MANAGEMENT SERVICES DEPAR




GUIDELINES

MANUAL PROSEDUR KERJA
[WORK PROCEDURES MANUAL]

Published by

Management Services Department
Prime Minister's Office

Negara Brunei Darussalam




FIRST PRINTING NOVEMBER 2010
SECOND PRINTING APRIL 2014

@COPYRIGHT

MANAGEMENT SERVICES DEPARTMENT
PRIME MINISTER’S OFFICE

BRUNEI DARUSSALAM

All rights reserved. No part of this publication may be reproduced, stored in a retrieval
system, or transmitted, in a form or by any means, electronic, mechanical, photocopying,
recording or otherwise, without the prior permission of the publishers.

Font Type/ Size
Gill Sans MT 10



GUIDELINES
WORK PROCEDURES MANUAL
BRUNEI DARUSSALAM

TABLE OF CONTENTS

Page
INTRODUCTION |
OBJECTIVE |
BACKGROUND |
CONCEPT OF WORK PROCEDURE MANUAL 1-2
MAIN FEATURES OF WORK PROCEDURES MANUAL 3
DEFINITION OF THE MAIN FEATURES OF WORK PROCEDURE MANUAL 3-5
STEPS ON PREPARING WORK PROCEDURES MANUAL 5-9
IMPLEMENTATION 9-10
EXAMPLE ON WORK PROCEDURE MANUAL OF MANAGEMENT SERVICES Il -26
DEPARTMENT
CONCLUSIONS 27

Appendix A - Leave Application Form

Appendix B - Prime Minister's Office’s Circular, numbered |7/1992 dated |4®August 1992

Appendix C- Permanent Secretary’'s Memorandum numbered |PM/O/22 pt.| dated |0% March
1994

Appendix D- Prime Minister's Office’s Circular, numbered 4/2008 dated | |®March 2008

Appendix E - Prime Minister's Office's Cireular, numbered 5/2010 dated 25%February 2010



3.1

3.2

4.1

4.2

INTRODUCTION

The Government of His Majesty The Sultan and Yang Di-Pertuan of Brunei Darussalam has
always been emphasising and reminding government agencies and civil servants to improve
their efficiency, effectiveness, performance, productivity and quality which aims at creating a
responsible, responsive, proactive and transparent Civil Service. For this purpose, in 2000
the Government of His Majesty The Sultan and Yang Di-Pertuan of Brunei Darussalam has
introduced the use of Work Procedure Manual which needs to be prepared by all ministries
and government departments.

OBJECTIVE

The main objective of the Work Procedures Manual (WPM) is to enhance efficiency,
performance, productivity and quality in ministries and government departments as well as
civil servants in Brunei Darussalam.

BACKGROUND

Public Service Department (PSD) and Management Services Department (MSD) jointly
organised a roadshow on WPM from 3 1= January to 2" February 2000 at the Civil Services
Institute, Rimba, Gadong, Brunei Darussalam.

PSD has also issued letters and memorandums dated 15 Muharram [421/20% April 2000, to
Permanent Secretaries at all Ministries and also Heads of Departments stating that:

i. The Public Service Department is responsible in monitoring the implementation of
WPM in every ministries and government departments.

ii. Management Services Department will act as in-house consultants on WPM.

At present, Management Services Department was given the task to monitor as well as to
give advice on consultancy services on the implementation of the programme.

CONCEPT OF WORK PROCEDURE MANUAL

WPM is an official reference document that every ministry and government departments
should possess and utilize. This document is an important management tool that can
contribute towards the overall improvement of productivity within a ministry or
department.

WPM contains information that gives an overall picture of the ministry/department, such as
its history, rationale for its existence, hierarchy, functions, work procedures and
officers/staff responsible to carry out these procedures.
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4.7

With the knowledge listed below, any officer/staff will understand:

i. The history and rationale for the existence of that ministry/department, thus they will
have a general idea of what is expected from him/her.

ii. The objective and main functions of the ministry/department, thus enabling them to
know which direction to take in executing their responsibilities.

iii. The activities and work processes, which will show a clear and precise understanding of
the scope/parameters of his/her own duties as well as the duties of the other
divisions/units. In addition, steps or procedures involved for all of the activities are
clearly outlined.

WPM systematically documents the sequence of a job/work. Each job /work consists of
certain processes and procedures. Work that does not comply with these processes and
procedures could lead to delays. It is vital that these processes, procedures and
officers/staff involved are clearly defined, allocated, arranged and documented. It is also
important to state the time taken in performing such processes and procedures. A
systematic approach can be developed to enable work to be carried out accurately and
efficiently.

WPM is also a useful training tool for newly appointed or transferred officers/staff. Lengthy
induction courses or total dependence on senior officers can be reduced with the help of
this official guidebook. With proper work guidelines, it also helps to create and boost the
confidence of officers/staff in a comparatively shorter time.

Normally, newly appointed or transferred officers/staff rely on their experiences and seek
guidance from others in performing their duties. More often than not, this knowledge and
experience is not based on standard work procedures but rather on their or other
individuals understanding of the job. As a result, there is a tendency for officers/staff to
carry out their duties without knowing the right work procedures, scope of work and
authority.

Among the benefits gained from a well configured WPM are:

i. Officers/staff know the history on the existence that ministry/department;

ii.  Ministry/department are more able to align its objectives in line with its establishment;

iii.  All work procedures and regulations to be used are recorded as an official reference
document;

iv.  Work procedures are standardized;

v.  Ensure rules of the ministry/department are adhered to;

vi.  Reduction in operational errors;

vii.  Reduction on the need for induction courses;

vii. Helps to facilitate the transfer of officers/staff between sections/units;

ix.  Facilitate research and enables improvement on work systems;

%x.  Reduction of verbal instructions on how work should be done;

xi.  Authority and working relationships within the workforce is clarified.
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It is expected that the WPM, if properly documented and used appropriately as a reference
when carrying out duties and responsibilities, will improve efficiency and effectiveness of a
ministry/department.

MAIN FEATURES OF WORK PROCEDURE MANUAL

Work Procedures Manual document consists of eight (8) main features:

vii.

viil.

Background of a ministry/department

Objective of a ministry/department

Organisational Chart of a ministry/department and section/unit
Core Functions of a ministry/department

Work Activity

Work Process

Work Flow Chart

Forms or referrals used such as circulars or statute

DEFINITION OF THE MAIN FEATURES OF WORK PROCEDURES MANUAL

Background of a ministry/department

i,

This contains the history and rationales on the establishment of a ministry or
department, and normally includes:

a) The organisations aims and objectives.
b) Related enactments involved (if any).

Information contained in the background can be used as a basis for developing
objectives and structures of a ministry/department.

It may facllitate any interested researchers to know in detail about a
ministry/department.

Objective of a ministry/department

i.

The objective is a statement on a ministry's/department’s vision. It contains the goals
that are to be achieved by a ministry/department which is in line with the purpose of its
existence.
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The intention of defining the objective is:

a) To provide a precise direction for efforts in line with the initial purpose of the
establishment of a ministry/department.

b) As a basis for planning and structuring of programmes, projects and activities
executed by a particular ministry/department to meet its customers’ expectations.

c) As a basis for evaluating the effectiveness of a ministry/department towards the
enhancement of its performance.

d) As a basis for developing specific objectives of sections or units under a
ministry/department.

e) To identify short and long term strategies of a ministry/department,

Organisational Chart

Organisational Chart gives a pictorial illustration of the structure, functions, activities
and hierarchy of a ministry/department. It can clearly describe:

a) The distribution and allocation of work activities ameng sections and units.
b) Chain of command shows the hierarchy which helps to identify high and low rank
officers in terms of the decision making process.

Organisational charts may help the management to plan for the following:

a) Additional or retrenchment of officers and staff;
b) Increase functions of a ministry/department;
c) Training programmes for officers and staff; and

d) Mode of management information.

Organisational chart varies among ministries/departments as well as divisions/units
according to their activities, functions and roles. It can also undergo changes in line with
the progress that may occur in particular ministry/department or division/unit.

Core Function

Core Function is the ministry/departments roles that need to be carried out in order to
achieve its objectives. MNormally its function is identified through the establishment of its
divisions/sections/units within that particular ministry/department.

Work Activity

Work Activity involves tasks/jobs carried out under each Core Function. The execution of
activities involves manpower, equipment, materials, time and cost.
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Work Process

Work Process is a course of actions that is to be done in sequence which complies with
specific regulations of an activity. Officers/staff can see clearly the steps and procedures to
take in performing certain work activities/tasks. A clear Work Process can:

i Awvoid operational lapse;
il Show the complete steps of action to be taken;

il Assist in supervisory work;

iv. Facilitate inspection and revision on work processes whenever amendment is
required;

V. Minimise repetitive common instruction;

vi. Reduce officers'/staffs’ training programme;

vii. Maintain the officers/staffs’ efficiency and effectiveness;

vii.  Simplify and expedite the officers'/staffs’ daily routine;

ix. Ensure work quality through standardised work procedures.

