Union Activities 233
Regulation 18 Admonishment 137 Deputising allowance 21
Regulation 19 Summary Warning 707 Qualification Allowance 39
Regulation 20 Minor 23] Boards and Committees 25
Regulation 20 Serious 109 Release of officers to NGOs 61
Total 1,184 Gender Issues 44
Release of officers to work with EU 102
institutions
Total 1,205

DEPARTMENT OF RESOURCING (PUBLIC SERVICE)

Initiatives undertaken by the Department of ResogrBublic Service include fostering, across thbliBu
Service, a culture-web for re-structuring in lieti taking recourse to external recruitment, thereby
minimising to essentials the toll on additional ureent expenditure. At the same time, eligibility
parameters aid hoccreated contractual positions to address spéssies of Public Administration were
revisited. Efforts were also intensified towardee trealisation of a digitalised selection process,
complemented with the launch of a Public Servicee€a Portal, for the benefit of the public in doairse

of applying for public service posts/positions.

RATIONALISATION OF HUMAN RESOURCES

The Department of Resourcing (Public Service) wettvedy involved in high-level discussions with
representatives from OPM and the Ministry of Fireaaémed at rationalising human resources within
budgets allocated to line ministries and departserDirectives were issued on 9 February 2005 to
Permanent Secretaries advising that requestsduritreent and promotions will be cleared by MPO and
Finance subject to a November 2004 headcount amrdygvery opportunity to line departments to aeat
synergy out of available manpower.

ONLINE SELECTION PROCESS AND PUBLIC SERVICE CAREERS PORTAL

Preparations intensified for the launch of a PuBkecvice Careers Portal enabling the public toyafapl
public service posts and to view public sector maies from the comfort of their own home. Discossi
are in hand with pertinent stakeholders towardsréadisation of this innovation at the first avhli&a
opportunity.
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REVISION OF CONTRACTUAL TERMS AND CONDITIONS OF EXPATRIATE MEDICAL OFFICERS

Intensive discussions were initiated with HealtimaRce and Social Security to (i) revise the teamd
conditions of expatriate medical officers (SeniegiRtrars and Consultants) thereby bringing thelimé
as far as possible, with PSMC provisions and€sptve the long standing issue of NI arrear paysiem:-
November 2004 in conformity with pertinent legiglatand Government’s obligation as employer.

THE EFFECT OF EU DIRECTIVE 1999/70/EC ON FIXED-TERM CONTRACTS

This Department participated in a committee, cllag Director (Industrial and Employment Relatigns)
set up to report on how the implementation of Rivec1999/70/EC will affect existing schemes offilx
term contracts throughout the core Public Serviug the wider Public Sector. The report, outlining
possible implications which will condition the pleenenon of creatingd hoccontractual positions of a
definite nature to address patrticular and changkigencies in the Public Service, has been sulrtitte
higher authority.

ISSUE OF POST-1s" MAY 2004 PUBLIC CALLS FOR APPLICATIONS

In 2004, following Malta’s entry in the EU, the gibility clause in public calls for applications sva
extended to citizens of EU member states. Inviitle EU regulations/policies, and the local Immigma

Act and subsidiary legislation, further fine-tuning the part of the clause concerning citizenshgs w
carried out. Provided that a post/position doasentail the exercise of public authority or seguaf the
state, eligibility is now open to (i) citizens ofdifg; (ii) citizens from other EU member state$); ¢itizens

of countries to which the EU provisions on free mment of persons apply; and (iv) the spouse and
children, even if they are third country nationalsany person mentioned at (i), (i) and (iii)ppided they

are eligible to work in Malta under current legisia.

Ability to communicate in Malta’s official languagieMaltese and English, as held by the Constitutson
determined on a case-by-case basis insofar aseagustifiable.

ICT POSITIONS FRAMEWORK
A Framework for ICT Positiondefining job descriptions, eligibility requisitasd remuneration packages
was concluded with the former CIMU on this Deparitige initiative. However, the matter was put

temporarily on hold pending the conclusion of deewvof ICT operations across Government.

ABSORPTION OF CASUAL WELFARE OFFICERS AND CASUAL WARD CLERICAL ASSISTANTS BY
SELECTION

In order to vindicate Government’'s commitment ikreswledging creditable service given by casual
employees in the Public Service, service-wide vedlee issued enabling experienced Welfare Offiaats
Casual Ward Clerical Assistants to be absorbedmittie Public Service.

UPDATING OF THE PUBLIC SERVICE MANAGEMENT CODE (PSMC) AND OTHER GUIDELINES

The Public Service Management Code provisions oruitenent and promotions, the Panel Members’
Course Handbook and the Panel Members’ Guidelirere wonstantly updated to reflect new directives
and developments within the Public Service.

AVOIDANCE OF TIES IN SELECTION PROCESSES

In pursuit of Government’'s commitment to streamlime selection process within the Public Service, a
arrangement is in place with a view to minimisitg submission of frivolous petitions and to avoid
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stalling selection processes unnecessarily. Tiesngst candidates in selection processes should be
avoided and resorted to only in exceptional cirdantes and fraction of marks are not allowed, with
Selection Boards seeking the PSC’s consensusdncettie maximum mark as necessary.

EXTENSION OF SERVICE OF NURSES BEYOND RETIREMENT AGE

It has been established that Nurses are not tethined till age 65 since it is how considered that
Health Sector is not suffering from a shortageusges any longer.

