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The gradual lifting of the

recruitment freeze in the civil
service, following the revival of
Hong Kong’s economic fortunes,
has presented fresh opportunities
for trawling quality recruits into
the civil service. Whether the civil

service will succeed in competing

with the private sector for talents in
the market depends primarily on the intrinsic attractiveness of
a civil service career and secondly on an efficient recruitment
process. To this end, the Commission has pursued with the
Administration a review of these two issues. The first review,
on the current recruitment process, has been completed
with satisfactory outcome. The recruitment process was
assessed as too long and the civil service could lose out in
terms of timeliness in making offers to quality candidates who
are much sought after in the recruitment market. Through the
joint efforts of the Commission and the Civil Service Bureau,
the process was streamlined for application across the
service with effect from December 2007 to facilitate speedier
offer of appointment. The second exercise, which seeks to
gauge whether the civil service continues to attract and retain
staff in the face of competition from the private sector, is still
progressing. The initial findings with the limited recruitment
activities in the past year are that the applications alone
suggests that the civil service is still attractive. It is however
considered that a more in-depth study on the subjectin 2008
with the resumption of recruitment across the service would
be more realistic and meaningful. Chapter 3 of the Report

gives more details of the two reviews.

Succession planning and performance management are two
other important areas of the Commission’s work in 2007.
To ensure proper directorate succession by grooming and
promoting the most deserving officers and at the same
time to take effective measures against the non-performers,
the Commission has suggested a number of improvement
measures. Chapters 5 and 6 give a detailed account of the
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Commission’s endeavour to push for a more transparent
directorate succession mechanism and also for succession
planning to be tied to a robust performance management
system. The Commission believes that the improved
performance management mechanism, if implemented with
the full support of senior management, should strengthen

succession planning throughout the service.

On the discipline front, the Commission continues to support
the Administration’s resolute stance and, as always, urges
expeditious disciplinary action to achieve the desired punitive
and deterrent effect. An account of the Commission’s

activities in this area is given in Chapter 8.

It has been as always a busy year for the Commission.
| am indebted to Members for their wise counsel and
contributions. Miss Eliza Chan retired from the Commission
during the year after having served as Member for six years.
| pay my warm tribute to her for her many years of dedication,
sterling support and advice.

[

Nicholas Ng Wing-fui

Chairman
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THE PuBLIC SERVICE COMMISSION’'S ROLE AND FUNCTIONS
ZESWNAEME

1.1 The Commission was established

in 1950 as
an independent statutory body and its remit is
stipulated in
Ordinance and its subsidiary regulations (Chapter
93 of the Laws of Hong Kong). The fundamental role

the Public Service Commission

of the Commission is to advise the Chief Executive
(CE) on civil service appointments, promotions and
discipline. The Commission’s mission is to safeguard
the impartiality and integrity of the appointment and
promotion systems in the civil service and to ensure
that fairness and broad consistency in disciplinary
punishment are maintained throughout the service.

Functions

1.2

1.3

With a few exceptions?, the Commission’s advice on
appointments and promotions relate only to the
senior ranks of the civil service. This covers posts
with a maximum monthly salary of $33,330 (Point 26
of the Master Pay Scale) or more, up to and including
Permanent Secretaries, Heads of Department and
officers of similar status. At the end of 2007, the
number of established civil service posts under the
Commission’s purview was about 33 200.

The posts of Chief Secretary for Administration,
Secretary, Secretary for Justice, the
Director of Audit as well as posts in the Judiciary, the
Independent Commission Against Corruption and
the disciplined ranks of the Hong Kong Police Force
fall outside the Commission’s purview. In addition,
following the introduction of the Accountability
System on 1 July 2002 and the further development
of the Political Appointment System, the appointment
of Directors of Bureau, Deputy Directors of Bureau
as well as Political Assistants to Directors of Bureau

Financial

(which are non civil service positions) need not be
referred to the Commission.

11
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O non-renewal/offer of shorter-than-normal agreement;
O deferment/refusal of passage of probation/trial bar; and
0 retirement in the public interest under section (s.) 12 of the Public Service (Administration) Order [PS(A)O].
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Y The following types of case, irrespective of rank, must be submitted to the Commission for advice :
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1.4 As regards disciplinary cases, the Commission’s

purview covers all Category A officers? with the
exception of exclusions specified in the Public
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Service Commission Ordinance® . Category A officers
include virtually all officers except those on probation,
agreement and those remunerated on the Model
Scale | Pay Scale. At the end of 2007, the number of
Category A officers under the Commission’s purview
for disciplinary matters was about 109 900. The
Commission advises on cases involving officers who
are subject to formal disciplinary proceedings as
provided for under the Public Service (Administration)
Order [PS(A)O] sections (s.) 9*, 10° and 11°. The
minor misconduct cases which are punished by
summary disciplinary action in the forms of verbal
or written warning do not require submission to the
Commission for advice. oo
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According to the PS(A)O, officers appointed to and confirmed in established offices are classified as Category A officers.
0000000@D) 000000000000 000000000000000000

In accordance with s.6(2) of the Public Service Commission Ordinance, Cap. 93 of the Laws of Hong Kong, the posts of Chief Secretary
for Administration, Financial Secretary, Secretary for Justice, the Director of Audit as well as posts in the Judiciary, the Independent
Commission Against Corruption and the disciplined ranks of Hong Kong Police Force fall outside the Commission’s purview.
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Formal disciplinary action is instituted under s.9 of PS(A)O if the alleged misconduct, when proven, is not serious enough to warrant
removal of the officer from the service.
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Action under s.10 of PS(A)O is taken if the alleged misconduct, when proven, may result in dismissal or compulsory retirement of the officer.
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In accordance with s.11 of PS(A)O, if an officer has been convicted of a criminal charge, the disciplinary authority may, upon consideration of the
proceedings of the court of such charge, inflict such punishment upon the officer as may seem to him to be just, without any proceedings.
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CHAPTER 1 % —

In examining submissions from the Administration,
the Commission may raise questions where
necessary to ensure that the recommendations are
sound and the related process is carried out fairly,
meticulously and thoroughly. The Administration
is required to clarify or justify its recommendations
in response to the Commission’s observations and
queries. On many occasions, the Administration
has modified its recommendations following
comments from the Commission whilst, in other
instances, the Commission has been satisfied with
the propriety of the recommendations after seeking
further clarifications or additional justifications.
The Commission also draws the Administration’s
attention to deviations from established procedures
or practices and staff management problems
identified during the processing of submissions and,
where appropriate, recommends measures to tackle
these problems.

The Commission also handles representations from
officers on matters falling within the Commission’s
statutory responsibilities and in which the officers
have a direct and definable interest. In 2007, the
Commission dealt with 20 representations relating
to appointment issues. After careful and thorough
examination, the Commission was satisfied that
the grounds for representations in all these cases
were unsubstantiated. There were also ten
other complaints relating to matters outside the
Commission’s purview. They were referred to the

relevant departments for follow-up action.

Separately, the Commission is required to advise
on any matter relating to the civil service that may
be referred to it by the CE. The Commission also
acts as a “think tank” to the Secretary for the Civil
Service on policy and procedural issues pertaining
to appointments, promotions and discipline as well
as on a wide range of subjects relating to the review
and development of Human Resource Management
subjects.

15 O0O000O0o000bOo0ooboooa

gooobooooboobooao
goooboobooboobooao
ooooboooboboobooo
goooboobooboobooo
ooooboobooboobooo
oooobooooboobooo
gbooboooobooboo
gooobooooboobooao
ooooboooboboobooo
oooobooobooboobooo
ood

ooooboobooboobooo
ooooboobooboobooo
ooooboobooboobooo
gozo00oooOooooOogoao
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
oo

ooooboobooboobooo
ooooooooobooooo
ooooooooobooooo
oo« booOoboooooooo
oooobooobooboobooo
ooooooooobooooo
oooooooo



Performance Target

1.8

1.9

In 2007, the Commission advised on 895
submissions covering recruitment and promotion
exercises, disciplinary cases and other appointment-
related subjects. Altogether 321 submissions were
queried, resulting in 121 re-submissions (38%) with
recommendations revised by the Civil Service Bureau
and departments after taking into account the
Commission’s observations. A statistical breakdown

of these cases is shown in Appendix |.

In dealing with recruitment, promotion and disciplinary
cases, the Commission’s target is to tender its advice
or respond formally within six weeks upon receipt of
departmental submissions. All submissions in 2007
were dealt with within the pledged processing time.
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CHAPTER MEMBERSHIP AND SECRETARIAT OF THE COMMISSION

£-F ZEENERNER

2.1 Under the Public Service Commission Ordinance, the
Commission comprises a Chairman and not less than
two or more than eight members. All are appointed
by the Chief Executive and have a record of public

Members of the Legislative

Council, the Hong Kong Civil Service and the

or community service.

Judiciary may not be appointed to the Commission.
This restriction does not extend to retired officers.

Membership 0O
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2.2 The membership of the Commission during 2007 was as follows:

“RRTFREGRERENT

Chairman Mr Nicholas NG Wing-fui, GBS, JP
E/E REAHELE 5 GBS 0 P
Members Miss Eliza CHAN Ching-har, BBS, JP
%8 [R5 2L » BBS » P

Mr Simon IP Sik-on, JP

BEHREE P

Mr Michael SZE Cho-cheung, GBS, JP
MEtERE L L > GBS 0 P

Mr Thomas Brian STEVENSON, SBS, JP
M5 %64 » SBS » P

Mr Nicky LO Kar-chun, JP

REREE P

Mrs Mimi CUNNINGHAM KING Kong-sang
BEBELLT

Ms WONG Mee-chun, JP

BEFXLL P

Prof. CHAN Yuk-shee, BBS, JP
PR BT » BBS 0 P

Secretary Mrs Stella AU-YEUNG KWAI Wai-mun
wmE BfZEEH LT

(since May 2005)

(A= HFRAR)

December 2001 to November 2007)
H_EZ—HF+"_AE"FTLHE+—A)

since May 2003)
H-FET=FHAK)

srnce February 2004)
FMNEZAR)

(

(

(

(

(

(M

(since February 2004)
(HZSSmFEZA )
(since February 2006)
(H-FFAE_A)
(
(
(
(
(
(
(
(M

since February 2006)
H_SEEAE_A)

since JuIy 2006)
H_SEEAEtLtAR)

since December 2007)
H-FStHE+H8)

srnoe November 2002)
FRE+—RE)

Curricula vitae of the Chairman and Members are at Appendix /I.

ERLEZENBNENME /-

Secretariat of the Commission

2.3 The Commission is served by a small team of civil
servants from the Executive Officer, Secretarial and
Clerical grades. At the end of 2007, the number of
established posts in the Commission Secretariat is 27.
An organisation chart of the Commission Secretariat

is at Appendix /Il
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Method of Work

2.4

2.5

Submissions from the Civil Service Bureau (CSB) and
government departments/bureaux are meticulously
examined by the Commission Secretariat, with
further clarifications and justifications obtained where
necessary, before the advice of the Commission is
sought. Promotion cases form the bulk of the work of
the Commission Secretariat and a flow chart illustrating
the vetting process of such cases is at Appendix V.

The business of the Commission is normally
conducted through circulation of files. Meetings are
held to discuss major policy issues or cases which
are complex or involve important points of principle.
At such meetings, representatives from the CSB and
senior management from departments are invited to
attend to appraise the Commission of the background
of the issue or case but the Commission forms its
views independently.

Homepage on the Internet

2.6

The Commission’s homepage can be accessed at the
following address:

gooo

2.4

25

ooooooboOooo/mooo
goooooooobobooooo
gbooboobooooooooogn
goooobooooooooogn
oboooboooooobooogn
goooooooboobooboooiv
gboobooboobooooooobogon
gooog

gboobooboobooooooobogon
goooooooobobooooo
obooboobooboobooooobogon
gooooboooobobooooo
obobooooboooobooobogon
obobooooboooobooobogon
goooooooon

goboood

2.6
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http://www.psc.gov.hk

The homepage provides basic information on
the Commission’s role and functions, its current
Membership, the way the Commission conducts its
business and the organisation of the Commission
Secretariat. Our Annual Reports (from 2003 onwards)
can also be viewed on the homepage and can be
downloaded” .

0000000000000000
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Hard copies of the Annual Report are also available in public libraries and District Offices.
0000000000000 00000000000000aQ
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10

CIVIL SERVICE RECRUITMENT: REVIEWS AND OBSERVATIONS
NEERE: G EER

3.1 Since the establishment of the Hong Kong Special 3.1 0000000 (MO) 00000

Administrative Region (HKSAR) Government on ooooooooooooood
1 July 1997, new appointees to the civil service must O00o0O00O00O0000000
be permanent residents of the HKSAR. However, vdoooooooooooooo
professional and technical posts may be filled by cooooooooooooooo
non-permanent residents in accordance with Article ogooobooooooooooon
101 of the Basic Law if there are no qualified or oooono

suitable candidates with permanent resident status.
32 O0O000OO0O0OOOoOooObOooooa

3.2 While recruitments in the civil service are undertaken ooooooooooooood
by the Civil Service Bureau (CSB) and individual ooOooo0ooOoooooooo®
Government departments, the Commission is 0o0000D°000*00000
involved in the process through overseeing the oooooooooooooooo
procedural aspects, advising on the shortlisting voooooooooooooon
criteria and on recommendations for filling of vacancies in ooo00000000000000
the senior ranks® of the civil service covering both 00o0ooO0000o00000a0

open® and in-service'® recruitments. It also advises
departments on procedural problems encountered in
the recruitment process in consultation with CSB.

8

10

They refer, for recruitment purpose, to those senior ranks under the normal appointment purview of the Commission (i.e. those attracting
maximum monthly pay at MPS Pt. 26 (currently $33,330) and above or equivalent). They exclude (i) the basic ranks of non-degree entry and
non-professional grades with a maximum monthly salary at MPS Pt. 26 or above, and (i) the judicial service, the Independent Commission
Against Corruption and the disciplined ranks of the Hong Kong Police Force which are specifically outside the purview of the Commission.
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Open recruitments are conducted for basic ranks, or a promotion rank when no one is found suitable in the lower rank, or where there is a
special need. Since the establishment of the HKSAR Government on 1 July 1997, new appointees to the civil service must be permanent
residents of the HKSAR. However, professional and technical posts may be filled by non-permanent residents in accordance with Article 101
of the Basic Law if there are no qualified or suitable candidates with permanent resident status.
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In-service recruitments are arranged when the pool of candidates is restricted to all or selected groups of serving civil servants.
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3.3

3.4

In 2007, the Administration made a number of
major decisions which will have significant impact
on recruitment activities in the ensuing years. Upon
reviewing the progress in containing the size of the
civil service and having regard to the need to address
the manpower shortage and potential succession
problems in the civil service in the long run, the
Administration has decided to lift with effect from
1 April 2007 the general open recruitment freeze!!
imposed since 1 April 2003 on those grades that
were not included in the Second Voluntary Retirement
(VR Il) Scheme!? . For VR grades, the 5-year open
recruitment freeze will not be further extended after
its scheduled expiry on 21 March 2008. As a result of
these decisions, open recruitments were re-activated
at different pace by bureaux/departments in the
latter half of 2007. However, to ensure that open
recruitment will only be conducted where it is fully
justified, the Administration will maintain control on
the open recruitment for some selected grades with
existing or anticipated surplus staff based on the latest
manpower projection, in a state of obsolescence, or
where new intakes normally come from in-service
recruitment. To fill vacancies in these “controlled
grades”, the Heads of Department (HoDs)/Heads of
Grade (HoGs) may conduct in-service recruitment
exercises, but prior approval of the Secretary for the
Civil Service (SCS) must be obtained before an open
recruitment exercise is mounted.

During the first quarter of 2007 before the lifting of
the open recruitment freeze imposed on non-VR
grades, exceptional approval was given by the Joint
Panel to conduct open recruitment to fill 135 posts
in ten ranks in six departments. For grades included
in the VR Il scheme that are still subject to the open
recruitment freeze until 21 March 2008, the Joint
Panel has also exceptionally approved the conduct of
open recruitment exercises by 28 VR grades during
2007, taking into account new initiatives that were
not foreseen when the VR Il Scheme was launched
or the need to alleviate manpower shortage due to
unexpected wastage.

3.3

3.4
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! Under the service-wide open recruitment freeze, while in-service recruitments, which do not affect the overall strength of the civil service, are
generally permissible, exceptional approval by the Joint Panel (co-chaired by the Chief Secretary for Administration and the Financial Secretary
and with the Secretary for the Civil Service as member) is required for the conduct of any open recruitment exercise.
0000000000000 00000O00000O0000O000000000000O00OO0OO00O00O0OO00DO00O0OO@EOOOOO
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™2 As one of the measures to achieve the Government’s aim to reduce civil service establishment to around 160 000 by 2006-07, the VR Il Scheme
was launched on 21 March 2003 to enable identified or potential surplus staff in 229 designated grades to leave the service voluntarily. About
5 300 applications were approved under the Scheme.
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3.5

As a result of the partial lifting of the recruitment freeze,
the number of new recruits in 2007 was much higher
than the figures in the past three years. Altogether
the Commission advised on the filling of 676 posts,
of which 94 were by in-service appointment and 582
through open recruitment. Two new recruits were
non-permanent residents appointed to fill professional
or technical posts. A statistical breakdown of these
appointments and a comparison of the number of
appointees in 2007 with that in the previous three years
are provided at Appendix V.

