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6.  Structure of Head Office  

7.  Structure of Dist r ict  Offices    
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THE CYPRUS TOURI SM ORGANI ZATI ON  

LAW S, 1 9 6 9  TO 2 0 0 5  

 

Regulat ions m ade under sect ion 7 ( 1 )  and ( 3 )  

 

The Board of Directors of the Cyprus Tourism  Organizat ion, exercising the powers vested in it  by sub-

sect ions (1)  and (3)  of sect ion 7 of the Cyprus Tourism  Organizat ion Laws, 1969 to 2005, hereby 

m akes with the approval of  the Council of Ministers the following Regulat ions. 

 

 

 

 

PART I  –  I NTRODUCTORY PROVI SI ONS 

 

  1 . These Regulat ions may be cited as the Cyprus Tourism  Organizat ion (Structure and Condit ions of 

Service)  Regulat ions, 1970 to 2012. 

 

 

 

 

 

 

 

  2 .   I n these Regulat ions unless the context  otherwise provides-  

 

«Board of Directors» m eans the Board of Directors of the Organizat ion;  

 

«Budget» m eans the budget  provided for in sect ion 15 of the Law;  

 

«Chairm an» m eans the Chairm an of the Board of Directors;  

 

«deferm ent  of increm ent» m eans the deferm ent  of the date upon which, under norm al 

circum stances, an increm ent  would be granted;  

 

«Director-General» means the Director-General of the Organizat ion;  

 

«Dist r ict  Offices» m eans the Dist r ict  Offices of the Organizat ion established in any place outside 

the town where the headquarters of Organizat ion are situated, and this term  includes Offices and 

Services of this town;    

 

     «Em ployees» m eans all those em ployed by the Organizat ion, m ale and fem ale, except  for the 

cases where only one sex is prescribed, but  this term , however, does not  include employees employed 

tem porarily or appointed on cont ract ;  

 

    «Head Office » m eans the Head Office of the Organizat ion, established in the town where the 

headquarters of Organizat ion are situated, but  this term  does not  include the Offices and Services of 

the Organizat ion in the area thereof, which shall com e under the Dist r ict  Offices;   

 

      «I ncrem ent» m eans the increase of the salary of an em ployee by a fixed am ount , which m ay be 

granted in accordance with the term s of appointment  of such em ployee unt il his salary reaches the 

m axim um lim it ;   

 

«Law» m eans the Cyprus Tourism  Organizat ion Law, 1969, or any other law am ending or 

subst ituted for the sam e;  

«Medical Board» m eans a Board of Medical Officers of the Republic convened by the Director of 

Medical Services, on the applicat ion of the Organizat ion;    

 

«Mem ber State» m eans a m em ber state of the European Union;  
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Short  t it le. 

 

Official 

Gazet te, 

Third 

Supplement:  

13.10.70 

Supplement 

I I I  (I ):  

  7.7.95 

17.1.97 

20.6.97 

12.3.99 

28.4.2005 

23.2.2007 

2.5.2008 

«Minister» means the Minister of Com m erce, I ndust ry and Tourism ;  

 

«Officer- in-charge» means the responsible officer of a department  and in default  or in the absence 

thereof the Director-General;  

 

      «Organizat ion» m eans the Cyprus Tourism  Organizat ion;  

 

     «Post» means a post  in the Cyprus Tourism  Organizat ion;  

 

«Republic» m eans the Republic of Cyprus;  

 

«Services» m eans the services of the Organizat ion consist ing of the Head Office and the Dist r ict  

Offices;  

 

«stoppage of increm ent» m eans the discont inuance of such an increm ent  for a specific period 

without  alter ing the date of grant ing an increm ent ;   

 

      «withholding of increm ent» m eans delay in grant ing som eone’s increm ent  for a fixed period of 

t ime. 

 

  3 .  These Regulat ions shall apply to all employees unless it  is otherwise provided by the specific 

term s of appointm ent  of the em ployee. Where no such provision exists, every em ployee is bound to 

com ply with the provisions of these Regulat ions and to carry out  sam e. 

 

PART I I .-  STRUCTURE, APPOI NTMENTS AND CHANGES  

I N  THE STATUS OF EMPLOYEES. 

 

  4 .  The services of the Organizat ion shall consist  of the Head Office and the Dist r ict  Offices. 

 

  5 .- (1)  The Organizat ion shall form  such posts in the Organizat ion as it  considers necessary. 

 

      (2)  The posts of the Organizat ion m ay be either perm anent  or tem porary. 

 

      (3)  The num ber of perm anent  or tem porary posts of sam e, as well as their gradat ion and salary 

scales, shall be prescribed from  t im e to t im e in the budget , subject  to the provisions of Regulat ion 24. 

 

  5 A. (a)  Subject  to the provisions of paragraph (b) , no person is appointed to the Cyprus Tourism  

Organisat ion, unless:  

( i)  He is a cit izen of the Republic or of a mem ber state;  

( ii)  he has at tained the age of eighteen, and if he is a cit izen of the Republic, he has 

com pleted his m ilitary service or has been otherwise legally exem pted from  it ;  

( iii)  he has the qualificat ions prescribed by the schem e of service of the post  for which the 

appointm ent  is to be m ade;  

( iv)  he has not  been convicted for an offence of a serious nature which entails lack of honesty 

or m oral indecency;  

(v)  he has not  been dism issed or his services were not  term inated in the past  from  the Public 

Service or from  any service or public corporat ion of the Republic or of any other m em ber 

state;    

       Provided that  the Board of Directors m ay, in any special case, following the approval of the 

Council of Ministers, authorize, for reasons of the interest  of the Organisat ion and the public interest , 

that  a person who is not  a cit izen of the Republic or of a m em ber state subm its an applicat ion for 

appointm ent , in accordance with the provisions of the said Regulat ions and, in case he is selected, he 

may be appointed-  

(aa)   on cont ract  for a lim ited period, or 

(bb)  on a perm anent  basis, if the said person had been em ployed in the Public Service  

  on cont ract  for a period of not  less than four years.               

     (b)  No person shall be appointed to a post  which involves direct  or indirect  part icipat ion in the 

exercise of public authority and in the protect ion of the general interests of the Organisat ion, which is 

prescribed as such by the Council of Ministers, by an order, following a recom m endat ion of the Board 

of Directors of the Organisat ion, unless he is a cit izen of the Republic.        

  

  6 . The st ructure of the Head Office and posts of sam e shall be as follows:   
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(a)  GENERAL MANAGEMENT:  

          Director-General  

 

(b)  ADMI NI STRATI ON DEPARTMENT:  

          Administ rat ive Officers 

          Account ing Officers 

          Clerks 

          Shorthand typists 

          Typists 

          Telephone Recept ionist  

          Messengers 

 

(c)  1st DEPARTMENT:  TOURI ST ORGANI ZATI ON  

          Tourist  Officers 

          Econom ist  

 

(d)  2nd DEPARTMENT:  PROMOTI ON  

          Tourist  Officers 

 

(e)  
3nd DEPARTMENT:  TOURI ST SERVI CES 

          Tourist  Officers 

          Technical Officers  

          I nspectors  

 

 

  7 .- (1)  Dist r ict  Offices shall be dist inguished into I nland Services and Outside Services. 

 

   (2)  (a)  I nland Services shall be com posed of local I nform at ion Offices, Supervisors Offices, and any 

other Offices for Services which operate or which shall be form ed, established by the Board of 

Directors with the approval of the Minister, within the area of the Republic.  

