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Tl Yarfation of Above ales.  The ru_es abovs per=
mitting departare om the  tasic rule that (e eff-
ective date of a ;romoiior s .o date of asstng < ion
of the dutley 0 i hicuer rost are intended -- ob-
viate dIres Torico g anere Jhexr hemse.ves f onte
inequalitics  or wiorever it .s desirable Lo d, srocard
them, c¢.z. n the otersste of ﬁ.Aformity amonz o

number of apphintme.ls madoe at the sam. Time, or 1o
preserve the proeviods seniority of officers promoted
at the same time, lhe effective date of promotion will
be determined by the Public Service Commission, after
consultation with the Establishments Division, Prem-~
ier's Office,

T2 brocedure for Necommeuding Promotions. Details
of the aotion to D¢ taken by a Permanent Secretary in
recommending officers to fill posts onpromotion are
given in the Public Service Commission Regulations and
in instructions issued from time totime by the Public
Service Commission, ’

SECTION 5 Jp

75. Inter-Service. The transfer of officers to or
from the Northern HRegion Public Service to another
public service must in every case be conducted through
the Public Service “ommission, Secondments of off-
icers to the service of other Governments or of other
Bodies such as statutory corporations must also be
conducted through the Public Service Commission; the
lerms of such secondments are a matter for the Es-
tablishments Division, Premier's Office,

76. “Minis . Transfers of officers from one
Ministry toanother or from one Class to another. re-
quire the approval ol the Public Service Commission,
Ordinarily, an application from an officer himself
for such transfer will not be entertained unless the
officer concerned has completed ai least one vear in
his original class or Ministry., An applicatian for
such transfer must be submitted to the Permanent Sec-
retary of the applicant's Ministry and must state the
applicant's reason for desiring a transfer and his
nalifications for the work he wishes to undertake .

“n receipt of an application for transfer from oce of
nis officers, the Fermanent Secretary should forward
it to the Public Service Commission, with a stetament
of i~

shether the applicant is, in the writer's
ypinion, well qualified for the post he de-
jires; )

1is recommendations as to the grant or re-
‘usal of the application.

rangfers from Non-Pensionable t9 Pensionahle
Jgent.

n officer who is permitted to
ransfer from a non-pensionable to a pen-
iionable appointment must clearly understand
hat his appointment after suchtransfer may
e subject to a period of probation and that,
n such circumstances, should he fail to
recure confirmation in the pensionable eg-
ablishment, he will have no claim to revert
0 his former non-pensionable appointment.
‘he salary at which an officer

ransfers to a pensionable appointment is

ot governed by the salary he was previously
eceiving in a non-pensionable appointment,
s a general principle, his salary will not,
n the interests of parity, exceed the level
t would have reached had his first appoint-
ent and whole service been pensionable, but
ach case is a matter for reference to the
stablishments Division, Premier's Office,

n apdication for transfer to pensionable
ppointment from an officer who was aged over
orty at the time he obtained his non-
ensionable appointment will not normally

e entertained.

ransfers from non-pensionable to pension-
ble appointments require the approval of

1e authority empowered to appoint at the
2vel concerned, and applications in regard

> appointments made by the Public Service
>mmigsion should be submitted to the Perm-
1ent Secretary and forwarded by him to

1e Public Service Commission, with his
:commendations. At levels at which Perm-
1ent Secretaries may make appointments
Lthout the approval of the Public Service
ymmission, care should be taken to repeat

1 full the procedure detailed in General
~der 31.

:dical Examination. At all levelg serving non-

tble candidates for pensionable appointments
lergo a medical examination by a Government
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meaical Officer if their non-pensionable appointment

.1 how the appsscant has performed lits darjrs- ; .
e E S AT s ¥as not preceded by such an examination; 1f the Gov-
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promotion, Permanent Secretaries (or Advisers in res
pect of technical officers) should arrange for annua
confidential reports on such officers to be written |
Heads of Divisgions or other responsible officers on
whom the duty of submitting reports should be imposec
by written direction. The annual date of submigsion
should be fixed to sult the convenience of Ministries
but a calendar year is normally found to be the most
suitable as the "reporting year".

