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37. VINCENT ..ND THE GRENADINES

IVIL SERVICS, OLDIRG, FORTHI FUBLIC SLRVICE OF
' BT, VfN TN AHD LJE G?uNnDlﬂdb
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- "The conditions of service of TMublic Officers instruce- ' P
. mti&hswforithefbohduct of.publid busincss and of officers

and othesr nattcers are cmbodicd in these Orders which are

entitled "ivil: uOTVlCG Ordcrs for the Public Service of
5t. Vincent and the Grenadines™ and are published under

“Mhe dUbhOFLLL of tne ,abinet.

H
1
f ’ !
i

Thc Crdorv ta kc effect from the 2nd day of February, |
'1970 and thov supersede the Gencral Crders of the Windward . f

Island

,ull jub tc Oxflcers arc requxred to fan1l1arlso them~
i

‘?mlselvus thoroumhlj with the Civil Service Orders and any
r.amendnunto und “odltlonu thcrcto whlch may from time to :
.t1nc be JET N The Ordcers should bc readily available to f ‘ uz
“all officers in every Departnent and it is the duty of ' '
Heada of Dozurtmcnts to ensuro that a sufficient nunber of o
coplég‘ls av 1lhble for conuultatlonu by all officers in

¢ TN : : i

his Dopartnent.

;fThe'pfOVisibnﬁ of thesce Orders éhall apply to all v

" Public ¢f¥iccro provided that where special regulations

Cvare.mafie in regard to a particular catcgory or class of oo
cofficers such gpecial regulations shall have precedence

‘over releted provisions in these Qrders.

St e B e i

1.5 Public Officers arc required to make themselves

i

"acquainted with all Government notifications and orders,
“whether published in the St. Vincent and the Grenadines

Government Gazettie or conveyed by circular or other means ;

responsible for the necessary circulation of such

|

of cowmunications anc Heads of Departments will be held i 3 ‘.
!

i i

publicotions within their Departménts.
Public Cfficers will be liable to disciplinary action '
under the reguletions of the appropriate Service Commis-

sion in regpect of a breach of any of these Orders.
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give date
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|4 thé Permunent:Secretary of that Ministry;

Ulhnauh 11 _ °°OIN"‘1""NTQL TROPOTIONS AND TQANQFERS
2.1 "Bave ag may otherwice be prov1ded in the Constltut

.

MM L AN TRR i 20l 1 A bk

- Memployee!' mean a person other than a public officer:

“‘employed’ by the Government of St. ‘Vincent and the

ASt. Vincent and"thé Gfénédinéé empioyed on permanent ..
,pon51onab1e tcrms and 1ncludes one employed permanen

for tenporarllj cn non-pen51onable monthly terms,

NGervice Cowm sion",means,thngpblic Service Commiss
Bervice Coumigsion or' any other;Service Commission

~Grenadines.

.salaried enmployees is governed by the Ifublic Service

Commission Regulations,

“which an offlcer becones ellglble to receive the full

cassumes duty. In the cace of the officers appointed

In these Orders unless the context otherwise
reguires: o

"Departmcnu" includes reference to a hlnlstry,

"gead ol Devsrtuent" means, in reletion to a M1nlstry,

Grenadinesi
Moffice -of cmolument' in -relation'to the definition of
"public’ officer!" means any pensionable or non-pensioﬁa@
post which is shown under‘a personal emolumeuts subehe{
in the Autlnoteu; - 4 - RS

"Public Officer® or "offlcer" means any person holding

an office of emolpment in the Public Service of

the Judicizl and Legal Service Commission, the Police

appointed under the Constitution of St., Vincent and t@

of St: Vincent and the Grenadines® or in regulations mad
under the Congtitution appointments to. the Public Serv
are made by the appropriate Service Commission, The:

appointment. of non-pensionable. officers and minor-

The effcctlve date of anm app01ntment is the date o
emoluments of the post, i.e., the*date,on which he

fron outside the State the date of his arrival 1n the
State,
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oo - bffice to which he is appointed and any ether relategd

etce of
0fficers

t

\

A

- Becretary or Hea%}of Department the office shall

of P | ' (1) AR gfficer shall diacharge the duties of the

duties that the [ermanent Secretary or Head of Department
may, at any time, call upon him te discharge.