 

        (b)  Every Office and every Service shall bear next  to its t it le, the nam e of the town or 

Municipality or area or Dist r ict  where it  is situated. 

 

  (3)  (a)  Outside Services shall be com posed of the regional tourist  offices, established by the Board of 

Directors, with the approval of the Minister, outside the area of the Republic. 

 

        (b)  Every Tourist  Office, shall bear next  to its t it le, the nam e of the state where it  has been 

established and the town where it  is situated.  

 

  (4)  Dist r ict  Offices and posts of sam e shall be st ructured according to the r ising needs at  the t im e. 

 

  8 .  The requisite qualificat ions for every post  and the dut ies involved therein for the person 

appointed shall be those set  out  in the schem e of service, issued in accordance with sub-sect ion (2)  of 

sect ion 7 of the Law, and shall include any other duty, which m ay be ent rusted to him . 

 

  9 .- (1)  Appointm ents to perm anent  posts shall be m ade on a two-year probat ion period:       

 

     Provided that , the Board of Directors m ay, by a special decision, lim it  or extend the probat ion 

period. 

 

  (2)  For officers on probat ion there shall apply, m utat is m utandis, the provisions applying to the 

employees in the Public Service of the Republic. 

 

  1 0 .  Tem porary appointm ents m ay be m ade regarding vacant  perm anent  posts whenever necessary. 

 

  1 1 .- (1)  An em ployee who is required to perform  tem porarily the dut ies of another post  or  sam e m ay 

be seconded to that  post . 

 

    (2)  An em ployee holding a perm anent  post  who is seconded to a temporary post  with a higher 

salary shall keep all the pr ivileges, which he was ent it led owing to his perm anent  post , but  his salary 

shall be the salary of a tem porary post . 

 

  1 2 .  I n cases where senior ity is a relevant  factor there shall apply, m utat is m utandis, the provisions 

applying to em ployees of the Public Service of the Republic. 

 

  1 3 .- (1)  Whenever a post , the holder of which exercises legal dut ies, is vacant  for any reason or the 

holder is absent  on leave or is incapacitated, an em ployee m ay be appointed to act  as a subst itute in 
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such post . 

    (2)  No appointm ent  in subst itut ion shall be effected for a period of fourteen days or less, unless it  

is deem ed absolutely necessary. 

    (3)  An employee appointed at  a post  in subst itut ion may be called upon to execute the dut ies of his 

substant ive post . 

 

    (4)  Whenever an em ployee is appointed in subst itut ion to a post  with a higher salary scale, he shall 

receive the salary of the lowest  scale in the salary scale of the post  in which he is appointed in 

subst itut ion. 

 

    (5)  Whenever an em ployee is appointed in subst itut ion with a fixed salary, such em ployee shall 

receive an allowance equal to half the difference between his own salary and the salary of the higher 

post  which he holds in subst itut ion:  

       Provided that , an em ployee holding the higher post  in subst itut ion for a cont inuous period of six 

m onths or over, shall receive an allowance equal to the full difference between his own salary and the 

salary of the higher post  for the ent ire period of the appointm ent  in subst itut ion. 

 

   (6)  Leave of absence or sick leave for a period not  exceeding fourteen days does not  const itute 

term inat ion of the appointm ent  in subst itut ion and does not  const itute deprivat ion of the allowance of 

the appointm ent  in subst itut ion, provided that  no other appointm ent  in subst itut ion has been m ade 

during this period. 

 

  1 4 .  The Director-General is ent it led to t ransfer em ployees to Departm ents other than those in which 

they were appointed or serve, according to the requirements at  the t ime. Transfer from  the Head 

Office to a Dist r ict  Office and vice-versa shall require the approval of the Board of Directors. 

 

  1 5 .- (1)  No em ployee shall be prom oted to another post  unless-   

(a)  there is a vacant  post ;   

(b)  he has the qualificat ions laid down in the schem e of service for such a post ;  

(c)  he has not  been punished during the preceding two years for a disciplinary offence of a 

serious nature. 

 

       (2)  The claims of employees to promot ion shall be considered on the basis of merits, 

qualificat ions and senior ity. 

 

       (3)  I n m aking a prom ot ion of an em ployee the Board of Directors, shall take duly into 

considerat ion the context  of the Personal Files and of the Annual Service Reports Files of the 

candidates, the reasoned recom m endat ions of the Director-General and the im pression which the 

Board of Directors has obtained from  the candidates during the oral interview, if such has taken place. 

 

       (4)  No em ployee is prom oted to a post  which involves direct  or indirect  part icipat ion in the 

exercise of public authority and the protect ion of the interests of the Organisat ion in general,  which is 

prescribed as such by the Council of Ministers with an order, following the recom m endat ion of the 

Board of Directors of the Organisat ion, unless he is a cit izen of the Republic.  

 

  1 5 A.- (1)  There shall be drafted the following categories of evaluat ion reports:  

(a)  Six m onthly reports for evaluat ion of the em ployees appointed on probat ion to a 

perm anent  post  and covering the probat ion period or of the em ployees      appointed on 

a m onth- to-m onth basis or on cont ract  during the first  two years of their service. 

               (b)  Annual reports for the evaluat ion of all the employees following the approval of their 

appointment  to a permanent  post  or depending on each case following the complet ion 

of two years successful service by an em ployee serving on a post  on a m onth- to-m onth 

basis or on cont ract . 

 

      (2)  The form , the purpose, the t im e of preparat ion and subm ission and the way of preparat ion of 

the evaluat ion reports shall be displayed in the Table. 

 

1 5 B. -  (1)   Where the promot ion of an employee is annulled by a decision of the Suprem e Court , the 

Board of Directors m ay, if after re-exam inat ion it  does not  reinstate him  in the sam e post  and 

provided that  all requirements set  out  in paragraph (2)  are fulfilled, decide his promot ion or his 

supernum erary prom ot ion, according to whether such a post  exists or not , to a post  which in every 

reasonable probability he would have been prom oted, if the prom ot ion which was annulled had not  
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been m ade. 

 

            (2)   The Board of Directors’ authority provided in paragraph (1)  shall be exercised only when 

it  is convinced that , in view of the m erits, qualificat ions, senior ity of the em ployee and the num ber of 

the vacant  posts, which were filled during the t im e that  elapsed between its decision and its 

annulm ent , the career of the em ployee had in fact  been affected. 

 

           (3)   Notwithstanding any other provision in these Regulat ions, when the supernum erary 

promot ion of an employee to a post  is decided in accordance with paragraph (1) , the employee shall 

serve in it  enjoying all the r ights and benefits of the post  unt il there is a vacant  post  of the sam e t it le, 

in which case the em ployee shall take it  by being prom oted to it . 

 

           (4)   When the prom ot ion of an em ployee is decided under paragraphs (1)  or (3)  such 

prom ot ion shall have effect  as from  the day since which, according to the opinion of the Board of 

Directors, he would have been prom oted, if the annulled prom ot ion had not  been decided. 

 

1 5 C.– (1)  The Board of Directors m ay, after a proposal of the Director-General, m ake a 

supernum erary appointm ent  or prom ot ion to a post  of a lower status and salary in the same grade of 

posts in one of the following cases:  

 

(a)  Whenever a vacant  post  of a higher status and salary in the sam e grade of that  posts, 

cannot  be filled due to the non-existence of a suitable candidate,  

 

(b)  against  a vacant  prom ot ion post  of a higher status and salary in the sam e grade of 

posts, exist ing on the date of the filling of a vacant  post  of a lower level and salary in 

the sam e grade of posts. 