Reviews Initiated by the Commission

3.5
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3.6 During the year, the Commission continued to work
in collaboration with the Administration in improving
the civil service recruitment mechanism through 3.6 OOO0OO0O0O0O0OO0O0O0O0O0O0OOO
streamlining procedures and rationalising rules and 0000000000 OOoooOon
practices. It _al_so offered |npl_1t and comment:_s on 0ooooooooooooooon
the related policies. The following paragraphs give a
detailed account of the reviews initiated and the bobodooooodoooood
observations raised by the Commission with the oooooooooooooooo
Administration in 2007. oooooooooo

(@) Streamlining of recruitment process (@ DOOOOO

3.7 Acivil service recruitment exercise involves various parties

37 ODO00O0OO0OO0OOOOOOOOoOooa

at different stages, namely the recruiting department, its
policy bureau, CSB and the Commission. Depending on
the size of the exercise and the need for seeking CSB’s or
the Commission’s special approval (covering, for example,
deviations from the normal recruitment procedures and
waiver of language proficiency®® or permanent resident
status*requirement), the time required for completing the
recruitment process in a normal exercise has been in the
range of four to six months. The time needed would be
even longer if the exercise requires the holding of written
examinations of individual grades after the Common
Recruitment Examination (CRE)*® .
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2 Since 1 January 2003, all applicants to civil service posts have to meet specific language proficiency requirements before appointment. HoDs/HoGs
may apply to CSB for exemptions from the language proficiency requirements on a case-by-case basis if they encounter recruitment difficulties.
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Article 99 of the Basic Law provides that all public servants serving in government departments of the HKSAR must be permanent residents of the
HKSAR, except where otherwise provided for in the Basic Law 101 regarding public servants of foreign nationalities and except for those below a
certain rank as prescribed by law. The requirement of permanent resident status applies to new recruits appointed on or after 1 July 1997. Under
existing policy, recruiting bureaux and departments may consider recruiting candidates who are not permanent residents of the HKSAR if there are
insufficient qualified and suitable candidates with permanent resident status. However, they have to seek the advice of the Commission and prior
approval of CSB for doing so before commencement of the recruitment exercise.
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!5 As a measure to enhance the language proficiency of its workforce, the Administration has imposed a requirement since 1 January 2003 that all

applicants for civil service posts at degree and professional level should obtain a pass in two language papers, i.e., Use of English and Use of Chinese,
in the Common Recruitment Examination held by the Civil Service Examinations Unit of CSB.
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3.8

3.9

The Commission is concerned that a lengthy
recruitment process could put the Government in a
disadvantageous position in competing with the private
sector for talents, particularly in the current buoyant
job market. This is more pertinent in the wake of the
gradual resumption of civil service recruitment and the
lifting of open recruitment freeze. The Commission
has therefore advised CSB to accord priority to the
conduct of a joint review to streamline the process.
A number of improvements have been identified.
On the principle that the integrity and impartiality
of the recruitment system must not be eroded or
compromised, the Commission and CSB would cease
its involvement in those steps that would not add value
to but would only lengthen the recruitment process by
duplicating the efforts made by the recruiting bureaux/
departments. These improvements have been put into
effect from December 2007. They are described in the
ensuing paragraphs.

For recruitments to basic ranks and promotion
ranks at Directorate Pay Scale Point 1 (D1)
level and below where the HoDs/HoGs are the
authority for appointments

Departmental submissions on the recruitment to these
ranks are forwarded direct to the Commission. Prior to
the implementation of the streamlined arrangements,
the Commission was involved in the following
recruitment steps :

Preparation Stage

()  toadvise on any proposed deviations from the
established appointmentrules, proceduresand
practices or approved Guides to Appointment
(G/A);

*(ii) to advise on the content of the related vacancy
circulars or advertisements;

3.8

3.9
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% The G/A is an official document prepared by departments for individual ranks to specify the qualification, requirements and the terms of
appointment for recruitment or promotion to respective ranks. The bureaux and departments are required to update the entry requirements,
terms of appointment and job description of grades under their purview in the respective G/As on an ongoing basis for CSB’s approval.
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Recruitment Stage

*iii) to advise on the sorting results which
involve double-checking and verification of
qualified and unqualified applications and
the marks scored by each candidate in the
test/examination/interview;

(iv) to advise on the shortlisting criteria'”
proposed for adoption to reduce the
number of candidates to be interviewed, if
appropriate;

goono
i) OO0DOoODOoOOoOOoOooOO

(iv)

goooboooooon
gooobooooooon
cooooo/oo/o0
gooo

gooobobooooon
ocoooooooYoodo
gooo

*(v) to advise on the selection arrangements *v) 000000000000

including the assessment form to be used 0oooO0ooo0o0oon

in selection interviews, the selection format
gooooooooooOoo

and interview arrangements; and

oagd
Final Stage
(vi to advise on the proposed offers of good
appointment to selected candidates. (v oOoooooooooo
ooo

3.10 After review, the Commission has agreed to

withdraw its involvement in those recruitment stages 310 OOOOOO0O0O0O0O0000000

000 00003.9G)0 (i)d (v)O O
OOO0O(@O* *» 0000)00O
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as mentioned in paragraph 3.9 (i), (iii) and (v) above
(i.e. those steps marked with an asterisk) as the
recruiting bureaux/departments should be trusted to
be able to adequately perform the related functions.
However, the Commission’s involvement in those
key aspects covering deviations [paragraph 3.9(i)
above], shortlisting criteria [paragraph 3.9(iv) above],
if applicable, and the final offers of appointment
[paragraph 3.9(vi) above ] will be retained. Recruiting
bureaux/departments will still be required to inform
the Commission of the interview schedule for
its consideration of observation at the selection
interview.

¥ Where a large number of candidates are eligible for consideration for appointment, departments/grades may devise shortlisting criteria to reduce the
number of interviewees. The number of candidates to be screened for interview should be proportionate to the number of recruits that the department/
grade intends to take in. As a general guideline, the number of candidates to be interviewed should not normally exceed five for each vacancy. The
shortlisting criteria should have direct relation to the job and are not applicable to disabled candidates who should be interviewed as long as they meet the
basic requirement.
000000000 DOO0000/OOOODODODOOO0OODOODODODOOOOOODODOOOOOODODODOOOOO/OODODODDOOOOOODDO
0000000000000 000000000000000C0000000000000000C0000000000000000000000O00O
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3.11 1t is estimated that the above streamlined

arrangements would cut short the recruitment
process by at least four weeks, resulting in a
speedier conduct of recruitment exercises and
While the
Commission will retain its right to verify any

a more timely offer of appointment.

information, if required, throughout the recruitment
process, a quality assurance mechanism will also
be put in place to ensure full compliance of rules
and procedures by recruiting bureaux/departments.
Under this mechanism, the recruiting bureaux/
departments are required to confirm their compliance
or otherwise with the stipulated requirements in the
form of a checklist to be attached to the submission
seeking the Commission’s advice on the proposed
offers of appointment. The checklist will also serve
the purpose of reminding bureaux/departments
ahead of time of the steps they should follow and
the various exemptions or exceptional approvals that
they should obtain, thus expediting the recruitment
process as any omission on their part would cause
delays unnecessarily.

For recruitments to ranks at D2 level and above
where CSB is the authority for appointments

3.12 Departmental submissions on recruitments of these

ranks are vetted by CSB before they are forwarded
to the Commission. The recruitment steps prior to
the implementation of the streamlined arrangements
were the same as those depicted in paragraph
3.9 above except that both the Commission and
CSB were involved in the process. After review, it
is agreed to adopt the same streamlined measures
as proposed by the Commission in paragraph 3.10
above except for the vetting of assessment forms
which CSB, being the appointment authority for D2
and above, will continue to retain its vetting role in
order to maintain a consistent recruitment standard
at these levels. The streamlined arrangements will
cumulatively cut short the recruitment process at D2
level and above by about four weeks.
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3.13 To

further reduce the preparation time and
administrative ~ work  of  recruiting  bureaux/
departments, CSB has agreed to deploy further
facilitating measures. For recruiting
bureaux/departments will be relieved of the need to

seek CSB’s prior approval for accepting applications

example,

from final year university students and those who
have not yet obtained the requisite CRE results at the
time of application since the successful candidates
will only be appointed subject to their obtaining
the degree and the requisite CRE results. CSB will
also issue to bureaux/departments a new set of
sample vacancy circular and advertisement for their
reference. It will also encourage them to seek CSB’s
approval for updating the G/As*® of recruiting grades
well before the conduct of any recruitment exercise.
Guidance to departmental staff will also be provided
by CSB to ensure that with the implementation of
the streamlined arrangements, those delegated with
the sole responsibilities of vetting applications in
bureaux/departments are fully conversant with the
related procedures.

Concerted streamlining efforts
bureaux/departments

required of

3.14 The Commission reckons that notwithstanding the

streamlining efforts made by the Commission and
CSB, an expeditious offer of appointment can only
be realized by the joint efforts of recruiting bureaux/
departments in ensuring a speedy conduct of
recruitment exercise at their end. Any delay on the
part of a department in one or more steps could
lengthen considerably the entire recruitment process.
This is well illustrated by one recruitment exercise
which targeted to net around 40 new appointees but
attracted an overwhelming response of nearly 5,800
applications. The department had spent about two
months to vet the applications, more than four weeks

'8 See Note 16 on page 13.
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3.15

3.16

to complete the selection interviews and two months
to compile the board report. As a result, it had taken
this recruitment exercise about seven months from
the date of placing a recruitment advertisement to
the submission of the selection board report to the
Commission for advice. The case highlights that
there is scope to reduce the lead time spent on the
recruitment process at the departmental level to
enable a speedier offer of appointment to the right
candidates.

In the light of the case quoted above and given
the important role played by recruiting bureaux/
departments in arecruitment exercise, the streamlined
measures as detailed in paragraphs 3.10 and
3.12 above are only meant to be the first phase of
shortening the entire recruitment process. Recruiting
bureaux/departments can contribute an even more
significant portion of time saving by speeding up
those recruitment steps falling under their sole
control, namely the conduct of written or physical
tests, marking of test papers, selection interviews,
etc. As a second phase in the streamlining process,
the Commission has requested CSB to co-ordinate
efforts with bureaux/departments to speed up these
steps. The Commission will monitor the progress
of some major recruitment exercises to assess the
effectiveness of the streamlined measures.

Guidelines onthe application ofthe Government’s
policy on employment of people with disabilities
(PWDs) in the civil service

It is the Government’s general policy to integrate the
disabled into the community through the process
of vocational rehabilitation and eventual gainful
employmentin the commercial and industrial sector as
wellasin the civil service. To achieve this, Government,
as the largest employer in Hong Kong, has taken a
lead in placing the disabled in appropriate jobs in the
civil service, recognising that the abilities of many
disabled persons outweigh their disabilities and that
only in productive and remunerative employment will
their fullest possible vocational, social and economic
potential be realised.

3.15
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3.16
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3.17 Under the existing policy, an applicant for a civil

service post can state in the application form
whether he is a candidate with a disability and
request special arrangements to take the written
examination and/or attend an interview. If he meets
the basic entry requirements for the post, he will be
invited to a selection interview without being subject
to shortlisting criteria which are drawn up with a view
to reducing the number of candidates for interview.
As stated in its 2005 Annual Report, the Commission
was concerned about the requirement of a mere
declaration of disability by PWDs on the application
form for employment in the Government. Noting that
the prevailing procedures related to the employment
of PWDs were issued in 1999, the Commission
requested the Administration to review the procedures
to include the consideration of the requisite provision
of documentary evidence certifying the disability of
the candidate.

3.18 During the year, the Administration completed a

comprehensive review on this subject and drew up a
set of guidelines. To ensure that the guidelines would
not conflict with any prevailing legislation enacted for
the protection of the interests of disabled and able-
bodied individuals, the legal and policy aspects of
the guidelines were cleared with the relevant bureaux
and authorities before issue.

3.19 In the new guidelines, CSB has fully adopted the

Commission’s views that the proof of disability
status should be verified by the recruiting bureaux/
departments prior to according preferential treatment
to the candidate who has claimed to be a PWD. It
is only in cases where the stated disabilities can be
verified by the naked eye (e.g. people with physical
handicap or blindness) that the proof of the disability
status may be ascertained during the interview. CSB
has also taken the Commission’s advice to further
illustrate with examples how an appropriate degree of
preference is to be accorded to a PWD who is found
suitable for appointment and is in competition with
other able-bodied candidates having comparable
suitability for appointment.

3.17

3.18

3.19
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3.20 With the gradual resumption of civil service

(c)

recruitment, the Commission welcomes the timely
promulgation of the new guidelines which provide
useful and practical pointers relevant to the
consideration of PWDs as candidates of civil service
recruitment exercises.

Recruitment examination as
benchmark or shortlisting criterion

a qualifying

3.21 Since 1 January 2003, all applicants for civil service

posts at degree and professional level should obtain a
pass in two language papers, i.e., Use of English and
Use of Chinese in the CRE held by the Civil Service
Examinations Unit of CSB. Apart from this language
proficiency requirement, the HoDs/HoGs may decide
on whether, and if so, when and how to conduct
further recruitment examination (including any trade
test) to screen candidates for selection interviews.
Under the prevailing policy, recruitment examination
is usually conducted when the skills and attributes
to be tested cannot be obtained in any other way,
e.g. where the required skills have not been tested in
public examinations, or the candidates’ aptitude for
the job and other attributes cannot be judged from
his record or assessed in an interview. It provides a
more reliable and objective screening than shortlisting
of candidates solely on the basis of their qualifications
or experience on record.

3.22 During the year, the Commission has observed that

different departments and grades have accorded
different status to the recruitment examinations in the
appointment process. Some took the results of the
written examination as a shortlisting tool and others
as a job requirement. The different status accorded
to recruitment examination has given rise to different
treatments to PWDs in recruitment exercises. In two
cases where the recruitment examination was treated
as a shortlisting tool, PWDs who were not subject to
any shortlisting criteria were invited for interview even
if they had not attended or passed the recruitment
examination. In another case where the recruitment
examination was treated as a job requirement, PWDs
who had not sat or passed the written examination
were automatically screened out.

3.20
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3.23

3.24

3.25

The Commission is of the view that in general, when
the need to conduct recruitment examination is
established, recruitment examinations should be part
of the selection process to screen out candidates who
do not meet the job requirements. Only those who
meet the minimum standard required for the job should
be further interviewed or tested to enable the offer of
appointment to be made to the best candidates. The
results of recruitment examination, apart from screening
out the unqualified candidates, can also be used for
shortlisting purpose in case of an overwhelming number
of candidates who can meet the minimum standard.
When a higher threshold is in place, PWDs who have
attended and passed the recruitment examination can
be directly invited to further tests or selection interviews
without being subject to the shortlisting criteria.

In considering whether there is a need to conduct
recruitment examination, the new recruits to be targeted
is a relevant factor for consideration. In 2007, eight
recruitment exercises for ranks with entry qualifications
set at a general Hong Kong Bachelor’s Degree (with
no specified discipline of study) or equivalent, were
conducted and attracted an overwhelming number of
applications. In the four exercises where recruitment
examinations were conducted, the HoDs/HoGs had
made reference to the candidates’ examination results
for shortlisting suitable candidates for interviews. In
the remaining four exercises where no recruitment
examination had been conducted, the HoDs/HoGs
had applied a minimum period of work experience as a
shortlisting criterion to reduce to a manageable size the
number of qualified candidates to be interviewed.

While supporting the recommended shortlisting
criterion, the Commission has concerns whether the
work experience, as required in those four recruitment
exercises at degree entry rank level as quoted, may
deprive good candidates, and in particular fresh
graduates, of the chance of pursuing a civil service
career in a relevant grade that may appeal to their
interest. It is worthy to note in this context that in one
of these four exercises, the Commission received a
complaint from an applicant whose application was

3.23

3.24

3.25
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3.26

3.27

rejected right away by the department which shortlisted
candidates for interviews only if they had a minimum
one-year relevant full-time work experience. The
candidate considered it unfair that in the absence of
any written examination, he was screened out from
the selection interview. Upon review of the case, the
Commission did not find any irregularity on the part of
the department in the recruitment exercise. Having said
that, the Commission observed that the shortlisting
tool adopted in a recruitment exercise could have
significant impact on the mix of candidates selected for
appointment.

In the recruitment exercise applying a minimum period
of work experience as mentioned in the preceding
paragraph, no fresh graduates were recruited in 2007 as
they did not have the minimum one-year relevant work
experience. Two-thirds of the candidates recommended
or waitlisted for appointment were either serving civil
servants or non-civil service contract (NCSC)*° staff
and the remaining one-third were outsiders. But in
another recruitment exercise involving an overwhelming
number of applications (over 18 000) with the conduct
of a further written examination, the composition of
candidates selected for appointment was much more
balanced. Roughly 36% of them were fresh graduates
or post graduates with a higher or second degree,
26% were serving civil servants or NCSC staff and the
remaining 38% were outsiders.

