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Acronyms: 

Acronym Meaning 

CIU Compliance & Investigation Unit 

CSU Corporate Services Unit 

DoFT Department of Finance & Treasury 

DSPPAC Department of strategic Policy, Planning & Aid Coordination 

EO Executive Officer 

FV Financial Visa 

GRT Government Remuneration Tribunal 

HRD Plan Human Resources Development Plan 

HRM  Human Resource Manager 

HRMU Human Resources Management Unit, OPSC 

HRMIS Human Resource Management Information System 

HRO Human Resource Officer 

JD Job Description 

MBC Ministerial Budget Committee 

MFEM Ministry of Finance & Economic Management 

NHRDP National Human Resource Development Plan 

NSDP National Sustainable Development Plan 

ODU Organisational Development Unit 

OPSC Office of the Public Service Commission 

PFEM Public Finance & Economic Management 

PSC Public Service Commission 

PSSM Public Service Staff Manual 

RO Reporting Officer 

RTI Right to Information 

SA Sector Analyst 

 

 

 
 



 

 

1. Introduction  

The Public Service Commission (PSC) is undertaking a raft of reforms to improve service 

delivery for the people of Vanuatu whom the Commission serves.  

 

To achieve this vision, the PSC has undertaken a review of the procedures and processes of 

recruitment in order to select the Right Person, for the Right Job with the Right Qualifications, 

the Right Skills and Competencies and critically the Right Mind-Set and Values to meet the 

challenges of the rapidly changing world of which Vanuatu is a part. 

 

Importantly, Government Policy emphasises that the provision of services to the public must be 

cost effective. 

 

The National Sustainable Development Plan (NSDP) 2016 – 2030 provides definition: 

 

Society 6: A dynamic public sector with good governance principles and strong 

institutions delivery the support and ser5vices expected by all citizens of Vanuatu. 

Soc 6.4 Strengthen national institutions to ensure cost-effective and well-resourced to 

deliver quality public services 

Soc 6.5 Strengthen local authorities and municipal institutions to enable 

decentralised service delivery 

 

The raft of reforms being instituted by the Public Service – of which this Financial Visa Standard 

Operating Procedure (SOP)  is an integral part – seeks to transform the Vanuatu Public Service 

into a Fit-for-Purpose organisation with the right people in the right position delivering the right 

services cost-effectively to the people of Vanuatu.  

 

The concept of organisational justice for Public Servants is also a consideration – are Vanuatu’s 

Public servants being paid appropriately to reward qualifications, skills and experience? Is the 

remuneration enough to not only attract the right people with the right skills but also to reward 

and increasingly important in a very competitive domestic and international labour market – to 

retain and reward Vanuatu’s public service professionals.? 

 

The recent Government Remuneration Tribunal appraisal of Public Servant salaries focused very 

strongly on performance outcomes and cost/benefits. 

 
There have been public concerns raised that the Public Service is too large and consumes far too 

much of the national budget without improved productivity and prompt, professional services 

delivery. This is concern is not specific to Vanuatu but is an issue of concern for all governments 

around the Pacific – continuously expanding salary “creep’ without a practicable, sustainable  

budget framework for economies with a narrow tax base. 

 

Consequently, the PSC’s raft of public sector reforms has focused  not only on performance, 

policy and procedural outcomes but on ensuring that growth in Ministry structures, staff numbers 

and remuneration scales has beneficial impact and is a return on the investment of public funds.  

 

To further complicate matters, approval of a Financial Visa is not simply a matter of approval 

from one agency or responsible officer but several: 
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• Public Service Commission – appraisal of restructure by Organisational Development 

Unit and approval by PSC Board to which the following contribute/endorse: 

• Director General – DG endorsement of position and request for Financial Visa 

• Department of Strategic Policy Planning & Aid Coordination – Sector Analyst 

• Department of Finance & Treasury – Expenditure Analyst 

• Ministerial Budget Committee  

 

This Standard Operating Procedure has been prepared as the basis for training of human resource 

professionals in Vanuatu’s Public Service to navigate the complex web of issues, process & 

procedure address approval of Financial Visa for staffing positions. 

