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C H A P T E R 1 

APPLICATION AND l>..!j:l<'INlTlONS 

1. Appl ica_li•!.!.! · General Orue r s are i s sued by t h e 
Head of tf!,~ <lcrvice on t he authority of the Execu tive 
Counc.i l. The y apply t o all pe r sons employeu by the 
Government of Northern Nigcr.i a, except that no 
emolument~. al lowances or privileges ll'.en+.loned there in 
:;hal l c:t~•J· ~c nrJ r son s serv.;ug on c.:.n o:'<..c ·' (u·J~ess 
their agreemen t s or l etters of appointment so pro vide) 
or t o monthly rated unestablishe d , tempo rary, or dai ly 
rate d staff unless these Orders or other in·struc tions 
exp ressly so p r ovide . 

2. Spe c ial Definitions. Speci al Definitions are 
provided whe re necessary i n the Chapters t o which the y 
rel ate . 

3. General Definitlons. Excep t whe re the context 
indicat es otherwise or where spe cial definitions are 
give n, the t erms used in these General Orders are 
defined as follows :-

( i) Child ( of a Government se rvant ) me an s 
a child who :-

(a) 
(b) 

(c) 

i s under the age of 18; and 
i s entirely dependent on the 
Government servant; an d 
is the legitimate child or 
s t epchild of the Government 
servant or has been legal l y 
adopte d by him. 

( ii) Class means the Secretarial Cl ass or 
General Exe cutive Cl a ss. 

(iii) Daily rated st aff means Government se r vants 
employe d on dai l y rates of pay and paid 
from an Othe r Charges sub-head of the 
Estimates. 

(iv ) Government Se r vant moan s a pe rson employed 
by the Gove rnment ot' Northern Nigeri a. 

(v) Head of the Se r vice means the Secretary to 
the Premier. 
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(vi) Marriage me an s a marriage recognise d as 
such by the l aw or the place where it is 
contracted. 

(vii) Ministry includes any Go vernment 
or which an of!'icer listed under 
(x) is in charge. 

department 
derJ ni t ion 

(vii i) 
Monthly rated une st abli shed starr m e~•1 s 
.Government servan ts employed on mon;.n ly 
rates or pay an d paid !'rom the Personal 
Emo luments sub-he ad or the Estimates . 

( ix) O!'!'icer means a Government servan .... whf' is 
ei(.h€~' 

(a) 

(b) 

(c) 

employed in an established pensionable 
post on pensionable terms; or 
employed in an established pensionable 
post on non-pen sionable terms; or 
employed in an establ ished but non­
pensionable post. 

(x) 
Permanent Secreta~ includes the f'ollowing:­

Secretary to the Premier 

(xi) 

Attorney General 
Director or Public Prosecutions 
Director of' Audit 
Clerk to the Regional Legislature 
Secretary to Exe cutive Council 
Chief' Registrar, High Court of' Justice 
Secretary, Public Service Commi ssion 
Secretary, Judicial Service Commission 
Private Secretary to the Governor 
Registrar, Shari ' s Court of Appeal 

Public Service Commission means alternatively, 
where appropriate, the Judicial Servi~P. Commi "Rin"l. 

(xii) Temporary Starr means Government servants 
employed temporarily (whether or not in 
established posts) on non-pensionable daily 
or monthly terms. 

CHAPTER II 

A P P 0 I N T M E N T S 

d . con juncti on with the 1 1 d be rea ., n J ( This Chapter SlOU 7 . 11 JJ..la+jon s r eprod uced as 
· Corrum ss1 on eg · ) ~!bljc Serv1 ce i 1 to these General Or ders Append x d 

SECTION l - GEN!<4l AL · llECRUITH ENT 

20. ;;;~· .o.; ]li.:Li..t,;,:. To be P. l igib l e !' 'J r app-:>..!..ntment to 
Government se1 \· i::.e d. candidate mus·L:-

(a) 
(b) 

(c) 

(d) 

(e) 

be over seventeen years of age; and 
possess such minimum qualifications by 
way of education and experience as may 
be prescribed by Government from time 
to time in an approved Scheme of Service 
for the post concerned or otherwise; and 
be certi f ied by a Government Medical Off ­
icer to be in sound health and medically 
fit for employment in Government service; 
produce at least one (or more as required 
by the authority empower~d to appoint) 
recent certificates of good character, 
one of which, if the candidate has not 
previously been in employment, must be 
from the head of the school or college he 
last attended or, i f he has previously 
been employe d, must be from his last em-
ployer ; and 
if he is either a student of a recognized 
non-Government training institution or a 
teacher trained by any of the approved 
Voluntary Agencies, produce a certificate, 
.l\•-:>1.1 tr. :: S::c:·:. uL! / or- ct:"ler uvnt.·,:; ll .:.H!l: 
authorit.jo of tho. Voluntary Agency con 
cerned, t o the effect tha t he has ful­
filled or has been releas ed from his ob­
ligations to that Voluntary Agency. 

Eligibility is also affected by Genera! Orders 21 t o 
23 below. 

21. Place of Origin. To b e el i gib l e for appointment 
other than on contract terms a candidate must be a 
Northerner . "A Northerner" i s defined as f ollows :-

(l) A person who, by descent from his or her 
father , is a member of a t ribe or c ommunity 

1 
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, 

of pe ople indigenous to Northern Nigeri a , 

Note 1 . Any case of doubt whether a par­
ticular tribe or communi ty of 
p eop l e is indigenous to Norther n 
Nigeria will be decided by the 
Executive Counci l . 

Note 2. Any case of doub t wh ether a pa r ­
ticular person pos s esse s the r e ­
quired membershi p of a tribe or 
community of people indigenous 
to Northern Nigeria will be de­
cided by the Public Servi ce 
Commission. 

(2) Any other person who may b e deemed by t he 
Public Ser vic e Commi ssion in its absolute 
discretion to be a Northerner and who pos s esses 
either of t he f ollowing qualifications :-

22 . 
who 

( a ) 

(b ) 

he (or she) resides in a Community 
indigenous t o Northern Nigeria and 
is, in the opinion of the Publ ic 
Service Commission, accepted by t h at 
co mmunity as one of themselves; 
his (or her) mother was a Northerner 
a s defined in (1) above. 

Previous Conviction or Dismissal. 
No candidate 

(a) h as been convicted of a c r i minal offence or 
(b ) has pre viously been employed in the Government 

service and been dismissed or called upon to 
resign or retire therefrom shall be el igible 
f or any appointmen t without the specific 
approval of the Public Service Commi ssion ~ 
notwithstanding any delegation of the 
Commission's powe r of appointment to any officer. 

All appl i cant s f or emp loyment by Government must 
s t ate (and the aut hority empo\vered t o appoint is res ­
ponsibl e f or seei ng tha t they do s tate, whether on a 
printed form of application or otherwise ) wh ether they 
have ever been convicted of a criminal offe nce, a nd 
whether they have pre viously beenin Government em­
ployment , and if s o, why they l eft; concealment of 
these facts or a ny f al se s t at ement will be regarded as 
sufficient ground for non-employmen t or for subseque nt 
termination of appoint ment wi t hout notice, 

23 . Date of Birth. The following a r e the r·ules re­g ardi ng date of birth: -

(a ) 

(b ) 

( c ) 

All candidate s for employment must suppor t 
t he dat e of birth give n on their app l ica tio n 
forms by a birth cer tifi cate, or i f t hat is 
unobtainab le , b y a statut ory dec laration. In 
no circumstances will t he date of birth r e -
corded o~ppointment be altered later. 
Candidat e s ( and s erving offi cers ) who can 
give the year, but not the actual date , of 
birth will be considered for alypurposes to 
have been born on the 31st December of the 
year of their birth. Similarly; if the 
month of birth can be given but not th e 
actual date, the last day of the month will 
be taken as the date of bi rth. 
Serving officers will be held t o be bound 
by their present recorded age and no app-
lications for a change can be consider ed ex­
cept when the officer can produce a Birth 

· Certificate in support of his claim and can 
explain sat isfactorily why his recorded age 
differs from that shown in the Birth Cer­
tificate. A statutory declaratio~f age 
will not be accepted in lieu of a Birth 
Certificate for this purpose. 

24. Dec] arati on of Secrecy . A Permanent Secretary 
must ensure that all officers and temporary staff in 
his Ministry who have access to official papers with a 
Security grading of confidential or higher have signed 
Declarations of Secrecy on the appropriate form and 
tha t the declara tions s o signed are carefully pre s er ved. 

25. Rules f or Recrujtme nt to Scale G. Appointments 
to posts in Scale G may only be made in accordance with 
the rules laid d own by the Ministry of Finance and the 
Establishments Division, Premier's Office. The prin­
ciple followed is that persons appointed to posts in 
Scale G must serve on monthly terms for an ini t ial per­
iod of three years be fore b e ing absorbed into estab ­
lished posts. 

26. DajJy-rated Staff. A Permenent Secretary may en­
gage daily-rated staff without the full formality 
attached to appointments to established posts, provided 
thai the rules embodied in General Orders 21 and 22 are 
strictly observed. 

27. Appointment. by Letter. Daily - rated and temporary 
staff may be offer ed appoi ntme nt by a l e tter of app­
ointment in terms pre scribed by the Pub l ic Serv i ce 
Commi s s ion but in ever y c a se t he appoint ment is not 
valid un l es s a written acceptance of the offer i s mad e 

5 
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by the candidate. The c onditions or appointment must 
be set out in the letter of appointment and the app ­
ointment may be terminated in accordance with the terms 
contained in the letter. 

28, Recruitment by the Public Service Commission, 
The procedure for recruitment to offices in respect of 
which powers of appointment have not been delegated is 
governed by the Public Service Commission Regulations, 
and by any supplementary instructions issued by or 
arrangements agreed with the Commission. 

29, Recruitment otherwise than by the Public Service 
Commission. If powers of appointment to certain 
offices are delegated to a Permanent Secretary and no 
scheme for admission by examination or otherwise has 
been approved by the Public Service Commission, a 
Permanent Secretary may recruit in accordance with· the 
procedure laid down in General Orders 30 and 31. 

30. Employment. Exchanges: Adyertj sements. Suitable 
candidates for vacant posts may be obtained either 
through Employment Exchanges or by means of advertise­
ments, but before deciding to advertise, a Permanent 
Secretary must consult the Establishments Division, 
Premier's Office, and the Public Service Commission. 

31. Procedure. It is the duty of a Permanent Sec­
retary to enquire carefully into the antecedents of 
candidates whom he is considering for appointment and 
to ensurethat any candidate selected is eligible for 
appointment under General Orders. The following pro­
cedure should be followed for completing the appoint­
ment of a candidate who, after enquiries have been 
made, is considered eligible and suitable for appoint­
ment: -

(a) 

(b) 

(c) 

The candidate should be given a Letter of 
Offer of Appointment (Form 69D for Pension­
able Appointments; Form 69E for Contrac t 
Appointments): if there is any doubt 
about the correct salary (or salary scale ) 
to be offered, the Establishments Division, 
Premier's Office, should be consulted. 
If the candidate wishe s to accept the offer, 
he must sign the form of acceptance, the 
Agreement and tthe Declaration included in 
Form 69D (or the form of acceptance and 
Declaration included in Form 69E) and re­
turqihe form as instructed. 
The Accountant-General and the Director 
of Audit (but n.tl the Establishments Div­
ision, Premier's Office) must be informed 

(d) 

of all new appointments made and the Pub­
lic Service Commiss ion be requested to 
gazette the appointment if it is to a 
grade in which the gazetting o~ew app­
ointments is necessary. The Public Service 
Commission will issue directions regarding 
the gazet[ng of appointments. 
Immediately he assumes duty ~ew officer 
or employee should be required to enter his 
personal particulars in a Record of Service 
form. 

SECTION 2 

PENSIONABlE APPOINTMENTS 
(INCLUDING RULES FOR PROBATION) 

35. PrObation. All first appointments to the pen­
sionable establishment will be on probation. An 
officer confirmed in a lower pensionable office will 
not,however, be regarded as on probation in a higher 
post to which he is promoted. Officers transferred to 
Government Service from elsewhere (e .g. Native Author­
ities) may be subject to a period of probation as ex­
plained in G.O. 36. 

36. Period of Probation. The period of probation of 
an officer appointed on probation will normally be 
three years from the date he assumes duty in the 
appointment concerned. A~he discretion of the auth­
ority empowered to appoint him, however, thi~eriod 
may be reduced to not less than one year if the officer 
has had considerable previous public service in a post 
of c omparable status involving similar duties. The 
Public Service Commission may extend the period (see 
the Public Service Commission Regulations) but the 
increments of a probationer who fails to secure con­
rirmation or his appointment by the third anniversary 
of the date he assumed duty therein will normally be 
suspended as explained in General Order 209· 

37. Compulsory Examinations. Within his probation­
ary period an officer appointed on probation is re­
quired to pass any compulsory examinations prescribed 
for his appointment. 

38. Exercise of Powers. The exercise of the power 
of confirmation, extension of probationary period, and 
termination of probationary appointment should follo~ 
the procedure laid downin the Public Service Comm-

7 
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ission Regulations and the next four Ge n eral Orders. 

39, Confirmation. To be eligible for confirmation 
i n the pensionable establishment an officer appointed 
on probation i s required to pass the pr e scribed exam­
inations within his probationary period and complete 
his probationary period to the satisfaction of the 
authorit y empowered to appoint him, At the end of the 
period of probation the officer will, unless his pro ­
bationary appointment is terminated or extended, be 
confirmed in his appointment . 

40. Terminati on of App oi ntment at End of Probation­
ary Period. The appointment of an officer on pro­
bation who fails to secure confirmation in the pen­
si onable establishment at the expiration of his pro­
bationary period (includi ng such extensions thereof 
as may have been grant ed under General Order 36) will 
be terminated, 

41. Terminati on of App ointment during Probationary 
Period, If at any time within his probationary period 
it is established to the satisfaction of the Public 
Service Commission that an officer is not suitable for 
retention in the S e rvice, his appointment may be term­
inated, in accordance with the Public Service Regula­
tions. 

42 , Service Condit.ions AW,icable t o Terminat.jon of 
Probationary Appointment. Unless it was otherwise 
provided at the time of his appointment in the case 
of an individual probationer, a probationer whose 
probationary period is terminated will be treated as 
follows, If his conduct has been good h e may be 
granted free transport for himself back tothe place 
from which he was engaged or to his Nigerian home 
place if, be i ng a Nigerian, he was appointed while 
overseas. Also , provided the termination is not due 
to misconduct (see Chapter IV, Discipline ) on his 
part, it will be effected by means of a month's notice 
or salary in lieu and, subject to the same provi so, if 
he is eligibl~ for vacation leave i n respect o f his 
service to date, such leave may be granted, together 
with (if h e so wishes) normal vacation leave transpor t 
facilities in lieu of the free transport mentioned 
above. Such leave, if any, should b e s o arranged as 
to take place wi t h in t he p eriod of notice , and, if 
possible, t o ex p i r e o n t h e same day as the notice . 
He may however, b e requi red to r e fund any Touri ng 
Equipment Allowance granted to him; a decision of 
this point shoul d be soug ht in e ach case f rom the Es­
t ablishments Divi s i on, Pr emi er's Of' fice. The positi on 
regarding the r efund of t h e c ost of any tra ining gi ven 

the officer is governed by the bond relating to such 

training. 

43. service Condit.i ons Applicable to Resignation of 
probatjonary Appointment. Unless it was otherwise 
provided at the time of his a ppointment in the case 
of an individua l probationer, a probationer who re ­
signs his appointment within the period of his pro­
bationary service may be required to refund any ex­
penditure by Government in transporting him, his fam­
ily, servants and luggage to or from the place or 
places at which he has been employed. He will not be 
eligible for any facilities from Gov e rnment towards 
transport from the station at which he is then serving. 
He may be required to refund any outfit allowance 
granted to him; a decision on this point should be 
sought in each case from the Es t ablishments Division, 
Premier's Office. The position regarding the refunding 
of the cost of any training given the officer is gov­
erned by the bond relating to such training . 

SECTION 3 - CO~TBACT APPOINTMENTS 

45. Definition. A contract appointment is a tempor­
ary appointment by agreement (which does notprovide 
for the payment of a pension) for a specified number 
of months or years as opposed to e .g. an appointment 
on pensionable terms, a short-period temporary 
appointment (e.g . on month-to-month terms) or a non­
pensionable appointme nt. The agreement may be record­
ed either in a formal document of agreement or in an 
exchange of letters offering and accepting appointment. 

46. Condi t.j ons of Service. The cond.i tions of ser­
vice of a contract officer are those provided for in 
his contract, and theprivileges, emoluments, or allow­
ances described in General Orders do not apply to him 
unless it is specifically so stated in the contract 
itself. Any question of the interpretation of a con­
tract as affecting conditions of service or any ques­
tion of waiving a penalty under a contract should in 
the first place be referred to the Establishments Div­
~sion, Premier's Office. 

~., ~7 . Duration o f Appoj ntment. The duration of a con­
tract appointme nt is limited to the period specified 
in the contract itself and any further employment of 
the officer concerned must be made the subject of a 
new contract. 

• 
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48. Termination during Currency of Contract.. An 
appointment on contract may be terminated at any time 
in accordance with the terms specified in the contract 
itself , and the procedure is governed by the Public 
Service Commission Regulations. The termination of 
his service before the expiry of his contract by the 
officer himself is subject to the terms of his con ­
tract. 

49. fie-Engagements. The following five General Or­
ders deal with the re - engagement of contract officers. 

50. ~. The prior approval of the Establishments 
Division, Premier's Office, is required before an off­
icer serving on contract may be offered re-engagement 
by or on behalf of the Public Service Commission, on 
terms differing from those of his current contract. 
This rule does not apply if the officer is re-engag ed 
in a different post. 

51. Responsibility of Contract Officer Himself. An 
officer serving on contract who desires re-engagement 
should, four months before he is due to go on leave 
at the expiration of his current contract notify his 
Permanent Secretary of his wish in writing. In the 
absence of suchnotification by a date three months 
before he is due, or such other period for giving 
notice of wish to re - engage as appears in his contract, 
it will be assumed that hedoes not desire re-engagement. 

52. Action by Permanent Secretary. 

(i) On receipt of such notification expressing an 
officer's wish to re-engage, a Permanent Secretary 
should send his recommendations as to re - engagement 
to the Public Service Commission for decision. In 
reply the Permanent Secretary will receive from the 
Public Service Commission one orother of the follow­
ing and should take the corresponding action as in­
dicated: -

(a) the original and counterpart of a re­
engagement contract duly signed on behalf 
of Government, in which case the Perman­
ent Secretary should obtain the officer's 
witnessed signature to both copies, del­
iver the counterpart to the officer and 
return the original to the Public Service 
Commission; 

(b) a letter offering re-engagement signed 
on behalf of Government, in which case 
he should deliver it to the officer and 
transmit the officer's reply to the 

(c) 
Public Service Commission; 
authority toinform the officer that he 
will not be re-engaged, in which case 
the Permanent Secretary should so inform 
him without delay. 

(ii) As soon as it may be assumed in accordance with 
G.O. 51 that a contract officer does not wish to re­
engage, the Permanent Secretary should immediately 
inform the Public Service Commission of the position, 
and inform the contract officer that hehas done so. 
The Permanent Secretary's duty in this regard does 
not affect the contract officer's own responsibility 
under G .o. 51. 

53. Earlj er Notice of No Re - Engagement. As soon as 
it is clear to a Permanent Secretary that he will be 
unable, for whatever reason, to recommend the re­
engagement of an officer serving on contract he should 
not waitfor General Orders 51 and 52 to operate but 
should seek approval fromthe Public Service Commission 
to inform the officer that he will not be re-engaged, 
and on receipt of such approval should inform the 
officer without delay. 

54. Incremental Date. When an officer oncontract is 
re-engaged in his former office without a break in 
service and on the same scale of salary he will retain 
the incremental date enjoyed under his former contract. 
In other cases of re - engagement without break in ser ­
vice the incremental date of a re - engaged contract 
officer will be fixed, in accordance with such rules 
as may be applicable in the circumstances, on the basis 
t hat the commencing date of the new contract is the 
date on which he resumes duty thereunder . 

55. Promotion. The promotion of a contract officer 
to a higher post during the currency of his contract 
may be a suitable matter for embodiment in a supp­
lementary agreement. General Order 50 will apply, 
save that the consequent adjus t ment of salary should 
follow normal rules without the reference of individual 
cases to the Establishments Division, Premier's Office, 
unless any particular rule so requires or difficulty 
arises. 

SECTION 4 - PROMOTIONS 

65. Scope of General Orders. The general principles 

11 



12 

a nd procedure af'fecting promotion are laid down in 
the Public Service Commission Regulations (reproduced 
as Appendix 1 ) . General Orders deal with certain 
mat ters of detail, and give guidanc e additional to, but 
not in replacement of those Regulat ions. 

66. Eligibility. The claims of meritorious serving 
officers will generally take precedence over those of 
persons not already in the public service . Normally a 

vacancy in a promotion post will be fi lled by pro­
motion within the Ministry concerned. In the event of 
no officer within the Ministry being suitable , the 
Permanent Secretary should consult the Public Service 
Commission witha view to a~ranging the selection of 
a suitable officer from another Ministry or elsewhere, 
if necessary after advertising the vacancy. 

67. Applications by Offjcers. Except as stated belo~ 
officers should not apply for promotion. It is for the 
authorities empowered to promote to c onsider the inter­
ests of serving officers when filling promotion vacan­
cies. The only occasions when officers may apply to 
be considered for promotions are:-

(a) 

(b) 

when a post has been advertised and serving 
officers invited to apply; and 
when an officer has acquired, since his 
appointmentor last promotion, qualifica-
tions (e.g. a degree or professional 
qualification) which would entitle him 
to be considered for a higher appointment. 

68. Medjcal Examination. Before an officer holding a 
non- pensionable post, or in receipt ofdaily or monthly 
rates of pay, may be promoted to a pensionable office 
he must be examined by a Government Medical Officer 
and certified by him to be in sound health and fit for 
employment in the pensionable establishment. 

69. Contract Officers. Reference should be made to 
General Order 55~ 

70. Effective Dates of Promotjon. Normally the eff­
ective date of a promotion will be the first date, 
after the promoted officer has been designated for 
promotion and the higher office has fallen vacant, 
which he performs the duties of the higher office. 
This rule is subject to modifications and methods of 
application in the following circumstances:-

(a)(i) The higher office may_be deemed to fall 
vacant for the purpose of this General 

(ii) 

(iii) 

Order on the date on whi c h t he e xis~ing 
holder goes on leave pe nding va0ating 
it; . 
If the higher office is that of a Permen -
ent Secretary it ~ b e deemed ~ o fall 
vacant for the purpos eof this Ge neral 
Order on the date on which the existing 
holder goes on leave pe ndi ng vacating it; 
If the higher office is not tnat of a 
Permanent Secretary it .h'ill be d eemed to 
fall vacant not later t.han six months 
from the date on which the officer vac­
ating it goes on leave before doing so, 
even though such leave lasts for longer 
than six months. 

(b) If the promoted officer ison leave at the 
time the higher office f'alls vacant and assumes 
duty therein immediately on his return from 
leave, the promotion will become effective on 
the date the higher office falls vacant; 

(c) In the normal course of events a Permanent 
Secretary is expected to for esee the occurrenc e 
of vacancies in promotion posts and to make 
proposals for filling them in such time as will 
ensure that an officer hasbeen approved for pro­
motion to a post as soon as it falls vacant, in 
which case the effective date ofpromotion will 
be governed by the rules above. Where a Perman ­
ent Secretary can satisfy the Pub l ic Service 
Commission that this is not possible, whether 
through lack of suitable candidates or otherwise :-

(i) 

( i i) 

if the promoted officer has been acting 
continuously (apart from per iods of 
vacation leave) in the higher offi ce (or 
an office of equivalent status) before 
his select ion for promotion to it, his 
promotion may be made effective from a 
date not earlier than t hat on which he 
began such continuous acting or that on 
which the office fell vacant, whichever 
occurs later, bu~ from the date from 
which h e is promoted and therefore re­
ce ives the full salary of the post he 
shall not be e ntitled to salary on account 
of any other offi ce which he may have held 
at the same t ime ; 
if the higher of f ice is not ass ociat ed 
with a specifi c duty post,a promotion 
thereto may be made effective from any 
dat e n•:> t ear lier tha n t h e date on which 
1 t felJ ' a.ca•1t. 

13 
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71. variation of Above Rules. The rules above per­
mitting departlll'e f'ro m the basic rule that the eff ­
ective date of' a promotion is the date of assumption 
of U.c duties of the higher post a!'e intended to ob­
viate irregttl ar·i ties . Where t hey themselves create 
inequalities; or wherever it is desirable to disregard 
them, e.g. in the interests of uniformity among a 
number of appointme nts made at the same time, or to 
preserve the previous seniority of officers promoted 
at the same time, the ef'fective date of' promotion will 
be determined by the Public Service Commission, after 
consultation with the Establishments Division, Prem­
ier's Office. 

72. Procedure for Recommending Promotions. Details 
of the aotion to be taken by a Permanent Secretary in 
recommending officers to fill posts onpromotion are 
given in the Public Servi ce Co~ission Regulations and 
in instructions issued from time totime by the Public 
Servi ce Commission. 

