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This guide was developed to assist ministries, institutions and their development partners to
establish, manage and monitor POC schemes to support programs or projects within the framework
of development cooperation. The guide wili be reviewed and updated in light of experience and
comments from users.
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1 }]jéﬁhiiibn: :

Priority Operating Costs are lump-sum payments to public servants who are selected to
work in the framework of development cooperation. POC payments will end when the
expected results are met or the development cooperation program or project ends.

POCs payments are not salary or salary supplements.

2. Objectives:

The objectives of POCs are to:

1.

Ensure continuity in the delivery of public services in NSDP priority sectors in a framework

- of Cambodian ownership and leadership;
"Meet implémé'n'tzition conditions of the Royal 'Gove,mmen,t;'
' Fé¢ilitate the hah'non_iza_tion and alignment of practices by development partners;

 Facilitate the implementation.of NPAR related reforms, including reforms relating to HRM,

HRI> and compensation.

3. General Principles:

1.

2.

POCs will be based on the following principles:
® equity - implementation will be fair within and among administrative units
unity — implementation will avoid to create divisiveness within and among units
sustainability -- increased organizational capacity will be sustainable
merit — selection of appointees will be based on qualifications to do the job
motivation — the scheme will provide means to appointees to do their work
efficiently in a spirit of ownership and leadership;
transparency — management and monitoring information will be readily available
® performance — management will be result based and payments will be made against
achievements

Recipients of POC payments may be individual civil servants or units/teams within
ministries and institutions which implement priority programs, projects or activities of the
Royal Government in the framework of development cooperation supporting NSDP
priorities;

The selection of POCs appointees shall be based on terms of reference, transparent, merit
based and equitable. Appointments will be confirmed by Prakas of the concerned ministries;
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4. Payments of POC-;:“.ir—chuci-e.ére m(_jr__lthly-lu%ﬁp-'su_m payments based on outputs or ﬂré‘s:ultrs-‘ili
support of priority. programs, projects or activities and shall be coordinated and _hgrmon_iz@:d )
- according to agreed standards for specific types of payménts; = - o

5. The management of POCs shall be merit based and transparent using terms of reference for
positions of individuals, teaims or units; specified service delivery targets; and, contracts
between recipients and their managers; in this regard, the recipient of POC is under the -
direct supervision of the ministry or institution and continue t6 be employees of the ministry -
‘and their relationship with development partners is one of partnership. '
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B. Thg_l_?OC-Iristrumgnt B

1.  Definitions

POC Insfrufnéﬁf -

POC Schemes

POC payments

The POC instrument is an interim / transitory instrument that supports _
implementation of programs or projects within the framework of development
cooperation in a manner that balances equity and performance. The POC
instrument will be regulated through decisions of the Royal Government and
these implementation guidelines.

POC schemes refer to individual POC that are established through a, terms of
reference, management contract and implementation agreement in accordance
with these guidelines. There can be more than one POC scheme within one
ministry/sector. However, it is anticipated that over time these would be
merged into one POC scheme,

POC payments are payments (usually monthly) that POC appointees receive

+ ‘under-a POC scheme. Each staff member can only be appointed to one POC
-.scheme at a time and only receive one POC payment at a time. POC

_dppointees continue fo receive normal government salary and benefits.

.POC Scheme
Positions .

Terms of
Reference

Management
Contract

Implementation
Agreement

Personal Service
Contract

Performance
Management and
Accountability
System

POC scheme positions are positions specifically created as part of a =
development program or project that is supported by a development partner(s)

within the framework of development cooperation.

The Terms of Reference describe the purpose of the POC scheme, the scope,
objectives and expected results, the proposed structure and costs of the scheme

The Management Contract details the agreement between the ministrhy or
institution and the program director regarding the scope, structure, expected
results, duration and conditions of the POC scheme.

The Implementation Agreement details the agreement between the Royal
Government as represented by the ministry, MEF and CAR, and concerned
development partners on the implementation of a POC scheme including such
issues as funding, management, reviews and audits, and the duration of the
agreement.