               

               (2)   Every supernum erary appointm ent  or prom ot ion shall be m ade on a tem porary basis 

and shall be term inated im m ediately after the filling of the vacant  post  against  which it  was m ade:  

 Provided that  if a post  to which a supernum erary appointm ent  or prom ot ion was m ade becom es 

vacant , then the supernum erary appointm ent  or prom ot ion m ay cont inue unt il such vacant  post  is 

filled. 

 

  1 6 .- (1)  Subject  to the provisions of the Law, a perm anent  or tem porary em ployee can not  resign 

from  his post  without  the previous perm ission of the Board of Directors. 

     (2)  An employee resigning from  his post  without  the prior perm ission of the Board of Directors 

shall be deem ed to be absent  from  duty without  perm ission and be liable to dism issal. 

 

  1 7 .- (1)  The age of com pulsory ret irem ent  of any employee of the Organizat ion who completes the 

age of sixty years on or after the 1st of July 2008 shall be the age of sixty three (63)  years:  

       Provided that , the age of com pulsory ret irem ent  of any employee of the Organizat ion com plet ing 

the age of sixty years between the date of the com ing into force of the Cyprus Tourism  Organizat ion 

(St ructure and Condit ions of Service)  (Amendm ent )  Regulat ions, 2008 and the 30 th of June 2008, 

both dates inclusive, shall be the age of sixty two (62)  years:  

Provided further that , the Organizat ion m ay, taking into account  the provisions of paragraph 

(2)  of this Regulat ion, allow any em ployee to ret ire at  any t im e after the com plet ion of− 

(a)  the age of fifty-eight  years (58) , in the case where the em ployee is  

 appointed to the Organizat ion on the date of the com ing into force of the  

 Cyprus Tourism  Organizat ion (St ructure and Condit ions of Service)  (Am endm ent )  

 Regulat ions, 2008 and 

 

(b)  the age of fifty- five years, in the case where the employee was in service of the 

Organizat ion before the date of the com ing into force of the Cyprus Tourism  Organizat ion 

(St ructure and Condit ions of Service)  (Am endm ent)  Regulat ions, 2008. 

     (2)  The Organizat ion shall,  irrespect ive of its needs of service, accept  any applicat ion by an 

em ployee for ret irem ent  on or after the com plet ion of the age of sixty years (60)  and up to the age of 

compulsory ret irement  in the case where the employee was in service before or on the date of the 

com ing into force of the Cyprus Tourism  Organizat ion (St ructure and Condit ions of Service)  

(Amendment )  Regulat ions, 2008. 

     (3)  Notwithstanding the provisions of this Regulat ion, the Board of Directors m ay, should it  

considers it  desirable in the interest  of the Organizat ion, allow an em ployee with the approval of the 

Minister, to rem ain in service, after the com plet ion of the age of com pulsory ret irem ent  for such t im e 

as the Board of Directors m ay decide. 
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Tem porary 

appointments

. 

 

 

Secondm ent . 

 

 

 

 

     (4)  The ret irem ent  benefits m ay be prescribed by the Regulat ion for the Establishm ent  and 

Operat ion of a Provident  Fund. 

 

  1 8 .  The date of bir th of an employee is the date, appearing on the official bir th cert ificate, produced 

by the em ployee in relat ion to his appointm ent  to the Organizat ion. 

 

  1 9 .  Leave of absence and sick- leave may be granted to an em ployee under the same circumstances 

and term s as those applying to officers in the Public Service of the Republic. 

 

  2 0 .  Leave m ay, in the discret ion of the Organizat ion, be granted to an em ployee who will go abroad 

for higher studies under condit ions set  out  by the Organizat ion. 

 

  2 1 .  The services of a tem porary em ployee m ay be term inated without  giving reasons for such 

term inat ion, but  such em ployee shall be given one m onth’s not ice or shall be paid one m onth’s salary 

in lieu of not ice. 

 

  2 2 .  I n case of term inat ion of the services of a perm anent  em ployee because of abrogat ion of his 

post  the Organizat ion shall pay him  such com pensat ion as may be fixed by the Board of  Directors 

with the approval of the Minister:  

 

Provided always that , the higher am ount  of the com pensat ion payable shall not  exceed the last  annual 

basic salary of the em ployee. 

 

  2 3 .- (1)  Appointm ents on cont ract  for service of lim ited durat ion m ay be m ade whenever necessary. 

 

    (2)  The durat ion of the cont ract , the dut ies, the obligat ions and the r ights of the em ployee so 

appointed shall be set  out  in the cont ract . 

 

    (3)  Any mat ters specifically not  referred to in the cont ract  shall be regulated in accordance with 

these Regulat ions. 

 

 

 

 

 

 

 

 

 

PART I I I -  RI GHTS AND BENEFI TS OF EMPLOYEES 

 

  2 4 .- (1)  The salary of each em ployee in the service of the Organizat ion shall be prescribed by the 

scheme of service made by the Board of Directors and approved by the Council of Ministers in 

accordance with sub-sect ion (2)  of sect ion 7 of the Law. 

 

    (2)  Upon the appointm ent  of an em ployee the Board of Directors may, in its discret ion, with the 

approval of the Minister, place him  at  any point  of the salary scale. 

 

    (3)  An employee placed in a post  outside the area of the Republic shall, with the approval of the 

Minister of Finance be granted a foreign allowance. Such allowance, which varies according to count ry 

and scale, shall be prescribed by the Board of Directors. 

 

  2 5 .  The salar ies of the employee may also include a cost  of living allowance at  the same rates and 

under the sam e condit ions as those applying to employees in the Public Service of the Republic. 

 

  2 6 .- (1)  An em ployee who has perform ed his dut ies efficient ly, diligent ly and faithfully shall be 

worthy of being granted an increm ent , in accordance with the schem e of service and the Budget .  

 

    (2)  I ncrem ents granted between the first  and the fifteenth of each m onth, both dates inclusive, will 

be deemed payable from  the first  day of the month. 

 

    (3)  I ncrem ents granted after the fifteenth day of each month will be deemed payable from  the first  

day of the following m onth. 

 

    (4)  When an em ployee is prom oted, his new incremental date shall be the one closest  to the date 

of the m onth of his prom ot ion. 

 

    (5)  An increm ent  m ay be withheld, stopped or deferred on the sam e reasons as apply from  t im e to 
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t ime to employees in the Public Service of the Republic. The competent  body to decide shall be the 

Board of Directors, upon receiving the opinion of the Director-General. 

 

    (6)  An increm ent  withheld m ay be considered as stopped or as deferred. 

 

    (7)  When an increm ent  is deferred, the date from  which such increm ent  m ay be eventually granted 

shall be considered as the new increm ental date. 

 

    (8)  When an increm ent  is deferred, it  shall not  be restored without  the prior approval of the Board 

of Directors, following the opinion of the Director-General. 

 

  2 7 .  Em ployees serving in senior posts m ay, by decision of the Board of Directors and with the 

approval of the Minister, be granted an allowance for covering appearance expenses:  

     Provided that , all relevant  part iculars shall be set  by the said decision. 