SECTION 5 - TRANSFERS 

75. Inter-S ervice. The transfer of officers to or 
from the Northern Regi on Public Service to another 
public s ervice must in every case be c onducted through 
the Public Service Commission. Secondments of off ­
icers to the service of other Governments or of other 
Bodies such as statutory corporations must also be 
conducted through the Publi c Service Commission; the 
~ of such secondme nt s are a matter f'or the Es ­
tablishments Divi s ion, Premier's Offic e . 

76. Inter - Mini stn•. Transfers of officers from one 
Ministry t oanother or fr om one Class to another , re ­
quire the approval of' the Public Service Commission . 
Ordinarily , an application f'ro~ an officer himself' 
for such transfer will not be entertained unless the 
officer concerned has completed at least one year in 
his original class or Ministry . An application f'or 
such transfer must be submitted to the Permanent Sec­
retary or the applicant's Ministry and must state the 
applicant 's reason for desiring a transfer and his 
qualifications for the work he wishes to undertake. 
On receipt of an application for transfer from one of 
his officers, the Permanent Secretary should forward 
it to the Public Service Commission, with a statement 
of: -

(i) how the applicant has performed his duties; 

(ii ) 

(iii) 

whether the applicant i s , in the writer's 
opinion, well qualified for the post he de-
sires; 
his recommendations as to the grant or re­
fusal of the application. 

77. Transfers from Non - Pensi onab le to Pensionable 
Appointment. 

(a) An officer who is permitted to 
transfer from a non-pensionable to a pen­
sionable appointment must clearly understand 
that his appointment after suchtransfer may 
be subject to a period of probation and that, 
in such circumstances, should he fail to 
secure confirmation in the pensionable es­
tablishment, he will have no claim to revert 
to his former non- pensionable appointment. 

(b) The salary at which an officer 
transfers to a pensionable appointment is 
not governed by the salary he was previously 
receiving in a non- pensionable appointment. 
As a general principle, his salary will not, 
in the interests of parity, exceed the level 
it would have reached had his first appoint­
ment and whole service been pensionable, but 
each case is a matter for reference to the 
Establishments Division, Premier's Office, 

(c) An aHiication for transfer to pensionable 
appointment from an officer who was aged over 
forty at the time he obtained his non­
pensionable appointment will not normal~y 
be entertained. 

(d) Transfers from non- pensionable to pension­
able appointments require the approval of 
the authority empowered to appoint at the 
level concerned, and applications in regard 
to appointments made by the Public Service 
Commission should be submitted to the Perm­
anent Secretary and forwarded by him to 
the Public S0rvice Commission, with his 
recommendations . At levels at which Perm­
anent Secretaries may make app ointments 
without the approval of the Public Service 
Commission, care should be taken to repeat 
in full the procedure detailed in General 
Order 31. 

78. Medical Examination. At all levels serving non­
pensionable candidates for pensionable appoi~tments 
must undergo a medical examination by a Government 
Medical Officer if their non- pensionable app ointment 
was not preceded by such an examination ; if the Gov-
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ernment Medical Officer does not certify them to be 
in sound health and medically fit for employment in 
the pensionable establishment their transfer will not 
be proceeded with. 

SECTION 6 - HE-ENGAGEMENT 

(For the He-Engagement of Contract Officers 
see Section 3) 

• 

79, He - Engagement after Resignation. An appointing 
authority who receives an application for employment 
from a person who has previously voluntarily resigned 
from the servi ce sho~ld carerully investigate the 
circumstances prompting the resignation, and unless he 
himself thereupon decides not to proceed with the app­
lication, obtain the comments of tl1e Public Service 
Commission, as to whether or not the proposed r e ­
employment is desirable in the g eneral service intere s~ 
before proceeding further with the application. An 
officer who has resigned and consequently applies for 
re - engagement must , at thesame t i me as he is offered 
appointment, be told inwriting :-

(i) 

(ii) 

(iii) 

That he may be r equired to serve a rurther 
pe riod of probation even though he may have 
previously been confirmed; 
That the period of service before resigna­
tion will not count towards any re tirement 
benefits f or which he may subs equently 
qualify; 
That he may not be granted any seniority by 
reason of his former Service. 

80. Pensioners. The following three General Orders 
deal with the re-engagement of pensioners. 

81. Criteria for He -Engagement, It is normally des­
irable to re -engage a pensioner only in a post for 
which there is no suitable e s t ablished officer avail­
able. It is the duty of a Permanent Secretary to keep 
the r etention of such pensioners under constant re ­
view in order thatthe temporary appointment of the 
pensioner is terminated as soon as a suitable estab­
lished officer is available to fill the post, and the 
terms ofre-appointment of pensioners are to reflect 
this duty (see next Ge neral Order ) . When the appoint­
ment being so terminated is in a promotion post, a 
Permanent Secretary should consider whether a temporary 

i tment in a lower post, where the question of 
a~pok~ng the promotion prospects of serving officers 
~o~~d not arise, may be offered to thepensioner. 

82 
DUration. In the light of the preceeding General 

0 
der the re- engagement of pensioners should normally 

~e 0~ month- t o-month terms . An occasional exception 
may be requi red when a pensioner, exceptional ly suit­
able as to qualifications, experience and record, is 
under consideration for appoint ment to an essential 
post for which no likely serving candidate is in sight 
roc some time to come. In such cases, which should in 
practice be rare, short-term contracts (say for one 
year) may beconsidered most appropriate. All such 
cases should be referred to the Public Service Comm­
ission, who will consult the Establishments Division, 
Premier's Office, with r egard to the terms of re-
eng agemen t • 

83. Salaries. Where no other conditions are pres­
cribed by law or otherwise in relation to any individ­
ual post, the salaries of re-engaged pensioners should 
be determined according to the f ollowing rules:-

(i) Pensioners f ormerly in the Northern Region 
~1blio Service who are re - engaged in the 
same or an equival ent post : 

Thesalary payable t o a pensioner re - engaged 
inthe same or an equivalent post to that in 
which he retired, will be his retiring sal­
ary, or if the scale has been changed since 
his retirement, the appropriate conversion 
point in the salary scale at the time of re­
engagement. He will be eligible to proceed 
by annual increments if a scale is attached 
to his new post. Cases of doubt as to 
whether a post is an "equivalent" post 
should be referred to the Establishments 
Division•, Premier's Office. 

(ii) Pensioners formerly in the Nort.hecn Region 
publjc Service re - engaged in a higher post 

A pensioner who is re - engaged in a higher 
post than that which he held before retire ­
ment, will be paid the minimum salary of 
the new post or the nearest point in the 
scale above his retiring salary, whichever 
is the higher. He will be eligible to 
proceed by annual increments if a scale is 
attached to his new post. 
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(iii) Pensioners formerly in the Northern Region 
Public Seryice re-engaged in a lower post : 

The salary payable to a pensioner re -engaged 
in a lower post in the same class than that 
which he held before retirement will be the 
maximum salary of the new post or the ne arest 
point in the scale above his retiring salary, 
whichever is the lower. The salary payable 
to a pensioner re-engaged in a lower post 
in a different class will be fixed after 
consultation with the Establishments Div-

ision, Premier's Office. 

(iv) In cases of re-engagement covered by Rules 
(i) to (iii) above, there will be no deduc­
tions in respect of pension or gratuity and 
no contract addition or gratuity will be 
payable. 

85, 

(v) Pensioners formerly in the Service of other 
~overnment.s in the Federatjon Nat,iye Author­
lties or Local Councils : 

The salary of a pensioner who retired from 
the service of any other Government in the 
Federation or of Native Authorities or Local 
Councils and is re-engaged in the Northern 
Region, will normally be assessed in accord­
ance with Rules (i) to (iv) above, If the 
pensioner retired in a post to which a diff­
erent scale from that obtaining in the 
Northern Region is assigned, his status 
should first be determined by the Public 
Service Commission, after consultat i on with 
the Establishments Division, Premier's 
Office, in the light of the duties and r es­
ponsibilities of the post in which he is to 
be re-engaged, and then the appropriate rul e 
will apply, 

SECT I ON 7 - MISCELLANEOUS 

Personal Records. 

(a) General, A Permanent Secretary i s respon­
sible for keeping an up-to- date record of 
each officer in his Ministry. 

(b) Need for Careful Ma1ntenanQe. The necess­
ity for the careful maintenance of personal 

records is emphasized, since any incomplete ­
ness in entries, or loss of personal records, 
will seriously impede the calculation of re­
tiring benefits at the end of the service of 
the officer concerned. 

(c) Q.urrent Addresses . In addit ion to formal 
records of s ervice maintained in head­
quarters, an up-to-date record must be 
maintained in every office ofthe address ed 
stated by the officers employe d there to 
be those at which it should currently be 
possible to find them orascertain their 
whereabouts. A permanent Secretary should 
allocate responsibility for keeping this 
record to specific officers, but it is 
also the duty of each offi cer to acquaint 
his immediate superior with his address 
and with any change in it. 

86. Unpaid Staff. The employment of unpaid staff is 
prohibited. 

87, Bet.urns of Staff. A Permanent Secretary is res­
ponsible for submitting returns of staff employed and 
vacancies existing, in accordance with dire ctions 
issued by the Public Service Commission from time to 
time. 

88, Seniority. Seniority shall be determined by the 
date an officer assumed duty, or t h e effective date of 
his promotion, or, in the case of a candidate who acc­
epts a firm offer of appointment to the Northern Region 
Public Service while overs eas, the date of his arrival 
in Nigeria to take up appointment, save that where the 
application of this last rule would operate unfairly to 
another candidate as suming duty from within Nigeria, an 
ad~ decision as to seniority may be given by the 
appointing authority (which need not affect the pay of 
the officers concerned). In all cases seniority is 
determined with r eference to the particular class or 
grade in which an officer is serving. When an officer 
is transferred from one class or grade to another , his 
seniority in relation to the other officers in his 
class or grade, will, if possible, be determined (by 
rhe authority empowered to appoint at that level ) at 
the time of his transfer; officers transferred from 
contract to pensionable posts will have their seniority 
revised so as to have effect from the date of transfer. 
Cases of doubt should be referred to the Establishments 
Division, Premier's Office for guidance, which will be 
given after consultation, if necessary, with the Pub­
lic Service Commission. 
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CHAPTER III 

WOMEN GOVERNMENT SERYANTS 

SECTION 1 - GENERAL 

90. Interpretation ofthe Term "Married Women". The 
term "married women" includes a woman married under 
native law and custom but does not include a widow or 
a woman divorced (or legally separated) from her hus­
band. 

91. Application of General Orders to Women. Not ­
withstanding that throughout General Orders the terms 
"ofricer", "Government servant" and the like are re.­
rerred to in the masculine gender, the provisions 
thereof apply equally to women orficers (unless the 
contrary is stated or is obvious from the context) 
except that:-

(a) provisions about the wives of orficers do 
not apply to the husbands of women officers; 
and 

(b) the child of a woman ofricer shall be deemed 
UQt to be dependent on her (see G.O. 3(i)), 
unless the father of the child is dead or 
the woman officer is divorced from the 
father and has been awarded legal custody 
or the child, or which she should f'urnish 
documentary proof at the time of her en­
gagement . 

SECTION 2 - EMPLOYMENT OF MARRIED WOMEN 

92. Appointment. A married woman may, in 
exceptional circumstances, be appointed on the same 
terms as those applicable to a man or single woman but 
normally she will be appointed on contract or month­
to-month terms. Each case will receive the special 
consideration of the Public Service Commission. 

93. Res1inat1on on Marriage. A woman officer who 
marries may be required to resign or retire on or 
after marriage, but will not normally be called upon 
to do so. She must,however, notify her Permanent 
Secretary of her impending marriage and the Permanent 
Secretary must similarly inform the Public Service 
Commission, the Accountant-General and the Director of Audit. 

4 
A woman officer who is married t~n officer will 

9 "treated as a "wife" for the purpose of free trans­
b~rt facilities and will UQt be eligible for such 
facilities in her own_r~ght, except_as may be specially 

1 
id down in her cond1t1ons of appo1ntment. Similarly 

~e will not be regarded as "another orficer" for the 
;urpose of claiming rent rebate (See G.O •••. ) 

SECTION 3 - BUIES RElATING TO PREGNANCY 

95 . ApplicaU on.. This Section does not apply to 
women officers employed on temporary terms. If a woman 
officer employed on such terms becomes pregnant, her 
appointment should be terminated not less than six 
weeks before the estimated time of her confinement. 
consideration may be given to her re-engagement after 
the birth of the child. 

96. Maternity Leave. A woman officer who becomes 
pregnant shall proceed on leave six weeks before the 
estimated time of her confinement. A medical certir­
icate giving the expected date of conrinement must be 
obtained by the woman officer and submitted toher 
Permanent Secretary not less than ten weeks before the 
expected date of confinement. After confinement, the 
woman officer must take a f'urther six weeks leave and 
will not be permitted to resume duty until that period 
has elapsed. 

97. Maternity Leave to Count Against Accrued Leave. 
The period of leave granted in accordance with G.O. 96 
will therefore be of three months duration if the med­
ical certificate correctly estimated the date of con­
finement but may be more ~r less ) than three months if 
the actual date of confinement was different from that 
given in the medical certificate . In every case, 
however, the period of absence will count against the 
woman officer's accrued vacation leave (which will be 
granted on f'ull pay ), any portion of the period in ex­
cess of acrued vacation leave being on half pay and 
being reckoned against the sick leave entitlement on 
half-pay in any one year. 

98. Sick Leave following Maternity Leave. If after 
taking the obligatory six weeks' leave after her con­
finement, a woman officer is medically certified as 
tlnfit to return to duty, she may be granted f'urther 
sick leave within her entitlement for the year. This 
further sick leave will be regarded as normal sick 
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leave and, provided she is eligible ror it, will be 
granted on rull pay. 

99 . Postponement of Disciplinary Proceedings. Any 
disciplinary proceedings against a woman officer which 
would otherwise have taken place during the period or 
her maternity leave shall be postponed until her mat­
ernity leave has expired. 

100. Termination or Appointment · Married Women. A 
married woman officer shall not be called upon to re ­
tire or resign by reason or her pregnancy alone but any 
woman officer, married or unmarried, who undertakes a 
course or training of not more than six months duration 
may be called upon to refund the whole or part of the 
cost of the course ( includi ng, if applicable , the c ost 
of passages to and from a country outside Nigeria) in 
the event of theiourse being interrupted on grounds of 
pregnancy. 

101. Termination or Appointment : Unmarried Women. If 
an unmarri ed woman officer becomes pregnant she may be 
called upon to resign or retire? and Permanent Secret­
aries who consider such r esignation or retirement des­
irable must report the case to the Public Service Comm­
ission. 

C!IAPTED I\ - DISCIPLD!E; 

(note : This Ch~pter sh~uld be re ad in.co n junct.ion with 
the Public Serv1ce CornrnlSS lO n Regulat1ons, repr oduced 
as Appendix 1 to t he s e General Orders ) 

SECTI ON l - DISCIPLI::SA.RY PROCEDURE 

GENERA.L 

no. Authority and Delegations. The power to dismis s 
and to exercise disciplinary control over Go vernme nt 
·servants is vested in the Public Serv i ce Co mmi ssion. 
The power may be de l egated to any membe r of the Comm­
ission or any officer in the Public Service . 

lll. pqoj shments. Details of the punishments which 
may be inflicted on an officer are set out in the Pub­
lic Service Commission Regulations . Fines may not be 
inflicted. Punishments imposed on an officer on con­
tract shall not conflict with the terms of the contract 
governing the officer 1 s appointment . 

ll2. Officers to Report Convi..ct ion on a Cri minal 
Charge. An officer must (under pain of disciplinary 
action) rep ort to his Permanent Secretary whenever he 
has been convict ed of a cr iminal offence, whatever its 
nature. 

113. Basis for Discipl i nary Proceedings. Disciplinary 
proceedings are initiated because of an officer 1 s mis­
conduct or ineffici ency. Hisconduct consists of an act 
contrary either to sp ecific rules or regulations or 
against the general ·interests of efficient public ser­
vice. The f ollowing are s ome exampl es of misconduct, 
but the list is not i ntended t o be exhaustive: -

(i) General misconduct to the s cand&l of t he 
public or to the pre j udi ce of disci pl i ne 
and the pr oper admi ni strat ion of Go vernment 
busine ss , e.g. corrup t i on, dishon es t y , 
drunke nness, false cla ims, raul l a nguag e, 
insubordination, gross negligence, the 
falsification of records, or their supp ­
r ession, or failure to keep them, and t he 
like. 

(ii) Conviction on a criminal charge, other than 
a minor offenc r such as an offence against 
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the Traf'fic Regulati ons or the Public Health 
Ordinance. (In cases of doubt the Public 
Service Commi s sion should be asked to advise 
whether the of'f'ence on which the off'icer has 
been convicted is or is not a "minor of'f'ence". J 

(i i i ) Disobedience of' a lawful order ( such a s re­
f'usal to proceed on t ransf'er , or to accept a 
po s ting ):( see G. O. 130) . 

' IV) Ab sence without leav e (See G.O. 131) . 
t v) Debt t hrough i mprudence or other reprehens­

ible cause (See G.O. 132) . 
(vi) Disclosure of' of'f'icial information contrary 

to G.O. 135. 
(vii) Engaging in political activities contrary 

t o G .0. 141. 
•Vii:!, Engaging i n business contrary to G.O, 142, 

114 . 1nefficj ency. Ineff'iciency cannot be es t ab l i s hed 
by a slng le act of' incompetence. Its exact def'inition 
must var.r wi t h t he f'acts of' each case, but it usually 
consists of' a series of' acts of' omission, incomp e tence , 
or misbehaviour, which of' themselves are not serious 
enough t o meri t proceedings f'or misconduct, but of' 
which the cumulat ive ef'fect is to show that an of'f'icer 
is not capable of discharging ef'f'iciently the duties 
of' the off'ice whichhe holds. 

(NQta: The termination of' the appointment of' an 
officer on probation who shows himself' 
unqualified f'or ef'f'icient service is dealt 
with in Chapter II ) 

Action f'or removal f'rom the Service on account of' 
ineff'iciency arises in two ways :-

(i) 

( 11) 

upon the receipt of statements by the appro­
priate authority that an of'f'icer is ineff'­
icient. Such statements, to be ef'fective i n 
establishing a case of' inef'f'iciency agains t 
an of'f'icer, must show that the of'f'icer has 
been duly and plainly warned in writing mor e 
thaqOnce that his work was unsatisf'actory, or 
he must have had an increment def'erred or 
withheld. Normally at least three months 
should be allowed to elapse af'ter the issue 
of a final warning before steps are taken to 
terminate an off'icer's appointment, so as t o 
allow him ample opportunity f'or improvement. 
(Details of the procedure to be adopted for 
removal of an officer for inefficiency are 
given in t he Public Service Commission Regu­
lations ) ; 
when t he aut hority empowered t o dismiss an 

of'ficer , having considered the proceedings 
of an inquiry on charges appearing to jus tify 
the officer 1 s dismissal , decides that he does 
not de s erve dismissal but that the proceedings 
disclose ~rounds f'or r emovin~ him on account 
of inef'ficiency in t he performance of his 
duties. I n s uch a case , t he usua l rul e about 
the necessity f' or warni ng s ( s ee ( i ) ab ov e ) 
is not strictly insisted upon. 

25 

Removal for inefficiency must not be used as an easy 
wa of removing an officer who has committed an off­
en~e which, if established after enquiry , would merit 
dismissal. In such a case steps must be taken to e s ­
tablish the offence with a view to dismissal. 

115. EAffect on Retirement Benefits. An of'ficer who is 
dismissed forfeits all claim to retireme nt benefits , 
will not be granted leave, and is not enti tled to 
transport to his home. An officer on probation whose 
probationary appointment is terminated on account of 
misconduct is treated in exactly the same way as a 
confirmed officer who is dismissed. An officer whose 
appointment is terminated for inefficiency, however, 
is eligible for such retirement benefits as may be per­
mitted under the Pensions Ordinance though under that 
Ordinance , r etirement benefits for officers whose app -
ointments are terminated on account of inefficiency 

may either be reduced or withheld. An officer who se 
appointment is terminated on account of inefficiency 
will be eligible for leave and transport allowances as 
if he had retired. 

116. E/ffective Date of Dismissal. Dismissal takes 
effect from the date on which the officer concerned is 
officially notified that he has been dismissed. Except 
in circumstances as explained below this date will be 
the date on which the letter notifying the officer of 
his dismissal is received by him and he should be in­
structed to acknowledge receipt in writing on a copy 
of the letter. Where, however, he seeks to evade re­
ceipt of the letter, the date of dismissal may be 
taken to be either:-

(i) 

(ii) 

(iii) 

The date on which the letter is delivered 
to him; or 
The date on which the letter is delivered 
to his recorded address; or 
If the letter is sent by post to his re­
corded address it may be considered as 
having been received according to the 
definition of "service by post" in Section 
46 of the Interpretation Ordi nance. 
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118. Effective Date of Te rmination for lne fficienc,y: . 
ln al l case s of t e rmination f or i nef f iciency, notice 
of termination should be given. The pe riod of notice 
should be one calendar month unless any other pe riod 
is appropr i ate in the light of a particular officer's 
terms of se rv i ce. The period of notice should 
include any leave to which the officer may be 
entitled; if the leave due is longer than the period 
of notice the officer should be sent on l eave and the 
period of notice absorbed by the l eave. If i t is 
decided that the officer should leave the Service 
immediately he may be paid salary equivalent to the 
period of notice. 

119. Drawing Attention to Shortcomings. 

( 1 ) ln this and the following General Order 
"Superior officer" means an officer holding 

the rank of Assistant Executive Officer (or its 
equivalent ) or above unless otherwise ordered in 
writing by a Permanent Secretary. 

( 2 ) lt is the duty of every superior officer, as 
so on as he observes any fault or shortcoming in 

an officer or employee subordinate t o him which 
may adversely affect his prospects of promotion, 
or of passing a salary bar, or of obtaining an 
increment, whether or not it is considered to be 
within h i s power to correct it, to bring it to the 
officer's or employee' s notice and t o r ecord that 
this has been done. It may in certain cases be 
suitable to bring the matter to notice orally, in 
which case it should be followed up by a written 
confirmation. See also General Orders 163 and 193. 

120, Formal Warnings. 

(~: The instructions under this General Order 
do not apply where an officer's unsatisfactory 
behaviour clearly amounts to miscond~ct: in such 
a case action should be taken, not underthis 
General Order, but under General Order 121). 

As soon as a superior officer (as defined in 
General Order 119 (1)) becomes dissatisfied with the 
work or behaviou~ of any officer subordinate to him 
it is his cl.!lty s o t o inform the officer in writ i ng, 
giving d etails of t he unsatisfactory work or be ­
haviour and c a lling upon him to submi t \-'i t h i n a 
s pecified time such writ t en r epre s entations as hs may 
wish to make toftxculpat e himself from discipli nary 
action. After considering such written represen~a-

·ons as the officer may make withi n the specified 
!~me, the sup eri~r offi~er will decide which of the 
following cases ~s appl~cable:-

(a) 

(b) 

(c) 

the officer has exculpat ed himself, in 
which case he will be so informed and no 
further action will be necessary; or 
the officer has not exculpated himself, 
but no immediate punishment is warranted, 
in which case the superior officer will 
issue a suitable formal written warning 
(but in helpful anq srmpath~tic terms -
see General Order 163) and require the 
officer or employee to acknowledge its 
receipt in writing; or 
the officer has not exculpated himself 
and de s erves punishment, in which case 
the superior officer (unless he is him­
self a Permanent Secretary) will report 
the matter to the Permanent Secretary 
with a view to disciplinary action in 
accordance with General Order 12lj 

121 . Reporting Misconduct . It is the duty of a 
superior officer to whose notice the mi s c onduct of an 
officer subordinate to him is brought under General 
Order 113 above to report it t o his Permanent Secret­
ary without delay, together, if nece ssary, with hisfec­
ommendation as to interdiction; ( see G.O. 122) . On 
receiving the report, the Permanent Secretary yill _ 
take action as seems suitable to him, and will, if 
necessary, r ecommend to the Public Service Commission 
(or himself order, if within his de legated powers) 
the interdiction of the officer ( see General Order 122). 
Pending a decision as to interdiction , the officer may, 
if it is considered necessary in the public interest, 
be prohibited fr om carrying out his duties but may not, 
until formally no tified of his interdiction, be 
deprived of any part of his emoluments. The order 
prohibiting the officer or employee from carrying out 
his duties must be in writing and signed by an officer 
of the rank of Executive Officer (or equivalent) or 
above (being in any case of a rank higher than the 
officer against whom the order i s made). The action 
taken must be reported without delay to the Permanent 
Sec retary who will in turn inform the Public Service 
Commi s sian. -

122. Applicat i on of InterdicU oQt. An offic er may be 
interdicted in a cc ordance wi t h the provisions of the 
Publi c Service Regulations. I nterdiction should not 
t e i mposed except where it is clearly in the interests 
of t he Public Service that the officer should immed-
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iately cease t o exer cise the powers ana func tions of 
hi s offic e : for instance, where an officer is charged 
.. -~_ t,h fraudulent f a l s e a ccount ing , he might, if not 
~nterdicted, us e his position t o destroy evidenc e 
against hims elf . Int erdiction should not be used in 
t,he cas e of daily- r ated staff ; i f a member of such 
s taff is arrested on a criminal charge or if it i s 
ne ce ssary to pre vent him from exerc i s i ng the power s 
and funct ions of h i s offic e pending the re sul t of 
criminal or di sciplinary proceedings , his appointment 
should b e terminated f or t hwi th by payment of the 
appropriat e wag e s in lieu of not i c e, on t he under­
standing that if he i s subsequent ly exculpated he will 
be re-engaged as from the date of exculpation, or 

from the day foll owing the expiration of the period 
for which he was paid in lieu of notice, whichever is 
the earlier. 

