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tha : ic nhduct of, public' business and of officers
'

aod ' ntbmz matters aro embodied in these orders which are

entitled »Ci)/ il Sorvi -66 Orders for the Public Service of

8t ,. V iucooi and the'GrOnadinosll and are published under

lithe

	

Cabinet .

.
The conditions of service of Public Officers ioatruc-

' Tbe Crduva take effect from the/.2nd day of February,

1970 aand they supersede t~e General Orders of the

Islands .
.

, ` 1,11 7ub l i Officers are required to familiarise tbom-` .,_-~__~_-
a olves tbur ou C;b~ y . , ritb the Civil Service orders and any

amendments and additions thereto which may from timo to.

	

.,

	

`

	

.

	

`

	

^
timo bo i6 òòed,

''
all o fr i c~~ro in
.'
Heads of Departments to

.

	

,

	

.~

	

.
oon187~ -ï- -\, ~ai la b~d 'Í~~~.

.his Do.pP rtnmut °

`4 -.., <~

	

The provisibns of there orders shall . apply to all

's~«`~ub~iu O~Íl c o ro

	

tht where~

	

i l provided

	

u

	

r

	

pec u regulations

.are, made i'j~, 1co~~i.rd to a particular category or class of

. .u ff.ic ers. ou.u h special re Golutiouo'Ú h~nll havu precedence

over related provisiono in these Orders .

Public Officers arc required to make themselves

auqua`i ota (~ Vi tb ~U I Government ooti f icoti oos and ordora q
' wbetbbr : j~ub :l i sh md in th~ St . Vincent and the Grenadines

Government Ganotto or conveyed by circular or other means

of n orin,.iunications f and Heads of Departments will be, held

responsible for the necessary circulation of such

publications within their Departmonts .

,0"' Public Officers be liable to disciplinary action

under th o roool ra ± i ouo of the u .)p ropri a tc Service Commis-

sion in roo poct of n breach of any of these orders .

`

`

con
.

The Ordc rs should be readily avail-able
.

every Department and it is the duty of

ensure that a sufficient number of-
ul ta tiooo

----'
by a^~~

--
officers in~

.

to

,

^

S



val.:T`, II

In these Orders unless the context otherwise

requires :

"Department" includes reference to a Ministry ;

"dead"ófe?7b trent" mèans in reheti©n tó a Mì49

	

j. 1u .,

thé 1 Permhheftt .= e'eretary of that Ministry ;

"employéë" ileaftt~ . a person other than a public officer'

employed : by the' Government of St -Vincent and the

Grenad'ineb ;

1 'off'ice . of oriol.ument" in •relation : to the definition of

"oublie'off icert'-eieans any pensionable or non-pensionab

post tr'zich is shown

in the 3stie~ntec, .~

"Public Officer" or "officer" means any person holding

an office of emolument in the Public Service of

St . Vincent and the Grenadines employed on permanent . _

pensionable terms and includes one employed permáneritl

or temporarily on non-pensionable monthly terms ; :

'!Service Co.-rliccion", means ., the:,p ublic Service Commissio
the Judicial and Legal Service-Commission, the Police'

'`Service . .Conniosion .or,.any other ..Service Commission -

appointed under the Constitution, of St . Vincent . and the
Grenadines,

APOINTr: NTS, 1i~OR OTIONSAND TRANSFERS

ity for

	

2 .1

	

Save as may otherwise be provided in the Constituti
7:.r,s of St . Vincent and the Grenadines or in regulations mad

under ,she Constitution appointments to . the Public Ser .viç

are made by the appropriate Service Commission . The

appointment . of non-pensionablee officers and minor-

salaried employees is. governed by the Ipublic Service

Commission egulations .

ve date

	

. 2 .2

	

The effective .date of ari appointment is the date on

'
raiment

	

which an'officer becomes eligible to receive the full

emoluments oil' the post, i .e ., the'date .on which he

assumes duty . In the cace of the officers appointed

from outside the State the date of his arrival ' the
State .



of
a
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CONDUCT OF 1'U 3LIC OFFICERS

3 .1

	

(1) Ian officer shall discharge the duties of the

office to ihich he is appointed and any other related

duties that the Permanent Secretary or Head of Department

may, at any time, call upon him to discharge .

(2) In the discharge of his duties, an officer shall

courteous and polite both to members of the staff and
members of the public .