EXTENDING THE ORIGINAL OBJECTIVES OF THE CASUAL SUBSTITUTES SCHEME

On the initiative of this Department and in ordesstrengthen the decentralisation concept and eatihn
measure of flexibility incepted through the Cassualbstitutes scheme, an Instrument of Delegatiotéas
approved. The Instrument empowers Permanent Seéeseto engage, or retain, Casual Substitutes on a
twenty-hour-a-week time-table during the non-aiéneé period of replaced public officers. During th
summer half-days period, the engagement of Casumtifites replacing officers on a reduced timétab
will be suspended. These provisions will come @itect following the issue of an appropriate decu

NEW PoLICY REGULATING PAYMENTS TO OFFICERS ON DEFINITE CONTRACTS

An OPM Circular was issued announcing a policy eleiTreasury is authorised to continue effectingraats
to officers on a definite contract basis for agaeriod of two months beyond the expiration ofrets.

AGREEMENT IN CONNECTION WITH OFFICERS WHO SERVE FOR A PERIOD OF SIX YEARS AS
HEADS OF PRIVATE SECRETARIAT

In consultation with, and on the approval of, thiblie Service Commission, an arrangement was relache
enabling public officers below the substantive graflOfficer in Grade 4 who, post-8th September8199
serve for a total period of six years as Headsriwhie¢ Secretariats and/or on performance agresnient
Headship positions to be recommended to the substgnade of Officer in Grade 4.

ONGOING SELECTION EXERCISE FOR SENIOR PRINCIPALS

A Memorandum was prepared for the consideratidghePrime Minister, proposing the holding of alfres
selection exercise to fill a number of posts inghede of Senior Principal. In September, follaythe
Prime Minister’'s approval, an MPO Circular was e$advertising a call for applications which atidc
216 applications - 201 from Malta and 15 from Gozo.

The selection process is proceeding smoothly dettea-circular, issued under the signature of dipil
Permanent Secretary, invited Permanent Secretarisgsbmit a business case study for each identified
vacancy or requirement in the grade of Senior Rrahc

WAITING LIST OF PRINCIPALS

The validity period of the 2003 Principal examioativas extended by one year, up to 21 December 2005
By the new validity date, all the successful caatdid still on the waiting list were called for ajppment.

25 candidates accepted and were deployed accaodmiprity requests set up by MPO.

PoLICY OFFICERS FOR THE PUBLIC SERVICE

Following the approval of the Public Service Consian to extend the validity period of the selection

exercise for the engagement of Policy Officersauf lanuary 2006, all the successful candidatésrsti
the waiting list were called for appointment by #re of December 2005. Eight candidates accepigd a
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were deployed in ministries on a three-year tef@ther candidates will take up the position in 2006
accordance with their request.

SENIOR MESSENGER EXAMINATIONS

In the 2004 competitive and qualifying examinatidos the filling of posts of Senior Messenger, 11
candidates were successful in both examinatiorise I officers took up their appointment and were
deployed according to identified priority vacan@gesup by MPO.

COMPETITIVE EXAMINATION FOR OFFICERS IN CHARGE MINOR STAFF

Prime Ministerial approval was sought for the hajdof a competitive examination during 2006, open t
Senior Messengers, to fill a number of vacant postise grade of Officer in Charge Minor Staff @rrns
of the Classification Agreement of the Messengéliass.

As the Examinations Department will run the initiaitten component of the examination, a draft fll
applications was forwarded to Director (Examinatjofor the consideration of the Board of Local
Examinations and for onward transmission to thdi®&ervice Commission.

CHOGM

In collaboration with the Chairman, CHOGM Task Fegran OPM call for applications was issued inviting
eligible officers in the Public Service and the @vidPublic Sector to fulfil various duties duringeth
CHOGM event held in Malta in November 2005. Apmdowas sought for the temporary placement of
selected officers/public sector employees to bigread with Chairman, CHOGM Task Force.

DEPLOYMENT OF PUBLIC OFFICERS WITH PUBLIC ENTITIES
During the year, 13 public officers were detailetthwpublic entities in terms of pertinent legisteti
whereas 106 officers had their detailing order kedoas a result of demand-driven requests, terimimat

set projects or through officers’ own application.

Details of public officers who, on 31 December 20@&re deployed, attached or detailed with public
entities are indicated hereunder:

Public Entities and Parastatal Organisations Variou 129
Water Services Corporation Detailed 1,104
Malta Transport Authority Detailed 77
Occupational Health and Safety Authority Detailed 7
Malta Environment and Planning Authority Detailed 031
Malta Maritime Authority Detailed 23
Malta Resources Authority Detailed 5
Malta Standards Authority Detailed 4
Malta Statistics Authority Detailed 77
Lotteries and Gaming Authority Detailed 5
Superintendence Cultural Heritage Detailed 10
Malta Communications Authority Detailed 11
Heritage Malta Detailed 203
Kunsill Malti ghall-Isport Detailed 38
Malta Council for Culture and the Arts Detailed 34
Kummissjoni Nazzjonali Persuni b'zibilita” Detailed 5
Nat. Comm. for Prom. of Equality between Men & Wome Detailed 4
Maltco Lotteries Deployed 1
MATS Ltd (includes ex-AFM personnel) Attached 165
Foundation for Medical Services Deployed 24
MCAST Deployed 95
WasteServ Deployed 17
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St John Co-Cathedral Foundation Deployed 3
Barriera Tax Warehouses Ltd Deployed 3
Total 2,147

ONGOING ANCILLARY ACTIVITIES

Data on ongoing ancillary activities is tabulateddunder:

Category ‘A’ appointments General Service progressions from one salary scatea
Position No higher one with the same grade subject to satisfamty
Principal Permanent Secretary 1 - performance
Position No
Permanent Secretary 4 Sen el (Scal 6 s
Permanent Secretary - designate 2 Pﬁ:g;;rgzgg S() tga8§ 7106) >
Director G I 5
rECOr SENSra (Scale 10 to 9) 147
Director 35 - —
In an acting capacity 13 Assistant Principal (Scale 11 to 10) 28
Assistant Director 57 Executive Officer (Scale 14 to 13) 28
Clerk (Scale 16 to 15) 59
General Service appointments Officer in Charge Minor Staff (Scale 13 to 1P) 2
Grade No Senior Messenger (Scale 15 to 14) 1
Principal 72 Messenger (Scale 1810 17) 13
Asssta_nt Prln_mpal % Engagement of Consultants/Advisers on contract
Executive Officer 11
- New Contracts 45
Senior Clerk 586
Renewals 104
Clerk 2 Terminations 26
Senior Messenger 11
ST fcations | : Movement of staff to & from Private Secretariats
Calls ‘?I_r ar;p !caltl(cg)(nls ('jSSlf[e.dl gr [Zjepartment, General Service Grades 25
echnical & Industrial rades Departmental Grades 12
Type of advert No Technical Grades 1
Government Gazette 103 Industrial Grades 2
Service-wide MPO Circular 52
Department Circular 15 Departmental, Technical & Industrial Grades
Recommendations to PSC in respect of _ appointments
Departmental/Technical/Industrial Grades Position No
Local personnel 226 Following public calls for application 986
Expatriate personnel 44 Following selection from service-wide calls 284
St vt — Following selection from departmental cglls 59
Movement of Sta Wwithin same Ministry After years of service in the grade 146
approved by respective Permanent Secretary ——
- On assimilation 246
General Service Grades 58 -
Departmental Grades ] Renewal of contracts (Correctional Officers) 107
Technical Grades 8 Other 41
Industrial Grades 22
Movement of Staff approved by MPO
Pension Files processed by the Department General Service Grades 88
Departmental, Technical & Industrial 494 Departmental Grades 1%
Grades Technical Grades 13
General Service Grades 119 Industrial Grades 30

DEPARTMENT OF RESOURCING (PUBLIC SECTOR)

By virtue of OPM Circular 14/2005 of 25 April 200&,Recruitment and Redeployment Advisory Group
(RRAG) was set up in the Office of the Prime Mieigb ensure the effective and productive utilisatf
existing human resources, both in the core Publici& and within the wider Public Sector.
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To implement the policies established by the RR&@&,MPO was modified to include a new Directorate,
that for Resourcing in the Public Sector. The dieate, together with the Financial Management and
Monitoring Unit (FMMU) of the Ministry of Financeepresent the operating arm of the RRAG.

THE DIRECTORATE

From its beginnings, with the appointment of thistfDirector and deployment of one member of staff,
drive for the development of capacity building histDirectorate was implemented as the workload
increased by the day. By end of the year, thé stehplement, including the Director, rose to foun
August, the original Director was appointed Design@ermanent Secretary for Gozo Affairs and the
current Director was appointed in his stead.

The Director (Resourcing - Public Sector) and # stamber take an active part in the proceedingbef
RRAG as Member and Secretary respectively. Eigdtimgs of the RRAG were held between May and
December, during which recruitment and redeploymemtedures and policies were formulated.

In the early days of the Directorate, meetings vietd with the Employment and Training Corporaiion
order to establishimodus operandin the pending requests at their end and on fappécations.

The Directorate held various meetings with the @dné/orkers Union (GWU) during which various
complaints from Industrial Projects and Services(LPSL) workers were discussed. Conditions ofiser
of these employees were also reviewed, sometimas orividual basis, and all cases have beervegsol

The Director, together with other MPO Directorstivesly participated in the drafting of a report the
effect of the Fixed Term Directive of the Europdamion, which will be presented by the Director of
Industrial and Employment Relations.

Together with the Department of Resourcing — Pubdicvice, the Directorate is taking part in talithw
Alert Communications Ltd. in the development ofearuitment portal which, however, only affects the
Directorate’s procedures marginally.

RECRUITMENT

In collaboration with, and with the assistancehef Directorate of Resourcing - Public Service,ecspen
call for application was formulated in the initi@rmation of the Directorate in order to standaecdidl

requests for vacant posts in the public sectortartie advertised throughout the public service thed
public sector.

Since the main scope of the redeployment exeigisetionly to curtail government expenditure bsb ab
maximise the output of the workforce at the disposthe public entities, a ‘Vacancy Form’ was drauwp

in conjunction with the FMMU. Through this formhigh has to be drawn up by the Chairman/CEO of
the entity and endorsed by the Permanent Secrefaitye Ministry concerned, the entity presents its
business case and justification for the positiangeequested to be filled or created.

The good working relationship with the FMMU of thinistry of Finance was developed into an excellent
one, and liaison between this Office and the Uis helped in no small way to enable calls for
redeployment to be issued in a speedy way as sl jarioritise other requests where necessary.

Since the establishment of this Directorate in Kpeil, 255 requests were received from 57 différen
government-funded entities. Of these requestsagds were translated into MPO circulars, 65 gikien
fast track for recruitment through the ETC and 28eawithdrawn at the request of the entity. Foitgyv
the issue of MPO circulars, on 26 occasions thediirate was informed that relative circulars haned

to be futile as either candidates interviewed vieamd to be unsuitable for the position or else dhlk
elicited no response. In such cases, approvabveaged by the Directorate for the entities cornegno
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commence recruitment procedures with the ETC. Aduly large number of requests received in late
December 2005 had perforce to be carried forwardrficessing in 2006.