 

  2 8 .- (1)  An employee t ravelling on duty may receive an allowance for t ravelling expenses, at  the 

sam e rates and on the sam e condit ions as those applying at  the t ime to employees in the Public 

Service of the Republic, provided he has been authorised to use his own vehicle when t ravelling on 

duty and that  he has been declared by the Director-General as a “ t ravelling em ployee” . 

 

   (2)  The Director-General is considered a “ t ravelling employee” . 

 

   (3)  The purchase of a vehicle by the employee will not  automat ically acknowledge him  as a 

«t ravelling em ployee». 

 

   (4)  Travelling between the residence of the em ployee and his office shall not  be regarded as 

t ravelling on duty. 

 

  2 9 .  Salaries and allowances expressed on a m onthly or annual basis are payable m onthly in arrear. 

 

  3 0 .- (1)  An employee who is requested by the Organizat ion  to be absent  from  his post  on duty 

within the Republic shall sat isfy the prerequisites for the grant  to him  of a subsistence allowance at  

the same rates as applicable at  the t ime to the employees in the Public Service of the Republic. 

 

 

   (2)  Every claim  for subsistence allowance at  hotel accom m odat ion shall be accom panied by paid 

hotel invoices. 

   (3)  Subsistence allowance at  the same rates as applicable to the employees in the Public Service of 

the Republic m ay, at  the discret ion of the Director-General, be paid to the em ployee on his t ransfer 

from  one place to another within the Republic for such t im e, unt il the m axim um  of ten nights, as he is 

unable to occupy his perm anent  residence. 

   (4)  An em ployee who is appointed or t ransferred from  the Head Office to a Dist r ict  Office abroad 

and vice-versa or is t ransferred from  a Dist r ict  Office to another Dist r ict  Office abroad or is t ransferred 

because of leave of absence or ret ires or resigns from  his post , with the approval of the Organizat ion, 

or is dism issed from  his post  when he serves in a Dist r ict  Office abroad shall be granted m oving and 

overnight  accom m odat ion expenses at  the sam e rates and on the same terms and condit ions as 

applicable to the employees of the Foreign Office of the Republic. 

   (5)  I n case of death of an em ployee who is em ployed in a Dist r ict  Office abroad, his fam ily shall be 

ent it led to the same expenses of t ransfer and embalm m ent  of his body in Cyprus as the fam ilies of 

the employees of the Foreign Office of the Republic. 

   (6)  An employee ent it led to a subsistence allowance, who because of illness is unable to carry out  

his dut ies for m ore than two days, dur ing his absence from  his post , does not  receive a subsistence 

allowance for the period in excess of two days without  special authority of the Director-General:  

 

        Provided that , such authority shall not  be given unless the em ployee is able to show adequate 

reason for his failure to return to his post  during the said t ime period. 

 

    (7)  An employee appointed as a subst itute to a higher post  may receive a subsistence allowance at  

the rate prescribed for the init ial salary of the said higher post . 

    (8)  An employee required to t ravel abroad on duty shall sat isfy the prerequisites for the grant ing of 

a subsistence allowance at  the sam e rates as applicable at  the t im e to em ployees in the Public Service 

of the Republic as well as for paym ent  of all t ravelling expenses incurred by him  in relat ion to his 

dut ies abroad. 
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    (9)  An em ployee required by the Organizat ion to undertake a course of studies outside the Republic 

m ay be granted such subsistence allowance, as the Board of Directors m ay approve. 

 

  3 1 .  An advance for the purchase of a vehicle m ay be granted by the Organizat ion to an em ployee 

under the sam e term s as those applying from  t im e to t ime to the employees in the Public Service of 

the Republic, provided he has been designated by the Director-General as a «t ravelling em ployee». 

 

  3 2 .  All employees shall be ent it led to medical pr ivileges, sim ilar to those enjoyed at  the t ime by the 

employees in the Public Service of the Republic. 

 

PART I V- DUTI ES AND OBLI GATI ONS OF EMPLOYEES 

 

  3 3 .- (1)  Every employee shall at  all t imes execute his dut ies diligent ly and faithfully and shall devote 

all his t im e, unless it  is otherwise specifically provided in the term s of his appointm ent . 

 

    (2)  No em ployee shall be allowed to exercise any occupat ion or t rade or em ploy him self or 

part icipate in any business or work:  

     Provided that , in very except ional cases, upon the recom m endat ion of the Director-General, the 

Board of Directors m ay grant  perm ission to an em ployee for part - t im e occupat ion as long as this does 

not  either, direct ly or indirect ly, interfere with the perfect  execut ion of the em ployee’s dut ies. 

 

  3 4 .  The conduct  and discipline of an em ployee shall in all respects be com pat ible with the provisions 

of these Regulat ions and any circulars and direct ions which m ay be issued from  t im e to t im e by the 

Director-General. 

 

  3 5 .  I n the case of any pecuniary dam age caused to the Organizat ion by reason of cont ravent ion of 

any of the provisions of these Regulat ions or any circular or direct ion of the Director-General or due to 

failure to comply therewith or because of negligence in the execut ion of his duty by an em ployee, the 

said employee shall be liable to be surcharged for the am ount  of such dam age. 

 

  3 6 .  The em ployees shall norm ally work for the sam e num ber of hours per week as the em ployees in 

the Public Service of the Republic and the working hours shall be set  from  t im e to t im e by the Board 

of Directors. 

 

  3 7 .  The Organizat ion shall norm ally conform  with the table of public holidays prescribed by the 

Republic as official public holidays. 

 

  3 8 .- (1)  All inform at ion received or acquired by an employee in the course of execut ion of his dut ies 

shall be confident ial and shall not  be disclosed or com m unicated to any person except  only for the 

proper execut ion of official dut ies. 

 

    (2)  The em ployees shall take every possible m easure so that  no person who visits their offices shall 

have any opportunity of obtaining inform at ion from official docum ents. 

 

  3 9 .  I t  shall be prohibited for any em ployee to accept  any paym ent , com m ission or present  for any 

m at ter or service in relat ion to his dut ies. 

 

  3 9 A. Every officer or em ployee is bound to report  to the Board of Directors, providing all relevant  

inform at ion, his knowledge or suspicion that  another em ployee is involved in acts of corrupt ion, by 

using his post  or dut ies in the Organizat ion. 

 

 

  4 0 .  I t  shall be prohibited for any employee to enter into a debt  charging the Organizat ion by 

purchasing goods on credit  or to incur any m oney liabilit y for the account  of the Organizat ion without  

the prior authorisat ion of the Director-General. 

 

  4 1 .- (1)  No em ployee shall part icipate, either direct ly or indirect ly, in the adm inist rat ion of any 

com pany or partnership or other business of a pr ivate nature. 

    (2)  No em ployee shall, either direct ly or indirect ly, acquire or hold any share or other interest  in 

any com pany or partnership or other business of a pr ivate nature, or the acquisit ion of which m ay be 

incom pat ible with the execut ion of his official dut ies. 

   (3)  An employee shall, on his appointment , disclose to the Director-General part iculars of any 

investm ent  or interest  of the nature m ent ioned in paragraph (2)  of this Regulat ion held by him  either 

direct ly or indirect ly. 

 

   (4)  The Board of Directors m ay order the said em ployee to alienate him self from  every such 
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investm ents or interests or give him  perm ission to keep them :  

        Provided that , no perm ission shall be required for the acquisit ion of any governm ent  bonds or 

any investm ents in a Bank or a Cooperat ive. 

