Updates to the Manual on IR and the Selection
and Appointment Process under Delegated
Authority ancillary to Directive 9.1
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Clarification that in the absence of a Permanent Secretary,
delegation of authority to issue calls and to take other actions
under the Manual is exercised by the Principal Permanent
Secretary.

Clarification that the inclusion of a “qualifications” column in the
schedule of applicants is at the discretion of the authorities.

The words “prior to the closing date of the call for applications”
as regards the issue of the GP 47 were amended to read “not
earlier than the date of publication of the call for applications”.

Clarification that Selection Board members who are not serving
public officers are to place their notes in a sealed envelope which
should be clearly marked to indicate the respective selection
process. The sealed envelope is to be handed to the Chairperson
of the Selection Board when the report has been compiled and
submitted, and the Chairperson is to make arrangements for its

appropriate filing.

The established time-frame for the submission of representations
regarding ineligibility is of five (5) working days.

Additional document to be included with the list of documents
attached to the Selection Board report - i.e. the statement
received from the Public Service
representations regarding ineligibility were
applicants (if applicable).

submitted by

The following text was included as the last sentence of the
paragraph - “A note should be posted on the notice board stating
that no photos of results may be taken.”

Additional requirement - “In addition to the mobile number (and
email address) of successful and unsuccessful candidates, the list
should also include the generic “no reply” email address of the
Public Service Commission resultsnotification.psc@qov.mt , in
order to assist the Commission in keeping track of published
results and concluded selection processes.”

The words “SMS alerts” were amended to read “SMS alerts / email
notification”.

Clarification that in the absence of a Permanent Secretary, letters
of appointment are to be signed by the Principal Permanent
Secretary.

Clarification that when renewing a definite appointment, a fresh
letter of appointment is to be issued, omitting reference to the
probationary period since this would have already passed.

Copies of the letter of appointment are to be sent to the HR
Management Systems Directorate  within  the
Administration HR Office, the Gozo Salaries Section and the
Auditor General.

Commission that no

Public
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The following text was included at the end of the sub-paragraph
- “Calls for applications should make it clear that candidates are
to regularly check the respective website in order to be aware of
the publication of the result.  Failure to receive an SMS alert
notifying the issue of the result does not constitute a justification

for submitting a petition beyond the 10 working day time limit’.

Changes resulting from the Standard Operating Procure (SOP)

concerning Timeframes for the Selection Process (announced
through Letter-circular dated 27% September 2016). In addition,
the SOP, being a step-by-step guide for officers responsible for
HR matters and for officers/persons appointed on Selection
Boards, is reproduced in its entirety as an Appendix to the

Manual.

The inclusion of provisions covering instances of the concurrent
issue of an internal and a public call for applications for the filling
of a particular vacancy.

Issue of all calls for applications, both internal and external to take
place on a Friday. Ministries/departments to submit, by not later
than Wednesday of every week, returns (including ‘Nil’ returns)
and PDF formats of the relative calls, both in Maltese and English,
that will be published the following Friday to the generic email

account rps-psd.opm@gov.mt.

The inclusion of the provision that public officers, as well as newly
appointed recruits, may not apply for a higher post or position
solely on the basis of their current grade or position to satisfy the
eligibility criteria, unless they are confirmed in their current

appointment.

To ensure that the Selection Board abides by the instructions at

Section 4.2 (ii) and (vi) of the Manual, i.e. that before compiling
and finalising the report, the Selection Board should check with
the Public Service Commission whether there are any pending
representations from candidates who were declared ineligible.

Inclusion of the requirement that results should be displayed on
the notice board of all the branches of the Ministry and the
department where the vacancies exist, including the notice
boards of institutions such as hospitals, health centres and
schools, as applicable. Moreover, the SMS alert service, which
informs candidates that the result has been published, should also

inform them of all the places where the result may be viewed.

Inclusion of provisions regarding the procedure to be adopted to

determine whether a post is of a professional/specialised nature
and hence whether the Selection Board should be composed of
at least two specialised members.

Inclusion of the requirement that if, for any reason, a person

nominated to form part of a Selection Board is not a serving
public officer or does not form part of the SSP of the respective
Ministry, the prior approval of the PSC is required.

Clarification to the effect that marks for additional qualifications
are to be awarded only for the highest qualification held by the

candidate in accordance with the pre-determined sub-criteria as
established by the Selection Board, unless otherwise approved by
the PSC, prior to the start of the interviews
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Clarification to the effect that in cases where a revised result is
issued, the validity period of the result nonetheless starts from the
date of the original result.

Added clarifications to the effect that Public Officers who apply for
a higher post or position on the basis of their current (or previous)
grade or position to satisfy the eligibility criteria, must be
confirmed in their current (or previous) appointment, as the case
may be, irrespective of whether any other eligibility requirement/s
(e.g. qualifications, service, experience) need to be satisfied.

In the case of internal positions, where eligibility is based on
qualifications and experience, applicants should be confirmed in
their current or in a previous (not necessarily related) appointment.

Included the definition of a “management position”, with
particular reference to such a position within the Public Service.

Directive 9.1, together with a revised version of the Manual, was
issued. The revised version includes provisions, as a pre-amble to
the process of selection and appointment, regarding the authority
to conduct Industrial Relations in the Public Service.

An SOP concerning the “Timeline for Approval and Publication of
Internal and External Calls for Applications” was included as an
Appendix to the Manual. A new paragraph was added to Section
1.3 alerting users to the procedure to be followed for the
submission, approval and uploading of calls for applications.

The words “...should include at least two specialised members ...”
were amended to read “...should include two specialised members

Section 2.12 was amended, as per instructions issued in Letter-
Circular dated 26 March 2019 regarding “Selection Processes and
Discipline Proceedings”. This amendment ensures that whenever
candidates are deemed ineligible by the Selection Board in the
course of selection processes, the Board should give, apart from
the relevant eligibility paragraph quoted as per call for
applications, the full details of the reason that justifies its decision
of ineligibility.