Personal Service Contract between the Program Director and individual POC
appointees specifies the terms and conditions of the appointment to the POC
scheme, including expected results for which the appointees is responsible and
the duration of the contract '

A performance management and accountability system is a system to support
the management and appraisal of units or appointees' work activities to
achieve the mission and objectives of the POC scheme
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POC schemes are to be established and managed aceordmg to. three core prmelples

~rharmomzatlon alignment and adjustment in order to reach an approprlate balance between
performance and equlty . S :

Adjustment is defined as the mechanism through which the POC instrument and POC
schemes will enhance transparency, equity and unity within the Public Service and will
optimize the use of available funds from development partners. Modalities of the
mechanism will be finalized as soon as possible before the end of the year for carly -
implementation following the launch of the POC. The Implementation Agreement of
individual POC scheme will include a commitment by signatories to implement adjustment
modallttes once finalized. :

Article 3 of the Sub-Decree on Establishment and Implementation of the Priority Operating
Cost (POC) within the Framework of Development Cooperation states that “the POC is not
a salary or a salary supplement A salary supplement is a payment made to a civil servant to
supplement his/her civil service salary to perform ongoing normal job requirements of
positions within a ministry or institution. POCs are payments assomated with work in the

- context of development cooperatlon

10.

In the context of development cooperation programs development partners cannot finance.
any operatmg costs to civil servants outside the POC instrument unless legally regulated by
the Royal Government of Cambodia. Individual civil servants can only be appointed to one
POC scheme at a time.

Over time, there should be only one POC scheme within any ministry or institution. In the
meantime, there may be more than one POC scheme in any one ministry or institution as
determined by agreements between ministries/institutions, their development partners, the
CAR and MEF. :

The establishment of a POC scheme requires: management coniract, position descriptlons,
merit based selection, work plans, personal service contracts, and a system to manage
performance and accountability.

The Program Director will be appointed early in the process to facilitate the structuring of
the POC scheme and the development of the management contract to meet the requirements
of the program or project to be supported.

The Program Director will be held legally accountable for the management of the POC
scheme and personally responsible for any transgression or corrupt acts in the selection of
POC scheme appointees. :

The payment grid provides a range of lump-sum payments for different types of positions
within development programs or projects supported by development partners,

POC scheme appointees receive POC payments associated with their work within the POC
scheme management contract and their POC scheme job descriptions. Payments to POC
scheme appointees will be managed by the Program Director and will be based on the POC
payments grid. Appointees may receive DSA consistent with Sub-Decree 10 or honoraria.

5
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t 1._:Payﬁ'_1-_ents wi_li be madc directly to POC sc’rhém‘é ,appd_i_nfcés’ bank accounts, on a;pﬁfﬁﬁdjq N

. basis, usually monthly; on condition that expected results specified in personal service.
contracts are met, and payments will'be duly recorded for audit purposés. .

12. Payrents cease when the expected results are’met or the 'deVelo‘pmef_i_tzi;OOperafibh'_pfogfam'
or project ends. o - ' - '

13. Ministries and institutions will be responsible for the establishment, management and
monitoring of POC schemes within their jurisdiction. CAR and MEF will be responsible for
approving the POC scheme implementation agrecment. CAR will be responsible for
monitoring the effectiveness of the POC instrument. ' ' '
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C | 1-.P(5).C_S.c'he_me P'roc_e_'ss: |

L Establishment

Define POC Scheme Terms of Reference _
Define POC Scheme organization structure and management processes
Finalize POC Scheme Management Contract '
Seek fihal approval

Sign implementation agreement document

Conduct transparent merit-based selection

Issue appointment Prakas :

e N

1IL Performance Management and Accountability

1. Establish POC scheme work plan
2. Establish personal service contracts
3. Conduct periodic appraisals -

 III. Monitoring and Evaluation
| 1. Periodic evaluation and reporting

2. "Periodic POC scheme audits
3. POC instrument appraisal

I. Establishment

1. Define POC Scheme Terms of Reference

The POC scheme Terms of Reference (ToRs) defines the purpose of the POC scheme, its scope
and its proposed structure. The ToRs are developed by the ministry or institution with
appropriate assistance from associated development partners.

The ToRs document includes:

1. the mission and goals of the POC scheme, including a description of the core strategic
development priority[s] that the ministry or institution is pursuing and that the POC scheme
is intended to support;

This might include:

o areference to the NSDP;

o areference to the ministry or institution’s strategic plan or operational plan,
o areference to a development cooperation framework document.

2. start and end dates for the POC scheme;

3. objectives and expected results to be achieved by the POC scheme and associated
monitoring indicators;
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4, t_he'es,tihiat.ed:nu'mbér and tjépc of positions that will be covéréd by the POC scheme;

‘ APOC scheme Wll] typlcally —

o
o

O

“the POC scheme and for the delivery of specified results;

be lead by a director who is responsible to the Minister f_o_rtth_e pérfor_niahc_e of

‘have one or twolevels of project/operational managérs (depending on the size of

the scheme) who are responsible to the director for delivery of work plan results;
have a series of positions responsible for implementation of planned activities
and detivery of individual results.