192, Form of Reporits. Annual reports on junior off-
icers should he written on the prescribed form and mu
be carefully preserved so as to be availlable for meet
ings of Ministry Promotion Committees.

193. The substance of any adverse comment on an
officer's work or conduct included in a report should -
conveyed to him in writing bythe Permanent Secretary
Adviser. The letter conveying this information shoulc
be couched in sympathetic terms since its object is t«
enable and encourage the officer tagbvercome his short-
comings. The letter should on no account consist mere
of an extract from the report with the addition that i
is being conveyed to the officer in accordance with tk
terms of this General Order, The fact that this actio
has been taken should be stated on the report itself,

1894,  Progress Beports ox Unconfirmed Junior Officamrs
In order to provide a full record of each unconfirmed
junior officer's work, conduct, and capabilities, on
which to judge his suitability for confirmation, and i
order to ensure that in cases where an officer's suit-
ability for confirmation is in doubt, he is given time.
warning of his faults, and an opportunity to correct
them, Permanent Secretaries and Advisers should arrang:
for Progress Reports on such officers to be submitted
to them at suitable intervals by Heads of Divisions or
other guitable officers., Where possible the form of
report should followthe Progress Report for senlonbff-
icers (G.0. 173 above).

SECTION 5 - CERTIFICATES OF SERVICE

185, eroment Servants on Request.
Every Government servant (including daily-rated staff)
shall, 1f he g0 requests, be furnished with a ertif-
icatedf fervice on leaving the Public Service. Certif-
icates in respect ofbfficers recelving super-scale
salaries or salaries in Scales A, B, C and N3-6, must
be signed by the Permanent Secretary and counter-signed
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i i ion Certific-
i service CommissioOfl. tL
erary, P her . { servants require
ect of vther Covernmenl S
;gnature of the Permanent Secretary.

Certificates of Serv;gi._
tten on the prescribed form and must s :

;tionbf total Governmeqt gervice
>luding terminal leave/; o
Je of leaving Government sgrvxce,f med
1115 of posts held and duties perto .

. Any Govern-=
ervice, request that

Y ont Leavig er St (covering the whole

onfidential report. ,
1§Zr§egvice) be prepared in case a prospective

it. In the case oflofflcers
}3uig—gzilgogalaries or salaries 1n Siﬁlegeﬁi
;—g this report will be prepared Bﬁer gases
)lié Service Commission; in all o cas
repared by the Permanent Secretggy.tial
)?ficers for a supplementary Confiden
11d be addressed accordingly.
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209, Suspending of Increments. The increments of an
officer who is required to secure confirmation of app-
olntment or to pass a salary bar (by passing a pres-
cribed examination or test or otherwise as laid down)
fulfil any other prescribed condition affecting the
grant of increments to him, and who fails to do 50, wi!
normally be suspended and he will cease to be eligible
16 receive any increment until the day on which he does
fulfil the condition in question. The latter day (ad-
vanced to the first of the month) will then become his
new incremental date and he may, subject to satisfactor
service in other respects, receive thereon the first
increment he missed by failing to fulfil the condition
earlier,

210, Deferred Increment. An increment is deferred
when, on account of some shortcoming of an officer, a
decision whether or not it should be granted is post-
poned for a specific period. This period must be fixed
at the time the increment is deferred, and must not be
less than three months and not more than six months; if
less than six months in the first instance it may, if
necessary, be increased to six months by additional
specific deferment. If a deferred increment is event-
ually granted it does not become effective until the
day following the expiration of the specified period of
deferment, but the recipient retains his original in-
cremental date for subsequent increments. If a deferre
increment is not granted at or before the expiration of
six months from the date it was originally due, it must
be withheld. (See G,0. 211).

