and Prgcedures

A% the €al t ﬁeetinﬂ held on” 28. 03 79, ‘the Hon. Prlme
Minister re forred to the need far extengive Adminlstra tive Reforms
if the pro?rammea of the Government were to' be 1mplemcnted e
expedi tiousty and efficiently. Consequcntl y Hemoranda embodylng
several propbsals foy the purpose "of unlsrtaxlng réforns in the

administration were submitted to the Cabinet) by the Hon. Mlnlstéff.~
~of'Trade & Shipping, Hon. Hinister of Public Administration’& Home "
Snffairs, Hom. Minister of Lands & “Land Devclopmbnt and Mahaweld "

Deveiopmcnt and the Hon. Minister of 'Fisheries. A ‘Gonsolidated

" “Repdrt dated 10.12.79 which.sunnarised the nain rgcommendat¢ons of .

Ythese four Memoranda (prepared by a group of ofp1c1als from the .
Ministry of- Plan Implementation), was con51dered by the Cablnet at i
1ts meetlag on g9« 01, 80.~”< e _
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i " The Cabinet at £his meeting de01d;d to %ccept the
prcposals suinarisgd in parag graphs. 3 to & of the Coansolidated

. Report and al.o reguired that .he details concurning tﬁclr

' _}Tplf“ﬁﬂgdulom e woeked sout by the Development® oecrctarlu :

araitte e and.yuomgtxnl to -Cabinet. ‘A Sub Conmitted Lﬂnolatln * oy

P Sécrstyry, Minlstry .0f Bublic- ndmlnlotrﬂtlon, Secretary to the 7

ivekkuwlstcr, gebratunyy-‘;nl"try of Tride & ohlpplﬁb, ‘Secretary,

0 dstry of Plan Lﬂliemcntdb;pn . Secretary , Mirniatry of Tl»hcri"ﬁ ;

'and_ﬁ&pm‘5¥ °pret¢ry ro Lhe dreasury was dpﬁ01ntgd by ‘THe 3ovoionmnnu

[ , ei 8t +hu confercnOu hcl’ o Zq 01.)0.
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8.4 pment.Action Commiti
- c: - and. Corporation £onsist o oy oy S
T sentatives from the:staff and cdust tueny b comii ¢ La
' un unctiofis /foperaitional work areds forganisation

.+ ... forméd under 'different f c tiohis /2 onal g A Tea8 /01 ganis:
- (isub{uﬂfﬁé/locaﬁionSGCfﬁtke Depéﬁtmeni/CorPOrgtjﬂn/é0n6§rn§¢¢j The
,,.,dbEmitteaAand;alsOVitSlsub'commfﬁﬁees shiould’éolla; gnerate,
" “goordinate and~ﬁhplementféuéa¢§?$9?§ﬁf§r'5m§?¢2iﬂ5'°rsfﬁiﬁ&tionm;"f
‘-apé}fofmahcé;;“TﬁE”CQmMitteé“éhqdd meet at least qpce‘eéchwmonth>»v

- and .the records of suych mebtings with an-evaluativye report of .
2 Pt T TR R : e 1 i A P e g b A ey o i 4
‘performance. improvemente achieved, snduldjbe,supmlited‘by»each; _
. TZepa of Depértment/Corporation”to.its‘su;érvi§pry Ministry = -
S ragularlyxgpd_wjthouﬁjuﬂdpe delay:for;further“aCtiqn to be taken by
' such'Mini§tryjmhergvargnegesﬁary, <Alsovinformé1.wak:grpu s with
" smaller membership should be formed along the nain nannger al
and operative levels in each organisation. Suck informal groups
consisting. of a-superyvisor and his main subordingte staff at the
next”léﬁér'levelgashogld‘meet regllarly each week to facilitate
o more effective planning, ceordination and review of daily work
A as well &8 to propose and implement suggestions for performance -
C lmprovement in their own work places. Other Committees in
'2 ~ organisations. examining waste, surplus manpower etc. should be
dissolved and their functioms taken over by these institutional

arrangements, ‘

iy 9. The main functions of the Development Action Committee, Stib=
o Commi ttees and informal ‘work groups should be to increase
: productivity and efficiency, reduce cost ang waste, ‘ensure
optimum use of human and material resources and also enable the
organisation to ¢ffectively plan, coordinste ang achieve its
programme results. Honoraria of an adequate magnitude should
be paid as an incentive to all members of each Committee, Sub-
Committee or work groups in relation to thevalue of tue -
Suggestions which are approved, to yield the results expected.

- . O e s —— &

10,1t should'be the ré8ponsibility~of,each'Ministry and Départméht

’(j g to calculate and formulate work norms of output/performance -
L linked with attendance for 211 grades of staff considered
) Q" appropriate. A team of officers of -esch Ministry together

with the Tepartments thereunder, should be set up to formulate

work norms. The Ministry of Public Administratisn Should -examine

and finalise such work norms and the incentive bonus payments Mdouble
CAncrements or other incentives which are feasible and payable by Governr

- 11.ALL Ministries and Departments should glve greater weightage-
to performance outputs and the work effeciiveness of staff over
claims of relative seniority when selections/recommendations
are made for the award of foreign scholarships, seminars,
obscrvation tours, training 0ffers etc,

. . 3
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12, A simplified form of Managgement by Objectives (MEO) should be
) i introduced in a pragmatic way in Ministries ang government
: '(\,_ departments, giving due consideration to the nature of _
objectives, work processes and results intended to be achieved
by such agencies. 1In applying MEO systems to an organisation



L, 6
S :':adequate emphasis should be given to the need for continuous
'definitionvof task responsibilities of teams or work ‘groups and '

to the revfew"andfevaluation*bf,team performance of such

d

. func tional groups in organisations.