123. Details of Disciplinary Proceedings. Ful l de­
tails of the act i on to b e taken by a Permanent Secret ­
ary in disciplinary cases are given in the Public 
Service Regulati ons. The procedure given does not , 
however, apply to staff in respect of whom Permanent 
Secretaries have been granted delegated powers of 
disciplinary control, e.g. daily-rated staff. Dis­
ciplinary action against such staff may be taken at 
the discretion of the Permanent Secretary, subject to 
provisions of the Labour Code and of individual lett­
ers of appointment. Before any such Government Ser­
vant is dismissed, however , he should be informed of 
the grounds on which it is propo s ed to dismiss him, 
and he given an opportunity to submit representations 
why he should not be dismissed; before the appoint­
ment of any such Government Servant is terminated for 
inefficiency he should have been warned of his fail ­
ings and have been given an opportunity to impro ve 
or to offer a satisfactory explanation of his failure 
to perform his duties properly . 

SEC/TION 2 

DISCIPLINARY RULES IN PARTICULAR CASES 

130. Duties. Every off i cer is required to 
discharge the usual duties of t he offi ce t o wh i ch he 
is appointed and any other suitable duties which 
the Government, acting through a Permanent Sec r et ary , 
may call upon him t o pe rform. He is also require d 
to be posted wherever the Government, ac ting as above 

thinkS fit to s~nd h im, _and he may no t , withou t 
mission res~de outs~de thl S stat1on to whi ch he 

he~ been p~sted . Refusal t o perform such du tie s or 
t! obeY a posting order l S r egarded as a serious ac t 

of misconduct . 

13
1. ~e without. Leave . Any of ficer who absents 

himself from duty wi t hout lea~e renders himself l iable 
to be dismi s sed from the Serv~ ce , and the onus will 
rest on him to s how that the ci rcumstan ce s do not jus­
tify the imposition of the ful l pe nalt y . Salary fo r a 
period during which an of fi c er i s ab sent without l e ave 
ml;\y., and normally wil l , be \o'itbheld. 

132. 

(a) 

(b) 

(c) 

(d) 

(e) 

(f ) 

Financial Embarrassment . 

serious f inancial emb arras s me nt , from what­
ever cause, will b e regarded as seriously 
impairing the effi ciency of an offi cer and 
will render h im liable t o disciplinary pro-
ceedings. 
If such embarra s sment is caused by imprud-
ence or other reprehensib le cause the off­
icer concerned will b e l i able to immedi ate 
dismissal and the onus willrest on him to 
show that t he circumstances do not justify 
the imposit i on of the ful l penalty. 
An officer wi ll be l i abl e to similar c on­
sequences if he becomes a party t o Accommo­
dation Bills or Promissory Notes under what­
ever plea, whether f or his own purposes or 
for another per s on , and whether r esult i ng 
in financia l embarrassment or not. 
It shall be the duty of Registrars and 
Clerks of any Court, as well as of Magis ­
trat es, Commi s s i oners of Stamp Duties and 
t he Registrar of Bills of Sal e , to repor t 
to the appropriate Permanent S ecretary that 
an off i cer has bec ome a judgment debtor or 
has acknowledged anyftebt in wr i ting, as t he 
case may b e , wher ever it shal l c ome to the 
knowl edge of any of them. 
When the fact that an officer has b ecome a 
judgment deb tor or a party t o Accommodation 
Bills or Promissory Not e s , isbrought to the 
notice of hi s Permanent Secretary, the 
l atter s hould call upon him to submit a 
statu tory declaration in the pr escr ibed 
form di s closing al l his liabilities. 
Otherwise , a Permanent Secretary should 
t ake such act ion as may appear to him to 
b e nec e ssary when it comes to his knowl edg e 
t hat an officer i n his Ministry has bec om& 
f i nancially embarrassed; such action may 
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b e initiated by calling upon the officer 
concer ned to submit a statutor y declaration 
as i n (e) above . In any SLlCh case , if the 
Perman ent Secretary consider s it unde s i r able 
t hat the offic er should b e r e tained i n the 
Publ i c Ser vice, he shou ld init i ate t he app ­
r opriate di scipli nary proce edings . 

133. Money Lending. No offic er shall make any l oan 
\Jhether at interest or not t o any other Go vernme nt 
officer nor act as an int ermedi ary b etween any offic er 
and a moneylender, nor take any part in co llecting 
debts on behalf of a moneylender. 

134. Paid Employment on Leave. No offic er may acc ept 
any paid employment whil e on leave (except on l eave 
preparatory to retirement) Without previously obtain­
ing the p ermission of the Head of the Service. 

135 . Disclosure of Official Information. Every 
officer is prohibited fr om disclosing t o any person , 
except in accordance with official routine or with 
the special permission of the Head of the Service, any 
article, note, document or information entrusted to 
him in confidence by any person holding office under 
any Government in the Federation of Nigeria, or which 
he has obtained in the course of his official duties. 
Similarly every officer is required to exercise due 
care and diligence to prevent the knowledge of any 
such article, note, document or information being c om-
municated to any person against the inter est of t he 

Government. 

136. Copying of Official Documents. Every officer is 
prohibited from abstracting or copying official minut e 
papers, records or other documents except in accord­
ance with official routine or With the special per­
mission of the Head of the Service. 

137~ Personal Records. An officer should not normal ly 
be allowed to · have acc ess to confxent ial or s ecre t r ec ­
ords relating personally to hims e lf. 

138. pyblic Records. No officer may, on l eaving t he 
Public Service, take wi t h him any public r ecord with­
out the wr i t t en permission of the Head of the Servic e , 

139 . His tor i cal Documents. If' an of'ficer discovers a 
document or manuscr ipt which appear s to him to be of 
historical interest , he must repor t t he existence or 
it to his Permanent Secre t ary in order t hat st ep s may 
be t aken fo r t he examination and, if found to be val ­
uab le, the preservation of such document. 

£Wlli cat j ons and PubliC Stateme nt.s. Excep t in 
14°· ance of offi ci a l dut i es no officer shall , without 
purs~xpress permission of t he Head of the Service , 
!~!ther on duty or on leave :-

( ) act as the edit or of any newspaper, magazine 
a or periodical or take part direct l y or i n­

directly in the manag ement thereof; 
(b) contribute t o, whether anonymously or other­

wise, or publish in any newspaper , magazine 
or periodical, or otherwise publish or cause 
to be published in any manner , anything whi ch 
may reasonably be regarded as of a poli t i cal 
or administrative nature ; 

(c) speak in public or broadcast on any mat t er 
which may r easonably be r egarded a s a polit ­
ical or administrative nature ; 

(d) allow himself to be i nterviewed or express 
any opinion for publicati on on any question 
of a political or administrative nature or 
matters affecting the admi nistrati on, defence 
or military resources of any State, Territory 
or dependency in the Brit i sh Commonwealth. 

Nothing in this General Order shall be deemed to pre ­
vent an officer from publishing in his own name, by 
writing, speech, or broadcast, matter relating to a 
subject other than one which can reasonably be regard­
ed as a political or administrative nature, provided 
that in so publishing any matter compiled with Govern­
ment sanction fr om officia l records ( see G.O. 136) , 
he gives prominence to a discl aimer of Government res­
ponsibility for its accuracy. 

141. Politj cal Aotiyitj es. No officer shall, whether 
on duty or on leave:-

(a) 

(b) 

(c ) 

(d) 

hold any office pai d or unpaid, permanent 
or t emporary i n any poli t ical organisation; 
offer himself or nominat e anyone else as 
a candi dat e a t any election, or at any 
s t age t hereof , of member s of a Regional or 
the Federal Legislature, or of any l ocal 
government b ody ; 
indicat e publicly hi s supp ort of or oppo­
sit i on to any party , candidat e or policy ; 
engage in canvassing in support of polit ­
ica l candidates; 

Nothing in this General Order shall be deemed to pre ­
vent an off'ice r fr om voting at any election, n or from 
being co-opted on to any l ocal g overnment body , pro­
vided t hat wor k on t he local g overnment body does no t 

31 



~ 

32 

seriously affect his normal duties. 

142 . Engaging in Business et.c . The remuneration o:f 
an officer is fixed on the assumption that his whole 
time is at the disposal of Government: he is there­
fore prohibited :from engaging in trade or employing 
himself in any commercial undertaking. Similarly, an 
officer is prohibited from undert aking any private 
agency in any matter c onnected with the exercis e of 
his public duties . Nothing in this General Order, 
however , should be deemed tqpr ohibit an officer from 
investing or holding shares in a Company carr ying on 
business i n ~igeria or els ewhere, provided that his 
intere s t in the Company does not conflict with his 
public duties nor in any way influence him in the dis­
charge of those duties. Every officer, however, is 
bound, on appointment to the Public Service, t o de ­
clare to the Public Service Commission through his 
Permanent Secre t ary details of any interests he may 
have in local Companies and the Head of the Service 
may , in exceptional circumstances, direct th~fficer 
to divest himself of such interest s. Every officer 
must make a similar declaration upon the subsequent 
acquisition or any fresh interest s in local Companies. 

143 . Mi ner al Discover ies. I f an of ficer makes a dis­
c overy of what he thinks may be valuable minerals he 
mus t rep ort the fac t to hi s Per manent Secretary. An 
of fi c er is prohibited from deriving any benefits or 
t aking any payment fr om any syndicate, company or in­
di vidua l as a reward for giving such information; 
failure to comply with this instruction will l ead to 
dismissal . 

144. Work for Private Persons or Fj r ms . No officer, 
other than a Medical or Dental Offi cer, may render 
professional assistance to pri vate persons or firms or 
accept remunerarion f or it exc ept wi t h the written 
permission of the Head of the Servi ce, which will not 
usually be granted unless it is to the public advan­
tage that it should not be wi thheld; the amount of 
the remuneration must be approved by the Head of the 
Service . Such remuneration must be paid into a Govern­
ment Treasury on deposit unti l the orders of the Head 
of the Service, as to the shar e, i f any, which may be 
received by the officer personally, is known. 

145. Sale or Purchase of Private Prop erty. Except 
with the sanction of the Head of the Service, no off­
icer may sell his own or another officer's private 
property to Government or to a local governmen t body, 
nor may he purchase any private prop erty for Govern ­
ment or a local government body or furnish supplies to 

.. 

0 0 
payment without a like sanction. 