Included a column in the assessment sheet (accessible at
https://publicservice.gov.mt/en/people/Pages/PeopleResourcin
gandCompliance/FormsandTemplates.aspx) to indicate the
paragraph in the respective call for applications, through which
applicants were deemed eligible. Such information would not
only prove useful at petitions’ stage but would also assist
Directorates responsible for Human Resources when faced with
requests for qualification allowances.

Included the requirement that the date of issue of the GP47
should not be earlier than one (1) month from the date of
application by the candidate.

Sub-paragraph was amended to the effect that in the case of
online applications or applications received by post, the applicant
is to be informed of any missing documents immediately after the
closing date, and notified that as a consequence his/her
application will not be considered further, unless justifiable
reasons are given by the applicant, to the satisfaction of the PSC,
for any omission or late submission. Such justification should be
sent to the PSC within five (5) working days from the date of the

! Repealed through Letter-circular dated 7 November 2019.



20/09/2019

21672619

23/10/2019

23/10/2019

Section 2.2

Section 2.11

Section 5.2

Amended to read: “Incomplete applications, and applications
received after the closing date and closing time should not be
considered by Selection Boards unless the PSC permits their

Amended-toreflect the-above-amendments:

A new sub-paragraph numbered (v) was added to clarify that
PSC approval is also to be sought in those cases where, due to a
large number of applicants and in order to complete the selection
process within the given timeframe, the authorities consider it
appropriate to have multiple Selection Boards in respect of a
single call for applications.

Sub-paragraph was amended to clarify that in all cases (i.e. online
applications as well as applications received by post or submitted
manually), the applicant is to be informed of any missing or
incorrect documents immediately after the closing date (i.e.
within two working days from the closing date of the call for
Sub-paragraph was amended to clarify that before compiling the
report, the Selection Board should enquire with PSC regarding
any appeals concerning applications with missing/incorrect
documents, in the same way as is done in the case of applicants
Sub-paragraph was amended to clarify that applications which
were not considered due to missing/incorrect documents need to

be-accounted-for-in-the SetectionBoard-report:
op fed f I T rifications.

Section was updated to reflect the current provisions in terms of

the Conducts Certificates Ordinance (Cap. 77 of the Laws of

Malta) regarding the types of Conduct Certificates issued, i.e.

Form A and Form B.

Change in procedure

Previous procedure:

If, on the basis of the Declaration Prior to Appointment, the
authorities were of the opinion that a successful candidate should
not be appointed, they were to submit the matter, together with
all the relevant documentation, for the consideration of the Public
Service Commission.

New procedure:

If, on the basis of the Declaration Prior to Appointment, the
authorities are of the opinion that a successful candidate should
produce the complete record of criminal convictions (fedina
penali), then the latter is to be asked to provide the complete
record himself/herself. If, following its production, the respective
Permanent Secretary considers that the appointment should not
be proceeded with, then the applicant is informed accordingly,
given back his/her record of criminal convictions, and informed of
his/her right to appeal with the Public Service Commission. Hence,
the Commission remains distant from the case until appeal stage.

2 Repealed through Letter-circular dated 7 November 2019.



7/11/2019

11/11/2019

08/05/2020

15/06/2020

23/09/2020

25/11/2020

25/11/2020

07/01/2021

02/03/2021

25/03/2021

Section 2.1
(iii) and
respective
SOP

Section 2.1
(iii) and
respective
SOP
Section2.1and
respective SOP

Section 1.4 (i)

Appendix 1

Section 4.2 (iv)

Appendix 1

Sections 2.2
and

4.2 and
Appendix 2

Section 5.2

Section 2.1

Sub-paragraph and SOP were amended as per following
procedures:-

i. if applications are received manually, checking has to be carried
out there and then;

ii. inthe case of online applications or applications received by post, the
applicant is to be informed at the earliest of any missing
documents; and

iii. in all cases (excluding cases where applicants are awaiting MQRIC
equivalence where a maximum of four (4) months is allowed for
processing) applicants are to be granted up to two (2) working
days after closing date or up to two
(2) working days from date of notification, whichever is
the later, to submit the incorrect or incomplete documents.

Added a clarification that the provisions of Section 2.1 (iii) shall apply to all
selection processes unless the call for applications states otherwise.

Amended to reflect changes resulting from the automation of the process,
insofar as the receipt, registration and acknowledgement of applications is
concerned, through the Recruitment Portal.

Amended to reflect that a public officer must be confirmed in
appointment prior to being eligible to apply laterally or for promotion
to a higher grade/position. Thus, calls for applications,

both internal and external, are to stipulate this requirement.

Amended to reflect changes arising from the Recruitment Portal procedures.

Added the requirement that the assessment sheet should include an
indication of any assessment/s carried out on a provisional basis pending
presentation of MQRIC equivalence.

Moreover, the requirement for the result sheet to indicate any
assessment/s carried out on a provisional basis pending presentation of
MQRIC equivalence, was removed.

Under point no. 4, added the following as one of the details which are
randomly checked on the part of P&SD: -

“The respective clause is inserted in the case of grades/positions which have
been identified as involving regulatory or inspectorate functions, for the
purposes of sub-article 5 of article 4 of the Public Administration Act, as
defined in the Annex to Directive 14”.

Updated to include reference to the new PSC Declaration Form No. 8, to be
signed by the Chairperson and Members of the Selection Board, regarding
Political/Trade Union Activities.

Included the policy regarding the “Extension of the requirement to
renounce to any other pending applications upon
appointment” as per Letter-circular dated 20 January 2021.