5. the estimated operating costs of the scheme; and,

6. a brief o'ut_line of the implementation plan, specifying main implementation activities and

timelines.

The POC Scheme Terms of Reference will be discussed within the sectoral Technical Working
Group (TWG) to which the POC scheme applies. This will ensure that thete is transparency and

coordination and avoid duplication.

A template for the Terths of Referencetis available in Ami_eﬁ; 1,

2. Define POC scheme organization structure‘and_managément processes

The ministry or institution will design the organization structure of the POC scheme that
outlines reporting relationships and the processes required for the implementation and operation
of the POC scheme. These structurés and processes will be detailed in the management contract,
and will include:

a. position description and a selection criteria for each position;

O

the ministry or institution may choose to use the POC job description template
(see Annex 2) or to design/use their own format that meets their specific needs

b. selection and appointment processes
The ministry or institution shall;

Q
O

o}

establish clear criteria for appointment into each position;

design selection processes that select the most appropriate candidate based on
these criteria; o

be able to demonstrate justification for all appointments.

¢. a system to manage performance and accountability,

Q

o
Q
o]

to ensure that appointee activities are focused on the achievement of the POC
scheme mission and objectives;

to provide appointee’s with clear objectives and agreed expected results;

to enable effective monitoring of progress towards POC scheme objectives; and
to ensure that POC payments are closely linked to work results, thus
strengthening the results-based management approach,

(sec Annex 3 for more detail)

d. financial management processes

o]

for the management of POC funds in bank accounts;

8
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o .for the payment of mdmdual POC payments dlrectly into POC scheme R
~ ‘appointees’ bank accounts on a periodic basis, usuaIly monthly, based on the'
~ achievement of pre-agreed performance critefia; and, - o :
o "that ensure that each payment is properly recorded for audlt purposes

G.a POC scheme momtormg, evaluatlon and reportmg system whlch will -

7o provide regular reports of POC scheme results monitoring and evaluation -
findings to the ministry or institution, the development partner(s) and to the
associated TWG.

o Such reporting will be used to determine the POC scheme’s effectiveness and
- enable decision-making on its continuation,

3. Kinalize POC scheme Management Contract

The 'Manageme'nt Contract between the program director and the parent ministry ér institution is
a natural extension of the ToRs and may be reviewed periodically in light of progress made. It
sets out the following to provide a clear description of how the POC scheme will fulfill its
mission and objectives:
¢ The mission and objective(s) of the POC scheme;
Expected results and monitoring indicators;
POC scheme positions and organizatlon structures;-
An outline of selection and appointment processes;
The prOCess to manage team/individual performance and accountablllty,
Operatmg budget and financial management processes;
POC scheme monitoring, evaluation and reporting system;
¢ OQutline of the POC scheme implementation plan,
Further information is provided in Annex 4.

4. Seek final approval

Ministries or institutions will seek final approval from the CAR and MEF for:
* the Terms of Reference;
* the Management Contract;
» the appointment of the director; and
~® the organization structure and number of positions.

Documents may be submitted to CAR for approval as soon as they are available to ensure
timely approval. This approval is indicated through the signing of the implementation
agreement.

5. Sign implementation agreement document

The implementation agreement document is signed by the concerned ministry or institution, the
development partner(s) supporting the POC scheme and by the Council for Administrative
Reform and the Minisiry of Economy and Finance. The agreement specifies:

* the number and nature of positions to be covered by the POC scheme and its

organization structure;

* acommitment to implement adjustments modalities once finalized;

+ the operating costs and funding mechanisms; and,

* reporting requirements and the monitoring and evaluation processes.

9
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This is supported by the following two dochmgnts:

~ " s - The Management Contract

This may. také the form of a specific agiféem;_eht ora meimorandum of undéfétaﬁdihg. A
suggested teplate for the docuiment is available in Annex S. S

Conduct transparent merit-based selection

The ministry or institution uses the selection and appointment processes defined in the .
management contract to identify candidates for appointment to cach POC position. The
selection and appointment processes will also be used to fill any POC position that becornes
vacant during the operation of the POC scheme. ' :

The CAR may conduct inspections of selection processes to ensure that they respect norms for
transparency and merit based selection. The program director will be held legally accountable
for any transgression.

Issue appointment Prakas

Once appointmients have been endorsed by the re’spohsible Minister, a prakas will be issued by

the prakas will be forwarded to the CAR for its recotd.

the Minister to confirm the appointment of successful candidates to the POC scheme. A copy of

The CAR wiil establish a data base to record all POC schemes and all individual POC scheme

- appointments.