The Directorate is also involved in the engagenoérxpatriates with entities. Arrangements hachbee
made with the Director of Citizenship and Expagdeand the Employment & Training Corporation on the
best method to issue the approval for the work jieffior these foreigners. A fast track was esshblil for
requests such as those received from the Maltay&ip Ltd for the engagement on temporary basis of
foreign skilled labour so as to enable this enditfulfil its contractual obligations.

Work practice was also developed to issue approvatequests for recruitment of personnel on short
definite contracts or on a replacement basis, teeigase of casual substitutes.

REDEPLOYMENT

On the strength of an agreement signed on 4 Nove2®@3 between Government and the GWU,
shipyards in Malta were restructured. As a reghk, Malta Drydocks Corporation and the Malta
Shipbuilding Company Limited ceased to exist arel Mualta Shipyards Ltd came into operation. The
employees involved were separated into two gropgnd,taken over by the new Malta Shipyards and the
remaining surplus absorbed into IPSL for redeplaytrivéo the public service and public sector.

The first task of this Directorate was to take dberresponsibility of the IPSL workforce, and tosgthis
goal, detailed discussions were held with MIMCOficidls on the procedures adopted regarding wages,
salaries and conditions of work of this workforcEhese surplus employees, who were later accontgpanie
by a small number of employees from other liquidapmiblic companies, were redeployed across
government departments (256 as at end of Decend&) 2nd other public funded organisations (214 as
at end of December 2005). The local councils hadMinistry of Education, Youth and Employment have
the highest number of IPSL workers assigned weimthat 143 and 94 respectively. The IPSL votechwvhi

in 2005 was located under the Ministry for Investtméndustry and Information Technology, will come
under the responsibility of the Office of the PriMmister as from January 2006.

As at end 2005, the total number of IPSL workedgpdoyed amounted to 470, comprising 208 ex-Malta
Drydocks, 252 ex-Malta Shipbuilding, two ex-LIMSUKne ex-Medigrain, six ex-Malta Win, and two
from the Malta Tourism Authority.

Throughout this period, this Office continued with endeavours to meet the complaints, requests for
transfers and other queries from IPSL staff androtforkers redeployed within government departments
local councils and the public sector entities.

A member of the Directorate attended a meeting whil Director (Local Government) and with
representatives of the Local Councils Associatib@4) during which the redistribution of the IPSL
workers with local councils was discussed to canfto the MIIIT — LCA agreement on e-Government

This Directorate is also involved in the procesgeamfeployment of other employees from government
entities, these having been declared surplus foipwestructuring. These consist of 27 employeas
PBS, 14 from ex-Medigrain and 41 from ex-MDC/IPSE/MCO. During 2006, more ‘surplus’ employees
are envisaged to join the surplus list.

This Directorate was involved on a number of oarasiwith the transfers of ex-MDC staff and in the
majority of cases successfully managed to conuiiost entities to take over these staff on theikbdor
good. This process is still ongoing.

A number of the Malta Tourism Authority’s staff, ime administrative and industrial levels, was @thon
the redeployment list and within days this Direatermanaged to redeploy these within the publidcger
and the wider public sector.
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Upon the insistence of this Office, the Budget €affof the Ministry of Finance made arrangementgfer
MDC, IPSE and METCO staff assigned with public geentities to be paid out of the entities’ fund$e
Directorate also discussed with the Budget Offieefossibility of a similar arrangement for IPSLrkers
assigned with government departments.

YEAR 2006

Now that procedures have been to a large exteattlissted, the main objectives for 2006 will bedwisit

the various policy decisions taken earlier wherDimectorate was still in its infancy and which caw be
viewed with more experience and hindsight. [tl$® &nvisaged that the surplus workforce will iase
significantly following the restructuring of govenent bodies. Moreover, the planned decentralisatio

public entities of the educational and medical@sctvhich together represent a large share giréent
Public Service, will result in a shift of load dretDirectorate that will have to be addressed.

JOSEPH W 1220
Acting Director General, MPO
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APPENDIX A

Recruitment in the Public Service
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APPENDIX B

General Service Class
Average Age by Grade and Gender
December 2005
(all grades shown substantively)

40

BMales
DOFemales

Officerin
Grade 1

Officer in Officer in Officer in Officer in Senior Principal Assistant Executive  Senior Clerk Clerk

Grade 2

Grade 3 Grade 4 Grade 5 Principal Principal Officer

Employees who terminated their employment
from the Public Service
2005

deceased  dismissed

2% 1%
medically boarded
out
18%
retired
56%
resigned
23%
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APPENDIX C
Government Workforce
December 2004/2005
[ Category | Dec 2004 Dec 2005
Full-time Employees in Government Departments
Administrative & Clerical 3,755 3,637
Messengerial 331 292
Police Force 1,786 1,799
Technical 2,283 2,218
Professional (Other than Medical) 435 428
Nursing/Paramedical 4,005 3,924
Medical 680 776
Educational 5,393 5,291
Other Departmental Grades 1,958 1,955
Industrial 5,704 26,33( 5,429 25,749

Armed Forces (Uniformed)

Regular
Reserve
Volunteer

1,620
46
55

Temporary Employees

Part-Time
Casual
On contract (Local and Foreign)

331
855

1,588
49
1,721 33 1,670

329
1,036

689,871 727 2,092

Public Officers with Authorities/Parastatal Organisations 2,09¢ *1,899
GRAND TOTAL 32,02 31,410
* total as at November 2005
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APPENDIX D

Performance Management Programme Compliance in

the General Service Class
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APPENDIX E (i)

WSC
WasteServ
Tug malta
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APPENDIX E (ii)

MFC [Freeport]
MEPA
ME
MDS Ltd
MCST
MCAST
MCA
Manoel Theatre
Maltapost
Malta Shipyards
MATS Ltd
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KMS
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Staff Development Organisation

In 2005 a total of 4,286 government employees,isting of 2,234 women and 2,052 men, participated i
the extensive range of programmes organised bgtfeDevelopment Organisation.