Work Flow Chart

Work Flow Chart illustrates diagrammatically the actions involved in an activity. Each action
or step must be shown in a successive manner, showing clearly and briefly defining the
actions taken from the beginning until the end. Work Flow charts may help to:

i. enlighten officers/staff on their duties and responsibilities
ii. indicate the bottle neck and repetitive actions

iii. reflects the entire activity accordingly

Forms or referrals used such as Circulars or Laws (statute)

i. Forms are important management tools in the administration and management of
departments. It records important details in a proper and systematic manner.

ii. Referrals, such as circulars and statute, may legally prove the existence of a particular
activity or action.
STEPS ON PREPARING WORK PROCEDURES MANUAL
Work Procedures Manual of a ministry or department has two sections:
i. Section A
a) It contains the first four (4) features of the Work Procedures Manual namely:
= Background
= Objectives

= Organisational Chart (ministerial/departmental level)
= Core Function (ministerial/departmental level).
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b) It briefly describes a particular ministry/department.

c) It needs to be prepared by a particular division/unit such as the administration
section or any group of officers/staff assigned by the task force whom, at a later
stage, will also be responsible in compiling the Work Procedures Manual of the
existing divisions/units of a ministry/department in order to produce a complete
Work Procedure Manual document.

ii. Section B

a) It contains six (6) features of the Work Procedures Manual namely:
Organisational Chart (for each division/unit)

Core Function (for each division/unit)

Work Activity

Work Process

Work Flow Chart

Referrals

b) It focuses on functions of divisions/units.
¢) It needs to be prepared by the individual division/unit.

The following checklists need to be verified prior to the writing up of the Work Procedures
Manual:

i.

Background of a ministry/department

a) Obtain articles on the history of the establishment.
b) Research on any enactments related to its formation.

c) State any past transformations or expansions of the management.

(An example of Background is on page | 1)

Objective of a ministry/department

a) Understand the background clearly.

b) Identify the statements that best describe the aims to be achieved. If read, they
should reach the mind of:
*  The public, and they know what every ministry/ department provides.
= The officers and staff: aware what is expected from them.

c) Statements are normally short and precise.

(An example of Objective of a ministry/department is on page 12)

Organisational Chart of a ministry/department and section/unit

a) Identify the objectives and establish essential divisions or units comprising of the
heads and their subordinates entrusted with specific activities.

b) Create two categories of organisational charts:
*  One that simply illustrates the ministry/ department as a whole; and

=  One that Individually describes a division
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d)

e)

Sometimes early identification of its core functions is required in order to construct
its organisational chart.

Structuring/restructuring of organisational charts may be done internally (within the
ministry/department) for minor changes. However, for a major restructuring, for
example, the involvement of a supplementary post, a comprehensive proposal needs
to be prepared and submitted to a particular government standing committee for
their approval.

Over time, there may be a need to restructure the organisational chart in line with
the development of that ministry/department or division/unit.

(Examples of Organisational Charts are on pages |3 and 15)

iv. Core Functions of a ministry/department

a)

b)

9

d)

Identify the duties or activities to be carried out so as to achieve the objectives of

the ministry/department.

Prepare two categories of functions:

= One that informs the core function of the ministry or department as a whole;
and;

*  One that individually describes the function of a division/unit.

Categories the duties and find suitable words or sentences that best describe the

function. It is advisable to maintain short but precise sentences to describe the

functions of divisions/units as it will become a repetitive sub-heading in the WPM

document.

The core functions are dependent on activities of the ministry/department or

activities commeon to all ministries/departments.

(Examples of Core Function are on pages |4 and 16)

V.

Work Activity

a)

b)

Identify the jobs being carried out under each function of a division/unit. These
consist of the breakdown of jobs under a particular function.
The main functions consist of activities specific to a ministry/department and those

common to others.



Example | (Distinguishing between core function and activity - specific to a
ministry/department)

Department National Registration

New/Renewal of Passport

Diplomatic Passport

Issue of Passport

International Passage Certificate

Missing/Burnt/Damaged passport

Example 2 (Distinguishing between core function and activity - common to all
ministries/departments)

Division ’ Administration

' nualmandator)' leave

Home to Office Passage Allowance o
General Administration

Correspondence

In-Service Training

(An example of Work Activity is on page |7)

vi. Work Process

a)

b)

State the main objectives or the purpose of doing that particular activity and what
we want to achieve or expect from it (its results and end products). (An example of
Work Process Objectives appears on page 18).

List down the actions from the beginning till the end of the activity. These steps
have to be listed in sequence.

State the actual and currently practiced work process prior to documenting the
processes. 4
Begin each process with a verb.

Make notations on referrals being referred to involved in carrying out these actions,
for example forms, circulars or statutes and so on.

State the officers/staff responsible for each action.

State the duration of time taken to do an action. This can be done either by
individual actions or the total time required to do the whole series of actions.

(Examples of Work Process are from pages 18 to 23)



vii. Work Flow Chart
a) The work flow chart should be prepared after the completion of the work process,
as the work flow chart is totally based on the work process listed in an activity.
b) Use the specified symbols. (Refer Figure | below).
¢) Use short sentences to describe each action as each has been described earlier in
detail at the work process.
d) The sequence and number of action boxes should tally with the actions at the worlk

process.

_ START/ END

ACTION

[ ]

<> DECISION
®
'

CONTINUATION

ACTION FLOW

m SIMULTANEOUS ACTIONS

Figure | : Symbols used in Work Flow Charts

(Examples of Flow Charts are on pages 24 and 25)

viii. Forms or referrals (example: circulars and statute)

a) Gather any related forms, circulars, statutes, etc. involved in the implementation of
an activity.

b) Copy those materials to become appendices and label them for easy reference.

(Examples of Appendices A, B,C, D and E, and Page 26 show the table of content for the appendices.)

Note:

The arrangement of the contents of WPM must be in the sequence as shown in Chapter 9.
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The following are recommendations in the preparation of a WPM.

A ministry/department may create a documentation template to be distributed to the
officers/staff of each division/unit responsible in preparing the WPM. This helps to
synchronise the formatting of the presentation such as the type and size of fonts, tables,
symbols, etc. between divisions/units. This ensures a well coordinated WPM document.

ii, Providing a table of contents and numbering of pages to facilitate referencing.

iii. Insert dividers in between pages where necessary.

IMPLEMENTATION

WPM should be prepared in the manner of a guide book as outlined in this manual. (Refer to
Section 7 and 9 of this manual.)

The preparation of a WPM needs proper planning, thus the involvement of top management
is very important.

To facilitate and assist in its preparation, the management should set up a supporting task
farce or work group. The task force/work group will continuously:

i. Involve and support in the preparation of WPM; and
ii. Monitor for any development and amendments within the ministry/ department to be
consistent with the WPM.

The task force/work group should appoint more than one officer as the coordinator. This is
as a precautionary measure to.prevent the loss of an expert in preparing the Work
Procedure Manual in the case he/she retires or get transferred to another workplace. This
initiative is to ensure the continuity of Work Procedure Manual in a particular
ministry/department.

WPM has to be updated whenever there are amendments in the management. The
activities and work processes which are no longer in use resulting from these changes have
to be taken out from the manual and to be replaced with new ones.

The implementation of the WPM needs to be monitored by a particular department who
will determine if the VWPM submitted by a ministry/department is :

i. Satisfactory and appropriate to be distributed to officers and staff of that particular
ministry or department; or
ii. Less satisfactory and needs further improvement.

(Memorandum will be sent to the particular ministry/department to relay any feedback from MSD).
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8.9

The Civil Service Training Institutions or its equivalent need to conduct further
courses/Management on Work Procedures Manual.

Ministries/department need to review its WPM annually.

As an example the following chapter shows some parts extracted from the Management
Services Department’s Work Procedures Manual, which can be used as additional guidelines.

EXAMPLE ON WORK PROCEDURES MANUAL OF MANAGEMENT
SERVICES DEPARTMENT

11
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
BACKGROUND

Version 1.0

= | January 1982
Management Services Unit (MSU) was established within the Establishment Department.

= | September 1986
MSU was taken over by the Prime Minister's Office as one of its Unit.

= | January 1990
Duties of the Government Security Department under the Ministry of Home Affairs
were transferred to MSU and MSU was upgraded to become a department known as
the Management Services and Government Security Department.

= | August 1993
Duties and functions of the Government Security Unit were taken over with the
establishment of Internal Security Department. Simultaneously, this department was
renowned as the Management Services Department (MSD).