2. Restructure Submission Linkages to Financial Visa Requests 

Recently approved Restructure Guidelines (November 2024) provide a basis for seeking 

Financial Visa not only for new posts but also vacant positions in the previously approved 

structure. In seeking approval, documents from the approved Restructure Submission must be 

provided.  

 

A Restructure Submission is appraised by the Organisational Development Unit in the Office of 

the Public Service Commission. The ODU Unit thoroughly investigates and appraises not only 

the structure but also the cost/benefits of investment in increased staffing and staffing costs. 

Before the ODU team approves in principle the proposed restructure for submission to a meeting 

of the Public Service Commission, the Submission is submitted by the ODU to the Sector 

Analyst (SA) at DAPPAC and the Expenditure Analyst (EA) at the Department of Finance & 

Treasury in the Ministry of Finance & Economic Management. 

 

The SA analyses impact and benefits to GoV policy and legislation i.e. NSDP and the 

Expenditure Analyst assesses the affordability of the requested restructure – will there be 

revenue benefits? What are the on-going costs of the proposed new posts? Does the Ministry 

have the budget allocations within the Ministry Budget Ceiling? If not, where will the funds be 

found to pay for the new posts? 

 

Accordingly, from the approved Restructure Submission, the HRM/HRO must provide as the 

part of the package for seeking Financial Visa for approved posts the following documents: 

 

• Stamped, signed competency-based Job Description clearly showing remuneration 

Position Title Position Number Scale, Ministry & Department for each vacant post for 

which Financial Visa is being sought; 
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• Restructure organisational structure with PSC stamp, date and authorizing signature 

clearly showing the position being applied for; 

• Restructure Submission Section 2: Position Analysis for the post/posts for which 

Financial Visa is sought is useful as background information 

• Restructure Submission Section 3: Restructure Implementation Plan. This is absolutely 

necessary as this section clearly shows what year a post (with position number, title & 

salary will be filled.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• A new formatted Excel Spreadsheet has been developed for Implementation Planning. 

The appropriate segments should be provided showing clearly proposed  

• Implementation Year 

• Vacant approved post 

• New Post 

• VNPF, Housing and Child Allowances for full Establishment costs. 
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3. Corporate Plan Restructure Table Leading to Financial Visa Request 

As per the approved Corporate Plan Guidelines (March 2021), a table of proposed restructures of 

Departments and Agencies in a Ministry is to be provided. 

 

Copy this table and provide as documentation that restructure was planned in the 5-year time 

frame of the Corporate Plan. See Section 8 c of Corporate Plan Guidelines 

 

8. Human Resources 

a. Analysis of Current Organisational Structure; 

b. Organisation’s PSC approved, stamped & signed staffing structures; 

c. Restructure rationale (if applicable) in next 5 years; 

d. Retirement Plan 

e. Succession Plan; 

f. Training Plan.  

c) Proposed Restructures to be undertaken in the 5-year planning period detailing which 

Department Agency or Unit in what year based on a “Fit for Purpose” analysis presented in table 

format. 

4. Business Plan Linkages to Financial Visa Request 
 

The Business Plan Guideline (approved March 2021) has a Section specifically developed to 

provide a linkage from the Corporate Plan Restructures Table and the approved 

Implementation Plan  Restructure Submissions to the annual Business Plan and most 

critically from Section 3: Annual Business Plan to the Budget Narratives and 

Appropriations. 

 

Business Plans are appraised and accepted by Sector Analysts and Expenditure Analysts. Section 

3: Human Resources Operational Plan. It cannot be emphasised strongly enough that providing 

the table from Section 3 is the key linkage to the Means of Service Delivery and Performance 

Measures of the Budget Narratives. This is where appropriations budget is sought and approved 

for vacant posts for that Budget Cycle through a New Policy Project (NPP). The NPP process 

will be detailed further. 

 

5. Linkages to Ministry HRD Plan 
 

At the time of preparation of this Standard Operating Procedure: Financial Visa, many Ministries 

do not have a Human Resources Development Plan. 
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However, Sections 5.10 Restructure Implementation Plan and 5.16 Implementation Plan provide 

detail needed for request for Financial Visa 

 

Excerpt from HRD Plan Guidelines (Nov 2024) 

5.10 Restructure Plan  

(Length: 1 page Landscape in a tabular format)  

A Restructure Plan or forecast for all Departments and agencies in the Ministry is a 

requirement of a Restructure Submission and the Corporate Plan so one may already 

exist for your Ministry to be utilised or slightly amended.  