The Commission considers it necessary to review the
appropriateness of using a minimum period of work
experience as a shortlisting criterion for recruitment at
degree entry rank level. The outcome of the review is
relevant to the deliberation on the status of recruitment
examination. The Commission has also requested the
Administration to draw up more specific guidelines
to facilitate HoDs/HoGs in deciding when and how
recruitment examination should be conducted, and its
validity as a shortlisting tool. CSB has undertaken to
review the matter.
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!9 The engagement of NCSC staff has been introduced for more than eight years since January 1999 to meet service needs which are short-term, part-
time, or where the mode of service delivery is under review or likely to be changed. CSB Circular No. 2/2001 sets out the arrangements for HoDs/
HoGs to employ NCSC staff.
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Attractiveness of civil service jobs

3.28 With the resumption of recruitment across the civil

service, the Commission considers it important for
the Administration to review its position and ability
to attract and retain staff in the face of competition

(d)
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from the private sector given the reviving economy
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and the fall in the unemployment rate in Hong Kong.
Apart from the general labour market factors, the
changes to the terms and conditions of civil service
appointment over the past ten years may also have
an impact on civil service recruitment. Such changes
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include the revision of starting salaries for most of
the entry ranks?® resulting in an increase from one
pay point to at most five pay points, the revision
of civil service salary in 2007*, the replacement
of pensionable service by permanent service on
provident fund basis, the long period of trial (3-year
probation + 3-year agreement) required of new
recruits before their confirmation to permanent
terms??, and the development of the accountability
system? which has significant impact on the role of
civil servants.

2 Excluding only 44 ranks under the “Technician, Supervisory and Related Grades” (i.e., Qualification Groups 5 & 6) and the “Model Scale | Grades”
(i.e., Qualification Group 10).

000" 000000000000 0044000 0000506)0" 00000000 (0DOOO10)0

2 Following the 2006 civil service pay trend review, the civil service salary has been increased by 4.63% to 4.96% with retrospective effect from 1 April 2007.
00000000000000000000D000D004.63%04.96%0000000000000000

2 For officers who join the service under the new entry system on or after 1 June 2000, they are only entitled for retirement benefits under the Civil Service
Provident Fund Scheme. They are also subject to a longer trial of 3-year probation + 3-year agreement before confirmation on permanent terms versus
a 2-year probation for those joining the service before 1 June 2000.
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% Introduced on 1 July 2002, the accountability system created a new system of government in Hong Kong comprising two tiers — a political tier at the top
underpinned by the civil service as the backbone of the Government. The principal official positions at the political tier are filled by individuals nominated
by the Chief Executive. The principal officials appointed under this system are not civil servants and their appointments also need not be referred to the
Commission.
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3.29 In general, the recruitment exercises conducted in the

year received very favourable responses. Forinstance,
the Commission advised on seven recruitment
exercises for ranks with appointment requirement
set at a general Hong Kong Bachelor’s Degree (with
no specified discipline of study), or equivalent in the
year. The number of applications received in these
exercises ranged from 2 937 to 18 063. The ratio
of the number of applications to vacancies ranged
from 1: 62.7 to 1:337.3. The overwhelming number
of applications received seems to suggest that a
career in the civil service is still much sought after.
Such a general impression however should be viewed
against the fact that since the civil service recruitment
freeze in April 2003?* , most of the grades have not
conducted open recruitment for several years.

3.30 To gauge if the Hong Kong Government is regarded

as an attractive employer in employees’ eyes,
more facets would need to be evaluated including,
amongst other things, the quality of the applicants,
the offer-decline rate of candidates found suitable
for appointment and the turnover rate of officers
recruited. An increasing number of new recruits with
higher qualifications is observed in recent recruitment
exercises, but it is worth examining if the trend is
related to the expansion of tertiary and post-graduate
education during the last decade or the attractiveness
of the civil service. The offer-decline rate and turnover
rate would also provide clues to the general labour
market situation and the competitiveness of the
Hong Kong Government.

3.29

3.30
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% In view of the then impending wide-ranging reforms of the civil service, the Administration imposed the first general freeze on recruitment to civil service
on 1 April 1999. For grades other than those included in the first Voluntary Retirement Scheme, open recruitment resumed on 1 April 2001 and lasted
until the second civil service recruitment freeze which was imposed on 1 April 2003 with a view to achieving the government’s aim to reduce civil service
establishment to 160 000 by 2006-07.
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3.31 The Commission has joined hands with CSB to

pursue a study on the attractiveness of the civil service
with a view to providing references for considering
the way forward for civil service recruitments in the
future. The study would focus on the recruitment
outcome of the basic ranks of eight selected grades.
A comparative study of the outcome of civil service
recruitments in these eight grades in 2007 versus that
in 1998 (i.e., before the introduction of recruitment
freeze in 1999, the new entry system on 1 June 2000
and the accountability system in July 2002) would
be conducted. In addition, a few selected grades
will be invited to participate in a qualitative survey
so as to sample the views of serving officers on
whether the civil service employment satisfies their
general aspiration and if the career prospects of their
respective grades meet their specific expectation.
The progress of the study will be reported in the
Commission’s 2008 Annual Report.

Other Observations of the Commission
Common Recruitment Examination (CRE)

3.32 As mentioned in paragraph 3.21 above, the CRE pass

is a pre-requisite for appointment to civil service posts
at degree and professional level. The Commission
considered it imperative for the Administration to
perfect the system. As reported in the 2006 Annual
Report, the Administration responded positively to the
Commission’s observations on the CRE and took a
pragmatic approach to modify the CRE requirements.
With effect from the CRE in December 2006, the results
of the language papers have been classified into “Level
2", “Level 1” and “Fail”, with “Level 2" being the higher
level, and the HoDs/HoGs can determine the level of
language proficiency required of the candidates having
regard to the job requirements of the grades. In addition,
results of the Hong Kong Advanced Level Examination
(HKALE) have been accepted as equivalent to the CRE
results and applicants with the requisite HKALE results
are not required to sit for the respective language
paper(s) of the CRE. The validity period of the CRE
results has been made permanent.
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3.33 Since the adoption of the revised CRE requirements,

47 ranks, mostly professional ranks that require
candidates to have strong performance in professional
attributes rather than language proficiency, have set
the CRE requirements for both language papers at
Level 1. Amongst them, one professional rank was
able to trawl a total of 22 qualified applicants in the
2007 recruitment exercise, as opposed to four to
six qualified applications received in the previous
recruitment exercises conducted in 2005 and 2006.
Of these 22 qualified candidates, 20 hold Level 1
results in CRE or equivalent. In two other basic rank
recruitment exercises conducted in 2007, an analysis
of the applicants’ profiles indicates that a significant
percentage of applicants who hold equivalent HKALE
results in Chinese or English subjects were exempted
from taking the relevant language papers in the CRE
held in October 2007. The Commission is pleased
to note from the first example that the revised CRE
requirements have a positive effect in widening
the net of suitable candidates for consideration of
appointment to the civil service. The Commission
is also pleased to note from the second example
the significant reduction in the number of applicants
required to sit for the two language papers of the
CRE, thereby saving the time of these applicants
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accommodating them for the related examinations. ooooooooooao
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Comparability and acceptance of public examination
00D0D0000000000000

results for civil service appointment purpose

3.34 The Commission is mindful of its role to ensure parity

and equity in the appointment system. The application
of recruitment standard is no exception. In the past,
it was an established practice that the language
proficiency requirement for appointment to most of
the civil service posts in non-graduate grades was
pitched at Grade E in English Language (Syllabus B)
and Chinese Language in the Hong Kong Certificate
of Education Examination (HKCEE). But starting
from 2007, HKCEE has adopted a new standards-
referenced reporting system for the Chinese Language
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% |GCSE, created as a GCSE examination for international use, was developed by the University of Cambridge International Examinations in 1998. GCSE
has been introduced in the United Kingdom to replace GCE ‘O’ Level since 1988. GCE ‘O’ Level is however still in force in some commonwealth

26

and English Language examinations. Under the
standards-referenced reporting system, the results
are reported in levels (Levels 5* to 1), as opposed
to grades (Grades A to F) in previous HKCEEs. The
previous English Language (Syllabus A) and English
Language (Syllabus B) examinations are replaced by
asingle English Language examination. In view of the
changes in the reporting system of the HKCEE, CSB
has accepted administratively the public examination
results for civil service appointment purpose with
effect from 8 August 2007 as follows :

Public Examination ARZ

Previous HKCEE results in English Language (Syllabus B) and
Chinese Language

BEBTBPESEREFE Y RED) KPEFEX KA

2007 HKCEE results in English and Chinese Languages
_ERFERTESETREREXNPRAEXNE
General

International Certificate of Secondary Educatio

(IGCSE)/UK General Certificate of Secondary (GCSE)/General

Certificate of Education ‘Ordinary’ Level (GCE‘O’ Level)®
B PR 18 R ER B SURE B, (GCSE)/ R B EBH B SUR
EZH (GCSE/ EEH B XREREEEH(GCEO’ Level?

countries.

00000000000 0000O0D00O000C0DO0000ODO(@GCsSE DO000Ooooooan
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Before implementation of the new acceptance arrangements, Grade E in English Language

previous HKCEEs.

0000000000000 00000000000000000000DO(GCSEYyU0 00000000 DOO(GCEO’LevelDODEDODOODODODOOO
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00000000E0DO0OOODOOCOOOOOOOOOO
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Acceptance of
Comparability of Results

EZRESRIEE

Grade C Grade E
C#k E#R

Level 3 Level 2

L3R SB24%
n

Grade C Grade D*

C#k DAk

doooDOoO(@ecsppooooooooooooon
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in GCSE/GCE*O’ Level was accepted as comparable
to Grade E in English Language (Syllabus B) in HKCEE for civil service appointment purpose. In order to alleviate the adverse effect of the new
arrangements to holders of a Grade E result in English Language in IGCSE/GCSE/GCE'O’ Level, there is a two-year grace period during which a Grade
E result in English Language in these non-local examinations will continue to be accepted as comparable to Level 2 in the 2007 HKCEE or Grade E in



3.35 Given that the comparability adopted is applicable

to all applicants of civil service non-graduate grades,
the Commission considered it in order from the equity
perspective. However, to avoid the undesirable
situation where different standards on IGCSE/GCSE/
GCE*‘O’ Level results would be applied in the same
recruitment exercise before or after the effective date,
the Commission suggested that the closing date for
receipt of applications, as opposed to the date of
receipt of application from a particular candidate,
should be used to determine whether the concerned
candidate should be subject to the new or previous
standards. The suggestion was accepted by CSB.

33 J00oooooooooooogo

0000000000000000
0000000000000000
0000000000000000
000000O0@OO0O0O00O0o0
000000) 000000000
0000000000000000
0000000000000000
00000000 (GCSE)/000
000D0O00000(GCSE)/O000
000000000 (GCE O Level)
0000000000000000
0000000000

gbooboooboooooboooa

Preference given to candidates with relevant higher Ooo
qualification in recruitment exercises
336 0000000000000 D0O0

3.36 In a recruitment exercise where it was spelt out in O0oooooooo/oooon

the advertisement that preference would be given to
candidates with relevant postgraduate and/or higher
professional qualifications, the Commission observed
that the appointment authority had, irrespective
of the interview scores of the selected candidates,
recommended offer of appointment to those who had
attained a higher qualification. Candidates who met
the basic entry requirement but had not yet attained a
higher qualification were recommended to be put on
a waiting list notwithstanding their more impressive
performance at the interviews.
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3.37 The Commission did not support this recommendation.

Preference should be applicable only if the candidates
are of equal merits. A candidate’s edge in academic
attainment should have been naturally reflected in
his performance during the selection interview. If his
overall performance is still found less meritorious
than that of the other candidates, he should not be
granted any preferential treatment on account of his
academic qualification. It is unfair to deny the offer of
appointment to the other successful candidates who
have been duly selected on an equal footing with
those with a higher qualification. In the light of the
Commission’s observation, the appointment authority
has reviewed the vacancy position and subsequently
offered appointment to all the selected candidates.

Updating of G/As

3.38 Departments are required to prepare G/As as a

reference document for individual ranks in each grade
to specify, inter-alia, the qualifications, requirements
and terms of appointment for recruitment/promotion
to respective ranks, and to obtain endorsement from
CSB when changes are introduced. In anticipation
of an increase in G/A submissions after the lifting of
the recruitment freeze as mentioned in paragraph 3.3
above which calls for more vigorous departmental
action to complete the updating of G/As before the
conduct of recruitment exercises, CSB undertakes
to expedite the review of G/As with priority being
given to those ranks for which open and/or in-service
recruitment or promotion exercises will be conducted.
In parallel, the Commission has also streamlined its
internal arrangements for the processing of G/A
submissions from CSB. This notwithstanding, the
Commission will continue to advise or comment
on matters relating to G/As during the course of its
vetting of departmental submissions in recruitment
or promotion exercises.

3.37

gooobooooboobooo
gooobooooboobooo
gooobooooboobooo
gooobooooboobooao
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
gboboboooboooboooog

gooobooan

3.38

goooooooooobobboboobo
gooobooooboobooo
gobooooboobooboooo
gbooooobooboooboooo
goooobooooobobooooobo
goo03.30b000o000o0o0oan
obooboooooboooboo
obooboooooboooboo
goooboobooboobooo
goooboobooboobooo
goooboobooboobooo
oooooDOoOoooo/ooooo
goooboobooboobooo
gooobooooboobooo
oooobooooboobooo
oooobooooboobooo
oooobooooboobooo
oooobooooboobooo
gboboooooon



CHAPTER CIVIL SERVICE PROMOTION: REVIEWS AND OBSERVATIONS
EmE LABEEEAEN: BAAER

4.1 Akeyrole of the Commissionis to advise onpromotions 4.1 000000000000 O0OO
to the senior ranks?” of the pubic service. The objective ooYooooooooooooon
is to ensure the selection of the most suitable person 000000000000 O000
to undertake the duties of a vacant post in a higher
rank. The decision on promotion should be based on
an officer’s character, ability and potential in the context
of the required standard of performance, qualifications
and experience.
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4.2 In 2007, the Commission advised on 526 submissions

on promotion, compared with 448 in 2005 and 512 in noboobbszenbbbood

2006. They involved 3 527 officers, broken down as ob44s000D00O00OD0S1I200
follows : oo0oo0oo0oooo3l3k270000n
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Promotion-related appointment cases advised in 2007

—ETtFELESRUERNEFHRREER
(@ 1 393 promotees*
1393 NEEEF*
(b) 34 officers waitlisted for promotion
34 NIIANBTHERMRE
(c) 228 officers appointed for acting with a view to substantive promotion (AWA
228 NEZEEEBALIGERAR
(d) 16 officers waitlisted for AWAV
16 AFIAZ R LG BRI BiRm A E

(e) 1 856 officers appointed for acting for administrative convenience (AFAC)*®

1856 ANBEREZIEBAILUTEI T

28

Total 3 527 officers
wE 3527 A

* Promotees to fil vacancies in 494 ranks> including 117 promotions to directorate positions.
BEFASERBOZHRD BB - Hep11 7TERERAML -

z They refer, for promotion purpose, to those senior ranks under the normal appointment purview of the Commission (i.e. those attracting maximum
monthly pay at MPS Pt. 26 (currently $33,330) and above or equivalent). They exclude the judicial service, the Independent Commission
Against Corruption and the disciplined ranks of the Hong Kong Police Force which are specifically outside the purview of the Commission.
00000000000 D0O000000000D0D00O000000@ODDO0O0O000260(0033,3300)00000000000)000000O0O0OO
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2 An officer is appointed to AWAV before substantive promotion if he is considered suitable in nearly all respects for undertaking the duties in the higher
rank and he is ready to be further tested on the minor doubtful aspects in the higher rank. The norm for this type of acting appointment is six months
but may vary.
OoOoDoOO00OO0OO0OOOOO0OO0O0O0OO0
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2 An officer is appointed to AFAC if he is not yet ready for immediate promotion, but is assessed as having better potential than other officers to undertake
the duties of the higher rank; or he is considered more meritorious but could not be so promoted because of the lack of substantive and long-term
vacancies.
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% The number of eligible officers far exceeded the number of promotees. In a number of promotion exercises, over 300 candidates were shortlisted for
detailed consideration by the board.
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Reviews Initiated by the Commission

4.3

4.4

The Commission observes closely the effectiveness
of the civil service promotion system and works in
partnership with the Administration to enhance
the system. During 2007, the Administration
conducted a number of reviews in response to the
Commission’s observations. The ensuing paragraphs
provide a summary of the observations made by the
Commission, the conduct of the related reviews and
the resultant formulation of new or revised guidelines
for service-wide adoption.

Arrangements for filling Head of Department (HoD)
posts and One-rank HoD posts

During the past years, the Commission has noticed
the absence of standard procedures for filling HoD
posts which are designated as promotion ranks for
departmental grade officers when no suitable eligible
officers from within the department concerned could
be identified. The same observation applied to the
filling of one-rank HoD post. Often the Commission’s
advice was sought only when an open and/or in-
service recruitment exercise was proposed to fill the
anticipated HoD vacancy. When cross-grade posting
arrangements were made to fill such posts, the
Commission was only informed of the officers selected
to fill the posts concerned by the Administration.
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4.5

4.6

With a view to ensuring transparency in filling such
important HoD posts and as part and parcel of
directorate succession planning to the top echelon
of the departmental structure, the Commission has
requested the Administration to develop standard
arrangements for filling such posts. Upon review,
the Administration has since early 2007 adopted a
formal selection mechanism in filing of departmental
HoD posts. All eligible officers in the relevant grade
are considered before arriving at the conclusive view
that none of them is suitable to fill the vacant HoD
post. If a suitable candidate cannot be found from
within the departmental grade, a separate meeting is
held among the relevant Permanent Secretary of the
bureau concerned, the Permanent Secretary for the
Civil Service and the incumbent HoD as appropriate to
recommend an alternative arrangement3! for filling the
post in question and also the time frame for reviewing
such an alternative arrangement. The seeking of the
Commission’s advice on the alternative arrangement to
be adopted is also formalised. Similar arrangements
are applicable to the filling of one-rank HoD posts save
the holding of a formal selection mechanism as there
are no related grades from which eligible candidates
can be drawn for consideration.