tnem 
. ~eking Influence of Promjnent Persons. The in-
146· ce of Members of any Legislature in Nigeria must 
flUe~e sought by any officer in matters connected with 
not ipline or with a view to obtaining consideration 
~~~cappointment, transfer or promotion . 

47 
:Wbel and Slander Actjons. No step may be taken 

l ~ny officer withou t t he permis s ion of the Head of 
~h service, t o inst i tute l egal pr oc ee di ngs f or lib el 

eslander in c onnection with ma t t er s arising ou t of 
or · 1 d t ' his offic1a u 1es. 

14s. Sybscrjpt i ons and Presentatj ons. An officer is 
prohibited from r eceiving va l uable pre s ents (other 
than the ordinary gifts of personal fri ends) whethe r 
in the shape of money , g oods , free passage s , or other 
personal benefi ts , and from giving s uch pre s ent s . This 
regulation may be relaxed on t h e occasi on of an of f­
icer's retirement fro m the Publi c Ser vi ce, but only 
after the express permi ssion of the Hea d of the Ser­
vice is given; such permission will only be given i n 
the most exceptional circumstances. The objec t of 
this General Order is to prevent the collection of 
subscriptions from subordinat e offic ers to defray the 
cost of present ations to a superior officer. In every 
case, therefore, where application is made f or a r e ­
laxation of this rule, the officer making the applica­
tion must sat~ h i mself that , if t he applicati on i s 
approved, t here wil l be no question of subordinate 
officers being compe lled to subs cr i be; a statement to 
this ef:fect must app ear on the appl i cati on. 

149. Unofficial Te stjmonjals. An officer is prohib­
ited from issuing to his subordi nat es personal letters 
of recommendation regarding their official service un­
less t he approval of the Public Servi ce Commission is 
endorsed thereon ; pr ovided that an of ficer may answer 
a confident i al enquiry f r om t he prospecti ve emp l oyer 
of a subordi nate b y whom he has b een named as a per­
sonal r eferee but he should make it clear t hat he is 
only expressing his personal opini on and t hat h e has 
not been authorised to expre ss the official opinion of 
Government. He may also g i ve his c onfident ial opinion 
of an officer , if reque s ted, in connecti on with the 
award of' a scholarship, or in connection with the off­
icer 's admission to an academic institution or course 
of' study . A "Valedictor y Letter", i . e. a l etter of' 
appr eciation and thank s written on behalf of the Gov­
ernment to an officer who is about to retire, does not 
come within the terms of this General Order. 
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150 . UnoffjcjaJ Test.imonials about Non - Officjal.s. In 
order to prevent the irregular use by non- orricials of 
letters or recommendation or certiricates or character 
an officer is prohibited fro m giving such letters or ' 
certificates ( whether on ofricial stationery or other­
wis e ) except to domestic servants. 

151 . Los s of Fund s . If at any time the public reven­
ue sus tains a loss by r eason of the neglect or fault 
'Jf any 'Jfficar , he ·.-1111 be liable to be surcharged 
with t he amount and any sums due to h im by Government 
may be withheld in satis raction of such surcharge . 
Shou l d a loss of funds or store s occur, a Permanent 
Secre tary s hould forthwith take the necess ary ac tion 
a s l aid down in Financial Instructions. 

.J 

CHAPT ER Y 

SECTION l - QONFIDE~TIAL REPORTS 

0 
AJjp li cation of Sec tj ons l. 2 a.nd 3. This See­

l~ ~ and sect ions 2 and 3 refer only to reports on 
~s~nior orficer s " , that is to say ofricer s s er ving i n 
posts graded i n or above Scales CE, CT or N3. 

161 
B£port,s on Senior Off icer s : General. The r e ­

ports required on Senior Officer s at various stage s 
of t heir service are summariz ed i n t he t able below . 
The rules i n t he remainder of t hi s Sect io n apply to 
both Progress and Annual Confidential Reports. Add­
i tional r ul e s , applicable only t o Progress Report s , 
are recorded in Section 2 a nd additional rules app ­
licable only to Annual Report s in Section 3. Report s 
should be addressed to the destinations indi cated 
beloW under Secret cover . 

Officer ' Type of ' No. of ' 
1 Report 'Copi es 1 

I 

De s tination 

a. on probat ion ' Progre s s' 
I 

1 t Secret ary, Public 
t Ser vic e Commission 

b . on contrac t 
with less 

t han 3 years I Pr ogress ' 1 n 

service in a I I 

senior pos t 

c. on contract 
with more 

t han 3 years I Annua l I 1 II 

ser vice in a 
senior pos t 

d. confirmed 
i n a pen-

sionable off-
ice except 
Administrative 
Officers and I Annual I 1 " 
Advisers (or 
Heads of Div-
i sions in Min-
istries where 
ther e i s no 
Adviser ) 
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O:ff'ic er 

e . confirmed 
Adminis­

trative Off ­
icers and Ad-

I 
I Type or I No. of I 

r Report 'Copies 
Destinat ion 

visers (or r Annual 

' Secretary, Public 
'Service Commission 

1 r through Heads of Div -
isions in Min -
istries where 
there is no 
Adviser) 

'Secretary to the 
'Premier. 
'(See G. O. 188) 

. I 

162. It is essential that Confidential Reports should 
be full and candid. A reporting officer should real­
ise that his own capabilities are discernible from the 
reports he writes on his subordinates. 

163. The substance of any adverse comment on an of:f­
icer's work or conduct included in a report should be 
conveyed to him in writing by h i s P ermanent Secretary, 
and the :fact that this action has been taken should be 
stated on the report itself . The letter conveying 
this information should be couched in sympathetic 
terms since it~ object is to enable and encourage the 
officer to overcome his shortcomings. The letter 
should on no account consist merely of an extract :from 
the report with the addition that it i s being conveyed 
to the o:f:ficer in ac cordance with the terms of this 
General Or~er. 

164. Reports~n Seconded Officers. When an officer 
is seconded t nother Ministry, the Permanent Secret­
ary of the Ministry to which he is seconded is res­
ponsible for fUrnishing the necessary reports. In 
cases where an o:fficer has, in the course of a year 
prior to the date on which reports are due to be 
written, spentsome time in one Ministry and some in 
another, the report should be written by the Permanent 
Secretary or the Ministry in which he has served :for 
the greater part or the year, t hough in such a case 
the reporting of:ficer should consult the Permanent 
Secretary o:f the other Ministry in order to get a :full 
picture o:f the work and conduct o:f the o:f:ficer .through­
out the year. Similar considerations arise where an 
o:fficer i s seconded to the service or other Govern­
ment s in Nigeria or to Corporations. 

Q_Qyerjng Le tter to Acco~ Submi ss ion of Re-
165. The officer submitting reports shou ld accompany 
~~ports with a covering letter giving the names of 
the rofficers whose re por ts are being submitted . 
the 

SECTION 2 - PROGRESS REPORTS. 

70 
The object of Pr ogres s Repor t s is to provi de, i n 

1 pect of an officer on probation or imtial co ntract, 
re~ll record of t he officer ' s work , c onduct and cap ­
abilities on whi ch t o j udge his su itability for con ­
;irmation or re-engagement (whi chever is appropriate ) 
and to ensure that, in cases where an officer's suit­
ability for continued employment is in doubt, he is 
given timely warning of h i s faults and an oppor t unity 
to correct them. 

171 . Every Progress Report on a technical or pro ­
fessional officer must be written by the senior tech­
nical or professional officer in the Ministry concerned 
though this duty may be suitably delegated to another 
officer (e.g. an Adviser may delegate to the Head or a 
Division). Reports on non-professional or non- tech­
nical officers should be written by the Permanent Sec­
retary or other orficer to whom he has delegated such 
power. 

172, Progre ss Reports should normally be submitted to 
accord with t he principle that each of the first four 
periods of six months service on duty before confirma­
tion etc. should be covered by a separate report and 
that a final Progress Report should be submitted not 
later than two months before an officer's probationary 
period etc. is due to expire. In any event, not more 

. thru1 6 months should normally elapse between the sub­
mission of one report and the next, except where the 
orficer has been on leave between the time of sub­
mission of two reports, in which case a rep ort should 
be submitted six months after resumption or duty by 
the officer. 

173 , Progress reports should include, in addition to 
any general r e marks which the reporting officer may 
wish t o make , spe ciric c omme nt on the offic er 's:-

( a ) 
(b ) 
( c ) 
( d ) 

integrity 
i ndustry 
in t ell ectual abilit7 
a dmi ni strative a ndj or 

te chnic al ability 

37 



38 

( e ) 

(f' ) 

relations with other 
staff' 

relations with the 
public (where appropriate) 

The final Progress Report should also include a def­
i ni t e recommendation as to the of'f'icer's future, i,e, 
whether an offic e r on probation should be confirmed 
or a contract officer b e re-engaged. 

SECTION 3 - ANNUAl, CONFIDENTIAL REPORTS 

176. The object of Annual Confidential Reports is to 
provide a ful l recordJof each officer's work, c onduct, 
and capabil i ties from which his suitability for pro­
motion or transfer may be judged, It is particularly 
important that where professional and technical orr~ 
icers are concerned the report should state precisely 
what work the officer has been engaged upon and the 
judgment formed on that work, It is no less important 
that the report should indicate whether the of'f'icer is 
suitable for appointment to a senior grade where he 
would have to perform administrative or supervisory 
duties, since it may be that while the officer's work 
in the appointment which he holds gives the fullest 
satisfaction, he would be unsuitable for more respon­
sible duties. 

177. For the purpose of Annual Confidential Reports 
the "reporting year" runs from lst July to 30th June, 
Reports must reach the destinations shown in G,O, 161 
by August 31st each year, 

178, Reportjng Offjcers. Annual Confidential Reports 
must be completed by the officers specified in General 
Orders 183 and 184, If' any of these officers know 
that they will be absent on leave at the time when 
reports are due , they should write reports before they 
go on leave . The reports should be signed in full by 
the reporting officers who should add their ranks 
after their signatures. 

179. Forms - General, The forms to b e used for Annual 
Confident ial Reports are as follows:-

'. 

-- Officer --Administrative Officers 

Officers holding professional or 
technical posts 

·Officers other than Administrat ive 
Officers holding non-technical 
or non-professional posts 

Nursing Sisters and Superintendents 

Form 

C.R. (Gen) 

C.R. (Prof ) 

C .R. (Gen) 

C.R. (nur) 

The Public Service Commission will issue, from time to 
time, a list of the posts which should, for the purpose 
of this General Order, be reg2.r ded as · professional 
or technical posts: only officers holding these posts 
should have reports written on Form C.R. (Prof). 

180. C.R. (Ad.) The object of the C.R. (Ad) Form is 
to enable an "administrative report" tobe written on a 
professional or technical officer. Such reports are 
written by Residents for officers serving in the Prov­
inces and by Permanent Secretaries for officers serv­
ing in Ministries. Residents and Permanent Secretaries 
need only complete Forms C.R. (Ad) in respect of off­
icers on whom they have anything positive to report. 
(For details of the procedure for forwarding C.R . (Ad) 
Forms see G.O. 186 below). 

181. Permanent Secretaries are responsible for en ­
suring that t he correct forms are in the hands of off­
icers on whom Annual Confidential Reports are due to 
be written by June 15th each year or, in the case of 
an officer who will be on leave on that date, before 
he goes on leave. In his turn, every officer to whom 
a form has been delivered i s responsible for complet­
ing and signing Part I of the appropriate form, and 
for forwarding it through Ministry channels in accord­
ance with directions issued to him. Such directions 
will ensure that where necessary the forms thus com­
pleted by individual officers are forwarded to the 
repor ting officer (see G.O. 178 above) t hrough Minis­
tr.y channels together with such separate comment s as 
he requires to enable him to write the report on the 
basis of the fullest information available. 

182. Personal Record Form . When submitting forms in 
respect of their ~ Annual Report officers con -
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cerned should also complete and sign the origina]/<l.nd 
one copy of Form P/ 2 (Personal Record Form) and when 
the completed report is forwarded it should be accom­
panied by Form P/2. 

183. Re orts on Administrative Officers and other 
non-Professional Technical Officers 

Part Il of the annual report form should 
completed as follows:- be 

(a) Administrative Officers serving in Provinces:-

Residents - by the Secretary to the Premier 
~s - by Residents 

(b) Administrative Officers serving in Ministries:-

Permanent Secretaries - by the Secretary to 
the Premier 

- by Permanent Secretaries Others 

(c) Other non-Professional/ Technical Officers:­

By Permanent Secretaries, after con­
sultation (where necessary) with 
Heads of Divisions. 

184 . Reports on Professional & Techni~l_Qfficers, 
(Le. tho s e officers who in accordance ffith G.O. 179, 
complete Part I of Form C .R . (Prof) or ( ur H. 
Part II should be completed as follows:-

(a) Advisers (or Heads of Divisions in Ministries 
where there is no Adviser) - by the Secretary to 

the Premier 

(b) All others - by the Adviser (after consultation 
with the Head of Division) or, in 
Ministries where there is no Adviser, 
by the Head of Division. 

185. Part III of the Annual Confidential Report forms 
will be completed bythe Secretary tothe Premier ~ 
in respect of Administrative Officers other than Per­
manent Secretaries and Residents. In all other cases , 
Part III will UQi be completed. 

186. Eorm C.R. (Ad), Residents and Permanent Secret­
aries concerned will, under the arrangements outlined 
in G.O. 180{ be required to initiate action in respect 
of C.R. (AdJ Forms in cases where they wish to report 
on professional or technical officers. Forms C.R . (Ad) 

l d be "married up" with the main report forms as 
snou 
fo llOWS :-

(a) 

(b) 

(c ) 

ror officers serving in the Provinces, 
Residents should forward such C.R. (Ad) 
Forms as they have decided to complete 
to the Permanent Secretary of the Min­
istry concerned. The Permanent Secretary 
will then take action as in (b) below: 
ror officers serving in Ministries, the 
Permanent Secretary will inform the Ad­
vis er (or the Head of Division concerned 
in Ministries where there is no Adviser) 
if he intends to write C.R. (Ad) Reports 
on certain officers. Having written the 
Reports the Permanent Secretary will hand 
them to the Adviser who will attach them 
to the main report onthe officer concerned 
before forwarding them to the destination 
indicated in G.O. ltl : 
C.R. (Ad) Reports must be submitted as in 
(a) or (b) above by August 15th each year. 

187. All reports when completed by the Adviser or Per ­
manent Secretary should be forwarded under Secret cover 
tot he Secretary, Public Service Commission except as 
indicated in G.O. 188 below. Accompanying the batch 
of reports should be a list arranged in order of sen­
iori t y of the officers on whom reports are included in 
the batch . The names of those officers who have shown 
during the period covered by the report either excep­
t ional promise, a marked improvement or a marked deter­
i or ation, should be marked with an asterisk on the 
l ists . 

l8S, As an exception to the above rule, Residents and 
Permanent Secretaries should forward all report forms 
on Administrxative Officers in their Provinces or Min­
istries to the Secretary to the Premier for completion 
as in General Orders 183 and 185, and eventual trans­
nussion to the Secretary, Public Service Commission. 

SECTION 4 - REPORTS_QN_JUNIQR_QFEICEBS 
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190. For the purpose of this Section "Junior Officer$' 
means all officers other than those defined in G.O. 160. 

191. Annual Confidential Reports. In order to provide 
afu11 record of each junior officer's work, conduct 
and capabiU. ties, on which to judge his suitability for 
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promotion, Permanent Secretaries (or Advi sers in res­
pect of t echnical officers) should arrange fo r annual 
confidential reports on such officers t o be written by 
Heads of Divisions or other responsible officers on 
whom the duty of submitting reports should be imposed 
by writ ten direction. The annual date of submission 
should be fixed t o suit the convenience of Ministries 
but a cal·endar year is normally found to be the mos t 
sui table as the "reporting year" . 

192. Form of Reports. Annual reports on junior off­
icers should be written on the prescribed form and must 
be carefully preserved so as to be available for meet­
ings of Ministry Promotion Committees. 

193. The substance of any adverse comment on an 
ofitcer's work or conduct included in a report should be 
conveyed to him in writing bythe Permanent Secretary or 
Adviser. The letter conveying this information should 
be couched in sympathetic terms since its object is to 
enable and encourage the officer tqhvercome his short­
comings. The letter should on no account consist merely 
of an extract from the report with the addition that it 
is being conveyed to the officer in accordance with the 
terms of this General Order, The fact that this action 
has been taken should be stated on the report itself. 

194. Progress Reports on Unconfirmed Junior Offiuaca. 
In order to provide a full record of each unconfirmed 
junior officer's work, conduct, and capabilities, on 
which to judge P~s suitability for confirmation, and in 
order to ensure that in cases where an officer's suit­
ability for confirmation is in doubt, he is given timely 
warning of his faults, and an opportunity to correct 
them, Permanent Secretaries and Advisers should arrange 
for Progress Reports on such officers to be submitted 
to them at suitable intervals by Heads of Divisions or 
other suitable officers. Where possible the form of 
report should followthe Progress Report for senio~ff­
icers (G.O. 173 above). 

SEGTION 5 - CERTIFICATES OF SEBYICE 

195. Ayajlable to all Government Seryants on Reqyest, 
Every Government servant (including daily-rated staff ) 
shall, if he so requests, be furnished with a Bertif­
icatepf Gervice on leaving the Public Service. Certif­
icates in respect ofpfficers receiving super-scale 
salaries or salaries in Scales A, B, C and N3-6, must 
be signed by the Permanent Secretary and counter-signe d 

- -- --- - -

t~e secretary, Public Service Commission. Certific­
bY 

10 
respect of other Government s ervants require 

~;~; t~e signature of t he Permanent Secret ary . 

6 
w=m of Cert ifj cate . Certificates of S ervice 

19 t' be written on the pre scribed f orm and must show:-
lJI\lS 

(i) J)UI'atio~f total Gov ernment servic e 
(including terminal leave ); 

(ii) cause of leaving Government service; 
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(iii) Details of posts h~ld and duties performed. 

l97, SJ.1ppl ement.ary Conf~ deot.i al Reports. Any Govern­
!llent servant may, on leav1ng the Service, request that 
a supplementary confidential report (covering the whole 
period of his service) be prepared in case a prospective 
employer should ask for it. In the case of officers 
receiving super-scale salaries or salaries in Scales A, 
B C and N3-6, this report will be prepared by the Sec­
r~tary, Public Service Commission; in all other cases 
it will be prepared by the Permanent Secretary. Re­
quests by officers for a supplementary Confidential 
Report should be addressed accordingly. 
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illl.A,PT 114-l. VI 

SALABIBS a~D I~CREMENTS 

Sec1ion 1 

200. Payment, of Salari.e..s. Financial Instructions 
contain guidance on the payment of salaries and wages. 

201 . Salary on App ointmen t,. On first appointment 
salary shall, as a general rule, be paid as from the 
date of assumption of duty, but in the case of an off ­
icer who accepts a firm offer of app ointment to the 
publ1c service of the ~orthern Region while overseas, 
half salary shall be paid from the date of embarkation 
and full salary from the date of arrival in Nigeria to 
assume duty, provided that the officer proceeds direct 
to 'l"igeria; otherwise he shall b e paid half salary 
only f or such time as is ordinari ly t aken for the jour­
ney b etween the port of embarkati on and Niger i a . 

202. Salary on Promotion . An officer who is promoted 
will normally be eligible to receive the salary of the 
higher office as from the day hi~romotion becomes eff­
ective , in accordance with General Order 70. 

Section 2 - Increment Rules 

204. Increments Xot as of Right Although Payment 
N.Q.aually Automatic. As a matter of procedure, Govern­
ment employs a simplified system under which increments 
are automatically granted unless directions are issued 
to the contrary and local paying.6fficers will, without 
specific instruction, pay increments as they fall due. 
It should, however, be clearly understood that the 
holder of an office on an incremental scale is not en ­
titled to draw any increment as of right merely because 
he has served an additional 12 months , and a Permanent 
Secretary wi ll take the necessary steps to prevent the 
grant of an increment unless the officer concerned has 
discharged his duties with efficiency, diligence and 
fidenity . 

205. I ncremental Dat..e..... Except as other\vis~rovided 
the incremental dat e of an offi cer shall be: -

(a ) in the case of an officer assuming duty 
after appointment in ~igeria, the first 
day of the month in which the officer 

(b) 

(c) 

( d ) 

assumed duty; 
in the case of an officer assuming dut.y 
aft.er accepting a fLrm offer or appoint­
ment outside Nigeria, the first day of 
t.he month in which he arrived in ~igeria 
to assnme duty· 
i n the case o~romotion, the first day 
of the month in ~>'hi ch the officer lJeg:i ns 
to draw the full salary of his new app ­
ointment; 
in the case of a re - engaged pensioner, 
the fi rst day of the month in which he 
was r e - engaged . 

NQLe: See also General Orders 224 & 225 
for exceptions to ( c) above . 

206 . Granting Suspending Deferring~ Wit.bhoJ ding 
.Qf Increments. A Permanent Secretary is authorised to 
grant the increments ofall officers in his Ministry in 
accordance with these General Orders . The po wer to 
suspend, defer or withhold increments is vested in the 
Public Service Commission . Details of the action to be 
t aken by a Permanent Secretary in recommending that 
this power b e exerci sed are given in the Public Service 
Commission Regulations. In eve r y case, however, where 
circumstances arise which may l ead to the suspending, 
deferment or withholding of an increment, the Permanen t 
Secretary is responsible for initiating action and for 
ensuring that the next increment due to the officer 
concerned is not paid without specific approval. De ­
tailed instructions regarding the accounting procedure 
to be followed in such cases are issued by the Account ­
ant - General. 

207. G1•anti ng Increments without Reservat i on. An 
offi cer whose s er vice in all respects (conduct, eff­
iciency, di ligence and fidelity) has been entirely sat­
isfactory t hr oughout an increment earning period may be 
granted his increment on the due date . 
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208 . Granting with Warning. If a Permanent Secretary 
is not entirely satisfied with the services ofan officer 
during an increment earning period, but does not con­
sider that the circumstances warrant his recommending 
the immediate withholding or deferring of an incr ement, 
he may, after notifying the officer in wri Ung of the 
defects in his service, which, if not corrected, will 
affect adversely the granting of future increments, 
gr ant his increment on the date due. A Permanent Sec­
retar y taki ne; action under t11is General Order should 
also hav e r egard to General Orders 120 and 121. 
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209, Suspendi ng of Increments. The i ncrements of an 
officer who i s required to secure confirmation of app ­
ointment or to pass a salary bar (by pass i ng a pres ­
cribed examination or test or otherwi se a s laid do wn) o~ 
rulfil any other prescribed c ondit ion af f ecting the 
grant of increments to him, and who f ails t o do s o, will · 
normally be suspended and he will cease t o be e lig ible 
to r eceive any i ncrement until t he day on which he does 
fulfi l t he condition i n quest i on. The latter day (ad­
vanced to the f irst of the month) will then become his 
new incremental date and he may, subj ect to satisfactory 
service in other respects, receive thereon the first 
incr·ement 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 
dec i sion whether or not it should be granted is post­
poned for a specific per i od. 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 foll owing the expiration of the specified period of 
deferment, but the r ecipient retains his original in­
cremental date for subsequent increments. If a deferred 
increment is not granted at or before the expiration of 
six months from the date it was originally due , it ~st 
be withheld. (See G.O. 211 ) . 

Exampla: 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 
to recommend t he grant of the deferred 
increment. If it is granted the officer 
draws salary a t £.648 for the period 
1.11 . 61 t o 31.7.62 (i.e, the remaini ng 
nine months ) and retains his original 
incremental date (lst August) for con­
sideration of his next increment to £.675. 

21 1. Withhe ld Increments. An increment is withheld 
when , on account of some shortcomin~ of an of f i c er it 
i s decided not t o gra nt i t , and that he s hall ceas e to 
be el i gible ther efor unt i l hi s next i ncremental date. 
The wi t hholdi ng of an incr eme nt thus resul ts in t h e 
salary of t he of ficer remaini ng f or t he r est of his in-

crement a l s ervice one i ncrement behind what it would 
nave bee n if t he increment had not b een withheld; (but 
see G.O. 214 below ) . 

~: An of f i cer due to proceed from £.621 
to £ .648 per a nnum on 1 . 8 . 61 has his 
increme nt withheld . Hi s sal ary re ­
mains at £ . 621 t hroughou t the period 
of 1.8.61 t o 31 . 7 .62 and h e cannot 
proceed to £.648 per annum until 
1.8.62 his next incremental date. 

212. Grounds for Withholdi ng .!ll:.....Deferrjng. The grant 
of an increment may be withheld or deferred by r eason 
of unsatisfactory service, unsatisfactory conduct or 
lack of efficiency. In deciding which penal t y to r ec ­
ommend, a Permanent Secretary wil l t ake int o a c count 
the gravity of the original shortcoming and t he s t and­
ard of the officer's subsequent service , b eari ng in 
mind that t o withhold an increment is a much mor e ser ­
ious penalty than to defer it. 

213. Withheld or Deferred Increment not Res torable. 
An increment deferred or withheld cannot be r e stored 
with retrospective effect in consequence of improv ed 
service during a later increment earning period (but 
see G.O. 214 below) . 

214. Special Increments to Mjtjgat.e Lasting EffeQ.t..s. 
of Suspended or Withheld Increments. When an officer's 
increment has b een suspended under G,O. 209 or withheld 
under G . 0 . 211 
the Public Service Commission may on any subsequent 
incremental date grant one or more special increments 
having the effect of raising the salary of the officer 
to or t owar ds the leve l it would have reached if the 

.previous suspension or withholding had not occurred. 
Such grant will not have retrospective effect - see 
G.O. 213 above. 

Sectjon 3 - Salary Bars 

216. Qualifications for Passing. Before an officer 
can be consider ed eligible !to pass a Bar he must have 
passed the appropriate test and/ or ru l filled any ot her 
condition laid down in the Scheme of Service relat i ng 
to his post. To proceed t o a salary above the Bar 
Without halting, he must obtain the nece ssar y qualific­
ations by the time he has served for 12 months on the 
salary point below the Bar , if he has not previously 
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obtained them. If , i n exceptional circumstances, this 
normal time limit i s extended (which extension may be 
approved by a Permanent Secretary after c onsultation 
with the Public Serv i ce Commission ) , the duration of 
the exte nsion will b e specified at the t ime it is 
granted . 

217. Effectiv e DaLa. The effect ive date of an off ice r 
pas sing a sal ary ba r is: -

( a ) in the normal case of an officer who has 
obtained the qual ifications to pass the 
bar before proceeding to the salary above 
the bar , the date on which he so proceeds; 

(b ) in the exceptional case of an off i cer who, 
f or s ome sp ecial reason, is a l l owed to 
pr oc eed t o a salary above the bar despite 
not having obtained the qualifications to 
pass it , t he date on which he obtains the 
qual i f i cations . 

218 . Eff ec t on Seni ority. The passing of a salary 
bar i s equivalent to promotion, except that it does no t 
depend on a vacancy in the establishment of the higher 
grade , and that it is automatic upon obtaining the 
prescribed qualification, and cont ains no element of 
selection. Accordingly, on the effective date on which 
an officer passes a bar , he wil l supersede in seniori ty 
any officer previously senior to him who has not by 
that date passed th~ bar. As an exception to this rule, 
the Permanent Secre~ary , after consultation with the 
Public Service Commission, may , at his discretion allow 
an officer whose failure t o pass the bar on the normal 
date has been due to ill health or lengthy secondment 
to other duties , an extension of time for passing the 
bar without loss of seniority, s ave only in relation t o 