(2) In the discharge of his duties, an efficer shall
be ceurteeus and pelite both to members of the staff and
to members of the public.

(3) _Any act by an officer which is considered to be
}:likely to bring the Public Service into disrepute must
Zbe'reported;to the Chief Perwonnel Officer by the

Permanent Sccretary or Head of Departmerit of the officer's
Ministry or Department.
(4) The following modes of dress for Public Officers

are acceptable -

(i)  TOR MALZS:

e /;‘ [)/LL(\.\.L\,\

Page 9
the higher office is that of Permanent -
deemed to fall vacant on the date the holder
the office phbéeeds on leave pending vacation

the oifice,

CONDUCT OF FUBLIC OFFICERS

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, maccasing -
no slippers, L1l garments, shoes and
moccasins are to be clean and tidy. No

head covering in office is permitted.

(ii) TOR FEMALIS:

Dresses  of sober style and cut. DPants suits

and pants with tops. Shoes - no slippers, .

Public Officers vhile oh duty shall -

(i) apvezr to be clean and tidily dressed and

maintain a respectable demeanour in every

ways;

. - -
[ ‘\,
e s ;...;;J\,»_.“ It
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. Permanent uocr aries and Heads of Departments shall

~worliing hourc without the permission of the {lead of th

0.
7

wthan'thdsé»prescribed whenever the public interest mak

Page 10
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not have excessive or untidy growth of
hair about the head or face or both head
and face, and no dread locks;

(iii) not wear unwashed or untidy clothes.

Hr fy

Any violation of paragraph.;(4) shall be an act of mis

conduct unier (rder 3.27..

ensure that *hc modes of dress are strictly complied wi
and in the ovcnt of any violation shall warn the dellnq
ent Public. Offlcer in writing. If after two (2) warnln’
the gfflccr “er 1utu in v1olat1ng the _directions, the
‘ermanent Secretary or Head of Department shall report
the )ubl*c Cificer to the Tublic - Service Commission.wih?

a view to ihc institution of disciplinary proceedings.,

(1) The nornal hourgs of work of public officers are}

thlrty- ﬂouxo‘ln each week as prescribed in Appendix
of their Department to work tcmporarlly for longer hou

thls desirable.

(2) 4in officer may be required by his Head of
Denartment <o vorik on any public. holiday but in such
cases the 6ffi¢ervﬁill,'wheneVer”possible, be compensa
by beinpg piven time off 'in lieu unless he receives ove

time paymcnt for the duty. DA B

Ho offichvqu abgent himself from duty duringl

o
Department .in which he works or such other officer as
may be deputed by the Head of Department to give such

permiscicn,

(1) " Amiofficer who absents himself from duty withoyft
permissibn, except in case of illness or other unavoid |
able circumstances shall render himself liable to
disciplinary actione .

(2) 4n ocficer mey not leave the State without !
permissicn given in writing by the Chief Personnel .
Officer or, in cuses of emergency by a Permanent

ecret ry of Tesd of Department who will inform the
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Chief Personnei Officer accordingly.

/
Every officer save those who may be exempted by the

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 or
absenteeism on the part of any officer. The Head of
Department or cuch officer as he may designate shall

examine the Register at least once every month,

(1) Ixcept in the case of part-time officers, an
officer's whole time is at the disposal of the Govern-~
ment,

Accordingly -

(a) an officer may not at any time engage in any
activity which would in any way tend to
impair his usefulness as an officer, nor may
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;

(b) 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 Commissiongy

(c) 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
from -

(i) engaging in any trade, professional,

commercial, agricultural or industrial

undertaking;

(ii) regularly undertaking private work

for remuneration, if the Commission is

R R R R R Gy
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(e)

(£)

- first appointment to office in the public

~any professional, commercial, agricultural

Page 12

of the opinion that the officer's
activity tends to impair his useful-
ness ag an officer-or:conflicts with

.the interests of his Mjnistry or. . .