 

The Restructure Plan is a table showing each agency, the date of its last approved 

restructure and the planned date for the next Restructure Submission within the 

timeframe of the Corporate Plan. 

 

This table is a requirement of the Business Plan if a Submission is being undertaken 

and funds are to be requested for a New Policy Project (NPP) and for Financial Visa 

purposes. 

 

HRD Plan Section 5.16 Implementation Plan for Approved Ministry Structures – Vacant & New 

Posts Excerpt: 

 

Prepare a simple Human Resource Development Implementation Plan in table 

format to match the years left in the Ministry’s Corporate Plan. Include details of 

any planned restructure and significant training strategies. 

 

In addition, each approved restructure (Section 3) provides a 5 year 

Implementation Plan for filling vacant and new posts approved as part of a 

Restructure Submission. This forms the basis for Financial Visa requests. 

 

6. Linkages of Budget Narratives to Financial Visa Request 

Once these preliminary steps have been taken, there should also be well-defined links to a 

Department’s Budget Narrative. 

 

Usefully the Objectives, Means of Service Delivery and Performance Measures (Service Targets) 

should provide a framework for provision of cost-effective human resources to drive delivery of 

decentralised service delivery. See Annex 1 for an example 

 

7. NPP Preparation for Vacant Posts 
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A New Policy Project (NPP) should be prepared for the staffing costs of the positions 

approved/indicated in the Implementation Plan for the approved restructure and of course 

Section 3 of the Business Plan which includes the table of the priority posts for that year of 

implementation. 

 

 

 

An NPP – a New Policy Project MUST be linked to a policy that is a priority for the Vanuatu 

Government i.e. decentralisation or Climate Change. 

 

The NPP Long Form template is available from DSPPAC. It will ask for linkages to the NDSP, 

the Ministry Corporate Plan, the approved Business Plan and excerpts from the policy the 

staffing will implement. 

 

8.Ministerial Budget Committee Submission 
 

The NPP is rigorously appraised by the Sector Analyst and Expenditure Analyst against all of the 

required documents, including those required by MFEM (See Section 9 as follows). 

 

The SA and EA will stamp and sign an assessed NPP and provide to the Ministerial Budget 

Committee for final endorsement. 

 

9. MFEM Processes for Financial Visa 
 

9.1 Purpose of a Financial Visa 

 

The purpose of a Financial Visa is to: 

▪  check if there are sufficient funds to accommodate additional recruitment. 

▪  to ensure that the annual budget will not become overspent.   

▪  The FV is applicable to Ministries, Departments and Constitutional Bodies. 

▪  to certify that it complies with the PSC requirements. 

 
The Constitution states, that only Parliament can appropriate expenditure budgets from public 

monies for use by government Departments for delivery of essential services. In the past what 

used to happen was that the PSC and Departments/Ministries would approve structures and 

recruitments without regard of the respective departments/ministries ability to pay for these 

recruitments or fund the structures.  

 

By insisting that restructures must be approved by SAs and EAs, with Implementation Plans, 

links to annual Business Plans & Corporate Plans overspending of Ministry budgets (meaning 

exceeding their appropriation amounts which is not only a violation of the PFEM Act on the use 
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of public monies but more fundamentally a breach of the Constitution of the Republic of 

Vanuatu) can be avoided.  

 
To overcome this, situation, the idea of the Financial Visa was introduced and its purpose is 

primarily two-fold, to serve the following purposes: 

 

a) To ensure that there is indeed enough funds appropriated to fund this position and all the 

related benefits that accrue to it. This effectively prevents government from spending 

beyond what it has available to spend and due to this scarcity of resources also requires 

that there is better planning of programs and activities to ensure that adequate resources 

are provided efficiently to areas that would maximise service delivery. 

b) Compliance provides security to the requesting Department in that should the Financial 

Visa be approved, all they have to do is to follow the PSC recruitment procedures to have 

approved positions filled. 