 

  4 2 .  Before acquir ing any im m ovable property, the em ployee shall obtain the perm ission of the 

Director-General, who shall not  refuse the grant ing of such perm ission when the interest  of the 

employee in such property would not  conflict  with his official dut ies. 

 

  4 3 .- (1)  All em ployees shall at tend at  their offices punctually at  the hours fixed. 

 

    (2)  Em ployees shall not  absent  them selves from  their offices in order to at tend to pr ivate affairs 

during working hours without  the perm ission of their officer in charge. 

 

    (3)  An em ployee who without  just ificat ion absents him self from  his duty without  perm ission or 

deliberately refuses or om its to execute his dut ies shall be subject  to dism issal from  the service. 

 

PART V-  DI SCI PLI NARY CODE 

 

  4 4 .- (1)  An em ployee shall be liable to disciplinary prosecut ion if-  

(a)  he com m its an offence involving lack of honesty or m oral indecency;  

(b)  he com m its an act  or om ission am ount ing to a cont ravent ion of any of the dut ies or 

obligat ions of an em ployee. 

 

   (2)  For the purposes of this Regulat ion «dut ies or obligat ions of an em ployee» include any duty 

under these Regulat ions or other Regulat ions am ending or subst itut ing for the same, under any public 

inst rum ent  m ade thereunder or under any order or direct ion issued. 

 

 

 

  4 5 .  The provisions of the Public Service Law, 1967, relat ing to the im posit ion of disciplinary penalt ies 

and to the connect ion between penal or disciplinary prosecut ions shall apply, m utat is mutandis, also 

to disciplinary prosecut ions by vir tue of these Regulat ions. 

 

  4 6 .  The following disciplinary penalt ies m ay be imposed under the provisions of these Regulat ions-  

(a)   reprim and;  

(b)  fine, not  exceeding the em olum ents of three m onths;  

 

 

____________________________ 

∗ The Public Service Law, 1967, was repealed and replaced by the Public Service Law, 1990 (L.1 of 

1990, as am ended)  

(c)  the stoppage, suspension or deferm ent  of increment ;  

(d)  reduct ion in rank;  

(e)  com pulsory ret irem ent ;  

( f)  dism issal. 

 

  4 7 .- (1)  When the Officer- in-charge of a Departm ent  or Office of the Organizat ion considers that  

there are reasons for taking disciplinary m easures against  an em ployee serving under him , he shall 

subm it  a full report  to the Director-General who m ay bring the mat ter before the Board of Directors:  

      Provided that , the Director-General m ay whenever he deem s expedient , br ing this mat ter before 

the Board of Directors without  the subm ission to him  of such report . 

   (2)  When the Director-General considers that  there are reasons for taking disciplinary measures 

entailing a penalty of reprim and he may put  the mat ter before the Board of Directors orally, and the 

Board of Directors m ay, after considerat ion of the case, im pose a penalty of a sim ple or st r ict  

reprim and. 

    I f, in considering the case, the Board of Directors is of the opinion that the circumstances thereof may 

entail a more serious penalty than reprimand, the Board of Directors shall call upon the Director-General to 

submit to it a written report and, upon its submission, it shall consider the case in accordance with paragraph 
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(6) of this Regulation. 

    (3)  When the Director-General considers that  there are reasons for taking disciplinary m easures 

entailing a st r icter penalty than reprim and, he shall proceed personally to the invest igat ion of the case 

or he shall appoint  one or m ore officers of the Organizat ion  ( in this Regulat ion referred to as «the 

invest igat ing officer»)  to carry out  the invest igat ion. The invest igat ing officer m ust  be of a higher rank 

than the employee in quest ion:  

        Provided that , if in any case the Director-General considers that  it  would not  be possible, 

pract ical or applicable to appoint  an invest igat ing officer from  the Organizat ion, he shall refer the case 

to the Board of Directors in which case-  

(a)  if it  is of the opinion that  the invest igat ion should be conducted by the Director-General it  

shall refer the m at ter to him  to conduct  the invest igat ion;  or 

(b)  it  shall refer the m at ter to the Minister, and upon such reference the Minister shall appoint  

one or m ore suitable public officers of the Republic as invest igat ing officers to conduct  the 

invest igat ion. 

    (4)  The invest igat ion shall be carr ied out  as expedit iously as possible. 

(5)  The Director-General or the invest igat ing officer, as the case m ay be, shall,  upon the 

com plet ion of the invest igat ion, im m ediately submit  in writ ing the outcom e of the invest igat ion to the 

Board of Directors, giving full reasons and subm it t ing all relevant  docum ents. 

   (6)  The Board of Directors shall hear the case with all possible speed, and if it  considers that  the 

employee has commit ted a disciplinary offence it  may im pose any of the disciplinary penalt ies. 

   (7)  The conduct  of an invest igat ion and all procedure shall resem ble, m utat is m utandis, the conduct  

of an invest igat ion and the procedure provided by the Public Service Law, 1967, and the hearing of 

the case by the Board of Directors shall be conducted, if possible, in the same manner as the hearing 

of a cr im inal case t r ied sum m arily. 

____________________________ 

∗ The Public Service Law, 1967, was repealed and replaced by the Public Service Law, 1990 (L.1 of 

1990, as am ended)  

 

 

    (8)  The Board of Directors m ay, by a general or specific decision, t ransfer its powers under this 

Regulat ion, wholly or part ly, to the Director-General. 

 

 

PART VI -  MI SCELLANEOUS PROVI SI ONS 

 

  4 8 .  The Organizat ion m ay, at  any t im e, call upon any em ployee to present  him self to a Medical 

Officer of the Republic or to a Medical Board for exam inat ion, for the purpose of ascertaining whether 

the employee is physically capable for the execut ion of the dut ies of his post . 

 

  4 9 .  The Organizat ion shall not  be liable for any loss of item  of property of the employees or damage 

thereto, caused by any reason whatsoever whilst  such item s are found on or in any im m ovable 

property or any of the vehicles of the Organizat ion. 

 

   5 0 .  Every em ployee leaving the service of the Organizat ion may, if he wishes, be furnished with a 

cert if icate of service. 

 

  5 1 .  A copy of these Regulat ions shall be given to all employees upon being employed by the 

Organizat ion. 
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TABLE 

( Regulat ion 1 5 A)  

 

Regulat ions which refer to the preparat ion of evaluat ion reports (evaluat ion of employees)  

 

  1 .- (1)  I n these Regulat ions-  

     «m anager» m eans the superior of a related department , subdivision of the service or  

work sector or departm ent  where the em ployee under evaluat ion is working or is  subject  

to. 

     «officer direct ly- in-charge» m eans the officer who supervises the em ployee under 

evaluat ion and holds a post  of a higher status than him  and who because of his dut ies has 

direct  knowledge of the work of the em ployee under evaluat ion and m ay have a 

responsible and valid opinion regarding his work performance and abilit ies, and the term  

also includes the m anager. 

   (2)  Term s, which are not  interpreted in these Regulat ions, shall have the m eaning 

assigned to them  by the Cyprus Tourism  Organisat ion Laws, 1969 to 2005 and the Cyprus 

Tourism  Organisat ion (St ructure and Condit ions of Service)  Regulat ions, 1970 to 2012, as 

am ended from  t im e to t im e. 