Included the requirement that:

“The authorities shall ensure that HR Units within Departments provide
support to applicants who require assistance in submitting an online
application. In this regard, the authorities shall ensure that officers
responsible for assisting applicants to submit online applications are fully
knowledgeable of the process and perform this task with diligence”

emanating from P&SD Circ No 6/2021 regarding “Submission of applications
through the Recruitment Portal”.
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25/03/2021

25/03/2021

25/03/2021

03/65/202+
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02/06/2021

Section 2.1

Section 2.6

Section 13

Section 2.14

Section 3.2

Section 4.2

Section 5.2

Seetionts 51+
and-63°

Section 3.4

Section 3
and new
Appendice
s 3.1
-3.5

Included the requirement that:

“The HR Unit of the ministry/department issuing the call for
applications is to request the GP47 from the Director
responsible for HR of the Department where the applicant is
serving and in so doing, is not to indicate the vacancy applied
for. The GP47 should be forthcoming within three (3) working
days”

to reflect the provisions of letter-circular dated 8.3.2021
regarding “Further amendments to procedures to reflect current
status of public officers following submission of an application
for appointment”.

Included guidelines regarding the drawing up of the GP47 in
accordance with letter-circular dated 10.03.2021.

Clarified that Selection Boards are to inform candidates of the
selection criteria, and not the weightings.

New section with guidelines to Selection Boards on how to deal
with cases when an applicant is considered as having renounced
an application on account of having taken up another
appointment.

Clarified that Selection Boards are to inform candidates of the
selection criteria, and not the weightings.

Included the requirement that the Selection Board report is to
included an account of renounced applications.

Included guidelines to HR Units on how to deal with cases when an
applicant is considered as having renounced an application on
account of having taken up another appointment.

Amended the provisions regarding petitions concerning a revised
resuit-asfoltows:

“Where a revised result is issued any applicant disadvantaged by
the amended result shall be granted the right to submit a petition.
The petition shall address the elements of the result that were
modified by way of the revision, unless the Commission had
treated a petition by the applicant concerned on these same

| o the first i I I | ,

This amendment reflects LN 195 of 2021 issued on 27.4.2021,
hic] ts-the-PSC(A , 'R | tons.

Included a clarification that the maximum mark may be adjusted

according to the number of interviewed applicants.

Various amendments were made to Section 3 regarding “Selection
Criteria, Sub-Criteria and Weightings”.

New Appendices 3.1 - 3.5 were included in the Manual. These
Appendices are intended to serve as guidelines in the setting up of
selection criteria, sub-criteria and weightings applicable to
selection processes for posts/positions in the Public Service

® This amendment was withdrawn and the respective text was reverted to the previous version (17/5/2021).



31/05/2022

31/05/2022

13/06/2022

10/08/2022

02/09/2022

02/09/2022

29/09/2022

02/02/2023

Section 2.5

Section 5.2

Sub-
paragraphs 4
(xiv) - (xviii) of
Appendix 1
Section 1.1

Section 0.2
Sub-paragraph
1.1

Section 2.1
and point 2 of
SOP at
Appendix 2

Sub-para
1.4.(iii)

The following text was added to paragraph 1:-

“Selection Boards are also to observe sub-paragraph (a) of clause
20 of the Code of Ethics for Public Employees and Board Members,
which states that they shall not discriminate in any manner or on
any basis including race, place of origin, nationality, skin colour,
political opinions, creed, sex, sexual orientation, expression or
gender identity, civil status, mental or physical well-being.”

Added clarifications to the effect that if any pending disciplinary
cases/disciplinary offences emerge as per declaration to be signed
prior to appointment, and the respective Permanent Secretary
considers that the appointment should not be proceeded with,
then the applicant is informed accordingly, and informed of
his/her right to appeal with the Public Service Commission.

Added the following paragraph, which previously appeared in
Section 1.5.11 of the Manual on Resourcing Policies and
Procedures:-

“Officers whose appointment to a higher grade has been
approved, but who, prior to receiving their letter of appointment
are placed on precautionary suspension, will have the issue of
their letter of appointment also suspended. Issue of the letter of
appointment is kept in abeyance until a decision is reached by the
Public Service Commission for the lifting or otherwise of the
precautionary suspension imposed. Suspension of the issue of the
letter of appointment is approved by the Prime Minister acting on
the recommendation of the Commission.”

These sub-paragraphs concerning qualifications/MQF levels/ECTS
were amended to reflect changes made in the templates of calls
for applications.

Included text regarding the process to be followed and parameters
applicable in the case of calls for applications specifically aimed at
persons over statutory retirement age.

Section 0.2 regarding “Industrial Relations Procedure” was
amended to reflect Directive 9.2 issued on 2 September 2022.

Amended to clarify that HR Plans need P&SD approval.

Added the following task to be carried out when applications are
being checked to ensure that they are complete - “in the case of
digital certificates, it should be ensured that all the relevant pages,
including the QR Code of the downloaded records issued through
Blockcerts, are submitted with the application’.

Sub-para was replaced by the following:-

“A public officer must be confirmed in his/her current appointment
prior to being eligible to apply laterally or for promotion to a higher
grade/position, unless the current appointment is in a different
class/stream or in a definite position. In the case of officers
applying within their career stream / sectoral agreement, when
eligibility is open to holders of grades at different levels within the
career stream, an officer who is not confirmed in his/her current



10/03/2023

10/03/2023

06/04/2023

19/04/2023

Section 3.3
under the sub-
heading
“Qualifications”

Section 5.1
and Appendix
2 (point 14)

Section 2.3
and
corresponding
template of
PSC
Declaration
Form No. 6
Section 5.2

grade, but is confirmed in his/her previous grade within the same
stream, shall be eligible to apply, provided all other eligibility
requirements are satisfied.”