(3) Any act by an . officer which is considered to be

likely to bring the Public Service into disrepute must
be reported . t o the Chief Periaronnel Officer by the

Permanent Secretary or Head of Department of the officer's
Ministry or Department,

etc . of

	

(4) The following modes of dress for Public Officers
Officers

be

.t o

are acceptable -

(i) - 70RI,1ALá

-(i)

White or sober-coloured dress shirts, (not

Jerseys), with long or short sleeves with

or without ties, Shirt Jacs . Long trousers
of sober cut and colour . Shoes, maccasins
no slippers . 1.11 garments, shoes and

moccasins are to be clean and tidy . No
head covering in office is permitted .

n

	

-,3 :i i

	

. OR FENALZ

Dresses of sober style and cut . Pants suits
and pants with tops . Shoes - no slippers .

Public Officers while . oh duty shall -

appear to be clean and tidily dressed and
maintain a

way ;

Page 9

if the higher office is that of Permanent

Secretary or Head) of Department the office shall

be deemed to fall vacant on the date the holder
of the office proceeds on leave pending vacation
of the office .

respectable demeanour in every



I

(ii) not have excessive or untidy growth of
hair about the head or face or both head
and face, and no dread locks ;

(iii)

iany violation of paragraph, (4) shall be an act of mis
conduct unz:cr Order 3 .27 . .

Permanent . .GQ,cretarieo and 'Heads of Departments shall
ensure that t`io nodes of dress are strictly complied wi
and in the event of any violation shall warn the delinq
cnt .Pub_1ic ..0ffiQer in writing . If after two (2) warnifi
the officer :~ersliits in violating . . . .the,,-,OA,;:e~6tions, the
Permanent Secretary or Head of Department shall report
the Public Officer to the Tublic - Service Commission w1i

a view to 16 :ic institution of disciplinary proceedings .

of-work

	

3 .2

	

(1) she normal hours of work of public officers are
thirty-six hours in each week, as prescribed in Appendix
Heads of Departments may require any or all of the staf
of their Department to work temporarily for longer hour,
than those prescribed whenever the public interest make
this desirable .

(2) 1jn officer may be required by his Head of,
Department to work on any public . holiday but in such
cases Vie officer will, whenever - possible, be compensai
by bein-C given tine off in . lieu unless he receives over
time payment for 'tie duty .

-word=ing hours witljqut the permission of the Head of th6!
Department jn' vihich he works or such other officer as
may be deputed by the Read of Department to give such
permission ..

not wear unwashed or untidy clothes .

I

0 frog.

	

3 .4

	

(1) ' Alh : .7officer who absents himself from duty withd
a + N t

; .

	

perriiosion, except in case of illness or other unavoid-!!6 i Du

able circumstances shall render himself liable to
discipliq,ary action . .

(2) J.n officer may not leave the State without
permission Liven in writing by the Chief Personnel
Officer or, in cases of emergency by a Permanent
Secretary of 'j eadJ of Department who will inform the

I



Chief Personnei Officer accordingly .

Every officer save those who may be

Head of Department shall sign his name in the Attendance

Register kept in the Department for this purpose and

insert the time of his arrival and departure from duty .

The Head of Department shall depute an officer to examine

and initial this Register every day and bring to his

notice any case of habitual or frequent unpunctuality

cibsenteeiwnt on the part of any officer . The Head of

Department or such officer as he may designate shall

examine the tiegister at least once every month .

vate

	

3 .6

	

(1)' 21,.cept in the case of part-time officers, an
rests officer's whole tige is at the disposal of the Govern-

ment .

Accordingly

(a)

'(b)

(e)

Page 11

exempted by the

an officer may not at any time engage in

activity which would in any way tend to

impair his usefulness as an officer, nor

he engage in any occupation or undertaking

which might in any way conflict with the

interests of his Ministry or Department or

be inconsistent with his position as an

officer ;

an officer shall not engage in any trade or

any professional, commercial, agricultural

or industrial undertaking or undertake

private work for remuneration without the

prior consent of the Service Commission ;

notwithstanding that prior consent may have

been given, the Service Commission may at

any time after notice to the officer and

after holding an inquiry prohibit an officer

fro in

(i) engaging in any trade, professional,

commercial, agricultural or industrial

undertaking ;

regularly undertaking private work

for remuneration, if the Commission is

or



of the opinion that the officer's

activity tends to impair his useful-

neon, ap an officer-or : tonf.licts with

the interests of his Ministry or

: .,Department or is inconsistent with his

position as an . officer ;

within* a period of thirty days after his

f ir s t á,o in,

	