The Commission welcomes the new mechanism which
ensures a fair process with sufficient transparency.
Since the introduction of the new mechanism in early
2007, the Commission has favourably advised on
the filling of five departmental and two one-rank HoD
posts. Where the arrangements involved cross-grade
posting of Administrative Officers, the Commission has
urged the Administration to treat future succession
planning in the relevant departmental grade as a top
priority.

4.5

4.6
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*! The alternative arrangement may include posting, in-service appointment or open recruitment cum in-service appointment depending on individual

circumstances and operational requirements of the department at the time. The Commission’s advice would be sought on the arrangement.
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(b)

Revised guide for promotion board

4.7 The Chairman of the Commission observed from

his attendance at some promotion board meetings
that board chairmen and/or secretaries were not
always conversant with the procedures and essential
elements of conducting a promotion or selection
board. The advice given by him in various promotion
exercises pointed to the need that an updated guide
on the proper procedures and good practices in
conducting promotion boards should be prepared
for reference by board chairmen and members.
To address such a need, CSB conducted in the
year a comprehensive review of the old “Guide for
Promotion Board” with substantial input from the
Commission Secretariat. The revised guide, entitled
“Guide for Officers Nominated to Serve as Chairman,
Member, Secretary of a Promotion Board” and issued
in June 2007, sets out all the basic requirements
for the conduct of promotion boards (i.e. the board
composition, roles of those who sit on the board,
effective date of promotion, delineation of different
forms of advancement, etc) and the considerations for
promotion to HoD posts (i.e. the minimum six-month
AWAV?*? and preferable three-years’ active service
requirements). It has also incorporated the advice
and good practices advocated by the Commission in
relation to the following promotion-related issues :

Designation of a promotion board

Unless the vacancies in question are temporary, time-
limited or subject to review that can only be filled by
AFAC appointments, a board should be designated
as a “promotion board” instead of a “selection board”
prior to its conduct in order not to give the impression
of any attempt to pre-empt the outcome of the
board’s deliberations on the candidates’ suitability
for promotion or acting appointment.

(b)
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2 Given the significant role played by HoDs in leading and managing their departments as well as to ensure sufficient time and opportunity for
the appointment authority to ascertain the suitability of a candidate for promotion to a HoD post, departmental grade officers recommended for
promotion to HoD posts have been required as a norm to go through the AWAV process for at least six months since October 2004. In effect, this
means that for a minimum six-month AWAV appointment, a departmental grade officer recommended for promotion to HoD post must have at least
18 months’ active service on commencement of his AWAV appointment.
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(i)

Timing of promotion board vis-a-vis reporting
cycle

As stated in the Commission’s 2006 Annual Report,
promotion boards should be held within a period of six
months from the end date of the last reporting cycle,
save in exceptional circumstances. |If there are no
overriding reasons for the late conduct of promotion
boards, departments may have to skip one year and
re-schedule the boards after the end date of the
current appraisal cycle with the serious consequence
of delays in effecting promotions or reviewing acting
appointments.

Duration of past performance appraisals under
review

As advocated by the Commission in its 2006 Annual
Report, a promotion board should primarily make
reference to the candidates’ performance appraisals
over a period of time (normally the last three years).
For close contenders with comparable performance
track record under the three-year review period, the
board may make reference to their earlier reports. The
assessment on an officer’s suitability for promotion
should not be excessively influenced by slight
variations in performance over a short period.

Rotational acting appointment

Rotational acting appointments should be avoided
unless there are overriding reasons for such an
arrangement. The Commission’s stance was clearly
stated in its 2005 and 2006 Annual Reports. If there
is a genuine need for rotational acting appointments,
the board should justify the case with an assessment
on how the scenario of a “reversed” supervisor-
subordinate relationship can be mitigated. The
performance of the officers selected for rotational
acting appointments should also be reviewed vis-a-
vis that of non-selected officers when a fresh round of
appraisal reports is available.

(i)

(iii)

(iv)
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(vii)

Exposure

The Commission has raised its concern in its 2006
Annual Report that the lack of exposure should not
be the sole reason for not recommending an officer
for promotion/acting appointment, if the officer is
found suitable in all other respects by the board. It
is incumbent upon the management to ensure that
the staff are given appropriate career development
and exposure to equip them for their
advancement.

career

Hearsay allegation deliberated by promotion
boards

While promotion board members may, on top of the
performance records available to them, supplement
their knowledge of an officer’s performance at the
board meetings, it is not appropriate for a promotion
board to make reference to hearsay allegations and
to draw its recommendations on this basis. Unless
the allegation is substantiated with investigation by
the departmental management, the board should
neither discredit an officer’s performance or integrity

nor judge his claim on the basis of hearsay remarks.

Promotion interview

Where absolutely necessary, a promotion board
may conduct promotion interviews with a view
to supplementing the assessments based on
appraisals the specific
requirements of the higher rank. The promotion
interview results however should not be given

performance due to

undue weight so much so that they would override
the assessments based on an officer’'s sustained
performance throughout the years.

(v)

(vi)

(Vi)
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(viii) Marking scheme adopted by the board

(ix)

As the effectiveness of a marking scheme to calculate
arithmetically eligible officers’ suitability for promotion
may be highly dependent on the design of the marking
scheme itself, the use of such a tool should be avoided
as far as practicable to prevent possible distortion in
assessment.

Validity of waiting list for promotion and AWAV
versus AFAC

A promotion board may recommend an officer for
promotion, AWAV or AFAC depending on the officer’s
readiness to take up the duties and responsibilities of
the promotion rank and the timing of the emergence
of a vacancy in the promotion rank. For the first two
forms of advancement, the recommended officer may
be placed on a waiting list for promotion or AWAV, as
appropriate, if the vacancy is expected to arise later
within the current appraisal cycle. However, the waiting
list will lapse on expiry of the current appraisal cycle.
On the other hand, in case of AFAC appointment,
a waiting list may be drawn up to cater for possible
vacancies to arise. This waiting list will remain valid
until the conduct of the next promotion board when
the claims of all eligible officers are reviewed upon the
availability of a fresh round of appraisal reports.

(vilDOoooDooooooooo
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As mentioned
2006 Annual Reports, to enable the departmental
management and the approving authority to monitor

the Commission has

Information on performance management

in the Commission’s 2005 and

the performance management ofthe ranks concerned,

required departments to

provide the following information on performance
management when submitting promotion board
reports for ranks under the Commission’s purview :

. percentage distribution of grading of overall
performance of eligible officers in the latest
reporting period;

number of

. respective cases

completion of staff reports; and

involving late

. respective number of
compliance with Civil Service Regulations (CSRs)
231(1)*® on ranking of appraising officers, and

cases involving non-

232(2)** on conducting staff interviews.

Such requirements have been formally included in
the guide.

(x)
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¥ Ccsr 231(1) stipulates that when the reporting officer is of the same substantive rank (although acting in a higher rank) as the officer to be reported

upon, there are two alternatives. Either the next most senior officer should instead be the reporting officer, or the officer who is acting should discuss
the report which he proposes to make with the next most senior officer and should submit the report in draft for approval before it is entered on the

report form.

0000000000231(1)00000000000000000000O0000@OUO000O00O000) 0000000000000 000oooOOa
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* CSR 232(2) stipulates that no matter who (reporting officer or countersigning officer) conducts the staff appraisal interview, the countersigning officer

is encouraged to complete his/her assessments before the interview.
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(i)

4.8

Commission’s emphasis on smooth succession
planning

The Commission advocated in its 2005 Annual
Report that officers recommended for promotion to
HoD posts should have preferably three years’ active
service on assumption of the HoD posts to allow
sufficient time and continuity for the office holders
to steer the departments. Also, to ensure that there
are sufficient capable officers to lead the department
in the years to come, the promotion board, in
considering recommending an officer for promotion to
a directorate rank, should take account of both the
officer’s capability to perform well at the promotion
rank as well as his potential for further advancement.
This general principle has been included in the guide.
(See also Chapter 6 on Directorate Succession
Planning where further thoughts on the subject have
been developed by the Commission.)

In response to the Commission’s suggestion to
enhance the user-friendliness of the revised guide,
CSB is exploring how the salient features of the revised
Guide can be presented in a lively and animated format
that can be uploaded to its website for easy reference
by all promotion boards.

k) 000DOO0OO0O0O0OOODOO

4.8
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4.9

Handling of promotion cases involving
disciplinary investigations or proceedings

As a general rule, promotion should not take effect
any time earlier than the time a person is considered
suitable for promotion in all respects, including
integrity and conduct. For cases with special
circumstances, each has to be considered on its own
merits. In the year, the Commission observed that
some departments had recommended officers who
were subject to on-going disciplinary investigations
for substantive promotion or long-term acting without
giving justifications. While one may argue that an
officer involved in on-going criminal or disciplinary
investigations or not be
penalised in terms of promotion given the principle of
innocence until proven guilty, there could be equally

proceedings should

strong arguments on risk grounds against putting
the officer to fill a vacancy (either on a substantive
or acting basis), having regard to the possibility that
the officer concerned might subsequently be found

guilty.

4.10 The Commission considers that long drawn-out

disciplinary cases should be escalated and pushed
for a quick settlement where practicable in order to
be fair to those officers involved. Cases involving
a shorter time span should be looked upon by
promotion boards with prudence to avoid selection
of officers with integrity doubts for promotion or
acting appointment. While the promotion board
should scrutinise existing criminal or disciplinary
records of the officers under consideration and
consider whether any of them should be debarred
from promotion or appointment owing to disciplinary
punishment or doubts on their integrity, it is the
appointment authority’s role to carefully balance
between fairness to an individual officer and the
need to maintain the integrity of the civil service in
the public interest. Should the appointment authority
decide to recommend the selection of the officer
despite such ongoing investigations or proceedings
and adverse record, CSB’s advice should be sought

(€)

4.9

4.10
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(d)

and the Commission be informed of the position in
the departmental submissions. At the Commission’s
request, CSB has incorporated these basic principles
in the revised “Guide for Officers Nominated to Serve
as Chairman, Member, Secretary of a Promotion
Board”. The Administration will also promulgate
separately detailed guidelines on the proper handling
of promotion cases involving disciplinary investigations
or proceedings.

Inverted diamond grade structure

4.11 In vetting some promotion boards’ recommendations,

the Commission noticed that some of the grades
were having an inverted diamond shape structure
at the lowest two levels i.e. the number of available
vacancies in the next higher rank outnumbers
the existing pool of officers in the basic rank. The
Commission is concerned that such a peculiar rank
structure will pose problems in finding a sufficient
number of officers to meet the succession need of the
next higher rank. It also begs the question of the role
of such a small number of posts at the basic rank. On
the request of the Commission, the Administration has
undertaken to conduct a review of those grades with
aninverted diamond shape structure. No review will be
undertaken for those grades that would soon become
obsolete with the departure of all serving officers as
well as others which are too small. The Commission
will keep in view the findings of the review.

(d)
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Other Observations of the
Commission

Acting appointments not properly reviewed

4.12 AsstipulatedinCSR160(1)(b)(ii)*, actingappointments
lasting or expected to last for longer than six months
should be reviewed on a regular basis in consultation
with the Commission as appropriate. The approving
authority should adopt the same procedures as
for substantive appointment (i.e. by conducting
promotion or selection boards) to select the most
suitable officer to take up the acting appointments
as required under CSR 166(6)*. For posts under the
purview of the Commission, the management must
also seek the advice of the Commission to ensure
fairness and impartiality in the selection process.

4.13 Despite the Commission’s caution in its previous Annual
Reports, irregularities were still observed in 2007. For
example, in advising on the recommendations of a
promotion exercise, the Commission noted that no
promotion or selection boards for a particular grade
had been held since the last round of promotion
exercises conducted in 2001 due to uncertainty in
manpower requirement of the grade. As a result,
the acting appointments at various ranks were
not reviewed for an unduly long period of over five
years. The Commission has advised the department
concerned that notwithstanding the uncertainty in
manpower position, the requirement for the proper
conduct of a selection board under CSR 166(6)
should be duly observed.
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® CcsrR 160(1)(b)(ii) stipulates that acting appointments for administrative convenience are subject to review at regular intervals if they are expected or likely

to last or has lasted for longer than six months.

0000000000160 (b)) 000000000000 0000D000000D0O0000D0D00000DO00000O00O0

*® CcsrR 166(6) stipulates that the approving authority should, as far as practicable having regard to management considerations and operational
circumstances, appoint officers to act on a fair basis. For an acting appointment that is expected or likely to last or has lasted for more than six
months, the approving authority should follow the normal procedures for selection for substantive appointment to select an officer to take up the acting
appointment, subject to the advice of the Commission as appropriate.
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4.14 Separately, as advocated in the Commission’s 2006

Annual Report, HoDs/Heads of Grade (HoGs) should
not arrange for officers to cease acting every six
months or less to avoid the required procedures of
conducting a promotion exercise and seeking the
Commission’s advice on the acting appointment.
During 2007, the Commission noted another case
involving officers who were appointed to act in the
next higher rank on a rotational basis with each period
not exceeding six months in the past three years. Let
alone the disruption to the normal operation of the
department, such acting arrangements were unfair as
they were arranged without any proper review of all
eligible officers’ performance and relative merits by a
promotion or selection board.

4.15 The Commission has taken a serious view on all

procedural lapses in acting arrangements. Apart from
reminding the departments and bureaux concerned to
observe the requirements as stipulated in the CSRs
whentendering the Commission’s advice, the Chairman
of the Commission also issued personal letters to
HoDs/HoGs concerned, pointing out those acting
arrangements which were considered unacceptable
and requesting their prompt rectification of such
unacceptable arrangements. In addition, to ensure
general compliance with the rules and regulations
governing acting appointments, the Commission
also urged CSB to issue appropriate guidelines as
a general reminder to all departments and bureaux.
In response, CSB issued the “Guidelines on Acting
Appointment” in August 2007, reminding HoDs/HoGs
of the proper procedures to be followed in making
acting appointments. The opportunity was also taken
to remind them to be vigilant in reviewing the continued
need for acting appointments and to seek to fill vacant
posts substantively whenever practicable.

4.14

4.15
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Prolonged acting appointments to be avoided

4.16 The Commission has taken note in one promotion

exercise that an officer was recommended to step
down after having acted in the next higher rank for
seven years. Prolonged acting appointments not
only raise false expectations for promotion of those
officers who might not be able to make the rank,
but also deprive other more meritorious officers of
the chance of an earlier acting opportunity which
would otherwise be available to them. When there
are permanent vacancies which can be filled on a
substantive basis, officers on prolonged acting
appointment should be critically assessed at an early
stage of their potential and suitability for promotion.
The Commission considers that in general, an
acting duration of three years should trigger the
management’s serious consideration of whether an
officer should continue to act or be asked to step
down to give way to more deserving officers. The
Commission Secretariat has started to cascade this
message to bureaux/departments.

Other acting arrangements to be further rationalised

4.17 In some promotion exercises, the Commission has

noted that the boards had recommended to cease
the acting appointment of some officers, who were
acting in the higher rank upon recommendation of
previous boards, without good reasons. In one case,
such a recommendation was made on account of
slight variations in performance gradings assessed
at the officer’s substantive rank immediately before
he took up the acting appointment. In another case,
the cessation of some officers’ acting appointment
was recommended after comparing their acting
performance with some other officers at the
substantive rank who had scored more top ratings
in their core competencies. There is also a case of
an officer who was recommended to cease acting on
the ground of less meritorious performance on the
one hand but was placed on the waiting list for acting
in the same exercise on the other hand.
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4.18 In other promotion exercises involving officers who

were selected for acting by the last board but had
not yet got the acting chance when the current Board
met, the Commission has noted that although these
officers had sustained an impressive performance at
their substantive rank, their claims were assessed
less favourably as compared to peers outperformed
by them in the previous exercise without good
justifications. In one particular exercise, such an
officer was recommended to be put on the acting list
again whereas another officer who was not selected
by the last board but had doubled-up the duties of
the higher rank solely to meet operational needs was
recommended for promotion ahead of him.

4.19 The observations in paragraphs 4.17 and 4.18 above

call for the need to provide a clearer steer to promotion
boards to accord appropriate weighting to acting
performance with a view to enhancing the equity of
the civil service promotion system. With this in mind,
the Commission has re-visited the relevant CSRs. It
is re affirmed that there is no rule barring promotion
without an acting appointment. In other words, an
acting appointmentis not a pre-requisite for promotion.
Also an acting appointment carries no implications
for substantive appointment in accordance with CSR
171(a). Separately under CSR 166(2)(a), an officer
may be tested in the higher rank for the purpose of
assessing his suitability for substantive appointment
and under CSR 166(2)(b), an officer may be appointed
to act in the temporary absence of a substantive
holder to meet management or operational needs.

4.18

4.19
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4.20 In considering the relevant CSRs, the Commission

seeks to develop some fundamental

principles

governing acting arrangements as along the following

lines :

(@)

Although an acting appointment is not a pre-
requisite for promotion as stated in paragraph
4.19 above, individual HoGs may demand an
acting appointment to test an officer’s suitability
for the higher rank before confirming his

substantive promotion.

When an officer has been selected for long
term acting by a promotion board on the basis
of his more meritorious performance record, he
should be given every opportunity for testing in
the higher rank in accordance with CSR 166(2)
(a). Slight variations in his performance gradings
(including his performance in his substantive
rank immediately before he took up the acting
appointment and his performance in the higher
rank) over a short period of time should not be
allowed to excessively influence the assessment
of his performance covering a longer period
of time. In particular it is not proper to cease
his acting appointment by reference to such
slight variations in performance gradings rather
than any substantiated deficiency in his acting
performance.
his acting appointment but to recommend him

Also it will be illogical to cease

to be waitlisted for another long-term acting
appointment in the same exercise.