The following penultimate paragraph was inserted, by way of
clarification:-

“Furthermore, a candidate who satisfies eligibility on the strength
of a qualification at a particular level, who, in addition, presents a
qualification at a lower level (e.g. eligibility requirement is a
Master’s Degree and candidate presents also a First Degree /
Higher Diploma / Diploma) but in a pertinent field, should be given
additional marks for such a qualification as long as it was not used
to enable the candidate to enrol for the required higher
qualification.”

The following clarifications were made to stress the importance of
checking the Selection Board report and result prior to the
publication of the result:-

“The report should be scrupulously checked including, but not
limited, to the following:-

e All candidates should be accounted for in the report;

e The criteria and sub-criteria appearing on the Assessment
Sheet should conform to those appearing on the statement
of sub-criteria, which statement also forms part of the
report;

e It must be ensured that the Selection Board was consistent
when awarding marks for qualifications and experience, as
initially agreed upon in the statement of sub-criteria;

e Only candidates who were actually assessed should appear
in the result;

e The marks awarded to each candidate in the result sheet
tally with the overall marks awarded to the respective
candidate in the assessment sheet;

e The result should clearly indicate the minimum pass mark
and, in the case of candidates who failed to obtain a pass
mark, only their ID number should show in the result, and

e All pertinent documentation and forms are annexed to the
report and that such documentation is duly compiled and
signed by all the members of the Selection Board.”

Added a clause in the Declaration Form whereby Selection Boards
declare that in determining the eligibility of and in assessing
candidates, they shall not discriminate in any manner or on any
basis including race, place of origin, nationality, skin colour,
political opinions, creed, sex, sexual orientation, expression or
gender identity, civil status, mental or physical well-being and age.

The wording of the policy regarding renouncement of pending
applications upon taking up an appointment was revised as
follows:

“Acceptance of an indefinite appointment signifies that any
pending applications within the Public Service are automatically
considered renounced, unless the latter are applications for
SAAC/ADAC positions or applications for a definite position, whilst
acceptance of a definite appointment signifies that any pending
applications within the Public Service are automatically considered
renounced unless the latter are applications for SAAC/ADAC
positions.”

Moreover, the text referring to candidates who applied through



25.05.2023

17.08.2023

17.08.2023

26.09.2023

13.11.2023

28.11.2023

Section 5.1

Section 1.4 (iii)

Section 3.3 -
Qualifications

Sections 5.2
and 6.2

Section 5.4

Specimen
Letter to
Selected
Candidate

Section 2.1

calls for applications issued prior to the 4 December 2020 was
deleted, since it is no longer applicable.

The following requirement was added:-

“Notification of publication of the result is to be retained on the
respective Ministry’s webpage for one week (a Publication of
Results page is to be created under the Resources section to
ensure conformity and standardisation).”

Added the text that a public officer “may apply for a lower
grade/position even if not confirmed and whether in the same
stream or not”.

Added the following text:

“Marks for additional qualifications may be only be awarded for
gualifications attained by the closing date of the call for
applications. A candidate who can provide evidence that the
necessary ECTS were attained by such date may be awarded
marks accordingly, i.e. the Selection Board could opt to give one
of the lower marks if substantiated by an available transcript.”

Amendments were made to the effect that when the number of
successful candidates is equal to or less than the number of
immediate vacancies and the result does not include any
unsuccessful candidates, the Authorities may proceed with the
appointments before the lapse of the ten-working day period
allowed for the submission of petitions, without seeking PSC
clearance. This delegation of authority:-

i is without prejudice to the right of any candidate to submit
a petition within the ten-working day petition period, and

ii. is subject that a candidate’s standing on the merit list does
not impinge on the manner in .which the postings from the
particular selection process are made.

Amendments were made to include the option that a selected
candidate may choose not to take up the appointment but to
remain on the order of merit till the validity of the result.

The following procedures were added to paragraphs 3 and 7:-

“Manually adding into the Government Recruitment Portal, under
the appropriate vacancy, those candidates who applied through
e-mail, by post or delivered their application by hand.”

“Upon receipt, the GP47 is to be uploaded as an attachment onto
the respective candidate’s application on the Admin Recruitment
Portal.”



28.11.2023

28.11.2023

28.11.2023

08.01.2024

Section 2.4
and related
SOP

Section 2.6

Section 4.2 (vi)
and related
template

Appendices
3.1-3.5

Paragraph 1 was re-worded as follows:

“Upon expiry of the two (2) working days allowed for the
submission of incorrect/incomplete/missing documents, the HR
of the receiving Ministry/Department is to give access on the
Government Recruitment Portal to the Selection Board to the
applications and related documents, and is to furnish the
Selection Board with:

the schedules of applications referred to at section 2.1;

the application forms in the case of applications
submitted through e-mail, by post or delivered by hand,
and

a target date for submission of the Selection Board’s
report (the Board is to be informed that it is to hold its
first meeting by not later than five (5) working days
from the closing date of the call and that the report is
to be submitted within two (2)months from the date of
the first meeting).”

The text in bold was added to paragraph 3:-

“The eligibility of applicants who are public officers, insofar as
their grade/scale is concerned, is strictly determined in
accordance with the Service and Leave Record Form (GP 47)
issued by the employing department and uploaded as an
attachment onto the respective candidate’s application on the
Admin Recruitment Portal by the HR Unit of the
ministry/department issuing the call for applications.”

The text in bold was added:-

“an assessment sheet setting out the marks allotted to each
candidate under each criterion and sub-criterion. The assessment
sheet should account only for candidates who underwent
assessment, i.e. successful and failed candidates, and
candidates who underwent assessment and subsequently
withdrew their application should not be included therein.
The names are to be listed in the sequence of the application
number. Under the “Remarks” column , the order of merit should
be included and failures are to be denoted by “F’. The
assessment sheet should include an indication of any
assessment/s carried out on a provisional basis pending
presentation of MQRIC equivalence”.