Ament to office in the public

service, and in the case of a serving

officer within a, period of sixty days of t1

coming into operation of these Orders, an

officer shall disclose in writing to the

Service Commission particulars ©;f -any

investment or shareholding'which he

possesses in any company carrying on busi-

ness inside or outside of St . Vincent and

the Grenadines and also of any direct

interest which he has in any professional,

commercial, agricultural or industrial

undertaking in or outside St . Vincent and

the Grenadines ;
.
rIan officer who invests in or acquires sha

in any company carrying on business in or

outside-of St . Vincent and the Grenadines

or who acquires any direct interest in an

') .IL^0feG0iOIIF.l, commercial, agricultural or

industrial undertaking in or outside of

St . Vincent and the Grenadines, shall withi

a period of thirty days thereafter inform

the Service Commission ;

whenever the Service Commission is of the

opinion that an officer's performance of

his duties is likely to be influenced by t

fact that he owns shares or investments

any company, or he has direct . interest in

any professional, commercial, agriculturall

or industrial undertaking, the Commission

may require the officer to dispose of such

shares, investment or interest within such



te family
ects

for
is Loardn

__omni tase ea

is Officers
too sign
is petition,

3 .7

3 .9

An officer is required to report to the Service

Commission through the Chief Personnel Officer any

interest in trade, commerce or agricultural undertakings

held by hin wife as a principal or on her own account .

Where it is considered by the Commission that the

interests of c.n officer's wife in this connection con-

flict, or are lilcely to conflict, or may seem to conflict,

with the efficient and faithful performance of the

officer's duties, the Commission may direct the transfer

of .the ..officer to other duties where such conflict, real

or apparent, does not exist, unless his wife has in the

meantime divested herself of her interests . The

restriction in this paragraph does not extend to the

employment of an officer's wife as a paid employee of

Government or any private firm .

(1) Officers are not permitted to undertake work

for public boards or committees without previously

obtaining the sanction of the Service Commission .

rio officer in the full-time employment of the

Government

emoluments

membership o

Page 13

period an the Commission may specify or may

transfer the officer to other duties . If

the officer, on being required to dispose

of such shares investment or interest fails

to do so within the specified period, he

shall be liable to disciplinary action ;

'.íiál be eligible to receive any fee or other

from Government_ funds in respect of his

or service to, a public board or committee .

rro officer may accept any paid employment while on

leave without Previously obtaining the express sanction

of the Service Commission which will not normally be

withheld when (..n officer is on retirement leave .

3,.10

	

No officer shall sign or procure signatures to any

public petition to the Government which may require

executi-re action or which relates to any action or

proposals of 'the Government of St . Vincent and the

Grenadine: or of any other Government .



of i c ,. _-z-;

	

3 1 11
Prccc

ation of
al
nto

or
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(1) No officer, whether he is on duty or leave of

absence shall -

act as editor of any newspaper, magazine .orl

l periodical or take part directly or in-
directly with the management thereof ; or

(b) contribute to, whether annornymously or

otherwise, or publish in any newspaper,

magazine or periodical or otherwise cause
to pc i:ublished in any manr:er, in

St . Vincent and the Grenadines or elsewhere
anything which -nay reasonably be regarded

as of a political or administrative nature,

allow himself to be interviewed on

questions of public policy, or on any

matter of a political or administrative

nature or on matters affecting the adminis ..

tration or the security of any state or

territory ; or

(ci) speak in public or broadcast in any way on

matters which may reasonably be regarded as

of a political or administrative nature ? or,

(e) take active part in any public meetings ate

which speeches on matters of a political

or administrative nature are made .

Provided that the provisions of this order shall not

apply to an officer acting in the pursuance of his

official duties and with the prior permission of his

Minister .

Provided also that statements for publication of

factual and technical information may be made by

Permanent Secretaries, Heads of Departments and other

	

i

senior officers if authorised by the appropriate

Minister,

3,12

	

No officer may, without the written approval of the .