When an officer has been appointed to act to
meet management or operational needs, he
should not be given any undue advantage
when his claim is assessed by a promotion
board against other close contenders. This is
particularly so when an acting appointment is
not a pre-requisite for promotion and that an
acting appointment as mentioned in (a) above
may not be demanded of a particular grade.
Nevertheless, an officer appointed to act to
meet management or operational needs or even
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an officer who has not been tested in the higher
rank through a long-term acting appointment may
be recommended for promotion in cases where
there are sufficient promotable vacancies. But in
making such a recommendation, the promotion
board concerned must be satisfied beyond
doubt that the officer has well demonstrated his
capability and competence of performing the full
duties of the higher rank.

4,21 The Commission will further develop those

fundamental principles governing acting appointments
as mentioned in paragraph 4.20 above in consultation
with the Administration and the details will be reported
in the 2008 Annual Report.
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Personal knowledge of board members to be
weighted proportionately

oooooooon

4.22 CSB’s issue of the “Guide for Officers Nominated to 00oooooon

Serve as Chairman, Member, Secretary of a Promotion
Board” in June 2007 is mentioned in paragraph 4.7
above. Other than those guidelines elaborated in
that paragraph, it is spelt out that promotion board
members may, on top of the performance records
available to them, supplement their knowledge of an
officer’s performance at the board meetings. However,
rather than as a supplement, the Commission has
observed that in a number of promotion exercises an
officer’s claim for promotion or acting appointment
was assessed on the sole basis of board members’
personal knowledge of his performance. In such cases,
the board’s observations were often not borne out in
the appraisal reports. The Commission is concerned
that notwithstanding how well they know the officer,
board members’ personal knowledge is to supplement
as advised by CSB in the guide, and not to replace
or override the record of performance appraisals.
Also where there is discrepancy between the board’s
observations on an officer’s performance and those
made in the appraisal reports, the board should
elaborate in the board report such discrepancies and
the justifications for accepting them. In tendering its
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advice on these cases, the Commission has reiterated
such concerns. Where shortcomings of particular

oboobooboooboobooo
oboobooboooboobooo

officers as identified by the board were not borne
out in the appraisal reports, the Commission has
also requested individual departments to inform the
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officers concerned of their shortcomings so that they
can strive to improve to enhance their competitive
edge for advancement in future exercises.

Filling of consequential vacancy
oooood
4.23 The Commission has observed in a number of
promotion exercises that some departments are
still not clear when consequential vacancies®” can

423 0000000000000000
000000000 O0OO0O0O0O0O
OoDoooDooooo¥ooooo

be substantively filled. They have mistaken that
consequential vacancies at the lower rank can

only be filled by substantive promotion after the
corresponding vacancies in the next higher rank
have been substantively filled in order to avoid over-
establishment. As a result, some recommended
promotees who had commenced acting in the
higher rank before the Board met and could have
been recommended for promotion with effect from
the Board date®® were instead recommended to be
promoted with effect from a later date on which
the vacancies in the higher rank were substantively
filled. The net effect of such recommendations,
if implemented, would unnecessarily defer the
promotion of some deserving officers.
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4.24 As already stated in its 2005 Annual Report, the
Commission holds the view that vacancies at D2 424 00000000 OCOO0OO0OODO

level and below should be calculated realistically on OOoO0O0O0O0O0O020000000

a grade rather than a rank specific basis. As long 0oo0O0O0O0O0OooooOoon

as there is a vacancy in the next higher rank, the
gooooooooooooooon

3 Consequential vacancies denote vacancies which have arisen as a result of the filling of vacancies at the higher rank, as opposed to substantive
vacancies which have arisen due to wastage upon the retirement/resignation of incumbents of the substantive rank.

000000000000000D00000D00000CDO0000O00000C0O000@ODOO0000000000/000)0000000

% The criteria for determining the effective date of substantive promotion are set out in CSR 125. Normally, it should be the date on which a vacancy
in the upper rank becomes available, or the officer takes up the duties of the higher office, or the officer is considered capable of performing the full
duties of the higher office (i.e., usually the board date), whichever is the latest.
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consequential vacancy at the lower rank can be filled
by substantive promotion unless there is a genuine risk
of over-establishment as assessed and confirmed by
the appointment authority. As regards the filling of HoD
posts, all departmental grade officers recommended
for promotion to HoD ranks are normally required as a
norm to go through the AWAV? process for at least six
months before substantive promotion. Consequential
vacancy at the deputy HoD level should likewise be
filled on an AWAV basis or by an AFAC appointment.

4.25 In those exercises as mentioned in paragraph 4.23
above, the departments concerned accepted the
Commission’s observation that the officers concerned
should be substantively promoted with effect from the
board date. In response to the Commission’s request
to rectify the misunderstanding at departmental level,
CSBissuedamemotoHoDs/HoGsin September 2007,
clarifying the arrangements of filing consequential
vacancies.

Use of “Promotability” or “Potential” or performance
grading as a shortlisting criterion

4.26 Where the pool of eligible candidates of a promotion
exercise is large, the board may devise shortlisting
criteria which are relevant to the performance of duties
in the promotion rank (e.g. years of service in their
current rank). It is the responsibility of the promotion
board to decide on the shortlisting details having
regard to the number of vacancies available vis-a-vis
the number of officers under consideration.

4.27 In examining the recommendations of some
promotion exercises, the Commission has noted
that the assessment on an officer’s “promotability” or
“potential” in appraisal reports was used as a criterion
for shortlisting of candidates. The Commission is of
the view that such an assessment, which must be
adduced from the officer’s performance record and
based on an equitable performance appraisal system,

% See Note 32 on page 32.
00003200320

4.25

0«

D000000000000000
D000000000000000
D000000000000000
D000000000000000
D000000000000000
D000000000000000
D0DO0oOooooooo®0000
D00D0000000000000
D000000000000000
DoO00000oO0O00

oboob4230000000000
obhboboooboobobOobooobo
oboooobOoobOOobDoooo
ubhboooobobobooboobo
oobooooOobOooboooo
O00O0O00oO0OoOo/Oooooo
obooooooobooboboon

gooo” 0o“ og” boogo

goooboodad

4.26

4.27

ooobOooobOoooDboo
oooboooobooooboo
ooobOoooboooboo
(COoooOoobooooboo)ybo O
ooboooobooboooao
ooooooooooboobobo

oooOoooOobOooboooo
oboooobooboobooooo
ooo* oooo” o*“ o0r d
oboooobooboobooooo
obhboboooboobobOoboooo
obooooboooobooooo
obhbooooboobooboobo

it 3 # | ¥ ¥3LdVHO

47



CHAPTER 4 MW E

48

is only relevant as one of the factors for comparing
the competing officers’ merits for advancement. lIts
indiscriminate use as a shortlisting criterion rather
than as a relevant factor by a promotion board in
deliberating the competitive claims of eligible officers
needs caution as it could usurp the functions of a
promotion board and could well lead to abuses,
particularly where the assessment is made by a
single officer.

4.28 Departments are advised to avoid using the

assessment in appraisal reports on an officer’s
“promotability” or “potential” as a criterion
for shortlisting candidates for consideration of
promotion. When there is a promotion exercise
involving a large number of officers, there is always
the option of using suitable criteria such as “in-rank
experience”, which is more objective, to shortlist
candidates for consideration by the promotion board.
In circumstances where it is considered necessary
to impose, in addition to “in-rank experience”, a
shortlisting criterion with reference to the ratings on
the eligible officers’ performance during the period
under review, the Commission holds the view that
such a criterion is acceptable on the condition that
the reporting standard has been properly reviewed
and that the threshold is set at a reasonable level.

Misinformation to the Commission

4.29 It is the responsibility of the department to ensure

that all submissions to the Commission for advice
should contain accurate and up-to-date information.
In a 2006 promotion exercise submitted to the
Commission for advice in 2007, the Commission has
found that a department had, in the last promotion
exercise conducted in 2004, omitted to provide the
most up-to-date information to the Commission when
seeking advice on the board’s recommendations. A
non-selected officer was arranged to take up a long-
term acting appointment soon after the promotion
board met. The arrangement was neither made
known to the Commission when the 2004 board

4.28
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report was subsequently submitted nor reviewed in
accordance with CSR 166(6)* until the conduct of the
2006 promotion exercise.

4.30 Moreover, due to unexpected shrinkage of vacancies,

the department had arranged for three officers who
had acted for more than 12 months to cease acting
in the few months subsequent to the 2004 promotion
board meeting notwithstanding that they were
recommended for long-term acting appointments. On
the other hand, the department allowed other officers,
including the non-selected officer as referred to in the
previous paragraph, who had acted for less than 12
months to continue acting for further observation of
their acting performance. Such developments took
place while the Commission Secretariat was in the
course of exchanging views with the department on
the 2004 board’s recommendations. The department,
however, did not inform the Commission of the
changes when providing supplementary information
to the Commission. Without realising the changes in
the interim, the Commission tendered its advice on
those recommendations that had already become
obsolete. It was not until the Commission Secretariat
vetted the recommendations of the 2006 promotion
board held two years later that such irregularities were
unearthed.

4.31 The omissions were unacceptable. The arrangement

for a non-selected officer to take up a long-term
acting appointment, thereby raising the competitive
claim unjustifiably in future promotion exercises is
vulnerable. The department’s rationale in arranging for
three recommended officers to step down from acting,
not because of their less meritorious performance, but
rather to make way for a more thorough assessment
of the performance of the other officers who had
shorter acting experience is questionable. Such
arrangements would seriously undermine the integrity
of the promotion system. The Commission has drawn
the irregularities to the personal attention of the HoD.

4.30

4.31
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As mentioned in its 2006 Report, the Commission has
requested the Civil Service Bureau (CSB) to review
the effectiveness of those performance management
tools as promulgated in CSB Circular No. 10/2000
dated 7 June 2000* in the light of the experience
gained over the years. The Commission is pleased
to note progress made on this front, as detailed in the
ensuing paragraphs.

Progress Made by CSB

(@)

5.2

! The performance management tools promulgated vide CSB Circular No.10/2000 include the adoption of “effective” grading as the norm for overall
performance, the operation of assessment panels to ensure consistency in assessment standards, the setting of performance targets at the beginning
of the performance management cycle, the adoption of competency-based approach in performance appraisals and the proper conduct of appraisal

Adoption of “effective” grading as the norm for
overall performance

The Commission has observed over the past years
that in some departments, there had been many
arguments arising from downward adjustments of
the gradings in the performance appraisal reports to
follow the norm of “effective” grading as promulgated
in the circular. The Commission considers that while
only a very small number of top performers should
be assessed as having “outstanding” performance,
it would be acceptable for the majority of officers to
be in the “very effective” and “effective” categories.
CSB was requested in 2006 to review the adoption of
“effective” grading as the norm for overall performance.
Upon review, CSB supports the Commission’s views
and will discourage the rigid application of forced
distribution of ratings. CSB will remind departments
and bureaux that Assessment Panels (APs)*? should
avoid rigidly adhering to quota systems which entail
re-evaluating and downgrading “very effective”
ratings to “effective” ratings and which unnecessarily
create a lot of grievances and complaints from staff.

interviews.

00000000010/20000000000000000000 0" 0000000000000 0000O0O0000O0O0O0000COO0O0000O0O0
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2 Under CSB Circular No. 10/2000, Heads of Department/Heads of Grade are encouraged to promote a wider use of APs among grades under
their purview to undertake leveling and moderating work among appraisal reports, monitor performance and identify under-performers/outstanding

performers for appropriate action.
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5.3

Instead, the APs should focus more on the outstanding
and substandard cases to ensure that only the right
talents are selected for grooming and underperformers
are identified for necessary follow-up action. The
Commission also considers that the general definitions
for different performance ratings in appraisal forms
can be improved with clearer benchmarks to ensure
consistency in interpreting these definitions. CSB has
been requested to develop broad guidelines to assist
departments in setting such benchmarks.

Operation of APs

Feedback and staff complaints received by the
Commission in the past have revealed some problems
or mistrust in the operation of AP in some departments.
The departments concerned have spent much time
and efforts not only on the levelling and moderating of
the performance appraisals but also in managing the
arguments that had arisen in the process. To improve
the operation of the system, the Commission requested
CSB in 2006 to review the overall effectiveness of
AP as a management tool to ensure consistency in
assessment standards. In response, CSB conducted
two separate surveys on AP operation and its
effectiveness, followed by a series of focus group
meetings. The findings reveal that the AP operation
is generally effective and accepted as a useful tool
to moderate staff performance. CSB will continue to
offer advisory support to departments to enhance the
functioning of their APs and to organise experience-
sharing seminars. In addition, it will review the existing
guidelines on AP operation and incorporate the best
AP practices in the revised “Guide on Performance
Management”.

(b)
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Adoption of a competency-based approach in
performance appraisals

The Commission supports the Administration’s
continuous efforts to promote the adoption of
a competency-based approach in performance
appraisals with a view to facilitating a more accurate
appraisee’s potential
promotability to the next higher rank. Noting that
about 80% of the suitable grades/ranks (about 170
grades or 500 ranks) are using such an approach,
the Commission has advised CSB to strive for its
implementation in the remaining grades/ranks. In
response, CSB has undertaken to continue to
provide those grades with the necessary assistance
in adopting the system.

assessment of an and

Disclosing remarks of Heads of Grade (HoGs) to
appraisees

In keeping with the spirit of enhancing the transparency
of the performance appraisal process and to allow
for improvements to be made by the appraisee
concerned, the Commission has maintained its view
that the appraisee should be advised of the HoG’s
comments if they are different from those made by
the appraising and countersigning officers. CSB has
agreed to incorporate this best practice in the revised
“Guide on Performance Management”.

Career interview

The Commission always advocates that officers
who are passed over or not recommended in a
promotion exercise should be career interviewed.
CSB was requested to develop guidelines in 2006
on how to conduct such interviews systematically
for departments’ reference. In response, CSB has
undertaken to include related guidelines in the revised
“Guide on Performance Management”, advising
Heads of Department/HoGs that they should arrange
career development sessions with their staff from
time to time and especially for those staff who have
been passed over in a promotion exercise.

(€)
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5.7

5.8

5.9

Timely completion of performance appraisal
reports by supervisors

Despite gradual improvements made by a large
number of departments, late
performance appraisal reports remains a common

completion  of

and persistent problem in some departments. To
address the issue, CSB would highlight in the revised
“Guide on Performance Management” the point made
by the Commission that in assessing a supervising
officer’'s competence for further promotion, all aspects
of staff management competency including timeliness
in giving feedback and completing performance
appraisals should be taken into account. As a pilot,
CSB has also revised the appraisal form of a selected
grade to incorporate such an assessment.

Non-completion  of
reports

performance appraisal

As mentioned in the Commission’s 2006 Report, an
officer’s failure to submit the appraisal form to his
supervisor could result in the non-completion of his
annual performance appraisal. To avert this problem,
the Administration has responded positively to the
Commission’s suggestion to develop an enhanced
reminder and tracking system that would ensure
prompt preparation and return of the appraisees’ job
descriptions for performance reporting purpose. CSB
would use a selected grade as a pilot, and if proves to
be successful, extend the system to other grades.

Training in Human Resource Management
(HRM)

CSB shares the Commission’s view that it is important
to raise HRM awareness amongst supervisory staff of
all levels and to equip them with the relevant HRM
knowledge and skills. It has accordingly increased and
enhanced its central courses on HRM for supervisory
staff including junior directorate staff.

(f)
5.7
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5.8

(h)
5.9
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5.10 As revealed, CSB has actively pursued those good
performance management practices advocated
by the Commission over the years. The efforts are
commendable and will culminate in its issue of the
revised “Guide on Performance Management” and,
where appropriate, the revised forms for performance
appraisal incorporating the relevant improvement
pointers for service wide reference.

5.11 The Commission will continue to monitor closely the
effectiveness of the various improvement measures
as elaborated in the preceding paragraphs for further
strengthening of the performance management
system in the civil service.

Improvement Efforts Made by
Departments

5.12 While gradual improvements are observed in a large
number of departments on the timely completion
of performance appraisal reports, the Commission
is also pleased to observe across the service the
marked improvement on the timeliness in conducting
promotion boards. Such improvements, coupled
with the significant drop in the number of cases
of non-compliance with Civil Service Regulations
231(1)* and 232(2)*4, as reported in the 2006 Report,
are encouraging signs of the heightened awareness
of the departments/grades of the need to enhance
their respective staff performance management
systems as advocated by the Commission. Some
departments were observed to have taken further
steps to strengthen their performance management
systems. For instance, a department had organised
tailor-made workshops for supervisors to enhance
their competence in appraisal writing. It also followed
up promptly on the recommendations of the last

3 See Note 33 on page 36.
00003600330

4 See Note 34 on page 36.
00003600340
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promotion board by arranging career postings for oooooooooooo
officers who were identified as in need of exposure.
A promotion board of another department had, in the
light of the observations tendered by the Commission
in the last exercise, taken an initiative to identify
irregularities such as inconsistencies of assessments in
appraisal reports and referred them to the departmental
management for follow-up. In one grade, the grade
management had shown its determination to arrange
career postings for individual officers through the
HoG'’s personal appeal to all grade members informing
them that the grade management would take resolute o* booo" ooobod
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actions in arranging career postings and reminding 0000000000 O0oOooooO
them to complete performance appraisal reports 0000000 /00000000
within one month after expiry of the reporting period.