A shift in the selection criteria weightings was effected, with 10%
more weight being given to the criterion “Experience / Position
related Requirements” against 10% less weight to the criterion
“Qualifications”. The respective criteria appearing in Appendices
3.1 - 3.5 of the Manual thus read as follows:-

Experience and knowledge related to the position

was 30% now reading 40%
Qualifications
was 25% now reading 15% (max for additional Masters /

10% for additional Degree / 5% for lower qualifications /
certificates)



22.01.2023

02.02.2024

12.02.2024

12.02.2024

05.04.2024

Section 2.15

Appendix 1

Section 2.2

Appendix 3.6

Section 5.2
and the
Declaration
Prior to
Appointment

The whole section was re-worded as follows:-

“When communicating with candidates by e-mail, Selection Boards
should include in each e-mail a request to the candidate tc
acknowledge receipt. Furthermore, the option to “Request a
Delivery Receipt” should be enabled within the e-mail itself, thereby
providing sufficient proof that communication on the part of the
Selection Board would have actually been made with the candidate.
Selection Boards are to ensure that such e-mails and delivery
reports are appropriately filed/stored electronically, to keep a
record of all correspondence with candidates.

When communicating through mail, use should be made of the
“recorded delivery” facility of Malta Post plc, in order to have
tangible proof that the candidate concerned has been notified, ana
the notification delivered, at the address given in the application
by the candidate. This method also provides an official notification
date in cases where time limits are applicable.”

Appendix 1 was updated to reflect current procedures.

Added the Selection Board composition for the posts of Clinical
Chairperson and Consultant.

Added new Appendix 3.6, being the selection criteria, sub-criteria
and weightings for selection processes for the posts of Clinical
Chairperson and Consultant.

The respective wording within the Manual related to the
Declaration Prior to Appointment was amended as follows:

“If a successful candidate declared that he has been found guilty
of criminal offences as per section (B) in the declaration, the
respective Permanent Secretary may in his discretion, having
regard to the nature of the post and/or any public interest
considerations and/or any other factors he may deem pertinent,
request the candidate to produce an up-to-date complete record
of criminal convictions (fedina penali)/Certificate of Conduct (the
Certificate of Conduct may be requested by the Permanent
Secretary’s delegate on his behalf) or to provide more detail
about the convictions (such details may be requested by the
Permanent Secretary’s delegate on his behalf). If, following its
production, the respective Permanent Secretary considers that
the appointment should not be proceeded with, then the applicant
is informed accordingly and informed of his/her right to appeal
with the Public Service Commission within ten (10) working days
from the date when s/he is so informed. The applicant should,
invariably, be given back his/her complete record of criminal
convictions and no copy is to be retained/filed by the authorities.

If a successful candidate declared that he has pending criminal
proceedings under section (A), pending disciplinary cases under
section (C), or declared that he has been found guilty of
disciplinary offences as per section (D) in the declaration, the
respective Permanent Secretary, or his delegate on his behalf,
may in his discretion, having regard to the nature of the post
and/or any public interest considerations and/or any other
factors he may deem pertinent, request the candidate to provide
more detail about the pending criminal proceedings or the
pending or decided disciplinary cases, as the case may be, in
order that the Permanent Secretary be in a position to make an
informed decision as to whether to proceed with the appointment



12.04.2024

12.04.2024

18.04.2024

28.06.2024

28.06.2024

Section 1.4 (iii)

Page 44, last
paragraph

Section 2.2

Sections 2.1,
2.3 and SOP at
Appendix 2

Section 2.6

or not. Likewise, if on this basis the respective Permanent
Secretary considers that the appointment should not be
proceeded with, then the applicant is informed accordingly, and
informed of his/her right to appeal with the Public Service
Commission within ten (10) working days from the date when
s/he is so informed. Hence, the Commission remains distant from
the case until appeal stage.

The retention period of any correspondence related to the above
is for a period of one (1) year following the validity period of the
respective result.”

Corresponding amendments were made to the Declaration Prior
to Appointment available on the P&SD website.

Added the following after the first sentence:- “The exceptions at
paragraph 1.2.4 (xviii) of the Manual on Resourcing Policies &
Procedures, regarding Gozo-resident public officers vis-a-vis calls
issued to fill vacancies in Gozo, apply.”

Added the text in bold:-

“Acceptance of an indefinite appointment signifies that any
pending applications within the Public Service are automatically
considered renounced, unless the latter are applications for
SAAC/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.

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 applications by Gozo-
resident officers who have accepted an appointment in Malta
while having a pending application for a definite position in
Gozo.”

These amendments are reflected also in the “Letter to Selected
Candidate” available in the Forms & Templates page of the P&SD
website.

All references to the Ministerial Standing Selection Panels were
replaced by “Central Standing Selection Panel”. This results from
LN 88 of 2024 published on 16 April 2024 entitled “Public Service
Commission Appointments (Amendments) Regulations, 2024”.
Amendments were made to reflect a change in procedure with
respect to the 2 days allowed for the submission of
incorrect/incomplete/missing documents - Checking is to be
made by the Selection Board; candidates through the Recruitment
Portal have up to two (2) working days from the closing date and
time of the call for applications to submit any
incomplete/missing/additional documents; in the case of
applications submitted through e-mail, post or manual delivery,
the Selection Board is to inform candidates who have any
incorrect/incomplete/missing documents (excluding cases where
applicants are awaiting MQRIC equivalence where a maximum of
four (4) months is allowed for processing) that they have two (2)
working days from the date of notification, to submit such
documents.