IL

Performance Management and Accountability

Establish POC scheme work plan

The program director and managers will develop a POC scheme work plan at least annually,
based on the Terms of Reference and the Management Contract, The work plan will specify

activities, outputs and monitoring indicators for the period and will be the basis for assigning
responsibilitics among appointees and for reporting POC scheme progress and results.

Establish personal service contracts

All POC scheme appointees sign a personal service contract with the program director, The
contract specifies the terms and conditions of their appointment including the duration of
contract. The personal service contract will also specify activities, expected results, indicators
and timeframes that will be used as the basis for performance appraisal. Activitics and expected
results may be specific to an individual appointee or to a team, depending on the nature of the
activities to be completed and the results to be achieved.

10
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3. Conduct ‘period.ic;apprai's_'als

'_Perifo‘diéai_'ly', b'u_t;at_i_lea{st’_éVC;l‘Y _Six.mb_n’cﬁs,‘indi\fic'i'ua[‘appoi_ntces par:tié"i.pate-'ir‘i.:a :eﬁewldf _
-progress against their personal service contract in meetings with their director / manager. These
~progress reviews will be vsed to: PR - I

* monitor progress towards expected results;

* review expected results where necessary;

= assess compliance with other contract terms; and,

* provide feedback and take corrective action where necessary.

At the expiry of the personal service contract, the performance of individual appointees will be
appraised against the térms of their individual personal service contract in meetings with their
director / manager. These performance appraisals will be used to: '
-=  asses$ achievement of expected results;
= assess compliance with other contract terms; and
= consider the issuance of a new personal service contract (if the POC scheme is to
continue),

The Managemerit Contract will specify the performance appraiSQI pr'qcées's. .

“Figure 1: PMAS Cycle

POC Scheme
Work Plan

Conduct
performance
appraisal

review(s)

work towards
expected results

The requirements of a performance management and accountability system (PMAS) are specified in
Annex 3 and a template for the personal service contract is presented in Annex 6.

11
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I11. Monito'rilig.and‘Evaluaﬁon

1. Periodic -évz'i'_luati'o'n and reporting

Ministries and institutions have a critical role: they lead and own the POC scheme(s) within
their respective jurisdiction. They shall provide clear direction to the program director, closely
monitor performance and provide the support and resources required to achieve the objectives.
A practical, timely and efficient system of monitoring is critical to achieving institutional and

individual objectives. This system can be a forceful instrument to change attitudes and behavior.

The program director will produce a periodic progress report (usually every 6 months) covering
key issues and constraints, achievements against the Management Contract and POC scheme
work plans, proposals to enhance performance and equity, and a financial statement. At the énd
of the POC scheme, a full scheme evaluation shall be conducted and an evaluation report
produced.

Monitoring, evaluation and reporting requirements are specified in the Management Contract
between the program director and the parent ministry or institution, and will address reporting to

other key stakeholders such as the development partner(s) and the associated TWG.

2. Periodic POC scheme audits
Independent third party audits of individual POC scheines will be carried out periodically to
ensure effectiveness of the scheme and its compliance with financial management requirements,

Audit requirements may be specificd in the Management Contract or may be cominissioned by
the CAR, the responsible ministry/institution or development partner(s).

3. POC instrument evaluation

An evaluation of the POC instrument (i.e. of all POC schemes) will be carried out to draw
lessons from the instrument and its implementation. The evaluation will be carried out by CAR
and discussed within the PAR TWG. Findings from this evaluation will be used to advise on the
POC instrument.

12
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D Stakeholder Roles and Respons1b1ht1es

Tablel Stakeholder Roles and Responsnbllltles S

‘ RGC mestry or- Instttu’uon

I Owncr of. the POC scheme and oversees its des:gn

: 1nst1tut10n appoints the program director.

implementation, management and monitoring. The ministry or |

Program Director

. 1mplementat10n and management, and for reporting.on its

D:rects the POC scheme and is prlmarlly reSpon31ble f01 its

performance to the Minister/Head of Institution and other key
stakeholders. Manages the performance of POC scheme
managers against specified results and monitoring indicators
for program/project activities. He/she is-accountable for
resources entrusted to him/her and is legally responsible for
the management of the POC scheme.