.Departunent or is inconsistent with hij

position am an officer;

within 'a period of. thirty days after his

service, end in the case of a serving
officer within a period of sixty days of t
coming into operation of these Orders, an
oificer-shall disclose in writing to the
Service Commission particulars &f -any
investment or shareholding which he
poss?saes in any cbmpany carrying on busi-
ness inside or outside of St. Vincent and
the Gfeﬁadines and also of any direct
interest which he has in any professional,
commercial, agricultural or industrial ;
undertaking in or outside 5t. Vincent and

the Grenadinesgy

an officer who invests in or acquires shar
in any company carrying on business in or |
outside -of St, Vincent and the Grenadines
or who accuires any direct interest in anyj
professional, commercial, agricultural or
industrial undertaking in or outside of

St. Vincent and the Grenadines, shall withj
a period of thirty days thereafter inform §

the B3ervice Commisgsion;

whenever the Service Commission is of the
opinion that an officer's performance of

his duties is likely to be influenced by ti
fact that he owns shares or investments in

any company, or he has direct. interest in

or industrial undertaking, the Conmmission
may reguire the officer to dispose of such

shares, investment or interest within such
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to.sign '
gic petitions

membership of, or service to, a public board or committee,

‘of the Service Commission which will not normally be

Page 13

period as 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;

An officer is required to report to the Service
Commission through the Chief Fersonnel Cfficer any
intérest in truode, commerce or agricultural undertakings
held by his wife as a principal or on her own account,
Vihere it is cousidered by the Coumission that the
interests of an officer's wife in this connection con-
flict, or are likely 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 appérent, does not exist, unless his wife has in the
meantine diveslied herself of her interests. The
restriction in this paragraph does not extend to the
employment of an“officer's vife as a paid employece of

Governmeni or any private firm.

(1) ©Officers are not permitted to undertake work
for public beards or committees without previously

obtaining tic gsanction of the Service Commission,

(2) o officer in the full-time employment of the
Governneni wilil be eligible to receive any fece or other

emoluments from Government funds in respect of his

.

o officer may accept any paid employment while on

leave without nreviously obtaining the express sanction

withheld when zn officer is on retirement leave,

No officer shall sign or procure signatures to any
public petition to the Government which may reguire
executive action cr which reclates to any action or

proﬁosals of the Government of St. Vincent and the

Grenadinéc or of any other Government.

H AN e
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papers or information which may come into his possessiong

Page 14

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

aboence shall -~

(a) act as editor of any newspaper, magazine of:

periodical or take part directly or in-

dircctly with the management thereof; or

(b) contribute to, whether annonymously or
otherwise, or publish in any-newspgpgr,
magazine or periodical er otherwiééﬁ;ause !
to be‘published in any manner, in

3t. Vincert and the Grenadines or elsewher

anything which may reasonably be regarded
as of a political or administrative nature;

or

{c} allow himself to be interviewed on
aquestions 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

(&) wopeak in public or broadcast in any way on
matters which may reasonably be regarded ajs

of a political or administrative nature,'

(e) tcke active part in any public meetings at]
which speeches on matters of a political

or administrative nature are made,

Providecd tlat 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

Ministera

Provided also that statements for publication of
factual and technical information may be made by
Permanent Secretaries, Heads of Departments and other
senior officers if authorised by the appropriate

Minister,

No officer may, without the written approval of the.
lMinister concerned make public or communicate to the

Tress or to unauthorised individuals any documents,

.
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in his officicl capacity, or make private copies of any
such documents or papers. Evefy public officer is
reguired tp“oxércise due care and diligence to prevent
unauthoriscd acéeds or diesclosurcs of such documents

and information.

’

: U
him liable

Nothing in the preceding two Orders.s(all be decemed
to prevent cn officer from publishing in his own nae,
by writing, spzecch or broadecast, matters other than that
which may rcasonably be regarded ag of nvpolitical or
administrztive nature, provided that if the publication
is a booii, article or other work, the subicct of which is
connected with the officer's official duties or thosec

of other officers, the prior conscnt of the Service

‘Compigsion is obtzined.