Separately, the grade management had also revised

the appraisal forms of its grade members in the way

that the description on “Staff Management” appearing

on the forms was suitably expanded to better reflect O00o0o0o0o0ooon
the prevailing requirements and expectation. The

efforts are commendable.
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5.13 In the course of vetting submissions from departments,
the Commission has made various suggestions to
address some common performance management U UOOOOOOOOOOOMO
problems. A few examples are highlighted in

the succeeding paragraphs for reference by the 14 opoooooooOOOOOOO0OO00

rtmental management in rfectin heir
departmenta anagement peectg the ooooOoOoOooOOooOon
performance management and appraisal systems.

oboooobooboobooooo
obooooboobooooooo
obooooboocboobooooo

Performance appraisal of substandard performers
000000 O0000000000

5.14 In examining the recommendations of a promotion oohbooooooooooooon
board, the Commission has noted with concern O000o0O0ooDO0ooOoooooo
that there was inordinate delay in the completion of 0000000 O0O0OooOoOoo

performance appraisal reports on two substandard
performers whose performance failed to meet the
standard required of their rank. The reports in question
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were completed more than five months after the
end date of the last reporting cycle. Besides, the
pen-picture given in the reports was brief. It was
also not clear whether appropriate counselling and
guidance had been given to the appraisees during
the reporting period in question to help them improve
their performance.

5.15 Fundamentally, the preparation of performance

appraisals is not solely for promotion purpose, but
also to serve the objective of monitoring the staff’s
performance for timely assessmen t on and feedback
to the appraisees. This message has been clearly
stated in the Commission’s 2005 Annual Report.
This is particularly important when an appraisee’s
performance is observed to have dropped as timely
and specific feedback would help the appraisee to
rectify his weaknesses and make improvements at an
early stage before his performance further deteriorates
to a sub-standard level. Hence, supervisors should be
required to continue to review, reinforce and monitor
their staff’s performance as well as to record promptly
in the performance appraisal reports the progress for
the attention of the grade management. Without
such appraisal records, the training and development
needs of an officer may be left unattended. Worst
still, the hands of the grade management will be
tied when an officer’s performance deteriorates to
a sub-standard level warranting the consideration
of administrative action under section 12 of the
Public Service (Administration) Order as detailed in
Chapter 7. The Commission has specifically asked
the department to clearly advise the supervisors
concerned of this principle of good performance
management.

5.15
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Performance management during AWAV period

5.16 In examining a department’s proposal to extend

T 5 :
the acting-with-a-view (AWAV)* appointment of an 516 000OO0OO00O000O000O0

officer identified by the previous promotion board in
order to further assess his suitability for substantive
promotion, the Commission has noted that the two
quarterly performance appraisal reports covering the
officer’s performance during the AWAV period were
completed in one go. The Commission considers this
most undesirable. It is also not clear from the reports
whether the officer concerned has been made aware
of his inadequacies at any time during the six-month
acting period. The Commission has reminded the
department that in all fairness to an AWAV appointee
and in the interest of the department as well, the
AWAYV appointee should be given timely feedback on
his performance especially when inadequacies are
observed so that he can make improvement at an
early stage without having to wait until the end of the
AWAV period. This is most important given the short
AWAV period. Any guidance or advice given by the
supervisors should also be properly documented and
recorded in the appraisal reports in a timely manner so
as to facilitate the grade management to monitor the
AWAYV appointee’s performance and take appropriate
action where necessary.
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“* See Note 28 on page 29.
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Assessment on staff’s readiness to perform duties at
the next higher rank

5.17 It is common in the appraisal forms that there is

a section on the assessment of staff’s readiness
to perform duties at the next higher rank. In a
promotion exercise, the Commission has observed
that some appraisees were assessed as “possibly
yes” on their readiness to perform duties at the next
higher rank. The Commission holds the view that if
an appraisee who performs well in his current rank
has not yet displayed readiness to perform duties at
the next higher rank at the point when the appraisal
report is written, he should be assessed as “not yet”
ready instead of “possibly yes”. The Commission
has requested CSB and departmental management
to remind appraising and countersigning officers of
the need to properly assess an officer’s readiness
to perform duties at the next higher rank and to
review if the “possibly yes” rating, which is rather
noncommittal, should be crossed out altogether from
the appraisal form.
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Identical assessment

5.18 In scrutinising the performance appraisal reports

of the candidates in a promotion exercise, the
Commission has noticed that the Appraising Officer
(AO) of a candidate had provided an identical word-
for-word assessment on him in two consecutive
appraisal years. This defeats the purpose of the staff
appraisal system. As performance appraisals form
the basis of career advancement and development,
there should be a distinctive account of an appraisee’s
overall performance, strengths and weaknesses in
the relevant appraisal period. The Commission has
reminded the department to advise the AO concerned
to improve the quality of his staff report writing.

goooo
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5.19 The Commission has observed in a promotion exercise 000000000000 0000

that there has been a tendency for AOs to give in-
between ratings in performance appraisal reports
when assessing the performance of their subordinates
despite that there is already a set of pre-determined
scale provided in the appraisal form. Such a practice
will undermine the aim of the pre-determined
scale to achieve better objectivity, consistency
and comparability in performance management. In
response to the Commission’s observation, the grade
management has reminded its grade members to
guard against the use of in-between or split ratings.
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6.1 The Commission has observed from time to time 6.1 O0O000OO0O0OOOOODOOOOOO
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through vetting of recommendations of some
promotion exercises that there are bunched
retirement of senior officers in particular years and
yet succession has not been planned adequately,
thus hampering the selection of suitable officers
to fill senior positions in these departments. The
Commission considers that the Secretary for the
Civil Service (SCS), Heads of Department (HoDs)
and Heads of Grade (HoGs) should take ownership
of a good succession plan to help departments to
identify staff with good potential for advancement
and to groom them for assuming senior management
positions. The Commission also holds the view that
succession planning should be linked to an effective
talent development system, which in turn should be
tied to a robust performance management system
covering honest reporting, merit-based selection of
officers for further career advancement and regular
career postings to broaden their job knowledge
and exposure as well as to further develop their
leadership talent. In taking forward this “linked and
tied” approach, the Commission has proposed some
improvement measures, as elaborated in the ensuing
paragraphs, to achieve better results in succession
planning in the civil service.
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Basic Principles and Best Practices
for Succession Planning

6.2 The Commission considers that a good succession

planning mechanism should be made more transparent
so that staff at large will appreciate that there is
a fair process in considering advancement to the
directorate level. In this connection, the Commission
has requested the Administration to advocate under
the system the following principles :

In trawling younger officers for fast-track career
advancement, the claims of the more senior officers,
particularly those who are assessed as equally if not
more meritorious as well as having potential of the
next higher rank, should not be neglected.

For promotion to the junior directorate level of D1
and D2 in departments with a reasonable pool of
directorate posts, an officer’s longer term potential, as
restricted by his age, should not normally be a factor
to deter promotion when the 12 months’ active service
rule under Civil Service Regulation (CSR) 109(1)(a)(i)*¢
is satisfied.

In mapping out a healthy succession at the senior
directorate level of D3 and above, the consideration
of an officer’s competence and potential for the HoD
post, on which his age would have a bearing, would
inevitably come into play. As for promotion to a HoD
post, the selected officer should have preferably three
years’ active service on assumption of the post as
advised earlier by the Commission*” in order to allow
sufficient time and continuity for the incumbent to
steer the department and motivate staff in delivering
better services.
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“*n accordance with CSR 109(1)(a)(i), officers who have less than 12 months active service to serve after the effective date of promotion are normally not

considered for promotion.
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*" The Commission considers it desirable for officers to have preferably at least three years of active service on assumption of HoD posts on the basis of
considerations that — (a) the change of HoD every couple of years is not in the interest of the department concerned and its staff at large; and (b) the role
of HoD is important and incumbents should have sufficient time to steer and move forward the departments under them, guide and motivate their staff,
manage and bring about change while at the same time provide continuity and lead their departments to deliver even better and more cost-effective

services.
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6.3

6.4

In relation to paragraph 6.2(a) above, it is worthy
to note that both the SCS and the Permanent
Secretary for the Civil Service have taken a very
robust approach to succession planning. They have
been urging in the past year those departments
with succession problems to earnestly reach down
further through the ranks to fast track younger and
more promising colleagues for earlier succession to
more senior positions without losing sight of the need
to maintain the stability of the civil service. It would
be necessary to strike a fine balance between the
grooming of high-flyers for fast-track promotion and
the provision of adequate promotion opportunity to
dedicated and solid performers. In this particular
regard, the Commission’s earlier advice for a HoD
to have preferably three years’ active service on
assumption of that position is a clear steer to impress
upon departments of the need to reach down, if
required, to even one rank below the eligible level for
suitable officers to be groomed for earlier succession
to the HoD level.

In relation to paragraph 6.2 (b) above, the Commission
considers that for promotion to the junior directorate
levels of D1 and D2 in departments with a reasonable
number of such posts, a mix of long-serving,
dedicated and solid officers with high-flyers could be
worked out.

6.3

6.4
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6.5

In relation to paragraph 6.2(c) above, of the eight
HoD promotion exercises conducted in 2007, three
had not been able to identify suitable officers to fill the
HoD posts. Two of the posts will be filled through the
open-cum-in-service recruitment channel and one has
been filled through cross-grade posting arrangement.
As regards the other five HoD posts filled by internal
promotion, four officers selected would have had
three years or more to serve as preferred by the
Commission for officers occupying HoD positions?.
Separately, as for those departments which have only
one Deputy Director (DD) post, CSB has been advising
incumbent HoDs of the guiding principle as stated in
paragraph 6.2(c) above relating to the inevitable age
bearing for succession to senior directorate level. As
informed by CSB, such a principle has been reiterated
in considering promotions throughout the ranks in
those departments with a single DD post to ensure
that those who are identified for HoD succession
would not be impeded by their age in the course of
their progression.
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Performance Management System

6.6 The ability of the management to trawl exceptionally

meritorious officers for fast-track career development
is dependent on the effectiveness of the civil service
performance appraisal system, i.e. whether it
encourages a culture of honest reporting. The over-
assessment of less meritorious officers may blur the
judgment of a promotion board and deter its timely
identification of those exceptionally meritorious
officers who could otherwise be groomed under
the fast-track career development system much
earlier. As part and parcel of a robust performance
management system to support succession
planning, HoDs and their supervisory staff should be
reminded of the importance of honest reporting and
its impact on succession planning. The Commission
will continue to observe the effectiveness of the
various improvement initiatives introduced to further
strengthen the staff performance management
system in the civil service as detailed in Chapter 5.

Career Development and Posting Plans

6.7 The Commission believes that it is equally important

to devise clear career development and posting plans
under a robust performance management system in
support of succession planning. In the course of
tendering advice on individual promotion exercises,
the Commission has been reminding HoDs of their
responsibility to arrange career postings for their staff
to broaden their job knowledge and exposure as well
as to further develop their leadership talent. HoDs
are encouraged to adopt a more vigorous career
posting plan and to make their posting policy more
transparent to their staff. In those more extreme
cases where career postings have not been arranged
despite recommendations of the previous boards, the
Commission has started a “bring up” system requiring
the departments concerned to report progress in a
specified period of say three to six months.
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6.8

6.9

In another promotion case, the Commission has noted
that two officers, who had worked in their present
posts responsible for some non-mainstream duties for
a prolonged period, were recommended to be career
posted for job enrichment purpose by the previous
board held seven years ago. However, corresponding
arrangement could not be made as the department
was unable to identify suitable replacements to swap
with the two officers. The Commission considers that
the management’s failure in arranging timely career
posting for the two officers over the past few years
was highly undesirable. As stated in its 2006 Annual
Report, the management should always have the career
interest of their staff in mind and strive to maintain a
good balance between the career development needs
of individual officers and the operational expediency
of the department. An officer’s claim for promotion or
acting appointment should not be unduly affected by
insufficient exposure through no fault of his own. The
department was urged to arrange career posting for the
two officers as soon as possible and to report progress
in three months’ time. Responding positively to the
Commission’s advice, the department subsequently
arranged career posting for the two officers concerned
to take up mainstream duties. The department also
drew up some measures to facilitate more timely
and regular career postings for its officers in the
rank. For instance, the adoption of a more proactive
posting policy by fixing three years as a normal tour of
posting, early identification of replacements to ensure
sufficient time for matching and provision of suitable
training courses to replacements to equip them
with the required knowledge and skills. Besides, the
transparency of the career posting mechanism will be
enhanced through different channels such as career
interviews, etc.

As a general reminder, HoDs/HoGs should draw up
career development and posting plans to groom
officers identified for directorate succession at
an early stage. The senior directorate should be
reminded of their collective role as talent breeders and
their responsibility to remind supervisors at all levels
of the obligation to release staff for career posting,

6.9
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failing which an adverse reflection of their staff and
performance management competence would
be taken into consideration when assessing their
promotability.

Extension of service or re-employment
after retirement

6.10 To complement the efforts made on succession

planning as reported above, the Commission has
also adopted a stringent standard in considering
applications for extension of service or re-employment
after retirement. In the past two years, the Commission
has raised concerns with the Administration that as a
rule, officers should leave the service on retirement and
applications for extension of service or re-employment
after retirement should only be considered in
exceptional circumstances to meet strong operational
needs, subject to the officer’s physical fithess, good
conduct and performance as well as the consideration
that his retention would not cause any promotion
blockage in the lower ranks. Also, the extension or
re-employment period, if approved, should be for a
limited duration. Such qualifying considerations are
conducive to the pursuit of vigorous succession plans
by the Administration. In response to the Commission’s
concerns, CSB has completed a review and proposed
some measures for better management of the further
employment of officers beyond their retirement age
in the civil service. The revised arrangements will be
promulgated by CSB for service-wide adoption.

Implementing Succession Planning

6.11 It is encouraging to note that the Administration

has taken positive steps to implement the strategy
on succession planning. The Administration has
stepped up Government Secretariat attachments
for departmental grade officers to expose them to
Bureau and Legislative Council businesses during
the year. The Civil Service Training and Development

gboobooooboobod
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Institute (CSTDI) will launch in 2008 a Succession
Management Project to assist departments to take
forward succession planning in a more focused
manner. The project comprises two parts i.e. the first
part including workshop forums where departments
with good record of succession planning initiatives will
be invited to share their experience, their strategies and
models on growing leaders, challenges and lessons
learnt, etc. The second part includes developing an
information pack on succession management and
talent development. It is a comprehensive guide to
advance departments’ understanding of the essence
of effective succession planning and management,
and how departments can work towards this in the
existing directorate succession planning system. Key
issues of succession management and framework
or model for talent development together with best
practices and pitfalls to avoid will also be highlighted
in the pack. Separately the CSTDI will proactively visit
departments advising the senior management of any
training and development needs of individual officers
as identified in the succession planning context.

6.12 The Commission considers that through concerted

efforts of all parties, including the Commission, CSB,
policy bureaux and the departmental management,
the message of the importance of good succession
management would be rooted to yield positive
results.

6.12
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Other Civil Service Appointment Matters
Hth ABEREEE

7.1

Apart from advising on the filing of vacancies
of the senior ranks of the service by recruitment
and promotion, the Commission also advises
on appointment matters relating to an officer’'s
continuous employment or termination of his service.
They cover cases of non-renewal or termination
of agreements, offer of
agreements, refusal or deferment of passage of

shorter-than-normal

probation or trial bar on conduct or performance
grounds, early retirement of directorate officers
under the Management Initiated Retirement (MIR)*°
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Scheme and retirement in the public interest under
section (s.) 12 of the Public Service (Administration)
Order [PS(A)O]. In addition, the Commission advises
on other appointment-related cases including those
of extension of service or re-employment after
retirement, secondment®, opening-up arrangement®!
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and revision of terms of employment® of serving
officers in the senior ranks®® of the civil service.
A statistical breakdown of cases advised by the
Commission by category of these appointment matters
is provided at Appendix VI.
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The MIR Scheme, first introduced in 2000, provides for the retirement of directorate officers on the permanent establishment to facilitate organisational
improvement and to maintain the high standards expected of the directorate. It can be invoked on management grounds if the approving authority
has been fully satisfied that :

(a) the retirement of an officer from his present office is in the interest of the organisational improvement of a department or grade; or

(b) there would be severe management difficulties in accommodating the officer elsewhere in the service.

The officer concerned will be notified in advance and given the opportunity to make representations. A panel chaired by the Secretary for the Civil
Service will consider each case following which the Commission’s advice will be sought on the recommendation to retire these officers.
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Secondment is an arrangement to temporarily relieve an officer from the duties of his substantive appointment and appoint him to fill another office
not in his grade on a time-limited and non-substantive basis. Normally, a department will consider a secondment to fill an office under its charge if it
needs skills or expertise for a short period of time and such skills or expertise are only available from another civil service grade.
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Under the opening-up arrangement, positions in promotion ranks occupied by agreement officers are opened up for competition between the
incumbent officer and eligible officers one rank below. This arrangement applies to both overseas agreement officers who are permanent residents
and are seeking a further agreement on locally modelled conditions, or other agreement officers applying for a further agreement on existing terms.
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Officers serving on Local Agreement Terms or Locally Modelled Agreement Terms or Common Agreement Terms are eligible to apply for transfer to
Local or Common Permanent and Pensionable Terms subject to (a) service need; (b) a Chinese language proficiency requirement if that is required
for the efficient discharge of duties; (c) performance and conduct; and (d) physical fitness.
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They refer to those senior ranks under the normal appointment purview of the Commission (i.e. those attracting maximum monthly pay at MPS
Pt. 26(currently $33,330) and above or equivalent). They exclude (i) the basic ranks of non-degree entry and non-professional grades with a maximum
monthly salary at MPS Pt. 26 or above, and (i) the judicial service, the Independent Commission Against Corruption and the disciplined ranks of
the Hong Kong Police Force which are specifically outside the purview of the Commission.
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Retirementin the Public Interest under
Section (s.12 of the PS(A)O

7.2

7.3

Retirement under s.12 of the PS(A)O is not a form of
disciplinary action or punishment but pursued as an
administrative measure in the public interest on the
grounds of :

(@) “persistent sub-standard performance” — when
an officer fails to reach the requisite level of
performance despite having been given an
opportunity to demonstrate his worth; or

(b) “loss of confidence” — when the management has
lost confidence in the officer and cannot entrust
him with public duties.