POC Scheme Ma_nagers

Manage the performance of POC scheme activities as agreed
in work plans to achieve POC scheme results: Work under the
supervision of the program director, Superwse a numbcr of
POC scheme implementers -

POC Scheme ‘Imprlemenfe_rs N

Perform scheme act1v1t1es as agreed in work plans to achteve
POC scheme results. Work under the supervision of POC
Scheme Managers,

Development Partner(s)

Provide technical guidance and support in POC scheme design
and implementation. Receive reports from the program
director on POC scheme performance to monitor progress. Act
as funding agents for the POC scheme,

Technical Working Groups

Provide oversight in the establishment of POC schemes in
their sector to ensure support for sector priorities and to avoid
overlap in activities. Receive POC scheme evaluation reports
to consider as part of sector coordination and planning
activities. :

13
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Table 2: Stakeholder Involvefnent in Documéot Deifelopment and Aporoval |

* | Formal Documents

' Development

' .Agreement

“Ternis of Reference

‘The ministry or ll‘lStIfUUOn with
o _approprxate assistance from

associated development partners.

.The mlmstry or mstltutlon :
' 'Assomated development
_parmer(s) :

The Council for Administrative
Reforim

-

Management Contract

Program director with approprlate

‘assistance from the. ministiy or

institution and associated
development partner(s).

Associated development

_The Council for Admmlstratlve

The ministry or institution
partner(s)

Reform

Implementation Agreement

The ministry or institution with
appropriate assistance from

associated development partner(s).

‘The Mmlstry of Economy and
Tinance

The ministry or institution,
Associated development
partner(s)

The Councll for Admlmstrat:ve'
Reform,-

14
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E. The 'POVC'V _ng'm'ents_G_rid o
Table 3 T_h; _P(:)Cl."aymen.t‘s qfid
" Type of Position ' | Riels/month

National level/back office

Oversight/leadership of program 1,470,000 —
e.g. Program director, deputy program director 1,680,000
Management of project/operations ' '

e.g. Project manager, deputy project manager, chief of ?206,80()006
unit, deputy chief of unit A

Implementation of operations 504,000 —
e.g. Technical staff, support staff 756,000 -

Sub-national level/public service delivery

Managemeiit of project/operations ; '
" . L . . 378,000 —
e.g. Project manager, deputy project manager, chief of . 467000

_ - unif, deputy chief of unit. . ’

Implementation of operations 210,000 —

e.g. Technical staff, support staff 294,000

1. The POC Payments Grid provides a range of monthly lump-sum payments for different types of
positions within development program or project structures. Payments are made based upon the
achievement of specified program or project-related results and cease when the expected results
are met or the development cooperation program or project ends.

2. Program or project positions are defined in position descriptions in the program or project
organigram. The level of POC for selected high-level specialist positions will be defined
separately following agreement between the RGC and development partners.

3. The specific POC payment rate to be applied to each position from the applicable payment
range will depend on the nature and size of the scheme and the number of levéls of position.
Ministries and institutions will consider the relativity between positions in the operation of the
POC scheme in determining the payment rate to be applied to each position.

4. Where payments are not to be paid monthly, payments will be consistent with rthe monthly
payment scales presented in the POC Payments Grid.

5. Payments may be made retrospectively, but not before 1% July 2010, to address operating costs
associated with an appointee’s work as part of a development cooperation program or project
where there is agreement between the ministry or institution and associated development
partners.

6. POC scheme appointees may only receive one POC scheme payment at a time.

15
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7. In the context of development cooperatton programs development partners cannot f" inance any.
operating-costs to ¢ivil servants outside the POC mstrument unless !egally regulated by the
Royai Government of Cambodta ' : N

8. The above payments grtd does not mclude payments such as DSA as per Sub decree 10, or :

hotiorarja.

The following table may be used as a guide to determine the hierarchy and relatmty of posmons
within a POC scheme:

Table 4: Guidelines for Types of Positions

r

Type of Position |

Examples

_ l Responsibility

) | Reporting Lines

National Leyel / Back Office

Oversight/
leadership of
| program

Program
Director, Deputy
Program Director

Direction of program positions have
overall responsibility for the design,

implementation and ongoing

management of the POC scheme,

= They develop the Management
Contract and establish POC
“scheme work plans, =~

= - They monitor and evaluate the
results of the POC scheme -

_-against the Management

Contract

* 'The program director reporis

directly to the Mmtster or Head of
institution,

If the POC scheme is large with
many positions and a variety of

“activities, the dlrector ‘may have the

support of deputy directors with -
tesponsibility for spemﬁc areas of
the POC-scheme. -

These positions have management
positions reporting to them.