The paragraph concerning the 4 months allowed to applicants
awaiting MQRIC equivalence was moved from Section 2.1 to
Section 2.6.



28.06.2024

28.06.2024

28.06.2024

28.06.2024

28.06.2024

03.07.2024

17.09.2024

24.09.2024

Section 4.1 (iii)

Section 4.2 (iii)

Section 2.11
and 5.2
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Forms &
Templates
page of the
P&SD website

Section 2.2

Section 2.2

Section 2.12

The following sub-paragraph was added:-

“In terms of the requirements emanating from Directive 16,
regarding the “Governing Framework for Preventing and
Managing Conflicts of Interest in the Public Administration”,
issued by the Principal Permanent Secretary on 27 November
2023 and which came into force on 1° February 2024, the
Selection Board will assess candidates’ previous employments to
assess potential conflicts of interest. In this respect, candidates
are to provide a complete updated CV, including qualifications
and employment history, with their application. Any potential
conflict of interest matters noted will be reported to the
respective Permanent Secretary, as an attachment to the
Selection Board report under confidential cover, to ensure that
should the candidate be recruited, such conflicts of interest would
be appropriately managed. In cases of difficultly, the Selection
Board should seek advice by sending an email to
conflictofinrerest@gov.mt.”

The text reading “who shall take up the issue with the PSC, if
necessary. Any considerations regarding conduct should be
included in a sealed envelope’ was deleted.

Amendments were made to reflect a change in procedure with
respect to the submission of the Certificate of Conduct - the
Certificate of Conduct is no longer to be submitted with the
application but is to be submitted by selected candidates within 1
week from the date of the notification of appointment.

The following paragraph was added:-

“Selected candidates will be required to fill in the Declaration
available at Appendix 1 to Directive 16 regarding the “Governing
Framework for Preventing and Managing Confflicts of Interest in
the Public Administration”, issued by the Principal Permanent
Secretary on 27*" November 2023 and which came into force on
1t February 2024. (available here:
https://publicservice.gov.mt/en/people/Documents/Directives/Fr
amework%20for%20Preventing%20and%20Managing%20C0I1%20i
n%20the%20Public%20Sector.pdf), 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, selected candidates are to report any known actual,
potential or apparent conflicts of interest prior to accepting an
appointment, through the said Declaration.”

The specimen “Letter to Selected Candidate” was updated with
regard to the Declaration Forms that need to be filled in by
selected candidates.

The provisions regarding selection boards in the case of
vacancies that are of a professional/specialised nature were
amended. The decision as to whether a post is of a
professional/specialised nature, and hence as to whether the
provisions of sub-paragraph 2.2 (ii) of the Manual are applicable,
is now to be taken by the respective Permanent Secretary.

The Selection Board composition for the posts of Clinical
Consultant were amended.

The following text was added - “Applicants shall further have the
opportunity to submit a rejoinder within five (5) working days
from when they are notified of the decision regarding their
representation.”


mailto:conflictofinrerest@gov.mt

03.12.2024

21.02.2025

19.05.2025

19.05.2025

19.05.2025

Section 5.1

Section 5.2

Section 2.2

Section 3.2

Section 3.3

The duration of the display of the result was increased from one
(1) week to two (2) weeks from the date of publication.

The provisions regarding renouncement were amended as per
text in italics:-

“Acceptance of an indefinite appointment signifies that any
pending applications within the Public Service are automatically
considered renounced, unless the latter are:-

(i) applications for SAAC/ADAC positions; or
(ii) applications for a definite position; or

(iii) applications by Gozo-resident officers who have accepted
an appointment in Malta while having a pending application for a
post in Gozo; or

(iv) applications for a post/indefinite position which is higher
than the one accepted.

Acceptance of a definite appointment signifies that any pending
applications within the Public Service are automatically
considered renounced, unless the latter are:-

(i)  applications for SAAC/ADAC positions; or
(iiy  applications for a post/indefinite position;

(ii) applications by Gozo-resident officers who have accepted
an appointment in Malta while having a pending application for a
definite position in Gozo; or

(iii) applications for a definite position which is higher than the
one accepted.”

Amendments were made to the Selection Board composition for
Clinical Chairpersons and Consultants.

The text in italics was added:-

“Further criteria and sub-criteria may be reviewed where these are
justified by the post/position to be filled. If the Selection Board
feels that a new criterion/sub-criterion should be included or that
a criterion/sub-criterion ought to be omitted (e.g. qualifications
or experience) or that the weighting should be changed, it should
seek the authorities’ approval, giving the respective justification.
In any case, subjective criteria should not be given a high
weighting

Selection Boards are to ensure fairer allocation of marks in order
not to disadvantage applicants, especially in instances where
none of the applicants would be eligible to be awarded any marks
under the sub-criteria related to qualifications outlined in
Appendices 3.1 - 3.6.”

The following last paragraph was added under the sub-heading
“Qualifications”:-

“Selection Boards are to note that an award in Malta refers to the
title of certification of learning achieved through courses which do
not have the required number of credits at the specific MQF level to



be considered a qualification (as defined by the Malta Fu

rther & Higher Education Authority). These are more commonly
known as “short courses”. In this regard, it is being clarified that, an
award is distinct from a qualification.”

19.05.2025

Appendix T,
point xvii

The text in italics was added:-

“Qualifications in Level 4 include the note: ‘(subject to a minimum
of 120 ECTS/ECVET credits, or equivalent*)’; as the case may be and
subject to any specific arrangement/agreement approved by P&SD;
* A recognised Qualification comparable to 120 ECTS/ECVET
credits, as applicable is only accepted subject to an MQRIC formal
recognition statement being submitted with the application
(subject to the provisions of clause 5.4 of the General Provisions
document).