 

  2 .  The evaluat ion of employees shall be made by evaluat ion reports and with a view 

m ainly-  

(a)  To the ascertainm ent  of the suitabilit y of the em ployees who are on probat ion for  

perm anent  em ploym ent  in the Organisat ion or as the case m ay be the suitabilit y of 

the em ployees who are appointed to a post  by the Board of Directors on a m onth-

to-m onth basis or on cont ract  for the keeping of their services;  

(b)  to the ascertainm ent , evaluat ion and assessment  of suitability of the employees for 

prom ot ion;  

(c)  to the assistance in the developm ent  of the abilit ies of the em ployees, as well as 

the correct  operat ion and adm inist rat ion of the Organisat ion. 

  3 .- (1)  The form  of the six m onthly reports shall be set  out  in Appendix «A». 

   (2)  The six m onthly reports shall be subm it ted to the Director-General for every six 

m onthly period of service. 

   (3)  The last  six m onthly report  subm it ted prior to the expirat ion of the probat ion period 

or in case of its extension, pr ior to the expirat ion of the extension of the probat ion period, 

shall include a recom m endat ion whether the appointm ent  of the em ployee m ust  be 

rat ified or the probat ion period be extended or his appointm ent  be term inated. As regards 

an em ployee who has been appointed on a m onth- to-m onth basis or on cont ract , the last  

six monthly report  shall include a recommendat ion whether the employee’s services shall 

rem ain or not . 

  4 .- (1)  The form  of annual reports shall be set  out  in Appendix «B». 

   (2)  Annual reports shall be subm it ted to the Director-General for all the em ployees of 

the Organisat ion. I n the case of the Director-General no annual reports shall be required. 

   (3)  The annual reports shall be subm it ted to the Director-General between the 1st of 

January and the 31st of March of every year and shall refer to the previous calendar year. 

 

  5 .- (1)  Evaluat ion reports shall be prepared, whenever possible, by an evaluat ion team  of 

three m em bers in which the m anager and the officer direct ly- in-charge of the em ployee 

under evaluat ion necessarily part icipate. The third member of the evaluat ion team may 

either be the head of the said departm ent , branch, office or subdivision of the office or 

working sector where the em ployee under evaluat ion is em ployed or subject  to, when he 

is a different  person from  the m anager of the em ployee under evaluat ion or the 

hierarchically superior officer of the officer direct ly- in-charge of the em ployee under 

evaluat ion or an em ployee who holds a post  in the office, where the em ployee under 

evaluat ion is em ployed or subject  to, at  a higher salary scale than his and has direct  or  

indirect  relat ion with his work.   

   (2)  The evaluat ion team  shall be appointed by the Director-General not  later than the 
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31st of Decem ber of every year for which the evaluat ion is carr ied out  if it  concerns the 

preparat ion of annual reports. I n the case of six m onthly reports, the evaluat ion team  

m ay be appointed twice a year, if this is deem ed necessary. 

   (3)  I n cases where the evaluat ion team  com prising three m em bers in accordance with 

the requirem ents under paragraph (1)  of this Regulat ion cannot  be form ed, the evaluat ion 

shall be carr ied out  by the manager and the officer direct ly- in-charge of the employee 

under evaluat ion. I n case of disagreem ent , the opinion of the m anager of the em ployee 

under evaluat ion shall prevail.  The officer direct ly- in-charge m ay, if he so wishes, put  the 

reasons of his disagreem ent  in writ ing in a suitable part  of the report .  

  (4)  I n cases where the im plem entat ion of either paragraph (1)  or paragraph (3)  of this 

Regulat ion is pract ically im possible, the evaluat ion shall be carr ied out  by the Director-

General and the officer direct ly- in-charge of the employee under evaluat ion.    

   (5)  The reports for the m anagers of departm ents who shall be in charge of the 

departm ents of the Organizat ion shall be prepared by the Director-General.       

   (6)  No person shall part icipate in the evaluat ion of an em ployee if he is his spouse or 

blood relat ive or a relat ive by affinity up to the fourth degree:    

     Provided that , if as a result  of the obstacle of kinship the  preparat ion of an evaluat ion 

report  for an employee is not  possible, the provisions of the said paragraph will not  apply. 

I n such a case the existence of the kinship m ust  be stated in the evaluat ion report . 

   (7)  Where in these Regulat ions a reference is m ade in specific posts, this reference, in 

case of renam ing a post  or abolishing it  and creat ing another equal post , shall be 

interpreted as if relat ing to the new posts. 

 

  6 .- (1)  Part  I  of Appendix «A» and Part  I .A of Appendix «B» shall be completed by the 

employee under evaluat ion. 

 

   (2)  Part  I .  B of Appendix «B» shall be com pleted by the officer direct ly- in-charge of the 

employee under evaluat ion. 

 

   

 (3)  Parts I I , I I I  and I V of Appendix «A» and Parts I I , I I I  and I V of Appendix «B» shall be 

com pleted by the evaluat ion team  or by the m anager in cooperat ion with the officer 

direct ly- in-charge of the em ployee under evaluat ion or by the officer direct ly- in-charge of 

the em ployee under evaluat ion, as the case m ay be. 

 

   (4)  The m em ber who is hierarchically superior shall preside over the evaluat ion team . 

   (5)  The decisions of the evaluat ion team  shall be taken by m ajority. I n case where no 

m ajority is established, the opinion of the hierarchically superior shall prevail.  The 

m em ber or m em bers who disagree with the decision m ay, if they wish, request  that  the 

reasons of disagreem ent  thereof be expressed in a suitable part  of the report . 

   (6)  I n case where the em ployee under evaluat ion is t ransferred, m oved or seconded 

before the end of the year, the officer direct ly- in-charge shall prepare a draft  evaluat ion in 

the relevant  form  of the report  and shall submit  it  to the relevant  head of the departm ent ,  

where the em ployee was t ransferred, m oved or seconded, to be taken into considerat ion 

during the evaluat ion of the employee, provided the employee under evaluat ion has 

served under the specific officer direct ly- in-charge for a period of at  least  two m onths for  

the purpose of evaluat ion in Appendix «A» and three months for the purpose of evaluat ion 

in Appendix «B». 

   (7)  I n case where the officer direct ly- in-charge of the em ployee under evaluat ion 

ret ires, is t ransferred, seconded or m oved before the end of the year, he shall prepare 

and subm it  a draft  evaluat ion in the relevant  form  of the report  to the Director-General or  

to the head of the relevant  departm ent , as the case m ay be, or to his replacem ent , when 

the provisions of paragraph (6)  of Regulat ion 5 apply, in order to be taken into 

considerat ion during the evaluat ion of the employee for the new period of his service. 

  (8)  The provisions of paragraphs (6)  and (7)  shall apply, mutat is mutandis, in relat ion 
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to t im e and in the case of six m onthly reports.  

   (9)  No employee shall receive evaluat ion from a person hierarchically of the sam e grade 

or a subordinate. 

  7 .  I f there is the intent ion in the evaluat ion report  to express any unfavourable 

judgment , the opportunity is given to the em ployee to be heard and subm it  his 

representat ions, before the evaluat ion report  in relat ion to him  is drafted:  

     Provided that , «unfavourable judgm ent» is considered one where in any part  thereof 

the em ployee is considered as «not  sat isfactory». 

  8 .  Subject  to the provisions of  Regulat ions 3 and 4, the evaluat ion report  following its 

preparat ion shall be not ified immediately to the em ployee and after fifteen working days 

shall be sent  to the Director-General, unless in the meant ime the employee subm its in 

writ ing to the evaluat ion team , personally or through a lawyer his representat ions with full 

support ing docum ents. I f the representat ions of the employee are accepted, a new report  

shall be prepared which shall be sent  to the Director-General and shall be not ified to the 

em ployee. I f,  however, only som e or none of the representat ions of the em ployee are 

acceptable, the em ployee shall be inform ed and the final report  shall be sent  to the 

Director-General. 