Example: An officer due to proceed from £.621 to
£.648 per annum on 1.8.61 has his incre-
ment deferred for three months and his
salary remains at £.621 until 31.10.61
(i.e. for three months). Not later than
31.10.61 a decision will be taken by the
Public Service Commission whether or not
t0 recommend the grant of the deferred
increment. If it is granted the officer
draws salary at £.648 for the period
1.11.61 to 31.7.62 (i,e. the remaining
nine months) and retains hisg original
incremental date (Ist August) for con-
sideration of his next increment to £.675,

211, (i 2 - An increment is withheld
when, on account of some shortcoming of an officer it
i1s decided not tc grant it, and that he shall cease to
be eligible therefor until his next incremental date.
The withholding of an increment thus results in the
salary of the officer remaining for the rest of his in-
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71 i ind what it woulid
ntal service one increment behin : 0
}ebeen if the increment had not been withheld; {but

G.0. 214 below).

ple: An officer due to proceed from £.6gl
10 £.648 per annum on 1.8.61 has his
increment withheld. His salary re-
mains at £.621 throughout the period
of 1.8.61 to 31.7.62 and he cannot
proceed to £,648 per annum until
1.8.62 his next incremental date.

Grounds for Wi ing or Deferring. The grant
n increment may be withheld or deferred by reason
nsatisfactory service, unsatisfgctory conduc? or B
of efficiency. In deciding which pgna]ty Lo rec
nd, a Permanent Secretary will take into accountd_
gravity of the original shortcoming and tpe stan
of the officer's subsequent service, bearing in B
that to withhold an increment is a much more ser
penalty than to defer it.

Withheld or Deferred Increment not Restorable.
ncrement deferred or withheld cannot be ?estored
retrospective effect in consequence of }mproved
ice during a later increment earning period (but
.0, 214 below).
S ial I Miti L . Effects
i .~ When an officer's
ement has been suspended under G,0. 209 or withheld
r G.6. 211
Public Service Commission may on any sgbsequent
emental date grant one or more special increments
ng the effect of raising the salary of thehofflcer
r towards the level it would have reached if the
ious suspension or withholding pad not occurred,
grant will not have retrospective effect - see
213 above.

Section 3 - Salary Bars

Before an officer
e considered eligible ,to pass a Bar he must have
:d the apprOpriat% test and/or fulfilled any other
-tion laid down in the Scheme of Service relating
.s post. To proceed to a salary above the Bar )
ut halting, he must obtain the necessary qualific
1s by the time he has served for 12 months.on the
¥ point below the Bar, if he has not previously
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An  ocean going vessel in purt
A Train.

zgeaieeﬁrzl Ealace Hotel, Lagous, will not be pees
asan 0 ?1 for the purposes of General Urdeib:
an e SSuZe gﬁggfdwgether, e.g. a non—Governmenbu
: e regarded as an "hotel™ f
purposes of this General Ord lcation shon
' _ er, applicati
made to the Establishmerts Divigiog? primiZ?vShS?i

593. Commuted Travelling Allowanc
_ . e. Commut

?ﬁg;gil;ggfﬁllﬁwance 1s payable to certain c1225e<
Juntor aflf w 0 are required to travel continuy ;

_ ondlplon of their service and who a o
provided w1th_permanent quarters. Apprgs ?0;
gfigig: o; t?ls allqwance to any particularaclagg
app11cat$on0 glcer 1s granted only ih special case
gpplicatio E guld be made by Permanent Secretarie
when conve??ng Z;;iﬁ?gi’ Ministry o hatance who
Apsn con : , also ;tgte the rate of
payment.e payable and gn conditions attached to i

594. Method of claimi

: ming Travelling All
ggrezgﬁvelltng ATlowance mist be submitted atoin
of cach mon'h on the prescribed form. Claims o
Submit iﬁ wlthln two months will not be considergg
. ere 1S a valil i
Silnens iere 18 delay? reason (such as serious

595, ibilj
95 Responsibility for avoiding double payments

An officer, who while travelli
. . bleer, elling has
efigigf;nig 1¥ g*rcumspances which renger higeﬁgst
sligible t ¢laim Guest of Government Allowance (s
Seet fo;'% 1% fesponS}?le for zxcluding from his ‘
epam fo hraxe llng Allowance any night in reé

is host claims Guest of Government A“7rngg;
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CHAPTER Xil - APPENDIX

Section 6 - G.u. 531

LIST OF TSKETSE INFECTED AREAS

If an officer in receipt of horse allowance
one of these districts for a short time he
es to draw horse allowance but he may not take

se with him.

PROVINCE

Gombe Division - The Southern part of Gombe
Emirate east of a line drawn from Panda
through Deba Habe to Dadin Kowa from
1st June to 31st October.