An officer who is to retire in the public interest will have
his pension benefits deferred until the date he reaches
his statutory retirement age.

As reported in the 2005 and 2006 Annual Reports,
the Administration, in consultation with the
Commission, implemented the new streamlined
procedures for handling sub-standard performers
under s.12 of the PS(A)O in October 2005. Under
the new arrangement, the threshold for invoking s.12
action has been reduced from 12 to six months of
unsatisfactory performance, improving further the

timeliness in taking appropriate management action.
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7.4

7.5

During the year, a total of 57 officers from 27 bureaux/
departments were put under close observation
in the context of the s.12 procedures. Upon the

Commission’s advice, the Administration retired
seven officers under s.12 including six on grounds
of persistent sub-standard performance and one
on loss of confidence. While 37 officers remained
under close observation as at the end of the year,
five officers were, on the other hand, taken off the
watch-list after their performance had improved
to the required standard. The other eight officers
left the service for reasons including retirement
and invaliding. With the concerted efforts of the
Administration and the departmental management in
striving for a better performance management with a
view to putting the sub-standard performers on the
right track, the Commission is pleased to note that

there is a decrease in s.12 cases in 2007.

This notwithstanding, the Commission observed that
in two s.12 cases, the officers’ performance during
the probationary period had not been very satisfactory
but were allowed to pass the probationary bar and
confirmed to permanent establishment. One of
them was even allowed to pass the efficiency bar
despite adverse comments on his performance. The
Commission considers that in both cases, doubts on
these two officers’ suitability of passing the probation
and efficiency bars should have been raised at the
material time. Given their less than satisfactory
probationary service, the departmental management
should have at least extended their probationary
period and deferred the passage of efficiency bar for
a further observation of their performance. The Head
of Grade’s tolerance and confirmation to permanent
establishment of someone who had difficulty in
making the grade whilst on probationary service

were highly undesirable. The Commission made

7.4

7.5
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7.6

similar observations on a s.12 case in its 2002 Annual
Report and on the proper handling of probationers in
its three previous Annual Reports from 2004 to 2006.
The departments concerned have been reminded to
take early action to terminate the service of those
probationers who cannot survive the demands of the
grade in accordance with Civil Service Regulation
(CSR) 186(2)> .

The Commission will continue to draw attention to
potential s.12 cases for departmental action in the
course of vetting performance appraisal reports in
connection with promotion exercises. It will also
monitor closely departmental management’s readiness
in pursuing such an administrative action. Separately,
while noting the significant reduction in the lead time
required to complete a s.12 case as mentioned in
paragraph 7.3 above, the Commission has suggested
to the Administration that a review be conducted
to assess the effectiveness of the streamlined s.12
procedures in the second half of 2008 after their
implementation for three years. The Administration

has responded positively to the suggestion.

7.6
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*Under CSR 186(2), the appointment authority may, subject to the advice of the Commission, terminate the service of an officer on probationary terms
or refuse the officer’s passage of probation bar if he considers that, for reasons of general unsuitability of temperament, personal characteristics,
misconduct, or inefficient performance of duties or for other reasons, the officer should not continue to hold office.
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8.1 The Commission plays a key role in providng 8.1 OO0OO0OO0OO0OO0OO0OOOOOOOOOO

72

independent and impartial advice to the Chief Executive
(CE) on civil service discipline cases of all Category
A officers under its purview®. Except those cases
involving minor acts of misconduct where Heads of
Department may initiate summary disciplinary action
and issue warnings®® to the officers concerned without
recourse to formal disciplinary proceedings, formal
disciplinary action under section (s.) 9 or 10 of the
Public Service (Administration) Order [PS(A)OJ]*” would
be taken against the defaulting officer in the event
of repeated minor misconduct or an act of serious
misconduct. In the case of a criminal conviction, action
under s.11 of PS(A)O%® would be considered. With
the exception of exclusions specified in the Public
Service Commission Ordinance® and save in cases
of summary disciplinary action involving the issue of
warnings, the Administration is required under s.18
of PS(A)O to consult the Commission before inflicting
any punishment®® under s.9 to s.11 of PS(A)O® upon a
Category A officer.
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5 According to the Pubic Service (Administration) Order [PS(A)O], officers appointed to and confirmed in established offices are classified as Category
A officers. This covers virtually all officers except those on probation, agreement and those remunerated on the Model Scale | Pay Scale. At the
end of 2007, the total number of Category A officers in the civil service was about 134 200, of whom 109 900 were under the Commission’s purview
insofar as disciplinary cases are concerned.
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% Verbal and written warnings are classified as summary disciplinary action which will normally debar an officer from promotion and appointment for
one year. The Commission’s advice is not required in summary disciplinary cases.
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%" See Notes 4 and 5 on page 5.
00005004050

%8 See Note 6 on page 5.
000050060

% See Note 3 on page 5.
oOooos00s0

% such punishments include reprimand, severe reprimand, reduction in rank, compulsory retirement and dismissal. Currently, a fine may also be
imposed concurrently with these punishments (except reduction in rank and dismissal). See also Note 64 on fine.
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® with the exception of certain members of disciplined services departments who are subject to the respective disciplined services legislation
(i.e., Prisons Ordinance, Fire Services Ordinance, etc.), all civil servants are governed by disciplinary provisions in the PS(A)O.
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8.2

8.3

To uphold a standard of conduct commensurate with
the rising public expectations about the conduct and
probity of civil servants, the Commission supports the
Administration’s resolute stance on the discipline front
and the taking of expeditious action against any civil
servant alleged of misconduct in order to achieve the
desired punitive and deterrent effect. The resolute
stance and expeditious action notwithstanding, the
Commission is mindful that its advice on disciplinary
cases must be based on the principles of equity, fairness
and maintenance of broad consistency in punishment
throughout the service. The relevant considerations
include due reference to the nature and gravity of the
misconduct or offence involved in each case, the officer’s
service record, any mitigating factors, whether there have
been court proceedings and the level of punishment in
precedent cases. Within the limits of broad consistency
in punishment, the Commission is prepared to support
a tougher stance on particular acts of misconduct,
if considered necessary by some departments. For
example, departments with a large number of frontline
staff engaging in outdoor duties may need to adopt a
higher standard of punishment for misconduct cases of
unauthorised absence so as to achieve the necessary
punitive effect on the defaulting officers and deterrent
effect on their staff at large.

Before tendering its advice, the Commission will seriously
consider the views and arguments put forth by both the
Secretariat on Civil Service Discipline (SCSD) and the
department. In case there is a difference in opinion on
the level of punishment between the department and
SCSD, the views of both parties would be submitted to

the Commission for consideration.

8.2

8.3
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An Overview of Disciplinary Cases
Advised in 2007

8.4 The Commission advised on the punishment of 91

8.5

62

63

64

disciplinary cases in 2007 which, when read together
with the 104 and 103 cases in 2005 and 2006
respectively, suggests a steady overall trend. It is also
an extremely small number representing less than
0.1% of the 109 900 Category A officers under the

Commission’s purview.

A breakdown of these 91 cases by misconduct or
offence and the form of punishment is at Appendix
VIl.  An analysis by salary group and penalty is at
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Appendix VIll. Ofthese 91 cases, 20(22.0%) had resulted

intheremoval ofthe officers concerned fromthe service®?.
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There were 44 (48.3%) cases resulting in “severe
reprimand®® plus fine 4" whichis the heaviest punishment

next to removal from the service and reduction in rank.
) . ggoooobboooooboboboa

These figures bear testimony to the resolute stance
" ) . . ggoooobboooooboboboa

that the Administration has taken against civil servants
obobooooocooooooeind

gbobooooooobd

committing acts of misconduct. The chart below gives
a breakdown of the 91 cases advised in 2007 by the

punishment awarded.
gooooooooodoon

The punishment of removal from the service can take the form of compulsory retirement, compulsory retirement plus fine, or dismissal, depending on
the gravity of the case. An officer who is compulsorily retired may be granted a pension, but payment of the pension will be deferred until he reaches
his normal retirement age, i.e., 55 or 60 under the relevant pensions legislation. Dismissal is the most severe form of punishment as the officer forfeits
his claims to all pension, gratuity and benefits.
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A severe reprimand will normally debar an officer from promotion or appointment for three to five years. This punishment is normally recommended
for more serious misconduct or for repeated minor misconduct/offences.
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A fine may be imposed concurrently with other punishments when the punishment alone is inadequate but a higher level of punishment is not
applicable or justified. Presently, a fine does not normally exceed two incremental points for 12 months, or its equivalent amount.
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Disciplinary Cases Advised in 2007
O0000000000000000

Breakdown by the Form of Punishment

RSB 2NEF

Compulsory Retirement 38Rk

12 (13.2%) Severe Reprimand + Fine
Removal from service EREVEE+ 15K 44 (48.3%)
Sl 20 (22%)
Dismissal 5%
8 (8.8%)

Reprimand 3&&
8 (8.8%)

=

Reprimand + Fine #E&+ S5k
10 (11%)

Severe Reprimand BB E
9 (9.9%)
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Reviews and Observations of Major
Disciplinary Issues

8.6

Apart from providing independent and impartial advice
on disciplinary cases, the Commission also oversees
the operation of the disciplinary mechanism. In
vetting departmental submissions, the Commission
will identify issues of concern and initiate reviews
and discussions with the Administration with a
view to rationalising existing disciplinary policies
or procedures and formulating new policies or
The
punishment benchmark and major issues reviewed
in 2007,
recommendations made by the Commission, are set

procedures and benchmarks of punishment.
together with the observations and

out in the ensuing paragraphs.

Criminal conviction cases involving a long custodial

sentence

8.7

In a disciplinary case, a department recommended to
retain an officer in the service by punishing him with a
severe reprimand plus a fine after he had served, after
conviction, an imprisonment sentence of a prolonged
period of nine months. The case raises the following
concerns:

(@ the fundamental concern of whether, from
an employer’s angle, an officer sentenced to
imprisonment for a considerable period should
be tolerated; and

(b) the practical concerns which include the

appropriateness of allowing the long absence of

an officer to serve an imprisonment sentence, the
inconvenience and disruption which his absence
could cause to the operation of the department

concerned and the negative perception which a

lenient punishment could give rise to.

0O
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8.8 After review, the department concerned agreed to

compulsorily retire the officer concerned. While
there is no need to set a benchmark on the length
of an imprisonment sentence that should warrant the
consideration of a convicted officer’s removal from
the service, the Commission considers that a long
imprisonment sentence of three months or more should
trigger the Administration’s serious consideration of
the worthiness of retaining the officer in the service.
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8.9 Toenhance the deterrent effect, the Administration may

add a caution statement of removal from the service
in the event of further misconduct when awarding
a non-removal disciplinary punishment. In 2005 the
Commission noticed with concern that the caution
statement was added on top of the punishment as
a matter of course. The Commission considered that
the caution statement should be taken seriously rather
than used indiscriminately. This matter was taken
forward to the Administration for a review on the need
for a stringent application of the caution statement.
Upon review, the Administration announced in June
2005 that the caution statement would only be
applied in cases of a serious nature that rendered
the officers concerned liable to being removed from
the service should further misconduct be committed.
The Commission notes that the Administration has
now rationalised the imposition of caution statement
and it is used selectively for warranted cases only.
Specifically, cases warranting a caution statement
would be those attracting the severest punishment
short of removal and the caution is meant to seriously
remind the officer concerned that it is the last chance
for him to prove his worthiness of remaining in the

service.

obooooboobOobooooo
obooooboobOobooooo
obooooboobOobooooo
obooooboobOobooooo
obooooboobOobooooo
oobooooOobooboooo
obooo0oobOoobOonbooooo
obooooboobOoboooo
obooooboobOoboooo
obooooboobOoboooo
obooooboobOoboooo
obooooboobOoboooo
obooooboobOoboooo
obooooboooOobDoooo
oooOoooOobOooboooo
obooooboobOoboooo
obooo0oobOoooOOobDoooo
ooooooooobon

fit = & | 8 ¥3LAVHO

7



CHAPTER8 £ N\ &

78

Reporting of non-duty-related offence of “careless
driving”

8.10 As mentioned in the Commission’s 2006 Annual

Report, under existing practice, so long as the non-
duty-related offence committed by an officer relates
to “careless driving” alone with no casualty involved,
the officer would not be punished under s.11 of
PS(A)O. However, the officer is still required under
s.13(1) of the Public Service (Disciplinary) Regulation
(PS(D)R)®® to report the relevant criminal proceedings
to his Head of Department (HoD) for consideration
of disciplinary punishment under s.11 of PS(A)O.
As such offences are not duty, conduct or integrity
related and the image of government should not be
adversely affected, the Commission is of the view
that so long as no other offences are involved and
the officers concerned are not driving government
vehicles when committing the offence, they should
be relieved of the psychological burden of having
to report the related proceedings and to await the
Administration’s decision as to whether they should
be punished.

8.11 The Commission has asked the Administration to

consider blanket exemption of such cases from the
application of s.13(1) of PS(D)R and s.11 of PS(A)O.
In other words, an officer against whom criminal
proceedings for non-duty-related “careless driving”
have been instituted should be exempted from the
filing of a report to his HoD, neither would conviction
on such “careless driving” require any follow-up
action by departments.

8.12 After review, the Administration has come up with a

proposal to exempt from the reporting requirement
all types of traffic offences, careless driving included,
subject to certain conditions to be finalised after
staff consultation. The Administration is firming up
the policy change and will amend the PS(D)R before
implementing the new arrangement.
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5 Under s.13(1) of PS(D)R, an officer against whom criminal proceedings are being instituted is required to report the fact to his HoD.
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Proposed imposition of an intermediate tier of O0D00O0000O0ODOOoOoOoon

punishment between dismissal and compulsory ooo

retirement
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8.13 As mentioned in previous annual reports of the
Commission, the suggestion of an additional
tier of punishment between dismissal and

compulsory retirement has been under review by poboodoooooooooon
the Administration®. After careful deliberation, the gooooboooooobooood
Administration maintains that such an intermediate tier Ooo0ooOoooOoooooooo

would not be necessary. It proposes instead that the

greater use of reduction in rank or reduction in salary

may achieve a more substantive and sustainedpunitve OO0 000000 O0OOOODOOOOO
effect. The Commission accepts such conclusions. Oo0oooon
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Punishment framework for officers under the Civil
Service Provident Fund Scheme

8.14 The Administration is making good progress in
developing a framework for determining different
tiers of disciplinary punishment applicable to officers

under the Civil Service Provident Fund Scheme®’. The
Od0oo0oOooooooa
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Administration has sought the preliminary views of
the Commission on the proposed framework on the
premise that it should be broadly comparable to that
currently applied to pensionable staff. The Commission
supports generally the proposed framework and
has asked the Administration to present to it the
finalised framework after consulting the departmental
management and the staff sides.

% The Commission had raised before the suggestion of an additional tier of punishment between compulsory retirement and dismissal to provide for
the imposition of a reduced pension in cases bordering on dismissal. There was then the concern that in certain misconduct cases it could either
be too harsh to dismiss an officer, because he would lose all pension benefits, or too lenient to compulsorily retire an officer who would be entitled
to retain his pension benefits on reaching normal retirement age.
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57 Civil Service Provident Fund Scheme is applicable to officers who joined the service under the new entry system on or after 1 June 2000 and have

been confirmed to the permanent establishment.
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VISITS

BENE il

9.1

9.2

In 2007,
Commission visited the Government Laboratory,

the Chairman and Members of the

the Post Office and the Hong Kong Observatory to
exchange views with the top management of these
departments on issues of mutual interest as well as
to promote good Human Resource Management
practices. During the visits, the Chairman and
Members also toured the Biochemical Science
Sections of the Government Laboratory, the Inward
Sorting Office of the Post Office and the Central
Forecasting Office of the Hong Kong Observatory
to observe the daily operation of these departments

and the services provided by them.

The Commission continued to maintain close ties
with relevant organisations in the Mainland in 2007.
Three delegations of civil servants, including one
from the Wuhan city and two from the Shenzhen
They
were briefed on the role, functions and work of the

city, visited the Commission Secretariat.

Commission. A wide range of topics on civil service
appointment and discipline were discussed and
views exchanged.

9.1

9.2
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Mr Nicholas Ng (second left), Chairman of the
Public Service Commission, accompanied by
Dr. TING Tai Lun (first right), Government Chemist
visited the Government Laboratory.
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Mr Nicholas NG (first right), Chairman of the
Public Service Commission, Miss Eliza CHAN
(second left) and Ms WONG Mee-chun (first left),
Members of the Commission, accompanied by
Mr LAM Chiu Ying (second right), Director of the
Hong Kong Observatory visited the Hong Kong
Observatory.
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Mr Nicholas Ng (second right), Chairman
of the Public Service Commission, and
Mr Brian Stevenson (first left), Member of
the Commission, accompanied by TAM
Wing Pong (third left), Postmaster General
visited the Hong Kong Post Office.