Minister concerned make public or communicate to the

^ress or to unauthorised individuals any documents,
papers or information which may come into his possession

a



3 .15

	

No officer: may . seek to influence any member of the

Legislature or any, other person as :a means of bringing,

his services to .official notice expe,cially in connection

with appointrîents, leave, postings,. transfers, di.scipl :ne,
promotions, or any condition of service, or as a means

of furts erialc'

:any way. The

the advzntaZe

5im

	

to disciplinary proceedings .

3 .16»

	

Officers are expressly forbidden to participate

actively on 1ìC half of any party or candidate in an

election to the legislature or at Municipal or Local

Authority elections . They arc express ly forbidden to

act as ageatc, cub- agents or canvassers at elections
of thin nature.

3 .17

	

Public officers nay be members of a trade union and

they are ertitlec to attend private meetings of their

union, even iî of a political character, and to speak

and vote at n'_!ch meetings .

'!is interests in the Goverricient service in

employment of such methods will not he to

of the person concerned and may render

Page 15

a

in his official capacity, or make private copies of any
such documents or papers . Every public officer is
required to ext'rcine due care and diligence to prevent
unauthorised access or disclosures of such documents

nd information .

3 .13.

	

PJothin,; in the preceding two orders shall be deemed
to prevent an officor from publishing in his own nn -me t
by writinC, s ;eech or broadcast, matters other than that
which may rec:conably be reg:-,rded au of a political or
administr_.tive nature, provided that if the publication
is a boo ::, article or other work, the subject of which
connected with the officer's official duties or those
of other officers, the prior consent of the Service
Commiocioza is obtained .

3 .14 Pl ,o .officer May call public meeting to consider
any action of the Government or actively take part in
such a mcotir.C .

out they may not hold office

in a trade union, the objects of which arc wholly or in

part political, nor ,,.,.y they speak or vote at public

meetings or[,a,,ized by such trade union .

is



dance

	

3,18

	

Public Officers. are prohibited from receiving

valuable presents (other than ordinary gifts from

personal friends) whether. i n the ; shape of money, goods, .

services or other personal benefits, and from giving

such presents . This rule applies not only to the

officers themselvés but also'to their families and

officers will be held responsible for its observance by

their families . It does not apply to cases of reinuheta-

tion for special services rendered and paid for with the

consent of ;,he Government .

(2)
representative of a foreign Government or a member of a

recognised organisation'in the State, either official

which cannot be refused without giving" Ior unofficial,

offence, may be accepted but the fact and the

circumstances must at once be reported to the Service

Commission and the recipient shall abide by any instruc-

tions which may be given as to the - disposal of the gift,

proceed-

	

3,19

	

No steps may be taken by public officers to .
y officers

	

institute civil proceedings in any Court in connexion

with matters arising out of the discharge of their

public duties, or against a Minister, a Permanent

Secretary or other public officer, for anything done in

the performance of his duty, unless, and until the

sanction of the Service Commission has been obtained,

3 .20

	

(1) Subject to the provisions of this Order, the

Government will, unless advised otherwise by the

Attorney General in any particular case, accept respons,
ibility for the defence of officers against whom legal

proceedings are threatened orr instituted in respect of

acts done or liabilities-incurred in the execution of

their duty .

(2) Where any such legal proceedings are threatene
or instituted, the fact thereof shall be reported .forth-

with to the ittorney General and-no legal or other

expenses shall be incurred by the officer against whom

the proceedings have been threatened or instituted, or
other steps taken in connexion with any such proceedings`

until the directions of the Attorney General have been



received by the officer .

uniary

	

3 .21

	

Public officers are required to be prudent in the
arrassment conduct of their private financial affairs . Serious

pecuniary esbarrassroent arising out of the imprudent

conduct of an officer's private financial affairs may

be regarded 4s impairing his efficiency thus affecting

his claim to pro :.,otirn or increments . In an aggravated

case of this description the officer concerned will be

liable to disciplinary proceedings with a view to his. .

dismissal and the onus '.gill re ,t upon him to show that,

the circuncta-nce, do not justify the imposition of the

full penalty of dismissal .

kruptcy 3 .22 In the event of an officer filing a petition in

bankruptcy or of bankruptcy proceedings being taken

against .:ici, or of his entering into

	

conpo-sitiun with

his creditors under the Bankruptcy law, or of any

serious financial embarrassment on his part, the

officer shall immediately notify the Head of his

Department eiho gill report the fact to the Chief

Personnel Officer .