The area of Tangale Waja Native Authority.

'ROVINCE

The whole of the province except Keffi
Emirate. i

PROVINCE

The whole of the Pategi-Lafiagi Division in
Ilorin Emirate, the Districts of 0si, Omu,
Share and Shonga - from lst June to 30th
November; and the Districts of Kaiama,
Yashihera, Okuta, llesha and Gwanera 1in

Borgu Emirate.

PROVINCE

The whole of the province.

PROVINCE

Abuja Division. In Abuja Emirate the Districts
of Kundu, Ashera, Waku, Pail, Kuje; the
Western half of Zuba District and the banks
of the River Gurara in Diko Distr. t. in
Lapai Emirate the village area$s of Gulu
Vatsa, Gulu Agnwa, Muye, Egba, Cepa, Abugi,
Gupa, Edzu, Ebbo, Evuti, Gwaciku and kpaba.
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an outgoing occupant must hand over the keys of rmission to retain G . )
the guarters he is vacating to the authorised § given, the officer ;I?{ngigt:QUarteps during leave
representative of the officer controiling the 1erelar. ontinue te pay rent
quarters, and remains responsible for the
guarters and all articles of Government furniture 1. No Rent pavable in . o
therein until he obtains the signature of such !t is payable by an ﬂffigzitsﬁ?‘clpbumstances. No
authorised representative to the furniture ' e
inventory and key register in ackncwledgement of 1) makes his own arrangeme

: { nts 5 PRV
their surrender. ‘ does not occupy or ;hare Govg;nsgﬁzmgggszéﬁg and

{c) Responsibility for deficiencies and damage. Unless ) under General Orde . .
- = r 61
an officer, at the time he takes over Government specific Government qugrts gequ1red to occupy
quarters, indemnified himself by reporting any ) rs.
deficiency or damage,to the officer controlling ‘) 1s provided by Govern R
the quarters, 1t will be assumed that he received accommodationywith Z ?22: a2 hlstSOIe
the quarters and all articles of furniture not intended for permanent gg a imporary shelter
belonging thereto in good condition, and he will “bush® hut erected in connectguPa ron (e.g. a
be liable for the cost of making good any and/or temporary duty), op on with a speecial
deficiency, damage or neglect discovered at the | 4 a Canoe.
time he hands over the quarters. In particular is on vacation le
av ; .

an officer will be charged 2s. 6d. for every key General Order 620, ¢ €XCept as provided in

he fails to surrender.
2. Amount of Rent payable.

619. Electricity and Water Charges.

) This General Order applies only to officers on a

(a) Responsibility for payment. Unless exempted salary scale the maximum of i
by special conditions of service an officer - of which exceeds £1,100.
provided with Government quarters is required fficers provided with Gov
to pay all electricity and water charges raised an those specified in Genegairgiggt g;frF§§S Loteer
thereon in reéspect of the period during which are required to pay rent at the - te of and (e))
he retains the use thereof. Accounts for these cent of salary subject to a maxigghe g £8 3/3 per
charges must be settled promptly. annum ., in the case of contract offgceriso per

¥salary* includes cont iti
| o o ract
(b) Responsibility for notifying authorities. On o s en.

taking over Government quarters an officer must ' For the purpose of this Ge
immediately notify the fact to the authority (or ing shall be deemed to be Sig?idogde?tﬁhe follow~
authorities) locally responsible for making quarters:- ea wi Government
electricity and water charges. At least
forty-eight hours before surrendering the (i) An officer stayi .
gquarters he must notify the same authority (or in Government g;ggt:izhisnﬁFher offlcer
authorities) of his intentiontto surrender them except for period durin h}shown stgtlon,
otherwise he will be responsible for a1y charges of General Ordep 517 ( )ghw ich, by virtue
accruing up to such time as the meters are read. as a Guest of GOVernmgnt e 1s regarded
620. Retention of Government Quarters during (ii) An officer who occupies a Government .
Vacation leave. house in his own stati Tes
- ation, except f th
first three days an , FEesRL tor €
An officer may retain the use of Government of each periodyof pogtige i?sththfée days
guarters during his vacation leave if he is expected (See also General Order gzs) e station.
to resume duty at the same station and the officer }
controllimg the allocation of the quarters, at his '» Deduction of rent and rebat )
discretion, authorises the retention. ir eral Order 622 applies will a?sgsge 2£€?gggst;0t;hom
. e

lowing rules with regard to deduction of rent from



ol

salary

L a

monthly

(b)

i ahay kI Corialr crreigr e e no

and rebates

Ve deducted from galary 1

Full rent 1o UirER
instance.