  9 .- (1)  The evaluat ion report  shall be lim ited st r ict ly to the judgm ent  of the professional 

value of the employee in the post  or posts, which he holds during the year to which it  

refers. 

   (2)   The evaluat ion officers during the preparat ion of the evaluat ion reports shall-  

(a)  Strict ly adhere to these Regulat ions and the circular direct ions relat ing to the 

evaluat ion of the employees;  

(b)  achieve a unified m easure of judgm ent  with the evaluat ion;  

(c)  not  be affected by assessm ents or opinions about  the em ployee, which were 

made or expressed in relat ion to previous years of evaluat ion;  

(d)  evaluate the em ployee separately for every part  of the report  for the period to 

which it  refers;  

(e)  m ake every effort ,  so that  the evaluat ion m ade by them  to reflect  the real 

value of the em ployee. I f for health reasons the quality of work or the 

perform ance of the em ployee has been adversely affected, this fact  m ust  be 

subm it ted in a separate note at tached to the report ;  

( f)  not  hesitate in the interest  of the service and the employee under evaluat ion 

to proceed with lower evaluat ions, if these are just ified by the performance of 

the employee;  

(g)   bear in m ind that  the em ployee does not  only have abilit ies but  also 

deficiencies, and for this reason the report  m ust  reflect  the reality clearly and 

object ively;  

(h)  com plete the evaluat ion reports with responsibilit y and discret ion, expressing 

certain com m ents, if they deem  it  expedient . 

(3)  To establish a m ore just  and unprejudiced evaluat ion of the employees, the 

supervising officers of the employees must , during the year, note except ional 

perform ances, as well as their deficiencies or om issions, in case, however, of 

ascertainm ent  of such deficiencies or om issions, which m ay adversely affect  their 

evaluat ion and employees must  be warned of their deficiencies or om issions during the 

year when they are observed. 

   (4)  I f the dut ies of the em ployee are such that  they const itute his evaluat ion im possible 

in any part  of the evaluat ion, this m ust  be referred to in the relevant  part  of the report .  

  1 0 .  After every prom ot ion, the lawyer of every person who has lawful interest  to dispute 

the prom ot ion shall be ent it led to inspect  the files of the evaluat ion reports or any other 

evaluat ion reports of the sam e person or of the persons who have been prom oted. 

 

  1 1 .  For the preparat ion of reports, which these Regulat ions concern and generally for 
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the bet ter carrying into effect  of these Regulat ions, the com petent  officers shall be guided 

by circular direct ions of the Director-General which shall be issued by him  or on his behalf. 

 

 

 

 

 

 

 

 

APPENDI X « A»  

(Regulat ion 3 (1) )  

 

EVALUATI ON FORM 

SI X MONTHLY EVALUATI ON REPORT  

FOR A PERMANENT EMPLOYEE 

W HO I S EMPLOYED ON PROBATI ON OR FOR A TEMPORARY  

EMPLOYEE FOR THE FI RST TW O YEARS OF SERVI CE   

 

PART I  –  PERSONAL AND SERVI CE PARTI CULARS  

(To be completed by the em ployee under evaluat ion)  

 

 

Six m onthly period for which the report  is submit ted:  …..……………………… 

From :  …………………………………… Unt il:  …..………………………………… 

Nam e Surnam e: ……………………………………………………………………... 

Post :  ……………………………………………………………………………... 

Describe briefly the duties which you have carried out during the above period:  

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

…………………………………………………………………………………………. 

 

Probat ion per iod or tem porary em ploym ent :   

From :  …………………………………… Unt il:   …………………………………… 

 

Date:  …………………………………….          …………………………………….. 

                                                                                 Signature of em ployee 

                                                                                        under evaluat ion 
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EVALUATI ON 

 

PART I I  –  ASSESSMENT OF PROFESSI ONAL VALUE OF EMPLOYEE  

 

(The evaluat ion officers m ust  be aware of the Regulat ions concerning the evaluat ion of em ployees 

and preparat ion of evaluat ion reports)  

 

PARTI CULARS OF EVALUATI ON 

( Note “V” in the appropriate box )  

 

 Very 

Sat isfactory  

 

Sat isfactory 

Not  

Sat isfactory  

 

1. Perform ance:     

    Does he perform  his dut ies  

efficient ly? (Take into account  

the factors quant ity and quality)   

 

 

 

 

 

 

 

 

 

2. Em ploym ent  interest : 

    Does he show interest   

    and zeal in his work? 

 

    

3. Responsibility: 

    Does he show 

    responsibilit y and  

    seriousness in the  

    perform ance of his dut ies?    

     

    

4. I nit iat ive:   

    Does he show init iat ive  

    during the perform ance of his  

    dut ies and is willing to     

    undertake responsibilit ies? 

    

5. Cooperat ion/ Relat ions: 

    Does he cooperate, with 

    his superiors and the other 

    colleagues of his during 

    the perform ance of his dut ies 

    and has harm onious relat ions 

    with them?  

    

6. Conduct  w ith the cit izens: 

    Does he serve with  

    willingness, politeness and  

    pat ience towards cit izens  

    and generally those who  

    have professional relat ions  

    with his departm ent?    

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Just ify your negat ive answers and / or adverse judgm ents, giving details in every case:  

…………………………………………………………………………………………………… 

…………………………………………………………………………………………………… 

…………………………………………………………………………………………………… 

…………………………………………………………………………………………………… 

…………………………………………………………………………………………………… 
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PART I I I  –  SUI TABI LI TY OF EMPLOYEE 

(where applicable)  

 

 

The employee under evaluat ion is suitable/ unsuitable for perm anent  em ploym ent  in the service. 

 

I n case where the em ployee is considered unsuitable, reason your judgm ent :  

………………………………………………………………………………………………….. 

………….………………………………………………………………………………………. 

…………………….……………………………………………………………………………. 

………………………………..………………………………………………………………… 

………………………………………….………………………………………………………. 

…………………………………………………….……………………………………………. 

……………………………………………………………….…………………………………. 

………………………………………………………………………….………………………. 
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PART I V 

 

The evaluat ion has been decided by an evaluat ion team  of three m em bers/ the m anager and the 

Officer direct ly- in-charge/ the officer direct ly- in-charge of the em ployee under evaluat ion 

unanim ously/ by m ajor ity, by disagreem ent  of ………………….…………., whose reasons of disagreem ent  

are:  

 

………………….……………………………………………………………………………….   

 

………………………………………………………………………………………..………… 

 

……………….………………………………………………………………………….……… 

 

………………………………………………………………………………………………….. 

 

…………………………………………………………………………….……………………. 

 

…………………………………………………………………………………………………... 

 

 

THE EVALUATI ON OFFI CERS:  

 

1.       ……………………….                                                 ……………………….                     

          ..……………………...                                                 ..……………………...                      

 

2.       ……………………….                                                 ……………………….                     

          ..……………………...                                                 ..……………………...                      

 

3.       ……………………….                                                 ……………………….                     

          ..……………………...                                                 ..……………………...                      

 

 

 

(Nam e and surnam e)                                                                        (Signature)  
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APPENDI X  « B»  

( Regulat ion 4 ( 1 ) )  

EVALUATI ON FORM 

 

ANNUAL EVALUATI ON REPORT FOR THE YEAR …………. 

