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Appendix D ()

Basic Procedures for
Processing Submissions

(See also Flowchart at Appendix D (ii))

(a)

(b)

(©

(d)

The heads of the disciplined services and
the Administration arc expected to make
submissions according to the time frame
set out in the Work Programmes. In
addition, the Police Force Council and
the Disciplined Services Consultative
Council may refer matters relating to
pay and conditions of service to the
Standing Committee.

When a submission is received, the
Office of the Secrctary General
cxamines it, makes preliminary
observations, sends a copy of the
submission to Members of the relevant
Sub-Committee, carries out further
research and analysis and, in parallel,
seeks the views of the Administration on
the issue, if these are not already known.

A discussion paper is then presented to
the Sub-Committee for consideration at
a meeting or, in straightforward cases,
by circulation. (If considered necessary,
visits by Members arc arranged to enable
them to familiarise themselves with the
background to the issue beforchand). If
a meeting is held, representatives of the
departmental management, staff
associations and the Administration will
be invited to attend, to give them an
opportunity to express their views in
person, to clarify points made in the
submission and to iron out any possible
misunderstandings.

The Sub-Committee, taking into account
the views of the departmental
management and staff associations and
those of the Adminmistration, makes its
recommendation to  the  Standing
Committee.
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The Standing Committee then considers
the issue, taking into account the views
expressed by the  departmental
management, staff associations, the
Administration, and the re-
commendation of the Sub-Committee,
and formulates its advice to the
Chief Executive (or to Civil Service
Bureau on certain matters bearing on the
whole Civil Service).

The advice to the Chicf Executive is
presented in the form of a letter setting
out the Standing Committee’s re-
commendation and, where necessary,
the reasons which led to it.

The Standing Committee is an advisory
body and does not decide on proposals
from the disciplined services. Hence, 1t
does not deal with appeals against
decisions taken by thc Administration on
the basis of its advice. However, if the
Administration considers that an appeal
from a disciplined service constitutes
sufficient grounds for reconsideration, it
may submit the case to the Stianding
Committee for advice in the normal way.

In the case of submissions seeking the
creation ol new grades and ranks, and
permanent  directorate  posts,  the
disciplined scrvices concerned direct
their submissions to the Administration
and copy them to the Office of the
Secretary General. In order to save time
and to maintain consistency with the
procedurcs adopted for the rest of the
Civil Service, the Administration will
process the submissions and submit its
rccommendations to  the Standing
Committee.

These procedures can be telescoped in
the case of straightforward submissions,
which are normally handled by
circulation, or in especially urgent cases.
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Appendix D (ii)

Procedures for Processing Submissions : Flowchart

Submission from Heads
of Disciplined Services

Submission from the
Administration

Submission from
Disciplined Services
Consultative Council or
Police Force Council

Office of the Secretary
General examines the
submission, makcs
preliminary observations,
and sends the submission
to the relevant Sub-
Committee

Office of the Secretary
General seeks clarification
and comments from the
department and the
Administration, as
necessary

Office of the Secretary
General consolidates the
known views of all
relevant parties and its
own analysis in a
discussion paper for the
Sub-Committee’s
constderation

Sub-Committec meets to
discuss the paper and to

(A)

Views of
departmental
management

(B)

hear the views of parties
(A), (B) & (C)

Sub-Committee makes
recommendation to the
Standing Committee

Views of the
Administration

{C)
Views of staff

Standing Committee, taking into
account the views of the Sub-
Committee, considers the issue

Standing Commitles submits its advice 1o
the Chicf Executive

associations