3,23

	

In every instance of bankruptcy proceedings against

a public of ices, the officer of the Court before whom

the proceedings are taken shall forthwith report the

matter to the Chief Personnel Officer giving particulars

of the officer's indebtedness . On the conclusion of

the examination th;e officer of the Court shall furnish

a further report to the Chief Personnel officer show-

ing whether or-not the officer's difficulties were

occasioned by (a) imprudence or extravagance or

(b) unavoidable

stances .

misfortune or other extenuating circum-

ment

	

3 .24 Any public officer who is Publicly sued for debt

0°s

	

gain .~st

	

, after an order of payment has beena

	

~ã_om

made, judgzient suí1rons i s issued, will be regarded,

the absence of a reasonable explanation of his f .,.ilure

to pay the debt, as having brought himself within the

terms of Order 3 .22 .

91(9 ,1 -

Page 17

other

in

i



3,25

	

Clerks of the Courts shall furnish to the Chief

'Personnel officer a quarterly return of officers

against whom Judgment summons have been issued, giving

.particulars of the indebtedness of such officers .

to and by

	

3 .26

	

Pdo officer shall borrow at interest from or make
c officer : any loan :- .t interest to, any public officer, or borrow

from or lend money to, any public officer, in return f

payment of a larger sum or any other valuable considera

tien whatever or shall act, as intermedi ry between any

public officer and a money-lender or shall take any

part in collecting debts on behalf of a money-lender .

In particular, no officer shall borrow money from a

subordinate o ficer . Heads of departments are responè-

ible for reporting to the Chief Personnel officer

through the Yermanent Secretary of the Ministry any

officer who is ;mown to be contravening those rules

and such an officer will render himself liable to

disci li .a ;".ry action .

tin officer will be liable to disciplinary action

for any ieisconduct including general misconduct to the

prejudice of discipline or the proper administration o

Government business and contravention of specific

rules and regulations .

Public officers who go on strike violate the terms

of their enlpáoynent sand shall be liable to instance

dismissal.

l,ny public officer may, if he so wishes, obtain

on leaving tae service, a Certificate of Service in

the prescribed form from the Chief personnel officer .

~he main pur pose of

it May bo used as

	

reference covering the holder's

Government service when seeking other employment .

AAccordia_iy, % Cerítificnt,e should contain that informa

ticn chic'l the prospective employer might fairly expec

to obt ::in froi:i Vie person who had previously employed

he holder . In no circumstances may a public officer

who leaves the Service be provided with a personal

testimonial other than this .

V

Page 18

a Certificate of Service is that

i

o„

'Pr
n

sa

nduct 3 .27

es by
c officers

3 .28

ficate of
ce

3 .25



3 .30

	

Valedictory letters may be sent by the Chief

Personnel Officer to public officers who retire after

long and valuable service .

C[11'.-TE 2 IV

	

âi.LJ.~' 1_~â i .Cl3 i.CTING i. :.LC', . . . ; :C' :3

The salarios attached to public offices are as

provido6 i ._ Government's Annual Estimates of

:,xpondite •c and , proved by Parliament .

;..' .there au-*e salary of any post l'; in :m incremental

b-~ ' . to t V
f t C

Or
',S, tsl e 1C slo er

sC

shall ho nor : : .a.l for an officer a appointed thereto on a

permanent basis to be paid initially the minimum

salary of tale- scale and for the salary to be increased

by annual incren ::ents at the rates provided' until the

maximum o the scale is reached .

( I ) ha officer receive the full salary of his

post from the date upon which he assumes the duties of

the post except ass provided for under Order. 2 .12 (ii) .

reasee in
lbry

(2 ) ile salary •r ill be paid to an officer in

respect of any period during which he has been absent

from duty twit gout lave .

(3) !.. officer who is proceeding on leave outside

the State clay receive, j ::rior• to embarkation, his salary

for the wlicle of the month in which he leaves the

State . .

(4) Sai.a.ries will be paid normally on the last

one .vorhink d y of the month or on such other d - -,y or
days that -. nay be determined by the l' :ini ster of Nuance .

xce :

	

i .. e. caso of _;romotion from a noon-Pens ionable

office to

	

pensionaible office, the following; shall
apply lr. .le^e an officer is .promoted to an office carry-
ing sale:ry on •a n incremental scale :

(i) If i--- aediately prior to ,is promotion the

úî:: :• i_ry of

	

oi ficer !Vá less than the

rininun of tFle~ ricw office . , he S ; 1 C1 11 receive
.e m;inimum, i.~st if the grant of the next

increment in his former office would have

Page 19

but

I

Salaries to -Je 4 .1
ietermined by
larliamcnt

Iaerer;ental 4 .2
salary scales

payment of r .3
alaries

orotional , .d



ponsibiIity

	

9.3
Permanent
etarfos and
s of De,,art-
s for the
urity' of
sified
ents

Page 65

that the female officer has elected to continue her

pensionable service to normal retirement .