EUROPEAN INSTITUTE OF PUBLIC ADMINISTRATION

A membership agreement was signed between Maltesamed by Dr Godwin Grima, Principal
Permanent Secretary, and the European Institufeubfic Administration (EIPA) in Maastricht (NL)
represented by Mr Gérard Druesne, Director General.

This agreement supersedes the co-operation agred¢hagrhad been entered into prior to accession.
Director, SDO is to be Malta’s representative oa EIPA Board of Governors. The signing of the
agreement took place on 5 December 2005 in Newca#l during the 48 Meeting of Directors General
responsible for Public Administration in the EUirdator, SDO was also present for the event.

COMMONWEALTH HEADS OF GOVERNMENT MEETING 25 — 27 NOVEMBER 2005

On 25 — 27 November 2005 the Government of Maltdadothe Commonwealth Heads of Government
Meeting in Malta. Prior to the CHOGM event, a&giof training programmes were organised. The SDO
was entrusted with the organisation of this trgram behalf of the CHOGM Task Force. 26 programmes
were held for over 240 persons. Each person viaslds attend various modules according to thestask
assigned to him/her, which resulted in over 80€@iqiaations. Training programmes covered infororatn
Malta, the Commonwealth, various skills relativegsks assigned, and briefings on the CHOGM etsmit, i
besides site visits to venues, MIA etc. Furtheen8DO acted as Human Resources co-ordinator betwee
the Task Force and staff performing duties condesith this event.

MALTA STUDY VISIT FOR EU COMMISSION STAFF

A group of specialist speakers from the public pridate sectors recently got together to delivereak-
long programme to give an in-depth idea of Maltatgroup of EU Commission officials from various
Directorates General. This second study visit d&dsed and co-ordinated by the SDO to facilitagsé
officials’ understanding of the islands of MaltadaBozo, their people and culture, the politicagresmic
and administrative set-ups, cultural and linguikgcitage, industry and traditional craft and spaihset
against the backdrop of Malta’s chequered histay éhallenging future. The programme was a mix of
presentations and on-site visits that left a vesgitive impression on the group, as witnessed by th
feedback given by the Commission’s Principal Adstiaitor (Directorate A — Staff and Career) in tt@,D
Personnel and Administration, who described thié @ very successful” with “excellent organisatio
and a “high level of...lecturers”.

BILATERAL AGREEMENT TO FACILITATE THE EXCHANGE OF MALTESE AND UK CIVIL SERVANTS

Following an initiative by SDO, the Principal Pemeat Secretary and the Director, Talent, Corporate
Development Group in the UK Cabinet Office, Mr JdBarker signed, on 2 August 2005 a bilateral
agreement that facilitates the exchange of Maltas® UK civil servants between their respective
administrations.
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This scheme is intended as a short but rathersivieearning and development opportunity for publi
officers from both countries and one which givesthexposure to different work cultures and ethics.

The SDO has been entrusted to co-ordinate thiggmoge. The first such exchange is proposed to take
place in 2006.

STRUCTURAL TRAINEESHIPS

Three places were made available for people fraimmihe Maltese Administration to follow a five-ntb
Structural Traineeship with a Directorate Genefdheir preference within the EU Commission. SO ¢
ordinated the selection and funded this trainedshithiree officers from the Office of the Primeriiditer, the
Ministry of Education, Youth and Employment and ltieistry for Resources and Infrastructure.

QUALITY SERVICE CHARTER CONFERENCE

On 3 February 2005 the SDO organised a half-daye@amce entitledRaising the Standardhe Principal
Permanent Secretary and the Permanent Secretdv a@&hded this Conference. The targeted audience
were public sector officials who are responsiblesf@uality Service Charter Unit. The objectivesyavto
present the participants with theoretical and pralctconsiderations regarding charter assessment,
implementation and maintenance stages of QualityicCharters. The main speakers engaged the 18
participants in a challenging discussion and ptesethem with examples from hands-on experience.

SDO’s ASSISTANCE TO THE DEPARTMENT OF FAMILY WELFARE

During the previous year the Department for Familsifare within the Ministry for the Family and Saki
Solidarity started the process of changing itstiondrom that of a service provider to that ofutegor of
social welfare services. The SDO was asked tagadis support in this conversion process by ehiisig
and delivering appropriate training modules amahgrathings.

The programme continued during 2005. The firstul®diasTeambuilding A three-level evaluation was
also carried out including ‘learning’ and ‘transfierthe job. The transfer stage was carried ouihg the
practical sessions. This was a ‘first’ in evaloatprocedures for SDO and was utilised as a forpilatf

TRAINING PROGRAMME FOR SENIOR CLERKS

During the first quarter of the year a programme wayanised, targeted at those clerks who had been
promoted to Senior Clerks. The objective of thisgpamme was to prepare these Senior Clerks for the
higher responsibilities in their new role. 36 cdfis benefited from this training.

FoobD HANDLING AND HYGIENE COURSE (GOZO)

The SDO organised a course in Gozé-ond Handling and Hygierntargeted at staff responsible for catering
at the Gozo General Hospital. The aim of thisitngi programme was to help these employees gaiorals
knowledge of principles of food hygiene. All thé fiarticipants passed the tests administered dthisg
course and were issued with an officially recoghiztificate in their field of work.

