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Health Service Circular No. 01-38/2020 My No.

Ministry of Health
Suwasiripaya
Colombo 10

{7.09.2020

All Hospital Director/ Head of institution

Annual Transfers Of Officers In Public Health Management Assistants’ Service — 2021

Your attention is drawn to the provisions in Chapter XVIII of (volume 1) Procedural Rules of
Public Services Commission published in the Gazette (Extra Ordinary) No 1589/30 dated
20.02.2009 in respect of transfers of public officers.

02.

03.

04.

Annual transfers in respect of the Public Health Management Assistants’ Service should be
effective from 1st of January 2021.

The following procedure should be followed in this regard, in order to avoid inconvenience
to the officers concerned and to the administration of Health service. Further, applications
for mutual transfers should not be accepted during the period between 01st of July
2020and 31st December 2020.

Transfer committee should affect transfers in conformity with the general principles
prescribed in section 4 of this circular subject to the provisions of chapter xviii (volume1)
Procedural Rules of the Public Service Commission.

This committee is appointed by the Secretary of Health and its composition is as follows

e Two officers in the Senior Assistant Secretary / Deputy Director General / Deputy
Commissioner post of the Ministry

e Director (Administration) VI of the Ministry

e Director / Additional Secretary of another Division of the Ministry an officer holding the
post

e P.M.H.A Union Member of the under the Ministry

General policies in determining the eligibility of officers for transfers

All Officers in all Grades who have completed a service period of 02 years at the present
Service station may apply for annual transfers.

Officers in Public Health Management Assistants’ Service who possess a service more than
05 years and have not applied for annual transfers will be transferred on exigency of service
by the Appointing Authority.



05. Documents to be submitted to Transfer Committee;
5.1 All Directors of Hospitals/ Heads of Institutions should take actions to forward the following

Documents to Admin (06) Branch for submitting them to the Transfer Committee set up at
the Ministry of Health And Indigenous Medical Services before 16st of October 2020.

5.2 (a) Annual transfer applications of officers prepared as per format P.H.M.A.S./A.T/01
recommended and signed by Head of Institution with official stamp.

(b) Format P.H.M.A.S. /A.T/02 attached hereto in which the details of all applications for
transfer are scheduled.

(c) All Heads of Institutions should send a list of names before 31.07.2020 which prepared in
line with the Format P.H.M.A.S. /A.T/03 containing the age, period of service, area of
residence, 03 places to which the officers prefer to be transferred if the transfers are made,
of all officers who have served more than 5 years in a hospital/institution as at 16.10.2020,
Further, the officers who are required to be retained in the hospital/ institution and the
officers who should not be transferred due to serious illnesses which are certified by the
medical certificates, should be personally confirmed by the Head of the Department in
format P.H.M.A.S. /A.T/03.

5.3 Applications for Transfers;

5.3.1. The application for transfer prepared in accordance with Format P.H.M.A.S. /A.T/01
attached hereto should be submitted along with the recommendation of the Head of the
Institution. Further the officers should be advised to submit one application each.

06. Committee for Reviewing Annual Transfer Proposals;

6.1 In order to consider any appeals made against proposed annual transfers, Committee to
review annual transfer proposals should be set up in terms of Section 210 in Procedural
Rules and necessary action should be taken accordingly. Appeals submitted in respect of
annual transfers will be considered only if they conform to Section 211 of Procedural Rules.

6.2 An officer is not entitled to submit an appeal to cancel or to postpone a transfer made on
the request of the same officer and the Head of the Institution is not entitled to submit
recommendations on this regard.

Committees to review annual transfer proposals, that will be set up to consider appeals
made against transfer orders, will take decisions after making investigations on the matters
mentioned below. —

e Transfer orders given against the policy of transfers

e Instances where requests of officers were not fulfilled (The service stations 1,2 and 3 on the
preference shall be treated as requests)

e Transfer orders given against the requests of the officers concerned.

e Appeals made with credible recommendations due to unexpected calamities, illnesses faced
by officers after the transfer application has been submitted.



6.3 The appeals made again after the decision published by the Committee for Reviewing
Annual Transfer Proposals should be submitted to the Public Services Commission as per
Section 230, Chapter XX of the Procedural Rules. Appeals not submitted to the reviewing
committee shall not be considered by the Public Service Commission.