Qualifications in Level 5 include the note: ‘(subject to a minimum
of 60 ECTS/ECVET credits, or equivalent*)’; as the case may be and
subject to any specific arrangement/agreement approved by P&SD;
* A recognised Qualification comparable to 60 ECTS/ECVET credits,
as applicable is only accepted subject to an MQRIC formal
recognition statement being submitted with the application
(subject to the provisions of clause 5.4 of the General Provisions
document,).

Qualifications in Level 6 include the note: ‘(subject to a minimum
of 180ECTS/ECVET credits, or equivalent*)’; as the case may be;

* A recognised comparable Bachelor’s Qualification, as applicable,
is only accepted subject to an MQRIC formal recognition statement
being submitted with the application (subject to the provisions of
clause 5.4 of the General Provisions document). A recognised
Bachelor’s qualification from the University of Malta (awarded pre-
2009) with less than 180 ECTS/ECVET credits is acceptable provided
that it is verified by MQRIC or the University of Malta that the
workload is comparable to the minimum of 180 ECTS/ECVET credlits.

Quialifications in Level 7 include the note: ‘(subject to a minimum
of 90 ECTS/ECVET credits, or equivalent*)’; as the case may be;

* A recognised Master's qualification with a minimum of 60
ECTS/ECVET credits is only accepted subject to an MQRIC formal
Master's recognition statement being submitted with the
application (subject to the provisions of clause 5.4 of the General
Provisions document). A recognised Master’s qualification from the
University of Malta (awarded pre-2009) with less than 60
ECTS/ECVET credits is acceptable provided that it is verified by
MQRIC or the University of Malta that the workload is comparable
to at least 60 ECTS/ECVE credits.

In cases where a Level 6 qualification is required, the following is
inserted: 'Qualifications at a higher level than those specified above
will be accepted for eligibility purposes, provided they meet any
specified subject requirements. A Master's qualification at MQF
Level 7, or equivalent, must comprise a minimum of 90 ECTS/ECVET
credits, or equivalent*; as the case may be;

* A recognised Master's qualification with a minimum of 60




ECTS/ECVET credits is only accepted subject to an MQRIC formal
Master's recognition statement being submitted with the
application (subject to the provisions of clause 5.4 of the General
Provisions document). ). A recognised Master’s qualification from
the University of Malta (awarded pre-2009) with less than 60
ECTS/ECVET credits is acceptable provided that it is verified by
MQRIC or the University of Malta that the workload is comparable
to at least 60 ECTS/ECVE credlits.

02.06.2025

Section 2.2

The 3 member of the Selection Board composition for the post of
medical Consultant was amended by the addition of the text in
italics:

“Lead Clinician competent in the field or, whenever unavailable, as
replaced by a suitable Consultant”.

09.10.2025

Section 1.3

The following 2 paragraphs were added, as paragraphs 3 and 4:-

“The People Resourcing & Compliance Directorate may also
authorise the concurrent issue of a call according to the standard
citizenship requirements (i.e. those arising out of S.L. 595.03) for
the filling of vacancies in a grade and a simultaneous call open
specifically to Third Country Nationals (TCNs) who will be
appointed on a definite contract, renewable. Likewise, the latter
call should clearly indicate that the order of merit of its result shall
only be resorted to once the order of merit of the concurrent call
with the standard citizenship requirements is exhausted, subject
to availability of vacancies within the validity period of the result.
Again, both results are to be published on the same date.

Moreover, in cases of concurrent calls as explained in the
preceding two paragraphs, in those instances where an
application is erroneously submitted under the wrong call (e.g. a
non-public officer erroneously submits an application under an
internal call), but otherwise satisfies all the other eligibility
criteria, the Selection Board is authorised, without reference to
the Public Service Commission, to consider that application as
being valid under the correct call. The respective applicant will be
informed accordingly.”

20.11.2025

Section 3.3,
Sub-criteria,
Qualifications

The paragraphs were re-ordered and examples were inserted.

The following clarification was added:-

“Hence, an award should not be considered for eligibility purposes
when the requirement stipulates the possession of a
qualification.”

20.11.2025

Appendix T,
point 4 xvii

The following text was added:-

“Qualifications in Level 3 include the note: ‘(subject to a minimum
of 60 ECTS/ECVET credits, or equivalent*)’; as the case may be
and subject to any specific arrangement/agreement approved by
P&SD;

* A recognised Qualification comparable to 60 ECTS/ECVET
credits, as applicable is only accepted subject to an MQRIC formal
recognition statement being submitted with the application
(subject to the provisions of clause 5.4 of the General Provisions
document).”




20.11.2025

20.11.2025

02.12.2025

Appendix 3.6

Section 3.3,
Sub-Criteria,
Experience

Section 4.1 (v)

Amendments were made to the sub-criteria.

The following text was added:-

“Thus, Selection Boards are to be guided by the following when
considering experience for the purpose of satisfying the eligibility
criteria and awarding marks during a selection process:-

Previous proven experience is reckonable for the purpose of
satisfying eligibility criteria when a person is applying through a
call for applications for a post or position in the Public Service and
is also taken into consideration when awarding marks during the
selection process. Previous proven experience includes:-

i Experience gained within the Public Administration;
ii. Experience gained with a local or foreign employer; and

iii. Experience gained during a student/traineeship Institute for
the Public Services (IPS) scheme, provided that such
experience was carried out in a mature relevant
environment and that it is proven that such experience was
carried out at the appropriate level. In this case, when the
eligibility requisites include a number of years of
experience, the “full-time” equivalence principle should
apply, i.e. if the eligibility requisite stipulates 2 years’
experience, a candidate who has been working a 20-hour
working week would need 4 years on a 20-hour working
week as experience.”