(3) 1. married female officer whose domestic respons-

ibilitiec interfere with the discharge of her official

duties nay be called upon to resign, in which case she

will be eligible to receive the marriage gratuity for

which she could have been eligible at the time of her

marriage . Provided that in such case the officer must

be warned in good time that her retirement is

contemplated and given an ai_pportunity of replying to

charges of less of efficiency .

CHAPTERIX

	

C~ :vú~'C'I1~DHNc>r ;_ND ."UBLIC BUSINESS

closure

	

9.1

	

Public Officer and employees are expressly for-
official

	

bidden to give to any unauthorised persons infornationormation
relating to the business of Cie Public Service . The

publication of official documents or information is

governed by the provisions of Civil Service Orders 3,15__ . :
and 3 .14 .

fidential

	

9.2

	

Confidential and secret correspondence and documents
secret
espohdenc e

must always be kept separate from omen correspondence

material, and must be kept under lock and hey . No

reference to confidential or secret correspondence shall

be made in any open correspondence .

(1) It is the responsibility of 'a°ormanent

Secretaries and Head of Departments to ensure that no

member of their staffs, other than officers designated

for the .,urpose, shall be in a _,ocition to handle or see

confidential or secret documents .

(2) All corresip:ondenee marked "S'ocret"",

ntial" or "In Confidence" must be opened by the

addressee pe sonally . Heads of Departments shall them-

selves be responsible for the security of secret and

confidential material that comes into their hands .

Permanent Secretaries may arrange for one clerk to be

appointed in each Einistry to whom all secret and

confidential worf : will be entrusted .

. .r

"Confide-

and
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Kg

	

9 .?

	

(1) ._Ii official correspondence addressed "Secret",
V! d.",,cc

	

"Confidentin!" or "in Confidence" must be enclosed in

two envoisSes, one inside the other . The inner

envelope ï.-just be î,.iar hc-(. "Secretll i "Confidenti,-.àl" or

"In as the case nay be, but the outer (ne
should not be Sc relarked . The inner envelope should be

folded rather si ;allor than the other, so that both will

not be

	

once .

(- —,) Care- au ct, ho exercised that secret and conficion

paper:; .̀,r-z,

	

the office, nr between one

office and

	

except ill sealed covers marked

113ecrct", "Cc ficer .t•t a :" or "in Confidence" .

0 1 5 Docioi-,;ac affoctin,- an officer personally shall be

conveyed to !ka in writing . No officer thrcuíh whose

hands sue : , correspondence -,asses may communjc ..tc any of

the contents to any person or persons without written

instructi ::, nc Pros

	

Chiefthe

	

i'ersonnel Officer or the

Permanent 3 o cr ota. ry of a inistry .

official D .6

	

of connunications to or from the Gov(--rn-
?enco not

	

6 1

conveyed to any persons without the

authority Of the 1'ernanent Secretary of the Ministry

concerned . 1 1 the orders therein contained are intended

to be co~:u ,,ua icatcd, they will be embodied in a letter

aC!d)res,-,cc: t.e .- the person concerned .

(2) rio c-fficer may take copies ci communications and

reports refs2rinC to himself or any other officers and

any officer found in unauthorised possession of such
tri--!! 5e liable to disciplinary action .

C .'7

	

'Perm.anont G-.;cr ,.Ac.rioo will correspond directly with

other iricLricc~ and with the )uhlic upon the affairs of

t1icir own

	

and Departments . Important questio

of !,)rinci

	

or )ulicY will be referred to the Minister

concorncc:, and ,,;r0pocals which involve reference to

other i :iniotrics should !,,c fully discussed between the

per maaarit Seer etariec; and Heads of Departments concerned,

before hey fro submitted to the Hinister and the fact

that this has lbo • : rn done should be stated in the

subriissioti .