01 April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
OBJECTIVES

Version 1.0

VISION

A Dynamic And Competent Management Consultant Agency

Provide Consultancy, Research And Management Audit Towards Civil Service Excellence

Innovate. Implement. Transform

0O April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
ORGANISATIONAL CHART

Version 1.0

DIRECTOR

CONFIDENTIAL CLERK

DEPUTY
DIRECTOR

INSPECTORATE &
RECOGNITION
DIVISION
ADMINISTRATION & 'COMPLAINT UNIT VISION & ORGANISATIONAL
BINANGE (R i | | COORDINATION |  BEHAVIOUR UNIT
UNIT
f—— =
ICT & INSPECTORATE UNIT REFORMATION UNIT STRATEGY
DOCUMENTATION | | i - “{ MANAGEMENT UNIT
UNIT
INTERNATIONAL RECOGNITION UNIT
AFFAIRS & HUMAN i
RESOURCE
DEVELOPMENT UNIT
01 April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
ORGANISATIONAL CORE FUNCTIONS
Version 1.0

Advising ministries and government departments

in the usage of administrative and management methods and

01 April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
DIVISION STRUCTURE
Version 1.0

ORPORATE Al NTERNATIONAL MATTERS D [o]

DEPUTY
DIRECTOR

MANAGEMENT SERVICES MANAGEMENT SERVICES
OFFICER OFFIC

ADMINISTRATIVE OFFICER

ASSISTANT
ADMINISTRATIVE OFFICER

ASSISTANT MANAGEMENT
SERVICES OFFICER

ASSISTANT MANAGEMENT
SERVICES OFFICER

OFFICE SUPERVISOR

TELEPHONE OPERATOR
IRECEPTIONIST

OFFICE ASSISTANT/
DRIVER

01 April 2014
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
DIVISION MAIN FUNCTION

Version 1.0

DIVISION CORPORATE AND INTERNATIONAL MATTERS
UNIT ADMINISTRATION AND FINANCE
NO CORE FUNCTION
I General Administration
2 General Finance Administration
3 Supports Services to Divisions within MSD
4 Act as Public Relations Officer for the Department
01 April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK ACTIVITIES

Version 1.0

DIVISION CORPORATE AND INTERNATIONAL MATTERS
UNIT ADMINISTRATION AND FINANCE
CORE FUNCTION : GENERAL ADMINISTRATION
NO WORK ACTIVITIES

I Record service.

2 Annual/mandatory leave.

3 Amendment in the approved Leave application.

4 Three (3) years Accumulative Leave

5 Unpaid Leave.

6 Sick Leave.

7 Maternity Leave.

8 Haj Pilgrimage Leave.

01 April 2014
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK PROCESS
Version 1.0

%

DIVISION

UNIT

CORE FUNCTION

WORK ACTIVITY
OBJECTIVES

form.

| Fill in the application form. Officers / Staff of | = Appendix A | Day
Make sure all the requirements below are fulfilled:

®» use the Prime Minister Office's standardized form

» include the handing over of tasks and duties form Prime
for leave applied beyond || days. Minsiter's

e  submit the leave application form to the Assistant Circular,
Administrative Officer (AA) 2 weeks prior to the No.17/1992
actual leaves dates. dated |4

CORPORATE AND INTERNATIONAL MATTERS
ADMINISTRATION AND FINANCE

GENERAL ADMINISTRATION

ANNUAL / MANDATORY LEAVE

TO ENSURE THE LEAVES APPLIED BY STAFF ARE INLINE WITH THE RULES
AND REGULATIONS

MsD Leave

application

* Appendix B

Office

August 1992
= Appendix C
Memorandum
of Permanent
Secretary of
Prime
Minsiter's
Office
No.JPM/0/22
Pt.| dated 10
March 1994
= Appendix E
Prime
Minsiter's
Office
Circular,
No.5/2010

dated 25
February 2010

%

01 April 2014



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK PROCESS

MSD/CIMMWPMILL1.1.2

2. | Receive and check the application.

Make sure all the above mentioned requirements
complied/ completed.

If:

a) completed — acquire the personnel file from
the clerk (file), and proceed to process 3.

b) incomplete - return the application form to
the applicant, return to process |.

Assistant
Administrative
Officer

= Appendix B
Prime
Minsiter's
Office
Circular,
No.17/1992
dated 14
August 1992

= Appendix C

Memorandum
of Permanent
Secretary of
Prime
Minsiter's
Office
No.JPM/0/22
Pt.| dated 10
March 1994

* Appendix E
Prime
Minsiter's
Office
Circular,
MNe.5/2010
dated 25
February 2010

01 April 2014




MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK PROCESS

MSDYCIMWPMILLIL1 2 Version 1.0

Check the balance of applicant’s leave entitlement Assistant

from the personnel file, and complete the form with |  Administrative Leave
the below data: Officer application
. form
*  available amount of leave entitled,
e date of the leave taken previously. s Applicant's

Personnel File

Verify all the data and initial at the column B of the
form.

Forward the application form to the respective
authority/officers  for  their  recommendation/
permission/approval:

® Head of Division of respective officers and
staff.

* Deputy Director of respective Head of
Division.

¢ Director will approve Deputy Director's
application leave.

¢ Prime Minister's Office will approve
Director's application leave.

4. | Recommend the application for approval, Head of Section/ | o Appendix A | Day
i Deputy Director/ Leave
’ Director application
a) not recommended - inform and state the form

reason to the applicant - End of Process.

b) recommended - response and initial (and
decide an acting officer for leave applied
exceeding | | days), proceed to process 5.

Motice:

Leave applied by the Head of Department, will be
granted by the Permanent Secretary of respective
ministries.

O Apri 2014
20



Check and approve the application (an

MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK PROCESS

MSDICIMWEMILL1.1.2 Version 1.0

acting officer — for leave exceeding |1 days). Director Leave
application
form
If:
d - si d d 6.
a) approved - sign and proceed to process o Agpesiix C
b) not approved - state the reasons and return Memorandum
the application form for a new potential acting by Permanent
officer, and return to process 4. Secretary of
Prime
Minister's
Notice: Office
Send the copies of leave application form along with rPdtoIJZ:qt‘;odaIlu
the nominated acting officer to: March 1994,
s Director General of Public Service.
s Director of Treasury Department.
s Auditor's General Audit.
e Council of State (Division | and Il only).
6. | Check availability for acting officer. Assistant ndix A | Day
i Administrative Leave
: Officer application
) yes - proceed to process 7. form
b) no - proceed to process | I, ; jix D
Prime
. Minister's
Nogics: Office Circular
Acting allowance is eligible for |1 days onwards. No.4/2008
dated ||
March 2008

01 April 2014
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK PROCESS
MSDICIMWPMY 112 Version 1.0

7. | Prepare acting letter. Assistant * Appendix D
Nofice: Administrative Prime
orce: Officer Minister's
The letter should consists of: Office Circular
P > No.4/2008
*  name of post; dated 11
* duration and when the acting begins and March 2008
ends;
= . ® Acting letter
¢ compliance to relevant Prime Minister’s
Office circular,
Submit to Director/ Deputy Director for further
action.
8. | Verify and sign the letter. Deputy Director/
Director
9 | Receive the verified and signed letter. Assistant | Day
Administrative
Officer
10. | Copy the verified letter prior distribution to: Clerk * Acting letter
® personnel file;
®  Float file;
*  Director - General of Public Service:
¢ Director of Treasury Department;
e Audit General;
*  Finance unit (allowance payment).
I'l. | Copy the approved leave for: . endi
*  applicants; Leave
' application
®  personnel file; form
*  Floatfile. e Applicant's
Personnel File
12 | Keep the original form of the approved leave
application and a copy of acting letter in the
personnel’s file of the applicant and appointed acting

officer respectively.

01 April 2014
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WORK PROCEDURES MANUAL
WORK PROCESS

MSD/CIMVWPMILLLL2

Yersion 1.0

13. | Update the respective applicant’s record service Clerk s Appendix A
(bath the applicant and the appointed acting officer). Leave
Application
Form
Motice
Listing of leave which does not require the approval =
from the Director General of Public Service I it
Department: Secretary
Memorandum
e Annual leave; Prime Minister
*  Sick leave; Office SUT,
o Maternity leave; JPM, No.
» Daily paid leave ( transition to monthly PMO/0/22 Pr. |
payment); dated |0
s  End of contract leave; and March 1994
»  Haj Pilgrimage leave.
L Sl ® Acting Letter
14, | Store the personnel file. ® Applicant’s
Personnel File
I5. | Give the approved form [ letter: Office Assistant « Appendix A
. . Leave
e copy of leave application to the applicant. .
Al tgesgon Application
® acting letter to the acting officer. Farm
® Acting Letter
END
DURATION 4 DAYS
01 April 2014
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK FLOW CHART

MSDICIMWPM/1.1,1.2 WORK ACTIVITY: ANNUAL/ MANDATORY LEAVE Version 1.0

Fillin the application form

Return to the
applicant

Recieve and check the application

Incomplete

v

Mot
Recommended

Not
approved
Check the availability for acting officer
Ne
Yes
Prepare acting letter
Verify and sign the letter
i Receive the verified and signed letter
Copy the verified letter prior distribution
! Copy the approved leave
01 April 2014
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MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
WORK FLOW CHART

MSDICIMAWPMILLLLLZ WORK ACTIVITY: ANNUAL/ MANDATORY LEAVE Version 1.0

Keep the copies of the approved leave and acting letter in the
personnel's file

Update the respective applicant’s record service (both the
applicants and the appointed acting officer)

Store the personnel file

Give the approved form / letter

01 April 2014
25



MANAGEMENT SERVICES DEPARTMENT
WORK PROCEDURES MANUAL
LIST OF FORM AND REFERRAL

Version 1.0

A Leave Application Form

B Prime Minister's Office's Circular, numbered 17/1992 dated |4 August 1992

o Permanent Secretary's Memorandum numbered JPM/O/22 pt. | dated 10" March 1994
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APPENDIX A

BORANG PERMOHONAN CUTI DAN SOKONGAN MEMANGKU
(Untuk Pegawai dan Kakitangan Dalam Jabatar Kerajaan)

KEMENTERIAN / JABATAN :
RUJUKAN FAIL KEMENTERIAN / JABATAN :