STRATEGIC PROJECT MANAGEMENT TRAINING PROGRAMME

The Commonwealth Secretariat, through the Ministrizoreign Affairs, sponsored a week-long training
programme irStrategic Project Managemetairgeted at senior public officials, which was Hedthween 23
and 27 May 2005. The course was facilitated bBry Tagalie of the University of the West Indidsl
expenses involved in the running of this progranmaee borne by the Commonwealth Secretariat through
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its Governance and Institutional Development Dorate. The programme was attended by 16 public
officers from all ministries.

PoLicY DEVELOPMENT

The Management Efficiency Unit organises monthlyetings for Directors, Policy Development within
the various ministries. For the session held dva® 2005 it was decided to hold a meeting between
Directors, Policy Development within ministries aRdlicy Co-ordinators within ministry secretariats.
SDO was asked to facilitate this meeting mainlydegigning an exercise to introduce and help in the
communication process and group dynamics betweediffierent participants. 18 officials participéte

IT COURSES FOR OPERATIONAL SUPPORT WORKERS

SDO organised, on behalf of the Management andRees Office, a number of specific training courses
including IT courses, for prospective Operationapi®rt Workers who had been successful in a public
examination. Another refresher IT course was feldfficers already in the grade of Operationgbjsart
Workers.

The first module concerned IT courses which weithénmain held on SDO premises and were facilitated
by staff from the SDO itself. 70 Support Workeergitrained in various IT applications.

BASIC COURSE FOR EX-MALTAPOST EMPLOYEES

The first module of this course was held duringlést quarter of 2004. Module 2, which was heldrdu
the first quarter of 2005, included trainingRegistry ServicedVriting SkillsandCustomer Care In all 48
participants benefited from these training progr&asm

OVERSEAS TRAINING

Training Programmes funded by the Irish Department of Foreign Affairs

For the fourth year running, the Irish DepartmenEareign Affairs, through the Irish Institute ofiltic
Administration, offered the 10 new EU member stédas EU-related training programmes in the ardas o
Structural Funds and Cohesion FupndgJ Competition PolicyAgriculture and the Environmenand
Strategic ManagementNine Maltese officers participated in thesenirag courses.

Participation at Seminars organised by EIPA

During the year, two public officials participatgda seminar organised by EIPA titletbw can Member
States effectively influence the EU decision-makirggess: a practical guide to preparing a winning
strategy andinternational e-public Procuremengspectively

Scholarships offered by the UK Government

The British High Commission, through the MinistriyForeign Affairs, has given suitable public offise
the opportunity to apply for a three-month Chevgriiellowship tenable at a British University during
2006. These fellowships cover subjects sucliPaticipation of WomenEconomic Governance and
Reform Government Relations with NGOs and Civil Societyblic Sector Reforrand Democracy the
Rule of Law and Security This information was passed on to the relativeistnies with a view to
encourage staff to apply.
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Scholarships offered by the French Government

Two scholarships were offered by the French Autiesrito participate in short courses at the Ecole
Nationale d’Administration in Paris, France. Faliog a call for applications and a selection preceso
public officers were accepted by the French Embaséythey participated in these short courses glttnie
months of October — November 2005.

The Hubert Humphrey Fellowship

The US Embassy yearly promotes the Hubert HumpRedipwship which is open to all public officers
who have the necessary requirements. A call folicgtions was issued by SDO.

SPONSORSHIPS FOR MASTERS DEGREES

Following the issue of OPM Circular 32/05 callimg fnterested public officers deserving to read&or
Masters Degree to apply for sponsorship, eight ipubfficers were chosen, four in Business
Administration and four in Training and Human Reses Management.

SPECIFIC FRENCH LANGUAGE TRAINING FOR EU-RELATED MEETINGS

Meetings were held between Director SDO, Mme Anaside Debeusscher, Conseillere de Coopération
et d’Action Culturelle at the French Embassy ande@or of Alliance Frangaise, and Mme Catherine
Wallisky, First Counsellor, French Embassy. Distuss included the possibility of adopting a more
focused approach to French language training. EFhieassy, through the Alliance Francaise, was willin
to customise programmes to meet direct trainingdsieancluding those possibly arising out of new
commitments and practices following EU membership.

It had been pointed out by some Directors, EU Adfand others involved in attending EU-related
meetings on a regular basis, that while Englisisedd in plenary sessions, French is very widelkespo
among participants from the various member statesicularly during the informal gatherings where
much of the discussions take place. Maltese delegéno lacked this fluency felt that an adequaiaihg
programme could tackle this shortcoming effectively

Eventually a new training programraeench for EU related meetinggas launched. This programme was
held twice a week in two-hour sessions.

MANAGEMENT DEVELOPMENT

The primary objective of the training programmesPansonal Development for Middle Managemegas

to provide public officers in middle managementdgia with an opportunity to improve their personal
competencies and knowledge in dealing with theiff sthd senior management. The emphasis was on
personal development, providing the skills that Mf@nable them to be effective in their work, arfdol
would contribute to their own development. Eigligszammes were held and 118 participants benefited.

The objective of the programme baadership in Diversityvas to understand the changes being proposed
in the White Paper on the Public Service Act angrapare delegates for the main issues of Diversity
Autonomy, Accountability, Performance Managemerd apadership in a changing environment. 51
participants benefited from the five programmesniggd.

During the cours&motional Intelligence for Senior Managerarticipants were provided with tools and
techniques that would develop their emotional ligishce using the Daniel Goleman concept. Six
programmes were held and 46 participants benefited.