'.3.14 74 : Mo officer may call a public meeting to consider

any action of the Government or actively take part in

such a meeting,

No cofficerimay seek to influence any amcember of the

Legislaturc or any other percon as-a means of bringing,

his services to official notice expecially in connection

with appointrents, leave, postings, transfers, discipline,

promotions, or any condition of service, or as & means
of furthering his interests in the Governtient service in
any wvay. 7Tac ewmployment of such methods will not be to

e of the person concerned and may render

to disciplinary proceedings.

3;16X\ officers aro_expfessly forbidden to participate

5417

actively on bLuenalf of any party or candidate in an
election tc the 1egislaiurc or at.Hunicipal or Locual
Authority eleétions. -They are expressly forbidden to
act as agents, sub-agents or canvasscrs at elections

of this noturce,

..-Public oifXicers nay be members of a trade union and
they are entitled to attend privote meetings of their
union, even irf of a political character, and to speak
and vote a2l such meetingss Dut they may not hold office
in a tradge union, the 6bjeéts of which are wholly or in
part politicnl, nor may they speak or vote at public

meetings organized by such trade union.

e




Yits

B

3]

~flance

jprroceed=-
fy officers

§proceed-
,mainst
t officers

represcentative of a foreign Government or a member of a{f

tions which may be given as to-the disposal of the gift
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Public foicers‘a}é prohibiyéd from receiving
valuable presents (other than ordinary glfts from
personal friends) whether in the shape of money, goods;:
services or other personal‘benefits; and from giving :
such presents. This rule appliés'nqt only to the
officers themselvés but also to their families and 4
officers will be held respon?iblé for its observance by:
their families. It does not apply to cases of remuneraﬁ
tion for special services rehderéd.and paid for with th@g

consent of the Government.

!
(2) L present given to an officer by an officer or:

recognised organisation 'in the State, either official““n;.
or unofficial, which cannot be refused without givingﬁ“ ' 

offence, may be accepted but the factand the

circumstance5'must at once be reported to the Service
lbehe

Commission and the recipient shall abide by any instruc-

No steps may be taken by public officers to.
institute civil proceedings in any Court in connexion
with matters arising out of the discharge of their
public duties, or against a Minister,-é Permanent
Secretary or other public officér, for anything done inf?

the performance of his duty, unless, and until the

sanction of the Service Commission has been obtained,
. - i

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

Government will, unless advised otherwise by the

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

proceedings are threatened or instituted in respect of
acts done or liabilities. incurred in the execution of

their cduty.

(2) Uhere any such legal proceedings are threatene

with to the aittorney 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 cdirections of the Lttorney General have been -
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received by thce officer.

3e21 public officers are reguired to be prudent in the

conduct of their private financial affairs. Serious
pecuniary ectibarrassment arising out of the imprudent
conduct of an officer's privete financial affairs may
be regarced as imbpairing his cfficiency thus affecting
his clain to promotien or increments. In an aggravated
case 0% this descrintion the officer concerned will be
lizble to discislinary proceedings with a view to his.
dismissal ond the onus will rest upon him to show that,
‘the circunctznces do not justify the imposition of the

full penalty of dismissal.,

3,22 In the eveat of an officer filing a petition in

bankruptcy or of bankruptcy proceedings being taken
against him, or of his ontering into o composition with
his creditors under the Bankruptcy law, or of any other
serious financiel emborrassment on his part, the
officer ghell immediately notify the Head of his
pepartment who will report the fact to the Cﬁief

Personnel Cfficer.