	

questions (other than those which

are for -2ctureinatioa by the appropriate Service



Commission) and Establishment matters that may be

resolved within the terms of these Orders are amended

from time tc time, will be dealt with by the Permanent

Secretary in each T4ini try, except that personnel matters

which may have a Service-wide implication and establish-

ment of any provision of these orders or suggest a

departure prom existing ,policy or the establishment of a

novel princi :io or a new provision, or define an issue

which may :lave repercussions throughout the Service,

shall b •-, referred to the Chief Personnel officer .

9 .8

	

(a) all communications, whether from the: public or

from other finiotrics or between a Ninistry and ;a Depart-

rment, mao -, oe ano,/ere(fi. with the least possible delay .

Where it is not 1ossib_le for a prompt reply to be sent,

an interim acknowledgement must be made and a reply sent

as soon thereafter as i:occible .

(2) Co : :ii::unications must, as far as possible, be

confined to a single subject . Where it is found to be

essential that more than one subject is dealt with in

one communication, additional copies, according to the

number of subjects, must be furnished . In every

communications paragraphs must be numbered consecutively

throughout and e c.ch ;rage must be numbered .

n by

	

9 .9

	

No opinion of the Government law officers may be
Ti cers quoted directly to a priv,.ate individual . if it is

necessary to refer to

	

legal opionion this should be

preceded by the words 'The Government is advised that
n

ecervation

	

9.10

	

The preservation and the destruction of Government
struction
icial

	

documents iú red ulatad by the following :

nts
. (1) No correspondence or document shall be considered

tae finistry responsible for the subject, that

it shall be :

(a) preserved because of its continuing value

to the department ;

Page 67

1 ~tr d for destruction before it is five years old .

C
C~L~

(2) zany file over five years . .old, that is put away,

shall bear a direction by a Senior Officer in



it shall be kept for fifteen years from the d~

of its creation., and. ,hall then be considered

the Government ¡archivist for destruction or fc

further retonticn .

A record shall - be kept of all documents and
files destroyed and the date on which they vier

doctroycd .

The following documents shall not be destroyed,

(a) those required by law or regualtions to be

_ re~ser•ved ;

documents of historical or other interest,

particularly those relating to the history'

of the State or the Jest Indies ;

(5)

(b)

( ) documents relating to land and the

thereof, and to the value of land and

property, especially Crown Lands ;

(c1) docurents that are more than fifty years of

unless they arc of a routine nature .

(6) Docu: . -: .ants that, list a rule, must be kept,- are

ownershi

Page 6'-5-

(b) destroyed at once ;

(c) destroyed on a stated date if there is no

further action .

(3) If a file is retained in accordance with (2) 1



to reports by Departmental ca_u-iittees and working

parties ; to organisation and staffing and the

personal files of public officers .

9 .11

	

An officer in each P inistry and Department should be

nominated to comply with the provisions of the preceding

Order and to make reports at stated intervals to his

Permanent Secretary or Head of Department .

9 .12

	

The provisions of orders 9,10 and 9 .11 do not apply t

Legal Departments, which are subject to Rules made under

the Destruction of Court Documents ordinance .

e of official

	

9 .13

	

Official stationery must, on no account ; be used for
tionery

	

private correspondence or for any purpose not directly

connected with the work of -the ministry or Department .

permanent Secretaries will ensure that the strictest

economy in the use of stationery is exercised in all

Departments of their ministries . All orders for statione :

must be scrutinised before they are issued by a responsib :

officer deputed for this purpose .

Official correspondence (including letters, printed

mattur and miscellaneous packets) is transmitted free by

inland post, provided that it bears on the envelope or cc

the words "On Her Majesty's Service" or the letters "0 .11,

and, in the lower left hand corner, the signature and

official designation of an officer duly authorised to

frank official postal packages .

ficial seals

	

9 .15

	

Impressions of official seals shall not be given to

any private person .

9 .16

	

Telegrams ray be approved for despatch only by

permanent Secretaries or officers authorised by them,

the interests of economy, the use of telegrams should be

avoided wherever possible unless the comr.iunication is

urgent or a telegraphic reply has been specifically

requested .

CHAPTER X

	

GO VERNT7ENT QUARTERS

(Note : The Revision of this chapter is under considerat

ee Quarters

	

10 .1

	

Free quarters are provided for officers occupying t

posts listed in Appendix VI . In the event of suitable

Government quarters not being available for allocation t
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