Annual Reports of Government Departments ~ 2005 Office of the Prime Minister



40

The objective of the programniéme Management for Senior Stafis to help top management organise
their day as efficiently as possible in order tocimése the utilisation of the resources at thespdsal. It
aimed at making senior managers operate moreegftigiand effectively, while managing stress. Idba
covered extensively the concept and practice ofgddéion. 59 participants benefited from the five
programmes held.

The programmévianagement through Peoplegas meant to address the essential leadershiprvisqry
and personal development skills required by newvalt as experienced public officers in middle
management grades and to equip them with the tigie to excel in this challenging position. The
training methodology adopted was informal and lyighteractive, thus encouraging participative class
discussion. Two programmes were held and 25 fatits benefited.

Other programmes ran by this section conceWledk-Life Balanceand Understanding and Working with
Change

CONTINUOUS DEVELOPMENT
During 2005, the Continuous Development sectiondhad various training programmes.

The objectives of the programme dreambuildingwere to enable public officials who have the
responsibility to manage or supervise other ofigimin more knowledge on the concepts and priesipl
Team Building, be more effective within a grougeam, and enhance a quality management environment
within their organisation. Five programmes werlel film which 100 employees benefited.

The course oommunication Skillsras designed specifically for clerical and supmyi grades. It was
divided into four modules for easier assimilatidrttee information by participants, as well as polssi
evaluation at the learning and transfer stageshibiuk place during subsequent modules.

The aims of this programme were to help particp@mprove their telephone techniques, questionig a
listening skills, team communication skills and htmahandle difficult people, use of body languagd a
voice, communication skills in letter writing andr&il writing. A total of 171 employees benefitiedm
this programme.

During the month of November, a special half-dasibprogramme o€ommunication Skillsvas held in
Gozo in which 20 employees attended.

Another new training programme wdsing Emotional Intelligence at Work — A Basic GaurThe aims

of the first module were to help participants asskeir emotional intelligence, gain a basic knalgke of

this new concept, and learn various skills sucinger control, controlling negative thoughts, aaddting
difficult situations. The course was highly papative and similar to the communication skills sm)
utilised the modular system of programme desigs #iding assimilation of information and subsequent
evaluation. Although emotional intelligence waskted briefly in some management courses offered by
SDO in the past, this was the first time that arg®wn this subject was designed aimed at cleaiwal
lower supervisory grades. 67 participants attemiciednodule.

The objectives of the second and third modules weeteslp participants improve their empathic inguir
learn to express how they feel and how to develogt tand to improve various aspects of tension
resolution such as conflict management and helglificult customers. 57 and 51 participants
respectively attended these two modules.

After the success enjoyed by the progranftreRetirementihis programme was again organised during
2005. Further sessions were held on topics whiefe wf particular interest and which were iderdifigy
participants to be followed up by further trainin@ne such course concerrigehsion and Benefitg3 and

16 participants attended these two programmesataglg.
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A course onData Protectionwas designed covering data protection regulatiows @actices. 105
participants benefited from this course.

The Presentation Skillprogramme was intended for those government eragfowho are required to
speak in public or give training, even occasionaBuring this programme participants were maderawa
of the art of confidence and competence in deligefpresentations through theoretical and practical
exercises. 46 participants benefited from thigrmmme.

The courseWorking in a Teankicked off in September 2005. The objectives ho$ two half-day
programme were that participants should be moreeaofavhat is needed for effective teamwork; be abl
to solve problems and conflicts better; developamteptance to be able to trust others betterpahdnce
their communication skills. This programme wasdhfelr employees coming from the Social Work
Department, at Mount Carmel Hospital. 14 employestcipated.

The course titlecGecretarial Skills and Personal Assistant Skiliss designed to cater for secretaries and
personal assistants. It was an in-depth threedaslfcourse which provided good office management
skills. 65 participants attended.

20 patrticipants benefited from the half-day programon Office Management Skillehich gave an
overview of the skills required to run an officeain efficient manner.

Two programmes orRegistry Servicesvere held, one for Education Officers and the rothree for
employees working at the Ministry for Justice araihié Affairs. A total of 42 participants benefiteom
this course.

DEPARTMENTAL AND FINANCE TRAINING

Holding Effective Meetingselped participants understand the importanceegtimgs, consider the costs
and benefits, and explore the range and types efimys. The programme covered the establishing of
guidelines, planning, conducting and evaluating nieeting, preparing meeting documents, effective
contributions as well as roles and responsibilité3 participants attended.

The objectives of the course Biffective Time Managementre that participants should have learnt how
to plan their day’'s work more effectively by pritging tasks; plan and schedule meetings; identify
strategies to manage better their workload throeffective pro-active communication and effective
delegation; and balance work and life prioritiesall 54 participants attended.

Another programme launched during this quarter @@agernment Finance Procuremerithe aim of this
course was to impart to participants knowledge atimuprovisions of the General Financial Regufetio
and Procurement Regulations and what they entaitaatice. Two programmes were held, one in Gozo
followed by another course in Malta. A total of@@ployees participated.

A course orBeing Assertivavas launched. The programme was redesigned gmoved over the one
held in 2004. The objectives of this course werédlp participants communicate assertively; geir th
ideas across in an effective manner particularlgmdiealing with clients; and create win-win sitolad. A
total of 69 officials participated.