07. Time table for transfers;

7.1 Time table to be followed in dealing with transfers

Before 1st June Setting up of Transfer Committees and

Before 10th August preparation of Transfer scheme

Before 16th September issuance of annual transfer circular

Before 16" October Forwarding of applications completed according to Format

P.H.M.A.S./A.T./01 and scheduled according to Format
P.H.M.A.S./A.T./02 and the completed Format
P.H.M.A.S./A.T./03 to Deputy Director( Admin) 1

Before 09th November Final determination of transfers by the Transfer Committee.
Before 24th November Communicating the hospitals/institutions of transfer orders and
appointing Committee to review annual transfer proposals.

Before 07" December Closing date of acceptance of appeals for the reviewing
committees.

Before 18" December Decisions to be taken on such appeals by the committee.

Before O1st January 2021 | Completion of communicating decisions of the review
committee.

08. Follow up committees for annual transfers.

The progress of implementation of annual transfers will be reviewed by a follow up
committee after 15.02.2021 and a report will be submitted to the Health Services
Committee of Public Service Commission.

09. Responsibility of Heads of Departments regarding annual transfers;

9.1 In case, where the Head of Department wishes to retain an officer in his department for
another year on exigency of service, who is expected to be transferred, a clarification
should be made by the Head of Department along with the recommendation of the
respective Head of the Institution, at the same time the recommended transfer applications
are forwarded to the Secretary to Ministry of Health and Indigenous Medical Services.
Accordingly, the Additional Secretary (Admin) in this respect will take relevant action by
informing the Transfer Committees. A Head of Institution is allowed to make such request
only in respect of a limited number of officers. Once an officer has been granted this
opportunity he/she will not be considered again for the same.

9.2 Heads of Institutions should ensure that accurate and complete information in respect of
every officer is furnished. If information furnished is found to be inaccurate and incomplete,
the Heads of Institutions / Departments concerned will be responsible together with the
officer who prepared and checked the lists concerned and will be subject to disciplinary
actions.



9.3. Officers transferred out of an Institution by a Transfer Committees should not be retained
Awaiting replacements and they should be released enabling them to report for duty at
their new stations on the date stipulated. Heads of Departments violating these provisions
are liable to be reported to the disciplinary authority concerned.

9.4 At instances where the transfer order is not implemented, the respective Head of the
Institution should take action to suspend the payment of the salary of the relevant officers
from the month which falls after the date on which the transfer order is due to be effective.

9.5 Attention of the officers should be drawn to the provisions in section 11 (volume 01) of
Procedural Rules for the purpose of implementing transfer orders.

9.6 Heads of Institutions should take actions to implement annual transfers on due date by
way of training other officers to perform duties of officers who are expected to be
transferred. Requests made in this regard at later occasions shall not be considered.

9.7 Please make arrangements to inform the provisions mentioned in this Circular to all officers
in your Institution.

9.8 Provisions mentioned in Section 214,215,216,217 in Procedural Rules of the Public Service
Commission shall be applied with regard to the implementation of annual transfers.

10. Responsibilities of the Officers;

It is the responsibility of the officer, on receipt of transfer orders, to report for duty at the
new station on the date stipulated.

11. Decision of the Secretary to Ministry of Health and Indigenous Medical Service shall be the
final decision with regard to the provisions not mentioned in this Circular.

12. This circular is issued in terms of Section 202, Chapter XVIII of the Procedural Rules of the
Public Service Commission (Volume ).

If there is any Consistency between these Sinhala, Tamil and English, According to the
Sinhala Megdium secular should be Follow.

Dr. S. H. Munasinghe

. Secretary
Dr. S. H. Mlunasinghe Ministry of Health
Secretary "Suwasiripaya"

- 385, Rev. Baddegama Wimalawansa Thero Mawatha
Ministry of Health Colombo 10. Sri Lanka. ’



P.H.M.AS./A.T./01

Application for Annual Transfers of Officers in Public Health Management Assistants ‘Service

Post and Class

(For office use only)

A. Personal Information:

01. Name in full:

02. Name with initials:

03. Name with initials

(In English) )
04. Date of Birth :- 05. Age-: (As at 31/12/2020) | 06. National Identity Card 07.Sex:-F/ M :-
YYYY/MM/DD Number:-
08.Permanent Address :- | 09. Temporary 10. Telephone Number
Address :-
Office :-
Personal :-
11. Marital status:- 12. Name of the 13. Occupation and work place of the spouse :-
Spouse -~ Address :-
14. Number of children:- | 15. Their age :- 16. Schools attending :-




B. Service Particulars:

17.Number of the letter of appointment:-

18. Whether the officer has been Confirmed ?

19. Present service station:-

20. Date of reporting for duty at the present
service station :-

21. Period of service at the present service station :- (As at31/12/2020)

22. Particulars on maternity leave taken while serving at the present service station:-

23.