M;LlllllJ||f!||||||l||]|||FI|I|IlfI]J]
|1|{|||fllli]lll[l|||1||1|||IT|I|||—|—|
** Wama : Tarikh Lahir :
Bil Kad Panganalan Kuning. [ ] | 5 5 I Y
[ e unggu [] Tarikh Mula Berkhidmat -
Hisw ] I 4 5 o P
*= Jeris Perkhidmatan :
Tetap [_] Sebulan Ke Sebulan [ Kontrak [_] Openvote [ ] Gail Hari ]
i OB 0 5 TV R B 15 6 I 5 5 ) e 0 i
“Bahagian: | [ 1 [0[W[V[V] | Tanggagai: [ IIG-il"' -ls| | o L e R
Jenis Cuti Yang Dipohonian -
[] cuti Tahunan [l  cutmandatori [ cuticajtan
[] cutikentax [ cutitidak Bergaji [ cutipendshutuan
duman Cut + [T T Jnaci | mui [T -] T 1] [ [ 1] i ) 0
Sebab-sebab bercut | |
Jika keluar negeritempat | [ |
mual : i I T s | hingga : O ) ) )
Tarikh ) ) ) ) o
(T lnPuncd_'non

mamﬂ UNTUK DHSIKAN OLEH BAHAGIAN PENTADBIRAN

R Jabatan Perkhidmatan Awam : JPM‘D:EEFW’I 6 5 1 O |

BakiCu: [ [ [ | hai pada: [ ] [-] 5 5 5 0 O
Twhuh-mmmmwmwwﬁll-fllllrl_lﬁulumlllllllllllllfl
Tarikhterakhicvercu: [ [ T-T T [-T T [ 1]

Nanas 5 I 50 O 0 9 1 5 )

tose [TTTTTTT] |[ewen (ITTTTTTITTTIITIITIITTIITILT]

Tandstangan :
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BAHAGIAN C | UNTUK DISIKAN OLEH KETUA BAHAGIAN

Saya cutl pagawai ini selama T ned

| e S 15 0 ) O [ bigga:| | [[TTJ-TTT T

Saya mencadangkan pegawal berikut untuk memangku :

ermEENrEe S s s R EE SRR 7 8 1 U S ) . 5

'IIIIIHIIIII[HIIIIIIIIIIIIIIIIIIIIII]
mxer [TTTTTTTT] oSSRl s SRR E TN
“wanogan | [TTWIWINY] [rarggooms [ Jomisekarors [s[ T T T T T T L]
**Jenis Perkhidmatan :

[ retsn [[] sevusnkesebutan [] kKontrak
Teh: [T T-TTT-TTTT]
( Tardatangan Ketia Jabatan | Ketua Bahagian | Unit )

BAHAGIAN D | UNTUK DIISIKAN OLEH KETUA PEJABAT
* Borang Timbang Terirma - | Disertakan [ Tidak disertakan [ |

** Saya membenarkan D tidak mambenarkan I:I permohonan culi di atas

| mw: (TTTTTTITT 1] Hnw-IIIIEIIIII_I]
DRRSRSTRRPRRN i I 5 0 0 A 1 1 50 0 4 0 O ) 1
000 0 0
b, Kot CILITTTIT] ontokmemanshu semenra

| setoma: (TT] nan [ i [TTTTITTTT] meose: [T LT TITTT]

“ Ddungnn dibayar elaun memangku menurut kadar dan syaral yang ditatapkan olah Surat Keliling Jabatan Pardana Menteri 8il ;
4/2008.
** para 4.1 D ) **para 4.2 I:I

"D tidak dibayar elaun memangku

adalah juga dib untuk keluar negeri sepertl yang dipohonkan,
[T 11
3, ) ) 2

Tarikh - |
Rujukan Pejabat; [

[
|

(Tandatangan Setiausaha Telap / Ketua Jabatan)

Salinan :
Yang Diperiua Adat Istiadat Negara | Bagi Bahagian | dan |l sahaja )
Ketua Pengarah Perkhidmatan Awam
duruaudil Agung
Jurukira Agung, Kementerian Kewangan
Pegawai yang difantik memangku sementara

Ketua Bahagian / Unit (Jabatan
Nota;
* Buta bulatan a yang dipilih
** Tandaka nhm petak yang berkanaan
P h kepada Kelua Jabatan dua (2) minggu sebelum cutl.
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FAN wE (L 0praTan #L s jhan [
JhBATAN FLALans MI5TEm |

y [P0l
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(SR SIS
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SURAT KELILING JABATAN PERDANA
HEGARA BRUNE RO

BIL: 17 /1992
SALAM

PERATURAN CUTI TAHUNAN DAN
PEMBERIAN ELAUN CUTI e
e

Pada menjunjung titah perintah Kebawah Duli Yang Haha Mulia
Paduka Seri Baginda Sultan Haji Hassanal Bolkiah Mu'izzaddin
Waddaulah, Sultan dan Yang Di-Pertuan Negarf “Brunei Darussalam,
maka adalah dengan ini dimaklumkan bahawa Cuti Tempatan adalah
ditiadakan dan Cuti Tahunan adalah dengan ini dipinda seperti
berikut.

2. Melainkan jika disebutkan sebaliknya oleh satu perjanjian
yang tertentu, semua pegawai dalam perjawatan tetap, sebulan ke
sebulan atau dalam perkhidmatan 'open-vote' adalah layak mendapat
citl tahunan bergaji penuh bagi tiap-tiap 12 bulan perkhidmatan
yang melayakkan seperti berikut:- ;

A.
KADAR CUTI BAGI SETIAP 12 Him
PERKHIDMATAN YANG MELAYAKKAN (HARI)
AN Umur 40 tahun Umur dibawah
a u aw
keatas % 43 tngun
I dan II 60 48
B. -
KADAR CUTI BAGI SETIAP 12
PEREHIDMATAN YANG MELAYAKKAN ]
_(a) (b) (c) (d) (e)
BAHAGIAN . ahan| |L .per=|J ah r-|Jumlah
g::? %ﬁnn cgt féﬂﬁmﬁ%un f:uti
E'Elu‘gnhun 1 hg:ﬂn 112&%:2"“
keatas {at+b=c) : (atd=e)
111 4 28 ‘32 34 38
v 3 26 29 30 33
v 2 24 26 27 29

3. i Masa dalam percutian tidak layak dikira sebagai mendapat
cuti.

4. Jika seorang pegawai itu memohon untuk keluar semasa waktu
pejabat yang memerlukan masa setengah (4) hari sama ada sebelah
pagi atau petang maka ia adalah dikehendaki memohon cuti sehari.

-

Sl Vg
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5. Sehubungan dengan ini, pegawal! dan kakitangan adalah
dimestikan mengambil = sekurang-kurangnya 14 hari (secara
berterusan atau tidak putus-putus iaitu cuti mandatori),dari cuti
yang mereka layak apabila telah bel;khidp‘nt genap 12 bulan.
Bagaimanapun jika terdapat masalah mengenai' pemberian cuti yang
mesti diambil ini (cuti mandatori) maka adalah terpulang kepada
budibicara ketua~ketua jabatan untuk menentukan tarikh-tarikh

cuti dalam jangka waktu 6 bulan selepas tarikh ia layak mendapat
cuti.

6. Bilangan cuti tahunan yang mesti diambil atau ditetapkan
oleh Ketua Jabatan bagi tiap-tiap 12 bulan (cuti mandatori iaitu
14 hari) seperti yang disebutkan di perenggan 5 akan dikira
A hilang jika pegawai tersebut tidak mengambilnya.

?.‘ Proses pengumpulan cuti adalah secara otomatis dan kadar
maksima cuti yang boleh dikumpulkan adalah dikira mengikut
kelayakan cuti selama 36 bulan perkhidmatan seperti berikut:-

Ta) (B) (3] @
BAHAGIAN| Bi Bilangan - | 3

th i IR | S
B 2 BE B
' tahun) | [ xc=d]

80 4 3 138

Ll & 1 3 WA

AN 14 3 72

¢ B Fery 3 14 3 60

e 7 14 3 54

28 " 3 42

EE) 4 3 57

N 10 14 3 48

29 14 3 45

26 14 3 36

29 14 3 15

” 27 14 3 39

26 14 3 26

24 14 3 30

: .

VS
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8. Tertakluk kap'nda perenggan 10 seorang pegawal yang baru
berkhidmat dibolehkan mengambil cuti setelah ia berkhxdmat 12
bulan.

T30
9. Tertakluk kepada perenggan 10 seorang pegawai itu tidak
dibenarkan mengambil cuti lebih dari sekali d{ilm tempoh 30 hari.

10. Cuti Tahunan secara pendahuluan bolehlah dibenarkan atas
sebab-gebab belas kasihan dengan syarat-syarat berikut:-

a. h Cuti Pendahuluan yang diambil akan ditolak dari
baki cuti mereka apabila layak kelak;

b. Jika timbul sesuatu keadaan misalnya dibuang kerja atau

» dipendekkan perkhidmatan atau kontrak yang boleh

membatalkan kelayakannya untuk mendapatkan Cuti Tahunan

maka Cuti Pendahuluan yang dibenarkan akan dikira

sebagai cuti tidak bergaji dan cuti pendahuluan yang

telah dibenarkan hendaklah dipotong dari perkiraan gaji
terakhir.