those of his colleagues who, as a result of obtaining 
promotion or accelerated advancement, would have super­
s eded him, even if he had passed the bar on his normal 
date . 

219 . Notification to Officers. When an officer is 
granted the increment which takes him to the maximum 
of the scale below the bar , and has not yet obtained 
t he qualifications which will enable him, twelve months 
later, to pass t he bar, his Permanent Secretary should 
warn him of the fact in writing and t ake steps t o en­
sure that t he off i cer wi i l no t receive another i ncrement 
wi t hout pass i ng t he bar. 

220. Acce l erat ed Advanc ement withi n a Scal e . An off­
icer serving in a cert ain grade may obtai n acc e lerated 
advancement in accordance with t he rules laid down i n 

the Scheme of Ser vice approved for the grade . In every 
case , acce l era ted a dvancement wil l onl y be g rant ed to 
the offi cer i f : -

(a ) hi s work and co nduct hav e bee n ent ire l y 
satisfactory; and 

(b ) he has been conf irmed in his app oin t me nt . 

unconfirmed officers who be come elig ible for acceler ­
ated advancement while they ar e still on probation may 
receive t he benefit s of accelerated advanceme nt with 
effect from t he dat e of t heir confirmation. Where ad­
vanc eme nt does not aut omatically follow the f ulfilling 
of a given c ondi t i on (e .g . t he pas sing of a test or a 
certain s t andard ) t he se l ect i on of officers for acc el ­
erat ed advanc ement s hould be co nducted in the s ame way 
as the s elect ion of of fi c er s for promotion. 

221 . Ad vancement Tests. Syllabuse s and standards 
requir ed for a pass in advanceme nt test s will be laid 
down by the Es tab l i shments Division , Premier' s Off ice , 
after consul tation wi th t he Permanent S ecr etary of the 
Minis t r y concerned . 

Sect i on 4 - Salari e s on PromotiQn 

222. General. Exc ept in cas es of promoti on f rom non­
pensionable to pens i onable offices, t he f ol lowing rules 
shal l apply to an officer promoted to a po s t i n an in­
cremental s cale : -

(i ) I f the hi gher scale does not overlap the 
lower , he wil l be placed on the minimum 
p oint of the higher scal e ; 

(ii ) In all other cases, hi s place on the new 
scale will be determined by addi ng to 
his former s alary the "promotion increase" 
applicable to that salary, and by then 
applying the following r ·u.le s : -

( a ) If t he total is less than the min­
i mum point of his new s cal e , he 
"~>ri ll be plac ed a t the minimum point ; 

(b) I f the t ota l corr e sponds to a point 
on t he new Scale, he wi l l be p laced 
a t tha t point; 

( c ) If t h e total l ies between two points 
on the new Scale, he will be placed 
at the higher of the two points. 
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A c omprehensive tab le s howing "promotion increases" app ­
licable to existing rates of salaries is contained in 
the App endix t o this Chapter. 

223. Transfer fr om Non-Pensionable to Pensionable 
~. The salary at which an officer transfers to a 
pensionable appointment i s not necessarily governed by 
the salary he was previ ously receiving in a non­
pens ionable app ointme nt . Every case of this kind will 
be decided after consultation between the Public Service 
Commission and the Establishments Division Premier's 
Office. ' 
224. Incrementa:). ~te. An officer promoted from one 
pensionable grade t nother, or from one non - pens lonable 
grade to another, will normally retain his former in ­
cremental date on promotion . If, however, he is: -

( a ) 

(b ) 

placed at the minimum of his new scale on 
promotion; or 
promoted from the lower of two points 
which, under General Order 222, lead to 
the same point in the new scale, 

his incremental date will be altered to the dat e of 
promotion, adjusted to the first of the month in accord­
ance with General Order ' 205~ 

225. Promoted on Incremental Date , The salary of an 
officer promoted on his incremental date will be cal ­
culated as if he had received an increment on his old 
scale on the day of his promotion . 
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APPENDIX TO CHAPTEa YL 

Section.__1 - ~~2:2 

Table of Promoti on InCtill.S£.5. 

PrQJJlOti ons to A Seale Promotion Incre.as.fl.S 

salaries up to £924 inclusive 
salaries f r om £925 to £1260 
salaries above £1260 

p.x_omotions to B Scale 

Salarie s up to £936 inclusive 
Salaries from £937 to £1020 
Salaries from £1021 to £1260 
Salaries above £1260 

£romot i ons to C(T) Scale 

Sal aries up to £684 inclusive 
Sal aries from £685 to £888 
Salar ies from £1033 to £1116 
Salaries from £1117 to £1314 
Salaries above £1314 

Er,Qmotions to C (E) Scale 

Salaries up to £78 6 inclusive 
Salaries from £787 to £1032 
Salarie s from £1033 to £1116 
Salaries from £1117 to £1314 
Salaries abo ve £1314 

Promotions to D Scale 

Salaries up to £186 inclusive 
Sal aries from £187 to £258 
Salaries from £259 to £351 
Salaries from £352 to £396 
Salaries from £397 to £468 
Sal aries from £469 to £510 
Salaries from £511 to £702 
Salaries above £702 

Promotions to E Scale 

Salaries up to £234 inclusive 
Salaries from £235 to £303 
Salaries from £304 to £363 

£42 
£48 
£54 

£36 
£42 
£48 
£54 

£24 
£30 
£42 
£48 
£54 

£24 
£36 
£42 
£48 
£54 

£ 6 
£ 9 
£12 
£15 
£18 
£24 
£27 
£30 

£ 9 
£12 
£15 
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Promotions t o E Scale 

Salaries from £364 to £510 
S a laries fr om £511 t o £534 
Salar ies f'rom £535 to £.702 
Salaries above £702 

Promot.i. ons to F Seale 

Salaries up to £ 144 inclus ive 
Salaries above £144 

Pr omotion Increas~ 

£ltl 
.£.24 
£27 
£30 

£ 6 
£ 9 

, 



N 0 R T H E R N N I G E R I A 

GENERAL ORDERS 
(Provisional Edition) 

, 

Effective date - t o be notified by notice in the 
Ga z ett e. 



CH.Jl..PTER lX , 

E X A M 1 N A T 1 U N S 

Sect1on l - General 

10 , Entrance Examinations n o t included. General 
~rders do . not include rules concerning examii_Jations 
f r adlniss1on to any posts 1n the publ1c serv1ce: these 
~e conducted by the Public Service Commission and are 
~escribed in Schemes of' Service or other instructions. 

311· 

Section 2 - Compulsory Examinations in Law, 
Of'f'icial Publications and 
Financial Memoranda. 

Off'icers liable to take compulsory examination. 

Unless specially exempted by the Head of' the 
service, all Administrative Of'f'icers are required to 
pass the examinations prescribed in G.O. 315 within 
three ve ars of assumin,cr duty as Administrative 
Officers. Administrative Off'icers who have gained a 
Diploma or Intermediate Certif'icate ( 1956/5'7 or 
after ) in Native Treasury Accounting at the Institute 
of Administration are automatically exempted from the 
examin atton in Financial Memoranda. 

312. How to enter. Applications to sit the 
examination should be made in accordance with notices 
which appear in the Gazette twice a year. Examin-
ations are normally held in June and December. 

313. Text books allowed. The object of' the 
examinations specified in this Section is to test the 
candid at es' ability to apply the rules and princ i ples 
contained in the bo oks, ordinances, etc ., which form 
the subj ects of the examination s ; accordingly 
candidates will be a llowed to refer during the 
examinat i on s to the text of' the book s , etc. in 
question, and should attend at the examination centre 
equipped with copie s , unless otherwise in s tructed. 

314. Pass Marks. ln each paper 50% of po s sib l e 
lnarks ar e required for a pass. To obtain a pas s in 
any one group a can didate must pass in all the p ape r s 
~f that g roup at the same examination. Each g r oup , 

owever, may be passed separately. Only ~e ner al 
knowledge of the subjects specified is require d an d 
Papers will be marked accordingly. 

... 
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315. Syllabuses of Examinations. The following are 
the prescribed examinations for Administrative 
Officers :-

Group 'A' - Law Examination .. This examination consi sts 
of two papers on the follow~ng subJ ects: -
Paper 1 . Criminal Law, as contained in the following 

Local Ordinances and Laws:-

Paper 2. 

Coroner's Ordinance,Cap.4l 
Evidence Ordinance Cap.63 
Preve ntion of Crimes Ordinance Cap .175 
Probation of Offenders Law 1957 
Public Order Law 1957 
Children and Young Persons Law 1958 
Penal Code Law 1959 
Criminal Procedure Code Law 1960 
Penal Code (Northern Region ) Fe <Eral 

Provisions Ordinance, 1960 
Criminal Procedure (Northern Region ) 

Ordinance, 1960 
Criminal Procedure Rules, 1960 
Criminal Procedure ( Statements to Police 

Officers) Rule s , 1960 

in two parts, ( i) the princ iples of 
Common Law (the book recommended for 
study in preparat i on for this part of 
the paper i s Wil shere 's Principles of 
Common Law) and ( ii) Local Ordinances 
and Laws, as follows: 

( a) Regional Laws and Ancillary 
Legislation: -

Native Authority Law, 1954 
No rthern Regional High Court Law, 1955 
Native Court s Law, 1956 
Native Court s (Civil Procedure ) 

Rules, 1960 
Northern Region High Court (Appeals 

from Native Courts) Rules, 1960 
Fatal Accidents Law, l95R 
Civil Liability ( Survival,etc ) Law,l 957 
Riot Damage Law, 1958 
Provincial Councils Law, 1959 
District Courts Law, 1960 
Shari a Court of Appeal Law, II.. 1960 

(b) Nigerian Ordinances: -

Chapter 12 Appointment and Deposition 
o f Chiefs 

Chapter 54 Direct Taxation 
• 75 Forestry 
• 88 Illiterates Protection 
• 94 Interpretation 
• 99 Labour Code .. 105 Land and Native Rights .. 114 Liquor .. 144 Native Lands Acquisition 
• 232 Wild Animals Preservation 

Group 'B' - Examination in Official Publ i cations. 
ftii s examination consists o f two papers on the follow­
ing subjects:-

Paper l. General Orders and Public Service 
Commission Regulations . 

Paper 2. Financial Instructions. 

Group 'C' - Financial Memoranda . 

316· Penalties for failure to pass. An officer who 
fai lS to pass, within the time limits quoted in 
G.O. 311 , the examinations specified i n thi s Section 
as compulsory for him, will not be considered for 
conf irmation in his appointment until he succeeds in 
passing. In addition, such officer, .or an officer 
~re ady confirmed in the Service, may cease to be 
eligible t o receive any further increments until he 
b.a.s passed the examination in question . ( G.O. 209 
refers ) • 

320 . 

Section 3 - Language Examinations 

Definition s . (i) The languages to which this 
Section refers are: ­

.Classical Arabic, Fulani, 
( either Eastern or Western 
dialect) Gwari, Raus a, 
ldom a, Iga l a, Kanuri , Nupe, 
Tiv and Yoruba; 

( ii ) For the purpose of this 
Section the term •Senior 
Officer" means an officer 
holding a post in the 
admini s trative and 
pro f essional grades (Scales 
A and B) and in the 
executive, higher technical 
and nursing grades, on a 
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scale the ~n~t::.al poll1t o1· 
which is not less than £G2l 
per annum. 
"Junior Office r" n1ean s an 
officer other t.han those 
described above. 

3 ..:.1. Cl asses of Examination. There are four classe s 
of examination, n amely :-

(a) Higher St and ard, P art s A & B 
( b) Lo wer St andard, Parts A & B 
( c) Technic a l Proficiency Test 
( d) Colloquial Te st 

In each part of ( a ) and (b) and in (c) and (d), the 
percentage of mar ks required for a pass is 60%. 

322. Compulsory Language Examinations. An Officer 
who hol ds one of the post s listed i n G.O . 32 3 may, as 
one of the conditions for confirmation in his appoint­
ment, be requ~red to pass an examination in any of the 
l anguages listed in G.O. 320, provided that the 
F10 rmanent Secretary certifies that the language 

"fered has been approved by him and that it is not 
•e offic er's mothe r tongue nor that in which the 

, :'f i cer r e ceived his vernacular educ a tion . The fact 
:hat it will be necessary for the officer concerned 
1.-•J pass a language examination mu s t be clearly stated 
ll1 his letter of appointment. 

~2 3 . List of p o s ts and examinations. The holders 
-~ t he posts shown in the first column of the 
Schedule below may , under G. 0.322, be required to pas s 
tb· examination shown in the se c ond co lumn of t he 
S ·· e d'""-:.e. 

ECH EDULE 
Po s t Exami nation 

Adm in i strative Off i cer ....;Cwer Standard P arts ., 
& B. 

. u . s tructor Grade I, Lectur er 
(In stitu te of Adminis t ration) - do 

.E:duc ation Off leer ( i..r!Cluding 
Se n i or Education Of fice r , 
·'oman Education 0 ffice r , 

Aural Education Off icer) . - do 

Pensionable post of Medical 
Sf f icer and Nu rsing Si ste r 

Technical P r oficiency 
Test. 

EverY profes sional and 
senior technical post in the 
Minis try of Agriculture 

Assist ant Con s e r v ator of 
Fore s ts, Veterinary Officer 
and Technical Office r i n the 
Min i stry of Anim al He alth & 
Forestry 

Assistan t Re g i strar of 
co- operative So c i eties and 
Social Wel f are Off i c er 

do 

do 

do 

324 · Penal tie s . An offic e r who i s required unde r 
G. O. 322 t o pass a l anguage e xaminati on and who fai l s 
t o do s o within three ye ars of assuming du ty in the 
publ ic se r vice of the Region will not be considered 
for confi rm at ion in his appo intment until he succe eds 
i n p assin g. In addition , such of'fice r may cease t o 
be eligible to r eceive any f'urther i ncrements unti l 
he has pas sed t he examination in quest i on 
(G.O. 209 refers ) . 

325. Voluntary Examinations: Se n ior Off'icers . A 
~nior of fice r may be granted permission by the He ad 
of t he Serv ice on the rec ommendation of' his 
Pe rmane nt Se c re tary t o volunteer an e xamin ation at the 
Lower St andard ieve l in any of' the language s list ed ir.. 
G.O. 320 , wherever it is c onsidered that a knowledge 
of the language will increase the of'ficer ' s v a lue t:; 
Government ; provided that the language offe red is r.o t 
the officer's mother- tongue n o r that in which he 
received his ve rnacul ar e duc a tion. The Pe rmanen t 
Secretary w·i l l re f'u se hi s recommendation in cases in 
which he is satisfie d t hat the off'ice r i s already 
familiar with the 1 anguage in questi on a s t he resul t 
of his pr·eviou s a ssociation wi t h n a tive sp e ake r s of it. 
A sen i or offlcer is not permitted to take 
vo luntarily the Colloqui al Test nor an examination in 
any l anguage which he ha s a lready pas sed at t h e same 
or a higher leve l • 

326. Voluntary Examinations: Junio r Officers. A 
juni or officer who is employe d otherwise th an as an 
~terpreter in a district in which a language other 
than h is mother- t ongue ~r the language i n which he 
received his vernacular' education is spoken may be 
granted permission by bi s PermaneP t Se c retary to tak t. 
the Colloquia l Te s t in the lo caJ language, provided 
that i t is considerE:o-::: t.bat a know~" dge of the local 
language will increase Lis value '·O Government. 

-- -
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327. A pass in Lower Standard (Part B) exempts f rom 
Te chn i cal Proficiency Test. 

A pass in a Lower Standard Part B exami nation 
taken voluntarily will carry exemption from any 
requirement t o pass a Technical Prof i ciency Te st i n 
the same language, provided that in the conduct of 
the examination attention is paid by the examiners to 
the candidate's ability to converse in the l anguage on 
subjects appropriate to his specific duties . A 
candidate entering for Lower Standard Part B 
examination to gain this exemption must state so in 
his application. 

328. Higher Standard. A senior officer may be 
granted permission to take either Part A or Part B 
or bo th parts of Higher Standard Examination in one 
or more of the languages listed in G.O. 320, wherever 
it is considered that an advanced knowledge of the 
1 anguage offered will increase the officer's value to 
Government, or in cases where the officer has been 
required to pass a Lower Standard examination or a 
Technical Proficiency Test in the same language. 
Any of the languages listed in G.O. 320 may be 
offered provided that the officer has already passed 
the Lower Standard Examination in the same language 
( and provided that the language is not merely a 
different dialect of a group of language s in which 
the officer has already passed a Higher Standard 
Examination in one dialect). 

329. Method of Examination: Appointment of Approved 
Examiners. 

The Permanent Secretary, Ministry of Education 
w~l l appoint suit ably qualified persons to be approved 
ex aminers, to se t question papers, to mark scripts 
and to conduct or al examinations. 

330. Languages with no App r• ve d Examiners. For 
languages for which no sui t ably qualified person is 
available as an approved examine r, examinations wil l 
be conducted by a Board appointed by the Resident of 
the Province in which the examination is held, 
consi sting of himself or an officer deputed by him, 
one educated person fluent in the language concerned, 
and one other member. 

331. Conduct of Oral Examinations (not Higher 
Standard Hausa.) 

Oral examination s will normally be conducted 
by t wo approved exam i ners. On occasions where 

-- --- --

·nsuffic ient appro ved ex aminer s are avai labl e at t he 
\aee whe r e the examination i s being held, the 
Pxamination will be c onducte d by a Bo ard cons i sti ng 
ef one approved ex am iner an d one s~nior Admin i st rative 
~r Educ at ion Of.fice r. 

332. Conduc t of Oral Exami nations - Higher Standard 
Hausa Par t B. 

The Higher Standard Hausa Part B ( Oral) 
examination wi ll be conducted by a Board of four 
examiners, of whom at l e ast two must have Hausa as 
their mother-tongue. The examination will normally 
be held in Kaduna and the Board will be drawn from a 
panel of examiners app ointed by the Permanent 
Secretary, Ministry of Education, after consultation 
with the Hausa Language Board. The Board of 
examiners will operate under a permanent chairman or 
deputy chairman, both of whom will be appointed by 
the Permanent Secretary, Ministry of Education, after 
consult ation "•ith the Hausa Language Board. 

333 . Procedure: Time and Place of Examination. 

Examinations will be held twice yearly,(except 
for Higher Standards Part A & B) in June and December, 
at centres arranged by the Ministry of Education. The 
Righer Standards Parts A & B will be held once a year 
only in December. 

334 . No tice of Forthcoming Examinations. The 
Ministry of Education will invite applications by 
mews of Gazette Notices which will specify the dates 
of the next examinations. 

335. Where t o apply. Candidates in Gove r nmen t 
service should address their applications t o t heir 
own Permanent Secretaries, in the first i n s t anc e , 
sending a copy of the application direct t o the 
Permanent Secretary, Ministry of Education. It i s 
~portant that the Permanent Secretary, Ministry of 
Education, should receive the application direct 
before the closing date irrespective of the final 
acceptance or rejection of the application. 

336. Ho w and When to Apply. Applicants shoul d 
include the following de tails: 

( a) 

(b ) 

the name, Ministry, and rank of t he 
applicant; 
the l anguage offe red, including where 
necessary, the dialect t he r e of; 
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(c ) the class of examinati on and which Par t 
the r eof. 

Applications as in G.O. 335 should r e ach t he 
Pe rmanent Secre tary, Mini stry of Education not lat er 
than 1st April for the June examinations and no t 
later than 1st October for the December examination s . 

337. Entrance Fees payable in certain circumstance s. 

If an officer has failed to obtain 30% of the 
maximum marks in any examination or part of an 
examination or if he fails to appear for an 
examination for which he has entered, he may be 
required to pay an entrance fee of £1 before being 
accepted for an other attempt at that examination or 
part of examination. 

338. Syllabuse :> L,f :::: ;: .;;'!.:.nations. Details of 
Syllabuses are available on request from the 
Ministry of Education. Candidates for examinations 
who wish to obtain such details are advised to apply 
well in advance of the time at which they intend to 
sit for the examination and ·to state exactly for which 
examination they intend to enter . Applications 
should be addressed through the applicants' 
Permanent Secretary. 

339. Gratui t:i,e_~ . The following gratuities are 
payable to officers who pass examinations in 
accordance with the provisions of this Section:-

Examination Gratuity 

Colloquial Test £5 

Technical Proficiency Test £10 

Lower Standard ( each Part ) ~ £15 

Higher Standard ( each Part ) £40 

~ For second and subsequent 
1 anguage s:-

Lower Standard ( each Part ) £22: 10:0d. 

Section 3 - Fees f o r Examin ers 

345. Authority f or Payment. No fees may be paid t o 
examiners except in acc ordance with this Sec t ion an d 
the y are payable only on the authority of t he 
Pe rm anent Secretary, Ministry of Education. 

-

34
6. Sh ar ing of Fee s Be twe en Exami ne rs. Except 

~ere ot he rwise i nd i c at e d in the sc al e of fe es, on ly 
ne fee is pay ab l e f o r correcting pap e rs in r e spe c t 

0 f each candi date and only one fee is payable for 
~etting a group of pap e rs; if more than one e xamine r 
iS empl oye d the appropriate single f ee will be 
divided betwe en the exam1ners. 

3
47. Scale of Fees: Government Servants. The 

following is the scale of fees approved for 
Government se rvants who are examiners in resp ect of 
the examinations specified: -

A· Law Examinations £ s. d. 

For setting Administrative pap e rs 2 10 0 

For correcting papers (per 
candidate ) - 10 0 

B. General Orders, Financial Instructions and 
Financial Memoranda. 

For setting papers (per 
examiner) 1 10 0 

For correcting papers (per 
candidate) - 7 6 

c. Language Examinations. 

( 1) Lower Standard. 

For setting papers (per 
examiner) 1 10 0 
with a maximum for the 
examination in any one 
language of 3 6 0 

For correcting papers 
( per candidate ) - 7 6 

For oral examination (per 
e xamine r per candidate ) - 7 6 

( 2 ) Hi.!!:her Standard 

For setting papers (per 
e xaminer ) 2 5 0 
with a maximum fo r the 
examination in any one 
l angu age of 4 10 0 
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For correcting papers 
(per candidate) 

For or al examinati on 
(per examiner per candidate) 

(3) Technical Proficiency Test. 

Fo r each candidate examined 
( per examiner) 

(4) Colloquial Test. 

For each candidate examined 
(pe r examiner ) 

-

10 0 

10 0 

7 6 

7 6 

348. Scale of Fees : Non-Officials . The following 
is the scale of fees approved for examiners who are 
not Government servants in r e spect of the examinations 
specified:-

A. Language Examinations. 

(1) Lower Standard 

For setting papers (per 
language, per examiner) 

For correcting papers (per 
candidate ) 

For oral examination ( per 
examiner per candidate) 

(2) Higher Standard 

For setting papers ( per 
language, per examiner) 

For correcting papers ( per 
candidate) 

For oral examination ( per 
examiner, per candidate) 

£ 

3 

4 

1 

1 

s. d. 

0 0 

15 0 

10 0 

10 0 

2 6 

2 6 

CHAPTER X 

MEDICAL AND DENTAL PROCEDURE 

Section 1 Gene ral 

s' 5. Definition s. I n this chapter the f ollowing 
· t~rlll s are used with the following meanings: -

Hospital means a Government hospital. 

11 

Medical Officer me ans a Government Medical Officer, 
and, for the purpose of issuing medical 
certificates listed under General Order 375, 
includes a Medical Superintendent in charge of a 
Combined Hospital. 

Private Practitioner means a Registe red Medical 
or Dental practitione r who is not a Government 
Medical Officer or Government Dental Surgeon. 

Ministry inodudes the local office of a Ministry 
where applicable. 

356. Medical Documents to be treated as Confidential. 

The medical certificates, report s of medi cal 
boards, reports of private practitioners and 
confidenti al health reports mentioned in this chapter 
will be treated as strictly confidential. No copies 
of them except tho se mentioned in this chapter will 
be furnished, excep t that this rule will not preclude 
the keeping of an officer's health record 
m the Ministry of Health, nor the transfer of such 
record to the corresponding office in any other 
puhlic service to which the officer 
concerned may be transferred. 

357. Leave on Medical Grounds. 

See G.O. 

Section 2 - Facilities for Medical Treatment. 

360. Government Facilities. Gave rnmen t medical 
facilities provided free to officers and their 
f~ilies and the scales of charges for other 

~-
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Government medical faci li ties , are specified 
Hosp i tal Fees (Nurthern Region) Regulations{ 
(Northe rn Region Legal Nutice No .21 of l954 J 
amendments thereto. 

in the 
1954. 
and 

361. Transport t o receive medical attention . 

See G.O .. 

362. Attendance by Private Practitioner. An officer 
who prefers to be treated by a private practitioner 
instead of availing himself of Government medical 
facilities must himself bear all expenses incurred 
through such treatment. .. 

363 . FN; S paid to private practitioners 
refundable in special cases. 

When owing to the state ofhis health an officer 
iscompelled in the absence of a Medical Officer to 
avail himself of the service of a private medical 
practitioner, he will be responsible in the first 
instance for the fees payable. If however the 
circumstances are reco~nised by the Permanent 
Secretary, Ministry of Health, as requiring such 
service, he may authorise a refund to the officer or 
employee at such rates as the Permanent Secretary 
considers fair and reasonable. 

364. Attendance by Ships' Surgeons: Officers 
embarked as invalids. 

If an officer is embarked by Government or the 
Crown Agents as an invalid and placed in charge of the 
ship's surgeon, the latter's fees for medical 
attendance on the officer during the voyage will be 
payable by Government. 

365. Officers or their families falling seriously 
in passage. 

Government will consider claims for the refund 
of medical expenses incurred by officers or their 
families while in passage to or from Nigeria, in cases 
of serious illness occurring en route and not 
attributable to the officer's own negl igence. Claims 
for bills not excee ding two guineas incurred on board 
ships will not, however, be entertained. 

366. Medical expenses during Overseas Leave, etc. 

The Permanent Secretary, Ministry of He alth, 

~ter consult~tion with the Establishments Division, 
p emier 1 s Off1ce, may author1 se a refund of medical 
~penses ( excluding charges f or maintenance ) 
~curred by an officer whil e on ove rseas leave or on 
~ty or on a c ourse outside Nigeria provided that:-

(a) the illness was not due t o the officer's 

(b) 

(c) 

(d) 

own negligence; and 

the officer sought (whe re applicable) to 
avail himself of the services of the local 
National Health Service and could not 
obtain the requisite attention thereunder 
within a reasonable time; and 

the officer, if in the United Kingdom, 
informed the Agent-General for Northern 
Nigeria at the earliest date that he was 
unable to obtain the requisite attention 
through the National Health Service; and 

the officer showed reasonable diligence, 
expedition and economy in seeking and 
obtaining medical attention. 

Section 3 - Facilities for Dental Treatment 

370. Government facilities. The dental treatment 
provided free by Government Dental Surgeons to officers 
and their families, and the scales of charges for other 
dental treatment provided by Government Dental Surgeons 
~e specified in the Hospital Fees (Northern Region ) 
Regulations 1954 (Northern Region Legal Notice No .21 
of 1954) and amendments thereto. 

371. Appointments necessary. Except in cases of 
emergency, dental treatment by Government Dental 
surgeons can only be provide<t -•by appointment". Except 
w cases of emergency officers must not leave their 
stations to visit a Government Dental Surgeon before 
the latter has confirmed an appointment for the 
treatment required. 

372, Treatment by Private Dental Practitioners. An 
officer who prefers to be treated by a private 
Practitioner instead of availing himself of the 
services of a Gove rnment Dental Surgeon must himself 
bear all expenses incurred through such treatment. 

13 
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373. Fees paid t o priv ate pr act l tioner refundabl e 
in special cases . 

This General Order refers only to types of 
dental treatment for which no charge would be made if 
prov ided by a Government Dental Surgeon. When an 
officer is compelled because the services of a 
Government dental Surgeon are not available, to avail 
himself of the se rvice of a private dental 
practitioner in order to obtain urgent treatment, he 
wi ll be resp on sible in the first instance for the fee s 
payable. If however eircumstances are recogni sed by 
the Permanent Secretary, Ministry of Health, as 
requiring such service, he may authorise a re.fund to 
the of.ficer at such rates as the Permanent Secretary 
considers fair and reasonable. 

374. Dent al Expenses during Overseas Leave, ete. 

Refunds of dental expenses incurred by an 
officer while on Overse as leave or on duty or on a 
cour se outside Nigeria will be made on the same basis 
as those granted for medical expenses under G.0 .366. 

Section 4 - Absence from Duty on Account o.f 
Illness. 

375. Medical Certi.ficates. There are three types 
of medical certificates used in connection with the 
sieknes s of officer s and employees :-

(a) Excused Duty Certi.ficate, Combine d Medical 
Form No . Med. 166 or l66a. 

(b) Light Duty Certificate, Combined Medical 
Form No. Med. 167 or l67a . 

(c) Medicine and Duty Certificate, Comb i ned 
Medical Form No. Med. 168 or l68a. 

376. How obtained. An o.f.ficer seeking one o.f these 
certificates should do so either: -

( a ) by presenting himself to the appropriate 
Medical Of.ficer .for examination - in which 
case he will, unless admitted to hospital 
as an in- patient, be handed by the Medical 
Officer who expmines him whichever 
certi.ficate the latter considers 
appropriate ; 

or (b) by forwarding through his Ministry t o the 
senior administrative .Medical Officer at 

his station a detailed report on his 