 

9.2 Five Questions 

 

Q1. What are the current salary and wage commitments and allowances for the Department? 

➢ This information can be derived by using the relevant FRX report (refer Annex 2). 

➢ You need to show the total for both wages and allowances that have been incurred under 

the activity of which the recruited officer will be paid under.  

 

Q2. What are the Departments plans in terms of further allowances, recruitments & or 

redundancy for the remainder of the year? 

➢ Need to clearly state whether Departments will be further recruiting and if so in what 

areas and by how much. 

➢  Also need to specify whether Departments will make workers redundant this year or not. 

If so then state when and how many workers expected to be retired. 

➢  And lastly if there will be any major spending in relation to allowances, there is the need 

to clearly state in what areas and when. 

 

Q3. What is the total cost of the Department’s plans as outlined in question 2? 

➢ If the answer is Yes to any of the 3 areas mentioned in the previous slide, then a 

breakdown of costs will be required for each area. 

➢ This enables both the Department, Sector Analyst and Expenditure Analyst to have a 

clear vision of how and where the Department will be by the end of the financial year.   

 

Q4. What is the total Departmental Budget for salary and wages and other allowances? 

➢ Need to provide just the total figure that has been allocated in the annual budget as 

wages, and all allowances that have been budgeted for. 

 

Q5. If there is an increase in costs associated with this request for a FV, how are these costs to be 

met? 

➢ If there are any reasons to believe, or analysis indicating, that an approval of a particular 

FV will exceed the annual budget for personnel expenses. 

➢ There is the need to clearly indicate how the department is going to meet the increase in 

costs. For example, state whether there will be terminations, reduced overtime, virements, 

etc.  
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9.3 Authorisation 

 

The final component required by MFEM is the requirement  the signature of the Director 

General of the concerned Ministry and the Director of the Department. 

 

The approval of both the Sector Analyst and Expenditure Analyst is provided in approval of the 

Restructure Submission Section 3 and Business Plan Section 3 as well as for the NPP required 

for the staffing funds. 

 

It is also compulsory that both authorities provide an official stamp next to their signatures.  

10. Standard Operating Procedure Statement: 

The reforms of Public Service Staff Manual (PSSM), the Public Service Act review, the new 

process for interview and recruitment, and Performance Appraisals are foundational to providing 

the springboard for broader reforms – in particular those required to drive cost effective, 

professional decentralisation of service delivery to improve planning, reporting, organisational 

performance auditing and service delivery to capture the provinces in improved organisational 

performance. These reforms will shape the Public Service workforce.  

 

Securing Financial Visa through compliance to approved procedures assists in driving the PSC’s  

commitment to cost effective provision of services by providing controls preventing unbridled 

growth of staffing numbers but still ensuring services delivery. 

11. Scope: 

The SOP applies to all interviews undertaken by the Public Service as part of the Financial Visa 

for recruitment purposes and should be implemented in conjunction with the procedures defined 

in the Public Service Staff Manual, and the PSC Recruitment Guideline and PFEM requirements 

12. Application: 

This SOP applies to all applications for Financial Visa for vacant approved post in an approved 

structure.  

13. Legislation, Regulation, Planning and Policy Framework: 

The management of records and information operates under a complex framework of legislation, 

policy and planning of which the following are key components: 

  

• Constitution of the Republic of Vanuatu 

• National Sustainable Development Plan 

• Public Service Act 

• PFEM Act 

• Public Service Staff Manual (PSSM) 

• Ministry Corporate Plans 

• Business Plans 

• Budget Narratives (in Appropriations Act) 
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As the over-arching policy driver, the National Sustainable Development Plan envisions:  

 

Society 6: A dynamic public sector with good governance principles and strong institutions 

delivering the support and services expected by all citizens of Vanuatu. 

➢ Soc 6.4 Strengthen national institutions to ensure that they are cost-effective and 

resourced to deliver quality public services. 

14. Preliminary Reading & Training 

All responsible for compliant Financial Visa processes must prepare for their roles by 

understanding their responsibilities in regards to securing approval for Financial Visas. 