ELAUN CUTI

AR wmai dalam perjawatan tetap, sebulan kesebulan dan
"open-vote® adalah berhak sekali sahaja bagi tiap-tiap 36 bulan
perkhidmatan apabila dipohonkan, mendapat satu pemberian elaun
cuti bagi dirinya, isterinya dan sehingga 4 orang anaknya yang
dibawah umur 18 tahun, mengikut kadar Blaun cuti serta
syarat-syarat seperti berikut:-

KADAR ELAUN CUTI BAGI SEORANG

ORANG ;
BAHAGIAN DAN SUKATAN GAJI DEWASA DIBAWAH DIBAWAH

DAN OMUR liﬂz!El'R UMOR

12 TAHON TABUN 2 TAHUN

KEATAS

1. PEGAWAI-PEGAWAI DALAM
PERJAWATAN TETAP

Ry l?l :1 peqaua:. dalam $2,500.00| $1,250.00 | $250.00
Baha

sukatan gajian I{ dalam

atau Kang ‘Sebandin
denga katan qa]; a3
keatas
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KADAR ELAUN CUTI BAGI SEOQRANG
BABAGIAN DAN SUKATAN GAJI DEWASA DIBAWAR | DIBAWAH
DAN UMOR
12 TAHUN 2 TAHON | 2 TABON
EEATAS
-
B. Pe miu ay dalm $1,750.00 | § 875.00 | $175.00
! l an l atau
inaldangan
x:szgﬁ!g s
. :gawai-pegasal dala.n $1,750.00 | § 875.00 | $175.00
dengin Fidex ingls |
;;3 anCheckhYAnat o5 ;
tahun nerturut-turut
D. .!ggﬂt pa;;n:i:ngaégn $ 760.00 $ 380.00 $ 76.00
T aan v L
ITa ;ﬁ:—?%!q
s DAN 'OPEN VOTE
E. ﬂwﬁ% a““ $1,120.00 | § 550.00 | $112.00
engn sikatan gag? B3
! '-'_" “-! b h - - -
F. o Lo ngadg‘i:“ $ 760.00 | $ 380.00 | § 76.00
31B3vah sokatan gajl B3

12.
ia d

13.
yang

Tarikh pemberian elaun cuti bagi seorang pegawai adalah
bermula dari tarikh terakhir dalam tempoh perkhidmatan tiga tahun

iberikan elaun tersebut.

Pemberian elaun cuti tidaklah akan diberi bagi seorang anak

belajar di

luar Negara Brunei Darussalam dan yang telah
menikmati satu pemberian Tambang Pelajaran.

7/

RO =

e
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14. Jika kedua-dua suami isteri itu berkhidmat dengan Kerajaan,
pemberian elaun cuti terhad kepada seorang sahaja dan akan
diberikan kepada pegawai dalam bahagian yang lebih tinggi atau
yang menerima gaji lebih tinggi. s 1t

15. ©Sebagai tambahan kepada pemberian elaun cuti di atas, semua
pegawai tempatan yang berjawatan tetap yang menerima gaji pokok
melebihi B$1,930.00 sebulan akan, untuk sekali sahaja dan setelah
berkhidmat selama 10 t=hun diberikan elaun tambang bagi dirinya
dan isterinya seperti herikut:-

BAHAGIAN DAN SUKATAN GAJI
. SUAMI DAN SEORANG

- ISTERI

A. Pegawai- awai dal $21,700.00 $10,850.00
Ee? wathn teta ﬂafl .
ahagian I dan alam
sukatan gaji B3 keatas
atau gang Seband ?
denga sukatan gaji Bl -
keatas;

B. Pegawai-pegawai dalam $12,640.00 § 6,320.00
rjawatan tet

hagian bawah
sukal anbg:éi 33 d:.tau
i g

4
R :

it

16. Pegawai-pegawai yang dibenarkan bercuti dan layak diberi
elaun cuti dibawah peraturan Surat Keliling ini boleh diberikan
elaun cuti mereka dengan tidak payah ke luar negeri.

Ly Pegawai-pegawai kontrak yang sedang berkhidmat melalui
kontrak lama akan dibenarkan mengikut syarat-syarat kontrak
tersebut sehingga syarat-syarat dan peraturan-peraturan baru
mengenainya dikeluarkan.

18, Permohonan untuk mendapat cuti mestilah dibuat menggunakan
borang seperti di lampiran Al. Permohonan untuk mendapat elaun
cuti dan tambang dibawah perenggan 11, 14 dan 15 dalam Surat
Reliling ini hendaklah menggunakan borang seperti dilampiran RZ.’/‘

" o o6/=
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19, Surat Keliling ini adalah berjalan kuatkuasanga mulai dari
tarikh Surat Keliling ini dikeluarkan. dan Surat-Surat Keliling
Jabatan Perdana Menteri bilangan 17/1984, 18/1984, Surat Keliling
Setiausaha Kerajaan bilangan 31/1975 dan Surat Reliling Jabatan
Perbendaharaan bilangan 2;1986 adalah dengansini dibatalkan.

Sekianlah sahaja yang dapat dimaklumkan pada menjunjung
titah perintah Kebawah Duli Yang Maha Mulia Paduka Seri Baginda
Sultan dan Yang Di-Pertuan Negara Brunei Darussalam.

(DATO SERI LAILA JASA
HAAJI AHMAD DATO PADUKA MATNOR)
Setiausaha Tetap

Jabatan Perdana Menteri

Istana Nurul Iman

Bandar Seri Begawan 1100

NEGARA BRUNEI DARUSSALAM =

Rujukan: (17) JPM/SK/1992.

Tarikh : 15 Ogos 1992.

-
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MEMORANDUM

Seltlausalia Tetap, Jabeatan Perdana Manteri,
Hogars Srunel Dacussalam,
| Beperel pembabagian 21 bawah )

27 Ramadan 1413
Tarlkh | 10 Mac 1994

Caparin Laan fuwkan Kaml © MO 22 pr.

Dengan  hormatnys sukacika  dimaklumkan bahawa pada
menjuniung Etitah perkenan Kebawah Duli Yang Maha Mulis
Paduka Serd Baginda Sulvan Haji Hassanal Bolkiah Mu'izzeidin
waddawlah, gultdn dan Yang Di-Pertuan Negara Brunes
Darussalam, bagi lesbih mellcinkan lagi pentadbiran
Kemenberian dan Jabuten Surajaan Baginda, _beberapa perubahan
velah dibuat heatss Latacuza pengendalian  parmohonan-
permohonan cuki shugusnys b_aq.t'_xetu.j—xahd'l"dhhitlﬁ', Timbalan
Ketua Jabatan dan Penolong a Jabatan - sebagaimana yang
telah cdisampaikan  melslld  pemorandum  Kementerian  ini
Silangan 0/2% bertarikh 24 November 1986, {faitu seperti
dibawali ini. Perefiygan-perenggan yang lain yang tidak
berubah  juga dipecturuskan dil rah ug _untuk memudahias
rujuokan. Perengian tersebul ya. lapun, mungkin akan

ada | asal das
masih sama.

mempunval bilangan yang bor ubal
ayatnya juga mungkin berubsh tetapl maksudnya |
Perenggan-perenggan yang bevubah maksudnya dan yang bary
dipeckenalkan adalah bertanda §. y

25 Pecmohonan-permohanan, cdkl dan keluar negerd bagi
Setiaucaha Tetap setelah disembahkan/mendapat = sokongan
daripads pull Yang {eramag Hulia/Yang Amat Hulia/Yang
Berhormat Henteri Kementerian herkenasn hendaklah dihadapkan
kepads Setiausaha Yetap, Jabatan Perdana Menteri yang akan
menyembahkan Kehadspan Majlis Kebawah buli Yang Maha Mulia
Paduka Seri ssginda Sultan dan Yang ,b_i_-:#e_:‘gni_n-‘;gi ara Brunei
Darussalam untuk menjunjung kurpia peckenan Baginda.

-

#3. Kebenavan cut! dan keluar negeri bagi atan dan

Timbalan Ketus Jabstan, termasuk jawatan— tatutory'
dalam kategori ini, bolehlah diberikan _9_1: aha "'k‘gﬁﬁ?l
Kemenkeris 8ing-masing. Borang 4 dan
keluay negeri bagl pegawal-pegawal ko 5

ah masih
lagi Borang A yang dimaksudkan dalam mem 1

il‘l? bilangon 0/22 berkarikh 1; Pebruarl apl deng,

meniadakan  perkatosn-psrkataan  "yang B ormat  Menteri"
dimukasurat 2 dan menggankikannya dengan. perkataan “saya",
Bagi Kemcntecian-Kemontardian dag o Aty tan  yang
menggunakan bovang-borang kliusus yang te o
borang-boring tersebut bolehlah disesualkan bag

gama, Diminta perkara ini dibetulkan secacas
‘sahaja.




APPENDIX C

'8z 02-14 LR130 ESTOFF 02

-2 -

r 1 Kebenaran cuti dan koluar negori bagl pegawai-pegawal
dan kakitangan dalam Pelabat Setiausaha Tetap bolehlah
diberikan oleh Sctiausaha Yeltap masing-masing. Tatacara
perlaksanaannya adalah seperti yang ditetapkan olech
Sebisusaha Tetap masing-masing.