sickness by the private medical 
practitioner who is attending him, and 
arranging .for the correction from such 
Medical O.f.ficer o.f whichever certificate 
the latter decides to issue in the light 
of the private practitioner's report. 

3
77. Duty to notify address . Every of'ficer is 

responsible for keeping his Ministry informed in 
writing of the address at which it will be possible to 
rwd him or ascertain his whereabouts in the event of 
hiS being prevented by illness from attending his 
place of work. 

378. Duty to report when sick. ( a ) An of'ficer not 
being on leave o.f absence nor an in-patient in a 
~vernment hospital, who is prevented by illness f'rom 
performing his duties at his place of work,. must 
either report the fact immediately t o his Ministry 
or within twenty-.four hour s, cause to be delivered 
to1hiS Ministry an Excused Duty Certificat~ signed by 
the appropriate Medical Officer, with the contents o.f 
which the officer has made himself acquainte d. 

(b) On reporting sick to his Ministry an officer or 
employee will e ither:-

( i ) receive instructions to seek medic al 
advice forthwith in which case he must 
cause one or o ther of the medical ' 
certificates listed in General Order 375, 
with the contents of which he has 
acquainted himself, to be delivered to 
his Ministry within twenty-four hours, 

or 

(ii) be authorised by a responsible of'f'icer to 
absent himself from duty without a 
medical certificate for a specified 
period; in a place where a Medical 
Officer is available such specified period 
will not exceed two days; in a place where 
no Medical Office r is available the 
specified period will be at the discretion 
of the responsible officer. 

(c) Unless absence from duty through illnes s is 
~overed either by admission to a Government hospital, 
Y special authority as explained above, or by an 
~cused Duty Certificate, it will be treated as 
. Bence without leave ( see General Order 131). 
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379 . 

-

Duty to seek and comply with me dical ad vic~. 

( a ) An officer stationed at a place where a 
Medical Officer is avail able must, ~o.• he n so 
instructed or when h e has been prevente d 
by illness for two days from performing 
his duties at his place of work ( whiche ver 
event occurs furst), seek medical advice . 
An officer may seek such advice either from 
the Me dical Officer or, if he prefers, from 
a private medical practitioner residing in 
the neighbourhood; in e ither case h e must 
comply with the advice given. If he 
prefers to be treated by a priv ate 
practitioner he must obtain the l atter 's 
consent to meet the Medical Officer in 
consultation. 

(b ) An o ~lcer stationed at a place where no 
Medical Ofilcer is available must, when so 
instructed, comply with any offi ci al 
official arrangements made to provide him 
with medical advice and must comply with 
the advice so obtained . 

(c) An officer who has failed to comply with 
this General Order will render himself 
liable to be treated as having been absent 
without leave. 

380. Duty t o attend medical boards and comply with 
recommendations. 

If for any reason it is decided that an officer 
should be examined by a medical board, he must 
pre sent himself for examination at the place and time 
instructed, and must afterwards comply with the 
recommendations of the board,which will supersede 
medical advice already given to him by a Medical 
Officer or private practitioner. An officer who has 
failed to comply with this General Order will render 
himself liable to be ·treated as having been absent 
without leave. 

381. Recording of addresses. In each Ministry an 
up-to -date record must be maintained of the addresses 
stated by the officers employed there to be those at 
which it should be possible to find them or ascertain 
their whereabouts. 

382. Enquiries about absentees. If an offic e r's 
absence from duty is not explained by him within 

wenty-four !Jto!.r·~ .. e nq u i r y shou l db e made at h is 
t •ord e d address t o a scert ain the c ause of abse nc e . rev 

383, Re p ortin:f t· f staff's ~ickn e s s . 'Wl!ene v e r an 
fficer f alls ul so as to b e ph y Slcally unabl e to 

0 •esent h i mself fur me dical examination, the 
P~rcun1stan ce s a . .11d Il ls where ab out s . should be reported 
~y hiS Hin i str) t o tbe nearest Ne dlcal Officer. 

384. lnstructi nn s t o staff reporting sick. When an 
office r r ep or'L s that he is prevented by illness from 
perforn1ing bt s du t i e s at this place of work he should 
(unle ss Gener·al Order 38 3 applies; be instructed or 
authorised as e xplained in General Order 378 (b), and, 
when approprlate , be pr o v i d e d with a n o te requesting 
the Med t cal (Jf f J. CE: r t o e xamtne him and treat him . 

~5. Responsibi li ty of Hedical Officer when patient 
attends in person. 

When an off .1cer presents himse lf to a Medlcal 
Officer for examination, the latter will examine him 
and treat him and either hand him whichever of the 
certificates listed in General Order 375 t-he Medical 
Office r c onsiders approp riate , o r, if he admits him t o 
hospit al as an in-patien t , will info r m the Ministry 
conce r ned. 

386. Whe n pc.tie nt rep orte d una. bl e t o attend. Whe n 
it is off i cial ly r e porte d t o a Medical Officer that an 
officer i s so ill as t o be physicalJ,.y unable to present 
himself for me dica1 examination, the Medical Officer 
will, as appropr i ate, either arrange for the officer 
to be brought t o hospital fo r examination and treat­
ment, or visit the officer t o e xamine him and treat 
him. If the examination resu l ts i n the officer b ei.ng 
admit ted to a Government hosp J. tal as an in-patient, 
the Medical Officer will so info rm the officer's 
Hinis t ry ; otherwise he will hand the officer whicheve r 
of the certificates listed in General Order 375 he 
considers approppiate. 

387. When patient sends private practitioner's report. 

When an officer forwards t o a Medic al Office r 
a report on his sickness by the private practitioner 
attending him, the Medical Officer will, afte r such 
consul tations with the private practitioner a s he may 
deem necessary, issue whichever of the certificates 
listed in General Order 375 he considers appropriate 
~the light o f th e private practitione r 's re port. 
The period of excused duty or light duty en tered on 
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any one certiricate issued under this General Order 
may not exceed ten days unless the Medical orricer 
himselr has examined the patient. 

388. Reports to Ministries. On any or the 
occasion s listed in this General Order the Medical 
orricer will report the circumstances to the orricer' s 
Ministry:-

(a) When an orricer is either admitted to or 
discharged rrom a Government hospital. 

(b) When an orricer rerused to carry out, or in 
the opinion or the Medical orricer is neglecting 
to carry out, the medical advise he has been 
given. 

( c ) When in the opinion or the Medical orricer, an 
orricer's illness has been caused by his own 
rault or neglect. 

Section 5 - Health Rules in connection with 
Absence rrom Nigeria. 

395. Application and Derinition. In this section 
the word •orricer'" means an o.f'Ticer proceeding to a 
temperate climate ror any purpose except to take up 
a Government scholarship (in which case speciat'· 
provisions not included in these General Orders will 
apply). 

396. Errect or rules on salary. Unless "the rules 
in this section are complied with, an ofilcer will not 
be entitled to receive salary during any extension of 
his absence from Nigeria which may be necessitated by 
ill health . 

397. Medical Examination berore · departure. Not 
earlier than seven days before leaving his station t o 
depart rrom Nigeria, an officer is required to present 
himselr to the appropriate Medical Ofricer ror 
examination. If a Medical orricer is available at 
or within a reasonable distance from the ofricer's 
station he is the appropriate Medical Officer for 
this purpose; otherwise the appropriate Medical 
Officer is the Medical Officer at the officer's point 
or departure from Nigeria or at some intermediate 
station. 

398 Paper or advice regarding health during 
absence. 

On presenting himselr ror examination in 
aecordanc e with Gene~al Orde~ 397 an officer ~ill 
receive from the Med1cal orr1cer a paper of adv1Ce 
(CoiDbined Medical Form No .24) regarding the care or 
biS heal thwring his absence from Nigeria. 

399. Compliance with advice. Every orricer is 
required to comply with the Medical orricer' s 
recommendations contained in his paper of advice, 
and may be required to show that he is doing so. 

4()0. Production or Paper or Advice. An orricer 
m~, during his absence from Nigeria, be required 
to produce his paper of advice. If he is unable to 
do so, he will either be sent to a Consultant 
~sician or may be called upon to furnish a medical 
certificate at his own expense. 

401. Reporting illness during absence. Ir an 
officer falls ill so as to require m~dical attendance 
during his absence rrom Nigeria, and· remains ill ror 
a week, he must ir in the United Kingdom, report the 
f~t to the Agent-General ror Northern Nigeria in the 
United .Kingdom or, if elsewhere, to such ·other 
office as may be specified in the instructions given 
to him, and at the same time forward a certiricate 
from his medical attendant stating the nature or his 
illness and its probable duration. In reply he will 
receive instructions as to the further action he 
should take. 

402. Medical Examination during Absence. If the 
Medical orricer who examines an ofilcer berore the 
latter's departure rrom Nigeria recommends that he 
should be examined by a consultant physician during 
his absence from Nigeria, the officer will, after 
~rival at his destination, receive instructions to 
present him selr ror such examination. Similarly 
an officer may, after reporting an illness in 
~cordance with General Order 401, receive 
~structions to present himself for examination by 
a Con sultant Physician. Every officer is required 
to comply rorthwith with such instructions, to carry 
out such recommendations as he may be given by the 
Consultant Physician he has been instructed to 
attend, and to present himself for such further 
examination as the Consultant Physician may direct.' 
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Sectiun 6_- Injuries 

405. ApplicatH·!J. Th.1s section dues not apply "Lr 

an} per-son \Jil c· is a ._orkn an to whom the provis.1ons 
of tlJe Workma11 ' s CompPnsation Ordin an ce (C ap .234 ) 
apply. 

406. Action bv in jured o ff i cer/employee. When an 
o fficer has sustaine d an injury as the result of an 
accident encountered in the performance of h i s duty 
and is not incap acitated by the i njury from making 
a report, he must immediately inform the nearest 
Medical Officer. 

407. Action by Hedie al Officer. Whenever a 
Medic al Officer rece ive s information of injury to an 
off1cer, whether the information is received from 
the i njured person or from any other sourse, he shal l 
as soon as possible r eport details of the i n jury t o 
the Resident o f the Province in which the accident 
occurred. For the purp ose of this and the follow­
ing General Order the word ~Resident- shall include 
the Administrator of Kaduna Capital Territory. 

408. Action by Resident. Whenever a Resident in 
charge of a Province is informed by a Medical 
Officer, or any other· person, of injury sustained 
by an officer as the result of an accident, which 
might le ad to a claim for a special award under the 
pensions law, or otherwise, h e shall call for a 
report by a Medical Officer if no such report has 
already been received. On receipt of the med"ical 
report the Resident shall enquire into the 
circum stances of the accident and, if satisfied 
that the injury was not incurred in the actual 
discharge of duty, he shall so report to the 
Establishments Division, Premier's Office, sending 
a copy of his report to the Permanent Secretary of 
the injured person 1 s ?-finis try. If, however, after 
his enquiry the Resident has any doubt on these 
points he shall as soon as possible convene a board 
to consider the matter and to report its findings 
on the following questions:-

( a) did the accident occur in the actual discharge 
of duty? 

(b) was the accident due to any fault on the injured 
person's part? 

( c ) was the accident specifically attributable to the 
nature of the duty being discharged? 

TllB board's report shall be f'or~o.arded by the R8sident 
~ith hiS report the reon. to th e Es tablishments 
Division, Prem.1er 1 s Off.1ce , t!Jrougl1 tlle .l:' eru. a:Ho·ut 
~cretary concerned. 

ln the case of fatal injury , the Resident 
shall convene a buard in the same way unless the 
j)Jformation provided by the Coroner's inquest is 
clearlY suff1c1ent for the purpose of dec1d1ng 

11hether a spec1al award should be made . 

~g . All serious in juries to be reported . The 
reports to be made under G. 0. 408 or under the 
workmen •s Compensation Ordinance are for pension or 
compensation purposes. A separate report on any 
serious accident to a government servant, whatever 
the circumstances and whether likely to lead t o a 
cl aim on Government or not, should be made 
i.Jnlllediately by the senior local officer of the 
iJ!jured person's Ministry, to his Permanent Secretary. 
A report under this General Order should be followed, 
if the c ircumstances warrant it, by action under 
G.O . 408 or under the Workmen's Compensation 
Ordinance. 
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CHAPTER XII 

ALLOWANCES 

Section 1 - General 

470. Allowances not a right. Nothing in this 
Chapter shall give any of'ficer a right to any allow­
ance and the provisions of' this Chap ter may at any time 
be revoked, altered, added to or amended at the 
discretion of' the Government. 

471. Method of' claiming allowances. Of'f'icers who 
become eligible f'or any of the allowances desribed in 
this Chapter are responsible for initiating claims f'or 
such allowances and f'or discovering the correct method 
or claiming them. Allowances must be claimed as soon 
as possible after the of'f'icer has become eligible t o 
draw them and inexcusable delay may mean that the 
allowances will not be paid. 

472. Permanent Secretaries may delegate . Permanent 
Secretaries may delegate, in whatever way seems best to 
them, the responsibility f'or deciding whether or not 
an of'f'icer is eligible to draw an allowance. 

473. Payment or allowances when of'f'icer is not 
receiving f'ull salary. 

Continuing allowances which are normally paid 
monthly and are included in monthly salary vouchers 
(such as Motor B~c Allowance and Children's Allowance) 
will normally continueto be paid during any period in 
which an of'ficer is receiving less than f'ull salary 
(e.g. while under interdiction, on sick leave with 
half' pay, on leave without pay, etc.). Each case 
must however be ref'erred to the Establishments 
Division, Premier's Of'f'ice, f'or approval. 

Section 2 - Acting Allowances 

475. When payable. When an off'icer is f'ormally 
appointed by notice in the Gazette to act in a higher 
post than his substantive rank and to assume, f'ully or 
partly, the duties and responsibilities of' that post , 
he will be eligible' f'or an Acting Allowance from the 
gazetted date of' commencement of' duty in the higher 
post to the date immediately preceding the gazetted 
date or termination thereof (both dates inclusive ) 

----- -- -~~-,~·=·~-~-~·'w"~,.~o~}~·~i~Y~'·~«~ .................. . 

cePt for any days in excess of 15 of cvntinuous 
e~sence from duty due to ill health . No rmally, 
S

011
ev-er, no Ac t lnl_?; Allowance wlll be pa.1.d unless the 

~enure of t he act lng appo.1.ntment exceeds 28 days. 

~ 
Det ail s of the proce du r e to be adopted in 
r ec ommendi ng act i ng appo1-ntmen t s are issued 
by the Public Se r vice Commi s s i on. 
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47
6, Rate payable fo r disch argi ng f'u ll dutie s . When 

we full dutie s and r e sp ons i bilities of a sing le of flce 
higher than his own are unde rtaken, the office r will 
be eligible for the f ollowing:-

(a) 

(b) 

477. 

If the salary of the highe r office is not 
incremental, the di f f erence between the off ice r ' s 
substantive b as i c s a l ary and the basic sal ary of 
the highe r offi ce, if any; or 

lf the salary of t he tugher off i ce i s 
incremental , the di ffe r e nce be tween the office r 's 
substantive basic s al ary and t he minimum basic 
salary of the h i ghe r office, if any. 

Rate payable f or discharging parti al dutie s. 

Whe n on ly part of the dut ies and 
responsibiliti e s of a s in gle office highe r th an the 
officer 1 s own are unde rtaken , the rat e of Act ing 
lllowan ce will be f1xed by the Permane nt Se cre tary at 
an appropriate am oun t le ss than th at pr e scribe d in 
G.O. 476. The amount p ay able ( usually expressed as 
a percentage of the full r ate ) wi l l be published i n 
the Gazette at the same t ime a s the ac t ing appoint ment . 

78. Rate p ayab l e f or disch argi ng the du tie s of 
mor e th an one off i ce. 

When an of f i cer i s requ ired to di scharge 
~ultaneously the dutie s of mo re than one office, 
ne fol lowing r ule s shall app ly: -

a) If the two off'ices stand t o one anothe r in 
imme diate relation of sup e r io r i t y or 
subordination, no ac ting allowance wi ll be 
pay able unle ss one of the m is higher than the 
acting of'fi ce r's substant ive o f fi ce, in which 
case the rate of Ac ting Allow ance pay able will 
be i n accor dance wi t h G. O. 476(a) or (b ) . 

(b) lf the functions of the two off'ices are ,lstinct 
and separate (fo r e xample , in different Ministries 
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of dif fe r ent D.i vuuon s uf Min istrie s ) 0!' 1 .Lf 
be J.ng ln the same Hin i stry or Div l Sil•n , t-lley dn 
nu t stand t o one an other m any imme di ate 
r el ation uf superiority or subordlnation, the rate 
of Acting Allowance pay able ~o.• ill be f ixe d by the 
Pe rmanent Secretary at all appropriate amount- no t 
exceeding half the minlmum basic salary of the 
acting off lCer ( or, if both are actlllg, uf' the 
higher of the two ) . 

479. Effect of certain specialised remuneration. 

Where either the acting officer's substantive 
office, or the office of his acting appointment, is 
associated with some special form of remunerati on 
peculiar the r eto , the effect of such remuneration on 
the Acting All owance will be determined by the Public 
Se rvice Commission after consult ation with the 
Establishments Division, Premier's Office. 

480. Officers receiving "pe rsonal• allowances. If 
an officer is in receipt of a pe rsonal allowance i n 
addition to the normal emoluments of his substantive 
office, such personal allowance will be treated as 
part of his substantive sal ary fo r the punpose of 
calculating Acting Allowance in accordance with General 
Order 476. 

481. Co ~tract Officers. The actual substantive 
salaries of officers serving on contract terms are 
calculated in relation to the theoretical pensionable 
sal aries for which the y would have been eligible had 
they been app ointed on normal pensionable terms; the 
•substantive salary• of a contract officer will, for 
the purpo se of calculating Acting Allowance in 
accord ance with General Order 476, be taken as the 
theoretical pensionable salary in relation to which his 
actual salary is fixed. 

Section 3 - Ceremonial Allowances 

490 . Civil Service Uniform. An officer who is 
appointed, transferred or promoted to a post in which 
be is required to wear Civil Serviee Uniform for the 
first time is eligible, on such appointment, transfer 
or promotion, for a Ceremonial Allowance of £35. An 
Administrative Officer does not become eligible t o 
wear uniform until he is confirme d in his appointment. 

491· 
Off i cers requ i r e d to wear the Uniform of the 
public service of Northe rn Ni ge ria. 

Officers ho lding t he f o ll owing pos t- s wi ll wear 
we uniform of the public se rvice of ~o rthe rn Nigeria 
,ben called upon to do so , with t he class of go rge tte 
9bOifll;-

Second Clas s (with 3 cuff buttons ) 

The Attorney-General ( if an official ) 

The Dlrector of Public Prosecutions 

The Secretary to the Premier 

The Permanent Secretary, Ministry of Finance. 

Third Class (with 2 cuff buttons) 

All Permanent Sec.retaries (excep t the Perm anent 
Secretary, Ministry of Finance ) 

All Advisers 

Director of Audit 

Administrative Officers Staff Grade and 
Class 1 

Solicitor-General ( if an of f icial ) 

Deputy Permanent Secre taries 

Substantive Heads of Divisions graded in 
Groups 4, 5, 5A and 6. 

Fourth Class (with 2 cuff buttons) 

Administrative Officers Class II and III 

Substantive Heads of Division s graded in 
Groups 7 and 8. 

Fifth Class (with 1 cuff button ) 

Administratrive Officer s Class IV 

Provided that in the c ase of either the Attorney­
~neral or the Solic itor-General or the Direc : or of 
Public Pro secutions he shall in the alternative wear 
appropriate Court dress. 
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492. Allowance to buy Barrister's Wig and Gown. An 
officer who is appointed, transferred or promoted to 
a post in which it is necessary to wear a Barrister's 
wig and gown is eligible, on appo intment, transfer or 
promotion, for an allowance o f £25, in o rder to enable 
him t o buy the wig and g o wn. 

Section 4 - Ch ildren's Allowance 

495. Definition of ,.child". In this Section, the 
word ~child" or "childrenM shall be i nte rpre t e d in 
accordance with the definition in General Order 3 ( i), 

496 · To whom payabl e and rates of allowance . 

Chil(lY>:o·n's Allowance shall be payable t o all 
office r s whose basic salary is not less than £594 per 
annum in re spect of their children up t o a maximum of 
three children. The all ow ance shall be £72 in 
respect of e ach child. 

497. Nomination of children 4n officer may 
nominate any of hi s children as a child or children 
in respect of whom he wishes to draw allowance but may 
not nominate more than three children . Once a 
nomination has been made it cannot be rescinded in 
f avour of ano ther child not previously nominated 
except in the case of the death of a nominated child. 
A child in respect of whom an officer has submitted 
a claim for Children's Allowance will be regarded 
( for the Ilurpo se s of this section ) as having been 
nominated by the of ficer. 

498. When an officer ceases to be eligible. An 
officer ceases to be eligible for an allow ance in 
respect of a child who -

(a) dies ; ( b ) attains the age of 18 years· 
(c ) marries ( i n the case of a female child 

only); 
(d) accepts gainful employment. 

When a child in respect of whom an ofllcer has drawn 
an allowance becomes ineligible as in ( b ), ( c) or (d), 
an officer may n ot nominate another child in respect of 
whom no al lowance has previously been claimed. 

499. Evidence of Birth. An officer who submits a 
claim in respec t of any chi ld may be required to 
produce a birth certif icate or other evidence of the 

cnild 1 s. date of birt~ and to certify that the child 
comes w1th1n the deflnltJ.on referred to 1n Ge neral 
order 495 . 

5oo . Annual Certificate. An officer who is eligible 
to claim Children 1 s Al l owance should comple te a 
certificate in the pre scribed form and submit it to 
the Accountant-General, through his Pe rmanent 
secretary, not later than lst April each year. 

Section 5 - Cl o thing and To uring Equipment 
Allowance . 

505. Clothing Allowance . The purp o s e o f Clothing 
D l owanc e is to assist officers in buying clothing 
~itable for cold climates . An allowanc e of £45 is 
payable to all officers who are required t o go 
over se as on duty or training or who are permitted t o 
take overseas leave under G.O. • The allowance 
is pay able to an officer onl y once during his 
servic e and is not payable to an o:tricer who has 
received an Outfit Allowance under the Gener a l Orders 
previously in force, whether or not there has been any 
break in his service. 

006 . Liability to refund Clothing Allowance. It 
shall be a c ondition on which an officer re c e ives 
Cl ot hing Allowance that he will refund it if he fails 
~ pro cee d overseas fo r the purpose which qualified 
him t o draw the a llo·,ance. 

507 . Touring Equipment Allowance. A Touring 
Equi pment Allowanc e of £40 is payable to officers 
holding posts gr aded in scales of which the maximum 
exceed s £924 who are required by the nature of their 
duties to possess f'ull touring equipment . This 
allowance i s payable to an officer only once during 
his service and is n ot p ayable t o an of'f'icer who has 
received an Outfit Allowance under the General Orders 
previ ousl y in force whether or not there has been any 
break in his s e r vice. 

508. App licat i ons t o be addressed t o Accountant­
General. 
Recommendations for the grant of Clothing 

ll l owance or Touring r;quipment Allowance should be 
addresse d by Permru :•'i Secretarie s to the Accountan t -
General, with a c t; the Establ 1shments Division , 
Premier 1 s Office. 
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509. Sp~cial conditions for officers awarded 
Scolarship s or appointed to overse as po st s. 

Special conditions regaru1.ng the gr ant of 
C' J.J• "Lhing allowances app ly to officers a.arded 
scnul arships or app ointed to overseas posts and will be 
specified in the letter giving details of the award or 
appo intment, as the case may be. • 

Section 6 - Disturbance Allowance. 

511. Officers eligible for Disturbance Allowance. 

The allowance may be paid on the authority of 
Permanent Secretaries (o r of •1t:1er officer s to whom 
the authority for the arranging of postings has been 
delegated) to officers serving in posts graded in 
scales with a maximulllexceeding £175, and in superscale 
p o s t s. 

512. When payable. The allowance is payable in 
respect of transfers from one station to another, 
whether within the same Province or not, including 
transfers to a new station on return from leave. It 
i s also payable to officers seconded (but not 
t ransferred) from (I Uv".:' p ·..i~lic services in Nigeria 
and to ofiicer s (who are eligible under G.0.5ll) who 
attend courses whi ch last for one year or more, 
( including vacation ) at the Institute of Administration 
or elsewhere in Nigeria. In such a case the 
al lowance is pay able when proceeding on the course and 
again on resuming duty. 

513 . When n ot payable. The allowance, which is 
L~tended to compensate officers for the incidental 
expenses incurred in moving their possessions and 
servants from one station to another will not be 
p ay able in respect of --

(i) Ch.i:1_;?:> .)f quarters within a station; 

( ii ) Temporary posts which do not make it 
necessary for the officer to vac ate his 
quarters in the station to which he wil l be 
returning; 

( iii ) All./ ~ 1 l .. c:se s of station in circumstances in 
which the officer is eligible for 
Travelling Allowance while residing in the 
new station. 

If Pe rmanent Secretaries are in any doubt whether the 
ove of an officer makes him eligible for the receipt 

~f Disturbance Al lo wance, the case s ho uld be rep ortEod 
. ~0 the Establishments Division, Premier 1 s Office 

before payment is approved. 

514. Amount o:f Allowance. The allowance will b e 
one - sixtieth of the officer's basic annual salary in 
!liS substantive post at the date on which he assumes 
duty in hi s new station. Payment to contract 
off i cers is based on the contract salary i.e . salary 
pluS •con tract add1. tion". 

515. Certificate required. The relevant Payment 
voucher authorising payment of the allowance must 
include or be supported by a certificate given by the 
off icer who normally signs on behalf of the Permanent 
Secretary in such matters, in the following form: -

"I certify that M •...... was on the . 
.. . 19 .. transferred from .•. to . • . • in 
circumstances which, in accordance with Section 4 of 
~apter XII of General Orders, permit Disturbance 
Al l owance to be paid. • 

Section 7 - Guest of Government Allowance . 
517 . Definition of Guest of Government. For the 
purpose of this Secti.on, the following will be 
regarded as Guests of Government ; -

(a) Distingui shed visitors, official or unofficia~ , 
from other countries whose journeys Governemnt 
desires t o facilitate; 

(b) Members of important delegations from overseas; 
(c) Memuers of Commissions appointed by the Federal 

or any Regional Government in Nigeria; 
(d) Any other person who is visiting the Region and 

who, in the view of the Government, should be 
classified as a Guest of Government; 

(e) A senior officer ( and his wife if travelling at 
Government expense ) during a period necessarily 
spent on duty away from his station, including 
any extension thereof necessitated by his own 
sickness, provided the latter was not due to any 
fault or negligence on his part ; 

ProYided that the duration of any period under sub­
Paragraphs (a) - ( e) during which a person will be ·1 "<orded "' a Gue 't of Government 'hall not exceed 
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on any one occasion fourteen nights in a station, 
unless prior approval is obtained from the officer 
responsible f or the allocation of quarters for 
periods in excess of fourteen nights. 

(r; 

(g ) 

A senior officer ( and his wife if travelllng at 
Govf!rnment expense! during the period necesserily 
spent in travelling to his new station on transfer 
lncluding any extension there of necessitated by ' 
h i s own sickn es s, provided the latter wa s not 
due to any fault or negligence on hls part . For 
the purpose of t:1i s sub- paragraph alotte, the 
period in question will be regarde d as i n cl uding 
the l ast three nights in the officer's old 
station and the fir st fourteen nights in hi s new 
st ation; 
A senior officer ( and hi s wife if travelling at 
Government expen se) during the first fourteen 
nights in his station on arrival from le ave or 
during the l ast three nights in his station prior 
to dep arture on le ave ; 

Provided tha t where under (f) or (g) above the period 
fo r which Guest of Government Allowance is claimed on 