Management of
project/operations

Manager, Deputy
Manager, Chief
of Unit, Deputy
Chief of Unit,
Team Leader,
Supervisor

* Management positions are
responsible for managing the
implementation of ongoing
activities of a specific section of
the POC scheme work plan.

* They provide progress and
evaluation reports against the
POC scheme work plan,

There may be more than one level
of management in a large and -
complex POC scheme.
Management positions either report
directly to the director or a deputy
director, or, in a large POC scheme,
to a senior manager position.
These positions have lower -
management positions or a team of
implementation positions reporting
to them,

Implementation of
operations

Technical staff,
support staff

* Implementation positions are
assigned responsibility for
implementing a specific aspect of
the POC scheme work plan.

* Their work is guided primarily
by their personal service contract,

Implementation positions report
directly to a management position.
These positions are usually part of a
team and have no positions
reporting to them.

Sub-National Level/Public Service Delivery

Management of
project/operations

Manager, Deputy
Manager, Chief
of Unit, Deputy
Chief of Unit,
Team Leader,
Supervisor

* Management positions are
responsible for managing the
-implementation and ongoing
activities of a specific section of
the POC scheme work plan,

= They provide progress and
evaluation reports against the
POC scheme work plan.

There may be more than one level
of management in a large and
complex POC scheme.
Management positions either report
directly to the director or a deputy
director, or, in a large POC scheme,
to a senior manager position.
These positions have lower
management positions or a team of
implementation positions reporting
to thein.

16
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Impiementation of

-operations .

“Technical staff,

support staff”

- ]mp,lgar;lentationpositions are

responsible for implémenting
specific actions of the PQcC |

~ 'scheme work plan

*» Their work is guided prrmarlly

by their persona[ service contract. .

LR Imp[cmentatlon posmons report

directly to a management posmon

* These positionsare: -usually part of a
team and have no positions
reportmg to them

17
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. Ahneicf-O‘ne: Terms of Reference template

', Th]S template presents a suggested format for the POC scheme terms of reference The format may B
be varled to meet the specxﬂc needs of the POC scheme , : -

"POC scheme |
Terms of Reference

1. Infroduction

This section will describe the development program or project that the POC scheme is mtended
fo support, and explain the sector context. It will offer a justification of fhe need fora POC
scheme and identify the associated development partners.

2. Goals of the POC Scheme

This section will detail the mission and goals of the POC scheme, rncludmg a description of the
i core strcrteg:c deveiopmenf priority[s] that the ministry or institution i pursuing and that the POC
“scheme is infended to support. It woulo‘ also detan‘ start andend dates for the scheme '
This secfion m:ght include: .
* areference to the NSDP
" a reference to the. Ministry or institution's strategic plan or operahoncr[ p!cm or
s a reference fo the development cooperation framework document.

3. Expected Results

This section will detail the expected results of the POC scheme and the associated monitoring
Indicators. These may be detailed in a table as follows:

Objectives - ' Expected Results

4. Scheme Structure, estimated number and type of positions

This section will detail the proposed posmons fo be established in the POC scheme. These may be
detailed in a fable as follows:

Unit Types of Position ' Number of
positions

A project/scheme organigram will be attached fo present the organization structure of the
positions.

{cont)
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5"Esfimaféd Operaiing Costs .. . . _

'-Thrs secﬂon wn‘f defa:l fhe cosfs of o,oerohng r‘he POC scheme rncludmg fhe c:osts of POC
poymenfs to appomfees g :

6. imprerrienfafic'm' of POC Scheme

This secfron will detail the main implementation aclivities and the fimeline. it mday address:
' * Signing of Implementation Agreement

= Complehon of selecfion process

= Issuance of appointment prakas

»  Finalization of work plan

« [ssuance of Personal Service Confrocts

* POC Scheme launch

7. Agreement

This section will indicate the agreement/no objection of fhe miristry or mshfufron cmd the
assoc;ated deveiopmenf pon‘ners ; :
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_Annéx' Two:  Job Description template

| ) ThlS témplét_e_presents_ a suggested format for fhe POC scheme job .deSbrip'tiohs-.-The format may be
varied to meet the_ specific n‘eeds_of the POC schcme. ' ' R S

POC Scheme

Paosition Title:

Responsible to:

JOB DESCRIPTION

Supervises:
e Payment
Typg of Position; Rate:
Main Function
of Position:
I. Responsibilities
| KEY RESPONSIBILITIES | AcTivinies
It. Selection Criterla
Essential:
Experience
' Desirable:
E: ticl;
Specific Skils and | ~C
Knowledge Desirable:
E: tial:
Qudlifications and | “*¢M
fraining Desirable:
Signature Signature
POC Scheme Manager Program Director
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Annex TI_'hr'ee_:,- Perfqrh;énic'.q Managgmell_ll_t
S - and Accountability System