8. Kebenaran cutl dan keluar negeri bagi Penolong’ Ketua!
Jabatan dan pegawai-pegawai, rermasuk  jawatan-jawatan
‘gtatutory', serta kakltangan yang lain yang dibawah
pentadbiran Ketua-Katua Jabatan bolehlah diberikan oleh
Ketua Jabatan masing-masing.

§. pihak-pihak beckuasa memberikan kebenaran ecuti vang
dinyatakan diperenggan-perenggan 2 hingga 5 diatas adalah
juga diberikan kuasa untuk menberikan kebenaran memangks
sementara dap menjalankan tugag | bagi jawakan-jawatan
versebut, asalkan kebenaran ity selaras dengan paraturan-
peraturan yang sedia ada. Lantikan memangke sementara dan
menjalankan tugas yang dimaksudkan hanyalah bagi mengisi
jawatan-jawatan berkenaan secara sementara seperti kerana
percutian pemegang asal jawatan cersebut atau ketiadaannya
menjalankan usrugsen-utusan rasmi diluar negeri atau kerana
jawatan itu kosong digebabkan ketiadaan pegawai yang sasual
untuk menglaixannya oscara kekal tetapi jawatan ity perle
diislkan sccara sementaca demd uatuk ktidak menjeiaskan
perjalanan pentadbiran Kementerian/Jabatan berkenaan.

7. Dalam hubungan ini, sokongan memangku/menjalankan tugas
sesuatu jawatan yang kosong bagi maksud menilal kebolehan
dan kesesuaian pegawsi itu untuk ditctapkan dalam jawatan
berkenaan hendaklah dihadapkan kepada Ketua Pengarah
perkhidmatan Awam.

8. Perkara-perkara barikut adalah tidak perly
dihadapkan xepada  Retua. pengarah  Perkhidmatan  Awam
untuk nendapatlreh-nnran:—

a) Cuti tahunan, dan kebenaran keluar negeri;

b} Cutl sakitj

c) Cuti becanak; =

d) mugdimﬂlunkuumanwmmmuﬂl
perkhidmatan bergaji bulan);

e) Cuti hujung konkrak;

f) Cuti pendahuluan;

g) Cutl menunaikan Fardu Hajiy

h) € t! lebih masa; dan

1) Cuti kahwin bagi guru-guru.

9, Ontuk membolehkan urusan-urusan ini berjalan dengan
iancar, permohonan «uti, dengan masih lagl menggunakan
borang yang telah ditentukan dalam Surak Keliling Jabatan
perdana Menteri bilangan 17/1992 bertavikh 15 Ogos 1592 atau
borang yanq dimaksudkan @i perenggan 3, hendaklah dihadapkan
kepada  pihak-pihek  berkuasa yang berkensan sekurang-
kurangnya tiga (3) minggu ‘gebelum tarikh pegawal itu akan
memulakan cutinya, .
g/ I
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KEPADA ;

Yang Di-Pertua Adat Istiadat Negara,
Hegara Brunel Darussalam;

Pengerusi Suruhanjaya peckhidmatan Awam,
HWegara Brunef Marussalam;

Pesurvhjaya Polls, Negara Brunei Darussalam;

wbengarah Perjawatan, Negara Arunei Darussalam;
Juruaudit Agung, Wegara Brunei Daruy,
Turutulis Majl S~Majlis Mesyvarat,

Negara Brunei Datussalam; . e s
}uggu‘:a- Brynei Davussalam;
T, *

Pengavah Biro Mencagan Rasuah,
Fengacah Keselamatan palam Neg
Hegara Brunel Darussalan;

Penguasa Pusat Tahanan, Negars Brunei Barussalam;
Pengacah Unit petroleum, Negara Brunel Darussalam;
Pengarah Radio dan Televisyen Brunei,
Negara Bruned Darussalam;
Pengarah Peneranganl_ﬁngcn Brunai bazussalam;
Pongarah Biro Kawalan Narkotik, Negara Brunei Darussalam;
Pengarah Perkhidmatan Pengurusan dan Keselamatan Kerajaan,
Negava erunef Darussalam.
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SURAT KELILING JABATAN PERDANA MENTER! BIL: 472008
NEGARA BRUNEI DARUSSALAM

Pada menjunung fitah perkenan Kebawah Dull Yang Maha Mulka Paduks
Sen Baginda Sutan Hap Hassanal Bolkiah Muizzaddn Waddaulah, Sultan dan Yanp
D-Pertuan Negare Orunei Darusasiam, maka adalah dengan ini dimaklumkan
tahawa Setisusshs Telap/Ketua Jabatan yang berhajaf mengacdakan sokongan
mamangku satu-salu jawatan disebabhan oleh kekozongan jawsian alau kelipdasn
sementara pemegangnya hendakiah menglkid tatacara barikut -

L % Tempoh Lantikan Memangku

11 Tempeh lantkan memangky begl [awatan lantikan berpetarmbagaan,
jowatan Sefiausaha Tetap, Timbalan Selaussha Tetap, Ketua
Jabatan dan Ketua-Kelus Bahagan di kementenan-temenenan yang
bertaraf Pengarah alah: selama 1 han atau lebih

12 Tempoh lanfikan memangki bagl jawatan-awatan yang lain dalamn
Bahagian |, Il, Il dan IV dalam Anggaran Perbelanijaan adalah seiama
11 har atay lebh

2 Lantikan Memangku

21 Dalam ape jub keadasn, Kefua Jabatan hendaklsh memastikan hanya
pogewal yeng pabng layek dan sesual yang diparakuken sENEE
disskong dan diberarkan memangku  Lantikan memangku tag
mmwmnmdmwa pegawal yang paling

Iayak dan sesai berasbut tidsk

22  Jawslarjawslan ledenty yang memerukan kelsyaksn profesional
atau teknikal tidsk boleh opanghku oleh mana-mana pegessl yang
memegang jewatan yang skim perkhidmatannya berainan kecuali jika
sekiranys pegawal yang dilantk memangku diipada  skim

pemegang |ewatan tersabut nlh tugas-iugas yang bukan
berbentuk teknikal, jawatan tersebut boleh dipangku cleh mans-mana
pegawal yang tidek mempunyai kelulusan dan kelayakan prafesanal
bagi jmwatan fersebut

23 Jawstan-jawatan dalam Perdhadmsten Pentadbiren Brune atau
Pegaws Kewangan atau Juruaudit tidak boleh dpanghu oleh mana-
MAaNa pEgaws yang Memegang jawalan yang skim perkhidmalannys

berlainan kecuall pka sekaranya pegawal yang diigntk mamangku dari
skim perkbidmatan berdainan ilu felah lilus Pq'.l':l'*!IT Perintah-
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Panntah Am, Peratiran-Pealursn Perkhidmatan dan  Peraturan.
Peraturan Kewangan \Walsu bagaimanpun, jika semegang Jawalan
lersebul  mengendatan tugestaes yeng  bukan  Dercentuk
pertadtiran dan kewangan jawstan fersebul bale dpanghks oieh
Mmand-mana pegawal yeng fidak mempunval syarst-syaral kalulusan
dan kelayskan bagi jewatan-mwatan tersebist.

24  Jewatan-jawalan dalam saty  aliranvbigang kerjaya atsu  Sim
parkhidmaian dalam Bahegian Il hanya dibenadan dipanghu secara
semenisra oleh pemegang-pemuegang jswalan dalam Bahagian |
dalam aliranitidang kenaya atau skim peddidmatan yang sama

25  Jawalan Pakar hanys dibenarkan dipangku oleh pagowai-pagewal
yang mampunyai kelayakan Fakar galemn bidang yang sama sahaja

26  Pogaws-pegawal kardrak bukan fempatan hanya boleh dibenarkan
memangky jawatan{awatan ke bdsk terdapat pEQawa-pegawai
lempaisn yang berkelayakan dan tidak menjoiaskan tugas asal iarya
dilantik <& dalam syarat pefjanjiannya

27 lLanlikan memangku hanya dbenarken gads peringkat 2 falian sahisa
unpamarya, apabila jawatan A kosong, pegawal B didenarkan
memanghu jawalan A. Pegawai C dibenarkan memangcu jawatan
pegawal B di samaing melaksanakan tugesmya (Pegawal C). Selapas
i lidak dibensrkan searang pegawai pun (misainya Pegawai D)
memangku @walan Pagawal C

23 mmlmmmmmwmmmnnﬂml
Walsu bagsmanapun, Seorang pegawal yang telsh  gilanth
memangky satu  jawatan Secars  berlerusan  kerana  meniai
kesesuaiannya uniuk ditetapkan dalam jawstan lemsebut boleh
mamangku saiu |Ewatan yang lain satars sementara sataja

2% GSeorang pegawal dibesiaikan memangiku jawstan yang setaraf atay
rerdah iarafrya slau sama gelsran atau sarmd langgagaji dengan
[awstannya dengan syarat buramn tugas dan fanggungewsb beg
[awatar{awstan tersebut bedaman  Jika jawatan yang hendak
dipangku 2u rendah tarafnya ianya adaleh atas budh bicara Kalug
Jdabatan