. r rival in a station after transfer or leave exc eeds 
ch re e nights, vouchers for payment of the al lo wance 
n u st be supported by a certificate signed by the 
Pe rmanent Secretary of the Ministry conce rned (for 
officer s in Kaduna) or t he officer controlling 
qu arter s ( for officers serving elsewhere) that neither 
qu arters nor Catering Re st House accommodation was 
av ailable. 

518 . Definition of Senior Of ficer. For the 
;na ·p ose of this section a s e nior of'ficer is an of'ficer 
>.'jJ_ hu:..d: sub,, 3lltively an of'fice graded in a super­
:;c ale group or ~n the administrative or prof'e ssional 
scales ( i.e. scal es '> . an d B).. An o ff'icer holding 
a po st grated ln the exe(:Ut ·v~ ~" higher technical 
sc ales ( i. e . scales CE a.·-·- • ... 1 1 be regarded as a 
senio r officer for the purp~~&t of this Sectlon if' hi s 
sal ary exce e ds £620 per annum. 

519 . Who eligible to receive Allo~o•ance and rate of 
Allowance. 

Any off'icer who entert ains a Gue st of 
Go vernment is eligible to receive Gue st of' Government 
Al lo wance at the rate of' 20/ - per night per guest. 

'520. "lethod of claiming Allowance. It is part of 
the duty of an officer re sp on sible for arranging the 

itj]lerary of a GuPst of Government in any of the 
c

11
tegorie s l a) - l d ) of General Order 517 to arrange 

11
y111ent of Guest- of Government Allowance to the hosts 

~once rned without waiting for claims t o be submitte d. 
}. claim for Guest of Government Allowance in respect 
of a guest in any of the categories (e) - (g) of 
Gener al Order 517 should be submitted by the host 
l!i.Jilself and forwarde d, through Ministry channels, to 
the Ministry to which the guest belongs. The guest 
Jllust 6.si gn a certificate to the e ff'e c t that he has 

'' st ayed with the host f'or the pe rio d stated and has 
not (and will not) draw Travelling Allowance f or the 
sallle period. 

521. Reciprocal art•angement s f'or Guest of' 
Government Allowance with quasi-Governmen t 
bodies. 

(1) This General Order concerns the following 
authorities :-

West African Institut e for Oi l Palm Research. 
West African Institu te f'or Trypanosomiasi s Research. 
We st African Council f o r Medical Research . 
We st Af'rican Cocoa Re search Institute ( Ibadan ). 
West African Examinations Council . 
Nigerian Co al Corporation. 
Nige rian College of' Arts, Science and Technol ogy. 
Elec tricity Corporation of' Nigeria. 
Nige ri an Ports Authority. 

· Nigerian Railway Corporation. 

(2) Reciprocal arrangements have been made with the 
~ove Authorities under which members of the staff of 
these Authorit ies may be regarded as Government 
officers for the purpose of Guest of Government 
Alliwance. 

{3) Under these arrangements the Authorities 
concerned will re - imbu r se Government officers who 
~ColiiiDodate members o f the staff of' these Authorities 
and/or their wives under the conditions laid down in 
General Orders 517 and 519. Similarly , membe rs of' 
the staff of' the Authorities who accommodate 
~vernment of'f'icers and/or their wives may be paid 
Gue st of Government Allowance f'rom Government fund s. 

(4) When a Government off'icer is en tertained by a 
ll!ember of the staff of one o f' the Authorities in ( 1) 
above, it will be his own responsibility to submit a 
claim on behalf o f his host, since the host, not being 
a Government of'f icer would be unable to claim on his 
0\1!1 behalf'. When a Government of'f'icer is the host 
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t o a me mber o f the staff of one of the Authorities, 
· it will be the r e sponsibility of the latter to 

arrange re-imbursement t o the Government officer. 

Section 8 - Hardlying Allowance 

525. To whom payable 

(a) Hardlying Allowance is payable on the 
principle that the only Government 
s e rvants eligible are those whose duties 
take them into bush for appreciable 
perio ds under conditions which are 
recognisably more arduous than those 
of the normal touring officer. 
Permanent Secretaries must ensure that 
the allowance is paid only to Government 
servants who come within this category. 

( b ) Hardlying Allowance is payable to o~cers 
on salaries of £132 and above. Daily 
paid staff are not eligible. 

526. Amount of Allowance. The allowance is 
calculated as half the maximum Travelling Allowance 
for which the officer concerned is eligible. It 
will not however be subject to the reduction and time 
limit applicable to Travelling Allowances under 
General Orders 588 - 589. Hardlying Allowance will 
continue t o be payable at the same rate for as long 
as the officer continues to be eligible. 

527. Conditions for payment. 
payable to an officer; 

The allowance is 

( a ) who spends a continuous period away from his 
normal station of n o t less than 21 nights 

AND 

( b ) whose work o r touring is such as to make it 
inconvenient for him to spend the night in a 
town or village. 

AND 

(c) who spends the night in the open or is 
accommodated in a tent or ~unfa. 

52s. Commuted Allowance. Commuted Hardlying 
!llo wance may be paid to an officer who is also 
ntit led to commuted Travelling Allowance on the 

~asis of an average of 21 days to uring per month 
(or more ) provided that the Permru:ent Secretary is 
satisf~ed that the c~rcumstances 1n whlch the 
touring has taken place fulfil the conditions laid 
down in this Section. 

Se ction 9 - Horse All o wance. 

530 . Approval t o draw Horse Allowance. When in 
the opinion of his Permanent Secretary it is 
necessary for an officer to p o ssess a horse for the 
proper performance of the duties of his office, he 
m~, subject t o G.O. 531, be granted Horse 
Allowance (which may be drawn concurrently with other 
forms of transport allowance) at the rates quo ted in 
General Orde r 532. The allowance may be drawn from 
the date the hor se is first maintained by the 
officer for the purp o se for which the all owan ce is 
approved. It will cease as soon as the officer 
ceases to maintain a horse or his duties cease to 
necessitate his possessing one, but will continue 
during the officer's leave if he cont inues to 
m~ntain the horse. 

531. Restriction in tsetse areas. Except W. th 
·the authori ty of the Head of the Se rvic e Horse 
Allowance will not be granted in areas where the 
tsetse fly is dangerously prevalent. Details of 
these areas are given in an Appendix to this Chapter. 

532 . Rates of Allowance. The f ollowing are the 
approved rates of Horse Allowance;-

Rate per month 

One horse £6 

Two ho rses £10 

These rates are calculated on the basi s of one -half 
for forage, one-third for a groom and one - sixth for 
Balldlery; if any of these are supp._ied by 
Government, a corresponding reduction will be made in 
the allowance. 

533. Hire of horses. Government servants who 
accompany a more senior officer on tour and who are 
not t hemselve s in receipt of Horse Allowance will be 
provided with a horse for the journey unless there 
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are roads on which a bicycle can be used and the 
officer is in receipt of bicycle allowance. For 
this purpose a horse may be hired ( at Government 
expense) at a rate approved by the Res ident. 

Section 10 - Motor Transp ort Allowance 

535. Types of Motor Transpor t Allowances. 

Allowances payable in respect of mo tor 
transp ort consist of a basic monthly all owance at 
the rates prescribed in G.O. 543 ( i ) , which is 
payable irrespective of the amount of mileage run, 
t ogether with a mileage allowance at the rates 
prescribed in G.O. 546. In this Section General 
Orders 537 and 543 refer to *BasicR ( i.e. the fixed 
monthly) Allowance and General Orders 545 and 547 
refer to Mileage Allowance. 

536 . Approval to draw ·Motor Transport Allowance. 

When in the op1n1on of his Permanent Secretary 
it is necessary for an officer to own a motor vehicle 
for the proper performance of the duties of hi s 
substantive office he may be granted Motor Transport 
Allowance in respect of one motor vehicle owned by 
him. In deciding whether it E necessary for an 
officer to possess a motor vehicle f or the proper 
performance of the duties of his office the 
Permanent Secretary should be guided, not by the 
amount of official travelling which the officer may 
have to undertake, but by the general nature of the 
duties attached to the post which he holds, and by 
the general consideration whether the possession of 
a vehicle would effect a material saving in his 
time and energy and enable him t o be a more 
profitable servant to Government. 

537. Classes of Basic All owances. Basic Allowances 
p~able are divided into Classes based on the type of 
motor vehicle to which the allowance relates. 
Vehicles are classified by brake horse-power and dry 
weight as shown below, but the f igures of brake hor se­
power and dry weight are used as a general guide on ly . 
The classification of vehicles is determined by the 
Establishments Div i sion , Premier's Office, after 
receiving the recommendations of a Standing Committee 
set up for this purp ose . The following are the 
figures used by the Committee as a general guide:-

For Class of 
!flowance 
~ 

A 

B 

c 

D 

TyQe of vehicle / Dry_ Weight 
Brake llorse - power 

Under 40 19 cwt or belo~<' 

40 or above Above 19 cwt . 

60 or above Above 21 cwt. 

(All Kitcars ~o>'ith a break horse-
( power of 65 or above, a dry weight 
(of above 21 cwt and a load carrying 
(c apacity of 10 cwt or mor e; also all 
(4- wheel drive vehicles with a load 
(carrying capacity of 10 cwt o r more. 

If an off icer buys a vehicle which has not already 
~en classified h e should, in his own interests, 
ascert ain from the Establishments Division, Pre mie r 's 
Office, into which class the vehic l e will be placed . 

538. Class of Allowance permitted fo r non-touring 
officers. 

Irrespective of the type of car owne d, the 
hlghest class of all owance f or which an officer not 
normall y required t o tour is e ligibl e i s de termined 
by his salary in his Slbstantive rank at the time he 
buys the vehicle and i s as follows: -

Salary 

£924 or below 

Above £924 but not above 
£2292 

Above £2292 

Highest Class Payable 

A 

B 

c 

Salaries given are at pensionable rates; in the case 
of contract officers, the salary for the purpose of 
allocatin.e: the class of all ow ance payable will be 
t~en as the the oretical pensionable basic salary in 
relation to which the contract salary was fixe d. 

539, Allocation of Class of allowance. 

Permanent Secre taries will, subject to the 
Provision s of Gene ral Order 540, allocate the correct 
Class of allowance to officers who are eligible to 
receive it; and notify the allocation (and any 
subsequent changes thereto ) t ogether with the date on 
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which the vehicle concerned was first registered in 
any countr·y to the Director of Audit, the Accountant­
Gener al and the paying Sub-Treasu r y. 

540. Restriction of Allowances in Classes·c and D 

An officer i n r eceip t of a salary bel o w £2293 
is not normally eligibl e for a Class C or D allowance. 
lf, however, he h ol ds a post which involves extensive 
touring on roads f o r which a light car would be 
unsuitable, he may, with the approval of his 
Permanent Secretary, receive class C or D allowance. 
In allocating either of these classes of allowance 
the Permanent Secretary must satisfy himself that it 
is justified under the terms of" this General Order. 
In any case , an officer is n o t eligible to draw 
class C or D allowance unless his vehicle is 
classified as eligible for such an allowance under 
General Order 537. 

541. Class of allowance not reduced on transfer. 

An officer may, on transfer to a new post, 
continue to draw the class of allowance which he dre w 
before his transfer, in spite of the fact that it is 
highe r than the class allocated as appropriate to 
his n e w post. The allowance will cease in 
accordance with General Order 543. 

542. Class of Allowance may be raised on Transfer. 

When an officer who is in receipt of motor 
transport allowance is transferred to a post which 
involves extensive touring and thus attracts a higher 
class o f all owance than his previous post, he may 
receive, for the duration of his new p osting only and 
with the approval of his Permanent Secretary, the 
higher class of allowance, provided that the officer's 
vehicle is eligible for the higher rate under General 
Order 537. 

NOTE: The following examples explain the operation of 
General Orders 541 and 542:-

Officers A and B both receive a salary of 
£1000 p.a. and both buy cars classifie d as 'C' under 

General Order 537. 

Officer A is a District Officer r equired to tour 
exten s i vely and under G. O. 540 is granted Class C 
Allowance. After 2 years he is posted t o Kaduna a s 
an Assistant Secretary. He continues to draw Class C 
Allowance under General Order 541. 

offic e r B is an Assistant Se c r etary not required to 
(oUr and under General Order 538 is granted Class B 
Allowance. After l~ years in a Minis t r y he is posted 
temporarily for 6 months to a Province f o r special 
~ties in which he is required to tour extensively. 
Under General Order 542 he is granted Class C 
Allowance during his 6 mon ths o f special duty. On 
returning to duty in his Ministry he reverts to 
class B Allowance. 

543. "Basic" Allowance Rules. 

(i) Rates of Allowance. The rates of allowance 
payable in r espect of the vehicle classified as in 
General Order 537 are as follows:-

Class of Allowance 

A 

B 

c 

D 

Amount per month 

£ 8 

£13 

£16.10.0d. 

£19 

Provided that an office r who is permitted to buy a 
c~ of a type which would otherwise attract a higher 
clas s of allowance than that for which the officer is 
eligible will draw the class of allowance as 
specified in General Order 538. For example, a non­
touring officer with a salary above £923 but below 
£2293 who buys a car which, under General Ordex· 537 
would attract ClaSS C allowance, is eligible for 
Class B allo wance only. 

(ii ) Dates of Commencement and Cessation. Basic 
lllowance may be drawn from the date on which the 
vehicl e in respect of which the Allowance is granted 
is first used by the officer for the purpose for 
which the Allowance is approved. It will cease to 
be payable at the full - rate on the fifth anniversary 
of the date of first registration in any country but 
may continue to be drawn at two-thirds of the full 
rate provided that the vehicle is certified by an 
officer authorised by the Permanent Secretary , 
Ministry of Works, to be sufficiently roadworthy for 
ihe purpose f o r which it is required. It will also 
Cease to be pay able:-

(a) On the date the officer ceases to own the 
vehicle. 
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(b) On the date the officer draws an advance 
t<• purchase another vehicle. 

(c) On the date the officer starts drawing 
motor transport all owance in respect of 
another vehicle. 

(d) On the date the vehicle is damaged to such 
an extent that lt is unlikely again t o be 
road wor thy. 

(e) On the date the officer cea ses duty in 
Nigeria t o undertake duties outside Nigeria 
expecte d t o last at least a year, or 
scholarship expected to last at least a 
year, wh ich occurs firs t . 

(ii i ) Suspension of Basic Allowance. lf a vehicle 
in respect of which an officer is drawing basic 
allowance is, by reason of mechanical defect or lack 
of essenti al parts, temporarily unusab le f or a period 
exceeding three months, the off icer must report the 
fact t o his Permanent Secretary and the basic 
allowance will be suspended from the c ommencement of 
the fourth month from the date on which the vehicle 
ceased to be usuabltuntil it is again f'it to be used 
by the officer on official duty. 

544. Approval to draw Occasional Motor Transport 
Allowance. 

An office r who possesses a motor vehicle but 
is not eligible to be granted moto r transp ort 
allowance under General Order 536 may, 

( i) With the prior approval of his Pe rmanent 
Secre tary in respect of each journey, draw 
noccasional" motor transport a llowance for 
specifi c j ourneys made on official du ty in hi s 
own vehicle. 

( ii ) With the approval of his Permanent Secretary 
draw •occasional• motor transport allowance in 
respect of any extraordinary journey between 
his quarters and his normal place of work if 
he is required by a superior of'f'i cer t o return 
t o his place of work outside the normal hours. 

545. Mileage All ow ance Rules . 

(i) Limited t o official mil e age. Mi:Bage allowance, 
whether drawn under Gene ral Order 546 or as 

"Occasional• allowance, may on ly be drawn in 
r e sp ect of j ourneys made on offici al duty. 

(ii ) House t o e; ffice j ourneys exclude d. Mileage 
all ow ance may not be drawn in r e spect of 
j.uurneys be tween an officer's quarters and his 
normal place of work save as f ollo ws:-

When an officer is allocated quarters so far 
from his normal place of work (his Permanent 
Secre tary being fully satisf'ied that nearer 
quarte rs are not available) that his essential 
house t o work j ourneys exceed 400 miles a 
month, the mileAge of such journeys in excess 
of 400 miles may be treated as mileage on 
official duty. 

(iii ) Not payable when other transport used. Mileage 
allowance may no t be drawn in r e spect of 
journeys for which the officer also utilises 
other transport at Government expense f'or the 
transport of himself, his wife, servants or 
baggage, save 

(a) in special cases with the prior approval 
of the officer's Permanent Secretary. 

(b) when the officer is proceeding on transfer 
or is proceeding or returning from 
vacation leave. 

(iv) Special journeys. An officer who has been 
granted motor transport allowance of a class 
lower than that appropriate to the type of 
vehicle he owns may, with the prior approval 
of his Permanent Secretary, in respect of 
special journeys of an appropriate type, draw 
Mileage Allowance of the class appropriate to 
the vehicle. 

546. Rates of' Mile age Allowance. 
rates per mile are a s follows: -

Particul ar s 

A 

Station Running 3d 

Touring 

Touring fully l oaded 

The approved 

Classes 

B c D 

3d 4d 4d 

4d 6d 8d 

6 d Sd lOd 
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Notes : 

(i) An officer touring fully-loaded with~ trailer 
is eligible f'or mileage allowance at the fully ­
loaded rate f'or the class above the clas s f'or 
which he would be eligible if' without a trailer. 
"Fully-loaded" in all cases 100 ans travelling 
with a f'ull normal complement of' touring l o ads 
and personal starr in his own vehicle, i.e. 
sufficiently self-contained to stop in an 
unfurnished bush rest-house. 
The "fully-loade d" rate can therefore only be 
claimed when an officer expects to be away 
f'r om his station and stay in a non- catering 
rest house f'or at least one night in the course 
of' his j ourney. An of'f'icer travelling on a 
journey which entails staying only at Catering 
Rest Houses or as a guest of' another of'f'icer 
is therefore not eligible to claim the "fully-
l o aded" rate of' allowance. It should be 
noted that the mere carrying of' starr or l oads 
other than those required by an officer to 
enable him to stay in an unfurnished non­
catering re s t - house do not justify the payment 
of' the •rully- loaded" rate. 

( ii) •station Running• rates apply to all j ourneys 
such a s visiting In s titutions and works in 
progress within the environ s of' the station. 
Since it is impo ssible to define this area in 
specific terms that would suit the ~onditions 
of' every station, Residents will define the 
areas in their Provinces, journeys within 
which will attract mileage all owances at 
"station running" rates only. In Kaduna, 
journeys within the Capital Territory rank as 
•station running". 

(iii ) The maximum period f'or which an officer may 
draw t ouring Mileage All owance f'or station 
running in stations other than his own is 
2 days . Arter t his period he may draw 
Station Running Mileage Allowance only . 

(iv) The concession explained in N')te ( i ) may also 
be allowed to an of'f'icer travelling f'ully 
loaded with a kit-car of a carrying capacity 
of' 10 cwt s or more which falls into a class 
lower than Class D (General Order 537). An 
officer with such a kit-car when touring 
fully loaded is therefore eligible f'or 
Mileage Allowance at the fu l ly lo ade d r a te for 
the class above the class approved for his vehicle • 

547. Occasional Mileage Allowance. Occasional 
!fil eage Allowance is payable at the rate of 6d per 
~ile irrespective -of the class of vehicle. 

5~. Motor-Cycle Mileage Allowance . When in the 
opinion of the Permanent Secr etary it is necessary 
ro r an otri..cer to possess a motor-cycle .for the 
prope r performance of the duties of' his of.fice, the 
officer may draw Motor-cycle Mileage All ow ance at 
the f ollowing rates: -

)!onthly mileage up t o and 
including 200 miles • • • . . . 6d per mile 

Monthly mile age of more than 
200 but no t more than 400 miles 3d per mile 

Monthly mileage of' more than 
400 miles . . • . . . . • . 2d per mile 

549 . 

(a) 

(b) 

Bicycle Allowance. 

When in the opinion of' the Permanent Secretary 
it is necessary for a Government serv an t t o 
po ssess a bicycle for the proper pe rformance 
of the duties of' his office, he may be granted 
Bicycl e Allowance ( which may be drawn 
concurrent l y with other transport allowance) of 
15/ - a month. The allowance may be drawn from 
the date the bicycle is first used by the 
Government servant for the purpose f'or which the 
all owance is approved . It will cease as soon 
as he ceases to own and maintain a bicycle or 
his duties cease t o necessitate its use. 
Normally, however, bicycle allowance may continue 
to be drawn during leave. Journeys between 
house and office may be accepted as grounds f'or 
the grant of an advanc e to purchase a bicycle. 
However, the grant of an advance does not 
entitle the recipient automatically to draw a 
bicycle allowance. 

A Government servant who is not in receipt of 
Bicycle Allowance but who owns a bicycle and 
uses it on special journeys on Government 
service may receive an allowance of 9d a day 
f'or such journeys subject to a limit of' 15/ - in 
any calendar month. 

500 . Auto -Cycle . When 
Perm anent Secretary it is 
to possess an auto-cyc l e 

1
Performanc e of the dut i es 

in the opinion of the 
necessary for an officer 
f or the proper 

of his office , he may be 
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granted an Autocycle Allowance of 35/- a month. The 
allowance may be drawn from the date the autocycle 
is first used by the officer for the purpose for 
which the allowance is approved. l t will cease 
as soon as he ceases to own and maintain an auto­
cycle or his duties cease to necessitate its use. 
Normally, however, autocycle allowance may continue 
to be drawn during leave. An officer eligible to be 
granted an autocycle allowance under this General 
Order may, if he so de sires, draw such allowance (at 
the same rate of 35/- a month) in reSp 9~t ~ f a motor 
cycle which he own s and uses for the performance of 
these duties to suit his own convenience as an 
alternative to his entitlement under General Order 548. 
An officer who owns a motot-cycle but who is 
permitted to draw the Auto - cycle Allowance of 35/- a 
munth will not be entitled at the same time to draw 
motor-cycle Hileage Allowance. 

551. Claims for Allowances. Claims for payment of 
transport allowances should be submitted monthly. 
Payment vouchers for motor transport allowance must be 
suppor te d by certificates that no other mileage 
allowance has been or will be claimed in respect of 
that month . 

552. Supply o f Petrol. Petrol (but not oil) may 
be bought by officers from the Hinistry of Works at 
ce r tain stations for use in their own motor vehicles. 
lf for any reason the Hinistry of Works is unable to 
supply petrol when required, officers may be granted 
a refund of the difference between the local 
commercial price paid for petrol and the approved 
official price. Where petrol is unobtainable 
locally, officers may be granted free transport 
thereof from the nearest source of supply. 

Note: Full details regarding the purchase of motor 
vehicles on hire-purchase terms are given in 
Hinistry of Finance Circular F.D.3/ l96l. 

Section ll - Overtime Allowances 

560. Who eligible to receive Overtime Allowances. 

Overtime Allowances may be paid to Government 
servants, including daily rated. staff, in the posts 
listed from time to time in Circulars issued by the 
Establishments Di visi.on, Premier 1 s Office. 

5n l . Overtime Rules. The rules governing the grant 
of Overtime Allowances are as follows:-

( i) The normal working time per 1o1eek f o r the 
purposes of computing Overtime Allowances will 
consist of four days of eight hours a day and 
two of six hours. 

(ii ) Payment for overtime where due will be made 
for time worked in exces s of the normal 
working day. 

(iii) Overtime will be calculated in half hours 
and to the nearest half hour. Periods of 
15 minutes and under will be disregarded. 

(iv) Overtime 
day, and 
periods 
Payment 

will be c o mputed in respect of each 
there will be no aggre~ation of 
disregarded under (iii ) above. 
will be made monthly. 

(v) Only overtime work duly authorised by the 
responsible officer shall qualify for payment. 

(vi) The hourly rate of salary will be calculated 
at l/l90th of the monthly salary for monthly 
rated staff and l/44th of six days' wages for 
daily rated staff. 

(vii)Payment for overtime on normal working days 
will be at the rate of time-and-a-quarter. 
For time worked on work-free days, time-and­
a - half will be paid, subject to a minimum 
payment as for 4 hours in respect of each day. 

For the purpose of this rule a •work-free day• 
means that day in each period of 7 days which is 
recognised as work-free: in most cases Sunday 
will be the work-free day. 

(viii ) Payment for Public Holidays will be:-

( a ) For established staff qualified for 
overtime, payment for actual time worked 
up to 8 hours at the Single-time hourly 
rate, subject to a minimum payment as 
for 4 hours. Time worked in excess of 
8 hours will be paid for at time-and-a­
half rates. 

(b) For daily rated staff qualified for 
overtime, one day's pay whether required 
to work or not. If required to work, 
they will also receive the rates given in 
( a ) above. 
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562. Time off in lieu of Overtime Allowance for 
Governmen t Servants NOT e ligible f or Overtime 
Allowance. 

Except where salaries have be en fixed to take 
into conside ration the special circumstances of the 
duties being performed: -

(1) Monthly rated and established staff will, 
wherever practicable, be given time off on a 
working day in lieu of Overtime Allowance 
f o r time worked on a work- free day or Public 
Holiday. 

(2) Daily rated and une stablished staff will, 
wherever practicable, be given time off on a 
working day in lieu of Overtime Allowance for 
time worked on a work- free day or ~blic 
Holiday. Where this is not practicable, time -
and-a- half will be paid subje c t to a minimum 
as for four hours . 

563. Other Al lowance s in lieu of Overtime 
Al lowance . 

Cert ain categori e s of st aff, a s li s t in 
Cir:~U.l;].r'S iSStJed by the Establishments Division, 
Premier's Office, will be eligible to receive, in 
lieu of Overtime Allowances and in l ieu of the 
provisions of General Order 562, special allow ances, 
as separately authorised by the Est ab l ishments 
Division, Premier's Office for each Ministry 
concerned. 

564. Limits of total monthly overtime . 

(i) No Government Servant qualified for ove rtime 
payments shall work overtime in exce ss of 
45 hours in any on e month, except where 
authorised by a Permanent Secretary in 
connection with an emergency. 

(ii) No Gove rnment Servant may draw more in 
basic salary plus overtime, in any one 
month, than the nimum monthly salary of 
an officer in Scale C( T) 5 (i .e. l/l2th o f 
£1,212 • £101). 

565. Application to officers on contract. For 
the purpo se of calculating ove rtime p ayment for 
contract officers, their salary will be deemed to be 
their basic salary inclusive of the contract element. 

566· Erfect or Acting Appointments. When an 
ffice r eligible ror overtime allowance is gazetted 
~s acting in a post which attracts overtime allowance 
lle will be paid the allowance on his full acting 

9~ ary. I f however, the post in which the officer 
iS acting is one which does not attr act overtime 
~nowance no overtime payment will b e made, but if 
tlle orficer receives no acting all owance in the post 
ror the reason that his substantive salary is 
lligher than the minimum of the acting post he will 
qualify ror overtime payment a"': the rate attaching 
to lis substantive salary notwithstanding t he fact 
tllat the acting_ post is not in itself ove rtime 
~ arning. 

557 . Application to Ministry of Works, Payment 
of overtime fees to members of the staff of the 
~istry of Works is subject also to Ministry 
regulations. 

568. Inte rp retation or this Section. If any 
doubts ari se as to the interpretation of application 
of t hi s section, the matter should be referred t o 
the Establi shments Divisioh, Premier's Ofrice. 

Section 12 - Responsibility Allo wances 

575. To whom payable. Resppnsibility allo wance 
is payable to Administrative Ofricers in charge of 
iivisi ons, whose salaries are not already in the 
'upper Segmen t• of Scale Al. 

576. Amount payable. The amount of the all owance 
vill be the dirfe rence between the orricer' s basic 
suary and the minimum point in the •upper Segment• 
of Scale Al. In the case of contract officers, the 
su ary taken for calculating this allowance will be 
the theoretical pensionable salary in relation t o 
1ilich his actual salary is r ixed. 

577. Publication in the Gazette. The names of 
officers in charge of Divisions, who are el igible 
to draw this allowance, together with the dates on 
vhich they began and ended such duty, will be 
'Ubl ished in the Gazette. 

Section 13 - Tools Maintenance All ow ance. 

580. To whom payable and rates of Allowance. 
lools Maintenance Allowance is payable to the 

A 
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:follo,.ing c lasses of Artisans who are expecte d t o 