L, p 3 Wl L ;o 5y

lould “exariine ‘the clerical and
éfficé'ﬁyStémﬁofjthéir~drgani§ations, ad desizgn changes far
;adépﬁingfaqseCrétarial systen of work with &' central registry
ofﬂfilés?ﬁd'aq'altgrndtivefto'the.subjdct»ch&rk'systen; %herever
suth chémied drs necegsary and consonant with the needs of
théuorganihétiﬁnﬁccdcdrnéd.f’In the event of the subject clerk - i
systenm bein: comtimues is any organisatioxn, thirre should be -
nore-effective supervision of clerical wors: by the staff
officgrq;ggpce;ngd;, Inprovements in office layout and a closer

4% physical' i cation ¢f staff in relationftq’the:supérVising

g 13;_chh'ﬁini5try”énd'Department*shou

e

\'_qgiiiia?ghéfsqurvision alsé‘neeﬂs;pd‘bg"efféctéd. J

e

1, Eadﬁ"ﬂiﬁfatfﬁqand“Départment shouldl prépafe‘cémprehgnéivé.work

-~ Lo Manqals_qgggnidg‘g;;:wqu“operationﬁ in such organisations at
' all‘wa:gflevels;[definins the aims, basic work procedures.and . - :
: work levels, "deffning the dins, basic' work proc%dures”and'work '

£ steps involved in discharging such work,. HoWever;'the'épp;ichfion

_ of such Work manuals. should also beay consideration to . ;
. ww;ﬁituatiopalwpgquirgmsnts#and2thc.negd~§9n‘£lexibilitx and. -
f adaptation, ‘g o ST o LI P

“ 3 A -

-~ to hsaéﬁsfﬁyerStaffing,&nd,sudh[ékcess staff may be redeployed
in ofher worx aréas requiring staff within their agencies, | =
Howgver,fstaff~found'thbe in. excess by independént éHécks )

L done. by ‘the Budget Division of the Treasury or the Management

: '/ Bervices Division of .the Hinistry of Public Administration . ‘

" may be‘t&aﬁsfqrred.to'cher,MiniBtriés,‘organisations;br’work{ L
-areas. The Budget Division should be reinforced iby the Co
‘appointment on' a bermanent basis of stafs competent in work
study to discharge such checks, - , ‘

. Js . . . . | .. : .

- -5+ Bach heed of a M;nistry/bepartment'should be held responsible R

¢ 16. All hends of Departments and supervising officers should be
C élearﬁy'instruéte¢,tofuse and deploy staff to obtain. the maximnm
-, dse of humaqfresourcesg Supervisory officers should regularly
. <. _check the work-output of‘staff,:attendance_registers,«absence-during
working hours and lack of‘punctuality,fpersonal transactions '
', in offices; misuse of' telephones etc. Supetvisory staff
/ should be located in ‘¢iosec bproximity to their ;subordinate staff
" and % responsible for the disciyline, grant of leave énd o
maintenancé,qf personal files of personnel who are directly
‘ responsible. to them. 7The responsibility for the supervision .
" . of staff of g particu&ar'levblfshould'dévolve on the sudervisory
; staff at the next higher level., Disciplinary action should be
' i pursued against sdpervisory Personnel concerned for neglect of.

supervisory ‘functions and duties outlined ahove.

.oy . ) . o -
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‘,be frozen and f tu1

. epplicants in : :
“peruonncl outside their Jlstrlct offrocﬂdbnce shauld‘by done -

Lonly. in

"puraonul or pom-tlv 1 HCwIVCo-‘ » : Ca s

ary:
,es in tho publlg 5ecto; )
tﬁgnafcrs considered. onlJ for placemept of
eir districts of residences - The trangfor gf .- .

nstaneek of .estabplished. guiltafter-a- forn :
311nury inguiry uhacb nocessitates such a ronsfer. . Ihcrc :
should «@leo be cdequnts legal or constluutloval safeguy rdo_.¢r;,
prevent1n> the wrnnmful tranL er of publlc OleCCrQ for '
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All Qupurv1oorv ot ff\"ﬁguld nnsure th -t thcv do, not functlon
1ndc>bndbntl" of. cac“‘ thbr,kzhen funcLlonlngvﬁu o3 tcmﬂ Holpu
to conserve resources or - to cchieve objedtives b“ﬁﬁcr.

Arrangenents should be exmlored for the pooling of resources

such as clerical scaff, tyvlnv anl stenogranhy staf: vchlcles
etc3_‘inuordcr that optimum use can be made from such resource
pools. Authority and dlocret¢on should be giver to Honds of.
Dep?rtmento:_n& Corporations to arrange for optimun utlllsatlon

.of resources by meesures for greater coor41nhtlon and mutual

Qnarlng in tbelr day to day worlk.

o ' .
a

While au DnlfLed rMministra ative Service has its ad vuntaues,
nevertheless in wmany Departments with rnmore speciclised-

functicns.such as Lo sbour, Co- -operstive, Londs, cote., it is obscrde

that there is inalequate specialisation on thb part of officers
liable %o trrnsfcr. It zhould be the responsibility of each.
Mirnistry and the Jepartmente under it to identify those posts
uhlcp call for scme degree of specialisn and to devise a

cthod of improving the Specialist Knowledge of the ‘staff
clther by lonZer rctention of transfecreble officers or the
anoointmont of officers to departmental gredes r ccognizing
howavcr, that thﬁ'luttbr Lould exXpect promotion prospuctu,
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