210 Satu jawatan hanya boleh gpangku aleh seorang pegawal saham
dalam satu masa. \Walsu bageimanapun. |ika jswalan iu dipangkis
aeh  seorang pegawa  secara  bererusan  kerana  merlm
wesesuaianiya uniuk dilelapkan dalam jswatan terasbul dan jewatan
perkenaan bdsk bowh sbisrkan kosong kersna kellsdasn pamangku
jawatan benerusan, maka jawatan berkenaan boleh dipangisy secars

seETwntana sahsja
i e
>
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Kebonaran Memangku

APPENDIX D

Kabanaran mamangku diberivan alsh pihak-pihak secara berikul -

=

Jawatan Yang Akan
| para

Kuasa Membenarkan

K Setausahs  Tetap
Timbaltan Setausaha Tetap

dartlsem“lm

mendapat sokonpan
darpada [w& Yang Yersmat
Muli’Yarng Beshormat  Menteri
Kementerian berkenasn hendskiah
dihadapkan kepada Selisusaba
Tetsp, Jebatan Perdsna Merter
yang akan manyeToahkan
Kehadepan Maie Kepswsh Duli
Yang Maha Mula Paduka Sen
Baginda Sultan dan Yang Di-Pertuan
Negara Bune Derussalem  beg
menjunung kurnia perkenan
Baginda

B

Dul Yang Terams Muta ( Yang
Berhormat Manten di kemenearnan

Kememeran i

e Pegewm yang palng kanan | Setsussha Tetap
Salkepas Ketua Jabaltan atau | masing-masing
Pangarah dan |ewatan
jmwatsn  lain  di  Pejabat
Setausahs Tetap
d Timbalanenolong Kadua | Ketua Jabatan masmg-masng
Jabatan atsu Pengarah bagi
Jabatan  yang mempunyal
|#watan  Pengarsh dan
jEwWatan-|awalan ain |
— - — i
= Semwa jawatsn dslam | ), Ketua Pengarah Perkhidmatan |
Ferkhidmatan  Pentadbiron Awam
Brunei (BAS) bagl tempon. il Satiauvasha Tetap atau K-tuul
Jabatan

I 180 har atau lebin

.  secars semantara ldsk

melebity 180 han

1

'll

[ibere 3



1

(NP ¢

f Samus jawatan lsn & | Swunanjaya Perkhdmatan Awam |
| paringkat Kementerian dan
| Jabstan bagi lampah

meiebite 180 han aisu bag

mendai kebdeban  dan
kasesusan SESB0TANG
pegawa  unfuk  ditetapkan
dalar) jawatan yang sedang

dipangkunya
Kadar Efaun Memangku
41 Flaun memangku sama sda memanghy 1 Ewatan atau 2 jawatan

aken dibayar dengan hader 103 dan gejl permulasn jawalan yang
dpanghu jia pegawal it jugs dikemendaki menjElankan fugas-tugas
bissanya, dengan cara pengiraan seperli beskut -

73 x Gafl Permulaan Jawetan Dipangku x Jumiah lel’
Memangku dalam sebulan + Jurmiah havl dalem bulan tersebut.

42  Elaun memangku akan dbayar dengan kadar 1/5 dan gag permulasn
walan yang doparghu  |ka pegewal |tu  fdak dikerandaki
menjalankan tugasdugas basanya, dengan cam pengrasn seperli
perikul:-

|48 x Gajl Permulann Jaowstan Dipangku x Jumiah Hari |
Memangku dalam sebulan + jumiah harl dalam bulan tersebut,

4.3 Daleer: apa keadsan sekalpun. jumiah eiBun mamangisu bdak boish
malebihl separun darpada gaji pokok yang dilerima okl pegawa
betenaan

44  Dalam keadssn dmara pegawal yang dibenarkan memarghu di
bawah perenggan 4.1, |ke diralkkan pangkat secsra kebalakangan
yang mesbatkan tempoh semasa @ memangky . elaun memangkunya
yany telah dibenarkan tidak akan dikutip balik.

Heistimawaan semasa dilantik memangka

9.1 Pegewms yang dilanlik memangky Fwatan lantikan berpariembagaan
jeevatan Setizusabe Telap, jawatan Timbalan Setisusans Tetap dan
|awaten-jawalan dalam Enggsgaj Superscale C gan ke atas yang

fie
=
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lazimnya dibsrkan fsmudahan scbush kerela dan pemandy. yang
dilantix bagl meriia kebolehan dan kesesugiannya uniuk oilatankan
dalam jawatan-jawalan torsebul (substanbve sching) skan dibenkan
kemudahan sebuah kerela rasmi Deserna  pemancl Visiay
bagamanapun, pegawai-pegawa yang dilantk memangku secsms
sementara lidak akan diberkan setarang kemudahan

Pegawa: yang dilantk memanghu |swstan-jawatan lan sama ada
secara semenlars slau bag) menils kebolkhan dan kesesuaiannya
untuk oietapkan dalam |[awslar-jawsien tersebul lidak dibenkan
keistimewann yang lazim diberikan kepada jawatan-mwatan iersehut.

Unrvbwam

Setmusahs Tetap/Metus Jabatan handaklah memastkan supaya
fantkan memargku berar-benar diperukan sebelum  sebararg
sokongan atau  kebenaran  oéskuken Schongan  Mmemangi
heandakiah dakukan bagi fupman memasiikan kelcnan parladbran
dan paratanan pegabst fidak lerjeqas

Jika sesecrang pegawai atau kaldlangan mengambil sebarang cut
alau berkursys sacara sepanuh maesa sama ada di dalam atau di luar
négeri bag fempoh yang bertenisan selama 11 kan atau lebib
semasa aaya dibonarken memanglol sesuaty  |FWatan SECEE
sementara, maks sidun memangko bdak akan dibayar bagi tempch
tersabid, kecush pagawal 1ersebul memangku secara betarusan bag!
ljusn upluk menilal kesesuaiarnya  untuk dietapkan o datam
|swatan tarsebut atau ditamar berugss sias urisan rasmi.

Seorang pepiwal yarg disturkan uniuk mesjaiankan tugasdugas
j@watan yang kosong alal semasa ketiadaan pemegang asal jawatan
barkersan alag seharang sebab bagi lempeh yang kurang dari 11 han
tanga dibayar elaun lantikan beckenaan handakiah dcatatkan dalam
rekad perchdmatannya

Bagi jawalan lartikan berperiembagaan, jawalan Sefizu=aha Tetap,
Ewatan Timbalan Setisusaha Tetap, Ketua Jabatan dan Ketua-Kelua
Hahagan di kementenan-kemantaran yeng bertaraf Pengarah, alsun
memangku dibayar benmula dan han bekerja pemegang jawatan
barkenaan memeiakan cuti atau keluar negen karana benugas alas
uru=an rasmi sehingga han sebelun anya melaparkan din kembak
bartugas. VWalau bagaimanapun, tanggungiawal begl marglankan
lugasqugas tergabul bermuia daripada waldy semegang (awatan
berkenaan memulskan cull atau keluar negeri sehinpga pemsgang
iaw@tan kembal ceruaes

Elaun memangku dibayar mengikul tempah yeng dibenarkan
termasak hari-hari kelopasan biasa dan hasi-hari kelepazan awam
I

i 3
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86  Bag psgewa yang dibensian memangky cua jswatan dalarn saty
masa ssperl keadsan yang dinyatakan dperenggan 2.4 di ates. slaun
akan dioayar kepada pegawal yang dbenarkan  mestangku
bersandarian kadar elaun testngg

€7 Hay pegews yang dibenarkan memangku jawatan yang pemegang
asal dberkan gajl secara khas batang lubuh, pembayaren elaun

herdaklah didasarkan pada tanggagaji dan gaji {erendsh jewatan
barkenaan

68  Bap Timbsian Sefiausahs Telsp yany dbenarkan memangky jamatan
Timtalan Seilswsana Tetap dan Sefiausana Tatap yang dibenarkan
memangku jawalan Selisusaha Tefap, isnya tidak aken dibedurean
apa jua pentuk bayaran | iImbuhan.

68 Jawstan-jawsian yang bolsh dipangku adatah sermua jawatan daiam

Paruntukan  Kakitangan dalam Anggaran  Perbelaniaan  dalam
Bahagian IV dan ke alas

510 Lantkan memangku hanya dibsnakan bagl  pegawaspegawi
lompatan dalem perkhigmatan lelag. perkhidmsan ssbulan e
sabulan dan berkonbrak sahiga yang telah  berkhidmal  dalam
|@wBtannys tidak kurang dan € bulan.

611 Pegawm-pegawal dalem parhidmaian berikul ldsk baleh Glantk
memangkL -

a bergay han dan cpen vose. dan

b berkontrak (lar nagar) kecusd yang dibensrkan di bawsh
peranggan 2 6.