000000000000000(@O)0
0000000@O)000000(@O)
0D000000000000000

fit = # | 6 ¥ILAVHO

81



CHAPTER

82

BTE

10

ACKNOWLEDGEMENTS

IS &t

10.1 The Commission would like to express its sincere

gratitude to the Secretary for the Civil Service and
her staff for their continued support and assistance
in all areas of its work. The Commission also
warmly acknowledges the ready co-operation and
understanding shown by Permanent Secretaries,
Heads of Department and their senior staff in
responding to the Commission’s enquiries and
suggestions during 2007.

10.2 As always, the staff of the Commission Secretariat

have continued to provide unfailing support to
the Commission by working most efficiently
and maintaining a very high standard in vetting
departmental submissions. The Chairman and
Members of the Commission wish to place on
record their appreciation to the Secretary of the
Commission and her team for their steadfast work
and contribution.

10.1

10.2

oooobOoobooooooo
oooobOoobooooooo
oooobooboooboobooo
oooobOoobooooooo
oooobOoobooooooog
oooobOoobooooooog
goooo

ooooboobooooooog
obooobooboooboobooo
oooobOoobooooooog
gboboboooooobooboono



APPENDIX

B 6%

Submissions with Revised Recommendations after the Commission Secretariat’s Observations

ZECENEERHERREBEBINES

Continuous Other

Open/ Promotions/ | Employment/ | Appointment-

In-service Acting Termination related o
Category Recruitment | Appointments |  of Service | Submissions | Discipline | Total
£l A = P e wg
= 2R/ =it/ T/ EAET

WERE | BABG | rramc | mmEes

Number of submissions
advised on 155

526 25 98 91 895
BRUERNEZ

(@) Number of )
submissions queried

15 275 1 17 13 321
BIRLERNER

(o) Number of
submissions with revised
recommendations

following queries 4 105 1 3 8 121
TERR N ERR BT
R

(b)/ () 27% 38% 100% 18% 62% | 38%
Comparison with Previous Years ERiBFHBFEAELER

Year
2 2 2007
i 005 006 00

Total No. of submissions advised on
e N 765 892 895
HIRME RS

(a) Submissions queried
w12 L AR 245 278 321

(b) Submissions with revised recommendations
following query 117 115 121
TER M E R EF BRI HESR

(b)/ () 48% 41% 38%

68

69

Continuous employment/termination of service cases cover non-renewal, offer of shorter-than-normal agreements, deferment/refusal of passage of
probation/trial bar on conduct/performance grounds, early retirement of directorate officers under the Management Initiated Retirement Scheme and
compulsory retirement under s.12 of the Public Service (Administration) Order.

00/0000000000000000000000000000000000/00000000/000000/00000000000o0o0onon
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Other appointment-related submissions cover renewal/extension of agreements under the old/new entry system, extension of service/re-employment

after retirement, review of acting appointments made to meet operational needs, opening-up, secondment, revision of terms of employment and
updating of Guides to Appointment.
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CURRICULA VITAE OF THE CHAIRMAN

AND MEMBERS OF THE PuBLIC SERVICE COMMISSION

gobobobooooon

Mr Nicholas NG Wing-fui, GBS, JP

Chairman, Public Service Commission
(appointed on 1 May 2006)

Occupation: Chairman, Public Service Commission

Qualification: B.Soc.Sc. (Hons) (HKU), F.C.1.S.,
F.C.S.
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Mr Ng was a veteran civil servant. He joined the
Administrative Service in 1971. Senior positions he
held prior to his retirement include Deputy Secretary
for the Civil Service (Staff Management) (1985 - 1987),
Secretary-General of the Standing Commission
on Civil Service Salaries and Conditions of Service
(1989 - 1991), Director of Administration of the
Chief Secretary’s Office (1991 - 1994), Secretary for
Constitutional Affairs (1994 - 1997) and Secretary for
Transport (1997 - 2002).
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Miss Eliza CHAN Ching-har, GBS, JP

Member, Public Service Commission
(appointed from 1 December 2001 to
30 November 2007)

Occupation: Senior Partner of Jewkes Chan &
Partners, solicitors and directorships
in several companies

Qualification:LL.B., B.Sc., Diploma in PRC Law

00000oGBsaJP
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Miss Chan is the Chairman of the Kowloon Hospital and
the Hong Kong Eye Hospital. She is a Council Member of
the Hong Kong University of Science and Technology, a
Standing Committee Member of the Tianjin Committee of
the Chinese People’s Political Consultative Conference,
a China-Appointed Attesting Officer appointed by the
Ministry of Justice of the People’s Republic of China,
an arbitrator of the China International Economic and
Trade Commission, the Foreign Economic Affairs
Legal Counsel for the Tianjin Municipal Government
and the legal adviser to the Hong Kong Chinese
Enterprises Association. She serves as a Member of the
Administrative Appeals Board and a Disciplinary Panel
Member of the Hong Kong Institute of Certified Public
Accountants. She is also the Chairman of the University
of Victoria (HK) Foundation Ltd. and the Governor of the
Canadian Chamber of Commerce in Hong Kong.
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Mr Simon [P Sik-on, JP

Member, Public Service Commission
(appointed on 23 May 2003)

Occupation: Businessman
Qualification: Solicitor of Supreme Court
of Hong Kong

oooooaodp
ooooo
(0oooo0o00o0oooo)
oooono
oooooooooog

Mr Ip is a Member of the Board of Stewards of the
Hong Kong Jockey Club and an Independent Non-
Executive Director of Hang Lung Group Limited.
Mr Ip is also a Member of the Advisory Committee
on Post-retirement Employment, the Exchange Fund
Advisory Committee, the Hang Seng Index Advisory
Committee and the AIDS Foundation Advisory Board.
He also serves as an Honorary Court Member of the
Hong Kong University of Science and Technology,
an Honorary Lecturer in the Department of
Professional Legal Education of the University of Hong
Kong, an Honorary Research Fellow of the Faculty of
Law of Tsinghua University, Beijing and an Honorary
Fellow of the Management Society for Healthcare
Professionals.
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Mr Michael SZE Cho-cheung, GBS, JP

Member, Public Service Commission
(appointed on 1 February 2004)

Occupation: Independent Non-Executive Director
of Swire Pacific Ltd. and
Non-Executive Director of
Lee Kum Kee Co. Ltd.

Qualification: B.A.(Hons) (HKU)
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Mr Sze is a Member of the Operations Review
Committee of the Independent Commission Against
Corruption (ICAC). He was a career civil servant
and joined the Administrative Service in 1969. In a
career of some 26 years, he headed a number of
Departments and Policy Branches. He retired from
the post of Secretary for the Civil Service in 1996 to be
Executive Director of Hong Kong Trade Development
Council. He retired from this position in May 2004.
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Mr Thomas Brian STEVENSON, SBS, JP

Member, Public Service Commission
(appointed on 1 February 2004)

Occupation: Businessman
Qualification: CA (Scotland), LL.B (Glasgow),
LLM (HKU)
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Mr Stevenson is a Non-Executive Director of the Hong
Kong and Shanghai Banking Corporation Limited
and the MTR Corporation Limited and a Member
of the Asia Pacific Advisory Board of BT. He is also
a Member of the Board of Stewards of the Hong Kong
Jockey Club.
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Mr Nicky LO Kar-chun, JP

Member, Public Service Commission
(appointed on 1 February 2006)

Occupation: Businessman
Qualification: B.Sc.(Hons) (HKU)
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Mr Lo is the President and Chief Executive Officer of
Synnex Technology International (HK) Limited. He is
also the Chairman of the Standing Commission on
Civil Service Salaries and Conditions of Service, and
a Member of the Standing Committee on Directorate
Salaries and Conditions of Service.
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Mrs Mimi CUNNINGHAM KING Kong-sang oooooo
Member, Public Service Commission ooooo
(appointed on 1 February 2006) @Cooooooooooo)
Occupation: Director-Human Resource, ooooooooooooooon
Kowloon Canton Railway ooooooonoo@o
Corporation/Director-Special Duties, oo)
MTR Corporation Limited.
- ooooooooooonooo
Qualification: /\B/;,/: L(/ans) (;’—/Kl?)L /\/IgA (CUHK), O000000o0o0n
(University of London) Gyt
Ms WONG Mee-chun, JP O000ogdr
Member, Public Service Commission ooooo
- (appointed on 1 July 2006) coooooooooon)
- § ! Occupation.: Consultant ooooo
s 7 Qralicaton: f'g:' (EECO/”) (ZSE' dLi’l;C/’O”)’ 0000000000000000
. ) (England and Wales) oo@Eoo)ioooooonn
| ) ooooooooo

Ms Wong is a Member of the ICAC Complaints
Committee, Solicitors’ Disciplinary Tribunal Panel,
Administration Appeal Tribunal Panel and Standing
Committee on Disciplined Services Salaries and
Conditions of Service. She is also an Independent
Non-Executive  Director of Excel Technology
International Holdings Limited.
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Prof CHAN Yuk-shee, BBS, JP

Member, Public Service Commission
(appointed on 1 December 2007)

Occupation: President of the Lingnan University
Qualification: BBA (CUHK), MBA (UC at Berkeley),
MA (Econ) (UC at Berkeley),
PhD (Business Administration —
Finance) (UC at Berkeley)
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Prof Chan is the Chairman of the Advisory Committee
on Social Work Training and Manpower Planning
and a Member of the Process Review Panel for
the Securities and Futures Commission. He is also
an Independent Non-Executive Director of Sa Sa
International Holdings Limited.
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Organisation Chart of the Public Service Commission Secretariat
A EAEESHERAEEER

Members Chairman
3= E— e
_________ Personal Assistant
FABNIE
Secretary (SPEO)

WE (SRERBITRES

Personal Secretary |

“““““ —RFAATUE
Processing Units Administration Unit
sRE B4
Deputy Secretary 1 (CEO Deputy Secretary 2 (CEO)
EF‘J)@Z\y%1 (M%zz(ﬁ) ) BB 2 (RITHER)
Personal Secretary Il
NN
1 SEO 1 SEO 1 SEO 1 SEO
PRITHER1 A ERITHRERET 4 EAITHERE1Z ERITRERE 14
4 SCOs 1CO
ERXELFE 44 NEFEIZ
6 COs 1 ACO
XEFXE6CR BEXEEFI1A
2 CAs
NEE 24
2 OAs
PWAZBNEE 24
1 Personal Chauffeur
EESETUARMKZ
Hml

Legend
Directorate Executive Officer B RAITHEE

Executive Officer Grade 1T EEBZE
Clerical Grade & ASBH
Secretarial Grade FYEBH

Chauffeur Grade &2 5 A #E R

SPEO - Senior Principal Executive Officer
CEO - Chief Executive Officer

SEO - Senior Executive Officer

SCO - Senior Clerical Officer

CO - Clerical Officer

ACO - Assistant Clerical Officer

CA - Clerical Assistant

OA - Office Assistant

no - —
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Flow Chart lllustrating the Vetting Process of Promotion Cases

EREBEREREFREE

Departments/Grades ZfP9 / B & Commission Secretariat ZEWERE

Notification on convening of a . Arrangements and previous
promotion board observations checked

BNAREENEEE o EHEERSRLENER

Convening of promotion board l
with revised arrangements, )
if necessary _ Formal vetting
BEEFERZEES  MERE - S
{EEEET &8k |
| i v
v Queries raised No query
2 e REHE
Conclusion and submission of / A i &
board recommendations ¢
e R R \\\\\\\‘
— | Further vetting
| E—H B
3 4
\ Formal submission to
Re-examination and Further queries N? e quEery Comn?|sasi) i forj dviss
elaboration on queries raised by raised after RBHMERE Eiﬁfmf&ié%@
the Commission Secretariat consultation BARR
ERiEEEE amERRET at senior level A
RIRRE HAmERREE
; HithFE
v /
Re-examination and \
elaboration on further queries
raised by the Commission _ Further vetting
Secretariat N E— T
ERiEEEanERE—
R HE ‘
Queries remain unresolved No further query |
R AR REEMEE
Bringing up to
Chairman/Members of the
Commission Y
L HEERTRE | ZERY , B
l»  Follow-up on Commission’s Tendering of Commission’s
advice and observations - advice and observations
RN EEREE REREENEELER
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Open Recruitment

Number of Appointees (by Terms of Appointment)
in the Open and In-service Recruitment Exercises in 2007

ZETLFLFRMAEMBE A (FRERFR5IL)

UNEGERE):

» on probationary terms
AR

« on agreement terms
RENBRZE

« on transfer (between departments or grades)

B (BRPIBAR Z )

Sub-total /gt

In-service appointment

E

» on trial terms
AR

» on probationary terms
B BERZEE

« on local agreement terms
BRSNS

Year

F4

2007
2006
2005
2004

Sub-total /\st
Total &5t

Comparison with figures in previous years

BB ERHFNHFLLR
No. of Local No. of Non-permanent
Candidates Appointed Residents Appointed
EANSHEHEAN  BRANIEXAMEREAH
674 2
396 -
223 -
90 2

Number of appointees

ZEAH

534

39

582

92

94
676

Total
O
== -]
676
396
223

92
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Other Civil Service Appointment Matters Advised by the Commission in 2007
(Breakdown by Category)

“ERLFHHTRERERNEMABREIEE (RERE7)

Other Civil Service Appointment Matters Number of submissions
Hith ABEREISEE [EES (=]
Non-renewal of agreement

RS E

Offer of shorter-than-normal agreements
REAHREERENEL

« on performance/conduct ground (4)

AT ERIR/RITERSTRIE (4) .
« to tie in with the 60th birthday of the officers concerned™ (2)

Lkt 5 BB ABR60ER (2)
Renewal or extension of agreement 10
BHANE R
Refusal of passage of probation bar 4
ETRE AR
Deferment of passage of trial bar 4
ERFERR
Deferment of passage of probation bar 5
ERH AR
Early retirement of directorate officers under the
Management Initiated Retirement Scheme 2

BHRRABSREHERNEIRFRIN

Retirement under Section 12 of Public Service (Administration)
Order on persistent substandard performance ground 7

R TERR/EREMRR (ABAR (BE) <) 551 26RIK

Extension of service or re-employment after retirement
RAREEEREBITRE
« Directorate officers (1)
HREMAE (1) 7
« Non-directorate officers (6)

FERBAE B

Secondment
B

Opening-up Arrangement 9
PRI A 22

Revision of terms of employment 4
CHESGEIESA

™ Under Civil Service Regulations 280 and 281, the further employment of an agreement officer beyond the age of 60 will not be
considered other than in very exceptional circumstances.

OO0000000000028002810000000000000000000006e0000OO0OOOOOOOON
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Disciplinary Cases Advised by the Commission in 2007
Breakdown by Category of Misconduct/Offence and Punishment
—ERLFHHTEESRNLEER
BEAETRMBFRTEINEI AR SHNHF
Category of Misconduct/Offence RNE{TA/MIZ=TEITEER
Qrimes Negligence, failure to perform | Unpunctuality,
Traffic conviction not | duties or follow instruction, | unauthorised Other
Punishment related under columns | supervisory accountability and|  absence, Misconducts™ | Total
BIAR offences _tand2® insubordination abscondment st ax
ERXE BOEEM | pemE  FEOEE AFE |t
SBAIER MRS | srumier - mEROR | EEBEST =R
(AR R A BB
Dismissal
= - 3 - 5 0 8
Compulsory
Retirement - 3 1 4 3 12
BIIRIR
Lesser Penalty
B S 4 6 9 20 30 71
Vel 4 12 10 29 33 91
=}~

Note 7% (a) The Commission advised on 91 disciplinary cases in 2007.
ZESHE_FTFTLEMI FALEZERREHUER -
(b) 19 of the 91 disciplinary cases followed upon conviction.
ENRERARZF  B19 RREFAREEHERZRILETLUEE -

(¢) In5 of the remaining 72 disciplinary cases, the officers concerned have absconded.

ERERT2RECEBR

 BSRATE RN B ZBIERL -

* Including common assault, conspiracy for public servants to accept advantage and gambling, etc.
BELBRTT - RECABASEIA G - BEEMEA -

** Including unauthorised outside work, being rude to supervisor, accepting an advantage/excessive entertainment, fighting
in a workplace, misuse of government vehicles and abuse of official position.

BERCHDEMEENE LR - HBHG LR - 28/ - ELFEBFHR -

BRBFERR AR -

&= | LXpuaddy
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Disciplinary Cases Advised by the Commission in 2007
Breakdown by Salary Group and Punishment

“ERLFHHEE IR RNCEESR
BB ERMBI LB PNEF

Salary Group #rE4H5
Master P | Master P |
Purishment | AtorBelow Nesterpay | MerPaySede | MasterPayScde o
#EH Scale P‘EJS ol eql\uvalent equivalent equivalent L
RIBESHINTE | garmmie-sogel | @FREUBIL LY
“ahikidle EIEEH = BEEHH

Dismissal
2 § 3 0 8
Compulsory
Retirement 6 6 0 12
BIRIK
Severe
Reprimand + Fine 22 19 3 44
BRI + B
Severe
Reprimandne 3 2 4 9
BBEE
Reprimand + Fine
S + B 8 2 0 10
Reprimand
Lo 6 2 0 8

Total 55t 50 34 7 91
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