provide the ir own t ools . The Allowanc e is payable 
at the following rates: -

( i ) Carp en t ers (inc luding 
5/- per mo nth pattern makers ) 

( ii) J oiners ( including 
Cabinet makers) 5/ - per mon th 

(iii) Plumbers 2/6 per month 

( i v ) Brickl aye rs and Masons 2/ 6 per month 

( v) Electricians 2/ 6 per month 

Apprentices who are obliged to provide their 
own tools :from the start o:f their training should b e 
pai d the appropriate all owance :from the date they 
begin their training. Tho se whose tool s are 
provided by Government when in training are eligible ­
:for the allowance :from the date on which they are 
require to provide their own tools a:fter the 
completion o:f their training. 

Provided that the term •apprentice~ shall not apply 
to Daily Paid sta:f:f on •Special Labour• rates o:f pay 
but shall apply only to those who are employed as 
bona :fide apprentices under a recognised Government 
apprenticeship Scheme. 

581. Intention of Allowance. The All ow ance is not 
intended to assist the Artisan to purchase a set o:f 
tools but to enable him to maintain his basic Kit of 
tools as and when they wear ou t by reason of :fair 
wear and tear. The Allowance is in no way an 
addition to, or increase in, daily rates o:f pay and 
is payable only on a certi:ficate signed by the 
Permanent Secretary or other o:f:ficer to whom he bas 
delegated such responsibility that the artisan 
possesses tools in accordance with the approved 
Schedule. 

582. Special conditions attaching to payment o:f 
Allowance. 

The following special conditions are attache d 
to the payment o:f this All owance : -

( i ) A daily-paid Artisan must work :for at least 
13 days per month in order to quali:fy :for 
the Allowance. 

(i.i ) 

1 (iii ) 

Notwithstanding ( i ) above, an Artisan shall 
b e el igibl e t o receive the Allowance during 
the whole o:f the pe riod of his leave, unless 
the whole or part of such le ave period i s 
included in n otice of t e rmination of service. 

An Arti s an shall be e ligible for the Allow ance 
during sick-l eave r e sulting from an accide nt 
at work. He shall n ot, however, be eligibl e 
:for the Allowance when he h as ceased to draw 
s ick pay :from his Ministry, e ven though he may 
be in r eceipt o:f periodical payments under 
the provisions of the Workmen's ComPEnsation 
Ordinance. 

Section 14 - Trave lling Allowance. 

585. Not an emolument . Travelling Allowance is 
granted t o enable Government servants t o travel on 
official occasions in reasonable comfort and to 
oomp en sate them for actual wear and t ear of the ir 
personal erects. The allowance is in no s ense an 
emolument or an addit i on t o a Governmen t servant's 
salary , and if' it is shown to the satisf'action of the 
Head o:f the Service that a Government servant ha; 
endange r ed his health by failing to provide him self' 
with adeq uate c amp equipmen t , rood e tc., he will be 
liable to be placed on half pay or n o pay during any 
wnsequent illness. 

586. Government Servant s eligible . Travelling 
Allowance may be paid to all Government Servants whose 
salary is n o t asse ssed at rates intended t o cover 
expenditure involved in constant travelling. 

587 . When eligible. Sub ject t o the exceptions 
specif'ied in General Order 588, a Government servant 
is eligible for Travelling Allowance for the periods 
~cessarily spent : -

(a) ln reaching his station on resuming duty after 
leave; 

(b) In travelling to a new station on trans:fer. 

(c) On duty away from his permanent headquarters or 
station ; 

including any extension of such periods l apart fron 
dzys in hospital) necessitated by hJs own Slckness, 
Provided the latter "'as not due t•· a.'ly fault or 
~glige nc e on his p a~ , 
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588. When no t eligible . Any portions of the periods 
listed in General Order 587 to which any of the 
follo wing circumstance s apply fail to qualify the 
traveller for Travelling Allowance, viz . , when 

( a ) his subsistence is included in the transport 
fac ilities provided at Government expense; 

( b ) he is entertained as a Guest of Government 
(Sect ion 7 of this Chapter ) ; 

(c) he draws a r efund of hotel expenses under General 
Order 591; 

(d) he continues to stay at a place atwhich he has 
remained for a consecutive period of four weeks; 

( e) he is in hospital or detained in any place by the 
sickness of his wife or children; 

589. Rates of Allowance. Travelling Allowance is 
p ayable at the following rates for each night of a 
qualifying period:-

Substantive Basic 
sal ary OR Bas ic 
salary of acting 
appo;i.ntment. 

Group 4A and above 
' bu t including all ) 
Permanent Secretaries) 
~ •. nd Re s~den t s in ) 
:;barge of' P· .., Y : - s. ) 

Groups 5, 5A and 6 

Groups 7 and 8 

£720 - £1, 584 

£ 588 - £719 

£489 - £587 

£432 £488 

£312 - £431 

.£144 - £311 

iJnder £144 

For the first 
seven con secu­
tive nights 
in any one 
place. 

s. d. 

30 0 

~:. o 0 

15 0 

10 0 

7 6 

5 0 

4 0 

3 0 

2 0 

1 0 

For eight to 
twenty- eight 
consecutive 
nights in any 
one place. 

s. 

22 

15 

11 

7 

5 

3 

3 

2 

l 

0 

d. 

6 

0 

3 

6 

8 

9 

0 

3 

6 

9 

pailY Rated - 8/- & above 

Bel ow 8/-

2 

l 

0 

0 

l 

0 

6 

9 

590. "Personal• salary rights do not increase rate 
of Travel l ing Allowance . 

Personal conversions of salary or any 
additions to salary not involving promotion from one 
grade to another which bring a Gove rnment servant ' s 
salary into a higher category ( as quoted in the first 
column of General Order 589 ) than that applicable to 
biS colleagues in the same grade do not make him 
eligible t o r eceive travelling allowance at a rate 
bigher than that for which his colleagues on normal 
salarie s in the same grade are eligible. 

591. Refund of Hotel Expenses in lieu of 
Travelling Allowance. 

(a} lf during any of the periods specified in General 
Order 587, a senior officer is obliged to stay at 
an hotel ( see General Order 592 ) he may, in lieu 
·of' a Travelling Allowance, be granted a refund of 
the hotel bill f'or the board and lodging of 
himself and his wif'e ( if' accompanying him at 
Government expense) less 7/6d. per night per 
person. 

(b) lf' a senior of'ficer stays at an hotel ( see General 
Order 592 ) in his station during the f'irst three 
nights en arrival f'rom leave, or the last three 
nights before departure on leave he may be granted 
a refund or the hotel bill for the board and 
of' himself and his wife ( if accompanying him at 
Gove rnment exoense ) less 7 / 6d. per night per 
person. 

(c) illl office r who stays in Lagos or Kano bef'ore 
proceeding overseas may claim a ref'und of hotel 
expenses in respect of 3 nights only. 

(d) For the purp o se of' this General Order "senior 
of'ficer• has the same meaning as in General Order 
518. 

592 . Catering Rest Houses, 
foll owing may be regarded as 

1 of General Order 591 : -

1 A Government Catering 

etc . included . The 
• hotels• for the purpose 

Rest H0use 



so 

An ocean going vessel in port 

A Train. 

The Federal Palace Hote l, Lagos, will not be regarded 
as an ,.hotel'' f'or the purposes of General Orde r 591. 
ln case s of doubt whether, e.g. a non -Governmen~ 
Rest House should be regarded as an •ho tel" f'or the 
purpo ses of' this General Order, application should be 
made to the Establishm~s Divi sion, Premier's Of'fice. 

593. Commuted Travelling Allowance. Commuted 
Travelling Allowance is payable t o certain classes of 
junior staff who are required to travel continuously 
as a condition of their service and who are no t 
provided with permanent quarters. Approval f'or the 
payment of this allowance to any particular class or 
classe s of of'f'icer is granted only ih special cases; 
application should be made by Permanent Secretaries to 
the Permanent Secret ary, Ministry of' Finance who will 
when conveying approval, also state the rate of' ' 
Allowance payable and any conditions attached to its 
payment. 

594. Method of claiming Travelling Allowance. Claims 
f'or Travelling Allowance must be submitted at the end 
of' each month on the prescribed f'orm. Claims not 
submitted within two months will not be considered 
unless there is a valid reason (such as serious 
illness) f'or the de lay . 

595 . Re sponsibility for avoiding double payments. 

An of'fice r, who while travelling has been 
ente rtained in circum stances which render his ho st 
eligible to claim Guest of Government Allowance (see 
Sec tion 7 ) , is responsib l e f or excluding from his 
claim f'or Travelling Allowance any night in respect of 
which his host claims Gue st of' Government Al low ance . 

CHAPTER Xll APPENDIX 

Section 6 - G.O. 531 

LIST OF TSETSE INFECTED AREAS 

l.f an officer in receipt of horse allowance 
enters one of these districts for a short time he 
continues to draw horse allowance but he may not take 
bi S horse with him. 

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

The area or Tangale Waja Native Authority. 

The whole of the province except Kefri 
Emirate. 

PROVINCE 

The whole of the Pategi- Lafiagi Divi sion in 
Ilorin Emirate, the Districts of Osi, Omu, 
Share and Shonga - from lst June to 30th 
November; and the Districts or Kaiama, 
Yashihera, Okuta, Ilesha and Gwanera in 
Borgu Emirate . 

KABBA PROVINCE 

The whole of' the province. 

NIGER PROVINCE 

51 

Abuja Division. In Abuja Emi rate the Districts 
of Kundu, Ashera, Waku, Pai , Kuje; the 
Western half of' Zuba District and the banks 
of the River Gurara in Diko Distr" t . ln 
Lapai Emirate the village areas of Gulu 
Vatsa, Gulu Agnwa, Muye, Egba, Cepa, Abugi, 
Gupa, Edzu, Ebbo, Evuti, Gvaciku and Kpaba. 

, 
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Bida Division. l n Bida Emirate , one mile f roru 
eithe r bank of t he Kaduna Rive r fro m t he 
point whe r e .Li. enter s t he division to wuya 
Ke de , and two miles f r om elther b ank of the 
Kaduna River f r om Wuya Ke de t o its j unction 
with t he River Niger . In Agaie Emirate 
the vi ll age are as of Wache, Kj_ntako and 
Ewugi. 

Kontagora Divi sion. Zugurma Districts; Auna 
District, South of the River Kontagora ; 
Mashegu District, West of Longitude 50 45' E· 
Wasagu District. ' 

Niger River. Five miles from the left bank . 

SOKOTO PROVINCE 

( a ) The Districts of Kwianbana and Illo. 

( b ) The Districts of Anka and Kawoje, from 
lst June to lst December. 

CHAPTER Xlll 

MlSCELLAN EOUS 

Section 1 - Compensation and Insurance 

Compensation for loss of private effects. 

Government servants will not in general be 
entitled to compensation from public funds 
for loss of property in circumstances arising 
out of their service; their attention is drawn 
to the desirability of insuring their property 
against loss or damage. In particular, 
Government will not accept responsibility for 
loss of, or damage to officers ' personal effects, 
including motor vehicles, accepted for storage 
on Government premises. 

Cases of loss arising th~ough special circumstances 
will be considered on the~merits by the Head of 
the Service, after consultation with the 
Permanent Secretary, Ministry of Finance: even if 
compensation is approved as an ex gratia award, 
it will be given only in respect of articles 
actually or conveniently necessary at the place 
where the loss occurred. The amount of the 
grant will normally be limited to two-thirds the 
current value of such articles and may be 
withheld altogether if the loss or damage was due 
to the negligence of the Government servant. 

c) Alternatively, the Head of the Service, after 
consultation with the Permanent Secretary, 
Ministry of Finance, may grant a Government 
servant a special advance, subject to normal 
rules governing the grant and repayment of 
advances, t o help him replace or repair lost or 
damaged articles coming within the scope of (b) 
above. 

ill. Loss of Mo tor Vehicles. If the motor vehicle 
1f an officer, while being used for official duties, 
tS damaged as the direct result of Civil di :o . ..t rbance, 
;overnment will accept responsibility for such damage. 
'n cases of doubt, the Head of the Service will 
!etermine whether or not the car was being used on 
'offic i a l duties". 
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612. 

( a ) 

Loss of Horses. 

Tlle Head of the Service will be prepared to consid 
claims from officers who have lost horses while er 
travelling on duty ror which the use of a horse 
is approved, in cases where the loss was caused 
either as the direct r e sult or civil disturbance 
or by disease due solely to the season or to the 
o ther conditions of the duty on which the owner 
was employed. The amount of compensation to be 
paid will not exceed two - thirds of the purchase 
price of the horse, unless its death occurred 
as the direct fault of civil disturbance. The 
maximum purchase price on which the compensation 
that may be awarded will be calculated is £25. 

(bJ No claim will be considered which is not 
forwarded within one month of the death of the 
horse . 

(c) Every claim will be submitted on a form in 
duplicate, stating the name of the claimant, the 
duty on which he was employed, the supposed cause 
of the horse's death, the date of death, the 
purchase price and any ac..~itional remarks; a 
signed certificate must 1 •· added at the f oot of 
the form in the following t .•. _,; -

MI certify that the death of the horse for which 
compensation is ask ed was due so lely to the 
nature of the public duty on which I was engaged 
and that every possible effort was made to avoid 
tsetse , etc., and to insure the health of the 
animal, and that in my op inion its death was not 
due to any carelessness either on my part or 
that •. f the person in charge of it." 

(d) No compensation for the loss of a horse in an area 
known to be infected with tset se will be granted, 
unless the owner was authorised under General 
Order 531 to draw horse all owance in that area. 

613. Passenger flight Insurance. 

( a ) The following persons when travelling by air at 
Government expen se will be eligible for free 
insurance cover as follows:-

Traveller Capital Benerits 

Governmen t Servan t 

Wife of Gove rnment servant 

Insured 

£6,000 

£ 3,000 

---

The following are the rules regarding 
responsibility for arranging flight insurance:-

(i) For travellers flying by the normal route 
to and rrom the United Kingdom or within · 
Africa on the authority or a Government 
warrant, free insurance ror the capital 
beneflts prescribed in (a) above will be 
automatic and will not require the 
completion of any rormalities by the 
traveller. lf, however, he wishes to 
arrange cover in excess of the capital 
benefits provided by Government, he must 
do so at his own expense. 

(ii) A traveller flying at Government expense 
to or from any country outside Africa 
(excluding the United Kingdom) is 
r esponsible for arranging his own flight 
insurance but will be eligible for a rull 
rerund of the premium payable in respect 
of the capital benefits prescribed in (a) 
above. 

(iii) Officers (or their wives) travelling by 
air on duty or to or from the United 
Kingdom on overseas leave who, at their 
own request, travel by an abnormal route 
will be responsible for arranging their 
own fl ight insurance, but will be eligible 
for a refund not greater than the am ount 
of the premium which would have been 
payable had they travelled by the norma~ 
route . 

( iv) Speclal arrangements will be made for 
officers travelling by the Air 
Communications Flight. 

c ; HStopover~ facilities. The free cover referre~ 
t o in lbJ( i ) ab ove is provided fo r a period of 
24 hours only, though this is automatic all;. 
extended when the aircraft is delayed . Where a 
traveller takes advantage of' "stopove r" 
facilities and so does not reach hE d~ ""Lln&1 . .J..vr. 

within 24 hours the 'insurance cover Ja]J::.es at. tn,., 
first place of stopove~. All officers L ~,rr 

(b) (i:1 aboYe applies aild whc make stopoYe; 
Poute ' ·" O"' fr-om the United Kine:dum shouj .: 
thepefO!'": mw.:e thelr own arrangements fer :. _ g 
insuranc.f:- f'J·r·tr: the uJace of stupo ,·er C•!'lhc.,~·'-· 
Refunds u;' the extra premium sr. ine•.1rreC'. "i.l 
on J r be n:: ad..:: .L.T! :r~e soe c ._ c f a r~ s·:111~-:.·....: :-: J. g. 2-.f' ~ 
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a stopover made on duty and will no t excee d the 
am ount of premium pay abl e i n r e spect of the 
c apital ben ef its pre scribed in ( a J above. 

614. Mar i ne Insuran ce on Motor Vehic les . An officer 
who i s obliged, for a pu rpo se connected w~th his 
dutie s, to transpo r t his motor vehicle by sea be twe en 
Ni geri an po rt s, i s eligib le to be r efunded the cost 
of i nsuring t he ve h icle agains t marine ri sks du r ing 
t h e journey. 

Secti on 2 - Occupation of Government Quar t ers . 

615 . Ent i tlement t o Governm en t Quarter s. The 
following are entitle d t o Gove rnment Quar te rs: -

( a ) All off i ce rs hol ding po sts gr aded a s 
Supe rsc ale. 

( b ) All office r s holding po sts grade d in the 
Administrat i ve or Professional scal es 
( Scale s A & B) . . 

( c ) Officers hol ding po sts i n t he Execut i ve 
and Highe r Technical Grade s ( Sc ale s CE 
and CT), who se sal ary e xceeds £ 1 ,00 0 pe r 
annum, may be al locate d Governme n t quar te rs 
if such quarters are avail able. 

~16 . Compul sory Occupation. No offi cer s t all be 
mpe1le d to occupy Go vernmen t quar t ers if he prefers 

mar • .:: other arr angements, except that, if his 
c;..:1; i e s necessiLtt c h i s being available at any ho ur 
~f the day or night , an off icer may be require d t o 
li ve in specific Go vernment quar ... e rs i n the vic i ni ty 
of his p l ace of work. 

"l7 . Condition s attachi ng t o tne occupatwr;--.Q f 
Government Quarters . 

The following are the conditions attaching to 
~~e occupat io n of Governme n t quarter s: -

a) P ayment of Re n t. An of'f ice r prov i ded wi t h 
.overnment quarters i s oblige d to pay rent 
h£re f or , by deduc t i on f' r om sal ary in 

acco rdance with the rent rul e s given i n General 
r·uer 623 below. 

b , '>ui:-Lettlng prohibited. An office r provide d 
ctir ~overnment q~arters iS prLblbited from 

(C ) 

I 

sub -l e t t ~n g any p art the r eof or f' r om using the 
qu arter s to t-ake in ll>dgers or pay l ng gue st s . 
A Go vernment se rvant who di sobeys th i s 
i nstruction i s gull ty of gro ss mi sconduct. 

I (d) 

Care of Quarter s. An officer provided with 
Gove rnmen t quarte rs i s r espon sibl e f or 
maintaining i n goo d orde r all artic le s of 
Gove rnment furn i ture included the r e in, and f or 
the cleanline ss of the quarters including the 
c ompound and dome st1.c servants' quarte rs, which 
he must inspect from time t o time. 

Alterations proh i bi ted. An officer provided 
with Government quarters is prohibited from 
altering the structure or fixtures. lf any 
alteration is desired application must be made 
t o the Ministry of Works which will arrange f or 
the alt e ration if approved. Mosquito proofing 
and fixings must n ot be removed without the 
approval of the medical authorities. The officer 
t o whom the quarters have been allocated will be 
held resp ons i ble for any contravention or this 
instruction . 

(e ) Removal of f"urniture prohibited. Government 
f'urniture in Government quarters belongs to the 
quarters t o which it has been issued and no 
articles of furniture may be interchange d between 
qu arte r s (o r between quarters and of fice s ) 
without the prior sanction of the office r 
c ontrolling t he quar ters. 

1618. Handing- an d Takin g- over Government Qu arte r 

The f ollowing are the rules con cerne d with 
the h anding- ove r and taking- over of Government 
quarte rs:-

(a) Notice Q f' Va~~tion . An of ficer provided with 
Gove rnment quar ters mu st give a t le ast f orty­
eight hours notice t o the office r contro l l ing 
the quar t er s that he wi shes them t o be taken- ove r 
as e xp lained in t he following i ns t r uct i on. 

(b) Tak i ng-over and Handing- over. Gove r nment quarte r s 
must be taken over fro m, an d hande d ove r to ~ the 
authori se d repre sent ative of the office r 
con trolling the qu arte r s . An incoming occupan t 
mu s t acknowledge r eceip t of the quarters an d al. 
articles of Go ve rnment furniture t he r e:in by 
signing the furni ture inventory an d ke~· ng~ster. 
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(c) 

an outgoing occupant must hand over the keys or 
the quarters he is vacating to the authorised 
representative or the orricer controlling the 
quarters, and remains responsible ror the 
quarters and all articles or Government rurniture 
therein until he obtains the s ignature or such 
authorised representat ive to the rurniture 
i nventory and lcey register in acknowledgement or 
their surrende r . 

Responsibility ror dericiencies and damage. Unless 
an orricer, at the time he takes over Government 
quarters, indemniried himselr by rep orting any 
dericiency or damage,to the officer controlling 
the quarters, it will be assumed that he received 
the quarters and all articles of furniture 
belonging thereto in good condition, and he will 
be liable ror the c o st or making good any 
deficiency, damage or neglect discovered at the 
time he hands over the quarters. In particular 
an officer will be charged 2s. 6d. f o r every k ey 
he rails to surrender. 

619. Electricity and Water Charges. 

(a) 

(b) 

Responsibility for payment. Unless exempted 
by spec ial conditions of service an officer 
provided with Government quarters is required 
to pay all electricity and water charges raised 
thereon in respect or the period during which 
he retains the use thereor. &ccounts fo r these 
charges must be settled promptly. 

Responsibility for notifying authorities. On 
taking over Government quarters an ofricer must 
immediately notify the ract to the authori ty (or 
authorities ) locally resp onsible for making 
electricity and water charges. At leas t 
rorty- eight hours before surrendering the 
quarters he must notify the same authority (or 
authorities ) of his intentiontto surrende r them 
otherwise he will be responsible for a1y charges 
accruing up to such time as the meters are read. 

620 . Retention of Government Quarters during 
Vacation Leave. 

An orficer may ret ain the use of Government 
quarters during his v acation leave if he is expected 
to resume duty at the same station and the officer 
controlling the allocation of the quarters, at h is 
discretion, authorises the retention. If 

-- -----

permission to retain Government quarters during leave 
iS given, the orricer will continue to pay rent 
thereror. 

621. No Rent payable in certain circumstances. No 
rent i s payable by an officer who: -

( a ) makes his own arrangements ror accommodation and 
does not occupy or share Government quarters. 

(b) under General Order 616 is required to occupy 
speciric Government quarters. 

(c ) is provided by Government as his sole 
accommodation with a tent, or a temporary shelter 
not intended for permanent occupation (e.g. a 
~bush~ hut erected in conne ction with a special 
and/or temporary duty) , or a canoe. 

d ) is on vacation leave, except as provided in 
General Order 620. 

''22. Amount of Rent payable. 

a) This General Order applies only to orricers on a 
salary scale the maximum or which exceeds £1,100. 

b ) Officers provided with Government quarters (other 
han those speciried in General Order 621 (b) and (c)) 

are required to pay rent at the rate or 8 1/3 per 
cent o f salary subject to a maximum or £150 per 
annum . ln the case or contract orricers 
•salary• includes contract addition. 

b) For the purpose of this General Order the follow­
ing shall be deemed to be provided with Government 
quarters:-

(i) An o rricer staying with another orricer 
in Government quarters in his own station, 
except ror period during which, by virtue 
or General Order 517(g) he is regarded 
as a ·Guest or Government. · 

(ii) An orricer who occupies a Government rest 
house in hi s own st a tion, except r o r the 
rirst t hree days and the l ast three days 
of each period o f posting to the station . 
(See also General Order 625) . 

~3~ Deduction or rent and rebates. Orficers to whom 
meral Order 622 applies will also be subject to the 
lllowing rules with regard to deduction of rent from 
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salary and rebate s allow able in ce rtain circumstances: -

( a ) Full rent t o be de duc ted from salary i n fi r s t 

instance . 

Except in respect of periods when n o rent is 
payable ( see Ge n e ral Orders 621 and 624) ( in which 
case the circumstances must be e xplained and 
certified by or on behalf of the Permanent 
Secretary in the remarks column of the officer's 

monthly salary voucher, and no rent deduction 
will be made therefrom) full rent shall, in the 
first instance, be deducted from the total of an 
officer's monthly salary from the date of his 
assumption/resumption of duty to the date on which 
he goes on leave, both dates inclusive. The 
responsibility for claiming any r;ebate allowable 
under the following instructions of the rent so 
deducted will rest with the officer himself. 
Rebate claims should l:e submitted monthly on the 
pre scribed form duly supported by the appropriate 
certificates included in the form. 

(b) 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 which the sole accommodation 
with which he is provided by Government consists 

of 

(i) quarters shared with another officer or 
officers with the prior permission of the 
au~hority responsible for allocating 
quarters in the station in which the 
quarters are situated; 

(i i ; lJ.t~&.rters, whether temporary, semi­
permanent or permanent, which do not 
provide at least two living rooms for the 
exclusive use of the officer ( for this 
purpose a be droom is classed as a liv ing 
room ) ; 

( iii ) unfurnishe d quarters, whether temporary, 
semi-pe rmane nt o r permanent; 

( iv ) t emp o rary quarte r s wi th or witho u t 
furniture . 

Dec isions un the s t atus o f quarter s in t e rms of 
paragraphs ( ii ), ( iii ) and ( iv ) rest with the 
Permanent Se cretary, Ministry of Wo rks. 

(c) 
~ 

624. 

Rent r e bate s o f se venty-five per c ent. An officer 
shall be entitled to a rebate of 75 per cent of 
r ent paid unde r General Order 6 2 2 in respect of 
any period during which the sole accommodation 
with which h e i s provided by Government consists 
of quarters o f a type specified in ( ii ) , ( iii ) or 
( iv) of (b ) abo ve, shared with another officer. 

Rent not I!J!Ya})l~ durin,e; perio ds in transit. 

No rent is payable in respect of the follow -

ling periods in transit ( except for any part thereof 
during which an officer retains the use of 
Government quarters ) :-

(a) 

(b) 

on assumption or resumption of duty; from the date 
o f assumption or resumption of duty to the date 
prior to that on which an officer is provided 
with Government quarters in his own station -
both dates inclusive; 

on proceeding on vacation leave; from the date 
on which he ceases to be provided with 
Government quarters in his own station to the 
date on which his leave begins - both dates 
inclusive. 

·( c) on transfer from one station to another; from the 
date on which he ceases to be provided with 
Government quarters in the first station to the 
date prior t o that on which he is provided with 
Government quarters in the new station - both 
dates inclusive. 

1625. When quarters ar.e not available. 

(a) When an officer, who is eligible for Government 
quarters, is required to stay at an hotel or 
catering rest house until quarters can be found 
for him, he may be granted a refund of the hotel/ 
catering rest house bill for the board and 
lod,e;in,e; of himself and his wife less 7/6d. per 
n ight per person f o r the first twenty-eight 
nights and less l5s. per night per person for 
any perio d thereafter. An officer is, however, 
responsible r or t he payment or service charges in 
r ull. 

~ b ) During such pe riod as an orricer receive b ~his 
refund, full r e nt shall, in the rirst instance, 
be deducted from his monthly salary but he will 
be entitled t o a rebate or 50 p e r cent or the 
ren~ paid; but see General Or der 622(3), provi s o 
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l ii ) f o r an excep t ion t o this rule. 

( c ) Thi s r e fund w-111 be p ay able on a ce rt ificate, 
s i gne d by or on beh a lf of the Permanent Sec r e t ar y 
o r offic e r r e sp onsible f o r th e alloc atio n of 
quarters in the off i ce r's stat ion, that qu arte r s 
were no t avai l abl e during the pe ri od in que s t ion 
or c ould no t be made avai l abl e wi t hout undue 
dislocation. 

626. Participants in Government Housing Schemes. 

An officer whose place of work is within 10 
miles of a house in r e spect of which he has been 
granted assistance under a Government housing scheme 
will no t be allowed the use of Government quarters. 

627. Rent payabl e by officers t o whom G.O. '2.'2. 
does no t apply. 

( a) This General Order applie:s only t o officers to 
whom General Order 622 does not apply. 

( b ) The appropriate rate s of rent pay able by 
officers provided with Go vernment quarters as 
shown below are :-

Type of Quarters 

( i ) Non-standard type 

( ii) Standard type quarters 
completed prior t o 
l s t J anua"y , 1 947 

( iiiJ S~b -st andard type 
qt<ar te:r s ( such 
qu arters are on ly 
av a i lab le i n Kaduna 
and Kano) 

( iv ) St andard typ e quar t er s 
co mple t e d on or af'ter 
2.:;:t Januar", lc:~.., 

App r·o pr i a te rate of rent 

As fixed by the Head of 
the Service . 

l Os. per r oom per mon t h 

4% of occupant s ' b a s ic 
s alary plus ac ting 
allowanc e ( i f any) 

6~~ of occupants 1 basi c 
s alary plus ac ting 
al ~ o"'~a..nce .._!:' ar. y). 

(.c Ren"L i& pay able fror;, ;.he date on w.hJ..e!' an of'fice::­
'l ake s over Go ' e!'nmen·. <:;Ua::'V::r·s tc· 'th:;. c=:.te 
.Lmmed.iate1:-: p!"e.cedl~:g thsl or. ldilC!. l1< 1-a.:1cis t,hem 
over "L0 thE~ avtl~u:,.. .... ::~,:d ~· ep!'9Ser.tot.lve ~,_c· thE 
off::_c.er Cr:tnt..l'r·:li\-!~ L-.uE- qt..art.prs:, bo~J ·)a:.es 
i;;.\. ::...~.::..vc . 
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