512 Peratran tantkan memangky ni adalal khusus urdde pegawa-
pagewsal dalem Perkhidmatan Awam sshajs

8.13 Sermua sokongan memangiu hendeklsh disertskan dengan Barang
Timhang Tenma

G 14 Kebenaran lantikan memangku tidak boleh diberkan  secara
kebefakangan,

Talent bag) semua stilah yang digunakan di dalam surat keliling i sdalak
sepern yang lerdapal dalam Lampiran 1

Scharang pertanyaan mengenai persturan i hendakish dirgjuk kepada
Kelua Pengarah Perchidmatar Awam, i

ljl_'l Ira.. re
[ s



9. Sural-Sural Keliing berkatan dengan Pecaturan Lanfikan Memanghu benka
adalah dengan i dibalalkan

. Swal Pembertati@n Jabatan Perkbiamatan Awsm dvangan 22007
berankh 22 Mharam 1428710 Februan 2000

. Surat Keling Jebatan Perdang Menferd dangan T42002 bermankd
26 Raymdhan 1423 /04 Disamber 2002,

. Sural Jabofan Perddna Memen oNangar (98) JPMWOEY P12 bvrankh
15 Raunadihan T4710/18 Februan' 1955

. Bwat Melifing Jabatan Perkhidmaton Awarn, JOM bfangan 641995
beviarih 22 Zulkasaah 1471532 Apnil 1985

. Bt Jabatan Perdans Menfon bifangen JPMOQZE P11 bertanih 27
Ramadhan 141410 Mac 1594,

. Surat Jebatan Perdama Mesten iange (88) JPMANE! P2 bevfarkh
29 Jula 18993,

- Sursl Jabaran Perdans Menter bilangan (33) JPMUSPAT P2
barrankhy 18 Januar 1992

. Sural KetWng Pejabal Seffausaha Kersaan blangan 1981, dan

. Paragral mangena' ‘Akon FPemangku” dslam Surar Kefiling Pajabal
Satigusaba Karajaan biangan 11/1966:

10.  Surat Kedling Inv berkuatkuasa muls pada D1 Mac 2008
Sekiantah sahaa yang depal dimaklumian pada menjurping Tilah perkenan

Kabawsh Cull Yang Maha Mula Paduke Serl Baginda Sultan dan Yang Di-Peruan
MNegara Brisel Darussalam

/( /..a:&% Rl oY
[BATOPADUKA HAJI MUSTAPPA BIN HAJI SIRAT)
Satiausana Tetap

Jabatan Perdana Mentes
Bandgar Serl Begawan BA1000
NFGARS BRUNE!I DARUSSALAM

Rujukan  (4|JPMISKI2008
Tarikh 0% Rabiulawal 1429
11 Mac 2008
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NEGARA BRUNELDARUSSALAM
PERATURAN CUTI TAHWUNAN (PINDAAN)

Pada mempunjung titah perkenan Kebowah Duli Yang Mahs Mulis Paduka Sers
Baginda Sultam Haji Fossanal Bolkiah Mu'zadin Waddsibah, Sultan dan Yang [Di-
Pertuan Negara eunel Darussalam, dengsn Ind dimakiumkan bahawa Peraturan Cuté
Tahuman yang dikawal melalul Surat Keliling Jabatas Perdama Menteri bilangan
1774992 malai Para | ingsa 9 acalah di pinda seperts berikit:

Z Syarat Kelayakan.

21 Semicin pegawal dafam Perkhidmatan Tetap, Sebulon ke Sebulan don
‘Open-yore', (melainkan |(ka disehutican sebalilnya oleh saty perjanjian
yang tertentu)

A Kelayakan Cutl Tahunan,
il Pegawal-pegawai yang disebutkam di Para 2 adalab layak mondapat Cuti

Taluanan borgall pemuh bagl setlap dus belas (12) bulan kalondar
menurut kadar-kadar beriloat :

KELAYAKAN CUTI TAHUNAN
UMUR
I dan 11 11} v v
Dibawals 41 tabun 42 26 U 22
40 =han dan ke aras 50 M an 27

32 Walau hagaimanapun terdapat beberapa keadaan dimana pegawas-
pegawal tiduk akan mendapat kelayakan cuth. Keadaan keadaan ity jalah :

32
122
323
324
325
126

a2y

Caiti Byramah.

Catd Tidak Bergall;

Cuth ¥has menensani pesakit;

Cutt Khas mesemant beter|/suami bertugas & lsar Nogori;

Cuti Menunallan Fardhu Haji;

Latiham Dolam Perkhidmatan Dalam dan Luar Negerl  (bagl
tempoh 31 kart dan ke mas); dan

diambil Tindalan Tatatertib menurut Peraturan 50 (b) daripado
Peraturin-Peraturan Pegawai-Pegawil Kerajasn (Kelakuan dan
Tatavertib) Akta Survhanfays Perldidmatan Awam, Ponggal 63

s

N &
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+ Perkirnan Kelayakan Cuti,

41 Kelayakan cuts akan dikira bag) ssttap satu bulan (1) kabendar, Porkiraan
kelayalkan cutt sebulan kalendar adakah seperti berilust -

12 baalaz

S Pengambilan Cuti Tahunan bagl Pegawal-pegawal yang baru berkhidmat.

51 Pegawni-prgawai yang baru berkbidmat boleh mengambil culi taliunasn
aetelsh heckbidmat selama satu (1) bulsn kalendar dengsn kadsr
kelayakan masing-masing sebagaimana yang dinyatakan di para 3.1.

6. Cuti Mandatorl,

6.1 Pegawnl-pegawal Bohagion | 11 don U1 dimestikan mengambil Cuti
Mandatori selavea empat balns (14] hari bagi setiap dus belas (12} buban
kilendar dan boleh diambil pada bilasbila masa secara berterusan di
sepanjang dua helas (12) bokan kelayakan.

62 Cutl Mandatori yang tidak disenbil dalam tempoh berkenaan akan hilang
an ditolak diri junslah kelayalizn cutl tahuna,

k3 Setiap pegawsl Bahagian ), 0| dan 1|l hendakinok memastikan mereia
mempuriyai cubd yang cukup untuk mengamhil cutl mandatort pada setiap
talyum.

64  Peraturun Cuti Mandatori tiduk dikerakan kepada pegawal-pegawai
dalam Bahagiar IV dan v,

B3 Bag pegawai-pegawal yang baru berkhidmar, cuss mandator! banya boleh
digmbil setelah berichidmat stus belas [12) bulan kakendar.

-

k! 4.,
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Cuti Tidak Berhak

71 Kaedah perkiraan *Cuti Ticlak Rerhak” ditadalkan.

Kehuar semasa waktu pejabat yang melebili setengah (V) harl

B1  Jika seorang peguwai ity ksluar psjsbat atas snssan peribadi yang
munassbah semass waitly pejabsl yang memeriukan masa serengal (%)
liarl aaes acdn sebolah pagh avin petang maka i dikehondakl memohaon
ruth gaty (1) hari.

Pengambilan cath seterusnya

91 Tertakluk kepada budi hicara Ketua Jabotan masing-masing, pegawai-
pegawal yang baru kemball bertugas sclepas bercutl dikehendaks
berichidmat tiga puluh (30) hari kalendar sebelum mengambil cuti
SeTerLsanya.

Pengambilan Culi Tahunan dan Cuti Mandatori

101 Cott Tahunan dan Cuti Mandatori yang diambil adalah termasuk hari-hari
kelepasan swam dan kelepasan am.

Kadar maksimum baki cuti

111 Kadar malsimum baki coti yang terkumpul pada hilachila masa bagi
semusa Pegawal i dalum Bahagian [ hingga ¥ yang terkandung di dalam
pecaturan ini, adalah sebanyak 108 hark

Pemtaialan Surat Keliling

121 Surat Keliling |shatan Perdama Menters bilangan 12/1993 mengenal
pengecusllan  daripada  persturan ol mandatori  dan  proses
pengumpulan cuti bagl Bshagiawn [V dan V. dengan ini dibatabkan,

Tarikh kuatknasa dan Tatacara Pelaksanaan

131 Peraturan ini muls berkuithkeass pads 1 Mac 20010,

-
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132 Tarikh luatkwasa peraturan Iml akan menjadl wrikh permulaan bagl
perkiraan cuti e

133 Tempoh pefaksansan bagi penyelarusan cuti whunan dan cuti mandasori
adalah dua bolas (12) bulan dari tarikh paraturan inl dikuatkuasabon

14.  Sebarang pertanysan  hendaldah  diogjekan kepada  Ketus  Pengaroh
Perkhidmatan Awam,

Seloan sahaja yang dapat dimaklumikan pada menfunjung titah perkenan
Kebawah Duli Yang Maha Mulia Paduks Seri Baginda Sultan dan Yamg Di-Pertuan
Negars Beumit Darassalam.

2

[AWANG SA BALI RIN ABAS)
Seliausaia
|abatan Perdana Menter
NEGARA BRUN EI DARUSSALAM

Jal=itan Perdans Mesiteri

Eszana Nurul Iman

Bandar Seri Begawan BA 1000
NEGARA BRUMNEI DARUSSALAM

Rujukan +  |5) [PM/SK/2010
Tarikh @ @ Rabiulawal 1431
2¢ Pebeuart 2010
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10 CONCLUSIONS

This guideline underlines the importance of WPM for ministries and government
department regardless of the level of officers and staff, whereby they are required to
give their full support and cooperation.

It is hoped that this guideline can assist ministries and departments, in preparing their
WPM in a more proper and systematic manner.

Any queries regarding this booklet can be addressed to:

Management Services Department
Prime Minister’s Office, Bahirah Building
Jalan Menteri Besar, Berakas BB3910

Brunei Darussalam

Telephone +673 2382064/2382065/2382066
Facsimile :+673 2382062

E-mail : info.msd@msd.gov.bn
Website : www.jpp.gov.bn
—— E— — ]

01 April 2014 27
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