The aims of the courdeowards Enhanced Customer Relatiarese to enable participants to communicate an
attitude of ‘quality service’ and to provide thdlsknecessary to create the right impression bod €ustomers
that they really matter. Five programmes were &ietti72 participants attended this one-day progeamm

The objective of the programniealing with Difficult Customersvas to address the essential skills
required by front-line personnel who are involvedaiistomer interface, both in person and over lioaig.
Three half-day programmes were held and 45 paatitipattended.
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EU TRAINING

For the second year running, during February 28653DO in collaboration with the Institute of Pabli
Administration, Ireland organised a two-day workslom Negotiating the Brussels MazeThe targeted
audience were public officers who are or will beedily involved in co-ordinating policy and managin
relations with EU institutions in particular thosto are or will be attending EU Committees and @dun
working groups. The most important developmentajedives of this workshop were to expose
participants to the complexity of decision-makirighiéorking Group level; to demonstrate the procdss o
coalition building; to see in practice the meetofgan EU Council Working Group; and to familiarise
participants with the formal and informal EU negtitin techniques and procedures. 29 public officer
benefited from this programme. This workshop wally ffunded by the Irish Department of Foreign
Affairs.

For the past years, the SDO has been exploringassibility of assistance from various foreign tgias
regards the design and delivery of post-accessainirtg for public officers. Among the feedback
received was a proposal from the Ministry of ComityuRolicies, Rome.

Eventually, this initiative materialised in April0@5 when the SDO in collaboration with the National
Centre of European Documentation and Informatiafy brganised four training programmes titfeablic
ProcurementGender EqualityStructural Fundsand Agricultural Policy and Rural Developmengach
programme was delivered by Italian speakers, expetheir field. Each of them was extremely priefnt

in their own area of expertise. 139 public officbenefited from these training programmes. Trhase
activities were financed by the Italian DepartmehtCommunity Policies Presidency of the Council of
Ministers.

During the year, the SDO held the following ongolag related, training programmes: How the EU
Operates — (3 courses); EU Institutions — (2 ca)ygeConstitution for Europe — (2 courses); ThéeRi

an EU Member State in Decision-Making — (2 courses)ployment and Social Policy of the EU — (2
courses). The total number of participants wheebid from these programmes was 259.

In July, 2005 the SDO supported the Ministry fastiie and Home Affairs to co-ordinate a seminathen
General Principles of EU Law and the Role of theiddeal Judge This programme followed a series of
seminars on the Preliminary Ruling Procedure inrtber Member States, organised by TAIEX during
2004. 18 members of the Maltese Judiciary padtieipin this programme.

LANGUAGE TRAINING

In September, OPM Circular 36/05 was issued progidin opportunity for public officers to upgrade th
linguistic skills that are required at their plamfework in the German, French and Spanish Languages
There are 31 new entrants following first year niginfiee in German, twenty-two in Spanish and foor i
French. 10 other public officers are continuingjrtistudies in various levels.

IT TRAINING

Since the last quarter of 2004, the IT sectiontdegs utilising two training rooms at SDO, one ofahitis
equipped with XP software. The other lab is beisgd for training on applications that run on Windo
98. As aresult, the number of IT courses beifgyed this year has almost doubled. Staff atTheekttion
re-wrote many of the course notes to upgrade toegion.

The IT section at the SDO was requested to ab&isAFM in organising a series of IT programmes for
two groups of AFM clerks for the purpose of tradstihg in the grade of Clerk Group B Class Il

according to the AFM Trade Regulations 1976. Tharses and final examination were held on SDO
premises. Each course was based on current SxDusyland was delivered by lecturers provided by th
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SDO while the AFM Board set the examination pape3%. AFM clerks attended the above-mentioned
courses.

The IT section (SDO) was asked by the Chief InfationaManagement Officer (CIMO) to deliver a
comprehensive course dAS Excel XRcovering the most relevant topics of MS Excelvwio groups of
CIMU employees. After agreeing on the salient fs0io be focused upon, two courses were held at.CIM
premises. A certificate of attendance was givehed.8 participants.

Discussions were held between SDO and the Tax Gamapl Unit to organise ad hoc MS Excetaining
programme aimed specifically for the exigencie3©@U staff. A number of topics were identified wiic
are not normally covered by SDO Excel coursesthEtmore the data used during the course as afbasis
working exercises was the actual TCU data. Sineas decided that a specialised tutor should bagad
to deliver this training, a call for proposals wssued. The best offer regarding cost and experntas
chosen and eventually two programmes were deliterdd TCU employees.

As has been customary for these last years, dummgummer months, the IT Section, in collaboration

with the Ministry for Gozo, organised a humber Bfcburses in Gozo. 117 Gozitan employees attended
this year’'s programmes. The courses were heldeaComputer Laboratory, Centre for Further Studies,

Victoria and were facilitated by Gozitan lecturers.

TRAINING MANAGEMENT SYSTEM

Following the installation by MITTS Ltd of a newfseare system for the SDO in 2004, the functional
changes required by the SDO to the TMS were allt dath during 2005. It is planned that by the
beginning of 2006 MITTS Ltd would have installee tlive’ version of the TMS for SDO.

UPDATING OF SDO WEBSITE

The SDO website has been updated to include thegebaof responsibilities assigned to staff changes.
New features in the website included are an Ev@atendar on a two-month basis, a link to the Charte
Support Unit since SDO has been assigned the raibity of this Unit, and a new Contact Us webpage
ACQUISITION OF NEW TRAINING EQUIPMENT

Four videos and four training packs were acquirethfVideo Arts and Fenman Ltd respectively. The
videos deal withOffice Management Skillend Teambuilding while the packs coveEmotional
Intelligence Communication SkillSreambuilding and Mentoring

SDO TRAINING ACTIVITIES 2006

Prospectus 200@/as printed and distributed during December 2&sign for this publication was made
in-house by SDO staff. One may view or downloaPitospectusn pdf format from the SDO website.

JOANNA GENOVESE
Director (Staff Development)
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