Except in respect of" periods when nu rent .8
payable (see General Urders 621 and 624: (1in
case tlie circumstances must be explained and
certified by or on behiall of the Permanent
Secretary in the remarks column of the officer's
salary veoucher, and no rent deduction
made therefrom) full rent shall, in the

first instance, be deducted from the total of an
salary from the date of his

officer's monthly
assumption/resumption of duty to the date on which
he goes on leave, both dates inclusive. The
responsibility for claiming any rebate allowable
under the following instructions of the rent so
deducted will rest with the officer himself.
Rebate claims should T submitted monthly on the
prescribed form duly supported by the appropriate
ceprtificates included in the form.

which

will be

Rent rebates of fifty per cent. An officer

shall be entitled to rebate of fifty per cent of
the rent paid under General Order 622 in respect
of any period during whici: the sole accommodation
with which he 18 provided by . vernment consists

of :-

(i) quarters shared with another officer or
officers with the prior permission of the
authority responsible for allocating
quarters 1in the station in which the
gquarters are situated;

whether temporary, semi-

or permanent, which do not
provide a2t jeast two living rooms for the
exclusive use of the officer (for this
purpuse a bedroom is classed as a living
room) ;

Cis Lo ElEYS,
permanet

{iii) unfurnishei quarters, whether temporary,
semi-permanent or permanent;

(iv temporary Juarters with or withou~

furniture.

terms ol

“tatus of guarters Ln
the

(iii! and <iv) rest with
Ministry of Works.

Decisions on the
paragraphs (1d
Peymanent Secretary,

c) ZT?; rebatos.uf Seyentv—five per cent. An officer
la 1 be entitled tu a rebate of 75 per cent of
rent pald under General UOrder 622 in respect of
%Q{Iper+od during which the sole accommodation
:} ; y%ich~h€pLS provided by Government consists
'iv[udgterb ?A g type speCLfied in (ii), (iii, or
b of {b) abuve, shared with another officer.

2
24. Rent not payable during periocds in transit.

No rent is payable in r
N g y abl respect of the follow-
.ngvpcrloQS in transit (except for any part thereof
uring which an officer retains the use of
overnment guarters) :-

a) Q? gssumpt;on or resumption of duty; from the date
of assumption cor resumption of duty to the date
prior to that on which an officer is provided
with Government quarters in his own station
both dates ineclusive; )

b) on preceeding on vacati i

_ 1 ation leave; from the C
gn which he ceases to be prodee& with date
doiernmen; quarters in his own station to the
late on which his leave begi -

e egins both dates

c) gnttransfer from one station to ancther; from the
Ga e on which he ceases to be provided with
1ozernmgnt quar}ers in the first station to the
gsvg g;ioi to that on which he is provided with

rnment guarters in the new i
dates inclusive. wostation - both

23. When guarters are not available.

a) when an officer, who is eligible for Government
guarters, is required tc Stay at an hotel or
3ater}ng rest nouse until guarters can be found
:or him, he may be granted a refund of the hotel,’
:aterlng resp house bill for the board and '
:ggﬁ%ng Sf hlmself and his wifle less 7/6d. per
Hiohtspe) person Tor the first twenty-eight
an% ‘éqd less 15s. per night per person for

¥ perlicd thereafter. An officer 1s, however,

responsible fcr th
- - -t Ite ayme 3 4
fuil. payment of service charges in

b} ?E;ln% sicn>periud as an officer receive. .his
re gggacizélpignivshall, in the first instance,
pe deduer 5‘ m his monthlg salary but he will

_ﬁed.tu a rebate of 50 per cent of th
rent paid; but see General 9vcer 622(2). p“UiiSh
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