The section was amended as follows:-

It is imperative that Selection Boards keep notes on each
candidate’s performance during the interview as well as workings
relating to the selection process. Selection Boards should be in a
position to comment on any points made by applicants if petitions
are lodged. When the Chairperson and members are all in
agreement during the assessment of candidates, one set of notes
and workings, endorsed by the Chairperson and members, is
sufficient. When there is lack of agreement (e.g. on subjective
criteria), the Chairperson and each member is to keep his/her
own notes and workings, duly endorsed. Notes, duly endorsed as
explained above, are to be placed in a sealed envelope which
should be clearly marked to indicate the respective selection
process. The Chairperson is to make arrangements for its
appropriate filing in the dedicated file related to the respective
selection process. The retention period for such notes and
workings is to be of the same duration as the validity period of the
respective result unless:

a petition connected with the particular call for applications
has been filed in relation to the call for applications, in
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which cases the notes should be kept for a period of two
years from the date of publication of the result;

the Public Service Commission directs the Selection Board
to retain its notes for a longer period, or

the vacancy being filled is co-financed from EU funds, in
which case the retention period should be the same as the
retention period for application forms, as stipulated in the
regulations governing the relative EU programme for which
the particular call for applications is issued.

The following text was added in the wake of the introduction of
Representation e-Forms:-

“Candidates are strongly encouraged to submit such
representations through the respective e-form available at
Representation e-form. Nevertheless, the Commission may still be

contacted on psc@gov.mt.”

The following text was added in the wake of the introduction of
Petition e-Forms:-

“Candidates are strongly encouraged to submit such petitions
through the respective e-form available at Petition e-form.
Nevertheless, the Commission may still be contacted on

psc@gov.mt.”

Reference to the Representation e-form and the Petition e-form
was included in the SOP.

Form 7, which is available on the P&SD website, Forms and
Templates Page, regarding “Declaration — Eligibility of
Candidates”, to be signed by Selection Boards, was updated.

The following text was added at the end of the section:-

“The Chairperson of the Selection Board may assign a public
officer to act as board secretary in order to assist in the
administrative duties related to the selection process. Under no
circumstances should the board secretary be present during the
interviews. The board secretary is required to sign PSC
Declaration Form 9 regarding Confidentiality — available for
download from the website of the People Resourcing &
Compliance Directorate - declaring that:-

i.  S/heis aware that the whole proceedings of the board are
of a confidential nature and may not, whether still pending
or terminated, be disclosed in any form, directly or
indirectly, to any person except the board members, and

ii.  All work carried out in relation to the selection process is
the onus of the Chairperson and, in his/her role as
secretary, s/he shall invariably and solely act on the
instructions of the Chairperson.”
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13.02.2026 Section 2.4 The text in italics was added:-

“Members of the Selection Board , and, where applicable, the
board secretary, are subject to the restriction on disclosure of
information laid down in the Public Service Commission
Regulations. This means that no member of the Selection Board
or the board secretary, may divulge the report or proceedings of
the board to any other person, whether a public officer or not.

Members of Selection Boards and board secretaries are to
refrain from giving any information concerning the selection
process or the result to candidates, other persons, or
institutions.

13.02.2026 Appendix 2 | The following text was added to point no. 6:-

“The Chairperson of the Selection Board may assign a public
officer to act as board secretary in order to assist in the
administrative duties related to the selection process. The board
secretary is required to sign PSC Declaration Form 9 regarding
Confidentiality. Under no circumstances should the board
secretary be present during the interviews. The Chairperson is to
ensure that all documentation processed by the Secretary is
handed over and filed accordingly.”

13.02.2026 PSC A new PSC Declaration Form 9, to be signed by the secretary

ngrﬁ'é’ltion compiling the selection board report, if applicable, was introduced
which i’s and may be found on the P&SD website, Forms and Templates
linked to the = Page.

Manual

13.02.2026 Appendix 4 | A new Appendix 4 was introduced, containing definition of
T terminologies used throughout the Manual.

23.02.2026 Selection The Selection Board Report template, available on the P&SD
T Board Report website, Forms and Templates Page, was updated to include a
template o . P ge, Was upae
section with details regarding applications which are renounced
due to the applicant having taken up another appointment.

24.02.2026 | Section 2.13 | The text in italics was added:-
and point 10

of SOP at

Appendix 2 “If an applicant is unable to physically attend for an interview, the

Selection Board may carry out the interview by videoconference. It
is to be ensured that the applicant is fully visible to the Selection
Board. Prior to the interview, the Board is to inform the applicant
whose interview will be held via videoconference, in writing, that
any misconduct during the interview (e.g., referring to information
sources in order to reply to questions) will lead to steps for
disqualification from the selection process. Conducting interviews
over the telephone, however, is not permissible.

17.09.2026 Section 5.4 The policy regarding delay/postponement of appointment/option to
remain on the order of merit was amended as follows:-

“.. the Permanent Secretary is to notify the candidate whose
request for a delay/postponement had been refused, or who had
opted not to take up the appointment but to remain on the order of



28.09.2026

08.10.2026

Section 3.3

Section
4.2(vi)

Appendix 2,
point 8 (vi)
Appendix
3.6

merit, that a new call will be issued. Furthermore, the Permanent
Secretary is to inform such a candidate that the order of merit of the
second result sheet will take precedence over the initial order of
merit. Once the second order of merit is exhausted, the remaining
candidates on the initial order of merit may be re-offered
appointment if, and until, the respective result is still valid.”
Amendments were made such that the sub-criteria need the
approval of the authorities.

A slight adjustment to the weightings of the sub-criteria under the
criterion “Qualifications” was made, as follows:-

Publications indexed in PubMed (2 marks per publication) or PhD in
related area — 14 marks (previously 15 marks)

Training and Development ( 1 for each certificate) -11 marks
(previously 10 marks)