 

PARTI  –  PERSONAL AND SERVI CE PARTI CULARS 

A. (To be completed by the em ployee under evaluat ion)  

 

    

Address/ Departm ent : …………………………………………………………………………. 

Nam e / Surnam e: ……………………………………………………….…………………… 

 

Post  held now and date of evaluat ion or prom ot ion thereto:  

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

1. Describe briefly the dut ies perform ed during the year:  

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

2. I f you had any problem s with your dut ies, give details and state whether you prefer     

 alternat ive dut ies:  

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

3. State whether you had the opportunity to ut ilise your experiences, abilit ies and  

     knowledge:  

………………………………………………………………………………………………….. 

………………………………………………………………………………………………….. 

………………………………………………………………………………………………….. 

4. State if in the m eant im e you acquired addit ional qualificat ions (a)  in relat ion to  

    your dut ies and (b)  other qualificat ions:  

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

 

 

Date: ……………………..                              ………………………………….. 

                                                                                        Signature of  

                                                                                em ployee under evaluat ion 

 

 

 

 

 

 

 

 

 

 

 

B. (To be com pleted by the officer direct ly- in-charge of the em ployee under evaluat ion)  
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1.  State any comments regarding informat ion given by the employee under evaluat ion:  

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

 

2.  Have any om issions or deficiencies been noted during the year regarding the execut ion of the 

dut ies of the em ployee under evaluat ion, which m ay possibly adversely affect  the evaluat ion 

thereof and have such om issions or deficiencies been pointed out  to the said em ployee? 

……………………………………………………………………………………………….… 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

…………………………………………………………………………………………………. 

 

3.  Are the dut ies executed by the employee those provided for by the schem e of service of the 

said em ployee? 

……………………………………………………………………………………………….. 

……………………………………………………………………………………………….. 

……………………………………………………………………………………………….. 

 

 

 

 

Date: ………………                                               ………………………………….. 

                                                                         Signature of officer direct ly- in-charge  

 

                                                      

                                                                                   …………………………………. 

                                                                                                (Nam e Surnam e)  

                                                               

                                                                                   ………………………………….. 

                                                                                                      (Post )  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EVALUATI ON 

PART I I  –  ASSESSMENT OF PROFESSI ONAL VALUE OF EMPLOYEE  

 

(The evaluat ion officers m ust  be aware of the Regulat ions concerning the evaluat ion of em ployees 

and preparat ion of evaluat ion reports)  

 

PARTI CULARS OF EVALUATI ON 

( Note “V” in the appropriate box )  

 

  

Excellent  

Very 

Sat isfactory 

 

Sat isfactory  

Not   

Sat isfactory 

(1) Professional qualification: 

     Does he observe the 

     developments in the field  

     of service and enrich his 

     knowledge?   

  

 

 

 

 

 

 

 

 

 

(2)  Perform ance:     
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     Does he perform  his dut ies 

     efficient ly?  (Take into 

     account  the factors quant ity 

     and quality) . 

 

(3)  Em ploym ent  interest : 

     Does he exercise  

     appropriate interest  and  

     zeal in his work?        

 

    

(4)  Responsibility: 

     Does he dem onst rate 

     responsibility and seriousness  

     in the perform ance of his 

    dut ies? 

 

    

(5)  I nit iat ive: 

     Does he dem onst rate  

     init iat ive in the perform ance    

     of dut ies and is willing to  

     assum e responsibilit ies?  

 

    

(6)  Cooperat ion/ Relat ionships: 

     Does he cooperate with  

     senior officers and  other   

     colleagues in the execut ion  

     of his dut ies and has  

     harm onious relat ionships  

     with them ?      
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(7)Behaviour to cit izens: 

    Does he serve with  

    willingness, politeness and  

    pat ience towards cit izens  

    and all persons  

    collaborat ing with  

    his/ her service?  

 

Excellent  

 

 

 

 

 

 

 

 

Very 

Sat isfactory 

 

 

 

 

 

 

 

 

 

Sat isfactory 

 

 

 

 

 

 

 

 

 

 

Not  

Sat isfactory 

 

 

 

 

 

 

 

 

 

 

 

(8)Managerial/ Adm inist rat ive  

    ability: 

   (To be com pleted only for  

   em ployees from  A6 scale  

   and upwards) . 

   Does he possess the  

   abilit ies dem anded for  

   effect ive program m ing,  

   organisat ion, m anagem ent ,  

   cont rol of work and staff he  

   has or m ay have at  his  

  disposal?   

    

 

 

  

  

     

     

     

     

 

 

Give reasons for negat ive answers and /  or adverse judgem ents with details in every case:  

…………………………………………………………………………………………………...... 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

…………………………………………………………………………………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART I I I  –  SUI TABI LI TY FOR PROMOTI ON 

(where applicable)  

 

(The cr iter ion for the suitabilit y or  unsuitabilit y of the em ployee under evaluat ion shall be based on 

the answers given on secondary m at ters under evaluat ion in Part  I I  of the report ) .  

 

The em ployee under evaluat ion is considered suitable /  unsuitable for prom ot ion in the immediately 

higher post  of prom ot ion. 

 

I n case where the em ployee is considered as unsuitable for prom ot ion, reason your judgm ent :  

…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 
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…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 

 

…………………………………………………………………………………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART I V 

 

The evaluat ion has been decided by an evaluat ion team  of three m em bers/  the m anager and the  

officer direct ly- in-charge/  the officer direct ly in charge of the employee under evaluat ion 

unanim ously/ by m ajor ity with the disagreem ent  of …………………………………………. whose reasons of 

disagreement  are:  

 

……………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………. 

 

 

THE EVALUATI ON OFFI CERS:  

 

1.   ……………………….                                  ……………………………. 

      ……………………….                                  ……………………………. 

 

2.   ……………………..                                      …………………………… 

      ……………………..                                      …………………………… 
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3.   ……………………..                                      …………………………… 

      ……………………..                                      …………………………… 

 

(Nam e /  Surnam e)                                                             (Signature)  
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NOTE 

 

The following observat ions do not  form  part  of the pr incipal law and they cannot  be included in the 

consolidated text  of the Law as a part  thereof.  However, in view of the fact  that  they affect  the 

applicat ion of the Law, it  was considered expedient  to include them  in this Note:  

 

 

1.  The Cyprus Tourism  Organizat ion (Structure and Condit ions of Service)  (Am endm ent )  

Regulat ions, 1999 (P.I .  37/ 1999)  contain the following t ransit ional provision:  

 

“Verificat ion of 

evaluat ion 

reports.  

Official Gazet te, 

Supplem ent  I I I  

( I ) :  

12.3.99. 

  3 . The evaluat ion reports which were drafted for the year 1991and thereafter 

and before the issue of these Regulat ions and which would have been valid, if 

the Regulat ion 15A of the principal Regulat ions was in force during the period of 

their draft ing, with this Regulat ion are verified and declared as legally made” . 

  

 

2.  The Cyprus Tourism  Organizat ion (Structure and Condit ions of Service)  (Am endm ent )  

Regulat ions, 1999 (P.I .  37/ 1999)  contain the following provision:   

 

.  

“Ret rospect ive 

effect  of these 

Regulat ions. 

  4 . These Regulat ions shall come into force on the 1st January, 1992” .   

  

 

 

 

 

 

 

 

 

 

 

 

 