Every __]:?OC..sch‘eme,wjll Havca'perfoffmahge management and accountability system (PMAS) to
assist with the management and appraisal of appointee’s work activities to achieve the mission and
objectives of the POC scheme. Each PMAS will have the following features: '

A. Terms of Reference/Management Contract
" B. POC Scheme Work Plan

C. Pt_:r_sona[ Service Contracts

Figure 2: Typical PMAS

» developed at beginning of POC scheme and
may be reviewed periodically

= detail the mission and objectives of the POC

- schéme. S L -

@ = used for evaluation of POC scheme results

Terms of Reference /
Management Contract

*. usually developed annually but mday cover shorter
periads : S '

* details POC scheme activities, expected results,
manitoring indicators, timeframe

= used for annual monitoring and reporfing of POC
scheme results

POC scheme work plan

= developed at least annually

* details activities, agreed expected results,
monitoring indicators, timeframe _

* used for interim progress review which happens at
least every six months

= used for performance appraisal at the expiry of

Personal service contract

Each POC scheme will design and implement a PMAS that addresses these requirements. Existing
performance management and accountability-type systems may be used or adapted to meet POC
scheme requirements. The POC scheme’s PMAS guidelines will be attached to the POC scheme
management contract as an annex.

Typical PMAS guidelines for POC scheme managers will address the following aspects:

Section Deseription
Introduction/Objectives/ This section introduces the performance management and
Scope accountability system and its purpose.
System Design This section provides an overview of the performance
management and accountability system.
_—

21



DRAFT FOR REVIEW
06/29/10

: Systcm Operations

- This secnon descrfbcs the spcmﬁc steps to be takcn as part of

‘ accountablhty system. It details what is done whcn how and by -

the operation of the performance management and

whom It would cover: :
& the process for cstabhshmg POC scheme work plans

. thc POC scheme work plan momtormg process

¢ the process for cstabllshmg personal service contracts;

» the personal service contract performance interim review
and appraisal process

Unsatisfactory performance

This section addrcsscs the proccss for respondmg to
unsatisfactory performance identified as part of interim review /
performance appraisal. It will detail corrective actions which
may include capacity development or actions consistent with
existing statutes of the civil service,

Reporting Requirements

| POC schemé, and consolidation of progress results for reporting
of POC scheme performance.

This section details the process for reporting progress towards
expected results. It will address the rcportmg of individual
appointce pcrformancc to Justify ongoing participation in the

I3 Systcm‘Respohsibili'ties '

This Scction outlines rolcs and-rcsponsibi]itics, including:

¢ Ministerial responsibility for management, monitoring
and review;

. Rcsponsibility of program director and managers; and,

* Responsibility of POC appointees.
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Annex Four: Management Contract.

- The Management Contract should assure the Minister that POC scheme management has a clear:
sense of direction, is dealing with the right issues and is managing its affairs accordingly. The

‘Management Contract with the ministry or institution will in turn be supported by a cascade of :
personal service contracts between the program director and his/her managers and individual

‘appointees.

A typical Management Contract would present the following:

Sections

May include:

Summary

Major priorities of the POC scheme _
Main activities and monitoring indicators

Mission and Goals

The mission and goals of the POC scheme
POC scheme links to development programs or projects

Objectives and Expected Results

A table detailing:
o Objectives
- o Main activities o :
o Specific time bound measurable results to be achieved
o Monitoring indicators

POC scheme positions and
-organization structure

Job descriptions o
Organization structure chart, detailing reporting lines

Selection and appointment
processes

Description of transparent and merit-based selection and
appointment process
Personal service contract format

Performance management and
accountability system

see Annex 3

Operating budget and resource
requirements

Financial resources, assets, equipment required

Parent ministry resource commitments (use of infrastructure,
shared resources, etc)

Other resource commitments (e.g. development partners)

Monitoring, evaluation and
reporting system

Monitoring and reporting processes
Evaluation and reporting requirements
Audit requirements

Implementation plan

Main implementation activities
Timelines
Reporting requirements
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. "An_'niexF_ive: _-Impleméntation__-Agree_mg_nt template

This-témplate presents a suggested format for the POC scheme implementation aéreément; The -

format may be varied to meet the specific néeds _o"f..'the POC scheme and its stakeholders.

‘ POC Scheme
Implementation Agreement

1. Background

This section will describe the development pregramme or project that the POC scheme is
intended fo support, and explain the sector context.