In every instance of bankruptecy proceedings against
a public officer, thc officer of the Court before whom
the proceccings are taken shall forthwith report the
matter to the Chief Personnel Officer giving particulars
of the officer's indcebtedness. Cn the conclusion of
the examinovion tne officer of the Court shall furnish
a further report to the Chief Fersonncl Officer show-
ing wheticr or not the officer's difficultics were
occasicned by (a) imprudence or extrovagence or
(b) unavcidable misfortune or other extenuating circum-

stances.

finy public officer who is npublicly Sued for debt
and against whonm, after an order of payment has been
made, o judgient sumions is issued, will be regarded, in
the absecnce of o reeaczonable explanation of his foilure
to pay the debt, as having brought himsclf within the

terms of Order 3.237.
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for any misconcuct including general misconduct to the

Page 18

Clerks of the Courts shall furnish to the Chief
Personnel Officer a guarterly return of officers
against whom judgment summons have been issued, giving

particulare of the indebtedness of such officers.

No officer shall borrow at interest from or make
any loan ~t intcrest to, any public officer, or borrow
from or lend money to, any public officer, in return fo
payment of o larger sum or any other valuable considera
tion whatever or shall act as intermedinary between any
public officer and a money-lender or shall take any
part in collecting'débts on behalf of a money-lender.
In particular, no éfficer shall borrow money from a
subordinate officer. Heads of Departments are respons-
ible for rcporting to the Chief Personnel (Officer
through the Fermonent Secretary of the Ministry any
officer who i lnown to be contravening those rules
and such an officer will render himself liable to

discinlinnry action,

An officer will be liable to disciplinary action
prejudice of discipline or the proper administration of
Government business and contravention of specific

rules and regulations.

Public ocfficers who go on strike violate the terms)

of their cuployment and shall be liable to instance

dismissal,.

any sublic officer may, if he so wishes, obtain
on leaving the service, a Certificate of Jervice in
the prescribed form from the Chief Personnel Gfficer.
The main hurnese of a Certificate of Service is that
it may be uged as ¢ reference covering the holder's
Governnent cervice when cecking other employment.
Accordingly, o Certificate should contain that informaj
ticn which thoe prospective employer might fairly expecl
to obtnin {rowm the person who had previously employed
the holder,
who leaves the 3ervice be provided with a personal

testimonial other than this,

In no circumstances may a public officer:
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3.30 Valedictory letters may be sent by the Chief
1 Personncl Gfficeor to public officers who retire after o
S [
% long and vclueble service. o
] P
CHLITER IV SLLAREDS LD LCTING ALLUULNCED u
3 !
Pularies to ue 4ol The scicricg attached te public offices are as
) ktermined by provided in the Government's fnnual Estimates of
‘fkrliament :
' Ixpenditure ond ogproved by larliament.
fcremental 4,2 Jhers the salary of ocny post is in an increpental
2 20 . L .. . ; .
mlary scales scale, subject to the provisions of thesce Orders, it
shall be norual for an cfficer appointed therceto on a j
permnanent bagis te be naid initially the minimum ‘
salary of the gcale and for the salary to be increased \
by annuzl incremcnts ot the rates provided until the ‘
maximum ¢of the ccole ig reached. E
.”
hyment of 4ed (3) 4n officer will receive the full salary of his ;
felaries ) e i t'hm A - s , ;
post from the date upon which he assumes the duties of
the poct cexcept as provided for under Crder 2,12 (ii).
(2) o selery will be peid to an officer in
respect of any period during which ne has been absent
from duty wiithout luave,
&
. , - \ . . s ol
(3) 4n officer who is proeeeding on leave cutside Qv
the $tate may rcceive, prior to embarkation, his salary
for the whcle of ‘the month in which he leaves the
State. i
/
- ~ 3 3 . : 5
(4) Geoleries will be peaid normally on the last but
'\J,_)
oo v LG
one woriing day of the month or on such other duy or ﬁ
3
days tiuat a2y be determined by the Minister of Finance. S
i
fumotional 4,4 Except in e casce of uromotion from 2 non-pensionable
reages in . ; . .
hr& office tc =~ pensioncble office, the follewing shall
g apply where an officer is »romoted tv an office carry-
ing salnry on on incremental scale:

(i) If icnmediately prior to his promotion the

rry of <he officer wes less than the
nininun of the new office, he shall receive
the mininun, put if the grant of the next

increnent in his former office would have




CEL CCRREBTCUDEIICE LMD JUBLIC BUSINESS
iclosure 9.1 Dublic Cfficers snd employees arc cxpressly for-
official . . . .
Do bidden to give to any unauthorised persons information
formation
relating to the business of the Public Scervice. The
publication of cfficial documents or information is
E governed by the provisions of Civil Service Orders 3,13
and 3,14,
fidential 9.2 Confidential and secret correspondence and documents
secret \
. must alvays be kept separate from open correspondence and
respondence
material, cond must be kept under lock and key. HNo
reference to confidential or secret correspondence shall
be madc in any open correspondence.
wnsibility 943 (1) It is the responsibility of Icrmanent
fermanent

retaries and
Is of Depart-
ts for the
ity of
sified

wents

PTER IX
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that the femzle officer has elected to continue her

pensionable scrvice to normal retirement.

(3) & married female officer whosc domestic respons—
ibilitics'interfere with the éischarge of her official
~duties may be called upon to resign, in which case she
will be eligible to receive the marriage gratuity for
which she would have been eligiblc at the time of her

the
be warned in good time that her rotircment is

marriage. Provided that in such case officer must

contemplated and given an apportunity of replying to

charges of less of cfficiency.,

Secretaries and Heads of Departments to ensure that no

member of their staffs, other than officers desipgnated

for the purpose, shall be in a sosition to handle or see

confidenticl or scercet decuments.

(2) All correspondence marked "obcrct", "Confide~-
ntial" or "In Confidence" must be opened by the

addressece personally, Heads of Departments shall then-

selves be responsible for the security ¢f sccret and

confidential matorial that comes into their hands.

Permancnt Oecretaries may arrange for one clerk to be
appointed in each Linigtry to whom all secret cad

confidential vorl: will be entrusted.

el 00, 1 -
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(1) &il official correspondence addressed "Sccret',
"Confidentinl or "In Confidence" must be enclosed in

twe cnvelores, one inside the other. The inner

envelope wmust be narhked "Secret", "Confidential' or

. - 4 ‘

"In Coaficdence!, as the case may be, but the outer cne g
k) ) .

sheuld net bDe so marked. The inner envelojpe should be B
-

folded rather suallicr than the other, so that both will

not bo cleincd ue once,

(%) Caore muct he exercised that secret and confidential

papers arz oot bDasged about the office, or hetween une i

o

office and ancihicr, except in sealed covers marked

"Secrcti!, "Cenficenltial" or "In Confidence!'.

ectinyg an officer personmlly shall be

Decisiuvng af

conveycd te hin in writing., HNo officer threugh whose - ¢

hands csuch

O

orrespondence jasses may communicate any of

the contents te any pergcn or persons without written
instructicng from the Chief Yersonnel ¢fficer or the

Permaonceny Secretary of a ['inistry.

(1) Covicvs of comnmunications to or from the Govern-
nent must nel be conveyed to any perébns without the
authority of the Permanent Secréfary of the Ministry-
concerned, If the orders therein contained are intended
to be comnmunicoted, they will be embodied in a letter

& 4

addressoed to the jrerson concerned.

(2) No ¢Ifficer may take copies of communications and

N

reports reforring to himself or any other officery and °

any officer found in unauthorised possession cof such

documents will De liable to disciplinary action,

Pl

Permanent Scereteries will correspond directly with
othoer [Ginictries and with the public upon the affairs of
thelr own liinigérios and Departments. Important questio

a .

of nrinci:le or nolicy will be referred to the Minister

concernea, and sropocsals wilch involve reference to

other minigiries should be fully discusged between the
Permanent Jeorevaries and Heads of Departments concerncd,

before vhey nre submitted to the Minister and the fact

o

that this has been done should be stated in the
subnission., Personnel guestions (other than those which

are for Jdeterminaticon by the appropriate Service




Page 67 %

Commission) and Egtablishment matters that may be

resolved within the terms of these Crders are amended

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

Secretary in each Ministry, coxcept that personnel matters ;

which may have a Bervice-wide implication and establish-

ment of any provisicn of these Orders or suggest a

departiure froit existing policy or the establishment of a

novel principle or a new provision, or define an issue

which may have repercussions. throughout the Service, ‘

shall b= referred to the Chief Personnel Officer. o
9.8 (a) A1l conmmunications, whether from the public or ’

from other liinistrics or between a Ministry and a Depart- j

ment, muct de answered with the least possible delay.

