Ref: …………….

Date: ……………………..

Mr/Ms ……………………….

……………………………….

……………………………….

I.D. No. ……………………..

Filling of Posts / Positions of ……………………………… in the ………………………………. in terms of Call for Applications as per ………………. dated ………………………

Dear ………………

I am pleased to inform you that, following your success in the selection process for the posts/positions in caption, the Permanent Secretary has approved your appointment as ………………………….. in the ………………………… with effect from …………………………

You are now kindly asked to indicate whether you will be accepting or refusing the appointment or opting not to take up the appointment but to remain on the order of merit till the validity of the result, by ticking the appropriate box in the attached form.

Your attention is drawn that acceptance of an indefinite appointment signifies that any pending applications within the Public Service are automatically considered renounced, unless the latter are applications for Senior Appointments Advisory Committee (SAAC) positions/Assistant Director Advisory Committee (ADAC) positions or applications for a definite position or applications by Gozo-resident officers who have accepted an appointment in Malta while having a pending application for a post in Gozo; whilst acceptance of a definite appointment signifies that any pending applications for definite positions within the Public Service are automatically considered renounced, unless the latter are applications for SAAC/ADAC positions or o applications by Gozo-resident officers who have accepted an appointment in Malta while having a pending application for a definite position in Gozo.  In this regard you are to indicate, in the appropriate space in the attached form, whether you have any other pending application/s.  Any appointment attained as a result of missing/false/misleading information will be revoked and you may be liable to disciplinary action.
.
If you are accepting the appointment, please indicate the date when you will be able to take up the duties of the new post/position.  If you are unable to commence duties within one (1) week from the date of this letter, you should give the reason, supported by the relevant documentary evidence, if applicable.

For details regarding the policy in respect of a delay or a postponement of appointment or the option not to take up the appointment but to remain on the order of merit till the validity of the result, you are to refer to Section 5.4 of the Manual on Industrial Relations and the Selection and Appointment Process under Delegated Authority in the Malta Public Service (https://publicservice.gov.mt/en/people/Documents/People-Resourcing-Compliance/Resourcing-Manuals/Manual%20Industrial%20Relations%20-%20Version%20%205.1%20as%20on%2029%20Sept%202022.pdf ). 

If, notwithstanding the possibility of requesting a delay/postponement or of not to taking up the appointment but remaining on the order of merit till the validity of the result, you opt to refuse the appointment, please note that you will have no right to an appointment under the same call for applications, even if you subsequently change your mind.

Likewise, should you resign the post/position after taking up the relative duties, you have no right to be re-appointed under the same call for applications.  In case you held another substantive grade, you will revert to the former grade and the respective provisions of the Public Service Management Code shall apply.

Kindly provide the following documents:-

(1)
the attached form, duly filled in and signed,
(2)
in the case of selected candidates from outside the Public Service, a Certificate of Conduct issued by the Criminal Records Office or other competent authority not earlier than six (6) months from the closing date of the call for applications,

(3)
the Declaration Prior to Appointment in the Malta Public Service (available for download here – https://peopleandstandards.gov.mt/en/pages/forms-and-templates ), and

(4)
if applicable*, the Declaration available at Appendix 1 to Directive 16 regarding the “Governing Framework for Preventing and Managing Conflicts of Interest in the Public Administration” (available for download here: https://peopleandstandards.gov.mt/media/PDFs/DocsDirectives/Directives/Annex/Framework%20for%20Preventing%20and%20Managing%20COI%20in%20the%20Public%20Sector.pdf ) - *the Declaration has to be filled in invariably if the post/position (i) is in salary scales 5 or higher and/or (ii) is considered to be a high risk post/position as listed in the Sixth Schedule to the Public Administration Act and/or (iii) involves regulatory / inspectorate functions as listed in the Annex to Directive 14.1; in all other cases, the Declaration needs to be filled in only by selected candidates who have any known actual, potential or apparent conflicts of interest,
and send to the undersigned by not later than one week from the date of this letter.

You may reply by registered post or by sending scanned copies of the required documents through electronic mail at the address ………………………………….  

Failure to reply by the indicated date will be automatically considered as a refusal of appointment.
Yours faithfully

……………………………..

Director Corporate Services / Human Resources /People Management

Information Protected – Personal information provided on this form is protected, and used in accordance with the General Data Protection Regulations (GDPR) and the Data Protection Act.

Ref: …………….

Mr/Ms ……………………….

……………………………….

……………………………….

I.D. No. ……………………..

Filling of Posts / Positions of ……………………………… in the ………………………………. in terms of Call for Applications as per ………………. dated ………………………

I, Mr/Ms ……………………………….………. with I.D. No. …………….., have read the above information and hereby declare that:-

 FORMCHECKBOX 

1.
I accept the above captioned appointment and am in a position to commence duties on …………………………………………………… (if commencement of duties is not within one (1) week from the date of this letter, the reason, supported by the relevant documentary evidence if applicable, should be given) (if you tick no. 1, then you must tick either no.1A or no.1B, as applicable);
 FORMCHECKBOX 

1A.
I do not have any other pending applications;

 FORMCHECKBOX 

1B.
I have the following pending application/s 
 ……………………………………………… ………………………………………………………………………………………………………………



(please indicate post/position, Ministry/Department and date of respective call/s)
 FORMCHECKBOX 

2.
I opt not to take up the appointment but to remain on the order of merit till the validity of the result;
 FORMCHECKBOX 

3.
I refuse the above captioned appointment.

………………………………………………


……………………………

Signature






Date

The information on this form will be used for processing purposes by the employing department/directorate and may be shared with department/s or directorate/s where the candidate has other pending application/s.

� “Pending applications” means applications from the point of submitting an application up to the point of expiry of the validity period of the result.