Previous
service stations
in Public Service

Service Station

Post

Period of Service

From to

C. .Particulars of requests made for Transfers:

24. Service Station Town where the service station
is located

1

2

3

25. Would you accept if the transfer is offered to a nearby service station other than a service
station mentioned above? Yes/No

26. Reasons for applying for transfer:-(If the officer or dependents are disabled mention it
here subject to verification with medical reports)




| declare that the above particulars are true and correct.

Date Signature of the Applicant

D. Recommendation of the Head of the Hospital /Institution

| hereby confirm that the information furnished by the officer from No.1 to 23 is correct
according to his/her personal file

Il. | hereby recommend the request made by the aforementioned officer for transfer with
/without a replacement/on the basis of providing a suitable replacement at a latter occasion.

Date Signature

Official Stamp




Please complete separate forms in respect of each Grade.

SCHEDULE OF ANNUAL TRANSFER APPLICATIONS YEAR 2021

P.H.M.A.S./A.T./02

Hospital/InStitution: ........cccceevvvveriieniee e,
Name | officer N.1.C Post/ Grade Date of Civil Number Whether Stations Reasons for | Places Decision
Of the | Number of Number and Medium | Birth and status of spouse is a served and | requesting a | willing to Of the
Officer | the age as at and children person who relevant transfer be Transfer
permanent 31.12.2020 | place of and has become time period transferred | Committee
letter of work of particulars | disabled whilst
. of school | indutyin
appointment the . .
going operation
SPOUSE | children areas?

| hereby certify that applications of all officers are included in this form.

Prepared by: Name: ............ovviiiiiiiiiiee e,
Checked by: Name: .........ccccviiiiiiiiiiieeeee e

DaAte: e

Signature: ..o,

SIgNatUre: .....cccvvvviiiieiieeeeeeeeeee

Signature and official stamp of Head of Institution




Please note that it is compulsory to include particulars of all the officers who have served for more than five years.

Names of officers with the longest period of service as at 31.12.2020 should be indicated at the beginning.

Hospital/Institution:

P.H.M.AS./A.T./03

Name
of
officer
(State
whether
Mr/Mrs
/Miss)

Number of
the letter of
permanent
appointment

N.I.C
Number

Post /
Grade
and
Medium

Date of
birth and
age as at
31.12.2020

Period of
service at
present

station as at
31.12.2020

Total
period of
service in
the
Department

Civil
status and
place of
work of
the spouse

Particulars
of school
going
children

Present
residentia
| area and
the
address

Present
residential
area and
the address
(permanent
and
temporary)

Distance
from the
present
place of
residence
up to
service
station

Service
stations and
the periods
of service
from the
first
appointment

Whether
applied for
an annual
transfer? if
not, indicate
three
stations
willing to
serve

The officers who are required to be retained in Hospital/Institution Offices and the officers who should not be transferred due to serious illnesses which are certified by the medical

certificates, should be personally confirmed by the Head of the Hospital/Institution

Prepared by:-Name: —.......oooo oo

SIgNature: i,




(A) The particulars of all the officers served for more than five years in this Hospital/Institution Office, who have not applied for transfers are included herein, The foregoing particulars

attached hereto, which are certified by me, are correct. Submission of any incorrect information is liable to be reported to the disciplinary authority concerned.

Checked byi- NAME . i SIBNATUIE: et e e e e e

DAt e erress e sstesiee st eeesessssaeeeeeeeeeeeeeeeeetetettnerannn——————— e aeeaeeeeeeeeereterernens
Signature of the Head of Hospital/Institution
(Official Stamp)

Respective Head of Department/Institution shall see to forward accurate and complete information regarding every officer. If the particulars indicated are found to be false or incomplete,

respective Head of Hospital/Institution and officers who prepared and checked these lists are responsible and further shall be subjected to disciplinary action