Vhere it is not possitle for a prompt reply to be sent,

. . ) g
an interim acknowledrement must be made and a reply sent

as soon thereafter as posgible.

(2) Communications must, as far as possible, be
confined to & single subject. Vhere it is found to be

essential toat more than one subject is dealt with in

one communicaticn, additional copies, according to the
number of subjccts, must be furnished. 1In e¢very
communicationy paragraphs rmust be numbered consecutively

throughout and cach page must be numbered.

2.9 No opinicn of the Government law officers may be *

guoted dircctly to a private individual. If it is

necessary to refer to a legal opionion this should be

preceded by tic words '"The Government is advised that

" . o

6Ot s e s s P e s

eservation 9.10 The prescrvation and the destruction o»f Government
pstruction '
ficial

pnts

documents is regulated by the following: X

Lot . (1) lo correspondence or dccument shall be considered
p—

[ !ﬂb/ ' for destruction before it is five years old.
ﬁ I 123 » oo ’ ,
. (( ~ (2) 4ny file over five years. old, that is put away,

shall Dear a direction by a Senior Cfficer in

the Ministry respensible for the subject, that

it chall be:

(a) preserved bhecausc of its continuing value

to the department;




(b) dectroycd at once;

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

further action.

a file is retained in accordance with (2) 1|

(3)

b=t
by

shall De kept for fifteen years from the d:¢

o
et

o]

itg, creation, and shall then be considered

th2 Government Lrchivigt for destruction or fc

further retenticn,

(4¢) 4 receord chall ‘be kept of all documents and
files dostroyed and the date on which they wer

destroycd,

(5) The following documents shall not be destroyed;
(a) those required by law or regualtions to be’

'

Pregerved;

(b) cocuments of historical or other interest,'
particularly those relating to the history'

of the State or the West Indices;

(¢) cCocuments relating'fo land and the ownershi
tiereof, and to the value of land and ’

L

property, especially Crown Landés; i

(a) docgmcnts that'are,more than fifty years ol

uniego they are of a routine nature.

(6) Documents that, &s. a:rule, must be kept, arec




(ze of official
tionery

grenking of
ARficial
%ﬁ.rrospondenne

ficial scals

Wroce Quarters

9.11

9.12

9.13

-9.14

9.15

ficial telegremas 9.16

10 .1

to reports by Departmental cormittees and worlking
parties; to organisation and staffing and the

personal files of public officers.

An officer in each Ministry and Department should he
noninated to comply with the provisions of the preceding
Order and to make reports at stated intervals to his

Permanent Secretary or Head of Departuent.

The provisions of QOrders 9.10 and 9.11 do not epply +*
Legal Departments, which are subject to Rules nade under

the Destruction of Court Documents Qrdinance.

Official stationery must, on no account, be used for
private correspondence or for any purpose not directly
connected with the work of the Ministry or Department.
Permanent Secretaries will ensure that the strictest
econonyy 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.

0fficial correspondence (including letters, printed
matter and miscellanoous packets) is transmitted free by
inland post, provided that it bears on the envelope or ce
the words "On Her Majesty's Service" or the letters "Q.I,
and, in the lower left hand corner, the signature and
official designation of an officer duly authorised to

frank official postal packages.

Inpressions of official seals shall not be ¢iven to

any private person.

Telegrans nay be approved for despatch only by
Permanent Secretaries or officers authorised by them. Ir
the interests of economy, the use of telegramns should be
avoided wherever possible unless the commwnication is
urgent or a telegraphic reply has been specifically

requested.

| CHAPTER X GOVERVMENT QUARTERS

(Note: The Revision of this chapter is under considerat

Free quarters are provided for officers occupying t
posts listed in Appendix V4  In the event of suitable

Governnent quarters not ‘being available for allocation i

"
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