 

Step 1: Read the following documents 

 

• Public Service Staff Manual (PSSM) 

o Chapter 3 – Recruitment 

• Restructure Guidelines 

• HRD Plan guidelines 

 

Step 2: Training PowerPoints on OPSC Web Site 

 

The following are available on PSCs Web Site or through direct request to the Vanuatu Institute 

of Public Administration & Planning (VIPAM) the Human Resource Unit (HRM) OPSC and the 

Organisational Development Unit (OPSC). 

 

• Competency Based Job Descriptions 

• Restructure Guidelines 

• HRD Plan guidelines 

• Budget Narratives 

• SOP Financial Visa 

15. Forms 

Examples of forms for the administration of this SOP are provided as Annexes. 

16. Training & Support  

The Human Resource Management Unit, OPSC will provide responses to inquiries re processes 

and procedures of securing Financial Visas for vacant approved posts in approved structures in 

very close cooperations with Sector Analysts, DSPPAC and Expenditure Analysts, DoF&T. 

 

The Human Resource Network has previously been provided training on procedures to secure 

Financial Visa for vacant approved posts. 

 

In addition, a training PowerPoint is available on request to the Vanuatu Institute of Public 

Administration & Management (VIPAM), the Human Resource Management Unit (HRM) and 

the Organisatinal Development Unit (ODU) of the OPSC. 
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17. Review & Up-Date of SOP  

The SOP should be reviewed at least after two years, or when there are significant changes to 

systems, policies, or regulations. Any updates to this SOP must be documented and 

communicated to all relevant personnel. 

18. Authorisation: 

The Financial Visa Standard Operating Procedure (SOP) is approved by the Commission on 

 

 

Date……………………        Signed………………………………..            Stamped:  

 

 



 

 

Annex 1:  Budget Narratives & NPP for Provincial Staff Fin Visa 

The following is the Vanuatu Electoral Office Budget Narratives for 2025. An NPP for the 2 

provincial vacant posts was then prepared, with Section 3 of 2025 Business Plan, the VEO 

Implementation Plan all provided as underpinning documents. 

 

Objectives  

The Vanuatu Electoral Office (VEO) has the following objectives to meet its Mandate: 

 

1. to conduct efficient elections with validated Voter Register and improved election 

procedures; 

2. to establish efficient, and improved voter registration by utilising a Biometric Voter 

Registration - the National ID Card in close collaboration with CRIM; 

3. to liaise with the Parliament and OAG for advancing legislative reform of the Electoral 

System; 

4. to increase Civil Engagement through public voter information and awareness. 

5. to improve service delivery and organisational compliance through an inclusive policy, 

legislative, planning, budget, Procedures Manuals, restructure implementation, 

decentralisation, ICT, revenue generation & reporting framework  

 

Means of Service Delivery: 

1. Up-dated and validated Voter Register for efficient, credible elections for the conduct of 

National, Provincial and Municipal & By-Elections elections by consolidating 

operational planning within the VEO administration, including procurement and logistics, 

to deliver efficient, equitable, inclusive and timely elections; 

2. Support improvement in National ID Card holder numbers; 

3. Develop Implementation Plan for delivery of electoral legislation, policy and procedures; 

4. Improve inclusive civil engagement and civic education for women, youths, people with 

disability, other government agencies and civil society for public voter information and 

awareness; 

5. Through implementation of VEO restructure, improve decentralised service delivery, 

especially in the provinces and by splitting “mega stations” with new polling stations 

established to enable more inclusive and equitable access; 

 

Performance Measurement (Service Targets) 

 Description Quantity Unit of Measure 

1 Voter Register updated continuously and 

validated  

1 Voter Register up-dated (data 

reported in VEO Annual Report) 

2 ID Card awareness programs % % of population holding validated 

ID Cards disaggregated by gender 

3 Implementation Plan for roll-out of new 

legislation, policy, procedures & 

awareness 

1 Activities reported in Quarterly & 

Annual report 

4 Provide awareness campaigns for voter 

engagement (Media, Facebook, Web Site, 

Posters, Civic Education in schools) 

1 VEO Annual Report reflects 

awareness campaigns & publicity 

undertaken 

5 Implement decentralised restructure  2 VEO Structure completed with 

NPP for 2 provincial staff 
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Annex 3: Example of a Full Financial Visa Analysis 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