2. POC Scheme Slruc_.ture
| This section will detail the POC scheme structure and number and fypes of positions.
| 3. Party Declarations
This section will detail:
* funding and other commitments of the development partner(s), and
* management and other commitments of signatories including commitment to
implement adjustment modalifies.
4. Review and Audit
This section will defail:
* monitoring and evaluation requirements;
* reporfing requirements; and
* audif requirements of the POC scherne.
5. Financing
This section will detail the financial processes to be used fo rhanage the funding.

6. Suspension, Cancellation, Yermination

This section will detail the process to be used to suspend, cancel or terminate a POC scheme
and to address any dispute between the parties,

7. Agreement

This section will indicate the agreement of the CAR, MEF, the ministry or institution and the
associated development partners, '
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Annex Six: Personal Service Contract template
: “This template prcsents a suggﬁsfed fohn_at 'f‘or-the POC personal sérvi_c_é- cdntract’.,The format may
be varied to meet the specific needs of the POC scheme, e T -

A typical POC personal service contract will have attached the relevant position descript—ion. When
available, an individual work plan may be attached to meét the requirements of section three below.

POC Personal Service Contract Template

1. Appointment S
The Minisiry/institution name__ (hereafter called as “the Ministry/Institution ")

hereby appoints:
___Name
Address
. __Civil Servant Nymber _ (hereafter called as “the appointee *) : 7
- To the position of posifion name - in the_POC scheme name . - POC scheme. The:

appointee reports fo - director/mangger._.

‘This appointment is effective from: dafe _.and shall remain valid until expiry ddgte

— . oruntil superseded by another contract. However, the appointment shall be reviewed
annually/every six months and may be terminated earlier according to conditions detailed
in clause 4.6,

2. Durdfion of Contract: n S

3. Responsibilities;

The appointee is responsible for
* all responsibiiities associated with the position as defined in the attached position
description; : :

+ compliance with the terms and conditions of this contract; and

* achievement of the expected results as stated below / agreed in the attached work
plan.

Aclivities Expected Results Monitoring Indicators

4. Conditions of Appointment:

The appointee will abide by all terms and conditions of their employment with the Royal
Govemment of Cambodia and with the following conditions of appointment:

fcont)

25



DRAFT FOR REVIEW
06/29/10

4.1 Hours of Work:

The appointee’s hours of work shall be a minimum. of 7.5 hours per day from Monday to
Friday, except’ for official government holidays. The appomfee is expecfed to-be

-avdilable at their work base during these hours, The appointee will be required to work
-any reasonable additional hours which are necessary fo perform his/her duties and the
' oppomtee shall noi be entitled to any additional poymen’r for hours worked in excess of

the normal working hours.

4 2 Absence:

Any planned absence will be with the express wiitten permission of the Director. Any
unplanned absence for sickness or other reasons must be communicafed to the
manager or director as soon as possible.

4.3 Other Payments:

The appointee shall not accept any other POC scheme payment during the term of this
confract. The appointee shall not accept any gifts or other inducemenis offered in
connection with their appointment in the POC scheme. The appointee may however
receive payments such as DSA as per Sub-decree 10, honoraria or stiting allowances.

4.4 Conflict of Interest:

The appoinfee declares that, in accepting this personal service contract, they do not

" create a conflict of interest with any existing appointments, roles or activities, and that

during the:term of their appomtmen’r the appointee will not accept any appointment or .
role or engage in any activity that creates a conflict of interest with their responsibilities.
The appointee shall notify the Director |mmed|c|’rely of any actual or potential conflict of
interest and shall address the confiict of interest so as o be able to satisfactorily

*demonstrate to the Director that the confiict of interest has been removed,

4.5 Performance Management and Accouniabilliy

T

he appointee shall participate In progress reviews and performance appraisals as part of

the Performance Management and Accountability System as detailed in section ___ of
the management contract.

4.4 Corrective Action:
if the appointee does not abide by the terms and conditions of their employment with
the Ministry or of this contract, or does not achieve the expected results agreed In the
attached performance agreement, they may be subjected to corrective action as set
out in section ___of the management contract.

5. Remuneration;

The

appointee will receive a POC payment of __payment rate for each month that hefshe

holds the above position. This payment will be paid directly into a nominated bank account.

This contract comes into force on date I have read and understood the terms and
and remains valid unfil date. conditions of my appointment and confirm

Sighed

Dafe;

my acceptance of this contract,

Signed
{Program Director) {Appointee)
Dafe:
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